HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT

Office of the Assistant Superintendent, Human Resources

To: HLPUSD Employees
From: John Lovato, Ed.D.
Regarding: 2024-2025 Annual Employee Reminders

This is an annual reminder that your supervisor will provide the following information, which you must review.

Department of Fair Employment and Housing-

DFEH EO7 (Revised) - California Law Prohibits Workplace Discrimination and Harassment
DFEH 100-21 (Revised) - Family Care and Medical Leave and Pregnancy Disability

DFEH 185 (Revised) - Sexual Harassment

DFEH EO4 (Revised) - Transgender Rights in the Workplace

DFEH E09 (Revised) - Your Rights and Obligations as a Pregnant Employee

DFEH E18 (New) — Reproductive Loss Leave

Board Policies and Administrative Directives-

Board Policy/Directive - 1113 District and School Web Sites
Board Policy/Directive - 1311 Civility Policy

Board Policy/Directive (Revised) - 1312.3 Uniform Complaint Procedure

Board Policy/Directive - 3513.3(a) Tobacco Free School

Board Policy/Directive - 3520 Use of District Computers/Network

Board Policy - 4020 Drug and Alcohol-Free Workplace

Board Policy (Revised)/Directive (Revised) - 4030 Nondiscrimination in Employment
Directive (Revised) - AR 4031 — Complaints Concerning Discrimination in Employment
Board Policy - 4040 - Employee Use of Technology

Board Policy - 4119.21, E 4119.21(a)(b)(c), E 4219.21, E 4319.21 Professional Standards & Code of Ethics
Board Policy - 4119.22, 4219.22, 4319.22 Dress and Grooming

Board Policy - 4131.7,4231.7, 4331.7 Weapons and Dangerous Instruments

Board Policy/Directive - 4119.11, 4219.11, 4319.11 Sexual Harassment — Employees
Board Policy - 5131.2 Bullying

Board Policy/Directive - 5141.4 - Child Abuse Reporting

Board Policy/Directive - 5141.52 Suicide Prevention

Board Policy/Directive - 5145.7(a) Sexual Harassment — Students

Board Policy/Directive - 5145.13 Response to Immigration Enforcement

Board Policy/Directive - 6163.4(a) Internet Use and Safety

Forms and Policies-

District Form - Employee/Student Interaction Notice (Employee should have a signed copy in personnel file with H.R.)
District Policy - Board of Education (Guiding Principles/Vision Statement/Board Goals)

District Policy - Employee Responsibilities/Political Activities

District Policy - Employee Safety & Security/Work Related Injuries

District Policy - Absences (Frontline Absence Management & Lesson Plan)

District Policy - Attendance/Employee Use of Technology/Personal Communication Device Usage

District Form - Unsafe and/or Unhealthful Conditions Notification (Form#1115)

Supervisor: Please review each document to be knowledgeable of the District’s position in each area prior to discussing with your
employees and reproduce and/or post these publications, policies and directives in a highly visible space at your site.

Please contact me if you have any questions or concerns.

Employee: I have been given, read, understand, and agree to comply with the above policies; including my
responsibility as a mandated reporter of child abuse.

Employee Printed Name Employee Signature Date

(To order copies of this packet please submit a print shop request and reference Form #1870)

July 1, 2024 — Form #1870



The California Civil Rights Department (CRD) enforces laws
that protect you from illegal discrimination and harassment
in employment based on your actual or perceived:

ANCESTRY

AGE (40 and above)

COLOR

DISABILITY (physical, developmental, mental health/psychiatric, HIV and AIDS)
GENETIC INFORMATION

GENDER EXPRESSION

GENDER IDENTITY

MARITAL STATUS

MEDICAL CONDITION (genetic characteristics, cancer, or a record or

history of cancer)

MILITARY OR VETERAN STATUS

NATIONAL ORIGIN (includes language restrictions and possession of a
driver’s license issued to undocumented immigrants)

RACE (includes hair texture and hairstyles)
RELIGION (includes religious dress and grooming practices)
REPRODUCTIVE HEALTH DECISIONMAKING

SEX/GENDER (includes pregnancy, childbirth, breastfeeding
and/or related medical conditions)

SEXUAL ORIENTATION



PROHIBITS WORKPLACE

DISCRIMINATION & HARASSMENT

THE CALIFORNIA FAIR EMPLOYMENT
AND HOUSING ACT AND ITS
IMPLEMENTING REGULATIONS
PROTECT CIVIL RIGHTS AT WORK.

HARASSMENT

1. The law prohibits harassment of employees, applicants,
unpaid interns, volunteers, and independent contractors by
any person. This includes a prohibition against harassment
based on any characteristic listed above, such as sexual
harassment, gender harassment, and harassment based on
pregnancy, childbirth, breastfeeding, and/or related medical
conditions.

2. All employers are required to take reasonable steps to prevent
all forms of harassment, as well as provide information to each
of their employees on the nature, illegality, and legal remedies
that apply to sexual harassment.

3. Employers with five or more employees and public employers
must train their employees regarding the prevention of sexual
harassment, including harassment based on gender identity,
gender expression, and sexual orientation.

DISCRIMINATION /REASONABLE
ACCOMMODATIONS

1. California law prohibits employers with five or more employees
and public employers from discriminating based on any
protected characteristic listed above when making decisions
about hiring, promotion, pay, benefits, terms of employment,
layoffs, and other aspects of employment.

2. Employers cannot limit or prohibit the use of any language
in any workplace unless justified by business necessity. The
employer must notify employees of the language restriction
and consequences for violation.

3. Employers cannot discriminate against an applicant or
employee because they possess a California driver’s license or
ID issued to an undocumented person.

4. Employers must reasonably accommodate the religious beliefs
and practices of an employee, unpaid intern, or job applicant,
including the wearing or carrying of religious clothing, jewelry
or artifacts, and hairstyles, facial hair, or body hair, which are
part of an individual’'s observance of their religious beliefs.

5. Employers must reasonably accommodate an employee or
job applicant with a disability to enable them to perform the
essential functions of a job.

ADDITIONAL PROTECTIONS

California law offers additional protections to those who work for
employers with five or more employees. Some exceptions may
apply. These additional protections include:

1. Specific protections and hiring procedures for people with
criminal histories who are looking for employment

2. Protections against discrimination based on an employee or
job applicant’s use of cannabis off the job and away from the
workplace

For translations of this guidance, visit: www.calcivilrights.ca.gov/posters/required

3. Upto 12 weeks of job-protected leave to eligible employees

to care for themselves, a family member (child of any age,
spouse, domestic partner, parent, parent-in-law, grandparent,
grandchild, sibling) or a designated person (with blood or
family-like relationship to employee); to bond with a new child;
or for certain military exigencies

4. Up to five days of job-protected bereavement leave within

three months of the death of a family member (child, spouse,
parent, sibling, grandparent, grandchild, domestic partner, or
parent-in-law)

5. Up to four months of job-protected leave to employees

disabled because of pregnancy, childbirth, or a related medical
condition, as well as the right to reasonable accommodations,
on the advice of their health care provider, related to their
pregnancy, childbirth, or a related medical condition

6. Up to five days of job-protected leave following a reproductive

loss event (failed adoption, failed surrogacy, miscarriage,
stillbirth, or unsuccessful assisted reproduction)

7. Protections against retaliation when a person opposes,
reports, or assists another person to oppose unlawful
discrimination, including filing an internal complaint or a
complaint with CRD

REMEDIES/FILING A COMPLAINT

1. The law provides remedies for individuals who experience
prohibited discrimination, harassment, or retaliation in the
workplace. These remedies can include hiring, front pay, back
pay, promotion, reinstatement, cease-and-desist orders, expert
witness fees, reasonable attorney’s fees and costs, punitive
damages, and emotional distress damages.

2. If you believe you have experienced discrimination,

harassment, or retaliation, you may file a complaint with CRD.
Independent contractors and volunteers: If you believe you
have been harassed, you may file a complaint with CRD.

3. Complaints must be filed within three years of the last act

of discrimination/harassment/retaliation. For those who
are under the age of 18, complaints must be filed within
three years after the last act of discrimination/harassment/
retaliation or one year after their eighteenth birthday,
whichever is later.

If you have been subjected to discrimination, harassment,
or retaliation at work, file a complaint with the Civil Rights
Department (CRD).

TO FILEA COMPLAINT

Civil Rights Department
calcivilrights.ca.gov/complaintprocess

Toll Free: 800.884.1684 / TTY: 800.700.2320
California Relay Service (711)

Have a disability that requires a reasonable accommodation?
CRD can assist you with your complaint.

The Fair Employment and Housing Act is codified at Government
Code sections 12900 -12999. The regulations implementing
the Act are at Code of Regulations, title 2, division 4.1

Government Code section 12950 and California Code of Regulations, title 2, section
11023, require all employers to post this document. It must be conspicuously posted
in hiring offices, on employee bulletin boards, in employment agency waiting rooms,
union halls, and other places employees gather. Any employer whose workforce at
any facility or establishment consists of more than 10% of non-English speaking
persons must also post this notice in the appropriate language or languages.

CRD-EO7P-ENG / January 2024
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FAMILY CARE & @) qusee
MEDICAL LEAVE
& PREGNANCY

DISABILITY

LEAVE

Under ca"fornia Iaw an emp|oyee may Pregnancy Disability Leave. Even if an employee is not eligible

; ' for CFRA leave, if disabled by pregnancy, childbirth or a related
have the "ght to take lOb'PTOteCted leave to medical condition, the employee is entitled to take a pregnancy
care for their own serious health condition disability leave of up to four months, depending on their

. . . period(s) of actual disability. If the employee is CFRA-eligible,

ora famlly member with a serious health they have certain rights to take both a pregnancy disability
condition, or to bond with a new child (via leave and a CFRA leave for reason of the birth of their child.
birth, adoption, or foster care). California Reinstatement. Both CFRA leave and pregnancy disability leave

contain a guarantee of reinstatement to the same position or,
in certain instances, a comparable position at the end of the

law also requires employers to provide job-

protected leave and accommodations to leave, subject to any defense allowed under the law.
employees who are disabled by pregnancy, Notice. For foreseeable events (such as the expected birth of
childbirth, or arelated medical condition. a chiI(_j or a planned medical treatment forfthe gmploy_ee or of

a family member), the employee must provide, if possible, at
least 30 days’ advance notice to their employer that they will

Under the California Family Rights Act of 1993 (CFRA), many be taking leave. For events that are unforeseeable, employees

employees have the right to take job-protected leave, which is should notify their employers, at least verbally, as soon as they

leave that will allow them to return to their job or a similar job learn of the need for the leave. Failure to comply with these

after their leave ends. This leave may be up to 12 work weeks notice rules is grounds for, and may result in, deferral of the

in a 12-month period for: requested leave until the employee complies with this notice
policy.

* the employee’s own serious health condition;

* the serious health condition of a child, spouse, domestic
partner, parent, parent-in-law, grandparent, grandchild,
sibling, or someone else with a blood or family-like
relationship with the employee (“designated person”); or

Certification. Employers may require certification from an
employee’s health care provider before allowing leave for
pregnancy disability or for the employee’s own serious health
condition. Employers may also require certification from

the health care provider of the employee’s family member,

e the birth, adoption, or foster care placement of a child. including a designated person, who has a serious health
_ . condition, before granting leave to take care of that family
If an employee takes leave for their own or a family member’s member.

serious health condition, leave may be taken on an intermittent
or reduced work schedule when medically necessary, among
other circumstances. Want to learn more?

Eligibility. To be eligible for CFRA leave, an employee must Visit: calcivilrights.ca.gov/family-medical-pregnancy-leave/
have more than 12 months of service with their employer, have
worked at least 1,250 hours in the 12-month period before the
date they want to begin their leave, and their employer must

have five or more employees. If you have been subjected to discrimination, harassment, or
. . . . retaliation at work, or have been improperly denied protected
Pay and Benefits During Leave. While the law provides only leave, file a complaint with the Civil Rights Department (CRD).

unpaid leave, some employers pay their employees during CFRA
leave. In addition, employees may choose (or employers may
require) use of accrued paid leave while taking CFRA leave TO FILEA COMPLAINT
under certain circumstances. Employees on CFRA leave may
also be eligible for benefits administered by the Employment
Development Department.

Civil Rights Department
calcivilrights.ca.gov/complaintprocess
Toll Free: 800.884.1684 / TTY: 800.700.2320

Taking CFRA leave may impact certain employee benefits and California Relay Service (711)

seniority date. If employees want more information regarding

eligibility for a leave and/or the impact of the leave on seniority Have a disability that requires a reasonable accommodation?
and benefits, they should contact their employer. CRD can assist you with your complaint.

For additional translations of this guidance, visit: www.calcivilrights.ca.gov/posters/required CRD-100-21ENG / January 2023
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THE FACTS

Sexual harassment is a form of discrimination based on

sex/gender (including pregnancy, childbirth, or related
medical conditions), gender identity, gender expression,

~or sexual orientation. Individuals of any gender can

be the target of sexual harassment. Unlawful sexual

harassment does not have to be motivated by sexual

desire. Sexual harassment may involve harassment by a
person of the same gender, regardless of either person’s
sexual orientation or gender identity.

THERE ARETWO TYPES OF SEXUAL HARASSMENT

1. “Quid pro quo” (Latin for “this for that”) sexual harassment is when
someone conditions a job, promotion, or other work benefit on your
- submission to.sex_ual advances or other conduct based on sex.

2. “Hostile work environment” sexual harassment occur

unwelcome comments or conduct based on sex u
_interferes with your work performance or creates a midati
‘hostile, or offensive work environment. You may experience sex

e harassm st be severe or pervasive to be unlawful.
gle act of harassment may be sufficiently severe to be unlav

 BEHAVIORS THAT MAY BE SEXUAL HARASSMEN

- 4. Unwanted sexual advances

1ployment benefits in exchange for sexual

: gestures: or displaying sexually suggestive obje
, cartoons, or posters L

4 De‘régaiofy lclom'ments, epithets, slurs, or jokes

5. Graphic cohnments, sexually degrading words,-_dk 5
obscene messages or invitations SR

~ 6. Physical touching or assault, as well as imped

- Jmovements..

harassment even if the offensive conduct was not aimed directly at you. i




Actual or threatened retaliation for rejecting advances
or complaining about harassment is also unlawful.

Employees or job applicants who believe that they have been
sexually harassed or retaliated against may file a complaint

of discrimination with CRD within three years of the last act of
harassment or retaliation. CRD serves as a neutral fact-finder and
attempts to help the parties voluntarily resolve disputes.

If CRD finds sufficient evidence to establish that discrimination
occurred and settlement efforts fail, the Department may file a civil
complaint in state or federal court to address the causes of the
discrimination and on behalf of the complaining party. CRD may
seek court orders changing the employer’s policies and practices,
punitive damages, and attorney’s fees and costs if it prevails in
litigation. Employees can also pursue the matter through a private
lawsuit in civil court after a complaint has been filed with CRD and
a Right-to-Sue Notice has been issued.

EMPLOYER RESPONSIBILITY & LIABILITY

All employers, regardless of the number of employees, are covered

by the harassment provisions of California law. Employers are liable

for harassment by their supervisor or agents. Employees accused of
harassment, including both supervisory and non-supervisory personnel,
may be held personally liable for harassment or for aiding and abetting
harassment. The law requires employers to take reasonable steps

to prevent harassment. If an employer fails to take such steps, that

employer can be held liable for the harassment. In addition, an employer

may be liable for the harassment by a non-employee (for example,

a client or customer) of an employee, applicant, or person providing
services for the employer. An employer will only be liable for this form
of harassment if it knew or should have known of the harassment, and
failed to take immediate and appropriate corrective action.

Employers have an affirmative duty to take reasonable steps to prevent
and promptly correct discriminatory and harassing conduct, and to
create a workplace free of harassment.

A program to eliminate sexual harassment from the workplace is not
only required by law, but it is the most practical way for an employer to
avoid or limit liability if harassment occurs.

ALL EMPLOYERS MUST TAKE THE FOLLOWING
ACTIONS TO PREVENT HARASSMENT AND
CORRECT IT WHEN IT OCCURS:

1. Distribute copies of this document or an alternative writing that
complies with Government Code 12950. This document may be
duplicated in any quantity.

2. Post a copy of the CRD employment poster “California Law
Prohibits Workplace Discrimination and Harassment.”

3. Develop a harassment, discrimination, and retaliation
prevention policy in accordance with 2 CCR 11023.

The policy must:
e Bein writing.
e List all protected groups under the FEHA.

¢ Indicate that the law prohibits coworkers and third parties, as
well as supervisors and managers with whom the employee
comes into contact, from engaging in prohibited harassment.

¢ Create a complaint process that ensures confidentiality to
the extent possible; a timely response; an impartial and
timely investigation by qualified personnel; documentation
and tracking for reasonable progress; appropriate options for
remedial actions and resolutions; and timely closures.

* Provide a complaint mechanism that does not require an
employee to complain directly to their immediate supervisor.

e That complaint mechanism must include, but is not limited to
including: provisions for direct communication, either orally or
in writing, with a designated company representative; and / or
a complaint hotline; and/ or access to an ombudsperson; and/

For translations of this guidance, visit: www.calcivilrights.ca.gov/posters/required

or identification of CRD and the United States Equal Employment
Opportunity Commission as additional avenues for employees to
lodge complaints.

e Instruct supervisors to report any complaints of misconduct to a
designated company representative, such as a human resources
manager, so that the company can try to resolve the claim
internally. Employers with 50 or more employees are required to
include this as a topic in mandated sexual harassment prevention
training (see 2 CCR 11024).

* Indicate that when the employer receives allegations of
misconduct, it will conduct a fair, timely, and thorough
investigation that provides all parties appropriate due process and
reaches reasonable conclusions based on the evidence collected.

* Make clear that employees shall not be retaliated against as a
result of making a complaint or participating in an investigation.

4. Distribute its harassment, discrimination, and retaliation
prevention policy by doing one or more of the following:

* Printing the policy and providing a copy to employees with an
acknowledgment form for employees to sign and return.

* Sending the policy via email with an acknowledgment return form.

* Posting the current version of the policy on a company intranet
with a tracking system to ensure all employees have read and
acknowledged receipt of the policy.

* Discussing policies upon hire and/or during a new hire orientation.

* Using any other method that ensures employees received and
understand the policy.

5. If the employer’s workforce at any facility or establishment contains
ten percent or more of persons who speak a language other than
English as their spoken language, that employer shall translate
the harassment, discrimination, and retaliation policy into every
language spoken by at least ten percent of the workforce.

6. In addition, employers who do business in California and employ 5
or more part-time or full-time employees must provide at least one
hour of training regarding the prevention of sexual harassment,
including harassment based on gender identity, gender expression,
and sexual orientation, to each non-supervisory employee; and two
hours of such training to each supervisory employee. All employees
must be trained by January 1, 2023. New supervisory employees
must be trained within six months of assuming their supervisory
position, and new non-supervisory employees must be trained
within six months of hire. Employees must be retrained once every
two years. Please see Gov. Code 12950.1 and 2 CCR 11024 for
further information.

CIVIL REMEDIES

1. Damages for emotional distress from each employer or person in
violation of the law

2. Hiring or reinstatement
3. Back pay or promotion
4. Changes in the policies or practices of the employer

To schedule an appointment, contact the Communication Center below.

If you have a disability that requires a reasonable accommodation, the
CRD can assist you by scribing your intake by phone or, for individuals
who are Deaf or Hard of Hearing or have speech disabilities, through
the California Relay Service (711), or you can contact us below.

TO FILEA COMPLAINT

Civil Rights Department
calcivilrights.ca.gov/complaintprocess

Toll Free: 800.884.1684 / TTY: 800.700.2320
California Relay Service (711)

Have a disability that requires a reasonable accommodation?
CRD can assist you with your complaint.

CRD-185P-ENG / January 2023
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SEXUAL

HARASS

FACT SHEET

Sexual harassment is a form of discrimination
based on sex/gender (including pregnancy,
childbirth, or related medical conditions), gender
identity, gender expression, or sexual orientation.
Individuals of any gender can be the target of sexual
harassment. Unlawful sexual harassment does

not have to be motivated by sexual desire. Sexual
harassment may involve harassment of a person

of the same gender as the harasser, regardless of
either person’s sexual orientation or gender identity.

THERE ARETWO TYPES
OF SEXUAL HARASSMENT

1. “Quid pro quo” (Latin for “this for that”) sexual
harassment is when someone conditions a job,
promotion, or other work benefit on your submission
1o sexual advances or other conduct based on sex.

2. “Hostile work environment” sexual harassment
occurs when unwelcome comments or conduct
based on sex unreasonably interferes with your work
performance or creates an intimidating, hostile, or
offensive work environment. You may experience
sexual harassment even if the offensive conduct was
not aimed directly at you.

The harassment must be severe or pervasive to

be unlawful. A single act of harassment may be
sufficiently severe to be unlawful.

SEXUAL HARASSMENT INCLUDES MANY
FORMS OF OFFENSIVE BEHAVIORS

BEHAVIORS THAT MAY BE SEXUAL HARASSMENT:

. Unwanted sexual advances

. Offering employment benefits in exchange for
sexual favors

. Leering; gestures; or displaying sexually
suggestive objects, pictures, cartoons, or posters

. Derogatory comments, epithets, slurs, or jokes
. Graphic comments, sexually degrading words, or
suggestive or obscene messages or invitations

. Physical touching or assault, as well as impeding
or blocking movements
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Actual or threatened retaliation for rejecting advances or
complaining about harassment is also unlawful.

Employees or job applicants who believe that they have
been sexually harassed or retaliated against may file a
complaint of discrimination with CRD within three years of
the last act of harassment or retaliation.

CRD serves as a neutral fact-finder and attempts to

help the parties voluntarily resolve disputes. If CRD

finds sufficient evidence to establish that discrimination
occurred and settlement efforts fail, the Department may
file a civil complaint in state or federal court to address
the causes of the discrimination and on behalf of the
complaining party. CRD may seek court orders changing
the employer’s policies and practices, punitive damages,
and attorney’s fees and costs if it prevails in litigation.
Employees can also pursue the matter through a private
lawsuit in civil court after a complaint has been filed with
CRD and a Right-to-Sue Notice has been issued.

EMPLOYER RESPONSIBILITY & LIABILITY

All employers, regardless of the number of employees, are
covered by the harassment provisions of California law.
Employers are liable for harassment by their supervisors
or agents. All harassers, including both supervisory and
non-supervisory personnel, may be held personally liable
for harassment or for aiding and abetting harassment.
The law requires employers to take reasonable steps

to prevent harassment. If an employer fails to take

such steps, that employer can be held liable for the
harassment. In addition, an employer may be liable

for the harassment by a non-employee (for example, a
client or customer) of an employee, applicant, or person
providing services for the employer. An employer will

only be liable for this form of harassment if it knew or
should have known of the harassment, and failed to take
immediate and appropriate corrective action.

Employers have an affirmative duty to take reasonable
steps to prevent and promptly correct discriminatory and
harassing conduct, and to create a workplace free of
harassment.

A program to eliminate sexual harassment from the
workplace is not only required by law, but it is the most
practical way for an employer to avoid or limit liability if
harassment occurs.



FACT SHEET

CIVIL REMEDIES

* Damages for emotional distress from each
employer or person in violation of the law

e Hiring or reinstatement
* Back pay or promotion

* Changes in the policies or practices of the
employer

ALL EMPLOYERS MUST TAKE THE FOLLOWING
ACTIONS TO PREVENT HARASSMENT AND
CORRECT IT WHEN IT OCCURS:

1. Distribute copies of this brochure or an alternative
writing that complies with Government Code 12950.
This pamphlet may be duplicated in any quantity.

2. Post a copy of the Department’s employment poster
entitled “California Law Prohibits Workplace Discrimination
and Harassment.”

3. Develop a harassment, discrimination, and retaliation
prevention policy in accordance with 2 CCR 11023. The
policy must:

* Bein writing.
e List all protected groups under the FEHA.

* Indicate that the law prohibits coworkers and third
parties, as well as supervisors and managers with
whom the employee comes into contact, from
engaging in prohibited harassment.

* Create a complaint process that ensures confidentiality
to the extent possible; a timely response; an impartial
and timely investigation by qualified personnel;
documentation and tracking for reason able progress;
appropriate options for remedial actions and
resolutions; and timely closures.

¢ Provide a complaint mechanism that does not
require an employee to complain directly to their
immediate supervisor. That complaint mechanism
must include, but is not limited to including; provisions
for direct communication, either orally or in writing,
with a designated company representative; and/or a
complaint hotline; and/or access to an ombudsperson;
and/or identification of CRD and the United States
Equal Employment Opportunity Commission as
additional avenues for employees to lodge complaints.

* Instruct supervisors to report any complaints of
misconduct to a designated company representative,
such as a human resources manager, so that the
company can try to resolve the claim internally.
Employers with 50 or more employees are required to
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include this as a topic in mandated sexual harassment
prevention training (see 2 CCR 11024).

* Indicate that when the employer receives allegations of
misconduct, it will conduct a fair, timely, and thorough
investigation that provides all parties appropriate due
process and reaches reasonable conclusions based
on the evidence collected.

* Make clear that employees shall not be retaliated
against as a result of making a complaint or
participating in an investigation.

4, Distribute its harassment, discrimination, and
retaliation prevention policy by doing one or more of the
following:

* Printing the policy and providing a copy to employees
with an acknowledgement form for employees to sign
and return.

¢ Sending the policy via email with an acknowledgment
return form.

* Posting the current version of the policy on a company
intranet with a tracking system to ensure all employees
have read and acknowledged receipt of the policy.

¢ Discussing policies upon hire and/or during a new hire
orientation session.

* Using any other method that ensures employees
received and understand the policy.

5. If the employer’s workforce at any facility or
establishment contains ten percent or more of persons
who speak a language other than English as their spoken
language, that employer shall translate the harassment,
discrimination, and retaliation policy into every language
spoken by at least ten percent of the workforce.

6. In addition, employers who do business in California
and employ 5 or more part-time or ful-time employees
must provide at least one hour of training regarding
the prevention of sexual harassment, including
harassment based on gender identity, gender
expression, and sexual orientation, to each non-
supervisory employee; and two hours of such
training to each supervisory employee. Training must
be provided within six months of assumption of
employment. Employees must be trained every two
years. Please see Gov. Code 12950.1 and 2 CCR
11024 for further information.

TO FILE A COMPLAINT

Civil Rights Department
calcivilrights.ca.gov/complaintprocess
Toll Free: 800.884.1684

TTY: 800.700.2320

CRD-185-ENG / September 2022
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THE RIGHTS OF EMPLOYEES
WHO ARE TRANSGENDER.OR
GENDER NONCONFORMING

CALIFORNIA LAW PROTECTS
TRANSGENDER AND GENDER
NONCONFORMING PEOPLE FROM
DISCRIMINATION, HARASSMENT,
AND RETALIATION AT WORK. THESE
PROTECTIONS ARE ENFORCED BY THE
CIVIL RIGHTS DEPARTMENT (CRD).

THINGS YOU NEED TO KNOW

1. Does California law protect transgender and gender

nonconforming employees from employment discrimination?

Yes. All employees, job applicants, unpaid interns, volunteers,
and contractors are protected from discrimination at work
when based on a protected characteristic, such as their gender
identity, gender expression, sexual orientation, race, or national
origin. This means that private employers with five or more
employees may not, for example, refuse to hire or promote
someone because they identify as - or are perceived to identify
as - transgender or non-binary, or because they express their
gender in non-stereotypical ways.

Employment discrimination can occur at any time during the
hiring or employment process. In addition to refusing to hire or
promote someone, unlawful discrimination includes discharging
an employee, subjecting them to worse working conditions, or
unfairly modifying the terms of their employment because of
their gender identity or gender expression.

. Does California law protect transgender and gender
nonconforming employees from harassment at work?

Yes. All employers are prohibited from harassing any employee,
intern, volunteer, or contractor because of their gender identity
or gender expression. For example, an employer can be liable

if co-workers create a hostile work environment - whether in
person or virtual - for an employee who is undergoing a gender
transition. Similarly, an employer can be liable when customers
or other third parties harass an employee because of their
gender identity or expression, such as intentionally referring to
a gender-nonconforming employee by the wrong pronouns or
name.

. Does California law protect employees who complain about
discrimination or harassment in the workplace?

Yes. Employers are prohibited from retaliating against any
employee who asserts their right under the law to be free

from discrimination or harassment. For example, an employer
commits unlawful retaliation when it responds to an employee
making a discrimination complaint - to their supervisor, human
resources staff, or CRD - by cutting their shifts.

. If bathrooms, showers, and locker rooms are sex-segregated,
can employees choose the one that is most appropriate for
them?

Yes. All employees have a right to safe and appropriate restroom
and locker room facilities. This includes the right to use a
restroom or locker room that corresponds to the employee’s
gender identity, regardless of the employee’s sex assigned at
birth. In addition, where possible, an employer should provide
an easily accessible, gender-neutral (or “all-gender”), single user
facility for use by any employee. The use of single stall restrooms

For translations of this guidance, visit: www.calcivilrights.ca.gov/posters/required

and other facilities should always be a matter of choice.
Employees should never be forced to use one, as a matter of
policy or due to harassment.

. Does an employee have the right to be addressed by the

name and pronouns that correspond to their gender identity
or gender expression, even if different from their legal name
and gender?

Yes. Employees have the right to use and be addressed by

the name and pronouns that correspond with their gender
identity or gender expression. These are sometimes known as
“chosen” or “preferred” names and pronouns. For example, an
employee does not need to have legally changed their name

or birth certificate, nor have undergone any type of gender
transition (such as surgery), to use a hame and/or pronouns
that correspond with their gender identity or gender expression.
An employer may be legally obligated to use an employee’s
legal name in specific employment records, but when no legal
obligation compels the use of a legal name, employers and
co-workers must respect an employee’s chosen name and
pronouns. For example, some businesses utilize software for
payroll and other administrative purposes, such as creating
work schedules or generating virtual profiles. While it may be
appropriate for the business to use a transgender employee’s
legal name for payroll purposes when legally required, refusing
or failing to use that person’s chosen name and pronouns, if
different from their legal name, on a shift schedule, nametag,
instant messaging account, or work ID card could be harassing
or discriminatory. CRD recommends that employers take care
to ensure that each employee’s chosen name and pronouns are
respected to the greatest extent allowed by law.

. Does an employee have the right to dress in a way that

corresponds with their gender identity and gender
expression?

Yes. An employer who imposes a dress code must enforce it in

a non-discriminatory manner. This means that each employee
must be allowed to dress in accordance with their gender
identity and expression. While an employer may establish a
dress code or grooming policy in accord with business necessity,
all employees must be held to the same standard, regardless of
their gender identity or expression.

. Can an employer ask an applicant about their sex assignhed

at birth or gender identity in an interview?

No. Employers may ask non-discriminatory questions, such as
inquiring about an applicant’'s employment history or asking
for professional references. But an interviewer should not ask
questions designed to detect a person’s gender identity or
gender transition history such as asking about why the person
changed their name. Employers should also not ask questions
about a person’s body or whether they plan to have surgery.

Want to learn more?
Visit: https://bit.ly/3hTG1EO

TO FILE A COMPLAINT

Civil Rights Department
calcivilrights.ca.gov/complaintprocess

Toll Free: 800.884.1684 / TTY: 800.700.2320
California Relay Service (711)

Have a disability that requires a reasonable accommodation?
CRD can assist you with your complaint.

CRD-E04P-ENG / December 2023
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IF YOU ARE PREGNANT, HAVE A
PREGNANCY-RELATED MEDICAL
CONDITION, OR ARE RECOVERING FROM
CHILDBIRTH, PLEASE READ THIS NOTICE.

YOUR EMPLOYER* HAS AN OBLIGATION TO

Reasonably accommodate your medical needs related to pregnancy,
childbirth, or related conditions (such as temporarily modifying your
work duties, providing you with a stool or chair, or allowing more
frequent breaks);

Transfer you to a less strenuous or hazardous position (if one is
available) or duties if medically needed because of your pregnancy;

Provide you with pregnancy disability leave (PDL) of up to four months
(the working days you normally would work in one-third of a year or 17
1/3 weeks) and return you to your same job when you are no longer
disabled by your pregnancy or, in certain instances, to a comparable
job. Taking PDL, however, does not protect you from non-leave related
employment actions, such as a layoff;

Provide a reasonable amount of break time and use of a room or
other location in close proximity to the employee’s work area to
express breast milk in private as set forth in the Labor Code; and

Never discriminate, harass, or retaliate on the basis of pregnancy.

FOR PREGNANCY DISABILITY LEAVE

PDL is not for an automatic period of time, but for the period of time
that you are disabled by pregnancy, childbirth, or related medical
condition. Your health care provider determines how much time you
will need.

Once your employer has been informed that you need to take PDL, your
employer must guarantee in writing that you can return to work in your
same or a comparable position if you request a written guarantee. Your
employer may require you to submit written medical certification from
your health care provider substantiating the need for your leave.

PDL may include, but is not limited to, additional or more frequent
breaks, time for prenatal or postnatal medical appointments, and
doctor-ordered bed rest, and covers conditions such as severe
morning sickness, gestational diabetes, pregnancy-induced hyper-
tension, preeclampsia, recovery from childbirth or loss or end of
pregnancy, and/or post-partum depression.

PDL does not need to be taken all at once but can be taken on an
as-needed basis as required by your health care provider, including
intermittent leave or a reduced work schedule.

Your leave will be paid or unpaid depending on your employer’s policy
for other medical leaves. You may also be eligible for state disability
insurance or Paid Family Leave (PFL), administered by the California
Employment Development Department.

At your discretion, you can use any vacation or other paid time off
during your PDL.

Your employer may require or you may choose to use any available
sick leave during your PDL.

Your employer is required to continue your group health coverage
during your PDL at the same level and under the same conditions
that coverage would have been provided if you had continued in
employment continuously for the duration of your leave.

Taking PDL may impact certain of your benefits and your seniority
date; please contact your employer for details.
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NOTICE OBLIGATIONS AS AN EMPLOYEE

* Give your employer reasonable notice. To receive
reasonable accommodation, obtain a transfer, or take
PDL, you must give your employer sufficient notice for
your employer to make appropriate plans. Sufficient
notice means 30 days advance notice if the need for
the reasonable accommodation, transfer, or PDL is
foreseeable, or as soon as practicable if the need is an
emergency or unforeseeable.

e Provide a written medical certification from your health
care provider. Except in a medical emergency where
there is no time to obtain it, your employer may require
you to supply a written medical certification from your
health care provider of the medical need for your
reasonable accommodation, transfer or PDL. If the need
is an emergency or unforeseeable, you must provide
this certification within the time frame your employer
requests, unless it is not practicable for you to do so
under the circumstances despite your diligent, good
faith efforts. Your employer must provide at least 15
calendar days for you to submit the certification. See if
your employer has a copy of a medical certification form
to give to your health care provider to complete.

* Please note that if you fail to give your employer
reasonable advance notice or, if your employer
requires it, written medical certification of your medical
need, your employer may be justified in delaying your
reasonable accommodation, transfer, or PDL.

ADDITIONAL LEAVE UNDER THE
CALIFORNIA FAMILY RIGHTS ACT (CFRA)

Under the California Family Rights Act (CFRA), if you have
more than 12 months of service with an employer, and have
worked at least 1,250 hours in the 12-month period before
the date you want to begin your leave, you may have a right
to a family care or medical leave (CFRA leave). This leave may
be up to 12 workweeks in a 12-month period for the birth,
adoption, or foster care placement of your child**, or for your
own serious health condition or that of your child, parent***,
spouse, domestic partner, grandparent, grandchild, sibling,
or someone else related by blood or in family-like relationship
with the employee (“designated person”). Employers may

pay their employees while taking CFRA leave, but employers
are not required to do so, unless the employee is taking
accrued paid time-off while on CFRA leave. Employees taking
CFRA leave may be eligible for benefits administered by
Employment Development Department.

TO FILEA COMPLAINT

Civil Rights Department
calcivilrights.ca.gov/complaintprocess

Toll Free: 800.884.1684 / TTY: 800.700.2320
California Relay Service (711)

Have a disability that requires a reasonable
accommodation? CRD can assist you with your complaint.

For translations of this guidance, visit:
www.calcivilrights.ca.gov/posters/required

*PDL, CFRA leave, and anti-discrimination protections apply to employers of 5 or more employees; anti-harassment protections apply to employers of 1 or more.

** “Child” means a biological, adopted, or foster child, a stepchild, a legal ward, or a child of an employee or the employee’s domestic partner, or a person to whom the employee stands in
loco parentis.
*** “Pgrent” includes a biological, foster, or adoptive parent, a parent-in-law, a stepparent, a legal guardian, or other person who stood in loco parentis to the employee when the employee
was a child.

CRD-EQ9P-ENG / January 2023
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LEAVE FROM WORK AFTER
A REPRODUCTIVE LOSS

FACT SHEET

The Fair Employment and Housing Act (FEHA),
enforced by the Civil Rights Department (CRD),
protects the right of most California employees
to take up to five days of leave from work after a
reproductive loss. This fact sheet discusses who
is eligible to take reproductive loss leave, when
they can take it, how much leave is available

to them, and whether they can get paid while
they are out. It also covers protections against
retaliation related to reproductive loss leave and
what an employee can do if their employer does
not follow the law. For more information, see
Government Code section 12945.6.

DEFINITIONS

A reproductive loss event is any of the following;:

+ Miscarriage
« Stillbirth

» Failed adoption - for example, if a birth
mother or legal guardian breaches or
dissolves an adoption agreement, or if an
adoption is not finalized for another reason

+ Failed surrogacy - for example, if a
surrogate breaches or dissolves a surrogacy
agreement, or if an embryo transfer fails

» Unsuccessful assisted reproduction - for
example, a failed intrauterine insemination
or embryo transfer

ELIGIBILITY

+ Employees who work for public employers of
any size - or private employers with five or
more employees — and have worked for the
employer for at least 30 days before taking
leave are eligible.

+ An employee can take leave following
their own reproductive loss event or that
of another person - such as a spouse or
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partner - if the employee would have been
the parent of the child born or adopted.

+ Itis against the law for an employer to
interfere with or deny an employee’s right to
take leave after a reproductive loss if they
meet the above criteria.

TIMING AND DURATION OF LEAVE

The law requires employers to provide eligible
employees with a minimum of five days of
leave for a reproductive loss event. Employees
can, but do not have to, take their leave days
consecutively. This means they can choose

to take all five days at once or break up the
days over a longer period, as long as their
leave is completed within three months of the
reproductive loss event.

If an employer has an existing leave policy
that applies to reproductive loss events, the
employee must take reproductive loss leave
according to that policy. An employer’s policy
may provide for more leave than the legally
required minimum.

When a single reproductive loss event occurs
over several days, the law treats it as one event.

If an employee experiences more than one
reproductive loss event in a year, they are
entitled to no more than 20 days of reproductive
loss leave in that one-year period unless an
individual employer’s leave policy provides for
more time.

Reproductive loss leave is separate from, and

in addition to, other types of leave to which
employees are entitled. Examples include, leave
to care for one’s own serious health condition or
that of certain family members available under
the California Family Rights Act (CERA) and
Family and Medical Leave Act (FMLA), or leave
for disabilities related to pregnancy or childbirth
available under FEHA. If an employee is on



https://leginfo.legislature.ca.gov/faces/billNavClient.xhtml?bill_id=202320240SB848
https://calcivilrights.ca.gov/wp-content/uploads/sites/32/2023/02/Expanded-Family-And-Medical-Leave_ENG.pdf
https://calcivilrights.ca.gov/wp-content/uploads/sites/32/2022/12/Pregnancy-Disability-Leave-Fact-Sheet_ENG.pdf

REPRODUCTIVE LOSS LEAVE @)

FACT SHEET

another type of leave during the reproductive
loss event, they can take reproductive loss leave
within three months of finishing the other form
of leave.

PAY DURING REPRODUCTIVE LOSS
LEAVE

Some employers have paid leave policies that
cover reproductive losses. Employers that do
not have an applicable paid leave policy must
let employees use any available vacation time,
sick days, personal days, or PTO to cover their
reproductive loss leave so they can get paid.
Otherwise, reproductive loss leave may be
unpaid.

RIGHT TO CONFIDENTIALITY

In general, employers are required to keep
confidential any information an employee
provides when exercising their right to
reproductive loss leave. Employers are, however,
allowed to disclose this information when
required by law or to internal personnel or legal
counsel when necessary. The law does not
require an employee to submit documentation in
support of their leave request.

UNLAWFUL RETALIATION

It is against the law for an employer to retaliate
against an employee who exercises their right to
reproductive loss leave. This means an employer
cannot fire, demote, fine, suspend, discipline,

or otherwise discriminate against someone for
requesting or taking reproductive loss leave.

In addition, an employer cannot retaliate against
an employee for testifying about their own - or
someone else’s - reproductive loss leave during
a legal proceeding involving this right.

“». Civil Rights
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FILING A COMPLAINT

If an employee thinks their employer violated
their right to reproductive loss leave, or
retaliated against them in relation to this type of
leave, they have three years to file a complaint
with CRD. CRD will issue a right-to-sue so the
employee can pursue their case in civil court.
They cannot file an employment discrimination
lawsuit in court without receiving a right-to-

sue from CRD. CRD may also investigate the
complaint.

If, after an investigation, CRD finds reasonable
cause that the employer broke the law, it may
require the parties to go to mediation in order
to try reach a settlement and, if the complaint
can’t be settled, CRD may file a lawsuit on
behalf of the employee. Possible remedies
include:

» Forcing the employer to change its policies
or practices

+ Getting the worker hired or re-hired

» Requiring the employer to undergo training

+ Damages (money) for emotional distress

An employee can file a complaint in one of three
ways:

* Online by creating an account and using our
interactive California Civil Rights System

(CCRS)
* By mail using a printable intake form
+ By calling our communication center at

800.884.1684 (Toll Free), 800.700.2320
(TTY), or California’s Relay Service at 711

CRD can provide reasonable accommodations
for people with disabilities during the complaint
process.

For translations of this guidance, visit:
calcivilrights.ca.gov/posters/employment

This guidance is for informational purposes only, does not establish substantive
policy or rights, and does not constitute legal advice.

CRD-E18P-ENG / January 2024
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Community Relations BP 1113
DISTRICT AND SCHOOL WEB SITES

To enhance communication with students, parents/guardians, staff, community members and the public at large, the
Governing Board encourages the development and ongoing maintenance of district and school web sites on the Internet.
Web sites shall support the educational mission of the district and shall be consistent with the district's plans for
communications and media relations.

(cf. 0000 - Vision)

(cf. 0200 - Goals for the School District)

(cf. 0440 - District Technology Plan)

(cf. 1100 - Communication with the Public)

(cf. 1112 - Media Relations)

(cf. 3312 - Contracts)

(cf. 4040 - Employee Use of Technology)

(cf. 5124 - Communication with Parents/Guardians)
(cf. 5145.2 - Freedom of Speech/Expression)

(cf. 6010 - Goals and Objectives)

(cf. 6145.5 - Student Organization and Equal Access)
(cf. 6162.7 - Use of Technology in Instruction)

(cf. 6163.4 - Student Use of Technology)

The Superintendent or designee shall develop guidelines regarding the content of district and school web sites which shall
include standards for the ethical and responsible use of information and technology. These guidelines shall be consistent
with law, Board policy and administrative regulation.

District and school web sites shall not include content which is obscene, libelous or slanderous, or which creates a clear
and present danger of inciting students to commit unlawful acts on school premises, violate school rules or substantially
disrupt the school's orderly operation.

If allowed, any links to external sites shall follow the same guidelines applicable to district and school web sites.
Copyright laws are not to be violated in the use of material on district or school web sites.

(cf. 4132/4232/4332 - Publication or Creation of Materials)
(cf. 6162.6 - Use of Copyrighted Materials)

Content
The Superintendent or designee shall ensure that web site content protects the privacy rights of students,

parents/guardians, staff, Board members and other individuals. Student directory information shall not be published if
parents/guardians have requested that it be withheld and no

photographs of students posted on district websites without parent permission.

(cf. 1340 - Access to District Records)

(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 5022 - Student and Family Privacy Rights)

(cf. 5125 - Student Records)
(cf. 5125.1 - Release of Directory Information)



DISTRICT AND SCHOOL WEB SITES BP 1113 (continued)

Photographs of students shall be used only with written permission from the students' parents/guardians.
Home addresses or telephone numbers of staff members shall not be posted.

District and school web sites shall not post the home address or telephone number of any elected or appointed official
without the prior written permission of that individual. (Government Code 6254.21)

(cf. 1100 - Communication with the Public)

No public safety officer shall be required as a condition of employment to consent to the use on the Internet of his/her
photograph or identity as a public safety officer for any purpose if that officer reasonably believes that the disclosure may
result in a threat, harassment, intimidation or harm to the officer or his/her family. (Government Code 3307.5)

(cf. 3515.3 - District Police/Security Department)

The Superintendent or designee may establish standards for the design of district and school web sites in order to maintain
a consistent identity, professional appearance and ease of use.

Legal References:

EDUCATION CODE

35182.5 Contracts for advertising

35258 Internet access to school accountability report cards
48907 Exercise of free expression; rules and regulations
48950 Speech and other communication

49073 Release of directory information

60048 Commercial brand names, contracts or logos
GOVERNMENT CODE

3307.5 Publishing identity of public safety officers

6254.21 Publishing addresses and phone numbers of board members
UNITED STATES CODE, TITLE 17

101-1101 Federal copyright law

UNITED STATES CODE, TITLE 20

1232g Federal Family Educational Rights and Privacy Act (FERPA)

CODE OF FEDERAL REGULATIONS, TITLE 16

312.1-312.11 Children's Online Privacy

COURT DECISIONS

Aaris v. Las Virgenes Unified School District, (1998) 64 Cal.App.4th 1112

Perry Education Association v. Perry Local Educators' Association, (1983) 460 U.S. 37

Board of Education, Island Trees Union Free School District, et.al. v. Pico, (1982) 457 U.S. 853

Policy adopted: March 9, 2006

Policy revised: May 24, 2012



Community Relations AR 1113
DISTRICT AND SCHOOL WEB SITES
Content

District and school web sites shall provide current and useful information regarding district
programs, activities and operations. Such information shall be appropriate for both internal and
external audiences.

The content of web sites may include, but not be limited to, district or school news, district
mission and goals, agendas and minutes of Governing Board meetings, policy information,
messages from the Board or administrators, information about curriculum and instruction, school
calendars, student projects, school clubs and activities, lunch menus, transportation schedules,
school map, school handbook, parent conferences, educational resources, links to other
educational sites and contacts for further information.

The Superintendent or designee shall make the information contained in the School
Accountability Report Card accessible on the Internet and shall ensure that such information is
updated annually. (Education Code 35258)

(cf. 0510 - School Accountability Report Card)

All external links (links to site that are not hosted on school district systems) are prohibited with
the exception of external links supporting authorized organizations and agents of the school
district. In all cases where an external link is used on a school's web site, the following
disclaimer statement must be present on the school's main navigation page: “Hacienda La Puente
Unified School District is not responsible for the appropriateness and/or accuracy of content
hosted on external sites or servers.”

All official school and district web sites must be hosted on school district web servers or with
authorized service providers under the provisions of a current contract approved by the Board of
Education and consistent with the policies and administrative regulations of the school district.
Pages that contain time-sensitive information, such as: calendars, school events, staff
information, must be updated monthly to insure current, accurate information.

Student work may be published on a web site provided that the parent/guardian provides written
permission or the work is part of an existing publication such as a newspaper or school
newsletter.

Students, staff or other individuals may not use district or school web sites to provide access to
their personal web pages or online services unless authorized by the student’s teacher or staff
member’s supervisor.

DISTRICT AND SCHOOL WEB SITES

If any copyrighted material is posted on a district or school web site, the web site shall include a
notice crediting the original producer of the material and noting how and when permission to
reprint the material was granted.

(cf. 6162.6 - Use of Copyrighted Materials)



AR 1113
DISTRICT AND SCHOOL WEB SITES (continued)

Roles and Responsibilities

The district webmaster shall be responsible for the content and publication of the district web site
upon approval of the Superintendent or designee. He/she shall review content, upload content to
the district web server, regularly check links for accuracy and appropriateness, keep the web
server free of outdated or unused files, and provide technical assistance as needed to school
webmasters.

The school webmaster shall perform similar duties related to the content and maintenance of the
school's web site upon approval of the school principal. The principal or school webmaster shall
notify the Superintendent or designee regarding the creating and updating of a school web site.

Security

The web site host computer shall have security procedures that prohibit physical access by
unauthorized persons and unauthorized access of system-level controls or making changes to
web site content. A staff member at each school shall be designated by the school administrator
and approved by the Superintendent or designee, as responsible for the overall accuracy and
availability of schoolwide web information and functions.

Adopted: 3/29/2006
Revised: 10/20/2009



Community Relations BP 1311
CIVILITY

The district is committed to maintaining orderly educational and administrative processes in
keeping schools and administrative offices free from disruptions and preventing unauthorized
persons from entering school/district grounds. Members of the district staff will address parents
and other members of the public with respect and expect the same in return.

This policy promotes mutual respect, civility and orderly conduct among district employees,
parents and the public. This policy is not intended to deprive any person of his/her right of
freedom of expression but only to maintain, to the extent possible and reasonable, a safe
harassment-free workplace for our students and staff. In the interest of presenting district
employees as positive role models to the students of this district, as well as the community, the
district encourages positive communication, and discourages volatile, hostile or aggressive
actions. The district seeks public cooperation with this endeavor.

Legal References
EDUCATION CODE
32210 Willful disturbance of public school
44014 Assaults, required report
44810 Interference
44811 Disruptions
PENAL CODE
243.5 Assault on school property
415.5 Unlawful fighting on school grounds
626.8 Schools
627.7 Misdemeanors, punishment

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
adopted: March 9, 2006 City of Industry, California



Community Relations AR 1311
CIVILITY

Any individual who disrupts or threatens to disrupt school/office operations; threatens the health
and safety of students or staff; willfully causes property damage; uses loud and/or offensive
language which could provoke a violent reaction; or who has otherwise established a continued
pattern of unauthorized entry on school property will be directed to leave school or school
district property promptly by the appropriate administrator or designee.

If any individual uses obscenities or speaks in a demanding, loud, insulting and/or demeaning
manner, the administrator or employee to whom the remarks are directed will calmly and politely
admonish the speaker to communicate civilly. If corrective action is not taken by the abusing
party, the district employee will verbally notify the abusing party that the meeting, conference or
telephone conversation is terminated and, if the meeting or conference is on district premises, the
offending person will be directed to leave promptly.

When an individual is directed to leave under the above circumstances, the appropriate
administrator or designee shall inform the person that he/she may be guilty of a misdemeanor in
accordance with California Education Code 44811 and Penal Code 415.5 and 626.7, if he/she
reenters any district facility within 30 days after being directed to leave, or within seven days if
the person is a parent/guardian of a student attending that school. If an individual refuses to leave
upon request or returns before the applicable period of time, the appropriate administrator or
designee may notify law enforcement officials. An incident report should be completed for these
situations.

When violence is directed against an employee, or theft against property, employees shall
promptly report the occurrence to their principal or supervisor and complete the incident report.
Employees and supervisors should complete an incident report and report to law enforcement,
any attack, assault or threat made against them on school/district premises or at school/district
sponsored activities.

When it is determined that a member of the public is in the process of violating the provision of
this policy, an effort should be made to provide a written copy of this policy, including
applicable code provisions, at the time of the occurrence. The employee will immediately notify
his/her supervisor and provide a written report of the incident on the attached form.

Regulation HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
approved: March 9, 2006 City of Industry, California



Community Relations BP 1312.3

Uniform Complaint Procedures

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

Complaints Subject to UCP

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

1. Any complaint alleging district violation of applicable state or federal laws or regulations
governing any program subject to the UCP which is offered by the district, including adult
education programs; After School Education and Safety programs; agricultural career technical
education; American Indian education centers and early childhood education program
assessments; bilingual education; California Peer Assistance and Review programs for teachers;
state career technical and technical education, career technical, and technical training programs;
federal career technical education; child care and development programs; child nutrition
programs; compensatory education; consolidated categorical aid programs; Economic Impact
Aid; the federal Every Student Succeeds Act; migrant education; Regional Occupational Centers
and Programs; school safety plans; special education programs; California State Preschool
Programs; Tobacco-Use Prevention Education programs; and any other district-implemented
state categorical program that is not funded through the local control funding formula pursuant to
Education Code 64000

(cf. 3553 - Free and Reduced Price Meals)
(cf. 3555 - Nutrition Program Compliance)
(cf. 5131.62 - Tobacco)

(cf. 5148 - Child Care and Development)

(cf. 5148.2 - Before/After School Programs)
(cf. 6159 - Individualized Education Program)
(cf. 6171 - Title I Programs)

(cf. 6174 - Education for English Learners)
(cf. 6175 - Migrant Education Program)

(cf. 6178 - Career Technical Education)

(cf. 6178.1 - Work-Based Learning)

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

2. Any complaint, by a student, employee, or other person participating in a district program



or activity, alleging the occurrence of unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying) in district programs and activities, including in those
programs or activities funded directly by or that receive or benefit from any state financial
assistance, based on the person's actual or perceived characteristics of race or ethnicity, color,
ancestry, nationality, national origin, immigration status, ethnic group identification, age,
religion, marital status, pregnancy status, parental status, physical or mental disability, sex,
sexual orientation, gender, gender identity, gender expression, or genetic information, or medical
information, or any other characteristic identified in Education Code 200 or 220, Government
Code 11135, or Penal Code 422.55, or based on the person's association with a person or group
with one or more of these actual or perceived characteristics (5 CCR 4610)

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)

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

(cf. 5146 - Married/Pregnant/Parenting Students)

4. Any complaint alleging district noncompliance with requirements to provide a pregnant
or parenting student the accommodations specified in Education Code 46015, including those
related to the provision of parental leave, right of return to the school of previous enrollment or
to an alternative education program, if desired, and possible enrollment in school for a fifth year
of instruction to enable the student to complete state and Board-imposed graduation requirements
(Education Code 46015)

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

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

6. Any complaint alleging district noncompliance with applicable requirements of
Education Code 52060-52077 related to the implementation of the local control and
accountability plan, including the development of a local control funding formula budget
overview for parents/guardians (Education Code 52075)

(cf. 0460 - Local Control and Accountability Plan)
(cf. 3100 - Budget)

7. Any complaint alleging noncompliance with requirements related to the development of a
school plan for student achievement or the establishment of a school site council, as required for



the consolidated application for specified federal and/or state categorical funding (Education
Code 64000-64001, 65000-65001)

(cf. 0420 - School Plans/Site Councils)

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

(cf. 6173.1 - Education for Foster Youth)

9. Any complaint, by or on behalf of a student who transfers into the district after the
second year of high school and is a homeless child or youth as defined in 42 USC 11434a, a
former juvenile court school student currently enrolled in the district, a child of a military
family as defined in Education Code 49701, or a migrant student as defined in Education Code
54441, or by or on behalf of an immigrant student participating in a newcomer program as
defined in Education Code 51225.2 in the third or fourth year of high school, alleging district
noncompliance with any requirement applicable to the student regarding the grant of an
exemption from Board-imposed graduation requirements (Education Code 51225.1)

(cf. 6173 - Education for Homeless Children)

10.  Any complaint, by or on behalf of a student who is a homeless child or youth as defined
in 42 USC 11434a, a former juvenile court school student, a child of a military family as defined
in Education Code 49701, a migrant child as defined in Education Code 54441, or a newly
arrived immigrant student who is participating in a newcomer program as defined in Education
Code 51225.2, alleging district noncompliance with requirements for the award of credit for
coursework satisfactorily completed in another school, district, or country (Education Code
51225.2)

11.  Any complaint alleging district noncompliance with the requirements of Education Code
51228.1 and 51228.2 that prohibit the assignment of a student in grades 9-12 to a course without
educational content for more than one week in any semester or to a course the student has
previously satisfactorily completed, without meeting specified conditions (Education Code
51228.3)

(cf. 6152 - Class Assignment)

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

(cf. 6142.7 - Physical Education and Activity)



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

14.  Any other complaint as specified in a district policy

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

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

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

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

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

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

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

(cf. 3580 - District Records)

Non-UCP Complaints

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



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

(cf. 5141.4 - Child Abuse Prevention and Reporting)

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

3. Any complaint alleging fraud shall be referred to the Legal, Audits and Compliance
Branch of the California Department of Education.

Any complaint alleging employment discrimination or harassment shall be investigated and
resolved by the district in accordance with the procedures specified in AR 4030 -
Nondiscrimination in Employment, including the right to file the complaint with the California
Department of Fair Employment and Housing.

Any complaint related to sufficiency of textbooks or instructional materials, emergency or urgent
facilities conditions that pose a threat to the health or safety of students or staff, teacher
vacancies and misassignments, or health and safety violations in any license-exempt California
State Preschool Program shall be investigated and resolved in accordance with the procedures in
AR 1312.4 - Williams Uniform Complaint Procedures. (Education Code 8235.5, 35186)

(cf. 1312.4 - Williams Uniform Complaint Procedures)

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

8200-8498 Child care and development programs

8500-8538 Adult basic education

18100-18203 School libraries

32280-32289 School safety plan, uniform complaint procedures
33380-33384 California Indian Education Centers

35186 Williams uniform complaint procedures

44500-44508 California Peer Assistance and Review Program for Teachers
46015 Parental leave for students

48853-48853.5 Foster youth

48985 Notices in language other than English

49010-49014 Student fees

49060-49079 Student records, especially:

49069.5 Records of foster youth

49490-49590 Child nutrition programs

49701 Interstate Compact on Educational Opportunity for Military Children



51210 Courses of study grades 1-6

51223 Physical education, elementary schools

51225.1-51225.2 Foster youth, homeless children, former juvenile court school students,
military-connected students, migrant students, and newly arrived immigrant students; course
credits; graduation requirements

51226-51226.1 Career technical education

51228.1-51228.3 Course periods without educational content

52060-52077 Local control and accountability plan, especially:

52075 Complaint for lack of compliance with local control and accountability plan
requirements

52160-52178 Bilingual education programs

52300-52462 Career technical education

52500-52616.24 Adult schools

54000-54029 Economic Impact Aid

54400-54425 Compensatory education programs

54440-54445 Migrant education

54460-54529 Compensatory education programs

56000-56865 Special education programs

59000-59300 Special schools and centers

64000-64001 Consolidated application process; school plan for student achievement
65000-65001 School site councils

GOVERNMENT CODE

11135 Nondiscrimination in programs or activities funded by state

12900-12996 Fair Employment and Housing Act

HEALTH AND SAFETY CODE

1596.792 California Child Day Care Act; general provisions and definitions
1596.7925 California Child Day Care Act; health and safety regulations

104420 Tobacco-Use Prevention Education

PENAL CODE

422.55 Hate crime; definition

422.6 Interference with constitutional right or privilege

CODE OF REGULATIONS, TITLE 2

11023 Harassment and discrimination prevention and correction

CODE OF REGULATIONS, TITLE 5

3080 Applicability of uniform complaint procedures to complaints regarding students with
disabilities

4600-4670 Uniform complaint procedures

4680-4687 Williams uniform complaint procedures

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

1221 Application of laws

1232g Family Educational Rights and Privacy Act

1681-1688 Title 1X of the Education Amendments of 1972

6301-6576 Title I Improving the Academic Achievement of the Disadvantaged
6801-7014 Title 111 language instruction for limited English proficient and immigrant students
UNITED STATES CODE, TITLE 29



794 Section 504 of Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000e-17 Title VI and Title VII Civil Rights Act of 1964, as amended
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964

6101-6107 Age Discrimination Act of 1975

12101-12213 Title Il equal opportunity for individuals with disabilities
CODE OF FEDERAL REGULATIONS, TITLE 28

35.107 Nondiscrimination on basis of disability; complaints

CODE OF FEDERAL REGULATIONS, TITLE 34

99.1-99.67 Family Educational Rights and Privacy Act

100.3 Prohibition of discrimination on basis of race, color or national origin
104.7 Designation of responsible employee for Section 504

106.8 Designation of responsible employee for Title 1X

106.9 Notification of nondiscrimination on basis of sex

110.25 Notification of nondiscrimination on the basis of age

Management Resources:

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS

Sample UCP Board Policies and Procedures

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Dear Colleague Letter, September 22, 2017

Dear Colleague Letter: Title IX Coordinators, April 2015

Dear Colleague Letter: Responding to Bullying of Students with Disabilities, October 2014
Dear Colleague Letter: Harassment and Bullying, October 2010

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

U.S. DEPARTMENT OF JUSTICE PUBLICATIONS

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

WEB SITES

CSBA: http://www.csba.org

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

Family Policy Compliance Office: https://www2.ed.gov/policy/gen/guid/fpco

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

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

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
adopted: March 9, 2006 City of Industry, California

revised: July 24, 2008

revised: January 15, 2015

revised: December 8, 2016

revised: January 9, 2020



Book Administrative Regulations

Section 1000 Community Relations
Title Uniform Complaint Procedures
Code 1312.3
Status Active
Legal (cf. 9124 - Attorney)
(cf. 5145.6 - Parental Notifications)
Adopted March 9, 2006
Last Revised May 30, 2023
Last Reviewed May 30, 2023
UNIFORM COMPLAINT PROCEDURES AR 1312.3

Community Relations

Except as may otherwise be specifically provided in other district policies, these uniform complaint
procedures (UCP) shall be used to investigate and resolve only the complaints specified in the
accompanying Board policy 1312.3. School personnel are required to take immediate steps to intervene
when safe to do so when they witness an act of discrimination, harassment, intimidation, or bullying.

Compliance Officers

The district designates the individual(s), position(s), or unit(s) identified below as responsible for receiving,
coordinating, and investigating complaints and for complying with state and federal civil rights laws. The
individual(s), position(s), or unit(s) also serve as the compliance officer(s) specified in AR 5145.3 -
Nondiscrimination/Harassment responsible for handling complaints regarding unlawful discrimination,
harassment, intimidation, or bullying and in AR 5145.7 - Sexual Harassment for handling complaints
regarding sexual harassment.

Title IX Coordinator and Equity Compliance Officer (Staff Complaints)
Assistant Superintendent

Human Resources

John Lovato

15959 E. Gale Ave, City of Industry, CA 91745

(626)933-3840
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jlovato@hlpusd.k12.ca.us

Title IX Coordinator (TK-12 Student Complaints)
Executive Director

Student Family Services

Karen Dabney-Lieras

15959 E. Gale Ave, City of Industry, CA 91745
(626) 933-4335

kdabney(@hlpusd.k12.ca.us

Title IX Coordinator (Adult School Student Complaints)
Executive Director

Adult Education

Gregory Buckner

14101 Nelson Ave.

La Puente, CA 91746

(626) 933-2801

gbuckner@hlpusd.k12.ca.us

Title IX Coordinator (Preschool, Head Start Child Development Student Complaints)
Director

Child Development

Abigail Querubin- Villareal

1000 N. California Ave

(626) 933-4335

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

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

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

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

Notifications

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

In addition, the Superintendent or designee shall annually provide written notification of the district's UCP
to students, employees, parents/guardians of district students, district advisory committee members, school
advisory committee members, appropriate private school officials or representatives, and other interested
parties. (5 CCR 4622)

The notice shall include:

1. A statement that the district is primarily responsible for compliance with federal and state laws
and regulations, including those related to prohibition of unlawful discrimination, harassment,
intimidation, or bullying against any protected group, and a list of all programs and activities
that are subject to UCP as identified in the section "Complaints Subject to UCP" in the
accompanying Board policy

2. The title of the position responsible for processing complaints, the identity of the person(s)
currently occupying that position if known, and a statement that such persons will be
knowledgeable about the laws and programs that they are assigned to investigate

3. A statement that a UCP complaint, except a complaint alleging unlawful discrimination,
harassment, intimidation, or bullying, must be filed no later than one year from the date the
alleged violation occurred

4. A statement that a UCP complaint alleging unlawful discrimination, harassment, intimidation, or
bullying must be filed no later than six months from the date of the alleged conduct or the date
the complainant first obtained knowledge of the facts of the alleged conduct

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

6. A statement that a complaint regarding student fees or the local control and accountability plan
(LCAP) may be filed anonymously if the complainant provides evidence or information leading
to evidence to support the complaint

7. A statement that the district will post a standardized notice of the educational and graduation
requirements of foster youth, homeless students, children of military families, and former
juvenile court school students now enrolled in the district, as specified in Education Code
48645.7, 48853, 48853.5, 49069.5, 51225.1, and 51225.2, and the complaint process

8. A statement that complaints will be investigated in accordance with the district's UCP and a

written decision will be sent to the complainant within 60 days from the receipt of the
complaint, unless this time period is extended by written agreement of the complainant
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9. A statement that, for programs within the scope of the UCP as specified in the accompanying
Board policy, the complainant has a right to appeal the district's investigation report to the
California Department of Education (CDE) by filing a written appeal, including a copy of the
original complaint and the district's decision, within 30 calendar days of receiving the district's
decision

10. A statement advising the complainant of any civil law remedies, including, but not limited to,
injunctions, restraining orders, or other remedies or orders that may be available under state or
federal laws prohibiting discrimination, harassment, intimidation, or bullying, if applicable

11. A statement that copies of the district's UCP are available free of charge

The annual notification, complete contact information of the compliance officer(s), and information related
to Title IX as required pursuant to Education Code 221.6 shall be posted on the district and district school
web sites and may be provided through district-supported social media, if available.

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

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

Filing of Complaints

The complaint shall be presented to the compliance officer who shall maintain a log of complaints
received, providing each with a code number and a date stamp. If a site administrator not designated as a
compliance officer receives a complaint, the site administrator shall notify the compliance officer.

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

Complaints shall also be filed in accordance with the following rules, as applicable:
1. A complaint alleging district violation of applicable state or federal law or regulations
governing the programs specified in the accompanying Board policy may be filed by any
individual, public agency, or organization. (5 CCR 4600)

2. Any complaint alleging noncompliance with law regarding the prohibition against student fees,
deposits, and charges or any requirement related to the LCAP may be filed anonymously if the
complaint provides evidence, or information leading to evidence, to support an allegation of
noncompliance. A complaint about a violation of the prohibition against the charging of
unlawful student fees may be filed with the principal of the school or with the Superintendent or
designee.
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3. A UCP complaint, except for a UCP complaint alleging unlawful discrimination, harassment,
intimidation, or bullying, shall be filed no later than one year from the date the alleged violation
occurred. For complaints related to the LCAP, the date of the alleged violation is the date when
the County Superintendent of Schools approves the LCAP that was adopted by the Governing
Board. (5 CCR 4630)

4. A complaint alleging unlawful discrimination, harassment, intimidation, or bullying may be
filed only by a person who alleges having personally suffered unlawful discrimination, a person
who believes that any specific class of individuals has been subjected to unlawful
discrimination, or a duly authorized representative who alleges that an individual student has
been subjected to discrimination, harassment, intimidation, or bullying. (5 CCR 4630)

5. A complaint alleging unlawful discrimination, harassment, intimidation, or bullying shall be
initiated no later than six months from the date that the alleged unlawful discrimination
occurred, or six months from the date that the complainant first obtained knowledge of the facts
of the alleged unlawful discrimination. The time for filing may be extended for up to 90 days by
the Superintendent or designee for good cause upon written request by the complainant setting
forth the reasons for the extension. (5 CCR 4630)

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

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

Mediation

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

Before initiating the mediation of a complaint alleging retaliation or unlawful discrimination, harassment,
intimidation, or bullying, the compliance officer shall ensure that all parties agree to permit the mediator
access to all relevant confidential information. The compliance officer shall also notify all parties of the
right to end the informal process at any time.

If the mediation process does not resolve the problem within the parameters of law, the compliance officer
shall proceed with an investigation of the complaint.
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The use of mediation shall not extend the district's timelines for investigating and resolving the complaint
unless the complainant agrees in writing to such an extension of time. If mediation is successful and the
complaint is withdrawn, then the district shall take only the actions agreed upon through the mediation. If
mediation is unsuccessful, the district shall then continue with subsequent steps specified in this
administrative regulation.

Investigation of Complaint

Within 10 business days after the compliance officer receives the complaint, the compliance officer shall
begin an investigation into the complaint.

Within one business day of initiating the investigation, the compliance officer shall provide the
complainant and/or the complainant's representative with the opportunity to present the information
contained in the complaint to the compliance officer and shall notify the complainant and/or representative
of the opportunity to present the compliance officer with any evidence, or information leading to evidence,
to support the allegations in the complaint. Such evidence or information may be presented at any time
during the investigation.

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

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

A complainant's refusal to provide the district's investigator with documents or other evidence related to the
allegations in the complaint, failure or refusal to cooperate in the investigation, or any other obstruction of
the investigation may result in the dismissal of the complaint because of a lack of evidence to support the
allegation. Refusal by the district to provide the investigator with access to records and/or information
related to the allegations in the complaint, failure or refusal to cooperate in the investigation, or any other
obstruction of the investigation may result in a finding based on evidence collected that a violation has
occurred and in the imposition of a remedy in favor of the complainant. (5 CCR 4631)

Timeline for Investigation Report

OPTION 1: (Districts that do not allow complainants to appeal to the Board)
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Unless extended by written agreement with the complainant, the compliance officer shall prepare and send
to the complainant a written investigation report, as described in the section "Investigation Report" below,
within 60 calendar days of the district's receipt of the complaint. (5 CCR 4631)

For any complaint alleging unlawful discrimination, harassment, intimidation, and bullying, the respondent
shall be informed of any extension of the timeline agreed to by the complainant.

OPTION 2: (Districts that allow complainants to appeal to the Board)

Unless extended by written agreement with the complainant, the investigation report shall be sent to the
complainant within 60 calendar days of the district's receipt of the complaint.

Within 30 calendar days of receiving the complaint, the compliance officer shall prepare and send to the
complainant a written report, as described in the section "Investigation Report" below. If the complainant is
dissatisfied with the compliance officer's decision, the complainant may, within five business days, file the
complaint in writing with the Board.

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

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

For any complaint alleging unlawful discrimination, harassment, intimidation, and bullying, the respondent
shall be informed of any extension of the timeline agreed to by the complainant, and, in the same manner as
the complainant, may file a complaint with the Board if dissatisfied with the decision.

END OF OPTION 2

Investigation Report

For all complaints, the district's investigation report shall include: (5 CCR 4631)
1. The findings of fact based on the evidence gathered

2. A conclusion providing a clear determination for each allegation as to whether the district is in
compliance with the relevant law

3. Corrective action(s) whenever the district finds merit in the complaint, including, when required
by law, a remedy to all affected students and parents/guardians and, for a student fees complaint,
a remedy that complies with Education Code 49013 and 5 CCR 4600

4. Notice of the complainant's right to appeal the district's investigation report to CDE, except
when the district has used the UCP to address a complaint not specified in 5 CCR 4610
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5. Procedures to be followed for initiating an appeal to CDE

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

In consultation with district legal counsel, information about the relevant part of an investigation report
may be communicated to a victim who is not the complainant and to other parties who may be involved in
implementing the investigation report or are affected by the complaint, as long as the privacy of the parties
is protected. In a complaint alleging unlawful discrimination, harassment, intimidation, and bullying,
notice of the investigation report to the alleged victim shall include information about any sanction to be
imposed upon the respondent that relates directly to the alleged victim.

If the complaint involves a limited-English-proficient (LEP) student or parent/guardian, then the district's
response, if requested by the complainant, and the investigation report shall be written in English and the
primary language in which the complaint was filed.

For complaints alleging unlawful discrimination, harassment, intimidation, and bullying based on state law,
the investigation report shall also include a notice to the complainant that:
1. The complainant may pursue available civil law remedies outside of the district's complaint
procedures, including, but not limited to, injunctions, restraining orders or other remedies or
orders, 60 calendar days after the filing of an appeal with CDE. (Education Code 262.3)

2. The 60 days moratorium does not apply to complaints seeking injunctive relief in state courts or
to discrimination complaints based on federal law. (Education Code 262.3)

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

Corrective Actions

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

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

1. Counseling

2. Academic support

3. Health services
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. Assignment of an escort to allow the victim to move safely about campus

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

(o)}

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

7. Restorative justice

¢4}

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

For complaints of retaliation or unlawful discrimination, harassment, intimidation, or bullying involving a
student as the respondent, appropriate corrective actions that may be provided to the student include, but
are not limited to, the following:

1. Transfer from a class or school as permitted by law

2. Parent/guardian conference

3. Education regarding the impact of the conduct on others
4. Positive behavior support

5. Referral to a student success team

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

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

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

The district may also consider training and other interventions for the larger school community to ensure
that students, staff, and parents/guardians understand the types of behavior that constitute unlawful
discrimination, harassment, intimidation, or bullying, that the district does not tolerate it, and how to report
and respond to it.

When a complaint is found to have merit, an appropriate remedy shall be provided to the complainant or
other affected person.

However, if a complaint alleging noncompliance with the law regarding student fees, deposits, and other
charges, physical education instructional minutes, courses without educational content, or any requirement
related to the LCAP is found to have merit, the district shall provide a remedy to all affected students and
parents/guardians subject to procedures established by regulation of the State Board of Education.
(Education Code 49013, 51222, 51223, 51228.3, 52075)
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For complaints alleging noncompliance with the law regarding student fees, the district, by engaging in
reasonable efforts, shall attempt in good faith to identify and fully reimburse all affected students and
parents/guardians who paid the unlawful student fees within one year prior to the filing of the complaint.
(Education Code 49013; 5 CCR 4600)

Appeals to the California Department of Education

Any complainant who is dissatisfied with the district's investigation report on a complaint regarding any
specified federal or state educational program subject to UCP may file an appeal in writing with CDE
within 30 calendar days of receiving the district's investigation report. (5 CCR 4632)

The appeal shall be sent to CDE with a copy of the original locally filed complaint and a copy of the
district's investigation report for that complaint. The complainant shall specify and explain the basis for the
appeal, including at least one of the following: (5 CCR 4632)

1. The district failed to follow its complaint procedures.

2. Relative to the allegations of the complaint, the district's investigation report lacks material
findings of fact necessary to reach a conclusion of law.

3. The material findings of fact in the district's investigation report are not supported by substantial
evidence.

4. The legal conclusion in the district's investigation report is inconsistent with the law.

5. In a case in which the district found noncompliance, the corrective actions fail to provide a
proper remedy.

Upon notification by CDE that the district's investigation report has been appealed, the Superintendent or
designee shall forward the following documents to CDE within 10 days of the date of notification: (5 CCR
4633)

1. A copy of the original complaint
2. A copy of the district's investigation report

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

4. A report of any action taken to resolve the complaint
5. A copy of the district's UCP

6. Other relevant information requested by CDE

If notified by CDE that the district's investigation report failed to address allegation(s) raised by the
complaint, the district shall, within 20 days of the notification, provide CDE and the appellant with an
amended investigation report that addresses the allegation(s) that were not addressed in the original
investigation report. The amended report shall also inform the appellant of the right to separately appeal the
amended report with respect to the allegation(s) that were not addressed in the original report. (5 CCR
4632)
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Health and Safety Complaints in License-Exempt Preschool Programs

Any complaint regarding health or safety issues in a license-exempt California State Preschool Program
(CSPP) shall be addressed through the procedures described in 5 CCR 4690-4694.

In order to identify appropriate subjects of CSPP health and safety issues pursuant to Health and Safety
Code 1596.7925, a notice shall be posted in each license-exempt CSPP classroom in the district notifying
parents/guardians, students, and teachers of the health and safety requirements of Title 5 regulations that
apply to CSPP programs pursuant to Health and Safety Code 1596.7925 and the location at which to obtain
a form to file any complaint alleging noncompliance with those requirements. For this purpose, the
Superintendent or designee may download and post a notice available from the CDE web site. (Education
Code 8212; 5 CCR 4691)

The district's annual UCP notification distributed pursuant to 5 CCR 4622 shall clearly indicate which of its
CSPP programs are operating as exempt from licensing and which CSPP programs are operating pursuant
to requirements under Title 22 of the Code of Regulations. (5 CCR 4691)

Any complaint regarding specified health or safety issues in a license-exempt CSPP program shall be filed
with the preschool program administrator or designee, and may be filed anonymously. The complaint form
shall specify the location for filing the complaint, contain a space to indicate whether the complainant
desires a response to the complaint, and allow a complainant to add as much text as desired to explain the
complaint. (Education Code 8212; 5 CCR 4690)

If it is determined that the complaint is beyond the authority of the preschool program administrator, the
matter shall be forwarded to the Superintendent or designee in a timely manner, not to exceed 10 working
days, for resolution. The preschool administrator or the Superintendent or designee shall make all
reasonable efforts to investigate any complaint within their authority. (Education Code 8212; 5 CCR 4692)

Investigation of a complaint regarding health or safety issues in a license-exempt CSPP program shall
begin within 10 days of receipt of the complaint. (Education Code 8212; 5 CCR 4692)

The preschool administrator or designee shall remedy a valid complaint within a reasonable time period not
to exceed 30 working days from the date the complaint was received. If the complainant has indicated on
the complaint form a desire to receive a response to the complaint, the preschool administrator or
Superintendent's designee shall, within 45 working days of the initial filing of the complaint, report the
resolution of the complaint to the complainant and CDE's assigned field consultant. If the preschool
administrator makes this report, the information shall be reported at the same time to the Superintendent or
designee. (Education Code 8212; 5 CCR 4692)

If a complaint regarding health or safety issues in a license-exempt CSPP program involves an LEP student
or parent/guardian, then the district's response, if requested by the complainant, and the investigation report
shall be written in English and the primary language in which the complaint was filed.
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If a complainant is not satisfied with the resolution of a complaint, the complainant has the right to describe
the complaint to the Board at a regularly scheduled hearing and, within 30 days of the date of the written
report, may file a written appeal of the district's decision to the Superintendent of Public Instruction in
accordance with 5 CCR 4632. (Education Code 8212; 5 CCR 4693, 4694)

All complaints and responses are public records. (5 CCR 4690)
On a quarterly basis, the Superintendent or designee shall report summarized data on the nature and
resolution of all CSPP health and safety complaints, including the number of complaints by general subject

area with the number of resolved and unresolved complaints, to the Board at a regularly scheduled Board
meeting and to the County Superintendent. (5 CCR 4693)

Policy Reference Disclaimer:

These references are not intended to be part of the policy itself, nor do they indicate the basis or authority
for the board to enact this policy. Instead, they are provided as additional resources for those interested in

the subject matter of the policy.

State

2CCR 11023
5CCR 15580-15584
5 CCR 3200-3205

5 CCR 4600-4670

5 CCR 4680-4687

5 CCR 4690-4694

5 CCR 4900-4965

Description

Harassment and discrimination prevention and correction
Child nutrition programs complaint procedures

Special education compliance complaints

Uniform complaint procedures

Williams uniform complaint procedures

Complaints regarding health and safety issues in license-
exempt preschool programs

Nondiscrimination in elementary and secondary
educational programs receiving state or federal financial
assistance

Ed. Code 200-262.4 Prohibition of discrimination

Ed. Code 18100-18203 School libraries

Ed. Code 32280-32289.5 School safety plans

Ed. Code 35186 Williams uniform complaint procedures

Ed. Code 46015 Parental leave for students

Ed. Code 48645.7 Juvenile court schools

Ed. Code 48853-48853.5 Foster youth

Ed. Code 48985 Notices to parents in language other than English

Ed. Code 49010-49014 Student fees

Ed. code 49060-49079 Student records

Ed. Code 49069.5 Records of foster youth

Ed. Code 49490-49590 Child nutrition programs

Ed. Code 49701 Interstate Compact on Educational Opportunity for
Military Children

Ed. Code 51210 Course of study for grades 1-6

Ed. Code 51222 Physical education

Ed. Code 51223 Physical education, elementary schools

Ed. Code 51225.1-51225.2 Foster youth, homeless children, former juvenile court

Ed

Code 51226-51226.1

school students, course credits; graduation requirements
Career technical education
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https://govt.westlaw.com/calregs/Document/I8291D1299A1E476884B29AA8793222AB?viewType=FullText&originationContext=documenttoc&transitionType=CategoryPageItem&contextData=(sc.Default)
http://leginfo.legislature.ca.gov/faces/codes_displayText.xhtml?division=1.&chapter=2.&part=1.&lawCode=EDC&title=1.&article=1.

Ed.
Ed.
Ed.
Ed.

Ed.
Ed.
Ed.
Ed.
Ed.
Ed.
Ed.

Ed.
Ed.
Ed.

Code 51228.1-51228.3
Code 52059.5

Code 52060-52077
Code 52075

Code 52300-52462
Code 52500-52617
Code 54400-54425
Code 54440-54445
Code 54460-54529
Code 59000-59300
Code 64000-64001

Code 65000-65001
Code 8200-8488
Code 8500-8538

Gov. Code 11135
Gov. Code 12900-12996
H&S Code 1596.792

H&S Code 1596.7925

Pen. Code 422.55
Pen. Code 422.6
Federal

20 USC 1221

20 USC 1232¢

20 USC 1681-1688

20 USC 6301-6576

20 USC 6801-7014

28 CFR 35.107
29 USC 794
34 CFR 100.3

34 CFR 104.7
34 CFR 106.1-106.82

34 CFR 106.30

34 CFR 106.44
34 CFR 106.45

34 CFR 106.8

34 CFR 110.25

34 CFR 99.1-99.67
42 USC 11431-11435
42 USC 12101-12213

Course periods without educational content

Statewide system of support

Local control and accountability plan

Complaint for lack of compliance with local control and
accountability plan requirements

Career technical education

Adult schools

Compensatory education programs

Migrant education

Compensatory education programs

Special schools and centers

Consolidated application process, school plan for student
achievement

School site councils

Child care and development programs

Adult basic education

Nondiscrimination, accessibility to state web sites
Fair Employment and Housing Act

California Child Day Care Act; general provisions and
definitions

California Child Day Care Act; health and safety
regulations

Definition of hate crime

Crimes, harassment

Description

Application of laws

Family Educational Rights and Privacy Act (FERPA) of
1974

Title IX of the Education Amendments of 1972;
discrimination based on sex

Title I Improving the Academic Achievement of the
Disadvantaged

Title 111 language instruction for limited English
proficient and immigrant students

Nondiscrimination on basis of disability; complaints
Rehabilitation Act of 1973, Section 504

Prohibition of discrimination on basis of race, color or
national origin

Designation of responsible employee for Section 504
Nondiscrimination on the basis of sex in education
programs

Discrimination on the basis of sex in education programs
and activities, definitions

Recipient's response to sexual harassment

Grievance process for formal complaints of sexual
harassment

Designation of responsible employee and adoption of
grievance procedures

Notification of nondiscrimination on the basis of age
Family Educational Rights and Privacy
McKinney-Vento Homeless Assistance Act

Americans with Disabilities Act
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https://leginfo.legislature.ca.gov/faces/codes_displaySection.xhtml?sectionNum=11135.&lawCode=GOV

42 USC 2000d-2000e-17

42 USC 2000h-2-2000h-6

42 USC 6101-6107

Management Resources

California Department of Education
Publication

California Department of Education
Publication

U.S. DOE, Office for Civil Rights
Publication

U.S. DOE, Office for Civil Rights
Publication

U.S. DOE, Office for Civil Rights
Publication

U.S. DOJ Publication

Website
Website
Website
Website
Website
Website
Website
Website

Cross References

Code
0410
0420
0420.41
0420.41
0430

0430
0450
0450
0460
0460
0470
1100
1113
1113
1113
1114
1114
1220
1220

Title VI and Title VII Civil Rights Act of 1964, as
amended

Title IX of the Civil Rights Act of 1964

Age Discrimination Act of 1975

Description

Uniform Complaint Procedure 2021-22 Program
Instrument

Sample UCP Board Policies and Procedures

Part 1: Questions and Answers Regarding the
Department s Title IX Regulations, January 2021
Questions and Answers on the Title IX Regulations on
Sexual Harassment, July 2021

Dear Colleague Letter: Responding to Bullying of
Students with Disabilities, October 2014

Guidance to Federal Financial Assistance Recipients
Regarding Title VI Prohibition Against National Origin
Discrimination Affecting Limited English Proficient
Persons, 2007

Student Privacy Policy Office

U.S. Department of Agriculture

California Department of Social Services

U.S. Department of Justice

California Department of Education

CSBA

U.S. Department of Education, Office for Civil Rights
California Department of Fair Employment and Housing

Description

Nondiscrimination In District Programs And Activities
School Plans/Site Councils

Charter School Oversight

Charter School Oversight

Comprehensive Local Plan For Special Education

Comprehensive Local Plan For Special Education
Comprehensive Safety Plan
Comprehensive Safety Plan

Local Control And Accountability Plan
Local Control And Accountability Plan
COVID-19 Mitigation Plan
Communication With The Public
District And School Web Sites

District And School Web Sites

District And School Web Sites
District-Sponsored Social Media
District-Sponsored Social Media
Citizen Advisory Committees

Citizen Advisory Committees
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http://www2.ed.gov/about/offices/list/opepd/sppo
https://www.fns.usda.gov/cacfp/afterschool-programs
http://www.dss.cahwnet.gov/
http://www.justice.gov/
http://www.cde.ca.gov/
http://www.csba.org/
http://www2.ed.gov/ocr
http://www.dfeh.ca.gov/

1250
1250
1312.1
1312.1
1312.2
1312.2
1312.2
1312.4
1312.4
1312.4
1313
1340
1340
3260
3260
3555
3555
3580
3580
4030
4030
4112.23
4112.9
4112.9
4112.9
4118
4118
4119.1
4119.11
4119.11
4119.23

4131
4212.9
4212.9
4212.9
4218
4218
4219.1
4219.11
4219.11
4219.23

4231
4244
4244
4312.9
4312.9
4312.9
4319.1
4319.11
4319.11

Visitors/Qutsiders

Visitors/Outsiders

Complaints Concerning District Employees
Complaints Concerning District Employees
Complaints Concerning Instructional Materials
Complaints Concerning Instructional Materials
Complaints Concerning Instructional Materials
Williams Uniform Complaint Procedures
Williams Uniform Complaint Procedures
Williams Uniform Complaint Procedures
Civility

Access To District Records

Access To District Records

Fees And Charges

Fees And Charges

Nutrition Program Compliance

Nutrition Program Compliance

District Records

District Records

Nondiscrimination In Employment
Nondiscrimination In Employment

Special Education Staff

Employee Notifications

Employee Notifications

Employee Notifications
Dismissal/Suspension/Disciplinary Action
Dismissal/Suspension/Disciplinary Action

Civil And Legal Rights

Sexual Harassment

Sexual Harassment

Unauthorized Release Of Confidential/Privileged

Information

Staff Development

Employee Notifications

Employee Notifications

Employee Notifications
Dismissal/Suspension/Disciplinary Action
Dismissal/Suspension/Disciplinary Action
Civil And Legal Rights

Sexual Harassment

Sexual Harassment

Unauthorized Release Of Confidential/Privileged

Information

Staff Development
Complaints

Complaints

Employee Notifications
Employee Notifications
Employee Notifications
Civil And Legal Rights
Sexual Harassment
Sexual Harassment
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4319.23

4331
4344
4344
5116.1
5116.1
5117
5117
5125
5125
5131.62
5131.62
5137
5141.22
5141.22
5141.4

5144
5144
5144.1
5144.1
5145.3
5145.3
5145.6
5145.6
5145.6
5145.7
5145.7
5145.71
5145.71
5145.9
5146
5148
5148
5148.2
5148.2
5148.3
5148.3
6142.1
6142.1
6142.7
6142.7
6145
6145
6145.2
6145.2
6146.1
6146.1
6152
6159
6159

Unauthorized Release Of Confidential/Privileged
Information

Staff Development

Complaints

Complaints

Intradistrict Open Enrollment
Intradistrict Open Enrollment
Interdistrict Attendance

Interdistrict Attendance

Student Records

Student Records

Tobacco

Tobacco

Positive School Climate

Infectious Diseases

Infectious Diseases

Child Abuse Prevention And Reporting

Discipline

Discipline

Suspension And Expulsion/Due Process
Suspension And Expulsion/Due Process
Nondiscrimination/Harassment
Nondiscrimination/Harassment

Parental Notifications

Parental Notifications

Parental Notifications

Sexual Harassment

Sexual Harassment

Title 1X Sexual Harassment Complaint Procedures
Title IX Sexual Harassment Complaint Procedures
Hate-Motivated Behavior
Married/Pregnant/Parenting Students

Child Care And Development

Child Care And Development

Before/After School Programs

Before/After School Programs

Preschool/Early Childhood Education
Preschool/Early Childhood Education

Sexual Health And HIV/AIDS Prevention Instruction
Sexual Health And HIV/AIDS Prevention Instruction
Physical Education And Activity

Physical Education And Activity

Extracurricular And Cocurricular Activities
Extracurricular And Cocurricular Activities
Athletic Competition

Athletic Competition

High School Graduation Requirements

High School Graduation Requirements

Class Assignment

Individualized Education Program

Individualized Education Program

16/18



6159.1 Procedural Safeguards And Complaints For Special

Education

6159.1 Procedural Safeguards And Complaints For Special
Education

6159.2 Nonpublic, Nonsectarian School And Agency Services
For Special Education

6159.2 Nonpublic, Nonsectarian School And Agency Services
For Special Education

6159.3 Appointment Of Surrogate Parent For Special Education
Students

6159.3 Appointment Of Surrogate Parent For Special Education
Students

6164.2 Guidance/Counseling Services

6164.4 Identification And Evaluation Of Individuals For Special
Education

6164.4 Identification And Evaluation Of Individuals For Special
Education

6164.5 Student Success Teams

6164.5 Student Success Teams

6171 Title I Programs

6171 Title I Programs

6173 Education For Homeless Children

6173 Education For Homeless Children

6173 Education For Homeless Children

6173 Education For Homeless Children

6173.1 Education For Foster Youth

6173.1 Education For Foster Youth

6173.2 Education Of Children Of Military Families

6173.2 Education Of Children Of Military Families

6173.3 Education For Juvenile Court School Students

6175 Migrant Education Program

6175 Migrant Education Program

6178 Career Technical Education

6178 Career Technical Education

6178.1 Work-Based Learning

6178.1 Work-Based Learning

6178.2 Regional Occupational Center/Program

6200 Adult Education

6200 Adult Education

9000 Role Of The Board

9011 Disclosure Of Confidential/Privileged Information

9012 Board Member Electronic Communications

9124 Attorney

9200 Limits Of Board Member Authority

9321 Closed Session

9321 Closed Session

9321 Closed Session

9322 Agenda/Meeting Materials

Regulation Hacienda La Puente Unified School District
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Business and Noninstructional Operations BP 3513.3 (a)

TOBACCO-FREE SCHOOLS

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

(cf. 3514 - Environmental Safety)

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

(cf. 5131.62 - Tobacco)

(cf. 5141.23 - Asthma Management)

(cf. 6142.8 - Comprehensive Health Education)

(cf. 6143 - Courses of Study)

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

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

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

The School Board prohibits the use of products containing tobacco and/or nicotine, including,
but not limited to, cigarettes, cigars, miniature cigars, smokeless tobacco, snuff, chew, clove
cigarettes, and electronic nicotine delivery systems, such as electronic cigarettes, any time, in
charter school or school district-owned or leased buildings, on school or district property, and in
school or district vehicles. Other vapor emitting electronic devices, including, but not limited to,
electronic hookah, with or without nicotine content, that mimic the use of tobacco products, are
also prohibited. However, this section does not prohibit the use or possession of prescription
products, or other cessation aids such as nicotine patches or nicotine gum. Student use or
possession of such products must conform to laws governing student use and possession of
medications on school property.

Smoking or use of any tobacco-related products and disposal of any tobacco-related waste are
prohibited within 25 feet of any playground, except on a public sidewalk located within 25 feet
of the playground. (Health and Safety Code 104495)



BP 3513.3 (b)
TOBACCO-FREE SCHOOLS
Legal Reference:

EDUCATION CODE

48900 Grounds for suspension/expulsion

48901 Prohibition against tobacco use by students

HEALTH AND SAFETY CODE

39002 Control of air pollution from nonvehicular sources

104350-104495 Tobacco use prevention, especially:

104495 Prohibition of smoking and tobacco waste on playgrounds

119405 Unlawful to sell or furnish electronic cigarettes to minors

LABOR CODE

3300 Employer, definition

6304 Safe and healthful workplace

6404.5 Occupational safety and health; use of tobacco products

UNITED STATES CODE, TITLE 20

6083 Nonsmoking policy for children's services

7100-7117 Safe and Drug Free Schools and Communities Act

CODE OF FEDERAL REGULATIONS, TITLE 21

1140.1-1140.34 Unlawful sale of cigarettes and smokeless tobacco to minors
PERB RULINGS

Eureka Teachers Assn. v. Eureka City School District(1992) PERB Order #955 (16 PERC
23168)

CSEA #506 and Associated Teachers of Metropolitan Riverside v. Riverside Unified School
District(1989) PERB Order #750 (13 PERC 20147)

Management Resources:

WEB SITES

California Department of Education, Alcohol, Tobacco and Other Drug

Prevention: http://www.cde.ca.gov/Is/he/at

California Department of Education, Tobacco-Free School District Certification:
http://www.cde.ca.gov/Is/he/at/tobaccofreecert.asp

California Department of Public Health, Tobacco Control:
http://www.cdph.ca.gov/programs/tobacco

Occupational Safety and Health Standards Board: http://www.dir.ca.gov/OSHSB/oshsb.html
U.S. Environmental Protection Agency: http://www.epa.gov

Policy Adopted: 04/27/2006
Policy Revised: 06/17/2011
Policy Revised: 01/09/2014



Book Administrative Regulations

Section 3000 Business and Non Instructional Operations
Title Tobacco-Free Schools

Code 3513.3

Status Active

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

(cf. 4118 - Suspension/Disciplinary Action)

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

(cf. 5144.1 - Suspension and Expulsion/Due Process)
(cf. 1250 - Visitors/Outsiders)

(cf. 3515.2 - Disruptions)

Adopted April 27, 2006
Last Revised April 27, 2006
Last Reviewed April 27, 2006

Business and Noninstructional Operations AR 3513.3

TOBACCO-FREE SCHOOLS

Notifications

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

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

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

Enforcement/Discipline

Any employee or student who violates the district's tobacco-free schools
policy shall be asked to refrain from smoking and shall be subject to
disciplinary action as appropriate.
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(cf. 4118 - Suspension/Disciplinary Action)

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

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

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

1. Direct the person to leave school property

2. Request local law enforcement assistance in removing the person from
school premises

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

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

Regulation HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
approved: April 27, 2006 City of Industry, California
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Business and Noninstructional Operations BP 3520
USE OF DISTRICT COMPUTERS/NETWORK
HLPnet Acceptable Use Policy

Given that the Governing Board recognizes the growing importance of, and demand for,
computer network resources within the instructional and administrative processes, it is the
policy of the Board that all users of these resources available through the district must submit an
appropriately signed HLPnet membership application as acceptance of the terms and conditions
for the appropriate use of these network resources as set forth in administrative directive and the
Children’s Internet Protection Act and the Protecting Children in the 215 Century Act of 2008.
This policy is necessary to establish the terms and conditions relative to membership
application, information content, on-line conduct, grounds for access termination, access
charges, and third party information, and to further provide protection against inappropriate use
and intentional misuse of these resources that may expose students and others to unacceptable
material and/or adversely affect other network users. The Superintendent or designee shall
provide age-appropriate instruction regarding safe and appropriate behavior on social
networking sites, chat rooms, and other Internet services. Such instruction shall include, but not
be limited to, the dangers of posting personal information online, misrepresentation by online
predators, how to report inappropriate or offensive content or threats, behaviors that constitute
cyberbullying, and how to respond when subjected to cyberbullying.

The Superintendent is authorized to prepare an administrative regulation to implement this
policy. The directive will establish acceptable use terms and conditions for HLPnet, which will
be applied to all existing and future users of this network.

Policy adopted: April 27, 2006
Policy revised: April 19, 2007
Policy revised: May 24, 2012



Business and Non-instructional Operations AR 3520

USE OF DISTRICT COMPUTERS/NETWORK

The Hacienda La Puente Unified School District (HLPUSD or District) believes in the
educational value of technology and recognizes its importance for supporting curriculum,
instruction and management. The District network and internet connections have been
developed as tools to promote educational excellence, innovation and communication for
students and staff. It must be understood that the District’s business information, telephone,
network, computer and software resources, peripherals and supplies are District property,
provided to meet District needs. Establishing standards for hardware and software can preclude
disruptions of network operations. The use of personally owned software as well as personally
owned computer hardware is not permitted except where authorized.

The District computer network (herein referred to as "HLPnet,” "network," or "system") of the
Hacienda La Puente Unified School District is a service provided by the District and is a
privilege, not a right. Any users should have no expectation of privacy regarding their use of
district property, network, and/or internet access or files, including email. The system
administrators of HLPnet are employees of the District and reserve the right to monitor all
personal or District owned devices, activity and material of users and services on HLPnet. On
acceptance for membership to HLPnet, members (herein referred to as "member" and “user”)
will be given an account name and password with authorization to system resources appropriate
for the member. The system administrators, at their sole discretion, further reserve the right to
immediately terminate the account of a member who misuses or disrupts the network. The
member's home school and/or the district may take additional disciplinary action including, but
not limited to, termination, suspension or expulsion.

District network and computer usage guidelines are provided here so that members and the
parents of members who are under 18 years of age are aware of their responsibilities. HLPnet
may modify these rules at any time by publishing the modified rule(s) on the system. The
signature(s) at the end of HLPnet Membership application, Acceptable Use Policy (AUP) , or
upon logging into HLPnet, is (are) legally binding and indicates the party (parties) who signed
has (have) read these terms and conditions carefully and understand their significance, and agree
to abide by the terms and conditions therein. Parents/Guardians and students are required to
acknowledge and sign the AUP on an annual basis and serves as a reminder of individual
responsibility for appropriate use of district computers and networks.

Acceptable Use

The following provisions specify expectations for all users of HLPUSD network, as established
by Board Policy (BP) 3520 & Administrative Regulation (AR) 3520:

No user is authorized to access the District network until the HLPnet Membership
Application and Acceptable Use Policy (AUP) for subsequent years is signed by all
required persons.

Users may not install, remove or modify software equipment on the network, nor
damage, destroy, remove, copy, or abuse any District hardware equipment.



AR 3520
USE OF DISTRICT COMPUTERS/NETWORK (continued)

Network administrators may review and/or remove files and communications to
maintain system integrity and ensure that users are using the system responsibly.

Users should not expect that files and data stored on District servers or network
attached devices will be private.

Inappropriate use may result in cancellation of the user’s privileges, disciplinary
action and/or legal action.

Personal Responsibility: Members accept personal responsibility for use of the District
network. Members understand that all school and District rules of conduct apply when a user is
on the District network or connected to the internet through the District. Members also accept
personal responsibility for reporting any misuse of the network to an appropriate District staff
member. Members understand that no technology is perfect and will not hold the District or
District personnel responsible for the failure of any technology, service interruption, system
protection, or security measure.

Parents and guardians of students are encouraged to convey the standards that their children
should follow when using media and information sources, including but not limited to use of
District devices, accessing the District network whether at school or remotely, and accessing the
internet, including social media, as defined in Education Code section 49073.6.

a. Members will not transmit any material in violation of the law, including copyrighted,
threatening or obscene material.

b. Members will not use HLPUSD computers and network for personal financial gain,
personal shopping or business, personal leisure, including non-educational online games
and non-educational chatting, advertising, illegal,or political activities.

c. Members will not use another person’s account or password, nor knowingly or
negligently allow another person to use theirs.

d. Members will not interfere with or bypass the security or filtering systems used to
protect the HLPUSD network.

e. Members will not send chain letters, annoying or unnecessary messages, nor send
unnecessary mail to any number of people.

f. Members will not download programs to the network or any computer from either
software or the internet without securing written approval. Members will not download or
stream games, music, or video content that is not  related to district goals.

g. Members will be polite: never send or encourage others to send abusive messages.

h. Members will use appropriate language: never swear, use suggestive, threatening,
obscene or other offensive language.



AR 3520
USE OF DISTRICT COMPUTERS/NETWORK (continued)

Due to its open nature, there is information available on the internet that is inappropriate for
District use. The District protects students and staff, in part, and to the extent practicable, from
inappropriate information in accordance with the Child and Information Protection Act by:

e meeting or exceeding all state and federal content filtering guidelines, including blocking
or filtering material that is obscene, pornographic, and harmful to minors, or otherwise
inappropriate for educational or work-related uses;

e requiring adult supervision and monitoring of student internet use, and educating minors
about appropriate use; and

o directing each user to accept personal responsibility for managing the resources
appropriately.

Members knowingly bringing, creating, or accessing illegal materials into the district
environment will be disciplined according to the discipline policies of the individual school site
and the district, which may include termination, suspension and expulsion. Such activities may
independently result in termination of their account on HLPnet and restitution for damages
created as a result of inappropriate use. To the extent technically possible and by the
requirement set forth by the Children's Internet Protection Act (CIPA) and other requirements,
the system administrator will operate and maintain network security and content filtering
measures to enforce this policy. The District will provide age-appropriate instruction regarding
safe and appropriate behavior on social networking sites, chat rooms, and other Internet
services. Such instruction shall include, but not be limited to, the dangers of posting personal
information online, misrepresentation by online predators, how to report inappropriate or
offensive content or threats, behaviors that constitute cyber-bullying and how to respond when
subjected to cyber-bullying. Cyber-bullying is defined as using any electronic communication
device (texting, cell phones, social networks, and other devices or networks as they are
developed) to threaten, insult, harass, or electronically post embarrassing photos or untrue
information.

Telecommunications and Other Charges or Costs

All telecommunications charges for accessing HLPnet from non-district locations, such as a
personal residence or home, are the responsibility of the member.

Updating Member Account Information

HLPnet may occasionally require new registration and account information from members to
continue the service. Members must notify HLPnet of any changes in account information
(address, phone, name, school enrollment, etc.) within 10 business days.

Network Behavior and Privacy: | understand and will follow the generally accepted rules of
network behavior:



AR 3520
USE OF DISTRICT COMPUTERS/NETWORK (continued)

a. Privacy: never reveal or ask for any person’s home address, phone number or other
important personal information.

b. Security: never make unauthorized transfers of district files, images or records to
outside locations, services or systems.

c. Disruptions: do not use the District network in any way that would disrupt others,
including but not limited to vandalizing, hacking, cyber-bullying.

d. Harassment: never send or post messages, images, or other files or links to harass
another person or organization.

e. E-mail and District Network Services: all district network systems, files, e-mail and
voice mail are district property. Use of encrypted or encoded messages is

forbidden. Teachers may not require, encourage, or allow students to establish or access
individual accounts on third party sites. Use of the district cloud services, such as
HLPUSD Google Apps for Education (GAFE), for student and staff accounts is allowed
by district policy.

f. Safety: students shall not meet in person anyone they have met only on the internet.

g. Legal: abusive or threatening e-mail messages may be turned over to law enforcement.

Member, and/or the parent of the member, if the member is a minor, specifically agrees to
indemnify HLPnet, the District, and the system administrators for any losses, costs, or damages,
including reasonable attorney's fees incurred by HLPnet, the District, and the system
administrators or their agents relating to, or arising out of, any breach of this section by member.

Members will not download programs to the network or any computer from either software or
the internet without securing written approval. Members will not download or stream games,
music, or video content that is not related to District goals.

Copyrighted Material: Copyrighted material must not be placed on any system connected to
HLPnet, operated or owned by the District without the author's permission. Only the owner(s) or
persons they specifically authorized may upload and/or use copyrighted material within the
service. Member agrees to use the service in strict accordance with pertinent laws of the state of
California and the United States of America, including, but not limited to, the Digital
Millennium Copyright Act of 2000.

Any information, content, or software created, published, purchased, or maintained using district
funds or resources, shall remain the property of the district and shall not be distributed, published
or disclosed without permission.

Public Posting Areas (Social Networks/ Electronic Conference): Electronic messages are posted
from systems connected to the internet around the world, and the HLPnet system administrators
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USE OF DISTRICT COMPUTERS/NETWORK (continued)

have no control on the content of the messages posted from these other systems. The system
administrators will determine which content categories consistent with the provisions of AR
6163.4, "Internet Safety" are most applicable to the curricular needs of the school district and
will carry this content on the local system.

Disk Usage: The system administrators may set quotas for disk usage on the system. A member
who exceeds his/her quota will be required to delete files to return to compliance. Members may
request that their disk quota be increased by submitting a service request stating the need for the
quota increase. Members will accept personal responsibility for reporting any misuse of the
network. If a member feels that he/she can identify a security problem on HLPnet, the member
must notify a system administrator or email security@hlpusd.k12.ca.us immediately. Members,
or parent/guardian of member if member is a minor, may be liable for any damages and expenses
related to the member's unauthorized access. Members should immediately notify a system
administrator (ncs@hlpusd.k12.ca.us) if their password is lost or stolen, or if they have reason to
believe that someone has obtained unauthorized access to their account. Any members identified
as a security risk or having a history of problems with other computer systems may be denied
access to HLPnet.

Vandalism/Hacking: VVandalism (also referred to as "hacking") will result in cancellation of
privileges and subject the member to further disciplinary action according to school and district
policies. Vandalism is defined as any malicious or non-malicious attempt to harm, interfere
with, capture, or destroy data and/or identity of another member, HLPnet, or any of the agencies
or other networks that are connected to external Internet Service Provider(s) or the Internet
backbone. This includes, but is not limited to, the uploading or creation of computer viruses,
Trojan horses and worms, etc.

Termination of Account

The member, or parent/guardian of member, if member is a minor, may terminate a member’s
access to, and use of, HLPnet, by sending notice to a system administrator. Terminations by
member will be effective on the day that a system administrator receives a notice or on a future
date if so specified in the notice. Accounts that are inactive for more than 30 days may be
removed along with that member's files without notice given to the member.

Other Provisions

The terms and conditions shall be interpreted, constructed and enforced in all respects in
accordance with the laws of the State of California. Each party irrevocably consents to the
jurisdiction of the courts of the State of California and the federal courts situated in the state of
California, in connection with any action to enforce the provisions of the terms and conditions, to
recover damages or other relief for breach or default under the terms and conditions, or otherwise
arising under or by reason of the terms and conditions.
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All Personnel BP 4020
DRUG AND ALCOHOL-FREE WORKPLACE

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

(cf. 4112.41/4212.41/4312.41 - Employee Drug Testing)
(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers)

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

Employees are prohibited from being under the influence of controlled
substances or alcohol while on duty. For purposes of this policy, on

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

(cf. 4032 — Reasonable Accommodation)

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

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

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

In accordance with law and the district’'s collective bargaining agreements,
the Superintendent or designee shall take appropriate disciplinary action, up
to and including termination, against an employee for violating the terms of
this policy and/or shall require the employee to satisfactorily participate in



BP 4020

DRUG AND ALCOHOL-FREE WORKPLACE (continued)

and complete a drug assistance or rehabilitation program approved by a
federal, state, or local health or law enforcement agency or other
appropriate agency.

(cf. 4112 - Appointment and Conditions of Employment)
(cf. 4117.4 - Dismissal)

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4212 - Appointment and Conditions of Employment)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Drug-Free Awareness Program
The Superintendent or designee shall establish a drug- and alcohol-free

awareness program to inform employees about: (Government Code 8355;
41 USC 701)

1. The dangers of drug and alcohol abuse in the workplace

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

3. Available drug and alcohol counseling, rehabilitation, and employee

assistance programs
(cf. 4159/4259/4359 - Employee Assistance Programs)

4. The penalties that may be imposed on employees for drug and
alcohol 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




DRUG AND ALCOHOL-FREE WORKPLACE (continued)

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

701-707 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

Policy Adopted: 05/11/2006
Policy Revised: 03/31/2011

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
adopted: May 11, 2006 City of Industry, California
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Personnel BP 4030

NONDISCRIMINATION IN EMPLOYMENT

The Governing Board is determined to provide a safe, positive environment where all district
employees are assured of full and equal employment access and opportunities, protection from
harassment and intimidation, and freedom from any fear of reprisal or retribution for asserting
their employment rights in accordance with law. For purposes of this policy, employees include
job applicants, interns, volunteers, and persons who contracted with the district to provide
services, as applicable.

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

(cf. 4119.11 - Sexual Harassment)

(cf. 5145.7 - Sexual Harassment)

(cf. 1240 - Volunteer Assistance)

(cf. 3312 - Contracts)

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

No district employee shall be discriminated against or harassed by any coworker, supervisor,
manager, or other person with whom the employee comes in contact in the course of
employment, on the basis of the employee's actual or perceived race, color, ancestry, national
origin, age, religious creed, marital status, pregnancy, physical or mental disability, medical
condition, genetic information, military and veteran status, sex, sexual orientation, gender,
gender identity, gender expression, or association with a person or group with one or more of
these actual or perceived characteristics.

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

Employers are also prohibited from discrimination against employees or job applicants on the
basis of reproductive health decision making, defined as a person's decision to use or access a
particular drug, device, product, or medical service for reproductive health. (Government Code
12926, 12940)

The district shall not inquire into any employee's immigration status nor discriminate against an
employee on the basis of immigration status, unless there is clear and convincing evidence that
the district is required to do so in order to comply with federal immigration law. (2 CCR 11028)
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NONDISCRIMINATION IN EMPLOYMENT (continued) BP 4030

Discrimination in employment based on the characteristics listed above is prohibited in all areas
of employment and in all employment-related practices, including the following:

1.

Hiring, compensation, terms, conditions, and other privileges of employment
(cf. 4151/4351 - Employee Compensation)

Taking of an adverse employment action, such as termination or the denial of
employment, promotion, job assignment, or training

Unwelcome conduct, whether verbal, physical, or visual, that is so severe or pervasive as
to adversely affect an employee's employment opportunities, or that has the purpose or
effect of unreasonably interfering with the employee's work performance or creating an
intimidating, hostile, or offensive work environment.

Actions and practices identified as unlawful or discriminatory pursuant to Government
Code 12940 or 2 CCR 11006-11086, such as:

a. Sex discrimination based on an employee's pregnancy, childbirth, breastfeeding,
or any related medical condition or on an employee's gender, gender expression,
or gender identity, including transgender status.

(cf- 4033 - Lactation Accommodation)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

b. Religious creed discrimination based on an employee's religious belief or
observance, including religious dress or grooming practices, or based on the
district's failure or refusal to use reasonable means to accommodate an employee's
religious belief, observance, or practice which conflicts with an employment
requirement.

(cf. 4119.22 - Dress and Grooming)

c. Requiring medical or psychological examination of a job applicant or making an
inquiry into whether a job applicant has a mental or physical disability or a
medical condition or as to the severity of any such disability or condition, without
the showing of a job-related need or business necessity.

d. Failure to make reasonable accommodation for the known physical or mental.
disability of an employee, or to engage in a timely, good faith, interactive process
with an employee who has requested such accommodations in order to determine
the effective reasonable accommodations, if any, to be provided to the employee

(cf. 4032 - Reasonable Accommodation)
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NONDISCRIMINATION IN EMPLOYMENT (continued) BP 4030

e. Requiring an applicant or employee to disclose information relating to the
employee's reproductive health decision making.

The Board also prohibits retaliation against any district employee who opposes any
discriminatory employment practice by the district or its employees, agents, or representatives or
who complains, reports an incident, testifies, assists, or in any way participates in the district's
complaint process pursuant to this policy. No employee who requests an accommodation for any
protected characteristic listed in this policy shall be subjected to any punishment or sanction,
regardless of whether the request was granted. (Government Code 12940; 2 CCR 11028)

No employee shall, in exchange for a raise or bonus or as a condition of employment or
continued employment, be required to a release of the employee's claim or right to file a claim
against the district or a non-disparagement agreement or other document that has the purpose or
effect of preventing the employee from disclosing information about harassment, discrimination,
or other unlawful acts in the workplace, including any conduct that the employee has reasonable
cause to believe is unlawful. (Government Code 12964.5)

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

Any supervisory or management employee who observes or has knowledge of an incident of
prohibited discrimination or harassment, including harassment of an employee by a
nonemployee, shall report the incident to the Superintendent or designated district coordinator as
soon as practical after the incident. All other employees are encouraged to report such incidents
to their supervisor immediately.

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

Any district employee who engages in prohibited discrimination, harassment, or retaliation or
who aids, abets, incites, compels, or coerces another to engage or attempt to engage in such

behavior in violation of this policy shall be subject to disciplinary action, up to and including
dismissal.

(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
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NONDISCRIMINATION IN EMPLOYMENT (continued) BP 4030

The district shall maintain and preserve all applications, personnel, membership, or employment
referral records and files for at least four years after the records are initially created or received
or, for an applicant or a terminated employee, for four years after the date the employment action
was taken. However, when the district is notified that a complaint has been filed with the
California Civil Rights Department, records related to the employee involved shall be maintained
and preserved until the later of the first date after the time for filing a civil action has expired or
the first date after the complaint has been fully and finally disposed of and all administrative
proceedings, civil actions, appeals, or related proceedings have been terminated. (Government
Code 12946)

Legal Reference:
EDUCATION CODE
Ed. Code 200-262.4 Prohibition of discrimination

CIVIL CODE

51.7 Freedom from violence or intimidation

GOVERNMENT CODE

11135 Prohibition of discrimination

11138 Rules and regulations

12900-12996 Fair Employment and Housing Act

12940-12952 Unlawful employment practices

12960-12976 Unlawful employment practices, complaints
PENAL CODE

422.56 Definitions, hate crimes

CODE OF REGULATIONS, TITLE 2

11006-11086 Discrimination in employment

11023 Harassment and discrimination prevention and correction
11024 Sexual harassment training and education on harassment based on sex, gender identity

and expression, and sexual orientation

11027-11028 National origin and ancestry discrimination

CODE OF REGULATIONS, TITLE 5

4900-4965 Nondiscrimination in elementary and secondary education programs receiving state
or federal financial assistance CA Constitution Article 1, Section I Inalienable rights
UNITED STATES CODE, TITLE 20

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

621-634 Age Discrimination in Employment Act

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title VI, Civil Rights Act of 1964

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

2000f-2000ff-11 Genetic Information Nondiscrimination Act of 2008
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NONDISCRIMINATION IN EMPLOYMENT (continued) BP 4030

2000h-2-2000h-6 Title 1X 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 Section 504; Designation of responsible employee and adoption of grievances procedures
104.8 Notice of Nondiscrimination on the Basis of Handicap

106.8 Designation of coordinator, dissemination of policy, and adoption of grievance
procedures

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 CalApp.4th 837

Kennedy v. Bremerton (2022) 142 S.Ct. 2407

Management Resources:

CA Civil Rights Department Publication Family Care and Medical Leave and Pregnancy

Disability Leave

CA Civil Rights Department Publication California Law Prohibits Workplace Discrimination
and Harassment

CA Civil Rights Department Publication Transgender Rights in the Workplace

CA Civil Rights Department Publication Workplace Harassment Prevention Guide for
California Employers

CA Civil Rights Department Publication Your Rights and Obligations as a Pregnant Employee
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Notice of Non-Discrimination, August 2010

U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS Know Your
Rights: Workplace Discrimination is Illegal, October 2022

U.S. Equal Employment Opportunity Comm Publication EEOC Compliance Manual
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

U.S. Department of Labor, Office of Federal Contract Compliance Program:
https://www.dol.gov/agencies/ofccp/executive-order-11246

CSBA District and County Olffice of Education Legal Services: https://legalservices.csba.org
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NONDISCRIMINATION IN EMPLOYMENT (continued) BP 4030

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

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

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT

adopted: May 11, 2006 City of Industry, California
revised: May 25, 2010

revised: October 22, 2020

revised: April 11,2024
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All Personnel AR 4030
NONDISCRIMINATION IN EMPLOYMENT

All allegations of discrimination in employment, including those involving an employee, job
applicant, intern, volunteer, or other person contracted to provide services to the district shall be
investigated and resolved in accordance with procedures specified in this administrative regulation.

The district designates the position identified below as the person responsible for nondiscrimination
in employment (coordinator) to organize and manage the district's efforts to comply with state and
federal nondiscrimination laws and to answer inquiries regarding the district's nondiscrimination
policies. Inquiries may be made to:

Dr. John Lovato, Assistant Superintendent of Human Resources
15959 East Gale Avenue

City of Industry, Ca 91745

(626) 933-3830

jlovato@hlpusd.org

Measures to Prevent Discrimination

To prevent unlawful discrimination, harassment, and retaliation in district employment, the
Superintendent or designee shall implement the following measures:

1. Display in a prominent and accessible location at every work site where the district has
employees, and post electronically in a conspicuous location on computers for employee
use, up-to-date California Civil Rights Department (CRD) posters on the prohibition of
workplace discrimination and harassment, the rights of transgender employees, and the
rights and obligations of employees who are pregnant, have a related medical condition, or
are recovering from childbirth (Government Code 12950; 2 CCR 11013, 11023, 11049)

2. Publicize the district's nondiscrimination policy and regulation, including the complaint
procedures and the coordinator's contact information, by: (5 CCR 4960; 34 CFR 100.6,
106.8)

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

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

c. Posting them on the district's web site and providing easy access to them through
district-supported social media, when available
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AR 4030
NONDISCRIMINATION IN EMPLOYMENT (continued)

3. Disseminate the district's nondiscrimination policy and administrative regulation to all
employees by one or more of the following methods: (2 CCR 11023)

a. Printing and providing a copy to all employees, with an acknowledgment form for
each employee to sign and return.

b. Sending a copy via email with an acknowledgment return form

c. Posting a copy on the district intranet with a tracking system ensuring all employees
have read and acknowledged receipt of the policies

d. Discussing the policy and regulation with employees upon hire and/or during a new
hire orientation session

e. Any other way that ensures employees receive and understand the policy

4. Provide to employees a handbook which contains information that clearly describes the
district's nondiscrimination policy, procedures for filing a complaint, and resources
available to employees who believe they have been the victim of any discriminatory or
harassing behavior

5. Provide training regarding the district's nondiscrimination policy, including what constitutes
unlawful discrimination, harassment, and retaliation and how and to whom a report of an
incident should be made

The district may also provide bystander intervention training to employees which includes
information and practical guidance on how to recognize potentially problematic behaviors
and which may motivate them to take action when they observe such behaviors. The
training and education may include exercises to provide employees with the skills and
confidence to intervene as appropriate and to provide them with resources they can call
upon that support their intervention. (Government Code 12950.2)

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

7. For any district facility where 10 percent of employees have a language other than English
as their spoken language, translate the policy into every language spoken by at least 10
percent of the workforce (2 CCR 11023)

Regulation  HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
approved: May 11, 2006 City of Industry, California
revised: 04/11/2024
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All Personnel
AR 4031

COMPLAINTS CONCERNING DISCRIMINATION IN EMPLOYMENT
Complaint Procedure

Complaints of sexual harassment, harassment, or discrimination shall be investigated and
resolved in accordance with AR 4119.12/4219.12/4319.12 - Title IX Sexual Harassment
Complaint Procedures, and BP 4030 - Non Discrimination in Employment if the alleged conduct
meets the definition of sexual harassment pursuant to 34 CPR 106.30 and the definition of
unlawful discrimination pursuant to Government Code 11135.

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

1. Notice and Receipt of Complaint: A complainant may inform a direct supervisor, another
supervisor, the Assistant Superintendent of Human Resources, Superintendent or
designee. The complainant's direct supervisor may be bypassed in filing a complaint

when the supervisor is the subject of the complaint.

The complainant may first attempt to resolve the situation informally with the

complainant's supervisor before filing a written complaint.

A supervisor or manager who has received information about an incident of
discrimination or harassment, or has observed such an incident, shall report it to the
Assistant Superintendent of Human Resources or designee, whether or not the

complainant files a written complaint.

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

may assist in investigating and resolving the complaint.

2. Investigation Process: The Assistant Superintendent of Human Resources or designee
shall initiate an impartial investigation of an allegation of discrimination or harassment
within five school days of receiving notice of the alleged discriminatory or harassing
behavior, regardless of whether a written complaint has been filed or whether the

written complaint is complete.
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AR 4031

COMPLAINTS CONCERNING DISCRIMINATION IN EMPLOYMENT (continued)

The Assistant Superintendent of Human Resources or designee shall meet with the
complainant to describe the district's complaint procedure and discuss the actions being
sought by the complainant in response to the allegation. The Assistant Superintendent of
Human Resources or designee shall inform the complainant that the allegations will be
air, timely, and thorough and will be conducted in a manner that provides all parties due
process and reaches reasonable conclusions based on the evidence collected. The
Assistant Superintendent of Human Resources or designee shall also inform the parties
that the investigation will be kept confidential to the extent possible, but that some

information may be disclosed as necessary to conduct an effective investigation.

If the Assistant Superintendent of Human Resources or designee determines that a
detailed fact-finding investigation is necessary, he/she shall begin the investigation
immediately. As part of this investigation, the Assistant Superintendent of Human
Resources or designee should interview the complainant, the person accused, and other

persons who could be expected to have relevant information.

When necessary to carry out his/her investigation or to protect employee or student
safety, the Superintendent of Human Resources or designee may discuss the complaint

with the Superintendent or designee, district legal counsel, or the district's risk manager.

The Assistant Superintendent of Human Resources or designee also shall determine
whether interim measures, such as scheduling changes, transfers, or leaves, need to be
taken before the investigation is completed to ensure that further incidents do not occur.
The Assistant Superintendent of Human Resources or designee shall ensure that such

interim measures do not constitute retaliation.

3. Written Report on Findings and Corrective Action: No more than 30 days after receiving
the complaint, the Assistant Superintendent of Human Resources or designee shall
conclude the investigation and prepare a written report of the findings. This timeline may
be extended for good cause. If an extension is needed, the Assistant Superintendent of

Human Resources shall notify the parties and explain the reasons for the extension.

The report shall include the decision and the reasons for the decision and shall summarize
the steps taken during the investigation. If a determination has been made that
discrimination or harassment occurred, the report also shall include any corrective action(s)
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AR 4031
COMPLAINTS CONCERNING DISCRIMINATION IN EMPLOYMENT (continued)

that have been or will be taken to address the behavior, correct the effect on the
complainant, and ensure that retaliation or further discrimination or harassment does not

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

Superintendent or designee.

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

working days.
Other Remedies

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

. To file a valid complaint with DFEH, within one year of the alleged discriminatory act(s),

unless an exception exists pursuant to Government Code 12960 (Government Code
12960)

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

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

Regulation =~ HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT

Approved:  05/11/2006
revised: 04/27/2010
revised: 03/19/2024
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All Personnel BP 4040

EMPLOYEE USE OF TECHNOLOGY

The Governing Board recognizes that technological resources can enhance
employee performance by improving access to and exchange of information,
offering effective tools to assist in providing a quality instructional program, and
facilitating district and school operations. 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 training in the
appropriate use of these resources.

(cf. 0440 - District Technology Plan)

(cf. 1113 - District and School Web Sites)

(cf. 4032 - Reasonable Accommodation)

(cf. 4131 - Staff Development)

(cf. 4231 - Staff Development)

(cf. 4331 - Staff Development)

(cf. 6162.7 - Use of Technology in Instruction)
(cf. 6163.4 - Student Use of Technology)

Employees shall be responsible for the appropriate use of technology according to
the terms and conditions set forth by administrative regulations. Such use is a
privilege which may be revoked at any time.

(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)

The Superintendent or designee shall establish administrative regulations 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 shall result in a cancellation of the
employee's user privileges, disciplinary action and/or legal action in accordance
with law, Board policy and administrative regulations.

(cf. 3520 — Use of District Computer/Network)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

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 asked to acknowledge that they have read and understood
these policies, regulations and guidelines.

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

In the event that the use of an electronic resource affects the working conditions of
one or more employees, the Superintendent



BP 4040
EMPLOYEE USE OF TECHNOLOGY (continued)

or designee shall notify the employees' exclusive representative.
(cf. 4143/4243 - Negotiations/Consultation)

Legal Reference:
EDUCATION CODE
51870-51874 Education technology
GOVERNMENT CODE
3543.1 Rights of employee organizations
PENAL CODE
502 Computer crimes, remedies
632 Eavesdropping on or recording confidential communications
VEHICLE CODE
23123.5 Mobile communication devices; text messaging while driving
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
UNITED STATES CODE, TITLE 20
6751-6777 Education Through Technology Act, No Child Left Behind Act, Title Il, Part D
6777 Internet Safety

Management Resources:
CDE PUBLICATIONS
K-12 Network Technology Planning Guide: Building the Future, 1994
CDE PROGRAM ADVISORIES
1223.94 Acceptable Use of Electronic Information Resources
WEB SITES
CDE: http://www.cde.ca.gov
CSBA: http://www.csba.org
Federal Communications Commission: http://www.fcc.gov
U.S. Department of Education: http://www.ed.gov
American Library Association: http://www.ala.org

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
adopted: May 11, 2006 City of Industry, California
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All Personnel BP 4119.21

4219.21

PROFESSIONAL STANDARDS 4319.21

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

(¢f- 0000 - Vision)

(cf. 4112.2 - Certification)
(cf- 4131 - Staff Development)
(cf- 4231 - Staff Development)
(cf- 4331 - Staff Development)

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

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

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

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

(cf- 5131 - Conduct)

(cf. 6163.4 - Student Use of Technology)

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

(cf. 5141.4 - Child Abuse Prevention and Reporting)

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

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

Legal Reference:




EDUCATION CODE

200-262.4 Prohibition of discrimination on the basis of sex
PENAL CODE

11164-11174.4 Child Abuse and Neglect Reporting Act
CODE QF REGULATIONS. TITLE 5

80331-80338 Rules of conduct for professional educators

Management Resources:

COUNCIL OF CHIEF STATE SCHOOL OFFICERS PUBLICATIONS
Standards for School Leaders. 1996

NATIONAL EDUCATION ASSOCIATION PUBLICATIONS

Code of Ethics of the Education Profession, 1973

WEB SITES

CSBA: http://www.csba.org

Association of California School Administrators: hitp.//wyw.acsa.org
California Department of Education: hittp:/iyw.cde.ca.gov
California Federation of Teachers: litip./Anww.cfl.org

California School Employees Association: hitp:/nyyw.csea.com
California Teachers Association: hitp:/Anww.cta.org

Commission on Teacher Credentialing: http./Avwiv.cic.ca.goy
Council of Chief State School Officers: http://www.ccsso.org

Policy Adopted: 05/11/2006
Policy Revised: 01/14/2010

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
adopted: May 11, 2006 City of Industry, California




M anagement Per sonnel E 4319.21
PROFESSIONAL STANDARDS

CALIFORNIA PROFESSIONAL STANDARDS FOR

EDUCATIONAL LEADERS

Preamble
The administrator(s) at a school site have numerous responsibilities that ultimately lead to the
improvement of the performance of all students in the school. By acquiring the skills,
attitudes and behaviors as outlined in the following Professional Standards for School
Leaders, students have the best opportunity to achieve the mission and vision of the district
and to meet the expectations of high standards for student learning.
Standards

A school administrator is an educational leader who promotes the success of all students by:

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

2. Advocating, nurturing, and sustaining a school culture and instructional program
conducive to student learning and staff professional growth

3. Ensuring management of the organization, operations, and resources for a safe,
efficient and effective learning environment

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

5. Modeling a personal code of ethics and developing professional |eadership capacity
6. Understanding, responding to, and influencing the larger political, social, economic,

legal, and cultural context

Source: California Professional Standards for Educational Leaders, 2001

Exhibit HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
version: May 11, 2006 City of Industry, California



Certificated Personnel E 4119.21(a)

PROFESSIONAL STANDARDS

CODE OF ETHICSOF THE EDUCATION PROFESSION
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 nurturing 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 accepts 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 of
the 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.

Principlel. Commitment to the Student

The educator strives to help each student realize his/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 unreasonably restrain the student from independent action in the pursuit of
learning

2. Shall not unreasonably deny the student access to varying points of view

3. Shall not deliberately suppress or distort subject matter relevant to the student's
progress

4, Shall make reasonable effort to protect the student from conditions harmful to

learning or to health and safety
5. Shall not intentionally expose the student to embarrassment or disparagement
6. Shall not on the basis of race, color, creed, gender, national origin, marital status,

political or religious beliefs, family, social, or cultural background, or sexua
orientation, unfairly:

a Exclude any student from participation in any program

b. Deny benefits to any student



E 4119.21(b)

PROFESSIONAL STANDARDS (continued)

C. Grant any advantage to any student
7. Shall not use professional relationships with students for private advantage

8. Shall not disclose information in the course of professional service unless disclosure
serves a compelling professional purpose or isrequired by law

Principlell. 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 climate that encourages the exercise of professional judgment, 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:

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

2. Shall not misrepresent his’her professional qualifications
3. Shall not assist any entry into the profession of a person known to be unqualified in

respect to character, education, or other relevant attribute

4, Shall not knowingly make a false statement concerning the qualifications of a
candidate for a professional position

5. Shall not assist a noneducator in the unauthorized practice of teaching

6. 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

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

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



E 4119.21(c)

PROFESSIONAL STANDARDS (continued)

Source: National Education Association, 1975

Exhibit HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
version: May 11, 2006 City of Industry, California



Classified Personnel E 4219.21

CODE OF ETHICS
CLASSIFIED EMPLOYEES

School employees who are in daily contact with many phases of educational work should be persons whose

conduct
working
standard

is beyond reproach and who sincerely believe in the advancement of education and the betterment of
conditions; therefore, the California School Employees Association proposes this Code of Ethics as a
for its members.

ASA 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 person of integrity, clean speech, desirable personal habits, and physical fitness.

Bejust in my criticism and be generous in my praise; to improve and not destroy.

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

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

Conduct myself in a spirit of friendly helpfulness to my fellow employees to the end that | will
consider no persona success legitimate or ethical which is secured by taking unfair advantage of
another.

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

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

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

Exhibit
version

HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
- May 11, 2006 City of Industry, California



Certificated Personnel BP 4119.22
4219.22
DRESS AND GROOMING 4319.22

The Governing Board believes that district staff serve as role models
for our students. The manner in which staff present themselves is
reflected in the conduct of the students and the respect given
district staff by the community. Just as an overall attitude
contributes to a productive learning and working environment, so do
appropriate dress and grooming.

To this end, the Board encourages district staff to appear neat,
clean, and to wear clothing that demonstrates their high regard for
education and presents an image consistent with the position held
by the employee and their job responsibilities.

Legal Reference:
EDUCATION CODE
35160 Authority of governing boards
35160.1 Broad authority of school districts
GOVERNMENT CODE
3543.2 Scope of representation
12949 Dress standards, consistency with gender identity
COURT DECISIONS
San Mateo City School District v. PERB (1983) 33 Cal. 3d 850
Domico v. Rapides Parish School Board (5th Cir. 1982) 675 F.2d 100
East Hartford Education Assn. v. Board of Education (2d Cir. 1977) 562 F. 2d 856
Finot v. Pasadena Board of Education (1967) 250 Cal.App.2d 189
PUBLIC EMPLOYMENT RELATIONS BOARD DECISIONS
Santa Ana Unified School District (1998) 22 PERC P29, 136
Inglewood Unified School District (1985) 10 PERC P17, 000

Management Resources:
WEB SITES
Public Employment Relations Board: http://www.perb.org

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
adopted: May 11, 2006 City of Industry, California
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Personnel BP 4131.7
4231.7
4331.7
WEAPONS AND DANGEROUS INSTRUMENTS

The Governing Board desires students and staff to be free from the danger presented
by firearms and other weapons.

(cf. 3515.3 - District Police/Security Department)
Possession of Weapons

The Board prohibits any person other than authorized law enforcement or security
personnel from possessing weapons, imitation firearms, or dangerous instruments of
any kind in school buildings, on school grounds or buses, or at a school-related or
school-sponsored activity away from school, or while going to or coming from school.

Employees possessing or threatening others with a weapon, dangerous instrument or
imitation firearm are subject to discipline, up to and including termination, in
accordance with law, Board policy and administrative regulations.

(cf. 4117.4 - Dismissal)
(cf. 4118/4218/4318 — Suspension/Disciplinary Action)

Under the power granted to the Board to maintain order and discipline in the schools
and to protect the safety of students, staff and the public, any school employee is
authorized to confiscate a weapon, dangerous instrument or imitation firearm from
any person on school grounds.

(cf. 4158/4258/4358 - Employee Security)

The principal or designee shall notify law enforcement authorities when any student
or employee possesses a firearm, explosive, or other dangerous weapon or instrument
without permission, sells or furnishes a firearm, or commits any act of assault with a
firearm or other weapon. (20 USC 7151; Education Code 48902; Penal Code 245,
626.9, 626.10)

(cf. 3515.2 - Disruptions)

Use of Pepper Spray

Employees wishing to carry pepper spray on school property or to a school-related
activity shall submit to the Superintendent or Chief of Police and Safety a written
request setting forth the need for the pepper spray. Should the Superintendent or



Chief of Police and Safety determine that the employee may not carry pepper spray,
the employee shall receive a written statement of the reason for this determination.

Legal Reference:

EDUCATION CODE

35291 Governing board to prescribe rules for discipline of the schools

44009 Conviction of specified crimes

44660-44665 Evaluation and assessment of performance of certificated employees

44933 Other grounds for dismissal

44942 Suspension or transfer of certificated employee on grounds of mental illness

44948.3 Dismissal of employees on probation

45101 Definitions

45260 Rules; standards; authority of commission

45261 Subjects of Rules

44932 Grounds for dismissal of permanent employees; suspension of employees 48902 Notification
of law enforcement authorities

48915 Required recommendation for expulsions

49330-49335 Injurious objects

PENAL CODE

245 Assault with deadly weapon

417.4 Imitation firearm; drawing or exhibiting

626.9 Gun-Free School Zone Act of 1995

626.10 Dirks, daggers, knives, razor or stun gun; bringing or possessing in school

653k Soliciting a minor to commit certain felonies

12001 Control of deadly weapons

12020-12036 Unlawful carrying and possession of concealed weapons

12220 Unauthorized possession of a machine gun

12401-12404 Tear gas

12550-12556 BB devices and imitation firearms

UNITED STATES CODE, TITLE 20

6301-7941 No Child Left Behind Act, especially: 7151 Gun-Free Schools Act

Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION COMMUNICATIONS
0401.01 Protecting Student Identification in Reporting Injurious Objects
U.S. DEPARTMENT OF EDUCATION PUBLICATIONS
Guidance Concerning State and Local Responsibilities Under the Gun-Free Schools Act,
January 2004
WEB SITES
CSBA: http://www.csba.org
California Department of Education, Safe Schools: http://www.cde.ca.gov/ls/ss
National Alliance for Safe Schools: http://www.safeschools.org
National School Safety Center: http://www.schoolsafety.us
U.S. Department of Education, Office of Safe and Drug Free Schools:
http://www.ed.gov/about/offices/list/osdfs

Policy Adopted: 7/28/2011
Policy Revised: 1/13/2013



Personnel
BP 4119.11

SEXUAL HARASSMENT

The following policy shall apply to all district employees, interns, volunteers, contractors, job
applicants, and other persons with an employment relationship with the district.

The Governing Board is committed to providing a safe work environment that is free of
harassment and intimidation. The Board prohibits sexual harassment against district employees
and retaliatory behavior or action against any person who complains, testifies, or otherwise
participates in the complaint process established for the purpose of this policy.

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

Sexual harassment includes, but is not limited to, harassment that is based on the sex, gender,
gender identity, gender expression, or sexual orientation of the victim and harassment based on
pregnancy, childbirth, or related medical conditions.

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

1. Providing training to employees in accordance with law and administrative regulation

2. Publicizing and disseminating the district's sexual harassment policy to employees and
others to whom the policy may apply

3. Ensuring prompt, thorough, fair, and equitable investigation of complaints

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

The Superintendent or designee shall periodically evaluate the effectiveness of the district's
strategies to prevent and address harassment. Such evaluation may involve conducting regular
anonymous employee surveys to assess whether harassment is occurring or is perceived to be
tolerated, partnering with researchers or other agencies with the needed expertise to evaluate the
district's prevention strategies, and using any other effective tool for receiving feedback on
systems and/or processes. As necessary, changes shall be made to the harassment policy,
complaint procedures, or training.

Sexual Harassment Reports and Complaints
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BP 4119.11
SEXUAL HARASSMENT (continued)

District employees who feel that they have been sexually harassed in the performance of their
district responsibilities or who have knowledge of any incident of sexual harassment by or
against another employee shall immediately report the incident to their direct supervisor, a
district administrator, or the district's Title XX Coordinator. Employees may bypass their
supervisor in filing a complaint if the supervisor is the subject of the complaint. A supervisor or
administrator who receives a harassment complaint shall promptly notify the Title IX
Coordinator.

Once notified, the Title IX Coordinator shall ensure the complaint is addressed through either
AR 4119.11/4219.12/4319.12 - Title IX Sexual Harassment Complaint Procedures for
complaints meeting the Title IX definition of sexual harassment or AR 4030 - Nondiscrimination
in Employment for complaints meeting the state definition, as applicable, and shall offer
supportive measures to the complainant.

(cf. 4119.11- Title IX Sexual Harassment Complaints)

Upon investigation of a sexual harassment complaint, any district employee found to have
engaged or participated in sexual harassment or to have aided, abetted, incited, compelled, or
coerced another to commit sexual harassment in violation of this policy shall be subject to
disciplinary action, up to and including dismissal, in accordance with law and the applicable
collective bargaining agreement.

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

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination on the basis of sex

GOVERNMENT CODE

12900-12996 Fair Employment and Housing Act, especially:
12940 Prohibited discrimination

12950 Sexual harassment; distribution of information
12950.1 Sexual harassment training

LABOR CODE
1101 Political activities of employees
1102.1 Discrimination: sexual orientation

CODE OF REGULATIONS, TITLE 2

11009 Employment discrimination

11021 Retaliation

11023 Harassment and discrimination prevention and correction
11024 Sexual harassment training and education

Page 2 of 3



BP 4119.11
SEXUAL HARASSMENT (continued)
11034 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 42
2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended

CODE OF FEDERAL REGULATIONS, TITLE 34

106.1-106.9 Nondiscrimination on the basis of sex in education programs or activities
106.51-106.82 Nondiscrimination on the basis of sex in employment in education programs or
activities

COURT DECISIONS

Department of Health Services v. Superior Court of California, (2003) 31 Cal.4th 1026
Faragher v. City of Boca Raton, (1998) 118 S.Ct. 2275

Burlington Industries v. Ellreth, (1998) 118 S.Ct. 2257

Gebser v. Lago Vista Independent School District, (1998) 118 S.Ct. 1989

Oncale v. Sundowner Offshore Serv. Inc., (1998) 118 S.Ct. 998

Meritor Savings Bank, FSB v. Vinson et al., (1986) 447 U.S. 57

Management Resources:
U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS
Promising Practices for Preventing Harassment, November 2017

WEB SITES

California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
Equal Employment Opportunity Commission: http://www.eeoc.gov

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

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT

adopted: May 11, 2006 City of Industry, California
revised: 5/25/10
revised: 12/12/20
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All Personnel AR 4119.11
4219.11
4319.11

SEXUAL HARRASSMENT

This administrative regulation shall apply to all allegations of sexual harassment involving
employees, interns, volunteers, and job applicants, but shall not be used to resolve any complaint
by or against a student.

Definitions

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances,
unwanted requests for sexual favors, or other unwanted verbal, visual, or physical conduct of a
sexual nature made against another person of the same or opposite sex in the work or educational
setting when: (Education Code 212.5; Government Code 12940; 2 CCR 11034)

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

2. Submission to or rejection of the conduct is used as the basis for an employment decision
affecting the individual.

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

Prohibited sexual harassment also includes conduct which, regardless of whether or not it is
motivated by sexual desire, is so severe or pervasive as to unreasonably interfere with the
victim's work performance or create an intimidating, hostile, or offensive work environment.

Examples of actions that might constitute sexual harassment in the work or educational setting,
whether committed by a supervisor, a co-worker, or a non-employee, 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; unwelcome sexual slurs, epithets, threats, innuendoes, derogatory comments,
sexually degrading descriptions, or the spreading of sexual rumors

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

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or
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SEXUAL HARRASSMENT (continued) AR 4119.11
4219.11
4319.11

brushing the body; touching an individual's body or clothes in a sexual way; cornering,
blocking, leaning over, or impeding normal movements

Training

The Superintendent or designee shall ensure that all employees receive training regarding the
district's sexual harassment policies when hired and periodically thereafter. The training shall
include how to recognize prohibited or harassing conduct, the procedures for reporting and/or
filing complaints involving an employee, employees' duty to use the district's complaint
procedures, and employee obligations when a sexual harassment report involving a student is
made to the employee. The training shall also include information about processes for employees
to informally share or obtain information about harassment without filing a complaint.

(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 4030 - Nondiscrimination in Employment)
(cf. 5145.7 - Sexual Harassment)

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

A supervisory employee is any employee having the authority, in the interest of the district, to
hire, transfer, suspend, lay off, promote, discharge, assign, reward, or discipline other employees,
or the responsibility to direct them, adjust their grievances, or effectively recommend such
action, when the exercise of the authority is not of a merely routine or clerical nature, but
requires the use of independent judgment. (Government Code 12926)

(cf. 4300 - Administrative and Supervisory Personnel)

The district's sexual harassment training and education program for supervisory employees shall
be aimed at assisting them in preventing and effectively responding to incidents of sexual
harassment, as well as implementing mechanisms to promptly address and correct wrongful
behavior. The training shall include, but is not limited to, the following: (Government Code
12950.1; 2 CCR 11024)

1. Information and practical guidance regarding federal and state laws on the prohibition,

prevention, and correction of sexual harassment, the remedies available to sexual harassment
victims in civil actions, and potential district and/or individual exposure or liability

20of4



SEXUAL HARRASSMENT (continued) AR 4119.11
4219.11
4319.11

2. The types of conduct that constitute sexual harassment and practical examples which
illustrate sexual harassment, discrimination, and retaliation using training

modalities such as role plays, case studies, and group discussions, based on factual scenarios
taken from case law, news and media accounts, and hypotheticals based on workplace situations
and other sources

3. A supervisor's obligation to report sexual harassment, discrimination, and retaliation of
which he/she becomes aware and what to do if the supervisor himself/herself is personally
accused of harassment

4, Strategies for preventing harassment, discrimination, and retaliation and appropriate steps
to ensure that remedial measures are taken to correct harassing behavior, including an effective
process for investigation of a complaint

5. The essential elements of the district's anti-harassment policy, including the limited
confidentiality of the complaint process and resources for victims of unlawful sexual harassment,
such as to whom they should report any alleged sexual harassment, and how to use the policy if a
harassment complaint is filed

6. A copy of the district's sexual harassment policy and administrative regulation, which
each participant shall acknowledge in writing that he/she has received

7. The definition and prevention of abusive conduct that addresses the use of derogatory
remarks, insults, or epithets, other verbal or physical conduct that a reasonable person would find
threatening, intimidating, or humiliating, and the gratuitous sabotage or undermining of a
person's work performance

8. Practical examples of harassment based on gender identity, gender expression, and sexual
orientation

The Superintendent or designee shall retain for at least two years the records of any training
provided to supervisory employees. Such records shall include the names of trained employees,
date of the training, the type of training, and the name of the training provider. (2 CCR 11024)
Notifications

A copy of the Board policy and this administrative regulation shall: (Education Code 231.5)
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1. Be displayed in a prominent location in the main administrative building, district
office, or other area of the school where notices of district rules, regulations, procedures, and
standards of conduct are posted

2. Be provided to every district employee at the beginning of the first quarter or semester of
the school year or whenever a new employee is hired

(cf. 4112.9/4212.9 - Employee Notifications)

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

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

1. The illegality of sexual harassment

2. The definition of sexual harassment under applicable state and federal law

3. A description of sexual harassment, with examples

4. The district's complaint process available to the employee

5. The legal remedies and complaint process available through DFEH and the Equal

Employment Opportunity Commission (EEOC)
6. Directions on how to contact DFEH and the EEOC

7. The protection against retaliation provided by 2 CCR 11021 for opposing harassment
prohibited by law or for filing a complaint with or otherwise participating in an investigation,
proceeding, or hearing conducted by DFEH and the EEOC

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

Regulation  HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT

approved: May 11, 2006 City of Industry, California
Revised: 11/26/19
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STUDENTS BP 5131.2

BULLYING

The Governing Board recognizes the harmful effects of bullying on student learning and school
attendance and desires to provide safe school environments that protect students from physical
and emotional harm. District employees shall establish student safety as a high priority and shall
not tolerate bullying of any student.

No student or group of students shall, through physical, written, verbal, or other means, harass,
sexually harass, threaten, intimidate cyberbully, cause bodily injury to, or commit hate violence
against any other student or school personnel.

(cf. 5131 - Conduct)
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)

Cyberbullying includes the transmission of harassing communications, direct threats, or other
harmful texts, sounds, or images on the Internet, social media, or other technologies using a
telephone, computer, or any wireless communication device. Cyberbullying also includes
breaking into another person's electronic account and assuming that person's identity in order to
damage that person’s reputation.

(cf. 5145.2 - Freedom of Speech/Expression)
(cf. 6163.4 — Internet Safety)

Strategies for bullying prevention and intervention shall be developed with involvement of key
stakeholders in accordance with law, Board policy, and administrative regulation governing the
development of comprehensive safety plans and shall be incorporated into such plans.

(cf. 0420 - School Plans/Site Councils)

(cf. 0450 - Comprehensive Safety Plan)

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

(cf. 6020 - Parent Involvement)

As appropriate, the Superintendent or designee may collaborate with law enforcement, courts,
social services, mental health services, other agencies, and community organizations in the
development and implementation of joint strategies to promote safety in schools and the
community and to provide services for alleged victims and perpetrators of bullying.

(cf. 1020 - Youth Services)
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BULLYING (continued)
Bullying Prevention

To the extent possible, district and school strategies shall focus on prevention of bullying by
establishing clear rules for student conduct and strategies to establish a positive, collaborative
school climate. Students shall be informed, through student handbooks and other appropriate
means, of district and school rules related to bullying, mechanisms available for reporting
incidents or threats, and the consequences for perpetrators of bullying.

(cf. 5137 - Positive School Climate)
(cf. 6164.2 - Guidance/Counseling Services)

School staff shall receive related professional development, including information about early
warning signs of harassing/intimidating behaviors and effective prevention and intervention
strategies.

(cf. 4131 - Professional Development)

Based on an assessment of bullying incidents at school, the Superintendent or designee may
increase supervision and security in areas where bullying most often occurs, such as classrooms,
playgrounds, hallways, restrooms, cafeterias.

Intervention

Students are encouraged to notify school staff when they are being bullied or suspect that another
student is being victimized. In addition, the Superintendent or designee shall develop means for
students to report threats or incidents confidentially and anonymously.

School staff who witness bullying shall immediately intervene to stop the incident when it is safe
to do so. (Education Code 234.1)

When appropriate based on the severity or pervasiveness of the bullying, the Superintendent or
designee shall notify the parents/guardians of victims and perpetrators and may contact law
enforcement. The Superintendent, principal, or principal's designee may refer a victim, witness,
perpetrator, or other student affected by an act of bullying to a school counselor, school
psychologist, social worker, child welfare attendance personnel, school nurse, or other school
support service personnel for case management, counseling, and/or participation in a restorative
justice program as appropriate. (Education Code 48900.9)

(cf. 6164.2 - Guidance/Counseling Services)
If, during the investigation, it is determined that a complaint is about nondiscriminatory bullying,

the principal or designee shall inform the complainant and shall take all necessary actions to
resolve the complaint.



BP 5131.2

BULLYING (continued)

Legal Reference:

EDUCATION CODE
200-262.4 Prohibition of discrimination
32282 Comprehensive safety plan
32283.5 Bullying; online training
35181 Governing board policy on responsibilities of students
35291-35291.5 Rules
48900-48925 Suspension or expulsion
48985 Translation of notices
52060-52077 Local control and accountability plan
PENAL CODE
422.55 Definition of hate crime
647 Use of camera or other instrument to invade person's privacy; misdemeanor
647.7 Use of camera or other instrument to invade person's privacy; punishment
653.2 Electronic communication devices, threats to safety
CODE OF REGULATIONS, TITLE 5
4600-4687 Uniform complaint procedures
UNITED STATES CODE, TITLE 47
254 Universal service discounts (e-rate)
CODE OF FEDERAL REGULATIONS, TITLE 28
35.107 Nondiscrimination on basis of disability; complaints
CODE OF FEDERAL REGULATIONS, TITLE 34
104.7 Designation of responsible employee for Section 504
106.8 Designation of responsible employee for Title IX
110.25 Notification of nondiscrimination on the basis of age

COURT DECISIONS

Wynar v. Douglas County School District, (2013) 728 F.3d 1062

J.C. v. Beverly Hills Unified School District, (2010) 711 F.Supp.2d 1094
Lavine v. Blaine School District, (2002) 279 F.3d 719

Management Resources:
CSBA PUBLICATIONS
Final Guidance: AB 1266, Transgender and Gender Nonconforming Students, Privacy,
Programs, Activities & Facilities, Legal Guidance, March 2014
Providing a Safe, Nondiscriminatory School Environment for Transgender and Gender-
Nonconforming Students, Policy Brief, February 2014
Addressing the Conditions of Children: Focus on Bullying, Governance Brief, December
2012
Safe Schools: Strategies for Governing Boards to Ensure Student Success, 2011
Building Healthy Communities: A School Leaders Guide to Collaboration and
Community Engagement, 2009
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BULLYING (continued)

Cyberbullying: Policy Considerations for Boards, Policy Brief, July 2007
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS

California's Social and Emotional Learning: Guiding Principles, 2018

Health Education Content Standards for California Public Schools: Kindergarten
Through Grade Twelve, 2008

Bullying at School, 2003

CALIFORNIA OFFICE OF THE ATTORNEY GENERAL PUBLICATIONS
Promoting a Safe and Secure Learning Environment for All: Guidance and Model
Policies to Assist California K-12 Schools in Responding to Immigration Issues, April
2018

Management Resources: (continued)

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Guidance to Schools: Bullying of Students with Disabilities, October 2014

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

Dear Colleague Letter: Guidance on Schools' Obligations to Protect Students from
Student-on-Student Harassment on the Basis of Sex; Race, Color and National Origin;
and Disability, October 26, 2010

Dear Colleague Letter: Harassment and Bullying, October 2010

WEB SITES

CSBA: http://www.csba.org

California Department of Education, Safe Schools Office: http://www.cde.ca.gov/lIs/ss
California Office of the Attorney General: http://oag.ca.gov

Center on Great Teachers and Leaders: https://gtlcenter.org

Collaborative for Academic Social and Emotional Learning: https://casel.org
Common Sense Media: http://www.commonsensemedia.org

National School Safety Center: http://www.schoolsafety.us

Partnership for Children and Youth: https://www.partnerforchildren.org

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

Policy adopted: 7/ 26/2012
Policy revised: 6/21/2018



Students BP 5141.4
CHILD ABUSE REPORTING

Child Abuse Reporting

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

(cf. 0450 - Comprehensive Safety Plan)

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

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

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

Legal Reference:
EDUCATION CODE
32280-32288 Comprehensive school safety plans
33308.1 Guidelines on procedure for filing child abuse complaints
44690-44691 Staff development in the detection of child abuse and neglect
44807 Duty concerning conduct of students
48906 Notification when student released to peace officer
48987 Dissemination of reporting guidelines to parents
49001 Prohibition of corporal punishment
51220.5 Parenting skills education
PENAL CODE
152.3 Duty to report murder, rape, or lewd or lascivious act
273a Willful cruelty or unjustifiable punishment of child; endangering life or health
288 Definition of lewd or lascivious act requiring reporting
11164-11174.4 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
15630-15637 Dependent adult abuse reporting
CODE OF REGULATIONS, TITLE 5
4650 Filing complaints with CDE, special education students




BP 5141.4
CHILD ABUSE REPORTING (continued)

Management Resources:
CDE LEGAL ADVISORIES
0514.93 Guidelines for parents to report suspected child abuse
WEB SITES
California Attorney General’s Office, Crime and Violence Prevention
Center: http://safestate.org
California Department of Education, Safe Schools: http://www.cde.ca.gov/Is/ss
California Department of Social Services, Children and Family Services
Division: http://www.childsworld.ca.gov
U.S. Department of Health and Human Services, National Clearinghouse on Child Abuse and
Neglect Information:http://nccanch.acf.hhs.gov

Policy HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
adopted: May 25, 2006 City of Industry, California
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Students AR 5141.4
CHILD ABUSE PREVENTION AND REPORTING

Definitions

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

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

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

3. Neglect of a child as defined in Penal Code 11165.2

4. Willful harming or injuring of a child or the endangering of the person or health of a child as defined

in Penal Code 11165.3

5. Unlawful corporal punishment or injury as defined in Penal Code 11165.4
Child abuse or neglect does not include:

1. A mutual affray between minors (Penal Code 11165.6)

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

(cf. 3515.3 - District Police/Security Department)

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

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

(cf. 5144 - Discipline)

5. Physical pain or discomfort caused by athletic competition or other such recreational activity
voluntarily engaged in by the student (Education Code 49001)

Mandated reporters include, but are not limited to, teachers; instructional aides; teacher's aides or assistants;
classified employees; certificated pupil personnel employees; administrative officers or supervisors of child
attendance; administrators and employees of a licensed day care facility; Head Start teachers; district police
or security officers; licensed nurses or health care providers; and administrators, presenters, and counselors
of a child abuse prevention program. (Penal Code 11165.7)

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

Reportable Offenses

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



AR 5141.4
CHILD ABUSE PREVENTION AND REPORTING (continued)

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

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

Responsibility for Reporting

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

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

report. (Penal Code 11166)

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

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

Reporting Procedures
1. Initial Telephone Report

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

Department of Children and Family Services
Child Abuse Hotline

3075 Wilshire Blvd., 5" Floor

Los Angeles, CA 90010

(800) 540-4000

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

2. Written Report

Within 36 hours of knowing or observing the information concerning the incident, the mandated reporter
shall then prepare and either send, fax, or electronically submit to the appropriate agency a written follow-

up report, which includes a completed Department of Justice form (SS 8572). (Penal Code 11166, 11168)

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

Record all required information on the Suspected Child Abuse Report form (SS 8572):
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a. Report information factually and objectively

b. Avoid allegations regarding any suspected offender other than allegations that are part of
the minor’s explanation

C. Record the minor’s explanation as nearly verbatim as possible
Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167)

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

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

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

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

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

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

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

3. Disposition of the Written Report
a. Mail all copies of the Suspected Child Abuse Report form to:

Department of Children and Family Services
Child Abuse Hotline

3075 Wilshire Blvd., 5" Floor

Los Angeles, CA 90010

b. File a photocopy of the Suspected Child Abuse Report form at school (do not place in the student’s
CUM file)

C. Make a notation of the suspected child abuse report on the student’s health record under
Supplementary Information, section 9. The notation should indicate only the Department of Justice
Suspected

Child Abuse Report form number SS 8572, the date an incident of suspected child abuse was
reported, and the agency with which the report was filed. For example: SS 8572, 07/07/05, DFCS hotline

d. Send a photocopy of the Suspected Child Abuse Report to the Executive Director, Student and
Family Services at the Instructional Services Center (ISC)
4. Internal Reporting

The mandated reporter shall not be required to disclose his/her identity to his/her supervisor, the site
administrator, or the Superintendent or designee. (Penal Code 11166) He/she may provide or mail a copy
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of the written report to the site administrator or designee, Superintendent or designee without his/her
signature or name.

However, employees reporting child abuse or neglect to an appropriate agency are encouraged, but not
required, to notify the site administrator or designee as soon as possible after the initial telephone report to
the appropriate agency. When so notified, the site administrator or designee shall inform the
Superintendent or designee.

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

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

If the site administrator is absent and the situation is such that the minor’s person or health is endangered,
the appropriate district administrator shall be contacted as soon as possible.

Training

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

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

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

(cf. 4231 - Staff Development)

(cf. 4331 - Staff Development)

(cf. 5145.7 - Sexual Harassment)

Victim Interviews by Social Services

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

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

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

2. The selected person shall not participate in the interview.
3. The selected person shall not discuss the facts or circumstances of the case with the child.
4. The selected person is subject to the confidentiality requirements of the Child Abuse and Neglect

Reporting Act, a violation of which is punishable as specified in Penal Code 11167.5.
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If a staff member agrees to be present, the interview shall be held at a time during school hours when it
does not involve an expense to the school. (Penal Code 11174.3)

Release of Child to Peace Officer

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

District form #233, Removal of Student from School During School Hours by a Peace Officer, shall be
completed and kept on file at the school site office.

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

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

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

(cf. 1312.1 - Complaints Concerning District Employees)

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

(cf. 1312.3 - Uniform Complaint Procedures)

Notifications

The Superintendent or designee shall provide to all new employees who are mandated reporters a statement
that informs them of their status as mandated reporters, of their reporting obligations under Penal Code

11166, and their confidentiality rights under Penal Code 11167.

The district also shall provide these new employees with a copy of Penal Code 11165.7, 11166, and 11167.
(Penal Code 11165.7, 11166.5)

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

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

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

1. A mandated reporter who reports a known or suspected instance of child abuse or neglect shall not
be held civilly or criminally liable for making a report and this immunity shall apply even if the mandated

reporter acquired the knowledge or reasonable suspicion of child abuse or neglect outside of his/her
professional capacity or outside the scope of his/her employment. Any other person making a report shall
not incur civil or criminal liability unless it can be proven that he/she knowingly made a false report or made
a report with reckless disregard of the truth or falsity of the report. (Penal Code 11172)

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

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

Approved: 05/25/2006

Revised: 01/25/2011

Regulation HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
approved: May 25, 2006 City of Industry, California
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Students BP 5141.52
SUICIDE PREVENTION

The Governing Board recognizes that suicide is a leading cause of death among youth and that
school personnel who regularly interact with students are often in a position to recognize the
warning signs of suicide and to offer appropriate referral and/or assistance. To attempt to
reduce suicidal behavior and its impact on students and families, the Instructional Division
shall develop measures and strategies for suicide prevention, intervention, and postvention.

In developing measures and strategies for use by the district, the Instructional Division may
consult with school health professionals, school counselors, school psychologists, school social
workers, administrators, other staff, parents/guardians, students, local health agencies, mental
health professionals, and community organizations.

(cf. 1020 - Youth Services)
(cf. 1220 - Citizen Advisory Committees)
(cf. 1400 - Relations Between Other Governmental Agencies and the Schools)

Such measures and strategies shall include, but are not limited to:

Staff development on suicide awareness and prevention for teachers, school counselors, and
other district employees who interact with students in the secondary grades. (Education Code
215 and 49604)

(cf. 4131 — Professional Development)
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As appropriate, these measures and strategies shall specifically address the needs of students
who are at high risk of suicide, including, but not limited to, students who are bereaved by
suicide; students with disabilities, mental illness, or substance use disorders; students who are
experiencing homelessness or who are in out-of-home settings such as foster care; and students
who are lesbian, gay, bisexual, transgender, or questioning youth. (Education Code 215)

Legal Reference:
EDUCATION CODE
215 Student suicide prevention policies
32280-32289 Comprehensive safety plan
49060-49079 Student records
49602 Confidentiality of student information
49604 Suicide prevention training for school counselors
GOVERNMENT CODE
810-996.6 Government Claims Act
PENAL CODE
11164-11174.3 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
5698 Emotionally disturbed youth; legislative intent
5850-5883 Mental Health Services Act
COURT DECISIONS
Corales v. Bennett (Ontario-Montclair School District), (2009) 567 F.3d 554

Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
Health Education Content Standards for California Public Schools, Kindergarten Through Grade
Tivelve, 2008
Health Framework for California Public Schools, Kindergarten Through Grade Twelve, 2003
CENTERS FOR DISEASE CONTROL AND PREVENTION PUBLICATIONS
School Connectedness: Strategies for Increasing Protective Factors Among Youth, 2009
NATIONAL ASSOCIATION OF SCHOOL PSYCHOLOGISTS PUBLICATIONS
Preventing Suicide, Guidelines for Administrators and Crisis Teams, 2015
U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES PUBLICATIONS
Preventing Suicide: A Toolkit for High Schools, 2012
National Strategy for Suicide Prevention: Goals and Objectives for Action, rev. 2012
WEB SITES
American Association of Suicidology: http://www.suicidology.org
American Foundation for Suicide Prevention: https://afsp.org
American Psychological Association: http://www.apa.org
American School Counselor Association: https://www.schoolcounselor.org
California Department of Education, Mental Health: http://www.cde.ca.gov/ls/cg/mh
California Department of Health Care Services, Suicide Prevention Program:
http://www.dhcs.ca.gov/services/MH/Pages/SuicidePrevention.aspx
Centers for Disease Control and Prevention, Mental Health: http://www.cdc.gov/mentalhealth
National Association of School Psychologists: https://www.nasponline.org
National Institute for Mental Health: http://www.nimh.nih.gov
Trevor Project: http://thetrevorproject.org
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U.S. Department of Health and Human Services, Substance Abuse and Mental Health Services
Administration: http://www.samhsa.gov

Policy HACIENDA LA PUENTE UNIFIED SCHOOL
DISTRICT
Adopted: 09/28/2017 City of Industry, California
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AR 5141.52
Students

SUICIDE PREVENTION
Staff Development

Suicide prevention training shall be provided to teachers, counselors, and other district
employees who interact with students at the 7th through 12 grade levels. The training
shall be offered under the direction of Instructional Division and/or in cooperation
with one or more community mental health

agencies.

(cf. 4131 - Staff Development)

Materials for training shall include how to identify appropriate mental health services
at the school site and within the community, and when and how to refer youth and
their families to those services. Materials may also include programs that can be
completed through self-review of suitable suicide prevention materials. (Education
Code 215)

Under the direction of Instructional Services staff development shall include research
and information related to the following topics:

1. Methods for promoting a positive school climate that enhances students'
feelings of connectedness with the school and that is characterized by caring
staff and harmonious interrelationships among students

(cf. 5131 - Conduct)

(cf. 5131.2 - Bullying)

(cf. 5137 - Positive School Climate)

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

2. The higher risk of suicide among certain groups, including, but not limited to,
students who are bereaved by suicide; students with disabilities, mental illness,
or substance use disorders; students who are experiencing homelessness or who
are in out-of-home settings such as foster care; and students who are lesbian,
gay, bisexual, transgender, or questioning youth



AR 5141.52

Students

SUICIDE PREVENTION

3. Individual risk factors such as previous suicide attempt(s) or self-harm, history

of depression or mental illness, family history of suicide or violence, feelings of
isolation, interpersonal conflicts, a recent severe stressor or loss, family
instability, impulsivity, and other factors

(cf. 5131.6 - Alcohol and Other Drugs)

4.

Instruction to students in problem-solving and coping skills to promote
students' mental, emotional, and social health and well-being, as well as
instruction in recognizing and appropriately responding to warning signs of
suicidal intent in others.

Warning signs that may indicate depression, emotional distress, or suicidal
intentions, such as changes in students' personality or behavior and
verbalizations of hopelessness or suicidal intent

Protective factors that may help to decrease a person's suicide risk, such as
resiliency, problem-solving ability, access to mental health care, and positive
connections to family, peers, school, and community

Instructional strategies for teaching the suicide prevention awareness and
promoting mental and emotional health

School and community resources and services, including resources and services
that meet the specific needs of high-risk groups

(cf. 5141.6 - School Health Services)
(cf. 6164.2 - Guidance/Counseling Services)

9.

District procedures for intervening when a student attempts, threatens, or
discloses the desire to die by suicide

10.The provision of information to parents/guardians regarding risk factors and

warning signs of suicide, the severity of the youth suicide problem, basic steps
for helping suicidal youth, and/or school and community resources that can
help youth in crisis



AR 5141.52
Students

SUICIDE PREVENTION
Instruction
The District shall promote the healthy mental, emotional, and social development of

students. Suicide prevention awareness shall be incorporated where appropriate in the
secondary grades and may include:
1. Identify and analyze signs of depression and self-destructive behaviors and
understand how feelings of depression, loss, isolation, inadequacy, and anxiety
can lead to thoughts of suicide

2. Develop coping and resiliency skills and self-esteem

3. Learn to listen, be honest, share feelings, and get help when communicating
with friends who show signs of suicidal intent

4. Identify trusted adults, school resources, and/or community crisis intervention
resources where youth can get help and recognize that there is no stigma
associated with seeking services for mental health, substance abuse, and/or
suicide prevention

(cf. 5131.6 - Alcohol and Other Drugs)
(cf. 6164.2 - Guidance/Counseling Services)

Intervention

Students shall be encouraged to notify a teacher, principal, counselor, or other adult
when they are experiencing thoughts of suicide or when they suspect or have
knowledge of another student's suicidal intentions.

Every statement regarding suicidal intent shall be taken seriously. Whenever a staff
member suspects or has knowledge of a student's suicidal intentions based on the
student's verbalizations or act of self-harm, he/she shall immediately notify site
administration and follow the district protocol, see exhibit, as specified for during
school hours or after school hours.



AR 5141.52
Students

SUICIDE PREVENTION

Although any personal information that a student discloses to a school counselor shall
generally not be revealed, released, referenced, or discussed with third parties, the
counselor may report to the site administrator or student's parents/guardians when
he/she has reasonable cause to believe that disclosure is necessary to avert a clear and
present danger to the health, safety, or welfare of the student. In addition, the
counselor may disclose information of a personal nature to psychotherapists,

other health care providers, or the school nurse for the sole purpose of referring the
student for treatment. (Education Code 49602)

(cf. 5141 - Health Care and Emergencies)

A school employee shall act only within the authorization and scope of his/her
credential or license. An employee is not authorized to diagnose or treat mental
illness unless he/she is specifically licensed and employed to do so. (Education Code
215)

When a suicide attempt or threat is reported, the principal or designee shall ensure
student safety by taking the following actions:

1. Immediately securing medical treatment and/or mental health services as
necessary

2. Notifying law enforcement and/or other emergency assistance if a suicidal act
is being actively threatened

3. Keeping the student under continuous adult supervision until the
parent/guardian and/or appropriate support agent or agency can be contacted
and has the opportunity to intervene

(cf. 0450 - Comprehensive Safety Plan)
(cf. 5141 - Health Care and Emergencies)

The principal or designee shall document the incident in the student information
system and mental health log including the steps that the school took in response to
the suicide attempt or threat.



AR 5141.52
Students

SUICIDE PREVENTION
(cf. 5125 - Student Records)

The school principal or designee shall follow up with the parent/guardian and student
in a timely manner to provide referrals to appropriate services as needed. If the
District learns that parent/guardian did not access treatment for the student, the school
principal or designee shall consider whether he/she is required, pursuant to laws for
mandated reporters of child neglect, to refer the matter to the local child protective
services agency.

For any student returning to school after a mental health crisis, the principal or
designee and/or school counselor shall meet with the parents/guardians and, if
appropriate, with the student to discuss re-entry and appropriate next steps to ensure
the student's readiness for return to school.

Postvention

The District shall implement procedures to address students' and staff's grief. The
District shall provide students, parents/guardians, and staff with information,
counseling, and/or referrals to community agencies as needed. After any suicide or
attempted suicide by a student, the site administrator shall provide an opportunity for
staff who responded to the incident to debrief, discuss strategies used, and make
recommendations for future actions, if needed.

Confidentiality

Pursuant to the Family Educational Rights and Privacy Act of 1974 (FERPA), all
written, verbal, and electronic information concerning a student shall not be disclosed
to an outside individual or agency without express written consent from
parent/guardian. Moreover, confidential student information should not be shared
between District employees unless necessary for the educational benefit and/or

safety of the student. When such exchange of information is necessary, conversations
should be held in private. Any and all requests for information from the media should
be referred to administration or other authorized District spokesperson.

Regulation HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT
approved: April 30, 2018 City of Industry, California



Students BP 5145.7(a)

SEXUAL HARASSMENT

The Governing Board is committed to maintaining a safe school environment that is free from
harassment and discrimination. The Board prohibits sexual harassment of students at school or
at school-sponsored or school-related activities. The Board also prohibits retaliatory behavior or
action against any person who files a complaint, testifies, or otherwise participates in district
complaint processes.

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 1312.3 - Uniform Complaint Procedures)

(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

(cf. 5131 - Conduct)

(cf. 5131.2 - Bullying)

(cf. 5137 - Positive School Climate)

(cf. 5145.3 - Nondiscrimination/Harassment)

(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction)

Instruction/Information

The Superintendent or designee shall ensure that all district students receive age-appropriate
instruction and information on sexual harassment. Such instruction and information shall
include:

1.  What acts and behavior constitute sexual harassment, including the fact that sexual
harassment could occur between people of the same sex and could involve sexual
violence

2. Aclear message that students do not have to endure sexual harassment

3. Encouragement to report observed instances of sexual harassment, even where the
victim of the harassment has not complained

4, Information about the district's procedure for investigating complaints and the
person(s) to whom a report of sexual harassment should be made

5. Information about the rights of students and parents/guardians to file a criminal
complaint, as applicable

Complaint Process

Any student who feels that he/she is being or has been sexually harassed on school grounds or at
a school-sponsored or school-related activity (e.g., by a visiting athlete or coach) shall



BP 5145.7(a)
SEXUAL HARASSMENT (continued)

immediately contact his/her teacher or any other employee. An employee who receives such a
complaint shall report it in accordance with administrative regulation.

(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 5141.4 - Child Abuse Prevention and Reporting)

The Superintendent or designee shall ensure that any complaints regarding sexual harassment are
immediately investigated in accordance with administrative regulation. When the Superintendent
or designee has determined that harassment has occurred, he/she shall take prompt, appropriate
action to end the harassment and to address its effects on the victim.

Disciplinary Actions

Any student who engages in sexual harassment or sexual violence at school or at a school-
sponsored or school-related activity is in violation of this policy and shall be subject to
disciplinary action. For students in grades 4-12, disciplinary action may include suspension
and/or expulsion, provided that, in imposing such discipline, the entire circumstances of the
incident(s) shall be taken into account.

(cf. 5144.1 - Suspension and Expulsion/Due Process)
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities)

Confidentiality and Record-Keeping

The Superintendent or designee shall maintain a record of all reported cases of sexual harassment
to enable the district to monitor, address and prevent repetitive harassing behavior in its schools.

All complaints and allegations of sexual harassment shall be kept confidential except as
necessary to carry out the investigation or take other subsequent necessary action. (5 CCR 4964)

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

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination on the basis of sex

48900 Grounds for suspension or expulsion

48900.2 Additional grounds for suspension or expulsion; sexual harassment
48904 Liability of parent/guardian for willful student misconduct

48980 Notice at beginning of term

CIVIL CODE

51.9 Liability for sexual harassment; business, service and professional relationships
1714.1 Liability of parents/guardians for willful misconduct of minor
GOVERNMENT CODE




BP 5145.7(a)
SEXUAL HARASSMENT (continued)

12950.1 Sexual harassment training

CODE OF REGULATIONS, TITLE 5

4600-4687 Uniform complaint procedures

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

1681-1688 Title IX, Discrimination

UNITED STATES CODE, TITLE 42

1983 Civil action for deprivation of rights

2000d-2000d-7 Title VI, Civil Rights Act of 1964

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

CODE OF FEDERAL REGULATIONS, TITLE 34

106.1-106.71 Nondiscrimination on the basis of sex in education programs
COURT DECISIONS

Donovan v. Poway Unified School District, (2008) 167 Cal.App.4th 567
Flores v. Morgan Hill Unified School District, (2003, 9th Cir.) 324 F.3d 1130
Reese v. Jefferson School District, (2001, 9th Cir) 208 F.3d 736

Davis v. Monroe County Board of Education, (1999) 526 U.S. 629

Gebser v. Lago Vista Independent School District, (1998) 524 U.S. 274

Oona by Kate S. v. McCaffrey, (1998, 9th Cir.) 143 F.3d 473

Doe v. Petaluma City School District, (1995, 9th Cir.) 54 F.3d 1447

Management Resources:
CSBA PUBLICATIONS
Safe Schools: Strategies for Governing Boards to Ensure Student Success, 2011
Providing a Safe, Nondiscriminatory School Environment for All Students, Policy Brief, April
2010
OFFICE OF CIVIL RIGHTS' PUBLICATIONS
Dear Colleague Letter: Sexual Violence, April 4, 2011
Sexual Harassment: It's Not Academic, September 2008
Revised Sexual Harassment Guidance, January 2001
WEB SITES
CSBA: http://www.csba.org
California Department of Education: http://www.cde.ca.gov
U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr

Policy adopted: May 25, 2006
Policy Revised: 1/13/2013



Students AR 5145.7(a)

SEXUAL HARASSMENT

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

1.

Submission to the conduct is explicitly or implicitly made a term or condition
of a student's academic status or progress

Submission to or rejection of the conduct by a student is used as the basis for
academic decisions affecting the student

The conduct has the purpose or effect of having a negative impact on the
student's academic performance or of creating an intimidating, hostile, or
offensive educational environment

Submission to or rejection of the conduct by the student is used as the basis for
any decision affecting the student regarding benefits and services, honors,
programs, or activities available at or through any district program or activity

Examples of types of conduct which are prohibited in the district and which may
constitute sexual harassment include, but are not limited to:

1.

2.

Unwelcome leering, sexual flirtations, or propositions

Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments,
or sexually degrading descriptions

Graphic verbal comments about an individual's body or overly personal
conversation

Sexual jokes, derogatory posters, notes, stories, cartoons, drawings, pictures,
obscene
gestures, or computer-generated images of a sexual nature

Spreading sexual rumors

Teasing or sexual remarks about students enrolled in a predominantly single-
sex class

Massaging, grabbing, fondling, stroking, or brushing the body



AR 5145.7(a)
SEXUAL HARASSMENT (continued)

s. Touching an individual's body or clothes in a sexual way

9. Impeding or blocking movements or any physical interference with school
activities when directed at an individual on the basis of sex

10. Displaying sexually suggestive objects

Coordinator for Nondiscrimination/Compliance Officer

The Governing Board designates the following Coordinator for
Nondiscrimination/Compliance Officer to receive and investigate complaints and to
ensure district compliance with state and federal laws prohibiting student sexual
harassment.

Assistant Superintendent, Human Resources [626-933-3830]
Executive Director, Elementary [626-933-4363]
Executive Director, High School [626-933-4363]

Executive Director, Adult Education [626-933-2804]

15959 East Gale Avenue
City of Industry, CA 91716

All compliance officers may be emailed at:
TitleIXCoordinator@hlpusd.k12.ca.us

School-Level Complaint Process/Grievance Procedure

1. Notice and Receipt of Complaint: Any student who believes he/she has been
subjected to sexual harassment or who has witnessed sexual harassment may
file a complaint with any school employee. Within 24 hours of receiving a
complaint, the school employee shall report it to the district Coordinator
[Principal for Nondiscrimination. In addition, any school employee who
observes any incident of sexual harassment involving a student shall, within 24
hours, report this observation to the Coordinator/Principal, whether or not the
victim files a complaint.

In any case of sexual harassment involving the Coordinator/Principal to whom
the complaint would ordinarily be made, the employee who receives the
student's report or who observes the incident shall instead report to the
Superintendent or designee.



AR 5145.7(a)

SEXUAL HARASSMENT (continued)

2.

Initiation of Investigation: The Coordinator/Principal shall initiate an
impartial investigation of an allegation of sexual harassment within five school
days of receiving notice of the harassing behavior, regardless of whether a
formal complaint has been filed. The district shall be considered to have
"notice" of the need for an investigation upon receipt of information from a
student who believes he/she has been subjected to harassment, the student's
parent/guardian, an employee who received a complaint from a student, or any
employee or student who witnessed the behavior.

If the Coordinator/Principal receives an anonymous complaint or media report
about alleged sexual harassment, he/she shall consider the specificity and
reliability of the information, the seriousness of the alleged incident, and
whether any individuals can be identified who were subjected to the alleged
harassment in determining whether it is reasonable to pursue an investigation.

Initial Interview with Student: When a student or parent/guardian has
complained or provided information about sexual harassment, the
Coordinator/Principal shall describe the district's grievance procedure and
discuss what actions are being sought by the student in response to the
complaint. The student who is complaining shall have an opportunity to
describe the incident, identify witnesses who may have relevant information,
provide other evidence of the harassment, and put his/her complaint in writing.
If the student requests confidentiality, he/she shall be informed that such a
request may limit the district's ability to investigate.

Investigation Process: The Coordinator/Principal shall keep the complaint and
allegation confidential, except as necessary to carry out the investigation or
take other subsequent necessary action. (5 CCR 4964)

The Coordinator/Principal shall interview individuals who are relevant to the
investigation, including, but not limited to, the student who is complaining, the
person accused of harassment, anyone who witnessed the reported harassment,
and anyone mentioned as having relevant information. The
Coordinator/Principal may take other steps such as reviewing any records,
notes, or statements related to the harassment or visiting the location where the
harassment is alleged to have taken place.



AR 5145.7(a)
SEXUAL HARASSMENT (continued)

When necessary to carry out his/her investigation or to protect student safety,
the Coordinator/Principal also may discuss the complaint with the
Superintendent or designee, the parent/guardian of the student who complained,
the parent/guardian of the alleged harasser if the alleged harasser is a student, a
teacher or staff member whose knowledge of the students involved may help in
determining who is telling the truth, law enforcement and/or child protective
services, and district legal counsel or the district's risk manager.

(cf. 5141.4 - Child Abuse Prevention and Reporting)

5. Interim Measures: The Coordinator/Principal shall determine whether interim
measures are necessary during and pending the results of the investigation, such
as placing students in separate classes or transferring a student to a class taught
by a different teacher.

6. Optional Mediation: In cases of student-to-student harassment, when the
student who complained and the alleged harasser so agree, the
Coordinator/Principal may arrange for them to resolve the complaint informally
with the help of a counselor, teacher, administrator, or trained mediator. The
student who complained shall never be asked to work out the problem directly
with the accused person unless such help is provided and both parties agree,
and he/she shall be advised of the right to end the informal process at any time.

7. Factors in Reaching a Determination: In reaching a decision about the
complaint, the Coordinator/Principal may take into account:

a. Statements made by the persons identified above

b. The details and consistency of each person's account

c. Evidence of how the complaining student reacted to the incident

d. Evidence of any past instances of harassment by the alleged harasser

e. Evidence of any past harassment complaints that were found to be untrue

To judge the severity of the harassment, the Coordinator/Principal may take
into consideration:

a. How the misconduct affected one or more students' education



AR 5145.7(a)

SEXUAL HARASSMENT (continued)

b.

C.

The type, frequency, and duration of the misconduct

The identity, age, and sex of the harasser and the student who complained, and
the relationship between them

The number of persons engaged in the harassing conduct and at whom the
harassment was directed

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

Other incidents at the school involving different students

Written Report on Findings and Follow-Up: No more than 60 calendar days
after receiving the complaint, the Coordinator/Principal shall conclude the
investigation and prepare a written report of his/her findings. This timeline may
be extended for good cause. If an extension is needed, the
Coordinator/Principal shall notify the student who complained and explain the
reasons for the extension.

The report shall include the decision and the reasons for the decision and shall
summarize the steps taken during the investigation. If sexual harassment
occurred, the report shall also include any corrective actions that have or will
be taken to address the harassment and prevent any retaliation or further
harassment. This report shall be presented to the student who complained, the
person accused, the parents/guardians of the student who complained and the
student who was accused, and the Superintendent or designee.

In addition, the Coordinator/Principal shall ensure that the harassed student and
his/her parent/guardian are informed of the procedures for reporting any
subsequent problems. The Coordinator/Principal shall also make follow-up
inquiries to see if there have been any new incidents or retaliation and shall
keep a record of this information.

Enforcement of District Policy

The Superintendent or designee shall take appropriate actions to reinforce the district's
sexual harassment policy. As needed, these actions may include any of the following:

1.

Removing vulgar or offending graffiti



AR 5145.7(a)

SEXUAL HARASSMENT (continued)

5.

6.

(cf. 5131.5 - Vandalism, Theft, and Graffiti)

Providing training to students, staff, and parents/guardians about how to
recognize harassment and how to respond

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

Disseminating and/or summarizing the district's policy and regulation regarding
sexual harassment

Consistent with the laws regarding the confidentiality of student and personnel
records, communicating the school's response to parents/guardians and the
community

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

Taking appropriate disciplinary action

In addition, disciplinary measures may be taken against any person who is
found to have made a complaint of sexual harassment which he/she knew was
not true.

(cf. 4118 - Suspension/Disciplinary Action)

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

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

(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities)

Notify Child Protective Services

Notifications

A copy of the district's sexual harassment policy and regulation shall:

1.

Be included in the notifications that are sent to parents/guardians at the
beginning of each school year (Education Code 48980; 5 CCR 4917)

(cf. 5145.6 - Parental Notifications)



AR 5145.7(a)
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2. Be displayed in a prominent location in the main administrative building or
other area where notices of district rules, regulations, procedures, and standards
of conduct are posted (Education Code 231.5)

3. Be provided as part of any orientation program conducted for new students at
the beginning of each quarter, semester, or summer session (Education Code
231.5)

4. Appear in any school or district publication that sets forth the school's or
district's comprehensive rules, regulations, procedures, and standards of
conduct (Education Code 231.5)

5. Be included in the student handbook
6. Be provided to employees and employee organizations

7. Be posted on the district’s website

Appeal Process

All decisions made under this procedure may be appealed by the aggrieved student to
the Superintendent or Superintendent’s designee. If a complainant is dissatisfied with
the district’s decisions, he/she may appeal in writing to the California Department of
Education within 15 days of receiving the district’s decision. (5 CCR 4632)

Approved: 05/25/2006
Revised: 07/28/2009
Revised: 07/15/2013
Revised: 12/18/2019



STUDENTS BP5145.13
RESPONSE TO IMMIGRATION ENFORCEMENT

The Governing Board is committed to the success of all students and believes
that every school site should be a safe and welcoming place for all students and
their families irrespective of their citizenship or immigration status.

District staff shall not solicit or collect information or documents regarding the
citizenship or immigration status of students or their family members or provide
assistance with immigration enforcement at district schools, except as may be
required by state and federal law. (Education Code 234.7)

(cf. 5111 - Admission)
(cf- 5111.1 - District Residency)

No student shall be denied equal rights and opportunities nor be subjected to
unlawful discrimination, harassment, intimidation, or bullying in the district's
programs and activities on the basis of his/her immigration status. (Education
Code 200, 220, 234.1)

(cf- 0410 - Nondiscrimination in District Programs and Activities)
(cf.- 5131.2 - Bullying)
(cf- 5145.3 - Nondiscrimination/Harassment)

The Superintendent or designee shall notify parents/guardians regarding their
children's right to a free public education regardless of immigration status or
religious beliefs and their rights related to immigration enforcement. (Education
Code 234.7)

(cf- 5145.6 - Parental Notifications)

Consistent with requirements of the California Office of the Attorney General, the
Superintendent or designee shall develop procedures for addressing any
requests by a law enforcement officer for access to district records, school sites,
or students for the purpose of immigration enforcement.

(cf- 1340 - Access to District Records)

(cf- 3580 - District Records)

(cf- 5125 - Student Records)

(cf. 5125.1 - Release of Directory Information)

Teachers, school administrators, and other school staff shall receive training
regarding immigration issues, including information on responding to a request
from an immigration officer to visit a school site or to have access to a student.



(cf- 4131 - Professional Development)

The Superintendent or designee shall report to the Board in a timely manner any
requests for information or access to a school site by an officer or employee of a
law enforcement agency for the purpose of enforcing the immigration laws. Such
notification shall be provided in a manner that ensures the confidentiality and
privacy of any potentially identifying information. (Education Code 234.7)

Legal Reference:
EDUCATION CODE
200 Educational equity
220 Prohibition of discrimination
234.1 Safe Place to Learn Act
234.7 Student protections relating to immigration and citizenship status
48204.4 Evidence of residency for school enrollment
48980 Parental notifications
48985 Notices to parents in language other than English
GOVERNMENT CODE
8310.3 California Religious Freedom Act
PENAL CODE
422.55 Definition of hate crime
627.1-627.6 Access to school premises, outsiders
UNITED STATES CODE, TITLE 20
1232g Family Educational Rights and Privacy Act
COURT DECISIONS
Plyler v. Doe, 457 U.S. 202 (1982)

Management Resources:
CSBA PUBLICATIONS
Legal Guidance on Providing All Children Equal Access to Education,
Regardless of Immigration Status, February 2017
CALIFORNIA OFFICE OF THE ATTORNEY GENERAL PUBLICATIONS
Promoting a Safe and Secure Learning Environment for All: Guidance and
Model Policies to Assist California's K-12 Schools in Responding to
Immigration Issues, April 2018
WEB SITES
CSBA: http://www.csba.org
California Office of the Attorney General: http://oag.ca.gov
California Department of Education: http://www.cde.ca.gov




California Department of Fair Employment and

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

California Department of Justice: http://www.justice.gov

U.S. Department of Education, Office for Civil

Rights: http://www.ed.gov/about/offices/list/ocr

U.S. Immigration and Customs Enforcement: https://www.ice.gov
U.S. Immigration and Customs Enforcement, Online Detainee Locator
System: https://locator.ice.gov/odls

Policy Adopted: 6/21/2018



Book Administrative Regulations

Section 5000 Students

Title Response To Immigration Enforcement
Code 5145.13

Status Active

Adopted October 9, 2018

Students AR 5145.13

RESPONSE TO IMMIGRATION ENFORCEMENT
Responding to Requests for Information

Unless authorized by the Family Educational Rights and Privacy Act pursuant to 20 USC
1232g, student information shall not be disclosed to immigration law enforcement authorities
without parental consent, a court order, or judicial subpoena. The Superintendent’s designee
shall annually notify parents/guardians that the district will not release student information to
third parties for immigration enforcement purposes, unless the parent/guardian consents or as
required to do so by a court order or judicial subpoena.

(cf. 1340 - Access to District Records)

(cf. 3580 - District Records)

(cf. 5125 - Student Records)

(cf. 5125.1 - Release of Directory Information)

Upon receiving any verbal or written request for information related to a student's or family's
immigration or citizenship status, district staff shall:

1. Notify the Superintendent’s designee (or Student & Family Services Executive
Director) about the information request

2. Provide students and families with appropriate notice and a description of the
immigration officer's request

3. Document any request for information by immigration authorities
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4. Provide students and parents/guardians with any documents provided by the
immigration enforcement officer, unless such disclosure is prohibited by a subpoena
served on the district or in cases involving investigations of child abuse, neglect, or

dependency

(cf. 5141.4 - Child Abuse Prevention and Reporting)

Resources and data collected by the district shall not be used, directly or by others, to compile a
list, registry, or database of individuals based on national origin, immigration status, religion, or
other category of individual characteristics protected against unlawful discrimination.
(Government Code 8310.3)

Responding to Requests for Access to Students or School Grounds

District staff shall receive parent/guardian consent before a student is interviewed or searched
by any officer seeking to enforce civil immigration laws at the school, unless the officer
presents a valid, effective warrant signed by a judge or a valid, effective court order. A student's
parent/guardian shall be immediately notified if a law enforcement officer requests or gains
access to the student for immigration enforcement purposes, unless the judicial warrant or
subpoena restricts disclosure to the parent/guardian.

(cf. 5145.12 - Search and Seizure)

All visitors and outsiders, including immigration enforcement officers, shall register with the
principal or designee upon entering school grounds during school hours. Each visitor or
outsider shall provide the principal or designee with his/her name, address, occupation, age if
less than 21, purpose in entering school grounds, proof of identity, and any other information
required by law. (Penal Code 627.2, 627.3)

(cf. 1250 - Visitors/Outsiders)

District staff shall report the presence of any immigration enforcement officers to on-site
district police and other appropriate administrators.

(cf. 3515.3 - District Police/Security Department)

As early as possible, district staff shall notify the Superintendent’s designee of any request by
an immigration enforcement officer for access to the school or a student or for review of school
documents, including service of lawful subpoenas, petitions, complaints, warrants, or other
such documents.

In addition, district staff shall take the following actions in response to an officer present on the
school campus specifically for immigration enforcement purposes:
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1. Advise the officer that before school personnel can respond to the officer's
request, they must first receive notification and direction from the Superintendent’s
designee, except under exigent circumstances that necessitate immediate action

2. Request to see the officer's credentials, including his/her name and badge
number, and the phone number of the officer's supervisor, and note or make a copy of all
such information

3. Ask the officer for his/her reason for being on school grounds and document the
response

- Request that the officer produce any documentation that authorizes his/her school
access

5. Make a copy of all documents produced by the officer and retain one copy for
school records

6. If the officer declares that exigent circumstances exist and demands immediate
access to the campus, comply with the officer's orders and immediately contact the
Superintendent’s designee

7. If the officer does not declare that exigent circumstances exist, respond according
to the requirements of the officer's documentation, as follows:

a. If the officer has an Immigrations and Customs Enforcement (ICE)
administrative warrant, district staft shall inform the agent that they cannot
consent to any request without first consulting with the district's legal counsel or
other designated district official.

b. If the officer has a federal judicial warrant, such as a search and seizure
warrant or an arrest warrant signed by a federal judge or magistrate, district staff
shall promptly comply with the warrant. If feasible, district staff shall consult with
the district's legal counsel or designated administrator before providing the officer
with access to the person or materials specified in the warrant.

C. If the officer has a subpoena for production of documents or other
evidence, district staff shall inform the district's legal counsel or other designated
official of the subpoena and await further instructions as to how to proceed.

8. Do not attempt to physically impede the officer, even if the officer appears to be
exceeding the authorization given under a warrant or other document. If an officer enters
the premises without consent, district staff shall document the officer's actions while on
campus.
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9. After the encounter with the officer, promptly make written notes of all
interactions with the officer, including:

a. A list or copy of the officer's credentials and contact information

b. The identity of all school personnel who communicated with the officer

C. Details of the officer's request

d. Whether the officer presented a warrant or subpoena to accompany his/her

request, what was requested in the warrant or subpoena, and whether the warrant
or subpoena was signed by a judge

e. District staff's response to the officer's request
f. Any further action taken by the officer
g. A photo or copy of any documents presented by the officer
10. Provide a copy of these notes and associated documents collected from the

officer to the district's legal counsel or other designated district official

The district's legal counsel or other designated official shall submit a timely report to the
Governing Board regarding the officer's requests and actions and the district's responses.
(Education Code 234.7)

The Superintendent’s designee shall also email the Bureau of Children's Justice in the
California Department of Justice (BCJ@doj.ca.gov) regarding any attempt by a law
enforcement officer to access a school site or a student for immigration enforcement purposes.

Responding to the Detention or Deportation of Student's Family Member

The Superintendent’s designee shall encourage students and their families to update their
emergency contact information as needed throughout the school year and to provide alternative
contacts, including an identified trusted adult guardian, in case a student's parent/guardian is
detained or is otherwise unavailable. The Superintendent’s designee shall notify students'
families that information provided on the emergency cards will only be used in response to
specific emergency situations and not for any other purpose.

(cf. 5141 - Health Care and Emergencies)

The Superintendent’s designee shall also encourage all students and families to learn their
emergency phone numbers and be aware of the location of important documentation, including
birth certificates, passports, social security cards, physicians' contact information, medication
lists, lists of allergies, and other such information that would allow the students and families to
be prepared in the event that a family member is detained or deported.
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In the event that a student's parent/guardian is detained or deported by federal immigration
authorities, the Superintendent’s designee shall release the student to the person(s) designated
in the student's emergency contact information or to any individual who presents a caregiver's
authorization aftidavit on behalf of the student. The designee shall only contact child protective
services if district personnel are unable to arrange for the timely care of the student by the
person(s) designated in the emergency contact information maintained by the school or
identified on a caregiver's authorization affidavit.

The Superintendent’s designee shall notify a student whose parent/guardian was detained or
deported that the student continues to meet the residency requirements for attendance in a
district school, provided that the parent/guardian was a resident of California and the student
lived in California immediately before he/she moved out of state as a result of the
parent/guardian's departure. (Education Code 48204.4)

(cf. 5111.1 - District Residency)

The Superintendent’s designee may refer a student or his/her family members to other
resources for assistance, including, but not limited to, an ICE detainee locator, legal assistance,
or the consulate or embassy of the parent/guardian's country of origin.

Approved: 10/09/18
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Instruction BP 6163.4(a)
INTERNET USE AND SAFETY

The Internet is a worldwide collection of computers and users of vast informational services.
On-line communications, and specifically, the Internet, are recognized as being an extremely
powerful instructional tool for the classroom, administrative tool for the school, and
communication tool for all learners. While this power is created through the diverse knowledge,
actions and interests of the users found throughout the Internet, there exists information and
users that are inappropriate or otherwise detrimental to the goals and mission of the district with
respect to our education community. It is the policy of the Governing Board to continually
provide a safe and enriching learning environment for all learners.

The Children's Internet Protection Act (CIPA) was established to provide and require a minimum
set of acceptable use, safety policies and guidelines for students with access to the Internet. The
purpose of this Board policy is to define and initiate those provisions and controls necessary to
establish, maintain, monitor, and receive public input on, a safe and secure Internet learning
environment within the scope and requirements of the Children's Internet Protection Act of

2000 and the Protecting Children in the 21%t Century Act of 2008.

Specifically, and through this Board policy, it is the responsibility of the administration to
develop, implement and maintain subsequent administrative regulations to address
the following:

Content filtering to block access to material such as visual depictions that are

obscene, child pornography or harmful to minors;

Usage monitoring to prevent minors’ access to materials harmful to minors and

prevent unlawful activities by minors;

Network security to ensure safety and security of minors when using district’s

computer network; and
. The Superintendent or designee shall provide age-appropriate instruction regarding safe
and appropriate behavior on social networking sites, chat rooms, and other Internet services.
Such instruction shall include, but not be limited to, the dangers of posting personal information
online, misrepresentation by online predators, how to report inappropriate or offensive content or
threats, behaviors that constitute cyberbullying, and how to respond when subjected to
cyberbullying.

Students use of district computers to access social networking sites is prohibited unless
granted in accordance with the procedures provided in Administrative

Regulation 6163.4. To the extent possible, the district shall block access to such sites on
district computers with Internet access.

Before using the district’s technological resources, each student and his/her
parent/guardian shall sign and return an acceptable use agreement, or similar document,
specifying user obligations and responsibilities.

The Superintendent is authorized to prepare an administrative regulation to implement



BP 6163.4(a)
INTERNET USE AND SAFETY (continued)

this policy. This directive will become effective October 1, 2001 and apply to all existing and
future HLPnet users.

Legal Reference:

EDUCATION CODE

51006 Computer education and resources

51007 Programs to strengthen technological skills
51870-51874 Education technology

60044 Prohibited instructional materials

PENAL CODE

313 Harmful matter

502 Computer crimes, remedies

632 Eavesdropping on or recording confidential communications

653.2 Electronic communication devices, threats to safety

UNITED STATES CODE, TITLE 15

6501-6506 Children's Online Privacy Protection Act

UNITED STATES CODE, TITLE 20

6751-6777 Enhancing Education Through Technology Act, Title Il, Part D, especially:
6777 Internet safety

UNITED STATES CODE, TITLE 47

254 Universal service discounts (E-rate)

CODE OF FEDERAL REGULATIONS, TITLE 16

312.1-312.12 Children's online privacy protection

CODE OF FEDERAL REGULATIONS, TITLE 47

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

Management Resources:

CSBA PUBLICATIONS

Cyberbullying: Policy Considerations for Boards, Policy Brief, July 2007
FEDERAL TRADE COMMISSION PUBLICATIONS

How to Protect Kids' Privacy Online: A Guide for Teachers, December 2000

MY SPACE.COM PUBLICATIONS

The Official School Administrator's Guide to Understanding MySpace and Resolving Social Networking
Issues

WEB SITES

CSBA: http://www.csba.org

Protecting Children in the 21% Century Act: http://www.insidetheschool.com/articles/the-protecting-children-in-the-
21st-century-act-%E2%80%93-a-re-introduction/

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

California Coalition for Children's Internet Safety: http://www.cybersafety.ca.gov
California Department of Education: http://www.cde.ca.gov

Center for Safe and Responsible Internet Use: http://csriu.org

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

Federal Trade Commission, Children's Online Privacy Protection:
http://www.ftc.gov/privacy/privacyinitiatives/childrens.html

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

Web Wise Kids: http://www.webwisekids.org



http://www.csba.org/
http://www.webwisekids.org/

BP 6163.4(a)
INTERNET USE AND SAFETY (continued)

Policy Adopted: 09/27/2001
Policy Revised: 05/24/2012



Instruction AR 6163.4
INTERNET SAFETY
General Information

Pursuant to the adoption of Board policy 6163.4, Internet Safety, and to comply with provisions
of the Children's Internet Protection Act of 2000 (CIPA) and the Protecting Children in the

215 Century Act of 2008, this administrative regulation serves to define and implement those
procedures, provisions and methods necessary to maintain a safe and enriching learning
environment for all learners accessing the Internet through the district's education network,
HLPnet. The Superintendent or designee shall provide age-appropriate instruction regarding safe
and appropriate behavior on social networking sites, chat rooms, and other Internet services.
Such instruction shall include, but not be limited to, the dangers of posting personal information
online, misrepresentation by online predators, how to report inappropriate or offensive content or
threats, behaviors that constitute cyberbullying, and how to respond when subjected to
cyberbullying.

Specifically, this administrative regulation addresses the following:

* Intent

* Content Filtering
* Usage Monitoring
* Network Security
* Privacy

This regulation will become effective immediately upon adoption and apply to all existing and
future HLPnet users.

Intent

It is the intent of this administrative regulation to define a minimum set of operating procedures
and requirements to ensure a safe learning environment enriched through Internet
communications and collaboration. Furthermore, this administrative regulation is intended to
supplement those provisions of Board policy and administrative regulation 3512.1, HLPnet
Acceptable Use. The provisions of this administrative regulation shall not be interpreted to
supersede, nullify or otherwise amend the provisions and requirements of 3512.1.

Content Filtering

Definition: Information content can exist in many forms throughout the Internet and can be
accessed through various methods and protocols. To the extent possible, methods, processes
and/or procedures shall exist to filter out inappropriate material that does not enrich the learning
environment or the professional workspace in a manner consistent with the mission, policies and
administrative regulations of the school district and the Governing Board. Specifically, filtering



AR 6163.4
INTERNET SAFETY (continued)

will, at a minimum, address inappropriate content available through the following access
methods and protocols, and require compliance regardless of the software, tool or client used
with these protocols:

» World-Wide Web (WWW)

* File Transfer Protocol (FTP)

* Trivial File Transfer Protocol (TFTP)

» Gopher

* Chat

* Electronic Mail (SMTP, POP and IMAP)
* NEWS (NNTP)

* Instant Messaging

Should there exist a protocol or access methods that cannot accommodate suitable filtering or
blocking, then such protocol or access method shall not be made available as a general service to
HLPnet users. Please reference Appendix A for a list of current protocols, their associated
filtering technology, and their usage monitoring facility.

Inappropriate content shall be further defined to include, but not be limited to, the following
content categories unless specifically required as part of the instructional or research processes:

* Sexually explicit or oriented content (including but not limited to pornography, adults only,
lingerie, swimsuit, nudity and sex)

» Games

* Profanity

* Chat

* Violence

* Tasteless/Gross

» Gambling

* Obscenity

* Drugs

* lllegal activities

* Alcohol

* School Cheating Info
» Weapons

* Personals and personal Information

Exceptions: While it is the intent of this Board policy and administrative regulation to filter only
inappropriate content as defined in these categories, it is recognized that some content that is
appropriate and necessary for the instructional and research processes may be associated with



AR 6163.4
INTERNET SAFETY (continued)

these categories as well. Subsequently, such appropriate content may become filtered or blocked.
So as not to impede or otherwise interfere with these processes, an access override procedure

However, at no time shall an override or bypass condition be enabled for use or access by a
minor. Furthermore, filtering override or bypass access shall only be available to an adult for
research purposes only.

Filtering Override (Bypass): To the extent that override (or bypass) methods exist, only the
HLPnet System Administrators, as defined in administrative regulation 3700, may authorize and
implement requested override access to filtered content. In doing so, the individual requesting
the override access shall assume all responsibility and liability for use and access to such content
through this access in a manner that is consistent with the missions, policies and administrative
regulations of the district and the Board. Authorization of requested access shall in no way be
construed, or used, as a means of overriding or bypassing this policy and/or administrative
regulation.

The following procedure shall be available only to employees of the district who are active
HLPnet members as a means to request override access to appropriate content that has otherwise
been classified within a filtered content category:

1. A request for override access must be submitted in writing via electronic mail by the
appropriate supervisor or site administrator to the HLPnet System Administrators. This request
shall include the following information:

a. Requestor name

b. Requestor site

C. Supervisor name

d. Supervisor site (if different from requestor's site)

e. Location (or URL) of desired content

f. Reason for request

g. Duration of requested override

h. Scope of usage (individual, group, class or schoolwide)

2. Upon receipt and within five working days, a decision will be sent to the requestor from the
HLPnet System Administrator via electronic mail with any necessary access information. This
information will also be copied to the approving supervisor and the site administrator. The
decision of the HLPnet System Administrator is final.

In some instances, this access information will include a username and/or
password. This authentication information shall exist for use only by the
requesting individual and be subject to the provisions and requirements for use
as stated for such information by administrative regulation, 3512.1, HLPnet
acceptable use.



AR 6163.4
INTERNET SAFETY (continued)

Unauthorized Access: Any attempt to bypass, circumvent, or render inactive or ineffective any
access controls or filtering mechanisms will result in cancellation of privileges and subject the
member to further disciplinary action according to school and district policies.

Usage Monitoring:

Definition: To the extent possible, technology-based monitoring procedures and/or methods shall
be implemented such that Internet activity and usage information can be coordinated and
identified with individual access and authentication events. Furthermore, and in compliance with
administrative regulation 3700, the active status and access level of each student's HLPnet
membership account shall be reasonably verified prior to network access.

Review: Usage and activity logs shall be reviewed on a regular basis by the HLPnet System
Administrator to ensure appropriate use, maintain a secure network, and initiate proactive
response to potential security and safety violations. Any identified problems, violations or
security threats shall, at a minimum, be reviewed with the appropriate site administrator for
corrective action.

To ensure that a safe learning environment and productive professional workspace is maintained,
network security mechanisms and procedures shall be implemented to:

Network Security

1. Protect the integrity of student, instructional and administrative content residing within the
school district network;

2. Minimize the effect of malicious Internet activities, both internal and external, including
worms, Trojan horses, and viruses, etc.;

3. Maximize network availability and usability.

To this end, minimum levels of security are required for each classification of access as defined
by the following:

1. Student workstations Virus protection, desktop protection, desktop authentication

2. Employee workstations Virus protection, desktop protection, desktop authentication
(instructional

3. Employee workstations Virus protection

(non-instructional)

4. Departmental/ Virus protection, personal firewall

site servers

5. Central servers Virus protection, host-based intrusion detection

6. All systems Ingress/Egress network firewall protection

7. Remote Access Users Virtual Private Network access and authentication



AR 6163.4
INTERNET SAFETY (continued)

Privacy
Definition: It is the policy and practice of the school district to not share personally identifiable

information collected at any website operated and maintained by the school district with third
parties, unless prior consent has been obtained by the affected parties. Below is a summary of the
district's privacy practices which shall be available from all school district websites.

Personal Information Collection and Use: No personally identifiable information, such as name,
address or email address, is automatically collected from visitors to district websites. Personally
identifiable information about visitors to these websites is collected only when knowingly and
voluntarily submitted. Personally identifiable information that visitors submit to these sites is
used only for the purpose for which it is submitted, unless a disclosure is made regarding other

uses in this administrative regulation or at the time of collection. Such other uses may include
sending information or materials that may be of benefit or interest to the visitor. However, at the

time of collection; the option shall exist to decline any such additional information. For example,
there may exist a need to collect name, address and e-mail address from a visitor in connection
with a surveyor request form at which time the visitor will be advised at that time of exactly how
the collected information will be used, and further given the opportunity to decline any other
additional uses.

Cookie Technology/Tracking: Cookies are data that a website transfers to a visitor's computer
system for record-keeping purposes. Cookies are an industry standard and used by most
websites, including those operated and maintained by the school district. Cookies and other
tracking technologies are useful for gathering information such as browser type and operating
system, tracking the number of visitors to a website, and understanding how visitors use the
websites. Cookies can also assist in tailoring the website to specific visitors. Personal
information cannot be collected via cookies, but cookies may be tied to personal information, if
personal information was previously provided. Cookies do not cause damage to host systems or
files.

Security: Collected information is kept secure to the best ability of the school district. Only
authorized school district employees and reputable third party organizations contracted to
manage websites and related activities have access to this information. All such contractors shall
be instructed that the use of personally identifiable information is only for the specific purpose
for which it was collected, and is not to be sold, marketed or transferred to others.

Personal information may be disclosed in special situations where the school district has reason
to believe that doing so is necessary to identify, contact or bring legal action against anyone
damaging, injuring, or interfering with school district rights, property, or users. The school
district shall also reveal personal information when required by law.
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INTERNET SAFETY (continued)

General: Third party Internet sites accessible via hyperlinks from school district websites have
their own privacy practices, and the district has no responsibility or liability for these
independent practices. It is the responsibility of the visitor to review these privacy practices.

Websites operated and maintained by the school district do not knowingly collect personal
information from children under the age of thirteen. Furthermore, and as a general practice, users
under the age of thirteen should not submit personal information to these or any other websites
unless supervised by an adult.

Policy approved: October 24, 2001
Policy revised: May 29, 2002
Policy revised: May 24, 2012
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Employee/Student Interaction Notice

All District employees should read and understand this notice and behave in a manner to avoid even
the appearance of misconduct. A District employee who violates this notice will be subject to
appropriate disciplinary action.

Under California law, it is a crime for an adult to have any sexual relationship with a minor. In
addition, California law and Board Policy require "mandated reporters"” to report to child protective
services or to law enforcement any suspected sexual assault or sexual exploitation of a minor. This
includes any suspected sexual relationship between an adult and a minor. Any District employee who
reasonably suspects that an adult is having a sexual relationship with a student must report the
suspicion to child protective services or law enforcement immediately. Immediate reporting is crucial
for the protection of the student(s) and the community as a whole.

Purpose

The Hacienda La Puente Unified School District expects all its employees to conduct themselves at all
times in a manner that reflects standards consistent with the law and with the Board Policies, Board
Goals, and Guiding Principles of the District. It is the purpose of this notice to make sure all District
employees understand and demonstrate proper judgment in observing the prohibitions which must
govern their conduct and recognize their responsibility to respond appropriately to unacceptable
behavior by co-workers and/or students. This notice specifies boundaries related to potentially sexual
situations and conduct which is contrary to accepted behavior and in conflict with the duties and
responsibilities of District employees. In addition, this notice alerts all District employees about
problematic matters involved in employee/student relationships, provides guidance for employees in
conducting themselves in a manner that reflects high standards of professionalism, and provides notice
that potential improper action may have significant consequences. This notice establishes guidelines to
be followed by all District employees when interacting with a student.

1. School instruction, counseling and other administrative tasks which require the presence of
students should be accomplished on school premises within the normal school day.

2. Whenever it becomes necessary for a District employee to meet with a student/students outside
of the normal school day or to conduct instruction or participate in school-related
extracurricular activities outside of the school premises, such activities should be accompanied
with the written approval of the school principal and of the parent/guardian of the student(s).

3. District employees should only be alone with a single student when it is educationally
necessary or is a requirement of that employee’s position and has been authorized by the
employee’s administrator.
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4. In the event a school activity requires traveling and the District employee is called upon to
drive or otherwise provide transportation, the activity and transportation must be approved in
writing by the site principal and by the parent/guardian prior to the required travel (see District
AR 3541.1).

5. District employees never should travel alone with a single student without having acquired
written permission from the principal and from the parent/guardian District (See District AR
3541.1).

This notice prohibits any type of sexual relationship, sexual contact, or sexually-nuanced behavior
between a District employee and a student without regard to the student’s age. This prohibition applies
to students of the same or opposite gender of the District employee. It also applies regardless of
whether the student or the school employee initiated the sexual behavior, and whether or not the
student welcomes the sexual behavior and/or reciprocates the attention. This prohibition includes
sexually—nuanced communication via internet chat rooms, social networking web sites, cell phones, or
any other form of electronic communication or other types of communication.

Examples of Inappropriate/Unacceptable Behavior

These examples establish general knowledge among all District employees that trespassing beyond the
acceptable boundaries for an employee/student relationship is deemed an abuse of power and a
betrayal of public trust. While some situations may seem innocent, from a student or parent/guardian
point of view, they can be perceived as flirtation or as being sexual in nature.

The following illustrative examples of inappropriate behavior are intended as guidance for preventing
relationships that could lead to, or may be perceived as, sexual misconduct. While, by their very
nature, examples are not the sum total of all possible inappropriate behaviors, they will assist in future
decision-making.

1. Making, or participating in, sexually inappropriate comments or actions.

Sexual jokes, or jokes/comments with sexual double-entendre;

Kissing of any kind;

Listening to or telling stories that are sexually oriented,;

Inappropriate physical contact;

Remarks about the physical attributes or physiological development of anyone;

Sending a student/students inappropriate email, text messages, or communication via a social
networking website (e.g., MySpace, Facebook).

mTmoowp

2. Becoming involved with a student so that a reasonable person may suspect inappropriate behavior.

A. Intentionally being alone with a student at or away from the site;

B. Except for extremely rare emergency situations, giving a student a ride to/from school or
school activities without written approval from the principal and from the parent/guardian (see
District AR 3541.1);

C. Giving gifts of a personal and/or intimate nature to an individual student;

D. Seeking emotional involvement (which can include intimate attachment) with a student beyond
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the normative care and concern expected of an educator;
E. Being alone in a room with a student on District property with the door closed unless it is
educationally necessary or is a requirement of the employee’s position or is authorized by the
employee’s administrator;
Excessive, non-educational attention toward a particular student;
Allowing students in your home without written approval from the principal and from the
parent/guardian and without a parent/guardian or other responsible adult present;

®m

Consequences of Inappropriate Behavior

A District employee’s sexual misconduct with a student harms the student victim. It also disrupts the
education of other students, hinders the instructional focus of the District, and harms the reputation of
the District. Therefore, a District employee who is accused of sexual misconduct with a student
becomes at risk for disciplinary action, for loss of job as well as for criminal and/or civil legal actions.

Acknowledgement of Receipt
This notice will be presented to and signed by all District employees as part of their initial employment
and as part of on-going training.

Legal Reference
United States Code
Title IX, Education Act Amendments, 1972; 20 U.S.C 81681

My signature acknowledges | have received, read and understand the Employee/Student Interaction
Notice.

Employee

Print Name Signature Date
Witness

Print Name Signature Date

w Vision Statement:
he Hacienda La Puente Unified School District is a community committed to developing lifelong learners who value themselves and the diversity of

all people; apply decision-making skills leading to responsible actions; and use creativity, critical thinking, and problem solving in meeting the challenges
of a changing society.



THE BOARD OF EDUCATION

The Board of Education is composed of five elected officials who serve as the governing body for
the school district. The Governing Board is elected by the community to provide leadership and
citizen oversight of the district’s schools. The Board works with the Superintendent as a team to
fulfill its major roles, which include:

Setting a direction for the district.

Providing a basic organizational structure for the district by establishing policies.
Ensuring accountability.

Providing community leadership on behalf of the district and public education.

Guiding Principles

The Board has developed a set of fundamental guiding principles, which describe the district’s
beliefs, values or tenets. The following guiding principles were adopted by the Board of Education
on August 16, 2007:

e We believe students, parents, staff and community have a shared responsibility for the
establishment of a professional culture built upon dedication, honesty, integrity, pride,
perseverance, collaboration, teamwork and mutual trust and respect.

e We believe students, parents, staff and community have a shared responsibility for
recognizing the diverse learning styles and individual needs of our students and ensuring
all students meet high learning standards.

e We believe students, parents, staff and community have a shared responsibility to create a
learning environment reflecting our community’s diversity that is safe, clean, supportive
and responsive.

e We believe students, parents, staff and community have a shared responsibility to protect
and preserve the short- and long-term financial well-being of the district.

District Vision Statement

The Hacienda La Puente Unified School District is a community committed to developing lifelong
learners who value themselves and the diversity of all people; apply decision-making skills leading
to responsible actions; and use creativity, critical thinking, and problem solving in meeting the
challenges of a changing society.

Goals of the Board of Education

In order to provide a clear focus for district programs, activities and operations, the Governing
Board has adopted six goals.



1. All students in the district will succeed in meeting high standards and achieving at high
academic levels.

2. Thedistrict will provide a supportive and innovative learning environment rich in the visual
and performing arts and a challenging course of study to meet the unique needs of every
student.

3. The district will attract and retain quality personnel who demonstrate strong, positive
leadership that promotes a culture of collaboration and teamwork and creates an
environment in which all stakeholders feel respected, valued and are dedicated to every
student’s success.

4. The district will efficiently expend and effectively maximize all resources to fulfill
educational priorities, while sustaining and maintaining long-term financial stability.

5. The district will provide its students and employees with safe, orderly and clean schools
and district sites.

6. The district will continue to develop, sustain, recognize and promote programs of
excellence and strong partnerships with parents and the community, which result in high
levels of success for all students.

We welcome you as a new employee of the Hacienda La Puente Unified School District. As you
can tell from our guiding principles, our vision statement and our goals, we take our commitment
to students very seriously as they represent our future. We wish you success and happiness in your
new position and throughout your career with our district.

EMPLOYEE RESPONSIBILITIES AND DUTIES

All employees shall fulfill the duties and responsibilities set forth in their job descriptions and shall
comply with Board of Education policies, administrative regulations, the Rules and Regulations
of the Personnel Commission, applicable employee agreements, and local, state and federal laws.

POLITICAL ACTIVITIES OF EMPLOYEES

The District respects the right of school employees to engage in political discussions and activities
on their own time and at their own expense. On such occasions, employees shall make it clear that
they are acting as individuals and not as representatives of the district. Employees shall refrain
from prohibited activities, which are identified in law and administrative regulation. Prohibited
activities include:

1. Use of district funds, services, supplies or equipment to urge the passage or defeat of any
ballot measure or candidate, including any candidate for election to the Governing Board.



2. During working hours and on district property, solicit or receive any political funds or
contributions to promote the passage or defeat of a ballot measure that would affect the
rate of pay, hours of work, retirement, civil service or other working conditions.

3. During working hours and on district/school property, solicit or receive any political funds
or contributions to promote the passage or defeat of other types of ballot measures.

4. Use of district/school time to urge the passage or defeat of any ballot measure or candidate.

5. Use of district/school equipment for the preparation or reproduction of political campaign
materials, even if the district is reimbursed.

6. Post or distribute political campaign materials on district property.

7. Disseminate political campaign materials through the district’s mail service, email or staff
mailboxes.

8. Use students to write, address or distribute political campaign materials.

9. Present viewpoints on particular candidates or ballot measures in the classroom without
giving equal time to the presentation of opposing views.

10. Wear buttons or articles of clothing that express political opinions on ballot measures or
candidates during instructional time.

EMPLOYEE SAFETY/SECURITY

The safety of students and staff is among the highest priorities for the Hacienda La Puente Unified
School District. Injuries and illnesses create personal loss to employees, students and their
families, and reduce the district’s ability to provide a quality education program. All employees
share responsibility for ensuring the safety of students and staff. The district expects all employees
to use safe work practices and to correct any unsafe conditions, which may occur. If an employee
is unable to correct an unsafe condition, he/she is to immediately report the problem to his/her
immediate supervisor.

All accidents involving district vehicles, damage to property, or injuries to students, employees or
guests that occur on district property must be reported to the Police and Safety Department at
extension 3899 or (626) 933-3899 no matter how trivial the problem may seem. Similarly, all
incidents involving injuries to district employees must be reported immediately to the Risk
Management Office at extension 3860 or (626) 933-3860.

WORK-RELATED INJURIES
The Governing Board provides its employees with workers’ compensation benefits in accordance

with law. Anemployee shall report any work-related injury or illness to his/her supervisor as soon
as practicable. Such injuries will be promptly reported to the Risk Management Office at extension



3860 or (626) 933-3860. Employees with work-related injuries or illnesses will be referred to one
of the district’s industrial care facilities, unless the employee has previously pre-registered a
personal physician for treatment. The pre-registration of a physician must be completed annually.

Additional information regarding industrial accident and illness leave benefits can be found in the
collective bargaining agreements. The Risk Management Office at extension 3860 or (626) 933-
3860 can answer questions regarding workers compensation benefits.

ABSENCES
Frontline Absence Management and Lesson Plans

K-12 classroom teachers must arrange for substitute coverage when they are absent from their
teaching assignment. Absences must be reported on Frontline. This can be accomplished by
telephone, 1-800-942-3767 or via the internet at http://www.login.frontlineeducation.com.

Upon initial employment, teachers will need to be registered to use Frontline. Your administrator
can identify someone at the site to assist you with this process, or you can contact the Sub Desk at
extension 3842 or (626) 933-3842 for assistance.

When absent, you also must contact your school site to advise them of your absence. You also
must notify your school or department by 2:00 p.m. of the day preceding your return from absence
so that the substitute can be released.

To ensure proper planning and continuity of instruction, it is the district’s expectation that each
teacher shall prepare lesson plans for the substitute to use when they are absent. You can attach
the documents in Frontline.

ATTENDANCE

The contribution of each employee is critical and the efforts of each one are needed to help our
district in reaching its goals. Unnecessary absenteeism results in reduced productivity, reduced
student learning, loss of service and significant cost to our district. It is the responsibility of the
Hacienda La Puente Unified School District to ensure that employees clearly understand the
expectation for performing their job duties and how their attendance affects their performance.
Specifically:

e Employees are expected to work the number of hours they are assigned.

e Employees are expected to be at their work sites on time.

e Employees are expected to comply with HLPUSD attendance procedures and the collective
bargaining rules regarding the reporting of an absence and providing appropriate
documentation when requested.

Iliness leave benefits are provided to ease the financial burden on employees who are required to
be absent from their position due to legitimate illness or injury or for reasons of personal necessity.
Employees who use illness leave for unauthorized reasons are in violation of district policy.


http://www.login.frontlineeducation.com/

EMPLOYEE USE OF TECHNOLOGY

The Governing Board recognizes that technological resources can enhance employee performance
by improving access to and exchange of information, offering effective tools to assist in providing
a quality instructional program, and facilitating district and school operations.

It is the policy of the Board that all users of the district’s computer network resources submit a
signed HLPnet membership application as acceptance of the terms and conditions for the
appropriate use of these resources. It is important to remember that your district email account is
reserved for district business purposes, and there is no expectation of privacy when using email
and/or the district’s computer system. Use of email and the district network is a privilege, which
can be revoked at any time.

Employees shall not remove any computer or peripheral equipment from district premises without
the prior consent of the site or program administrator, and submission of a signed loan agreement
per administrative regulation. In addition, employees shall not use personal computing or
technology, including software, without prior review and consent of the Director of Network and
Computer Services per administrative regulation.

A copy of Board policies and regulations related to the use of technology are also included in this
packet.

PERSONAL COMMUNICATION DEVICE USAGE

We understand most of our employees have a cellphone or other personal communication device
in their possession at work. All employees must remember that it is not appropriate to receive or
to place calls or otherwise communicate using a personal communication device during your
district paid work time. Under no circumstances, should classroom instruction or the office work
environment be interrupted by the use of personal communication device. In addition, use of
your personal communication device during your district paid work time may cause a distraction
and negatively affect our ability to provide active and effective supervision in our schools.

While at work, personal cellphones and other personal communication devices should be placed
on vibrate or they should be turned off.

In the event of an emergency, when all other communication resources are unavailable,
employees are encouraged to use their personal cell phones to contact school district police, local
law enforcement or fires services for a response to life-threatening situation(s) on the district
school sites.



HACIENDA LA PUENTE UNIFIED SCHOOL DISTRICT

UNSAFE AND/OR UNHEALTHFUL CONDITIONS NOTIFICATION

This form is to notify the District of an unsafe and/or unhealthful working condition. After
completing and signing this form, submit it to the Director of Risk Management.

1. Employee's Name:

Classification:

Work Location: Phone/Ext.

2. Location where unsafe and/or unhealthful condition is believed to exist:

Site /Facility / Department: Room #

Address:

Administrator/Supervisor in charge of area:

3. Describe briefly the unsafe and/or unhealthful condition(s), which you feel exist(s):

4. Do you have any suggestions on how to improve the unsafe condition/practice?

5. I hereby certify, to best of my knowledge, that the above is true and correct.

Signature Date

FOR OFFICE USE ONLY

Comments/Responses:

Submit form to: Risk Management*
*Copy will be provided to Supervisor and Employee when complete.

Form #1115 (rev. 2/2021)
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