
Agenda for the Regular Meeting of the Board of Trustees 
Rancho Santa Fe School District

Performing Arts Center
5927 La Granada, Rancho Santa Fe, CA 92067

Tuesday, October 14, 2025
Open Session at 4:00 p.m.

Closed Session Will Immediately Follow Open Session

Please take notice that this Board meeting will be held in-person. Members of the public who 
wish to provide public comment must attend the Board meeting in-person. As a courtesy only, 
the Board plans to live-stream the meeting using the following link:  

Rancho Santa Fe School Board Meeting Link 

NOTE: All Board members and guests are requested to TURN OFF their cellular phone ringers 
during the meeting.       

I. Call To Order

II. Pledge of Allegiance

III. Public Comment

It is at this time that anyone wishing to speak regarding an item on the agenda or other
topic is given an opportunity to do so. If you wish to speak under Public Comment,
complete a comment card. Advance written information regarding the subject will be
appreciated so that all might be better informed regarding the matter. In the interest of
time and order, presentations from the public are limited to three (3) minutes per person.

Members of the public who require disability accommodation in order to participate in the
meeting should contact the Superintendent at (858) 756-1141, or in writing, at least 24
hours prior to the meeting. (Government Code Section 54954.2)

In accordance with the Brown Act, unless an item has been placed on the published
agenda, there shall be no action taken. The Board may 1) acknowledge receipt of the
information, 2) refer to staff for further study, or 3) refer the matter to the next agenda.
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V. Student Recognition
VI. Public Hearing

A. Public Hearing in Accordance with Government Code Section 3547.5 Regarding 
Disclosure of Costs and Major Provisions in Proposed Amendment to the Agreement 
Between the Rancho Santa Fe School District and the Rancho Santa Fe Faculty 
Association Settling all Negotiations for the 2024-2025 School Year and the New 
Collective Bargaining Agreement for the 2025-2026 through 2027-2028 School 
Years.

VII. Presentations

A. Presentation regarding CAASPP Data Analysis by Lindsey Conley, Middle School 
Principal and Director of Curriculum/Instruction and Joe Erpelding, Elementary 
School Principal and Director of Curriculum/Instruction.

VIII. Minutes

A. Approval of Minutes of Regular Meeting on September 9, 2025.
B. Approval of Minutes of Special Meeting on September 16, 2025.

IX. Superintendent’s Report

X. Discussion/Action

A. Accept donation in the amount of $ 245,714.00 from the Rancho Santa Fe 
Educational Foundation Endowment pursuant to Education Code section 41032.

B. Accept donation in the amount of $250,000 from the Rancho Santa Fe Education 
Foundation.

C. Approve Annual Committee on Assignments Action Plan for the 2025-2026 School 
Year as required by Education Code section 44258.7(d).

D. First Read of Annual Board Policy Review.
E. Approve Amendment to the Agreement Between the Rancho Santa Fe School 

District and the Rancho Santa Fe Faculty Association Settling all Negotiations for the 
2024-2025 School Year.

F. Approve New Certificated Salary Schedule with 4.25% On-Salary Schedule Increase, 
effective July 1, 2024.

G. Approve New Collective Bargaining Agreement Between the Rancho Santa Fe 
School District and the Rancho Santa Fe Faculty Association for the 2025-2026 
through 2027-2028 School Years.

H. Discuss and Approve 2026-2027 Rancho Santa Fe School District Calendar.
I. Information Only: Quarterly Report to the Governing Board that the District has 

received no complaints pursuant to Education Code section 35186 for the time 
period of July 1, 2025 Through September 30, 2025.

J. Information Only: Notice of Annual Developer Fee Report on District Website for 
viewing. (The Board will accept the report at the December 9th, 2025 Board 
meeting.)

K. Information Only: Purchase Orders Approved by the Superintendent Pursuant to 
Board Policy 3001, Expenditures and Purchases.
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XI.​ Consent Calendar 

 
A.​ Business Reports: 

1.​ Warrant Report (September) 
2.​ Purchase Orders (September) 
3.​ Revolving Fund (September) 
4.​ General Fund (August) 
5.​ General Fund (September) 
6.​ ASB Fund (August) 

 
B.​ Approve Personnel Action Report; One Time Stipends. 
C.​ Approve Purchase of PowerPack License through Powerschool effective November 

17, 2025 through November 16, 2026 not to exceed $2,754.18. 
D.​ Approve Contract and Data Privacy Agreement with AMIRA effective July 01, 2025 

through June 30, 2026 not to exceed $2,560.00. 
E.​ Approve Contract with Applied Mechanical for Chiller Condenser Coil Replacement 

not to exceed $22,910.00. 
F.​ Approve Contract with Roberta Dean for 2025-2026 Ocean Week, not to exceed 

$8,200.00. 
G.​ Approve Open Purchase Order for the 2025-2026 School Year for First Student 

Transportation not to exceed $100,000.00. 
H. ​Approve Contract with DM & SONS FIREPROTECTION effective October 14, 2025 

through June 30, 2026 not to exceed $5,000.00. 
I.​ Approve Contract with Ane Carla Rovetta for 2025-2026 Ocean Week not to exceed 
 ​ $ 2,200.00. 
J.​ Approve Purchase Order with Betrands for purchase of Music Equipment not to 

exceed $4,387.60. 
K.​ Approve Purchase Order with Dinah Brown for CGI Training not to exceed 

$3,000.00. 
L. ​ Approve Quote from Complete Office not to exceed $2,715.20. 
M.​ Approve $2,000.00 Increase to Open Purchase Order with Amazon for Middle 

School Science Elective. 
N.​ Approve $2000.00 Increase to Open Purchase Order with Amazon for Drama 

Department.  
O.​ Approve Purchase Order for Laminating and Binding Solutions,Inc not to exceed 

$754.31. 
P.​ Adoption of Annual Board Policy Review. 

1. Amend Board Policy 1004, Complaints Concerning Instructional Materials, 
Emergency or Urgent Facilities Conditions that Pose a Threat to Health or 
Safety, and Teacher Vacancy or Misassignment. 

2. Amend Board Policy 1006, Local Claims Procedure Pursuant to Government 
Code Section 935. 

3. Amend Board Policy 4001, Non-Discrimination. 
4. Amend Board Policy 4012, Reimbursement of Employee Expenses. 
5. Amend Board Policy 4107, Leaves of Absence (Certificated). 
6. Amend Board Policy 4108, Health and Welfare Benefits (Certificated). 
7. New Board Policy 4109, Overpayment of Wages (Certificated). 
8. Amend Board Policy 4206, Salary Checks and Deductions (Classified). 
9. Amend Board Policy 4208, Health and Welfare Benefits (Classified). 
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10. Amend Board Policy 4210, Leaves of Absence (Classified). 
11. Amend Board Policy 5000, Non-Discrimination. 
12. Amend Board Policy 6006, Uniform Complaint Procedures. 
13. New Board Policy 6037, Animals on Campus. 
14. Amend Board Policy 9011, Conflict of Interest and Disclosure Code. 
 

 
XII.​ Personnel 

 
Recommended Personnel Actions: Employment, Resignations, Retirement, Dismissals, 
Leaves of Absence, Change of Status: 
​  
A.​ Information Only: 

1.​ The Superintendent has accepted a letter of resignation from employee 4985, 
teacher, effective October 31, 2025. 

B.​ Approve new position, Accounting and Non Profit - Funding Technician and 
corresponding job description. 

C.​ Approve amendment to the 2025-2026 Classified Salary Schedule effective October 
14, 2025, to add the position of Accounting and Non Profit-Funding Technician. 

 
XIII.​ Closed Session 
 

A.​ Conference with Legal Counsel Regarding Existing Litigation: OAH Case Number 
2025080552 - Pursuant to Government Code Section 54956.9(d)(1).​  

 
XIV.​ Adjourn 

 

From time-to-time writings that are public records, which are related to open session items on 
an agenda for a meeting, may be distributed to school board members after the posting of the 
agenda. Whenever this occurs, such writings will be available for public inspection in the Office 
of the Superintendent located at 5927 La Granada, Rancho Santa Fe, CA 92067.  
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RANCHO SANTE FE SCHOOL DISTRICT 

2005 ANNUAL BOARD POLICY REVIEW 

For Purposes of First Read 

October 14, 2025 Regular Board Meeting



RANCHO SANTA FE SCHOOL DISTRICT 

Board Policy No. 1004: COMPLAINTS CONCERNING INSTRUCTIONAL 

MATERIALS, EMERGENCY OR URGENT FACILITIES 

CONDITIONS THAT POSE A THREAT TO HEALTH 

OR SAFETY, AND TEACHER VACANCY OR 

MISASSIGNMENT 

A. Types of Complaints

The District shall use the procedures set forth in this Board Policy to address the

following types of complaints:

1. A complaint related to instructional materials as follows:

a. A pupil, including an English learner, does not have standards-aligned

textbooks or instructional materials or state-adopted or District-adopted

textbooks or other required instructional material to use in class.

b. A pupil does not have access to instructional materials to use at home or after

school.

c. Textbooks or instructional materials are in poor or unusable condition, have

missing pages, or are unreadable due to damage.

2. A complaint related to teacher vacancy or misassignment as follows:

a. A semester begins and a teacher vacancy exists.

b. A teacher who lacks credentials or training to teach English learners is

assigned to teach a class with one or more English learner pupils in the class.

c. A teacher is assigned to teach a class for which the teacher lacks subject

matter competency.

3. A complaint related to the condition of facilities as follows:

a. Conditions that pose an emergency or urgent threat to the health or safety of

pupils or staff. “Emergency facilities needs” means structures or systems that

are in a condition that poses a threat to the health and safety of pupils or staff

at school, including but not limited to, those defined below.

(1) Gas leaks.

(2) Nonfunctioning heating, ventilation, fire sprinklers, or air-

conditioning systems.

(3) Electrical power failure.

(4) Major sewer line stoppage

(5) Major pest or vermin infestation.

(6) Broken windows or exterior doors or gates that will not lock and

that pose a security risk.
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(7) Abatement of hazardous materials previously undiscovered that

pose an immediate threat to pupils or staff.

(8) Structural damage creating a hazardous or uninhabitable

condition.

For purposes of this section, “emergency facilities needs” does not include 

any cosmetic or nonessential repairs.  

For purposes of this section, structures or components shall only be replaced 

if it is more cost-effective than repair. 

b. A school restroom has not been cleaned, stocked, maintained, or kept open in

accordance with Education Code Section 35292.5.

B. Submission of Complaints Identified in Paragraph A

1. A complaint may be filed anonymously. A complainant who identifies themselves

himself or herself is entitled to a response if they he or she indicates that a response is

requested. The District’s complaint form shall include a space to mark to indicate

whether a response is requested.

2. The District complaint form shall specify the location for filing the complaint. A

complainant may add as much text to explain the complaint as they he or she wish.

3. A complaint shall be filed with the Principal of the school. The Principal shall

immediately notify the Superintendent upon receiving a complaint. The District

encourages complainants to orally notify the Superintendent of any such complaint,

particularly those situations which may pose a threat of injury to staff or pupils.

4. A complaint about problems beyond the authority of the Principal shall be forwarded

in a timely manner but not to exceed ten (10) working days to the Superintendent for

resolution.

5. Valid complaints shall be remedied within a reasonable period of time not to exceed

thirty (30) working days from the date the written complaint was received. The

Principal shall report to the complainant the resolution of the complaint within forty-

five (45) working days of the receipt of the complaint if the complainant has indicated

on the form that a response is requested. If the Principal makes this report, the

Principal shall also report the same information in the same timeframe to the

Superintendent.

6. If the complainant is not satisfied with the proposed resolution of the complaint, the

complainant has the right to describe the complaint to the Governing Board at a

regularly scheduled hearing of the Board.
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7. With respect to those complaints which involve a condition of a facility that poses an

emergency or urgent threat, as defined in Education Code Section 17592.72(c)(1), a

complainant who is not satisfied with the resolution proffered has the right to file an

appeal to the Superintendent of Public Instruction, who shall provide a written report

to the State Board of Education describing the basis for the complaint and, as

appropriate, a proposed remedy for the issue described in the complaint.

C. Reports

The Superintendent shall report summarized data on the nature and resolution of all

complaints on a quarterly basis to the County Superintendent of Schools and the District

Governing Board. The summaries shall also be publicly reported on a quarterly basis at a

regularly scheduled meeting of the Governing Board. The report shall include the number

of complaints by general subject area with the number of resolved and unresolved

complaints. The complaints and written responses shall be available as public records.

D. Notices and Complaint Form

Notices shall be posted in each classroom consistent with the requirements of Education

Code section 35186. The attached complaint form shall be made readily available.

E. Other Complaints Regarding Instructional Materials

It is the policy of the District that the following procedures shall be used to present

complaints regarding instructional materials which are used by the District which are

not described in Paragraph A above.

F. District Procedure For Other Complaints Regarding Instructional Materials

1. Complaint To The Superintendent

a. Complaints concerning instructional materials must be presented in writing

to the Superintendent and are not required to be presented using a District

form. Complaints regarding printed material must include the name of the

author, title, publisher and the class in which the printed material is being

used. The written complaint must specify whether the complainant objects

to the entire content of the written material or to only a portion of the

written material. If the objection only extends to a portion of the written

material, the complainant shall identify the portion of the material that is

objectionable. In the case of non-printed materials, written information

specifying the precise nature of the material shall be provided. The written

complaint also must specify the reason or basis for the complaint. The
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complaint must be signed and dated. Oral and anonymous complaints shall 

not be processed pursuant to these procedures. 

 

b. A complaint related to the use or prohibited use of any existing textbook, 

instructional material, supplemental instructional material, or other 

curriculum for classroom instruction, or any book or other resource in a 

school library that alleges unlawful discrimination based on a violation of 

Education Code 243 or 244 shall be filed, investigated, and resolved in 

accordance with Board Policy 6006, Uniform Complaint Procedures. 

 

c. After receiving a complaint, the Superintendent or designee shall take the 

following steps: 

 

(1) Notify the teacher(s) who use(s) the materials in class of the 

complaint; 

(2) Review the complaint. The Superintendent's review of the 

complaint may, but need not, include: 

(a) A request that the complainant meet with the Superintendent or 

designee; 

(b) A meeting with the teacher(s) who use(s) the materials in class; 

(c) A request that a committee of certificated personnel review the 

material and prepare an oral or written report to the 

Superintendent; 

 

(3) Prepare a written response to the complaint. The written response 

shall be forwarded to the complainant, the teacher(s) who use(s) 

the materials in class, and the Governing Board.  

2. Complaint to the Governing Board  

 

a.   If the complainant is not satisfied with the response of the Superintendent, the 

complainant may file the complaint with the Board. A complaint filed with 

the Board shall be filed no later than ten (10) school days after the date the 

Superintendent signed the response. The complainant shall submit to the 

Board a copy of the complaint that was submitted to the Superintendent and 

shall also attach a copy of the Superintendent’s written response. The 

complaint to the Board shall be filed with the Superintendent who shall 

forward the complaint to the Board. 

 

b.   The Board shall review the complaint at a public Board meeting as soon as 

practicable. The Superintendent shall notify the complainant and the 

teacher(s) who use(s) the materials in class with notice of the date, time 

and place of the public Board meeting at which the complaint will be 
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reviewed no less than five (5) calendar days prior to the Board meeting. 

The complainant, the teacher(s) who use(s) the material in class, the 

Superintendent and members of the public will have an opportunity to 

make comments at the Board meeting. 

 

c. After reviewing the complaint, the Board, in its sole discretion, shall 

determine whether the materials shall continue to be part of the school 

curriculum; whether the materials shall be excluded from the school 

curriculum; or whether any other adjustment concerning the instructional 

materials shall be made. Any decision to exclude instructional materials 

shall be reasonably related to legitimate pedagogical concerns. 

 

d. The Superintendent shall provide written notice of the Board's decision to 

the complainant and to the teacher(s) who use(s) the materials in class. The 

Board’s decision shall be final.  
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal reference:  

Education Code sections 17592.72, 33126, 35186, 35292.5, 60119 

 

 

Date Policy Adopted By The Board: September 6, 1990 

Date Policy Revised By The Board: December 9, 2004, October 14, 2022 
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RANCHO SANTA FE SCHOOL DISTRICT 

Board Policy No. 6006: UNIFORM COMPLAINT PROCEDURES 

 

A. Purpose and Scope 

The procedures set forth in this Policy apply to the filing, investigation, and resolution of 

complaints regarding alleged violations of federal or state laws or regulations governing the 

educational programs and other specified subject matters as described below. This Policy shall 

apply to all of the following:  

1. Adult Basic Education Programs established pursuant to Education Code Sections 

8500 through 8538, inclusive, and 52500 through 52617, inclusive.  

  

2. Consolidated categorical aid programs as listed in Education Code Section 64000(a). 

 

3. Migrant child education established pursuant to Education Code Sections 54440 

through 54445, inclusive. 

 

4. Career technical and technical education and career technical and technical training 

programs established pursuant to Education Code Sections 52300 through 52480, 

inclusive. 

 

5. Child care and development programs established pursuant to Education Code 

sections 8200 through 8498, inclusive. 

 

6. The filing of complaints that allege unlawful discrimination, harassment, 

intimidation, or bullying against any protected group as identified under Education 

Code Sections 200 and 220 and Government Code Section 11135, including any 

actual or perceived characteristic as set forth in Penal Code Section 422.55, or on the 

basis of a person's association with a person or group with one or more of these actual 

or perceived characteristics, in any program or activity conducted by the District. 

 

Discrimination includes, but is not limited to, the Governing Board’s refusal to 

approve or prohibit any textbook, instructional material, supplemental resource, or 

school library book based on its inclusion of the role and contributions of any 

individual or group as required by Education Code 51204.5 and 60040, unless it 

otherwise is in violation of the law. (See Education Code 51501 and 60044.) 

Complaints of this nature of discrimination may be filed directly with the District 

Superintendent or, alternatively or additionally, may be filed directly with the 

Superintendent of Public Instruction. Any complaint filed with the Superintendent of 

Public Instruction shall identify the basis for filing the complaint directly and shall 

include evidence that supports the basis for the direct filing. (Education Code section 

243. 244.) 
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7. Reasonable accommodations to pregnant, parenting, and/or lactating pupils. 

(Education Code Sections 222, 221.51, 222.5, 46015, 48205, 48980.)  

 

8. Educational rights of foster youth pursuant to Education Code Sections 48645.7, 

48850, 48853, 48853.5, 48853.5, 48911, 48915.5, 49069.5, and graduation 

requirements for foster youth, homeless youth, and other youth pursuant to Education 

Code Section 51225.1 and 51225.2.  

 

9. Pupil fees pursuant to Education Code Section 49010 to 49013, inclusive.  

 

10. Courses of study pursuant to Education Code Section 51228.3. 

 

11. Instructional minutes for physical education pursuant to Education Code Section 

51223.  

 

12. Local control and accountability plans pursuant to Education Code section 52075. 

 

13. Juvenile court schools pursuant to California Education Code section 48645.7. 

 

14. School safety plans pursuant to Education Code section 32289.  

 

15. School or athletic team names, mascots, or nicknames pursuant to Education Code 

Section 221.3.  

 

16. Any other state or federal educational program the Superintendent of Public 

Instruction deems appropriate and any other category identified by Education Code 

section 33315, where applicable to the District. 

 

B. Excluded Complaints 

 

This Policy does not apply to the following complaints which will be referred to the proper 

agency for investigation and appropriate action: 

 

1. Employer-employee relations such as hiring and evaluations of staff, assignments 

of classrooms or duties or other issues within the purview of the Public 

Employment Relations Board or a collective bargaining agreement; 

 

2. The providing of core curricula subjects; 

 

3. Pupil classroom assignments; 

 

4. Pupil discipline; 

 

5. Pupil advancement, retention or grades; 
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6. Graduation requirements;

7. Homework policies and practices;

8. Selection of instructional materials;

9. Use of general education funds;

10. Allegations of child abuse which shall be referred to the applicable County

Department of Social Services, Protective Services Division, or appropriate law

enforcement agency;

11. Health and safety complaints regarding licensed facilities operating a Child

Development Program which shall be referred to the Department of Social

Services;

12. Employment discrimination and harassment complaints which shall be

investigated and resolved in accordance with Board Policy No. 4002 or Board

Policy No. 4003, as appropriate, including the right to file a complaint with the

California Civil Rights Department (CRD). The complainant shall be notified in

writing in a timely manner of any CRD transferal;

13. Any complaint alleging a student, while in an education program or activity, was

subjected to sexual harassment, as defined in 34 CFR 106.3, shall be investigated

and resolved in accordance with Board Policy 5001.1 consistent with Title IX of

the Education Amendments of 1972.

14. Allegations of fraud which will be referred to the responsible Division Director of

the California Department of Education who may consult with the Department's

Legal and Audits Branch;

15. 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 pupils or staff, or teacher vacancies and misassignments shall be investigated

and resolved in accordance with Board Policy 1006.

16. Complaints alleging noncompliance regarding special education programs

established pursuant to Education Code Sections 56000 through 56865 and 59000

through 59300 are governed by the procedures set forth in 5 C.C.R. sections 3200

through 3205 and 34 C.F.R. sections 300.151 through 300.153, and shall be

submitted to the California Department of Education.

17. Any complaints regarding child nutrition programs established pursuant to

Education Code sections 49490 to 49590 are governed by Title 7, CFR Sections

210.19(a)(4), 215.1(a), 220.13(c), 225.11(b), 226.6(n), and 250.15(d) and Title 5,
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CCR Sections 15580 through 15584, and shall be submitted to the California 

Department of Education.  

 

C. Compliance Officer  

 

The Governing Board designates the following compliance officer responsible for receiving, 

coordinating and investigating the complaints and for complying with state and federal civil 

rights laws and to answer questions concerning the District’s Uniform Complaint Procedures: 

 

Superintendent 

Rancho Santa Fe School District  

5927 La Granada  

Rancho Santa Fe, California, 92067 

(858) 756-1141 ext. 114 

 

Mailing Address: 

Rancho Santa Fe School District 

P.O. Box 809 

Rancho Santa Fe, California, 92067 

 

Complaints shall be filed with the Superintendent at the above-listed address. The complainant 

may utilize the Complaint Form which is contained in Appendix A. However, a person is not 

required to use this form in order to file a complaint. 

 

The Superintendent or designee shall investigate and resolve the complaint. The Superintendent 

shall notify the complainant and respondent if another person is assigned to the complaint. The 

Superintendent or designee responsible for compliance shall be knowledgeable about the 

laws/programs that he/she is assigned to investigate.  

 

D. Filing a Complaint; Procedures; Timelines   

 

1. Complaints shall be filed not later than one year from the date the alleged violation 

occurred, except as stated in subsection 2, below. For complaints relating to Local 

Control and Accountability Plans (LCAP), the date of the alleged violation is the date 

when the reviewing authority approves the LCAP or annual update that was adopted 

by the LEA. 

  

2. An investigation of alleged unlawful discrimination, harassment, intimidation or 

bullying against any protected group shall be initiated by filing a complaint not later 

than six months from the date the alleged discrimination, harassment, intimidation or 

bullying occurred, or the date the complainant first obtained knowledge of the facts of 

the alleged discrimination, harassment, intimidation or bullying unless the time for 

filing is extended by District, upon written request by the complainant setting forth 

the reasons for the extension. Such extension by the District shall be made in writing. 

The period for filing may be extended by the District for good cause for a period not 
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to exceed ninety (90) days following the expiration of the six-month time period. The 

District shall respond immediately upon a receipt of a request for extension. 

3. The one-year timeline for filing complaints shall not apply to complaints regarding

the educational rights of foster youth as specified in Education Code Section

49069.5(e), Education Code Section 51225.1 (a)-(k), and Education Code Section

51225.2(b)-(e).

4. A complaint of alleged unlawful discrimination, harassment, intimidation or bullying

against any protected group may be filed by an individual who alleges that that

individual has personally suffered unlawful discrimination, harassment, intimidation

or bullying, or by one who believes any specific class of individuals has been

subjected to discrimination, harassment, intimidation or bullying prohibited by this

part, or by a duly authorized representative who alleges that an individual student has

been subjected to discrimination, harassment, intimidation, or bullying.

5. Pupil fee complaints may be filed with the principal of the school.

6. Pupil fee complaints and complaints regarding local control and accountability plans

only, may be filed anonymously, that is, without an identifying signature, if the

complaint provides evidence or information leading to evidence to support an

allegation of noncompliance with Education Code Sections 49010 and

49011 regarding pupil fees or an allegation of noncompliance with Education Code

Sections 52060 through 52077, including an allegation of a violation of Education

Code Sections 47606.5 or 47607.3, as referenced in Education Code Section 52075

regarding local control and accountability plans.

7. If a complainant is unable to put a complaint in writing due to conditions such as a

disability or illiteracy, the District shall assist the complainant in the filing of the

complaint.

E. Informal Resolution

Within three (3) days after receiving the complaint, the compliance officer may informally 

discuss with the complainant the possibility of using mediation to resolve the complaint. If the 

complainant agrees to mediation, the compliance officer shall make arrangements for this 

process.  

Before initiating the mediation of a complaint alleging retaliation or unlawful discrimination 

harassment, intimidation, or bullying against any protected group, 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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F. Investigation of Complaints 

 

Upon receipt of a complaint, the Superintendent or designee shall conduct and complete an 

investigation of the complaint in accordance with this Policy and prepare a written Investigation 

Report within sixty (60) days. The District may extend this deadline for good cause with the 

written agreement of the complainant. The following rules apply to the investigation:  

 

1. Upon receipt of a complaint, the Superintendent or designee shall: 

  

a. Refer the complainant to the proper agency for filing a complaint that is not 

covered by this procedure, including a referral to the State Superintendent of 

Public Instruction or Department of Education of any complaints that should 

properly be filed at that level. 

  

b. If the complaint has not been timely filed, the Superintendent or designee shall 

deny the complaint and notify the complainant of the right to appeal to the State 

Superintendent of Public Instruction for an extension of time in which to file the 

complaint. 

 

c. Provide the complainant with a copy of District policy and appeal procedures 

advising complainant of those instances when a complaint can be filed directly 

with the State Superintendent of Public Instruction or Department of Education. 

 

d. If timely filed, the Superintendent or designee shall proceed with the investigation 

of the complaint. The person(s), employee(s), position(s), or unit(s) responsible 

for compliance and/or investigation shall be knowledgeable about the 

laws/programs they are assigned to investigate. 

 

e. Ensure confidentiality of the complainant in instances where disclosure could 

cause retaliation against the complainant(s) and take appropriate steps to protect 

the complainant(s) from retaliation. 

 

f. The Superintendent will commence the conduct of a local investigation or appoint 

a designee to conduct the local investigation, except that a complaint regarding 

child abuse shall be immediately referred to the proper agency.  

 

2. The investigation shall include an opportunity for the complainant, or the complainant's 

representative, or both, to present evidence or information leading to evidence to support 

the allegations of non-compliance with state and federal laws and/or regulations. 

 

3. Refusal by the complainant to provide the investigator with documents or other evidence 

related to the allegations in the complaint, or to otherwise fail or refuse to cooperate in 

the investigation or engage in any other obstruction of the investigation, may result in the 

dismissal of the complaint because of a lack of evidence to support the allegations. 
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4. Refusal by the District to provide the investigator with access to records and/or other 

information related to the allegation in the complaint, or to otherwise fail or refuse to 

cooperate in the investigation or engage in any other obstruction of the investigation, may 

result in a finding based on evidence collected that a violation has occurred and may 

result in the imposition of a remedy in favor of the complainant. 

 

5. The District shall issue an Investigation Report based on the evidence. The Investigation 

Report shall be in writing and sent to the complainant within 60 days from receipt of the 

complaint by the District, subject to any extension. 

 

6. The Investigation Report shall include: 

 

a. The findings of fact based on the evidence gathered. 

 

b. Conclusion providing a clear determination as to each allegation as to whether the 

District is in compliance with the relevant law. 

 

c. If the District finds merit in the complaint, corrective action(s), including when 

required by law, a remedy to all affected students and parents/guardians and for a 

student fee complaint, a remedy that complies with Education Code section 49013 

and 5 CCR 4600.  

 

d. Notice of the complainant's right to appeal the Investigation Report to the 

California Department of Education. 

 

e. Procedures to be followed for initiating an appeal to the California Department of 

Education. 

 

 

G. Appeal to the California Department of Education 

 

1. A complainant who is dissatisfied with the outcome of the investigation may appeal 

to the California Department of Education by filing a written appeal within 30 days of 

the date of the District’s Investigation Report.  

 

i. In order to request an appeal, the complainant must specify and explain the 

basis for the appeal, including at least one of the following: 

 

1. The District failed to follow its complaint procedures, and/or 

 

2. Relative to the allegations of the complaint, the District Investigation 

Report lacks material findings of fact necessary to reach a conclusion 

of law, and/or 

 

3. The material findings of fact in the District Investigation Report are 

not supported by substantial evidence, and/or 
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4. The legal conclusion in the District Investigation Report is inconsistent 

with the law, and/or 

 

5. In a case in which the District found noncompliance, the corrective 

actions fail to provide a proper remedy. 

 

ii. The appeal shall be accompanied by (1) a copy of the complaint filed with the 

District; and (2) a copy of the District Investigation Report.  

 

2. Upon notification by the California Department of Education of an appeal, the 

District shall, within 10 days of notification of an appeal, forward a copy of all of the 

following documents to the Department: 

 

a. A copy of the original complaint; 

 

b. A copy of the District's investigation report; 

 

c. A copy of the investigation file, including but not limited to, all notes, 

interviews, and documents submitted by the parties or gathered by the 

investigator; 

 

e. A report of any action taken to resolve the complaint; 

 

f. A copy of the District's complaint procedures; and 

 

g. Such other relevant information as the California Department of Education 

may request. 

 

H. Notice 

 

Notice in writing of the District complaint procedures, including the opportunity to appeal to the 

California Department of Education, shall be given annually to pupils, employees, 

parents/guardians of pupils, the District advisory committee, school advisory committees, and 

other interested parties. This notice may be made available on the District’s website. Copies of 

the complaint procedures shall be available free of charge and may be obtained at the District 

Office.  

 

The notice shall be in English, and when necessary, in the primary language, pursuant to 

Education Code Section 48985, or mode of communication of the recipient of the notice.  

 

Such notice shall include all of the following information: 

 

1. The District has primary responsibility to ensure compliance with state and federal 

laws.  

2. That complaints should be directed to the Superintendent. 
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3. The opportunity to appeal the District’s Investigation Report to the California 

Department of Education, except when the District has used its local uniform 

complaint procedures to address a complaint not described in 5 CCR Section 4610(b). 

 

4. Advise the recipient of any civil law remedies that may also be available under state 

or federal discrimination, harassment, intimidation or bullying laws, if applicable, and 

of the appeal pursuant to Education Code Section 262.3. 

 

5. Include the information required by Education Code Section 3315(a)(7). 

 

6. Include information regarding the requirements of Education Code Sections 49010 

through 49013 relating to pupil fees.  

 

I. Retaliation and Confidentiality 

 

Complainants are protected from retaliation and the identity of a complainant alleging 

discrimination, harassment, intimidation, or bullying will remain confidential as appropriate. An 

investigation of a discrimination, harassment, intimidation or bullying complaint shall be 

conducted in a manner that protects confidentiality of the parties and maintains the integrity of 

the process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

Education Code sections 243, 33315, 49010-49013 

Title 5, C.C.R. Section 4600, et seq. 

 

Date Policy Adopted By The Board: May 17, 1993 

Dates Policy Revised By The Board: January 13, 2005; June 5, 2008; August 22, 2013; June 4, 

2015; September 7, 2017; July 11, 2019; August 12, 2021; October 14, 2022; November 19, 

2024 
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RANCHO SANTA FE SCHOOL DISTRICT 

 

Board Policy No. 1006: LOCAL CLAIMS PROCEDURE PURSUANT 

TO GOVERNMENT CODE SECTION 935 

 CLAIMS AND ACTIONS AGAINST THE 

DISTRICT 

 

A. The California Government Claims Act generally covers all claims for money or 

damages against the District with some specific exemptions. Government Code Section 

935 authorizes a local public entity such as the District to prescribe a procedure for 

claims against it for money or damages which are exempted by other provisions in the 

California Government Claims Act. This Board Policy contains the local claims 

procedure pursuant to Government Code Section 935 to cover all exempted claims for 

money or damages. Any claim for money or damages not governed by the California 

Government Claims Act or specifically excepted by Government Code Section 905 shall 

be presented and acted upon in accordance with the District-established procedures 

consistent with the manner and time limitations specified in this Board Policy. 

  

B. Notwithstanding the exemptions set forth in Government Code Section 905, all claims 

for money or damages against the District, when a procedure for processing such claims 

is not otherwise provided by state or local laws, shall be presented within the time 

limitations and in the manner prescribed by Government Code Sections 900 through 

915.2. This Board Policy requires that all categories of claims which are exempt from 

the filing requirement in Government Code Section 905 nonetheless must be filed 

pursuant to this local claims procedure, as authorized by Government Code Section 935. 

 

C. It is a requirement that any and all claims be presented and acted upon as a prerequisite 

to any lawsuit thereon. Any and all claims shall be subject to the provisions of 

Government Code Section 945.4 relating to the prohibition of lawsuits in the absence of 

claims and action thereon by the Governing Board. 

 

D. All local claims must be filed on the District approved form attached hereto which is 

available in the District Office. 

  

E. The Superintendent is hereby delegated the authority to return all insufficient claims. 

 

F. Time Limitations: The following time limitations apply to the presentation of claims for 

money or damages against the District, including those claims addressed in Paragraph B, 

above.  

 

1. Claims relating to a cause of action for death or injury to a person, personal property, 

or growing crops shall be presented to the Board no later than six months after the 

accrual of a cause of action. 

 

2. Claims relating to any other cause of action subject to the Government Claims Act 
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shall be filed not later than one year after the accrual of the cause of action.  

 

3. Claims made for the recovery of damages suffered as a result of childhood sexual 

abuse and arising out of conduct occurring on or after January 1, 2009 are 

specifically excepted from the Government Claims Act. 

 

4. Claims relating to any cause of action which is specifically excepted from the 

Government Claims Act by Government Code Section 905 but is governed by any 

other claim presentation statute or regulation shall be presented to the Board within 

the time specified in Paragraphs 1 and 2, above, depending upon the applicable cause 

of action. (Government Code Section 911.2, 935).  

 

G. Receipt of Claims: A claim shall be deemed presented and received when delivered to the 

District Office (located at 5927 La Granada, Rancho Santa Fe, CA 92067) or deposited in 

a post office, mailbox, sub-post office, substation, mail chute, or other similar facility 

maintained by the U.S. Government, in a sealed envelope properly addressed to the 

Superintendent at the District Office at the following address: 

 

Rancho Santa Fe School District  

Attention: Superintendent 

PO Box 809 

Rancho Santa Fe, CA 92067 

  

Postage shall be paid, or otherwise actually received in the District Office or by the 

Superintendent. (Government Code Section 915, 915.2).  

  

H. Review of Contents of Claim: The Superintendent or designee shall review any claim 

received to ensure that the claim contains all of the following information as specified in 

Government Code Section 910 and 910.2: 

 

1. The name and post office address of the claimant. 

 

2. The post office address to which the person presenting the claim desires notice to be 

sent. 

 

3. The date, place, and other circumstances of the occurrence or transaction which gave 

rise to the claim asserted.  

 

4. A general description of the indebtedness, obligation, injury, damage, or loss incurred 

insofar as it may be known at the time of presentation of the claim. 

 

5. The name(s) of the District employee(s) causing the injury, damage, or loss, if known.  

 

6. The amount claimed if it totals less than $10,000, including the estimated amount of 

any prospective injury, damage, or loss, insofar as it may be known at the time of the 

claim, together with the basis of computation of the amount claimed. If the amount 
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exceeds $10,000, the dollar amount shall not be included in the claim and the 

claimant shall indicate whether the claim is a limited civil case as specified in Code of 

Civil Procedure 85 and 86.  

 

7. The signature of the claimant or person acting on the claimant’s behalf.  

 

I. Notice of Claim Insufficiency: If a claim is found insufficient or not to satisfy the form 

requirements under Government Code Section 910 and 910.2, the Board delegates 

authority to the Superintendent or designee to, within 20 days of receipt of the claim, 

provide a notice in the manner specified in Government Code Section 915.4 that states 

the particular defects or omission in the claim. The Board shall not act upon any claim 

until at least 15 days after such notice is given.  

  

J. Amendment to Claims: Within the time limits provided in Paragraph F, above, or prior to 

final action by the Board, whichever is later, a claim may be amended if, as amended, it 

relates to the same transaction or occurrence which gave rise to the original claim.  

 

K. Late Claims: When a claim that is required to be presented not later than six months after 

the accrual of the cause of action, as specified in Paragraph F, above, is not presented 

within that time, an application to present a late claim may be presented to the Board, in 

the manner specified in Government Code Section 915 and 915.2, within a reasonable 

period of time not to exceed one year after the accrual of the cause of action. The 

application shall include the proposed claim and shall state the reason for the delay in 

presenting the claim.  

 

If the claim is presented late and is not accompanied by an application to present a late 

claim, the Board or Superintendent shall, within 45 days, give written notice, in the 

manner specified in Government Code Section 911.3, that the claim was not presented 

timely and that it is being returned without further action.  

 

The Board shall grant or deny the application to present a late claim within 45 days after 

it is presented. This 45-day period may be extended by written agreement of the claimant 

and the Board provided that such agreement is made before the expiration of the 45-day 

period.  

 

The Board shall grant the application to present a late claim where one or more of the 

following conditions are applicable:  

 

1. The failure to present the claim was through mistake, inadvertence, surprise, or 

excusable neglect and the district was not prejudiced in its defense regarding the 

claim by the claimant's failure to present the claim within the time limit. 

  

2. The person who sustained the alleged injury, damage, or loss was a minor during all 

of the time specified for presentation of the claim. 

 

3. The person who sustained the alleged injury, damage, or loss was physically or 
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mentally incapacitated during all of the time specified for presentation of the claim 

and the disability was the reason the person failed to present the claim.  

 

4. The person who sustained the alleged injury, damage, or loss died before the 

expiration of the time specified for the presentation of the claim. 

 

If the application to present a late claim is denied, the claimant shall be given notice in 

substantially the same form as set forth in Government Code Section 911.8 and in the 

manner specified in Government Code Section 915.4.  

 

If the Board does not take action on the application to present a late claim within 45 days, 

the application shall be deemed to have been denied on the 45th day unless the time 

period has been extended, in which case it shall be denied on the last day of the period 

specified in the extension agreement.  

 

L. Action on Late Claims: Within 45 days after the presentation or amendment of a claim, 

the Board shall take action on the claim. This time limit may be extended by written 

agreement between the District and the claimant before the expiration of the 45-day 

period. If the 45-day period has expired, the time limit may be extended if legal action 

has not commenced or been barred by legal limitations.  

 

The Board may act on the claim in one of the following ways: 

  

1. If the Board finds that the claim is not a proper charge against the District, the claim 

shall be rejected. 

 

2. If the Board finds that the claim is a proper charge against the District and is for an 

amount justly due, the claim shall be allowed. 

 

3. If the Board finds that the claim is a proper charge against the District but is for an 

amount greater than is justly due, the Board shall either reject the claim or allow it in 

the amount justly due and reject it as to the balance. 

 

4. If legal liability of the District or the amount justly due is disputed, the Board may 

reject or compromise the claim. 

 

5. If the Board takes no action on the claim, the claim shall be deemed rejected. 

  

 

 

 

 

Legal Reference:  

Government Code Sections 900-915.2, 935, 945.4 

 

Date Policy Adopted By The Board: March 15, 1995 
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Date Policy Revised By The Board: December 9, 2004, July 11, 2019, October 14, 2022 
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RANCHO SANTA FE SCHOOL DISTRICT 

 

I. 

 

Board Policies Covering All Employees 

 

Board Policy No. 4001: NON-DISCRIMINATION POLICY  

 

A. Prohibited Discrimination 

 

The District is an equal employment opportunity employer and complies with all 

applicable federal and state non-discrimination laws. The District prohibits discrimination 

against any employee, intern, volunteer, or applicant for employment on account of based 

on one, or a combination of two or more, of the following protected characteristics: race, 

religious creed, color, national origin, ancestry, physical or mental disability as defined 

by federal and state law, reproductive health decisionmaking, medical condition, genetic 

information, marital status, sex (includes pregnancy, childbirth, breastfeeding and/or 

related medical conditions), gender, gender identity, gender expression, age (over 40), 

actual or perceived sexual orientation, political affiliation, or military or veteran status.  

 

B. Compliance Officer 

 

The Governing Board designates the following compliance officer responsible for 

receiving, coordinating and investigating the complaints of unlawful discrimination and 

for complying with state and federal civil rights laws and to answer questions concerning 

the District’s nondiscrimination policies.   

 

Superintendent 

Rancho Santa Fe School District  

5927 La Granada  

Rancho Santa Fe, CA, 92067 

(858) 756-1141 ext. 114 

 

Mailing Address: 

Rancho Santa Fe School District 

P.O. Box 809 

Rancho Santa Fe, CA, 92067 

 

C. Filing of Complaints of Unlawful Discrimination 

 

Any employee, intern, volunteer, or applicant for employment who desires to complain 

about any illegal harassment under applicable federal and state non-discrimination laws 

shall use the Complaint Procedure contained in Board Policy 4002. Such complaints shall 

be immediately investigated and processed.  
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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 as soon as practical after the 

incident. All other employees are encouraged to report such incidents to their supervisor 

immediately. The District shall protect any employee who reports such incidents from 

retaliation. 

 

D.  Prohibition of Retaliation 

 

The District prohibits retaliation against any District employee, intern, volunteer, or 

applicant for employment who opposes any discriminatory employment practice by the 

District or its employees, agents, or representatives or who complains, testifies, assists, or 

in any way participates in the District’s unlawful discrimination complaint process 

pursuant to District Policy.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

Federal: 

Title VI of Civil Rights Act of 1964 (42 U.S.C. sections 2000d - 2000d-7) 

Title VII of Civil Rights Act of 1964 (42 U.S.C. sections 2000e - 2000e-17) 

Age Discrimination in Employment Act (29 U.S.C. sections 621-634) 

Americans With Disabilities Act (42 U.S.C. sections 12101-12213) 

Title IX, Education Amendments of 1972 (20 U.S.C. sections 1681-1688) 

Veterans' Re-Employment Rights Act (38 U.S.C. sections 4301-4333) 

State: 

Fair Employment and Housing Act (FEHA) (Gov't Code sections 12900-12996) 

Government Code sections 12920, 12926, 11135 

Education Code sections 200-232; Sections 44100-44105 

 

 

Date Policy Adopted By The Board: September 6, 1990 

Dates Policy Revised By The Board:  March 17, 1993; January 13, 2005, May 17, 2007; June 22, 

2017, October 14, 2022, August 3, 2023  

Date Policy Reviewed By The Board: December 11, 2008, February 27, 2024 
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RANCHO SANTA FE SCHOOL DISTRICT 

Board Policy No. 5000: NONDISCRIMINATION 

 

A. It is the policy of the District to provide to every pupil an equal opportunity to receive an 

education as required by federal and/or state law in any District program or activity. The 

Board desires to provide a safe educational environment that allows all pupils equal access to 

and opportunities in the District’s academic, extracurricular, and other educational programs, 

services, and activities. This Policy applies to all acts related to school activity or school 

attendance occurring within a school under the jurisdiction of the Governing Board, and all 

acts of the Governing Board and the Superintendent in enacting policies and procedures that 

govern the District. 

  

B. No person shall illegally discriminate against, harass, intimidate or bully a pupil because of 

the pupil’s based on one, or a combination of two or more, protected characteristics, which 

include, but may not be limited to race or ethnicity; ancestry; color; ethnic group 

identification; nationality; national origin; immigration status; sex; sexual orientation; sex 

stereotypes; gender; gender identity; gender expression; religion; disability; medical 

condition; genetic information; pregnancy, or related conditions or recovery, or any other 

characteristic that is contained in or identified in Section 422.5 of the Penal Code and Section 

220 of the Education Code; a perception of one or more of such characteristics; or 

association with a person or group with one or more of these actual or perceived 

characteristics. (Education Code Section 200, 210.1, 210.2, 212, 212.1, 220, 221.51, 230, 

260; Government Code 11135, 12926; 20 USC 1681-1688, 42 USC 2000d-2000d-7).  

 

C. Unlawful discrimination, including discriminatory harassment, intimidation, or bullying, may 

result from physical, verbal, nonverbal, or written conduct based on any of the categories 

listed in Paragraph B, above. Unlawful discrimination also occurs when prohibited conduct is 

so severe, persistent, or pervasive that it affects a pupil’s ability to participate in or benefit 

from an educational program or activity; creates an intimidating, threatening, hostile, or 

offensive educational environment; has the effect of substantially or unreasonably interfering 

with a pupil’s academic performance; or otherwise adversely affects a pupil’s educational 

opportunities.  

 

D. Unlawful discrimination also includes disparate treatment of pupils based on one of the 

categories listed in Paragraph B, above, with respect to the provision of opportunities to 

participate in school programs or activities or the provision or receipt of educational benefits 

or services.  

 

E. It is the policy of the District to support accurate, equitable, and inclusive education in its 

schools. District programs and activities shall be free of any discriminatory use, selection, or 

rejection of textbooks, instructional materials, library books, or similar educational resources. 

No teacher shall give any instruction, nor shall there be any activity or textbook or 
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instructional materials used which reflect adversely upon persons because of any of the 

protected characteristics set forth in Paragraph B of this Policy, or because another perceives 

that a pupil has one or more of the characteristics of the above protected groups. No textbook 

or other instructional materials shall be used which contain any matter reflecting adversely 

upon persons in the above-identified protected groups. The use of any textbook, instructional 

material, supplemental instructional material, or other curriculum for classroom instruction, 

or any book or other resource in a school library shall not be rejected or prohibited by the 

District on the basis that it includes a study of the role and contributions of any individual or 

group consistent with the requirements of Education Code sections 51204.5 and 60040, 

unless such study would violate Education Code sections 51501 or 60044. (Education Code 

section 243.)  

 

F. The Governing Board prohibits any form of retaliation against any individual who reports or 

participates in the reporting of unlawful discrimination, files or participates in the filing of a 

complaint, or investigates or participates in the investigation of a complaint or report alleging 

unlawful discrimination. Retaliation complaints shall be investigated and resolved in the 

same manner as a discrimination complaint.  

 

G. The filing of a complaint that alleges unlawful discrimination, harassment, intimidation, or 

bullying against any protected group as identified under Education Code sections 200 and 

220 and Government Code section 11135, including any actual or perceived characteristic as 

set forth in Penal Code Section 422.55, or on the basis of a person’s association with a person 

or group with one or more of these actual or perceived characteristics, in any program or 

activity conducted by the District, shall be filed, investigated, and resolved in accordance 

with Board Policy 6006, Uniform Complaint Procedures. 

 

 

 

 

 

 

Legal Reference: 

20 U.S.C. section 1681-1688, 42 USC 2000d-2000d-7 

42 U.S.C. section 2000c and 2000d 

Education Code sections 200, 201, 202, 210-212.6, 220, 221.5, 221.7, 224, 225, 229, 230, 231, 

231.5, 233.5, 234.1, 241, 242, 243, 51004, 51500, 51501 

Government Code sections 11135, 12926, 51930 et seq. 

Penal Code section 422.55 

5 C.C.R. section 4900 et seq. 

 

Date Policy Adopted By The Board: September 6, 1990 

Dates Policy Revised By The Board: February 10, 1999; March 20; 2002; January 13, 2005; July 

9, 2020 

May 17, 2007; June 5, 2008; July 18, 2013; June 22, 2018; October 14, 2022; November 19, 

2024 
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RANCHO SANTA FE SCHOOL DISTRICT 

 

I. 

 

Board Policies Covering All Employees 

 

Board Policy No. 4012: REIMBURSEMENT OF EMPLOYEE EXPENSES 

 

A. Pursuant to the terms of this policy, the District shall reimburse the actual, reasonable and 

necessary expenses, including travel expenses, of any employee of the District incurred in 

the course of performing required or authorized services for the District. 

 

B. The Governing Board shall establish a travel budget for the purpose of reimbursing the 

expenses of employees incurred in the course of performing required or authorized 

services for the District. The Board delegates to the Superintendent the authority to 

approve travel requests and travel claims of employees within the limitations of the 

established budget. The Superintendent must pre-approve all employee travel outside of 

the County and all travel in the County only in cases where other than mileage expense 

will be incurred. The President of the Board shall pre-approve all reimbursable travel 

expenses of the Superintendent for travel and attendance at meetings and events or other 

District related activities outside of the County and for such attendance within the County 

only if expenses will be incurred in addition to or other than for travel by personally 

owned vehicle for which a travel allowance is otherwise provided. 

 

C. For pre-approved travel requests, an advance may be authorized when total expenses are 

estimated to exceed $200.00, such advance is requested sufficiently in advance of the 

travel, and the employee agrees to reimburse the District for the balance of the cash 

advance upon presentation of legible receipts which total less than the amount of the cash 

advance when added to any reimbursement for meals and other reimbursable expenses. 

 

D. No District funds will be used to purchase or reimburse an employee for any expense(s) 

incurred for the purchase of alcoholic beverages or for personal, unnecessary, or 

unreasonable expenses, and no District funds shall be expended for the purchase of 

alcoholic beverages. 

 

E. Travel by Personally Owned Vehicle on District Business 

 

1. Mileage for travel by personally owned vehicle shall be reimbursed upon 

submission of a travel claim at the rate established by the Internal Revenue 

Service at the time the travel is performed. If an employee is regularly assigned to 

a designated work site, reimbursement for use of a personally owned vehicle on 

District business during regular work hours shall not include that mileage 

normally attributed to mileage for travel to and home and work. Where the travel 

is outside of regular work hours, all mileage incurred shall be reimbursed. 
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2. Authorization for the use of personally owned vehicles for District business is 

subject to the following rules: 

 

a. The driver must possess a valid California Driver's License, personal 

automobile insurance in the minimum amount of $100,000/300,000 

liability/bodily injury, and a minimum of $50,000 liability/property 

damage. 

b. The District prohibits and is not responsible for accidents or injuries 

resulting from the use of alcohol or drugs, driving under the influence of 

alcohol or drugs, the use of cell phones in violation of State law, or 

smoking while on District business. 

c. Children with disabilities shall not be transported by personally owned 

vehicle unless any such transportation complies with the student's 

individualized plan or IEP and the employee in charge of transporting the 

child is appropriately trained to perform this duty. 

d. A valid driver's license and verification of insurance coverage must be 

carried at all times when using a personally owned vehicle for District 

business. 

e. All accidents in a personally owned vehicle while on District business 

must be reported to the District immediately, to the employee's insurance 

company, and to the Department of Motor Vehicles in the event of 

personal injury or property damage in excess of non-reportable levels. 

f. Except as expressly provided in Board Policy 4014, the District does not 

reimburse or pay for the following expenses of personally owned vehicles 

used on official business or parked at a District or other facility: 

 

(1) Collision damage 

(2) Deductibles on insurance claims 

(3) Repair or replacement of vehicles or the contents of vehicles 

damaged by vandalism or theft 

(4) Traffic or parking citations while on official District business 

 

F. Reimbursement for Meal Expenses 

 

For attendance at required activities outside of the District, the District will provide 

reimbursement for necessary meals with receipts in the following amounts if not 

otherwise included in the event or attendance fee. 

 

1. Breakfast - will be reimbursed up to a maximum amount of $12 22.00 per day 

only if the employee is required to stay overnight in order to attend the event the 

following day, or the employee must depart from home to attend the event prior to 

6:00 a.m. and the event ends after 9:00 a.m. 

 

2. Lunch - will be reimbursed up to a maximum amount of $18 23.00 per day for 

any day in which the employee will either not be returning home the same day or 

must travel prior to 11:00 a.m. and the travel will end after 2:00 p.m. 
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3. Dinner - will be reimbursed up to a maximum amount of $31 36.00 per day if the 

employee is required to stay overnight to attend the event the following day or if 

travel must begin by 4:00 p.m. or later and will not end until after 7:00 p.m. 

 

4. The number of meals authorized for travel involving overnight lodging must be 

approved by the Superintendent or designee prior to travel. 

 

G. Expenses other than Meals and Incidental Expenses 

 

Reimbursable travel expenses may include, but are not limited to, costs of transportation, 

parking fees, bridge or road tolls, lodging when District business reasonably requires an 

overnight stay, registration fees for seminars and conferences, meal costs, internet and 

other communication expenses incurred on district business, customary tips and 

gratuities, and other necessary incidental expenses. 

 

To obtain reimbursement for any out-of-pocket travel expenses, including lodging, car 

rental, parking, plane fare, taxi/bus/shuttle service conference registration, toll charges, 

and necessary incidental expenses, legible receipts must be presented which do not 

include personal expenses. The rules below shall apply. 

 

1. Deposits for hotel accommodations shall be the responsibility of the employee. 

 

2. Hotel rooms should be shared with appropriate personnel whenever possible. 

 

3. Expenses incurred for tips, gratuities or baggage handling will not be reimbursed. 

Reimbursable tips and gratuities shall be limited to a maximum of 20% of the 

tippable receipt. 

 

4. Ground travel should be arranged so that the maximum number of staff can be 

accommodated for one charge or at the least cost. 

 

5. Airfare should be the most economical means available. 

 

H. Where receipts are lost and cannot be presented with a travel claim, the employee must 

sign a certification as to those expenses for which receipts are unavailable which must be 

approved by the Superintendent. 

 

I. The District shall provide requests for authorization for travel and claim forms for 

submission by employees with required receipts upon the conclusion of travel. 

 

 

Legal Reference: 

Education Code sections 32435, 44032, 35161 

 

Date Policy Adopted By The Board: September 9, 2003 

Date Policy Revised By The Board: November 2, 2017 

Page 26



RANCHO SANTA FE SCHOOL DISTRICT 

 

II. 

 

Board Policies Covering All Certificated Employees 

Board Policy No. 4107: LEAVES OF ABSENCE 

 

A. The leaves herein are granted in compliance with the minimum requirements of the law. 

Unless the number of days of leave set forth in this Board Policy is greater than the 

minimums established by law, only the minimums established by law are granted. 

 

B. The leaves included under paragraph D through L are leaves that must be granted by the 

District as long as all express conditions are satisfied. The leaves under paragraph M 

through N are leaves that may be granted within the sole discretion of the District. 

 

C. The Superintendent has the authority of the District to request and approve verifications 

of leaves or make final decisions on leaves concerning all certificated employees. The 

Board has the authority to approve verifications of leaves or make final decisions on 

leaves by the Superintendent. 

 

D. Sick Leave (Education Code section 44978) 

 

1. Every certificated employee employed five (5) days a week by the District and 

twelve months per year (full-time) shall be entitled to twelve (12) days' leave of 

absence for illness or injury, exclusive of all days he is not required to render 

service to the District, with full pay for a school year of service. A certificated 

employee employed for less than five (5) school days a week and/or less than 

twelve months per year shall be entitled to a proportional amount of leave of 

absence for illness or injury; pay for any day of such absence shall be the same as 

the pay which would have been received had the employee served during the day. 

Credit for leave of absence need not be accrued prior to taking such leave by the 

employee and such leave of absence may be taken at any time during the school 

year. If such employee does not take the full amount of leave allowed in any 

school year under this provision, the amount not taken shall be accumulated from 

year to year. 

 

2. Any employee shall have the right to utilize sick leave provided for in this 

provision and the benefit provided by the provision of extended illness leave for 

absences necessitated by pregnancy, miscarriage, childbirth, and recovery 

therefrom. 

 

E. Extended Sick Leave (Education Code sections 44977 and 44978.1) 

 

1. During each school year, when a certificated employee has exhausted all available 

sick leave, including all accumulated sick leave, and continues to be absent from 
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his or her duties on account of illness or accident for an additional period of five 

school months, whether or not the absence arises out of or in the course of 

employment, the amount deducted from the salary due him or her for any of the 

additional five months in which the absence occurs shall not exceed the sum that 

is actually paid a substitute employee employed to fill his or her position during 

his or her absence or, if no substitute employee was employed, the amount that 

would have been paid to the substitute had he or she been employed. 

 

2. For purposes of this provision sick leave, including accumulated sick leave, and 

the five-month period shall run consecutively. An employee shall not be provided 

more than one five-month period per illness or accident. However, if a school year 

terminates before the five-month period is exhausted, the employee may take  

the balance of the five-month period in a subsequent school year. No other paid or 

partial paid illness or accident leave shall be granted by the District. 

 

3. When a certificated employee has exhausted all available sick leave, including 

accumulated sick leave, and continues to be absent on account of illness or 

accident for a period beyond the five-month period provided immediately above, 

and the certificated employee is not medically able to resume the duties of his or 

her position, the certificated employee shall no longer be employed by the District 

but shall be placed on a reemployment list for a period of 24 months if the 

employee is on probationary status, or for a period of 39 months if the employee 

is on permanent status. The 24-month or 39-month period shall commence at the 

expiration of the five-month period of partial paid sick leave. 

 

1. When the certificated employee is medically able, as determined by a physician 

selected or agreed to by the District, during the 24-month or 39-month period, the 

employee shall be returned to employment in a position for which he or she is 

credentialed and qualified. If the employee does not return to work during the 24-

month or 39-month period, the employee shall be taken off the reemployment list 

and shall lose all reemployment rights to the District. 

 

F. Pregnancy Leave (Education Code section 44965) 

 

1. A certificated employee shall have the right to utilize sick leave provided for in 

this Policy for her absences necessitated by her pregnancy, miscarriage, 

childbirth, and recovery therefrom. 

 

2. A certificated employee who is required to be absent from duty because she is 

pregnant or has miscarried or has given birth is entitled to an unpaid leave of 

absence. The length of absence, including the date on which the leave shall 

commence and the date on which the employee shall resume duties, shall be 

determined by the employee and the employee's physician. Disabilities caused or 

contributed to by pregnancies, miscarriages, childbirth, and recovery therefrom 

are, for all job-related purposes, temporary disabilities and shall be treated as such 

under any health or temporary disability insurance or sick leave plan. Leaves of 
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absence for disabilities caused or contributed to by pregnancy, miscarriage, or 

childbirth shall be paid leaves of absence to the same extent as leaves for illness, 

injury, or disabilities. 

 

G. Parental Leave (Education Code section 44977.5) 

 

1. During each school year, a certificated employee may use his or her sick leave for 

purposes of parental leave for a period of up to 12 workweeks.  

  

2. When an employee has exhausted all sick leave, including all accumulated sick 

leave, and continues to be absent from his or her duties on account of parental 

leave pursuant to Section 12945.2 of the Government Code, the amount deducted 

from the salary due him or her for any of the remaining portion of the 12-

workweek period in which the absence occurs shall not exceed the sum that is 

actually paid a substitute employee employed to fill his or her position during his 

or her absence or, if no substitute employee was employed, the amount that would 

have been paid to a substitute had he or she been employed.  

 

3. For purposes of this provision the 12-workweek period shall be reduced by any 

period of sick leave, including accumulated sick leave, taken during a period of 

parental leave.   

  

4. An employee shall not be provided more than one 12-week period for parental 

leave during any 12-month period.  

  

5. Parental leave taken pursuant to Education Code section 44977.5 shall run 

concurrently with parental leave taken pursuant to Government Code section 

12945.2 of the Government Code. The aggregate amount of parental leave taken 

pursuant to Education Code section 44977.5 and Government Code section 

12945.2 shall not exceed 12 workweeks in a 12-month period.  

  

6. For purposes of this provision, “parental leave” means leave for reason of the 

birth of a child of the employee, or the placement of a child with an employee in 

connection with the adoption or foster care of the child by the employee.  

 

7. Pursuant to Education Code section 44977.5, a certificated employee who has 

exhausted all available sick leave and continues to be absent from his or her duties 

on account of parental leave pursuant to Section 12945.2 of the Government 

Code, shall be compensated at no less than fifty (50) percent of his or her regular 

salary for the remaining portion of the 12-workweek period of parental leave.  

 

H. Reproductive Loss Leave (Government Code section 12945.6) 

 

1. Employees may take up to five days of leave from work after a reproductive loss 

event. Employees may take their leave days consecutively but are not required to 

do so.  
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2. For purposes of this policy, a reproductive loss event is defined to include all the 

reasons set forth in Government Code section 12945.6.  

  

3. An employee can take leave following their own reproductive loss event or that of 

another person provided that the employee would have been the parent of the 

child born or adopted. 

  

4. Reproductive loss leave must be completed within three months of the 

reproductive loss event. However, if an employee is on another type of leave 

during the reproductive loss event, they may take reproductive loss leave within 

three months of finishing the other form of leave. 

 

5. 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.  

 

6. Reproductive loss leave is unpaid. However, employees may use accumulated 

sick leave to be compensated during their reproductive loss leave. 

 

I. Industrial Accident And Illness Leave (Education Code section 44984) 

 

The District specifically limits its liability to the minimum requirements mandated by 

Education Code section 44984. 

 

1. Such leave shall not exceed sixty (60) working days in any one fiscal year for the 

same accident. 

 

2.         Allowable leave shall not accumulate from year to year. 

 

3.         Industrial accident or illness leave will commence on first day of absence. 

 

4. Payment for wages lost on any day shall not, when added to an award granted the 

employee under the workers' compensation laws of this State, exceed the normal 

wages for the day. 

 

5. Industrial accident leave will be reduced by one day for each day of authorized 

absence regardless of a compensation award made under workers' compensation. 

 

6. When an industrial accident or illness occurs at a time when the full sixty (60) 

days will overlap into the next fiscal year, the employee shall be entitled to only 

that amount remaining at the end of the fiscal year in which the injury or illness 

occurred, for the same illness or injury. 
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7. When entitlement to industrial accident or illness leave has been exhausted, 

entitlement to other statutory sick leave will then be used; but if an employee is 

receiving workers' compensation, the employee shall be entitled to use only so 

much of the accumulated or available sick leave, accumulated compensation time, 

vacation or other available leave which, when added to the workers' compensation 

award, provide for a full day's wage or salary. 

  

8. Follow up medical appointment required due to an industrial accident or illness 

must be scheduled outside of the employee’s regular work hours. If no alternative 

appointment time is available, the Superintendent or designee may grant an 

exception. When an exception is granted, the employee may use available 

Industrial Accident and Illness Leave for the authorized absence, which shall be 

reduced by one day for each absence as specified in Education Code Section 

44984. Alternatively, the employee may elect to use accrued sick leave provided 

in paragraph D. Authorized absences under this policy shall not exceed the time 

necessary for travel to and from, and attendance at, the medical appointment. 

 

J. Personal Necessity Leave (Education Code section 44981) 

 

1. A certificated employee may use accumulated sick leave in case of personal 

necessity up to a maximum of eight (8) days per school year. 

 

▪ Death or serious illness of a member of the employee's immediate family; 

 

▪ Accident involving the employee's person or property, or the person or 

property of a member of the employee's immediate family; 

 

▪ Religious observance; or 

 

▪ An emergency requiring prompt response, which response cannot 

reasonably be made by anyone other than the employee and cannot be 

made at any time other than during the employee's working hours. 

 

3. For purposes of this provision, "personal necessity" shall not include: 

 

▪ Pursuit of business, financial, or economic interests of the employee; 

 

▪ Vacation or other recreational pursuits; 

 

▪ Social events. 

 

4.  For purposes of this provision, "members of the immediate family" means the 

mother, father, grandmother, grandfather, or a grandchild of the employee or the 

spouse/domestic partner of an employee, and the spouse/domestic partner, son, 

son-in-law, daughter, daughter-in-law, brother, or sister of the employee, or any 

relative living in the immediate household of the employee. 
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5. A certificated employee may use three (3) days of accumulated sick leave each 

school year for the purpose of "personal business." For purposes of this provision, 

"personal business" does not include vacation, holidays or recreational pursuits. It 

does include important family events such as graduations and weddings. A teacher 

shall not take such personal business leave to be absent on a "critical" 

instructional day as determined by the Superintendent, to extend a holiday 

weekend, to be absent from inservice training, to be absent from an IEP meeting 

or conference, to be absent from any meeting scheduled by the Superintendent or 

to engage in any concerted activity against the District. The employee must give 

at least seventy-two (72) hours prior notice to the Superintendent and must clearly 

describe the specific purpose of the requested absence. The Superintendent must 

grant the personal business day unless to do so would violate this provision or 

cause harm to the educational program. 

 

6. Effective January 1, 2000, pursuant to Labor Code section 233, an employee may 

use no more than six (6) days in any calendar year of accumulated sick leave to 

attend to the illness of a child, parent, or spouse of the employee. All conditions 

and restrictions for use of sick leave by the employee shall apply. 

 

K. Bereavement Leave (Education Code section 44985, Government Code section 12945.7) 

 

1. The District will grant a request by an employee to take up to (5) five days of  

bereavement leave upon the death of a family member. For purposes of this 

policy, “family member” shall mean a spouse or a child, parent, sibling, 

grandparent, grandchild, domestic partner, son-in-law, daughter-in-law, parent-in-

law, or any relative living in the immediate household of the employee mother, 

father, grandmother, grandfather, or a grandchild of the employee or the 

spouse/domestic partner of an employee, and the spouse/domestic partner, son, 

son-in-law, daughter, daughter-in-law, brother, or sister of the employee, or any 

relative living in the immediate household of the employee. 

 

2. Each certificated employee is entitled to a paid leave of absence, not to exceed  

three (3) days, or five (5) days for in-state travel if travel one way exceeds 300 

miles, or five (5) days if out-of-state travel is required, on account of death of an 

employee's family member. No deduction shall be made from the salary of such 

employee nor shall such leave be deducted from other leaves.  

 

3. The remaining two (2) days of leave may be unpaid, except that an employee may  

use vacation, personal leave, accrued and available sick leave, or compensatory 

time off that is otherwise available to the employee.  

 

4. Bereavement leave is not required to be consecutive. However, it must be  

completed within three months of the date of the family member’s death.  

 

5. The District may request that an employee seeking bereavement leave provide  
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documentation to support the leave, which shall be provided within 30 days of the 

first day of the leave.    

 

6. The District shall maintain the confidentiality of any employee requesting leave 

under this section. Any documentation provided to the District shall be maintained 

as confidential and shall not be disclosed except to internal personnel or counsel, 

as necessary, or as required by law. 

 

L. Jury Duty Leave (Education Code section 44036) 

 

Each certificated employee shall be eligible for leave of absence when regularly called or 

jury duty in the manner provided for by law subject to the following provisions: 

 

1. Subject to the provisions below, the employee, while serving on jury duty, shall 

receive regular earnings from the District and shall transmit to the District all fees, 

exclusive of mileage received for jury service. 

 

2. As a matter of general policy, the District does not normally encourage employees 

to seek exemption from or postponement of jury duty; the District will cooperate 

with the employee in any appropriate manner. 

 

3. An employee on jury leave for one semester or less shall be entitled to return to 

the same assignment held at the time such leave commenced, unless such 

assignment had been discontinued, in which case the employee shall be entitled to 

a comparable position. An employee on jury leave for more than one semester 

shall be entitled to return to an assignment comparable to the assignment held at 

the time such leave commenced. In any case, the assignment of the employee 

upon return to work shall be comparable to that held at the time jury leave began. 

 

M. A teacher, with prior written permission from the Superintendent, may work a full day in 

the summer to prepare the teacher's classroom for the school year, and receive a 

compensatory day off during the school year in exchange to be selected by the teacher 

and mutually agreed to by the teacher and the Superintendent. This day off will not be 

scheduled so as to allow the teacher to be absent on a "critical" instructional day as 

determined by the Superintendent, to extend a holiday weekend, to be absent from 

inservice training, to be absent from an IEP meeting or conference, to be absent from any 

meeting scheduled by the Superintendent, or to engage in any concerted activity against 

the District. 

 

N. Special Leave  

 

The District may grant, within its sole discretion, leaves of absence for the following 

reasons: A special leave of absence with or without pay may be granted by the Board 

upon the recommendation of the Superintendent. A special leave may include a sabbatical 

leave, a child care leave, an illness leave or any other leave within the discretion of the 

Board. In the event a special leave is granted, the employee shall be required to provide 
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the Superintendent notice in writing of their intent to return to work. The Superintendent 

shall determine the deadline for this written notice, and any leave granted pursuant to this 

paragraph is contingent upon the employee agreeing to comply with this written notice 

requirement.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

Education Code sections 44978, 44977, 44978.1, 44965, 44984, 44981, 44985, 

44036, 44977.5 

Government Code sections 12945.6, 12945.7 

Labor Code section 233 

 

Date Policy Adopted By The Board: September 6, 1990 

 

Dates Policy Revised By The Board: February 9, 2000; January 13, 2005, December 11, 2008, 

May 6, 2010, March 10, 2016; June 22, 2017; June 22, 2018; July 11, 2019; August 3, 2023; 

November 19, 2024  
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RANCHO SANTA FE SCHOOL DISTRICT 

 

III. 

 

Board Policies Covering All Classified Employees 

Board Policy No. 4210: LEAVES OF ABSENCE 

 

A. The leaves herein are granted in compliance with the minimum requirements of the law. 

Unless the number of days of leave set forth in this Policy is greater than the minimums 

established by law, only the minimums established by law are granted. 

 

B. The leaves included under paragraph D through M are leaves that must be granted by the 

District as long as all express conditions are satisfied. The leaves under paragraph N are 

leaves that may be granted within the sole discretion of the District. 

 

C. Only the Superintendent has the authority of the District to approve verifications of 

leaves or make final decisions on leaves. The Superintendent may prepare and distribute 

leave forms as long as those forms do not violate the paragraphs of this Policy. The 

Superintendent may adopt verification procedures to implement the paragraphs of this 

Policy as long as those verification procedures do not violate the paragraphs of this 

Policy. 

 

D. Sick Leave (Education Code section 45191) 

 

1. Every classified employee on a full-time basis shall be entitled to twelve (12) 

days leave of absence for illness or injury. A classified employee employed for a 

full workweek, but less than a full fiscal year, is entitled to that proportion of 12 

days as the number of months he/she is employed bears to twelve (12). 

 

2. Sick leave for a part-time or regular hourly employee shall be on the basis of 

his/her daily hours prorated one (1) day per month of service. 

 

3. Credit for illness and injury need not be accrued prior to taking such leave by the 

employee and such leave may be taken at any time during the year. However, a 

new employee of the District shall not be eligible to take more than six (6) days or 

the proportionate number to which he/she may be entitled, until the first day of 

the calendar months after completion of six (6) months of service with the 

District. 

 

4. If the employee does not utilize the full amount of leave allowed in any year, the 

amount not taken shall be accumulated from year to year so long as he/she 

remains in the employment of the District. 

 

5. Employees shall be required to present a licensed California Physician's or 

Christian Science Practitioner's certificate verifying the personal illness or injury 
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and that the employee is released to full duty after five (5) consecutive working 

days of absence, or sooner if so determined by the Superintendent. 

 

E. Extended Sick Leave (Education Code section 45196) 

 

Each year classified employees shall be credited with a total of 100 working days of paid 

sick leave, including the days provided for under Paragraph D, above (Education Code 

Section 45191). Upon exhaustion of all accumulated sick leave, an employee who 

continues to be absent from his/her duties on account of illness or an accident shall 

receive extended sick leave pay at a rate of 50 percent of the employee’s regular salary. In 

order to qualify for extended sick leave, an employee must have exhausted all regular 

accumulated sick leave. The paid sick leave authorized under this Paragraph shall be 

exclusive of any other paid leave, holidays, vacation, or compensating time to which the 

employee may be entitled.   

 

Before an employee may be provided extended sick leave benefits, the Superintendent 

may require the employee to present a licensed California certificate verifying the 

personal illness or injury, the estimated duration of the absence, and the expected date of 

return. Upon the employee's return to work, the employee shall be required to present 

certification by one of the above and that the employee is released to full duty. 

 

F. Pregnancy Leave (Education Code section 45193) 

 

1. Employees are entitled to use sick leave for disabilities caused or contributed to 

by pregnancy, miscarriage, childbirth, or recovery therefrom. Such leave shall not 

be used for child care, child rearing, or preparation for child bearing, but shall be 

limited to those disabilities as set forth above. 

 

2. The length of such disability leave, including the date on which the leave shall 

commence and the date on which the duties are to be resumed, shall be 

determined by the employee and the employee's physician; however, the District 

may require a verification of the extent of disability through consultation with the 

employee's physician or through a physical examination of the employee by a 

physician appointed by the District. 

 

3. The date on which the employee shall resume duties shall be determined by the 

employee on leave and the employee's physician; however, the District may 

require a verification of the extent of disability through consultation with the 

employee's physician or through a physical examination of the employee by a 

physician appointed by the District as to the employee's ability to return to normal 

duty. 

 

4. The employee on leave for pregnancy disability shall be entitled to return to a 

position comparable to that held at the time the leave commences. 

 

Page 36



G. Parental Leave (Education Code section 45196.1) 

 

1. During each school year, a classified employee may use his or her sick leave for 

purposes of parental leave for a period of up to 12 workweeks.  

  

2. When an employee has exhausted all available sick leave, including all 

accumulated sick leave, and continues to be absent from his or her duties on 

account of parental leave pursuant to Section 12945.2 of the Government Code, 

the employee shall be compensated at a rate of 50 percent of the employee’s 

regular salary for the remaining portion of the 12-workweek period of parental 

leave.  

 

3. For purposes of this provision the 12-workweek period shall be reduced by any 

period of sick leave, including accumulated sick leave, taken during a period of 

parental leave.   

  

4. An employee shall not be provided more than one 12-week period for parental 

leave during any 12-month period.  

  

5. Parental leave taken pursuant to Education Code section 45196.1 shall run 

concurrently with parental leave taken pursuant to Government Code section 

12945.2 of the Government Code. The aggregate amount of parental leave taken 

pursuant to Education Code section 44977.5 and Government Code section 

12945.2 shall not exceed 12 workweeks in a 12-month period.  

  

6. For purposes of this provision, “parental leave” means leave for reason of the 

birth of a child of the employee, or the placement of a child with an employee in 

connection with the adoption or foster care of the child by the employee.  

 

H. Reproductive Loss Leave (Government Code section 12945.6) 

 

1. Employees may take up to five days of leave from work after a reproductive loss 

event. Employees may take their leave days consecutively but are not required to do 

so.   

 

2. For purposes of this policy, a reproductive loss event is defined to include all of the 

reasons set forth in Government Code section 12945.6. 

 

3. An employee may take leave following their own reproductive loss event or that of 

another person provided that the employee would have been the parent of the child 

born or adopted. 

 

4. Reproductive loss leave must be completed within three months of the reproductive 

loss event. However, if an employee is on another type of leave during the 

reproductive loss event, they may take reproductive loss leave within three months of 

finishing the other form of leave. 
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5. 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.  

  

6. Reproductive loss leave is unpaid. However, employees may use accumulated sick 

leave or vacation to be compensated during their reproductive loss leave. 

 

I. Industrial Accident And Illness Leave (Education Code section 45192) 

 

1. An employee shall be eligible for industrial accident and illness leave for personal 

illness or injury which has qualified for workers' compensation under the 

provisions of the State Compensation Insurance Fund. 

 

2. An employee who has sustained a job-related injury or illness shall report the 

same to his/her immediate supervisor on the appropriate District form within 

twenty-four (24) hours of the injury or illness. To qualify for industrial accident or 

illness leave, an employee shall be examined and treated, if necessary, by a 

physician designated by the District or the District's industrial accident insurance 

carrier. Whoever may be designated to treat the employee, if necessary, the 

District retains the right to have the employee thereafter examined by a physician 

designated by the District to assist in determining the length of time during which 

the employee will be temporarily unable to perform assigned duties and the 

degree to which a disability or illness is attributable to the injury and job. 

 

3. Industrial accident or illness leave shall be subject to the following limitations: 

 

a. Such leave shall not exceed sixty (60) days during which schools of the 

District are required to be in session or when the employee would otherwise 

have been performing work for the District in any one fiscal year for the same 

industrial accident or illness. 

 

b. Such leave shall not be accumulated from year to year. Such leave shall 

commence on the first day of authorized absence and shall be reduced by one 

(1) day for each day of authorized absence regardless of a temporary disability 

indemnity award. 

 

c. When such leave overlaps into the next fiscal year, the employee shall be 

entitled to only the amount of unused leave due for the same injury or illness. 

 

d. For any days of absence from duty as a result of the same industrial accident 

or illness, the employee shall endorse to the District any temporary disability 

indemnity checks received by him/her which could make the total 

compensation from both the District and such disability indemnity exceed 

100% of the amount the employee would have received as salary had there 
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been no industrial accident or illness. If the employee fails to endorse to the 

District any temporary disability indemnity checks received on account of the 

industrial accident or illness as provided herein, the District shall deduct from 

the employee's salary warrant the amount of such disability indemnity actually 

paid to and retained by the employee. 

 

e. Upon conclusion of such leave, an employee may utilize any available 

personal illness or injury leave providing that any personal illness or injury 

leave utilization, when combined with any temporary disability indemnity 

shall not exceed 100% of the amount the employee would have received as 

salary had there been no industrial accident or illness. 

 

4. Any employee shall be permitted to return to service following an industrial 

accident or illness only upon presentation of a release from the authorized 

worker's compensation physician certifying the employee's ability to return to 

his/her position without restrictions or detriment to the employee's physical and 

emotional well-being, and the health and safety of others. 

 

5. Follow up medical appointment required due to an industrial accident or illness 

must be scheduled outside of the employee’s regular work hours. If no alternative 

appointment time is available, the Superintendent or designee may grant an 

exception. When an exception is granted, the employee may use available 

Industrial Accident and Illness Leave for the authorized absence, which shall be 

reduced by one day for each absence as specified in Education Code Section 

45192. Alternatively, the employee may elect to use accrued sick leave provided 

in paragraph D. Authorized absences under this policy shall not exceed the time 

necessary for travel to and from, and attendance at, the medical appointment. 

 

6. When all available leaves of absence, paid or unpaid, have been exhausted and if 

the employee is not medically able to assume the duties of his/her position, he/she 

shall be placed on a re-employment list for a period of thirty-nine (39) months. 

When available, during the 39-month period, he/she shall be employed in a vacant 

position in the class of his/her previous assignment over all other available 

candidates except for a re-employment list established because of lack of work or 

lack of funds, in which case he/she shall be listed in accordance with appropriate 

seniority regulations. An employee who has been placed on a reemployment list, 

as provided herein, who has been medically released for return to duty and who 

fails to accept an appropriate assignment shall be dismissed for cause. 

 

J. Personal Necessity Leave (Education Code section 45207) 

 

1. An employee may use no more than seven (7) days of accumulated sick leave per 

school year in case of personal necessity. 

 

2. For purposes of this provision, "personal necessity" is defined as: 
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▪ Death or serious illness of a member of the employee's immediate family; 

▪ Accident involving the employee’s person or property, or the person or 

property of a member of the employee’s immediate family; 

▪ Religious observance; or 

▪ Attendance at birth of child during regular workday; or 

▪ An emergency requiring prompt response, which response cannot 

reasonably be made by anyone other than the employee and cannot be 

made at any time other than during the employee's working hours. 

 

3. For purposes of this provision, "personal necessity" shall not include: 

 

▪ Pursuit of business, financial, or economic interests of the employee; 

▪ Vacation or other recreational pursuits; or 

▪ Social events 

 

4. For purposes of this provision, “immediate family” shall mean the mother, father, 

grandmother, grandfather, or a grandchild of the employee or of the 

spouse/domestic partner of the employee, and the spouse/domestic partner, son, 

son-in-law, daughter, daughter-in-law, brother, or sister of the employee, or any 

relative living in the immediate household of the employee. 

 

5. Except in the case of an emergency, such as the death of a member of the 

employee's immediate family or an accident involving the employee's or his 

immediate family member's person or property, advance permission of leave 

pursuant hereto must be obtained from the Superintendent. 

 

6. Pursuant to Labor Code section 233, an employee may use no more than six (6) 

days in any calendar year of accumulated sick leave to attend to the illness of a 

child, parent, spouse, or domestic partner of the employee. All conditions and 

restrictions for use of sick leave by the employee shall apply. 

 

6. An employee may use three (3) days of accumulated sick leave each school year 

for the purpose of “personal business.” For purposes of this provision, “personal 

business” does not include vacation, holidays or recreational pursuits. It does 

include important family events such as graduations and weddings. An employee 

shall not take such personal business leave to be absent on a “critical” operational 

day as determined by the Superintendent, to extend a holiday weekend, to be 

absent from inservice training, or to be absent from any meeting scheduled by the 

Superintendent. An employee must submit a request for personal business leave at 

least seven (7) days in advance and must clearly describe the specific purpose of 

the requested absence. The decision to grant or deny the request is within the 

discretion of the Superintendent or designee.  
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K. Bereavement Leave (Education Code section 45194, Government Code section 12945.7) 

 

1. The District will grant a request by an employee to take up to (5) five days of 

bereavement leave upon the death of a family member. For purposes of this policy, 

“family member” shall mean a spouse or a child, parent, sibling, grandparent, 

grandchild, domestic partner, son-in-law, daughter-in-law, parent-in-law, or any 

relative living in the immediate household of the employee. the mother, father, 

grandmother, grandfather, or a grandchild of the employee or of the spouse/domestic 

partner of the employee, and the spouse/domestic partner, son, son-in-law, daughter, 

daughter-in-law, brother, or sister of the employee, or any relative living in the 

immediate household of the employee. 

 

2. An employee shall be eligible for a minimum of three (3) days of paid bereavement 

leave of absence, or five (5) days leave of absence if out-of-state travel is required, 

without loss of salary on account of the death of an employee’s family member. 

 

3. The remaining two (2) days of leave may be unpaid, except that an employee may use 

vacation, personal leave, accrued and available sick leave, or compensatory time off 

that is otherwise available to the employee. 

 

4. Bereavement leave is not required to be consecutive. However, it must be completed 

within three months of the date of the family member’s death.  

 

5. The District may request that an employee seeking bereavement leave provide 

documentation to support the leave, which shall be provided within 30 days of the 

first day of the leave.    

 

6. The District shall maintain the confidentiality of any employee requesting leave under 

this section. Any documentation provided to the District shall be maintained as 

confidential and shall not be disclosed except to internal personnel or counsel, as 

necessary, or as required by law. 

 

L. Jury Duty Leave (Education Code section 44036 and 44037) 

 

Employees shall be eligible for leave of absence when regularly called for jury duty in 

the manner provided for by law subject to the following provisions: 

 

1. Subject to the provisions below, the employee, while serving on jury duty, shall 

receive his/her regular earnings from the District and shall transmit to the District 

all fees, exclusive of mileage received from jury service. 

 

2. As a matter of general policy, the District does not normally encourage employees 

to seek exemption from or postponement of jury duty; the District will cooperate 

with the employee in any appropriate manner. Employees, who would otherwise 

be ineligible for paid leave under these provisions, who are denied an exemption 

or postponement after a good-faith application for same, shall be eligible for paid 
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leave for a period not to exceed the normal tour of jury service for the particular 

judicial jurisdiction. 

 

3. An employee on jury leave for one semester or less shall be entitled to return to 

the same assignment held at the time such leave commenced, unless such 

assignment had been discontinued, in which case the employee shall be entitled to 

a comparable position. An employee on jury leave for more than one semester 

shall be entitled to return to an assignment comparable to the assignment held at 

the time such leave commenced. In any case, the assignment of the employee 

upon return to work shall be comparable to that held at the time jury leave began. 

 

4. No more than one classified employee or two (2) percent of the classified staff, 

whichever is greater, shall be granted jury duty leave with pay at any one time. 

 

M. Additional Leave For Nonindustrial Accident Or Illness; Reemployment Preference 

(Education Code section 45195) 

 

1. A permanent employee of the classified service who has exhausted all entitlement 

to sick leave, vacation, compensatory overtime, or other available paid leave and 

who is absent because of nonindustrial accident or illness may be granted 

additional leave, paid or unpaid, not to exceed six months. The Board may renew 

the leave of absence, paid or unpaid, for two additional six-month periods or such 

lesser leave periods that it may provide but not to exceed a total of 18 months. 

 

2. An employee, upon ability to resume the duties of a position within the class to 

which he was assigned, may do so at any time during the leaves of absence 

granted under this Policy and time lost shall not be considered a break in service. 

He shall be restored to a position within the class to which he was assigned and, if 

at all possible, to his position with all the rights, benefits and burdens of a 

permanent employee. 

 

3. If at the conclusion of all leaves of absence, paid or unpaid, the employee is still 

unable to assume the duties of his position, he shall be placed on a reemployment 

list for a period of 39 months. 

 

4. At any time, during the prescribed 39 months, the employee is able to assume the 

duties of his position he shall be reemployed in the first vacancy in the 

classification of his previous assignment. His reemployment will take preference 

over all other applicants except for those laid off for lack of work or funds in 

which case he shall be ranked according to his proper seniority. Upon resumption 

of his duties, the break in service will be disregarded and he shall be fully restored 

as a permanent employee. 
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N. Special Leave.  

 

The District may grant, within its sole discretion and pursuant to any of its Policies, 

leaves of absence for the following reasons: A special leave of absence with or without 

pay may be granted by the Board upon the recommendation of the Superintendent. In the 

event a special leave is granted, the employee shall be required to provide the 

Superintendent notice in writing of their intent to return to work. The Superintendent 

shall determine the deadline for this written notice, and any leave granted pursuant to this 

paragraph is contingent upon the employee agreeing to comply with this written notice 

requirement. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

Education Code sections 45190, 45191, 45196, 45296.1, 45192, 45193, 45207, 45194, 44036, 

44037, and 45195 

Labor Code section 233 

Government Code sections 12945.6, 12945.7 

 

Date Policy Adopted By The Board: September 6, 1990 
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Dates Policy Revised By The Board: January 13, 2005; May 17, 2007; June 22, 2017; June 22, 

2018; July 11, 2019; October 14, 2022; August 3, 2023; November 19, 2024 

Date Policy Reviewed By The Board: December 11, 2008; July 11, 2019 
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RANCHO SANTA FE SCHOOL DISTRICT 

 

II. 

 

Board Policies Covering All Certificated Employees 

 

Board Policy No. 4108: HEALTH AND WELFARE BENEFITS 

 

A. Commencing on February 1, 2024, the District will contribute up to a maximum of 

$1,050.00 per month ($12,600/annually) per permanent or probationary certificated 

employee for current coverage for employee only under current health, vision, dental, and 

life insurance policies. The above maximum amount will be prorated for part-time 

permanent or probationary certificated employees in accordance with their work hours 

and work year. If an eligible employee chooses a plan for which the premium for 

employee only coverage is less than the District's maximum contribution, any savings 

may be used by the employee to pay part of the costs for vision, dental or spousal health 

coverage. 

 

B. If, in any month, the cost of the health care coverage in paragraph A exceeds the specific 

maximum contribution of the District, the amount of the excess will be deducted from the 

paychecks of employees. 

 

C. The amount of life insurance available to employees under paragraph A above shall be 

$100,000.00. 

 

D. A vision plan will be provided for eligible employees who choose to participate at their 

own cost which shall be paid for by payroll deduction. If an eligible employee chooses a 

health care plan that is less than the maximum contribution of the District, the employee 

to pay any part of the costs of a vision plan. 

 

E. Domestic Partners 

 

1. Commencing January 1, 2005, eligible employees may receive health (medical, 

dental and vision) benefits for their domestic partners, upon written request, 

subject to any legal restrictions, the terms of this Board Policy, and the policies of 

the District's health care providers and carriers. Eligible employees for purposes 

of this Board Policy are those regular employees who are currently eligible for 

health benefits under this Board Policy. 

 

2. The term “domestic partner” for purposes of this Board Policy shall have the 

same meaning as that definition in Family Code section 297. 

 

3. Domestic partners of eligible employees shall receive health benefits under this 

Board Policy only if all requirements set forth in Family Code section 297 are 

met, and the District receives a copy of the registered form of the Declaration of 

Domestic Partnership which has been returned to the domestic partners from the 
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California Secretary of State. (Family Code section 298.5). The District may 

require verification and/or evidence of compliance in addition to receipt of a copy 

of the registered form of the Declaration of Domestic Partnership. The burden of 

proof is on the eligible employee seeking health benefits for his or her domestic 

partner. 

 

G. Eligible employees who do obtain health benefits for their domestic partners pursuant to 

Board Policy shall immediately notify the District in writing whenever the domestic 

partnership is terminated. (Family Code section 299). 

 

H. It is the intent of the Board that this Board Policy be consistent with current law. Any part 

of this Board Policy which is not consistent with current law shall be void. Any changes 

in applicable law which impacts this Board Policy shall automatically modify this Board 

Policy to ensure consistency. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

Family Code sections 297, 298, 298.5, 299, 299.5, 299.6 

Government Code sections 22867, 22868, 22869, 22871, 22871.1, 22871.2, 22871.3, 22872, 

22873, 22874, 22875, 22876, 22877, 53200, 53201, 53202, 53206, 53205.1 

 

Date Policy Adopted By The Board: September 6, 1990 

Dates Policy Revised By The Board:  February 9, 2000; January 13, 2005; December 11, 2008, 

May 6, 2010, July 18, 2013; June 4, 2015, November 2, 2017, July 11, 2019, August 12, 2021, 

February 27, 2024  
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RANCHO SANTA FE SCHOOL DISTRICT 

 

III. 

 

Board Policies Covering All Classified Employees 

 

Board Policy No. 4208: HEALTH AND WELFARE BENEFITS 

 

A. Commencing on February 1, 2024, the District will contribute up to a maximum of 

$1,050.00 per month ($12,600/annually) per full-time permanent or probationary twelve 

month classified employee for current coverage for employee only under current health, 

vision, dental, and life insurance policies. The above maximum amount will be prorated 

for part-time twelve month employees in accordance with their work hours and work 

year. If an eligible employee chooses a plan for which the premium for employee only 

coverage is less than the District's maximum contribution, any savings may be used by 

the employee to pay part of the costs for vision, dental or spousal health coverage. 

 

B. Commencing on February 1, 2024, the District will contribute up to a maximum of 

$1,050.00 per month ($12,600/annually) per permanent or probationary ten and eleven 

month classified employee assigned to a work schedule of 75% or more for current 

coverage for employee only under current health, dental, and life insurance policies. Ten 

and eleven month classified employees who are assigned a work schedule of less than 

75% are not eligible for health and welfare benefits under this Board Policy. The above 

maximum amount will be prorated for eligible part-time ten and eleven month employees 

in accordance with their work hours and work year. If an eligible employee chooses a 

plan for which the premium for employee only coverage is less than the District's 

maximum contribution, any savings may be used by the employee to pay part of the costs 

for dental or spousal health coverage. 

 

C. If, in any month, the cost of the health care coverage in paragraph A and B exceeds the 

specific maximum contribution of the District, the amount of the excess will be deducted 

from the paychecks of employees by automatic payroll deduction. 

 

D. The amount of term life insurance made available to employees under paragraph A and B 

shall be $100,000.00. 

 

E. Eligible employees may purchase spousal health care coverage at their own cost and such 

premiums shall also be deducted by automatic payroll deduction. 

 

F. Domestic Partners 

 

1. Commencing January 1, 2005, eligible employees may receive health (medical, 

dental and vision) benefits for their domestic partners, upon written request, 

subject to any legal restrictions, the terms of this Board Policy, and the policies of 

the District's health care providers and carriers. Eligible employees for purposes 
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of this Board Policy are those regular employees who are currently eligible for 

health benefits under this Board Policy. 

 

2. The term "domestic partner" for purposes of this Board Policy shall have   the 

same meaning as that definition in Family Code section 297 

 

3. Domestic partners of eligible employees shall receive health benefits under this 

Board Policy only if all requirements set forth in Family Code section 297 are 

met, and the District receives a copy of the registered form of the Declaration of 

Domestic Partnership which has been returned to the domestic partners from the 

California Secretary of State (Family Code section 298.5). The District may 

require verification and/or evidence of compliance in addition to receipt of a copy 

of the registered form of the Declaration of Domestic Partnership. The burden of 

proof is on the eligible employee seeking health benefits for his or her domestic 

partner. 

 

H. Eligible employees who do obtain health benefits for their domestic partners pursuant to 

Board Policy shall immediately notify the District in writing whenever the domestic 

partnership is terminated (Family Code section 299). 

 

I. It is the intent of the Board that this Board Policy be consistent with current law. Any part 

of this Board Policy which is not consistent with current law shall be void. Any changes 

in applicable law which impacts this Board Policy shall automatically modify this Board 

Policy to ensure consistency. 

 

 

 

 

 

Legal Reference: 

Education Code section 45103 

Family Code sections 297, 298, 298.5, 299, 299.5, 299.6 

Government Code sections 22867, 22868, 22869, 22871, 22871.1, 22871.2, 22871.3, 22872, 

22873, 22874, 22875, 22876, 22877, 53200, 53201, 53202, 53206, 53205.1 

 

Date Policy Adopted By The Board: September 6, 1990 

Dates Policy Revised By The Board: February 9, 2000; January 13, 2005; December 11, 2008, 

May 6, 2010, July 18, 2013; June 4, 2015, November 2, 2017, July 11, 2019, August 12, 2021, 

February 27, 2024   

 

Page 48



RANCHO SANTA FE SCHOOL DISTRICT 

 

III. 

 

Board Policies Covering All Certificated Employees 

 

Board Policy No. 4109: OVERPAYMENT OF WAGES 

 

A. Purpose: 

 

It is the policy of the District that the following procedures shall be used when the 

District determines that an overpayment of wages has occurred. The purpose of this 

policy is to comply with the legal requirements applicable to the recoupment of any 

overpayment of wages and it shall be interpreted consistent with that intent.   

 

B. Notification of Overpayment of Wages:  

 

In the event of any overpayment of wages, the employee or the District shall notify the 

other as soon as practicable.  

 

C. Procedures for Recoupment of Overpayment of Wages: 

 

1. Upon determining that an overpayment of wages has occurred, the District shall 

notify the employee in writing of the overpayment, afford the employee an 

opportunity to respond before commencing recoupment actions, inform the employee 

of their rights under the law, and shall follow the applicable procedures for 

recoupment as set forth in Education Code Section 44042.5. 

  

2. If the employee agrees that the District overpaid them in the claimed amount, 

reimbursement shall be made to the District through one of the following methods 

mutually agreed to by the employee and the District: 

 

a. Cash payment or cash installment payments. 

 

b. Installment payments through payroll deduction covering at least the same 

number of pay periods in which the error occurred. 

 

c. The adjustment of appropriate leave credits or compensating time off, provided 

that the overpayment involves the accrual or crediting of leave credits such as 

vacation, annual leave, holiday leave, or compensating time off. Any errors in 

sick leave balances shall only be adjusted with sick leave credits. 

 

3. Absent mutual agreement on a method of reimbursement, within 30 days of the 

District verifying the overpayment amount, the District shall proceed with 

recoupment pursuant to Paragraph C.3.b.  
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4. If the employee disputes the existence or amount of an overpayment, the District shall 

first initiate a legal action and obtain a court validating the overpayment amount 

before it may recover the overpayment amount. 

 

5. An employee who is separated from employment before full repayment of the 

overpayment amount owed shall have an amount sufficient to provide full repayment 

withheld from any money owed to the employee upon separation, provided that the 

state minimum wage is still paid to the employee. If the amount of money owed to the 

employee upon separation is insufficient to provide full reimbursement to the District, 

the District shall have the right to exercise any and all other legal means to recover 

the additional amount owed. 

 

6. A legal action shall not be taken by District pursuant to policy to recover an 

overpayment unless the action is initiated within three years from the date of 

overpayment. If an overpayment involves leave credits, the date of overpayment is 

the date that the school employee receives compensation in exchange for leave 

erroneously credited to the employee. For purposes of this section, leave hours are 

considered exchanged for compensation in the order they were credited. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

Education Code section 44042.5 

 

Date Policy Adopted By The Board:  
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RANCHO SANTA FE SCHOOL DISTRICT 

 

III. 

 

Board Policies Covering All Classified Employees 

 

Board Policy No. 4206: SALARY CHECKS AND DEDUCTIONS 

 

A. Paychecks: 

 

Regular paychecks of employees shall be itemized to include: regular pay, other pay, 

gross pay, federal withholding tax, social security deduction, retirement deduction, and 

other miscellaneous deductions, including any health and welfare deductions. 

 

B. Payroll Errors: 

 

Whenever it is determined that an error has been made in the calculation or reporting in 

any classified employee payroll or in the payment of any classified employee's salary, the 

District shall, within five (5) workdays following such determination, provide the 

employee pursuant to Education Code section 45167 with a statement of the correction 

and a supplemental payment drawn against any available funds. 

 

C. Over-Payment Of Pay And Allowances: 

 

1.         In the event of any over-payment of pay and allowances, the employee or the 

District shall notify the other as soon as practicable. 

 

2. In the event that the District learns of an overpayment, no deduction shall be 

made from any paycheck unless the employee is first notified about the specific 

reasons for the overpayment and the employee is given a reasonable opportunity 

to meet with a District representative to discuss the matter, present evidence in 

opposition to the finding of overpayment, and discuss a repayment schedule. 

 

3. Under no circumstances shall a deduction be made from any one paycheck that is 

greater than twenty-five percent (25%) of the employee's gross pay in a pay 

period. The sole exception to this rule shall be where an individual is no longer an 

employee of the District. 

 

C. Overpayment Of Wages: 

 

1. In the event of any overpayment of wages, the employee or the District shall notify 

the other as soon as practicable.  

  

2. Upon determining that an overpayment of wages has occurred, the District shall 

notify the employee in writing of the overpayment, afford the employee an 

opportunity to respond before commencing recoupment actions, inform the employee 
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of their rights under the law, and shall follow the applicable procedures for 

recoupment as set forth in Education Code Section 44042.5. 

  

3. If the employee agrees that the District overpaid them in the claimed amount, 

reimbursement shall be made to the District through one of the following methods 

mutually agreed to by the employee and the District: 

 

a. Cash payment or cash installment payments. 

 

b. Installment payments through payroll deduction covering at least the same 

number of pay periods in which the error occurred. 

 

c. The adjustment of appropriate leave credits or compensating time off, provided 

that the overpayment involves the accrual or crediting of leave credits such as 

vacation, annual leave, holiday leave, or compensating time off. Any errors in 

sick leave balances shall only be adjusted with sick leave credits. 

 

4. Absent mutual agreement on a method of reimbursement, within 30 days of the 

District verifying the overpayment amount, the District shall proceed with 

recoupment pursuant to Paragraph C.3.b.  

  

5. If the employee disputes the existence or amount of an overpayment, the District shall 

first initiate a legal action and obtain a court validating the overpayment amount 

before it may recover the overpayment amount. 

 

6. An employee who is separated from employment before full repayment of the 

overpayment amount owed shall have an amount sufficient to provide full repayment 

withheld from any money owed to the employee upon separation, provided that the 

state minimum wage is still paid to the employee. If the amount of money owed to the 

employee upon separation is insufficient to provide full reimbursement to the District, 

the District shall have the right to exercise any and all other legal means to recover 

the additional amount owed. 

 

7. A legal action shall not be taken by District pursuant to policy to recover an 

overpayment unless the action is initiated within three years from the date of 

overpayment. If an overpayment involves leave credits, the date of overpayment is 

the date that the school employee receives compensation in exchange for leave 

erroneously credited to the employee. For purposes of this section, leave hours are 

considered exchanged for compensation in the order they were credited. 

 

D. Payroll Adjustments: 

 

Any payroll adjustment due an employee including, but not limited to, vacation pay, 

working out of class, overtime, additional regular pay, or approved other reasons, shall be 

paid by regular payroll check following the payroll adjustment. The District will make 
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every effort to ensure the adjustment is included in the regular payroll immediately 

following the circumstances requiring payroll adjustment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal Reference: 

Education Code sections 44042.5, 45167 

 

Date Policy Adopted By The Board: September 6, 1990 

Dates Policy Reviewed By The Board: January 13, 2005; May 17, 2007; December 11, 2008 
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RANCHO SANTA FE SCHOOL DISTRICT 

 

Board Policy 6037: ANIMALS ON CAMPUS  

 

A. Purpose and Scope 

 

The purpose of this policy is to establish the rules for bringing animals onto District 

property. These rules are designed to ensure the health, safety, and well-being of students, 

staff, and the animals involved, and to ensure compliance with the legal requirements for 

the use of service animals by individuals with disabilities.  

  

B. Employee Use of Classroom Pets for Instructional Purposes 

 

1. The Superintendent or designee may authorize an employee to bring an animal to 

school as a classroom pet for instructional purposes.  

  

2. A request for a classroom pet shall be submitted in writing using a form prescribed by 

the District at least two (2) weeks in advance. The request shall include the following: 

(a) a description of the instructional purpose of the classroom pet; (b) certification 

and proof of current vaccination status of the animal; and (c) an agreement to defend 

and indemnify the District against any claim or loss caused by the animal being on 

campus.  

  

3. The Superintendent or designee’s decision to grant or deny a request will be based 

upon an assessment of the instructional value of the classroom pet, the 

appropriateness of the species for the students’ age and maturity, and any potential 

disruption and/or risks involved. In all cases the Superintendent or designee’s 

decision shall be final. Any grant of permission shall be subject to revocation at any 

time within the discretion of the Superintendent.   

 

4. Upon grant of permission, written notification shall be provided to all 

parents/guardians of students in the affected class, asking them to verify whether their 

child has any known allergies, asthma, or other health condition that may be 

aggravated by the animal's presence. When a parent/guardian has provided 

notification that his/her child has an allergy, asthma, or other health condition that 

may be aggravated by the animal, the District shall take appropriate measures to 

protect the student from exposure to the animal.  

 

5. All animals brought to school shall be adequately fed, effectively controlled, 

humanely treated, and properly housed in cages or containers suitable for the species. 

The employee shall ensure that cages and containers are cleaned regularly and that 

waste materials are removed and disposed of in an appropriate manner.  

 

6. The employee shall ensure that students receive instructions regarding the proper 

handling of and personal hygiene around animals. Except for service animals, as 

provided in paragraph E, all animals are prohibited on school transportation services.   
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C. Student Use of Animal for Classroom Visit 

 

With prior approval of the Principal, a teacher may authorize a student to bring an animal 

to campus for a brief, educationally related classroom visit.    

 

D. Facility Dogs 

 

The Superintendent may authorize the use of a facility dog on campus for the purpose of 

providing physical, social, and emotional benefits to students. A facility dog may only be 

authorized for use by an employee who possesses a Pupil Personnel Services credential 

and who is designated as the certified handler of the dog. Only one facility dog is 

permitted on campus at any given time.  

 

E. Use of Service Animal by Individuals with Disabilities 

 

1. The District allows service animals that assist individuals with disabilities consistent 

with Americans with Disabilities Act (ADA) regulations and California Civil Code 

sections 51.1 and 54.2.  A “service animal” is defined as “any dog that is individually 

trained to do work or perform tasks for the benefit of an individual with a disability, 

including physical, sensory, psychiatric, intellectual, or other mental disability.  Other 

species of animals, whether wild or domestic, trained or untrained, are not service 

animals for the purposes of this definition.” 

 

2. The work or tasks performed by a service animal must be directly related to the 

individual's disability. Examples of work or tasks include, but are not limited to, 

assisting individuals who are blind or have low vision with navigation and other 

tasks, alerting individuals who are deaf or hard of hearing to the presence of people or 

sounds, providing non-violent protection or rescue work, pulling a wheelchair, 

assisting an individual during a seizure, alerting individuals to the presence of 

allergens, retrieving items such as medicine or the telephone, providing physical 

support and assistance with balance and stability to individuals with mobility 

disabilities, and helping persons with psychiatric and neurological disabilities by 

preventing or interrupting impulsive or destructive behaviors.  

 

3. Individuals with disabilities may be accompanied on District property by service 

animals, including specially trained guide dogs, signal dogs, or service dogs.  

 

4. If an individual is allergic to the service dog, the dog’s handler will keep the dog 

away from the person with allergies by having them in different rooms.  The use of an 

air purifier will also be implemented to reduce allergens in the room.  Allergies 

cannot be used to exclude the use of a service dog on campus. 

 

5. The provision of emotional support, well-being, comfort, or companionship do not 

constitute work or tasks for the purposes of the definition of service animal.  Therapy, 

emotional support, or companion animals are not service animals, and therefore, are 
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not permitted on District property or to accompany students or staff during the 

instructional school day. 

 

6. The Superintendent or designee may ask any individual with a disability to remove 

their service animal from school premises or transportation if the animal is out of 

control and the individual does not take effective action to control it or the animal is 

not housebroken. When an individual's service animal is excluded, they shall be given 

an opportunity to participate in the service, program, or activity without having the 

service animal present.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Legal References: 

 

State: 

Education Code section 39839 

California Civil Code section 51.1, 54.2  

California Code of Regulations Title 13 section 1216 

 

Federal:  

The Americans with Disabilities Act, 42 U.S.C. section 12101 et seq., 

Title 28 of the Code of Federal Regulation  

 

 

Date Policy Adopted By The Board: 
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RANCHO SANTA FE SCHOOL DISTRICT 

 

Board Bylaw No. 9011: CONFLICT OF INTEREST AND DISCLOSURE CODE 

 

A. Unlawful Financial Interests In Contracts With The District 

 

The Board acknowledges that Government Code sections 1090-1097 covering unlawful 

financial interests in contracts with the District apply to Board members and employees. It 

shall be the policy of the District that these laws be complied with. Government Code 

section 1098 shall apply to any public officer or employee who willfully and knowingly 

discloses for pecuniary gain, to any other person, confidential information acquired by him 

or her in the course of his or her official duties, or uses any such information for the purpose 

of pecuniary gain. 

 

B. Unlawful Incompatible Activities 

 

The Board acknowledges that Government Code sections 1125-1129 covering unlawful 

incompatible activities apply to Board members and employees. It shall be the policy of 

the District that these laws are complied with. 

 

The Board may determine at any time whether any outside activity is incompatible as long 

as such determination is consistent with Government Code sections 1125-1129. 

 

The Board shall give written notice to any Board member or employee who is engaging in 

any incompatible activity that such activity has been determined by the Board to be 

prohibited. The Board member or employee has the right to appeal such determination to 

the Board, but such appeal must be filed in writing within twenty (20) days of receipt of 

the determination. Any appeal must state the specific grounds for the appeal and must be 

supported by proper evidence. 

 

No Board member or employee shall be disciplined for engaging in any unlawful 

incompatible activity without prior written notice that such activity has been determined to 

be prohibited, and without prior written notice that discipline is proposed. 

 

C. Conflict Of Interest Code Required By Government Code Section 87300 

 

Adoption 

 

In compliance with the Political Reform Act of 1974, Government Code sections 81000 et 

seq., the Board hereby adopts this Conflict of Interest Code pursuant to and required by 

Government Code section 87300, which shall apply to all Board members and designated 

employees of the District. It is the intent of this Conflict of Interest Code to ensure full 

compliance with all applicable law. 

 

The District's Conflict of Interest Code shall comprise and incorporate by reference the 

terms of Government Code section 87300 and the terms of California Code of Regulations, 
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Title 2, section 18730 and any amendments thereto adopted by the Fair Political Practices 

Commission, together with the attachments hereto to this Bylaw specifying designated 

positions and the specific types of disclosure statements required for each position. 

 

Designated Employees 

 

Employees of the District and Board members who hold positions which involve the 

making, or participation in the making, of decisions which may have a foreseeable material 

effect on any financial interest, shall be designated employees. All persons who hold the 

positions specifically enumerated in Exhibit "A" are designated employees. 

 

Disclosure Statement Filing 

 

1. Each designated employee and Board member shall file annual Statements of 

Economic Interests directly with the District in the manner prescribed in this Code and 

by the County Clerk, disclosing reportable interests in real property, investments in and 

business positions with business entities, and income which might foreseeably be 

affected materially by the operations of the District. It has been determined that it is 

foreseeable that the types of investments, interests in real property, and income listed 

in the disclosure categories in Exhibit "B" may be affected materially by decisions 

made or participated in by the designated employee by virtue of his/her position. Such 

interests are reportable if held by the designated employee. Upon receipt of the 

statements, the District shall make and retain copies and forward the originals to the 

County of San Diego Clerk of the Board of Supervisors.  

 

2. Annual statements shall be filed on or before April 1 disclosing investments, business 

positions, interests in real property and income held or received in the period since the 

closing date of the employee's previously filed statement and December 31st. 

 

3. Leaving office statements shall be filed by every person who leaves a designated 

position specified in Exhibit "A" within thirty (30) days after leaving the position, 

disclosing his/her reportable investments, business positions, interests in real property, 

and income during the period since the closing date of the previous statement filed and 

the date of termination. The statement shall include any investments in and position in 

business entities, interests in real property, and income held or received at any time 

during the period covered by the statement, whether or not they are still held at the time 

of filing. If an investment or an interest in real property was partially or wholly acquired 

or disposed of during the period covered by the statement, the statement shall contain 

the date of acquisition or disposal. 

 

4. Board members and the Superintendent shall file initial statements thirty (30) days 

before assuming office. All other employees appointed, promoted or transferred to 

designated positions shall file initial statements within thirty (30) days after the date of 

assuming the position. 
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5. The Superintendent is the designated filing officer regarding the filing of Statements of 

Economic Interest. 

 

Disclosure Statement Contents 

 

Disclosure statements shall be made on forms supplied by the County Clerk. 

 

1. Contents of Investment and Interest in Real Property Reports (Government Code 

section 87206): 

 

When an investment or interest in real property is required to be disclosed, the 

statement shall contain the following: 

 

a. A statement of the nature of the investment or interest 

 

b. The name of the business entity in which each investment is held and general 

description of the business activity. 

 

c. The address or other precise location of the real property. 

 

d. A statement of whether the fair market value of the investment or interest in real 

property exceeds Two Thousand Dollars ($2,000) but does not exceed Ten 

Thousand Dollars ($10,000), whether it exceeds Ten Thousand Dollars ($10,000) 

but does not exceed One Hundred Thousand Dollars ($100,000), or whether it 

exceeds One Hundred Thousand Dollars ($100,000) but does not exceed one 

million dollars ($ 1,000,000) or whether it exceeds one million dollars ($1,000,000. 

 

e. In the case of an investment which constitutes fifty percent (50%) or more of the 

ownership interest in a business entity, disclosure of the investments and interests 

in real property of the business entity.  

 

f. If the property or investment was partially or wholly acquired or disposed of during 

the period covered by the statement, the date of acquisition or disposal. Information 

need not be provided with respect to an interest in real property which is used 

principally as the residence of the filer or any other property used exclusively as 

the personal residence of the filer. 

 

2. Contents Of Income Reports (Government Code section 87207): 

 

a. When income is required to be reported under this Code, the statement shall contain 

the following: 

 

▪ The name and address of each source of income aggregating Five Hundred Dollars 

($500) or more in value, or Fifty Dollars ($50) or more in value if the income was 

a gift, and a general description of the business activity, if any, of each source. 
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▪ A statement whether the aggregate value of income from each source, or in the case 

of a loan, the highest amount owed to each source, was at least Five Hundred 

Dollars ($500) but did not exceed One Thousand Dollars ($1,000), whether it was 

in excess of One Thousand Dollars ($1,000), but was not greater than Ten Thousand 

Dollars ($10,000), or whether it was greater than Ten Thousand Dollars ($10,000) 

but not greater than One Hundred Thousand Dollars ($100,000). 

 

▪ A description of the consideration, if any, for which the income was received. 

 

▪ In the case of a gift, the name, address and business activity of the donor and any 

intermediary through which the gift was made; a description of the gift; the amount 

or value of the gift; and the date on which the gift was received, the name and 

address of the donor and the amount, and a description of the gift. 

 

▪ In the case of a loan, the annual interest rate and the security, if any, given for the 

loan and the term of the loan. 

 

▪ When income of a business entity, including income of a sole proprietorship, is 

required to be reported, the statement shall contain: 

 

 
o The name, address, and a general description of the business activity of the 

business entity. 

 
o In the case of a business entity which provides legal or brokerage services, the 

name of every person who paid fees to the business entity, if the filer's pro rata 

share of fees from such person was greater than One Thousand Dollars 

($1,000). 

 
o In the case of a business entity not covered by the above sub-paragraph, the 

name of every person from whom the business entity received payments if the 

filer's pro rata share of gross receipts from such person was equal to or greater 

than Ten Thousand Dollars ($10,000) during the calendar year. 

 

D. Disqualification 

 

Designated employees must disqualify themselves pursuant to applicable law from making 

or participating in the making of any decision which will foreseeably have a material 

financial effect, distinguishable from its effect on the public generally, on any reportable 

financial interest of that employee except as allowable by law. 

 

E. Manner of Disqualification 

 

A designated employee required to disqualify him/herself shall notify his/her immediate 

superior in writing. This notice shall be forwarded to the Superintendent who shall record 
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the employee's disqualification. Upon receipt of such statement, the supervisor shall 

immediately reassign the matter to another employee. 

 

In the case of a member of the Board, notice shall be given immediately prior to the 

consideration of the matter at the meeting during which consideration of the decision takes 

place of the conflict of interest or potential conflict of interest in detail sufficient to be 

understood by the public, except that disclosure of the exact street address of a residence 

is not required. Such disclosure shall be made part of the official record of the Board. The 

member shall then refrain from discussion and voting on the matter or otherwise 

participating in any way and shall attempt in no way to use his/her official position to 

influence any other person with respect to the matter. The Board member must leave the 

room until after the discussion, vote, and any other disposition of the matter is concluded, 

unless the matter has been placed on the portion of the agenda reserved for uncontested 

matters. The Board member may, however, speak on the issue only during the time that the 

general public speaks on the issue. 

 

F. Honoraria 

 

Board members and designated employees shall not accept any honorarium, which is 

defined as any payment made in consideration for any speech given, article published, or 

attendance at any public or private gathering, in accordance with law. (Government Code 

sections 89501 and 89502.) 

 

The term honorarium does not include:  

 

1. Earned income for personal services customarily provided in connection with a bona 

fide business, trade, or profession unless the sole or predominant activity of the 

business, trade, or profession is making speeches. 

 

2. Any honorarium which is not used and, within 30 days after receipt, is either returned 

to the donor or delivered to the district for donation into the general fund without being 

claimed as a deduction from income for tax purposes. (Government Code section 

89501.) 

 

G. Gifts 

 

Board members and designated employees may accept gifts only under the conditions and 

limitations specified in Government Code section 89503 and California Code of 

Regulations, Title 2, CCR section 18730.  The limitation on gifts does not apply to wedding 

gifts and gifts exchanged between individuals on birthdays, holidays, and other similar 

occasions, provided that the gifts exchanged are not substantially disproportionate in value.  

Gifts of travel and related lodging and subsistence shall be subject to the current gift 

limitation except as described in Government Code section 89506. A gift of travel does not 

include travel provided by the District for Board members and designated employees.  

 

H. Training 

Page 61



 

 

Each Board member shall complete ethics training in accordance with Government Code 

53234-53235.2 by January 1, 2026, and at least once every two years thereafter. 

 

 

 

 

Legal Reference:  

 

Government Code sections 1090-1098, 1125-1129, 53234-53235.2, 81000 et seq., 87300, 89502, 

89503 

Title 2 C.C.R. section 18700 et seq. 

 

Date Bylaw Adopted By The Board: September 6, 1990 

Dates Bylaw Revised By The Board: February 9, 2000; August 18, 2004; June 5, 2008; March 1, 

2012; October 4, 2018; September 24, 2024   
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EXHIBIT A 

 

DESIGNATED POSITIONS 

 

A. Persons occupying the following positions are designated employees and must disclose 

financial interests in all categories defined in Exhibit B: 

 

Members of the Board 

Superintendent 

Consultants as required by applicable law - Title 2, CCR section 18700 

 

B. Persons occupying the following positions are designated employees and must disclose 

financial interests defined in categories 2 and 3 of Exhibit B. 

 

Assistant Superintendent 

Principals 

Chief Business Officer 

Director of Maintenance and Operations  

Director of Special Education  

Director of Technology  
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EXHIBIT B 

 

DISCLOSURE CATEGORIES 

 

(Not Intended To Conflict With Applicable Law) 

 

Category 1 

 

a. Interests in real property which is located in whole or in part either (1) within the 

boundaries of the District, or (2) within two miles of the boundaries of the District, 

including any leasehold, beneficial or ownership interest or option to acquire such 

interest in real property. 

 

b. Investments in or income from business entities which are contractors or sub-contractors 

which are or have been within the previous two year period engaged in the performance 

of building construction or design of the type utilized by the District. 

 

c. Investments in or income from persons or business entities engaged in the acquisition or 

disposal of real property within the jurisdiction. 

 

Category 2 

 

Investments in or income from business entities which manufacture or sell supplies, 

books, machinery, or equipment of the type used by or purchased by the District. 

Investments include interests described in Category 1. 

 

Category 3 

 

Investments in or income from business entities which are contractors or sub-contractors 

engaged in the performance of work or services of the type used by or purchased by the 

District. Investments include interests described in Category 1. 
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10 MONTH EMPLOYEES Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8-10 Step 11-13 Step 14-16 Step 17-19 Step 20+
Grade Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8-10 Year 11-13 Year 14-16 Year 17-19 Year 20+

001 Paraprofessional I Hourly $19.97 $20.67 $21.40 $22.15 $22.92 $23.72 $24.55 $25.41 $26.30 $27.22 $28.18 $29.16
Annual $41,545.72 $42,999.82 $44,504.80 $46,062.48 $47,674.67 $49,343.28 $51,070.30 $52,857.76 $54,707.77 $56,622.54 $58,604.33 $60,655.49
Monthly $3,462.14 $3,583.32 $3,708.73 $3,838.54 $3,972.89 $4,111.94 $4,255.86 $4,404.81 $4,558.98 $4,718.55 $4,883.69 $5,054.62

005 Special Education Aide I Hourly $22.26 $23.04 $23.84 $24.68 $25.54 $26.44 $27.36 $28.32 $29.31 $30.34 $31.40 $32.50
Annual $46,298.17 $47,918.62 $49,595.77 $51,331.62 $53,128.22 $54,987.71 $56,912.29 $58,904.21 $60,965.86 $63,099.66 $65,308.15 $67,593.94
Monthly $3,858.18 $3,993.22 $4,132.98 $4,277.63 $4,427.35 $4,582.31 $4,742.69 $4,908.68 $5,080.49 $5,258.30 $5,442.35 $5,632.83

006 Special Education Aide II Hourly $24.04 $24.88 $25.75 $26.66 $27.59 $28.55 $29.55 $30.59 $31.66 $32.77 $33.91 $35.10
Annual $50,008.17 $51,758.45 $53,570.00 $55,444.95 $57,385.52 $59,394.01 $61,472.80 $63,624.35 $65,851.20 $68,155.99 $70,541.46 $73,010.40
Monthly $4,167.35 $4,313.20 $4,464.17 $4,620.41 $4,782.13 $4,949.50 $5,122.73 $5,302.03 $5,487.60 $5,679.67 $5,878.45 $6,084.20

010 Nurse Hourly $34.16 $35.36 $36.60 $37.88 $39.20 $40.57 $41.99 $43.46 $44.99 $46.56 $48.19 $49.88
Annual $71,058.62 $73,545.67 $76,119.76 $78,783.96 $81,541.39 $84,395.35 $87,349.18 $90,406.40 $93,570.63 $96,845.60 $100,235.19 $103,743.42
Monthly $5,921.55 $6,128.81 $6,343.31 $6,565.33 $6,795.12 $7,032.95 $7,279.10 $7,533.87 $7,797.55 $8,070.47 $8,352.93 $8,645.29

013 Library Media Technician Hourly $26.13 $27.04 $27.99 $28.97 $29.98 $31.03 $32.12 $33.24 $34.40 $35.61 $36.85 $38.14
Annual $54,360.30 $56,244.88 $58,213.45 $60,250.93 $62,359.71 $64,542.30 $66,801.28 $69,139.32 $71,559.20 $74,063.77 $76,656.01 $79,338.97
Monthly $4,530.03 $4,687.07 $4,851.12 $5,020.91 $5,196.64 $5,378.52 $5,566.77 $5,761.61 $5,963.27 $6,171.98 $6,388.00 $6,611.58

015 Athletic Assistant Hourly $25.21 $26.10 $27.01 $27.95 $28.93 $29.95 $30.99 $32.08 $33.20 $34.36 $35.57 $36.81
Annual $52,444.32 $54,279.87 $56,179.65 $58,145.95 $60,181.06 $62,287.39 $64,467.45 $66,723.81 $69,059.14 $71,476.21 $73,977.88 $76,567.11
Monthly $4,370.36 $4,523.32 $4,681.64 $4,845.50 $5,015.09 $5,190.62 $5,372.29 $5,560.32 $5,754.93 $5,956.35 $6,164.82 $6,380.59

016 Occupational Therapist Hourly $59.99 $62.09 $64.26 $66.51 $68.84 $71.25 $73.74 $76.32 $78.99 $81.76 $84.62 $87.58
Annual $124,774.07 $129,141.17 $133,661.10 $138,339.25 $143,181.11 $148,192.46 $153,379.19 $158,747.46 $164,303.63 $170,054.26 $176,006.16 $182,166.37
Monthly $10,397.84 $10,761.76 $11,138.43 $11,528.27 $11,931.76 $12,349.37 $12,781.60 $13,228.95 $13,691.97 $14,171.19 $14,667.18 $15,180.53

11 MONTH EMPLOYEES Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11-13 Step 14-16 Step 17-19 Step 20+
Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8 Year 9 Year 10 Year 11-13 Year 14-16 Year 17-19 Year 20+

020 Attendance Clerk/ Hourly $32.98 $34.13 $35.33 $36.57 $37.85 $39.17 $40.54 $41.96 $43.43 $44.95 $46.52 $48.15 $49.84 $51.58
Receptionist Annual $68,599.15 $71,000.12 $73,485.13 $76,057.11 $78,719.11 $81,474.28 $84,325.87 $87,277.28 $90,331.99 $93,493.61 $96,765.89 $100,152.69 $103,658.03 $107,286.06

Monthly $5,716.60 $5,916.68 $6,123.76 $6,338.09 $6,559.93 $6,789.52 $7,027.16 $7,273.11 $7,527.67 $7,791.13 $8,063.82 $8,346.06 $8,638.17 $8,940.51
022 Office Assistant Hourly $23.72 $24.55 $25.41 $26.30 $27.22 $28.17 $29.16 $30.18 $31.23 $32.33 $33.46 $34.63 $35.84 $37.10

Annual $49,338.05 $51,064.88 $52,852.15 $54,701.97 $56,616.54 $58,598.12 $60,649.06 $62,771.78 $64,968.79 $67,242.69 $69,596.19 $72,032.06 $74,553.18 $77,162.54
Monthly $4,111.50 $4,255.41 $4,404.35 $4,558.50 $4,718.04 $4,883.18 $5,054.09 $5,230.98 $5,414.07 $5,603.56 $5,799.68 $6,002.67 $6,212.76 $6,430.21

12 MONTH EMPLOYEES Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11-13 Step 14-16 Step 17-19 Step 20+
Year 1 Year 2 Year 3 Year 4 Year 5 Year 6 Year 7 Year 8 Year 9 Year 10 Year 11-13 Year 14-16 Year 17-19 Year 20+

030 Custodian/ Hourly $22.17 $22.95 $23.75 $24.58 $25.44 $26.33 $27.25 $28.21 $29.19 $30.22 $31.27 $32.37 $33.50 $34.67
Groundskeeper Annual $46,114.22 $47,728.20 $49,398.71 $51,127.65 $52,917.12 $54,769.23 $56,686.14 $58,670.16 $60,723.61 $62,848.94 $65,048.65 $67,325.36 $69,681.74 $72,120.60

Monthly $3,842.85 $3,977.35 $4,116.56 $4,260.64 $4,409.76 $4,564.10 $4,723.84 $4,889.18 $5,060.30 $5,237.41 $5,420.72 $5,610.45 $5,806.81 $6,010.05
031 Custodian/Painter Hourly $22.39 $23.18 $23.99 $24.83 $25.70 $26.59 $27.53 $28.49 $29.49 $30.52 $31.59 $32.69 $33.84 $35.02

Annual $46,574.93 $48,205.05 $49,892.23 $51,638.45 $53,445.80 $55,316.41 $57,252.48 $59,256.32 $61,330.29 $63,476.85 $65,698.53 $67,997.99 $70,377.91 $72,841.14
Monthly $3,881.24 $4,017.09 $4,157.69 $4,303.20 $4,453.82 $4,609.70 $4,771.04 $4,938.03 $5,110.86 $5,289.74 $5,474.88 $5,666.50 $5,864.83 $6,070.10

032 Custodian/Lead Hourly $24.63 $25.50 $26.39 $27.31 $28.27 $29.26 $30.28 $31.34 $32.44 $33.57 $34.75 $35.96 $37.22 $38.53
Annual $51,238.07 $53,031.40 $54,887.50 $56,808.57 $58,796.86 $60,854.76 $62,984.67 $65,189.13 $67,470.76 $69,832.23 $72,276.36 $74,806.04 $77,424.24 $80,134.09
Monthly $4,269.84 $4,419.28 $4,573.96 $4,734.05 $4,899.74 $5,071.23 $5,248.72 $5,432.43 $5,622.56 $5,819.35 $6,023.03 $6,233.84 $6,452.02 $6,677.84

035 Photo Copy Technician Hourly $19.50 $20.18 $20.89 $21.62 $22.37 $23.16 $23.97 $24.81 $25.67 $26.57 $27.50 $28.47 $29.46 $30.49
Annual $40,555.23 $41,974.67 $43,443.78 $44,964.31 $46,538.05 $48,166.90 $49,852.74 $51,597.58 $53,403.50 $55,272.62 $57,207.16 $59,209.41 $61,281.74 $63,426.60
Monthly $3,379.60 $3,497.89 $3,620.31 $3,747.03 $3,878.17 $4,013.91 $4,154.39 $4,299.80 $4,450.29 $4,606.05 $4,767.26 $4,934.12 $5,106.81 $5,285.55

036 Purchasing Technician Hourly $25.65 $26.55 $27.47 $28.44 $29.43 $30.46 $31.53 $32.63 $33.77 $34.96 $36.18 $37.45 $38.76 $40.11
Annual $53,347.55 $55,214.71 $57,147.22 $59,147.38 $61,217.54 $63,360.16 $65,577.76 $67,872.98 $70,248.54 $72,707.23 $75,252.00 $77,885.81 $80,611.81 $83,433.22
Monthly $4,445.63 $4,601.23 $4,762.27 $4,928.95 $5,101.46 $5,280.01 $5,464.81 $5,656.08 $5,854.04 $6,058.94 $6,271.00 $6,490.48 $6,717.65 $6,952.77

041 HR/Payroll Hourly $37.34 $38.65 $40.00 $41.40 $42.85 $44.35 $45.90 $47.51 $49.17 $50.89 $52.67 $54.52 $56.42 $58.40
Specialist Annual $77,669.47 $80,387.92 $83,201.48 $86,113.53 $89,127.51 $92,246.97 $95,475.62 $98,817.27 $102,275.86 $105,855.51 $109,560.46 $113,395.08 $117,363.91 $121,471.64

Monthly $6,472.46 $6,698.99 $6,933.46 $7,176.13 $7,427.29 $7,687.25 $7,956.30 $8,234.77 $8,522.99 $8,821.29 $9,130.04 $9,449.59 $9,780.33 $10,122.64
042 Accounting & Non-Profit Hourly $30.63 $31.71 $32.82 $33.97 $35.15 $36.38 $37.66 $38.98 $40.34 $41.75 $43.21 $44.73 $46.29 $47.91

Funding Technician Annual $63,720.00 $65,951.04 $68,259.00 $70,647.96 $73,109.04 $75,680.04 $78,329.04 $81,069.96 $83,907.96 $86,844.96 $89,883.96 $93,030.00 $96,285.96 $99,654.96
Monthly $5,310.00 $5,495.92 $5,688.25 $5,887.33 $6,092.42 $6,306.67 $6,527.42 $6,755.83 $6,992.33 $7,237.08 $7,490.33 $7,752.50 $8,023.83 $8,304.58

043 Office Manager/ Hourly $33.40 $34.57 $35.78 $37.03 $38.33 $39.67 $41.06 $42.50 $43.99 $45.52 $47.12 $48.77 $50.47 $52.24
Administrative Assistant Annual $69,477.93 $71,909.65 $74,426.49 $77,031.42 $79,727.52 $82,517.98 $85,406.11 $88,395.33 $91,489.16 $94,691.29 $98,005.48 $101,435.67 $104,985.91 $108,660.42

Monthly $5,789.83 $5,992.47 $6,202.21 $6,419.28 $6,643.96 $6,876.50 $7,117.18 $7,366.28 $7,624.10 $7,890.94 $8,167.12 $8,452.97 $8,748.83 $9,055.04
045 Technology Assistant Hourly $24.28 $25.13 $26.01 $26.92 $27.87 $28.84 $29.84 $30.89 $31.97 $33.09 $34.24 $35.44 $36.69 $37.97

Annual $50,509.26 $52,279.31 $54,099.24 $55,993.97 $57,963.48 $59,982.85 $62,077.02 $64,245.97 $66,489.72 $68,833.19 $71,226.52 $73,719.57 $76,312.36 $78,979.91
Monthly $4,209.11 $4,356.61 $4,508.27 $4,666.16 $4,830.29 $4,998.57 $5,173.08 $5,353.83 $5,540.81 $5,736.10 $5,935.54 $6,143.30 $6,359.36 $6,581.66

046 Desktop/Network Hourly $32.38 $33.51 $34.68 $35.90 $37.15 $38.46 $39.80 $41.19 $42.64 $44.13 $45.67 $47.27 $48.93 $50.64
Support Analyst Annual $67,346.63 $69,703.76 $72,143.39 $74,668.41 $77,281.80 $79,986.67 $82,786.20 $85,683.72 $88,682.65 $91,786.54 $94,999.06 $98,324.03 $101,765.38 $105,327.16

Monthly $5,612.22 $5,808.65 $6,011.95 $6,222.37 $6,440.15 $6,665.56 $6,898.85 $7,140.31 $7,390.22 $7,648.88 $7,916.59 $8,193.67 $8,480.45 $8,777.26
048 Sr. Systems Analyst Hourly $43.01 $44.51 $46.07 $47.68 $49.35 $51.08 $52.87 $54.72 $56.63 $58.61 $60.67 $62.79 $64.99 $67.26

Annual $89,453.96 $92,584.85 $95,825.33 $99,179.21 $102,650.48 $106,243.25 $109,961.76 $113,810.42 $117,793.80 $121,916.57 $126,183.66 $130,600.08 $135,171.09 $139,902.07
Monthly $7,454.50 $7,715.40 $7,985.44 $8,264.93 $8,554.21 $8,853.60 $9,163.48 $9,484.20 $9,816.15 $10,159.71 $10,515.30 $10,883.34 $11,264.26 $11,658.51

051 Executive Manager to the Hourly $46.58 $48.79 $51.00 $53.22 $55.43 $58.05 $60.77 $63.78 $66.92 $70.19 $72.75 $76.02 $79.44 $83.02
Board, Superintendent Annual $96,880.67 $101,484.66 $106,088.66 $110,692.65 $115,296.64 $120,742.51 $126,406.21 $132,664.60 $139,188.97 $145,990.63 $151,320.00 $158,129.40 $165,245.22 $172,681.25
and Business Operations Monthly $8,073.39 $8,457.06 $8,840.72 $9,224.39 $9,608.05 $10,061.88 $10,533.85 $11,055.38 $11,599.08 $12,165.89 $12,610.00 $13,177.45 $13,770.43 $14,390.10

Board Approved:

**NOTE: Annual and monthly amounts reflect a 8-hour per day, 12-month full-time employee. Earnable salary will vary depending on an individual employee's full-time equivalent (FTE).

Classified Salary Schedule
Board Approved: 

**NOTE: Annual and monthly amounts reflect a 8-hour per day, 12-month full-time employee. Earnable salary will vary depending on an individual employee's full-time equivalent (FTE).
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	Board Bylaw No. 9011: CONFLICT OF INTEREST AND DISCLOSURE CODE
	A. Unlawful Financial Interests In Contracts With The District
	The Board acknowledges that Government Code sections 1090-1097 covering unlawful financial interests in contracts with the District apply to Board members and employees. It shall be the policy of the District that these laws be complied with. Governme...
	B. Unlawful Incompatible Activities
	The Board acknowledges that Government Code sections 1125-1129 covering unlawful incompatible activities apply to Board members and employees. It shall be the policy of the District that these laws are complied with.
	The Board may determine at any time whether any outside activity is incompatible as long as such determination is consistent with Government Code sections 1125-1129.
	The Board shall give written notice to any Board member or employee who is engaging in any incompatible activity that such activity has been determined by the Board to be prohibited. The Board member or employee has the right to appeal such determinat...
	No Board member or employee shall be disciplined for engaging in any unlawful incompatible activity without prior written notice that such activity has been determined to be prohibited, and without prior written notice that discipline is proposed.
	C. Conflict Of Interest Code Required By Government Code Section 87300
	Adoption
	In compliance with the Political Reform Act of 1974, Government Code sections 81000 et seq., the Board hereby adopts this Conflict of Interest Code pursuant to and required by Government Code section 87300, which shall apply to all Board members and d...
	The District's Conflict of Interest Code shall comprise and incorporate by reference the terms of Government Code section 87300 and the terms of California Code of Regulations, Title 2, section 18730 and any amendments thereto adopted by the Fair Poli...
	Designated Employees
	Employees of the District and Board members who hold positions which involve the making, or participation in the making, of decisions which may have a foreseeable material effect on any financial interest, shall be designated employees. All persons wh...
	Disclosure Statement Filing
	1. Each designated employee and Board member shall file annual Statements of Economic Interests directly with the District in the manner prescribed in this Code and by the County Clerk, disclosing reportable interests in real property, investments in ...
	2. Annual statements shall be filed on or before April 1 disclosing investments, business positions, interests in real property and income held or received in the period since the closing date of the employee's previously filed statement and December ...
	3. Leaving office statements shall be filed by every person who leaves a designated position specified in Exhibit "A" within thirty (30) days after leaving the position, disclosing his/her reportable investments, business positions, interests in real ...
	4. Board members and the Superintendent shall file initial statements thirty (30) days before assuming office. All other employees appointed, promoted or transferred to designated positions shall file initial statements within thirty (30) days after t...
	5. The Superintendent is the designated filing officer regarding the filing of Statements of Economic Interest.
	Disclosure Statement Contents
	Disclosure statements shall be made on forms supplied by the County Clerk.
	1. Contents of Investment and Interest in Real Property Reports (Government Code section 87206):
	When an investment or interest in real property is required to be disclosed, the statement shall contain the following:
	a. A statement of the nature of the investment or interest
	b. The name of the business entity in which each investment is held and general description of the business activity.
	c. The address or other precise location of the real property.
	d. A statement of whether the fair market value of the investment or interest in real property exceeds Two Thousand Dollars ($2,000) but does not exceed Ten Thousand Dollars ($10,000), whether it exceeds Ten Thousand Dollars ($10,000) but does not exc...
	e. In the case of an investment which constitutes fifty percent (50%) or more of the ownership interest in a business entity, disclosure of the investments and interests in real property of the business entity.
	f. If the property or investment was partially or wholly acquired or disposed of during the period covered by the statement, the date of acquisition or disposal. Information need not be provided with respect to an interest in real property which is us...
	2. Contents Of Income Reports (Government Code section 87207):
	a. When income is required to be reported under this Code, the statement shall contain the following:
	▪ The name and address of each source of income aggregating Five Hundred Dollars ($500) or more in value, or Fifty Dollars ($50) or more in value if the income was a gift, and a general description of the business activity, if any, of each source.
	▪ A statement whether the aggregate value of income from each source, or in the case of a loan, the highest amount owed to each source, was at least Five Hundred Dollars ($500) but did not exceed One Thousand Dollars ($1,000), whether it was in excess...
	▪ A description of the consideration, if any, for which the income was received.
	▪ In the case of a gift, the name, address and business activity of the donor and any intermediary through which the gift was made; a description of the gift; the amount or value of the gift; and the date on which the gift was received, the name and a...
	▪ In the case of a loan, the annual interest rate and the security, if any, given for the loan and the term of the loan.
	▪ When income of a business entity, including income of a sole proprietorship, is required to be reported, the statement shall contain:
	o The name, address, and a general description of the business activity of the business entity.
	o In the case of a business entity which provides legal or brokerage services, the name of every person who paid fees to the business entity, if the filer's pro rata share of fees from such person was greater than One Thousand Dollars ($1,000).
	o In the case of a business entity not covered by the above sub-paragraph, the name of every person from whom the business entity received payments if the filer's pro rata share of gross receipts from such person was equal to or greater than Ten Thous...
	D. Disqualification
	Designated employees must disqualify themselves pursuant to applicable law from making or participating in the making of any decision which will foreseeably have a material financial effect, distinguishable from its effect on the public generally, on ...
	E. Manner of Disqualification
	A designated employee required to disqualify him/herself shall notify his/her immediate superior in writing. This notice shall be forwarded to the Superintendent who shall record the employee's disqualification. Upon receipt of such statement, the sup...
	In the case of a member of the Board, notice shall be given immediately prior to the consideration of the matter at the meeting during which consideration of the decision takes place of the conflict of interest or potential conflict of interest in det...
	F. Honoraria
	Board members and designated employees shall not accept any honorarium, which is defined as any payment made in consideration for any speech given, article published, or attendance at any public or private gathering, in accordance with law. (Governmen...
	The term honorarium does not include:
	1. Earned income for personal services customarily provided in connection with a bona fide business, trade, or profession unless the sole or predominant activity of the business, trade, or profession is making speeches.
	2. Any honorarium which is not used and, within 30 days after receipt, is either returned to the donor or delivered to the district for donation into the general fund without being claimed as a deduction from income for tax purposes. (Government Code ...
	G. Gifts
	Board members and designated employees may accept gifts only under the conditions and limitations specified in Government Code section 89503 and California Code of Regulations, Title 2, CCR section 18730.  The limitation on gifts does not apply to wed...
	H. Training
	Each Board member shall complete ethics training in accordance with Government Code 53234-53235.2 by January 1, 2026, and at least once every two years thereafter.
	Legal Reference:
	Government Code sections 1090-1098, 1125-1129, 53234-53235.2, 81000 et seq., 87300, 89502, 89503
	Title 2 C.C.R. section 18700 et seq.
	Date Bylaw Adopted By The Board: September 6, 1990
	Dates Bylaw Revised By The Board: February 9, 2000; August 18, 2004; June 5, 2008; March 1, 2012; October 4, 2018; September 24, 2024
	EXHIBIT A
	DESIGNATED POSITIONS
	A. Persons occupying the following positions are designated employees and must disclose financial interests in all categories defined in Exhibit B:
	Members of the Board
	Superintendent
	Consultants as required by applicable law - Title 2, CCR section 18700
	B. Persons occupying the following positions are designated employees and must disclose financial interests defined in categories 2 and 3 of Exhibit B.
	Assistant Superintendent
	Principals
	Chief Business Officer
	EXHIBIT B
	DISCLOSURE CATEGORIES
	(Not Intended To Conflict With Applicable Law)
	Category 1
	a. Interests in real property which is located in whole or in part either (1) within the boundaries of the District, or (2) within two miles of the boundaries of the District, including any leasehold, beneficial or ownership interest or option to acqu...
	b. Investments in or income from business entities which are contractors or sub-contractors which are or have been within the previous two year period engaged in the performance of building construction or design of the type utilized by the District.
	c. Investments in or income from persons or business entities engaged in the acquisition or disposal of real property within the jurisdiction.
	Category 2
	Investments in or income from business entities which manufacture or sell supplies, books, machinery, or equipment of the type used by or purchased by the District. Investments include interests described in Category 1.
	Category 3
	Investments in or income from business entities which are contractors or sub-contractors engaged in the performance of work or services of the type used by or purchased by the District. Investments include interests described in Category 1.






