
 
CENTRAL UNIFIED SCHOOL DISTRICT  

VOLUNTEER/CHAPERONE CHECKLIST 

   Updated:  08.01.18 cb 
 

 
INSTRUCTIONS: 
This packet must be completed by all volunteers, including chaperones. Volunteers must complete all contents of this 
packet including applicable items as listed below; incomplete packets will not be processed. Completed packets must be 
authorized and signed by the site principal. Authorized packets must be submitted to the Human Resources Department 
for processing. Volunteers and/or chaperones that require fingerprint clearance must be fingerprinted through the Central 
Unified Human Resources Department (at no cost to volunteers); fingerprint clearance from outside agencies will not be 
accepted.  Human Resources will verify clearance with the site/dept administrator. Volunteers who are fingerprinted 
shall not work with students until clearance has been received from Human Resources.   
 
Select Volunteer Type:   Site/Class Volunteer           Chaperone 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
__________________________________________________________________________________________ 
Site Principal Signature    School Site Name    Date  

If you are volunteering twice a week and/or more than 10 
consecutive days, attending an overnight fieldtrip, or driving district 
vehicle:  
 COMPLETE – Volunteer Application 

 LIVE SCAN FORM – Will be provided at appointment  

 SIGN – Ethnicity and Marital Status Statement (optional) 

 SIGN – Employee Electronic Resources Acceptable Use  Contract 

 SIGN – Confidentiality Agreement 

 SIGN – Child Abuse Notice and Acknowledgement  

 SIGN – Sexual Harassment Notice and Acknowledgement  

 ATTACH - Copy of Valid TB test/TB Risk Assessment 
Questionnaire (within the last 60 days) 

 ORIGINAL - Social Security Card @ time of fingerprinting 

 ORIGINAL - Valid California Driver’s License or CA I.D.  
 
If you are transporting students other than your own, and/or driving 
district vehicle the following documents must also be submitted:  
 Vehicle Use Form – Must be signed by Site Administrator  
 DMV Pull Notice 
 ATTACH Official Current DMV Report - DMV reports available 

online will be accepted only when printed directly from the web 
browser; copy/paste versions will not be accepted - drivers may be 
asked to supply a certified DMV report at any time.  

 ATTACH - Valid Proof of Insurance  
 
 
 
 

TO BE COMPLETED BY VOLUNTEER 
 
NAME: ______________________________ 
 
SITE: _________________________________ 
 
CLASSROOM: ___________________________      
 
FIELD TRIP DATE: _______________________ 
 
DEPARTURE DATE: ______________________ 
 
TRANSPORTING STUDENTS:  YES / NO 
 
DRIVING DISTRICT VEHICLE:  YES / NO 
 

***Fingerprinting is free of charge*** 
 

• Volunteers who are fingerprinted shall not 
work with students until clearance has been 
received from Human Resources.   

**ALLOW 4-6 WEEKS FOR 
PROCESSING** 
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CENTRAL UNIFIED SCHOOL DISTRICT 
VOLUNTEER/CHAPERONE APPLICATION 

 
Name:                
  Last     First    Middle 
 
Address:                
           Street     City                          Zip Code 
 
Home Phone: Cell:  Work:   
 
 
Email (Optional):                                                                                           Have you already been fingerprinted with CUSD?       Yes   No 
 
Drivers License/CA Identification #__________________________ (Please provide a copy)     Male     Female  
 
Student Name:  Grade:    
 
Volunteer Location:  Classroom/Sport   
  
DESCRIPTION OF VOLUNTEER SERVICES:  Field Trip Chaperone    Overnight Field Trip Chaperone   
            Volunteer Coach   Site/Classroom Volunteer     

    Transport Students  
        (other than your student) 

 
Have you ever been convicted or pled guilty to a criminal felony or misdemeanor?    Yes        No    
 
If yes, provide date(s), explanation and outcome:       
  
   
 
   

 
ACCIDENT / EMERGENCY PROCEDURE INFORMATION 

 
In case of or illness, accident and/or emergency please contact: (List three (3) people to contact in order of preference) 
 
1.                                      

Name                                                       Relation          Primary Phone    Alternate Phone 
 

2.                                      
Name                                                       Relation               Primary Phone    Alternate Phone 

 
3.                                      

Name                                                       Relation             Primary Phone    Alternate Phone 
 
Physician Information               

           Name        Phone     
 
Insurance Information         Group#       
   Name 

Do you give your permission to be transported by ambulance or other available means if necessary?      Yes          No 
 
Do you have any health condition that would be significant in a medical emergency? (Include any medication taken regularly, allergies, etc.) 
 
                 
 
                 
 
 
An Affirmative Action / Equal Opportunity Employer 
------------------------------------------------------------------ 
The Central Unified School District does not discriminate on the basis of race, color, religion, ancestry, national origin, disability, gender or sexual orientation in 
admission or access to and treatment of employment in its programs and activities as required by Title VI, Title IX and Section 504.  If you have any complaints, please 
contact the HR DEPARTMENT (559) 274-4700. 
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CENTRAL UNIFIED SCHOOL DISTRICT 
VOLUNTEER/CHAPERONE APPLICATION 

The Governing Board encourages parents/guardians and other members of the community to share their time, knowledge and abilities 
with our students.  Community volunteers in our schools enrich the educational program and strengthen our schools' relationships with 
homes, businesses, public agencies and private institutions.  The presence of volunteers in the classroom and on school grounds shall 
enhance supervision of students and contribute to school safety.  
 
Volunteers shall act in accordance with all district policies, school rules, and applicable education/government codes. Any volunteer 
who fails to do so may be dismissed from an activity at the discretion of the supervising staff member.  Volunteers shall also maintain 
acceptable standards of dress and grooming.  Staff members may confer with the principal or designee regarding any such volunteers. 
The Superintendent or designee shall be responsible for investigating and resolving incidents and/or complaints regarding volunteers. 
 
***Note: Districts may verify a volunteer's status as a registered sex offender by checking the Department of Justice's Megan's Law 
internet website, asking law enforcement to conduct a check pursuant to Education Code 35021.1, or requiring volunteers to certify as 
to their status. See BP/AR 3515.5 - Sex Offender Notification. *** “The Superintendent or designee shall verify by reasonable means 
that persons serving as volunteer instructional aides and nonteaching volunteer aides are not required to register as a sex offender 
pursuant to Penal Code 290.” 
 
To ensure the safety of students and staff and avoid potential disruptions, all visitors shall register immediately upon entering any 
school building or grounds when school is in session. For additional purposes of school safety and security, the principal or designee 
may design a visible means of identification for visitors while on school premises (penal code 627.1). 
 
A request to volunteer does not guarantee authorization, the District may refuse to accept any volunteer request and/or terminate a 
volunteer assignment at the discretion of the superintendent or designee. 
 

AGREEMENT 
 
I hereby agree to act in accordance with all district policies, rules, regulations, and/or education/government codes. I understand 
that any volunteer who violates district policies and/or school rules may be dismissed from participating in an activity at any time. 
Furthermore, I understand that the district may deny a request to volunteer and/or terminate a volunteer assignment at the 
discretion of the superintendent or designee. 

I agree to volunteer my services, without compensation or reimbursement for the District. I agree to hold harmless, indemnify and, 
if requested, defend the District, its officers, agents, employees and Board members, from and against any and all demands, claims, 
damages, costs and expenses for injury to my person or property, including death, causes of action, liability, judgment and 
expenses, including attorney’s fees and costs, arising out of or related to my volunteer performance for the District and activities 
associated with the volunteer program. 

I agree to maintain strict confidentiality with the information to which I have access while performing my duties.  I also 
understand that all personally identifiable information regarding students is confidential and that I may not disclose or discuss any 
such information except to or with the teacher. 

I hereby authorize the Central Unified School District to perform a background check as permitted by law. I understand that I may 
also be required to provide my fingerprints for the purpose of obtaining a criminal record summary from the California State 
Department of Justice and Federal Bureau of Investigation, pursuant to Education Code Section 58721. 

I declare under penalty of perjury under the laws of the State of California that I have completed the above information truthfully.  
I understand that if the information I provided is not accurate, my volunteer services will be terminated. 
 
 
                
Volunteer Signature          Date 
 
 

FOR OFFICE USE ONLY 
Checked by Site Employee:      
                                                                               Print & Signature                                                                           Date 
 

Fingerprint Clearance Received:    Yes          No                                                   Megan’s Law Clearance Received:    Yes         No 
 

http://www.gamutonline.net/4daction/web_loaddisplaypolicy/131353/1
http://www.gamutonline.net/4daction/web_loaddisplaypolicy/226069/1
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CENTRAL UNIFIED SCHOOL DISTRICT 
VOLUNTEER/CHAPERONE APPLICATION 

Volunteer/Visitor Procedures and School Site Responsibilities 
 

1.     All volunteers / visitors must sign in at the office.  Site secretary will issue a name tag with their name, 
date, and classroom. They must wear their name tag when they are in the classroom or on school 
grounds, so that all volunteers/visitors can be identified (BP1250a).  No one should come on school 
grounds, without signing in at the office and having been issued a name tag.                    

        
Example- Name Tag 

 
 
 
 
 
 
2.    All site volunteers/visitors must fill out and sign the volunteer information form.  Make a copy of the 

volunteer’s California Drivers License/California picture Identification card.  Drivers Licenses/I.D. 
cards from other states are not accepted. 

 
3.    Site will check volunteers/visitors on Megan’s Law (BP1240).  If the volunteer/visitor is listed on 

Megan’s Law as a registered sex offender, notify the Principal.  The teacher will be notified and the 
parent will be monitored to make sure there is no contact with any other students other than their child.  
If this parent is to chaperone a field trip, they must provide their own transportation and chaperone 
their child only. 

 
4.    Volunteers volunteering twice a week or more and/or who volunteer every day for more than 10 days 

in a row, and/or who will chaperone overnight field trips must be fingerprinted through our Human 
Resources department at no charge to the volunteer.  A list of all overnight field trip chaperones must 
be sent to Brittnie Jaime (DO, Room 8), and also follow all the above procedures. 

 
5.    Each volunteer is expected to maintain confidentiality regarding each student and family. 
 
6.    If volunteers hear about or observe evidence of child abuse, they will report the information to the site 

principal or designee immediately. 
    
7.    Any staff member who receives information directly from law enforcement regarding registered sex 

offenders shall immediately contact the Superintendent or designee in order to help ensure that the 
district is able to respond appropriately.  If an identified sex offender is seen on or near school grounds 
or around any student, staff shall immediately contact the Superintendent or district designee.  A staff 
member may also inform local law enforcement. (AR3515.5) 

 

Name:______________ 
Classroom #_________ 
Date:_______________ 



STATE OF CALIFORNIA DEPARTMENT OF JUSTICE 
BCIA 8016 
(Rev. 04/2020)  

 
REQUEST FOR LIVE SCAN SERVICE 

PAGE 1 of 4 

 
 

Applicant Submission 
 

A9352 
ORI (Code assigned by DOJ) Authorized Applicant Type 

 
 

 

Type of License/Certification/Permit OR Working Title (Maximum 30 characters - if assigned by DOJ, use exact title assigned) 
 

 

Contributing Agency Information: 
Central Unified School District 
Agency Authorized to Receive Criminal Record Information Mail Code (five-digit code assigned by DOJ) 

4605 N. Polk Ave 
Street Address or P.O. Box 

 

Fresno 
City 

 
Applicant Information: 

 
 
 

CA 
State 

 
 
 

93722 
ZIP Code 

Brittnie Jaime 
Contact Name (mandatory for all school submissions) 

 

(559) 274-4700 
Contact Telephone Number 

 
 Suffix 

 

Other Name: (AKA or Alias) 
 

 

Suffix 
 

Male Female 
 

  
Billing 
Number     

(Agency Billing Number) 
Misc. 
Number 

 
 

 

(Other Identification Number) 
 

   
Street Address or P.O. Box 

 
I have received and read the included Privacy Notice, Privacy Act Statement, and Applicant's Privacy Rights. 

 
 

 
OCA Number (Agency Identifying Number) (If the Level of Service indicates FBI, the fingerprints will be used to check the 

criminal history record information of the FBI.) 

If re-submission, list original ATI number:     
(Must provide proof of rejection) Original ATI Number 

 
 

Employer (Additional response for agencies specified by statute): 
 

 

Employer Name 
 
 

  

Street Address or P.O. Box Telephone Number (optional) 
 
 

    

City State ZIP Code Mail Code (five digit code assigned by DOJ) 
 

Live Scan Transaction Completed By:  
 

 

Date 
 
 

 

ATI Number 

 

Name of Operator 
Central Unified School District 

 
 

 

LSID Transmitting Agency Amount Collected/Billed 

 

Applicant Signature Date 

Your Number:   018-Central Unified   Level of Service: DOJ FBI 

Driver's License Number Date of Birth 

Last Name First Name Middle Initial 

Last Name First Name 

Height Weight Eye Color Hair Color 

Place of Birth (State or Country) Social Security Number 

City State ZIP Code 

Sex 

Home 
Address 



Central Unified School District 
Ethnicity and Marital Status Statement 

 
The State of California requires all school districts in California to report employee’s 
ethnicity on a yearly basis.  In most cases, the information provided to the State is 
obtained through a means comparable to guessing or “process of elimination”.  
 
Answering the following ethnicity survey is optional and is not a requirement.  However, 
providing us with your correct ethnicity will insure the information reported to the State 
of California is accurate and reflects the true diversity of the employees in our district.   
 
 
⁪  American Indian/ Alaskan Native    ⁪  Other Pacific Islander 
 
⁪  Chinese      ⁪  Filipino 
 
⁪  Japanese      ⁪  Hispanic/Latino 
 
⁪  Korean      ⁪  Black/African American 
 
⁪  Vietnamese      ⁪  White 
 
⁪  Asian Indian     ⁪  No Response 
 
⁪  Laotian      ⁪  Other ________________ 
 
⁪  Cambodian 
 
⁪  Other Asian 
 
⁪  Hawaiian 
 
⁪  Guamanian 
 
⁪  Samoan 
 
⁪  Tahitian    Marital Status:  ⁪ Married ⁪ Single 
 
Are you bilingual?  If so, what language (s):   ___________________________________   
 
Have you passed our district bilingual test?   ⁪ Yes     ⁪  No    
  
 
___________________________ _______________________ __________________ 
Name (Signature)   Print Name   Date 
9/20/2019  



 

Confidentiality Policy 

Receipt and Acknowledgement 
 
 
 
 
 

I,_____________________________________ hereby acknowledge that I have 
received a copy of district board policy (BP) and administrative regulation(s) (AR) 
regarding Unauthorized Release of Confidential and Privileged Information; and 
Community Records – Access to District Records. [BP 4119.23  and BP/AR1340.] 

 
I understand that even if I am not a confidential employee, I am required to keep and 
maintain confidential any and all information within the scope of the above board 
policies that I come in contact with, during the course and scope of my employment 
with Central Unified School District. 

 
 
 
 

 

Print Name 
 
 
 

 

Signature Date 



 

Child Abuse Mandated Reporting 

Receipt and Acknowledgement 
 
 
 

All employees of Central Unified School District are “Child Abuse Mandated Reporters”, pursuant 
to California Penal Code Section 11165.7, 11165.007, 11166. “All employees” includes anybody 
working on behalf of Central Unified, such as teachers, teacher’s aides, classified employees, and 
any other employees whose duties bring them into direct contact and supervision of students. 

 
All “mandated reporters” are required, by law, to report all known or suspected cases of child abuse 
or neglect. No supervisor or administrator can impede or inhibit a report or subject the reporting 
person to any sanction. School volunteers, while not mandated reporters, are also encouraged to 
report any suspected cases of abuse and neglect. 

 
Mandated reporters are required to give their names when making a report. However, the reporter’s 
identity is kept confidential. Reports of suspected child abuse are also confidential. Mandated 
reporters have immunity from state criminal or civil liability for reporting as required. This is true 
even if the mandated reporter acquired the knowledge, or suspicion of the abuse or neglect, outside 
his/her professional capacity or scope of employment. A mandated reporter who fails to make a 
required report is guilty of a misdemeanor punishable by up to six months  in jail and/or up to a 
$1,000 fine (California Penal Code Section 11166[c]). 

 
The local law enforcement agency is required to investigate all reports. Cases may also be 
investigated by Child Welfare Services when allegations involve abuse or neglect within families. 

 
To report child abuse in Fresno County, CA contact the 
Child Protection Hotline (24 hours a day, 7 days a week) 
Phone: (559) 600-8320 or Fax: (559) 266-2463 
*Mandated Reporters: Please fax your Suspected Child Abuse Report (SCAR) to this fax number. 

 
CENTRAL UNIFIED SCHOOL DISTRICT 

 
Attached hereto is a copy of CA Penal Code, §11165 and §11166 [Reporting Child Abuse], CA 
Department of Education Child Abuse Identification & Reporting Guidelines, CRMA Training 
module instructions “Get Safety Trained”, and Suspected Child Abuse Report (SCAR). I 
acknowledge that I have read and understand my obligation as a mandated reporter, and agree to 
comply therewith. 

 
 

 

Print Name 
 
 
 

 

Signature Date 



 
 

Sexual Harassment Policy 
Receipt and Acknowledgement 

 
 
 

Central Unified School District strictly prohibits sexual harassment of district employees. The 
District also prohibits retaliatory behavior or action against district employees or other persons 
who complain, testify, or otherwise participate in the complaint process established pursuant to 
this policy and accompanying administrative regulation. This policy shall apply to all district 
employees and, when applicable, to interns, volunteers, and job applicants. 

 
All complaints and allegations of sexual harassment shall be kept confidential to the extent 
necessary to carry out the investigation or to take other subsequent necessary actions.  (2 CCR 
11023) 

 
Any district employee who feels that he/she has been sexually harassed or who has knowledge of 
any incident of sexual harassment by or against another employee shall immediately report the 
incident to his/her supervisor, the principal, district administrator, or Superintendent. 

 
A supervisor, principal, or other district administrator who receives a harassment complaint shall 
promptly notify the Superintendent or designee. 

 
Complaints of sexual harassment shall be filed in accordance with AR 4030 - Nondiscrimination 
in Employment. An employee may bypass his/her supervisor in filing a complaint where the 
supervisor is the subject of the complaint. 

 
Any district employee who engages or participates in sexual harassment or who aids, abets, 
incites, compels, or coerces another to commit sexual harassment in violation of this policy is 
subject to disciplinary action, up to and including dismissal. [BP 4119.11/4219.11/4319.11] 

 
 

CENTRAL UNIFIED SCHOOL DISTRICT 
 

Attached hereto is a copy of district board policy and administrative regulation(s) regarding Sexual 
Harassment, [BP/AR 4119.11, 4219.11, 4319.11], reporting instructions, and the Sexual 
Harassment/Title IX Consultation form. I hereby acknowledge that I have received, read, and 
understand the district’s policy prohibiting sexual harassment, as well as reporting instructions and 
the Sexual Harassment/Title IX Consultation form. 

 
 

 

Print Name 
 
 
 

 

Signature Date 



NAME: PHONE: BIRTHDATE:

DRIVER'S LIC. # EXP. DATE

YEAR/MAKE AUTO: VEHICLE LICENSE #:

YEAR/MAKE AUTO2: VEHICLE LICENSE #:

INSURANCE CARRIER/AGENT PHONE#:

LIABILITY LIMITS: POLICY #:

EXPIRATION DATE: DRIVING RESTRICTIONS:

SIGN: STAFF PARENT OTHER DATE:

SITE:

SITE ADMINISTRATOR APPROVAL: DATE:

NOTE:

District Office Use REVISED 4-2010

District Office Approval Date

APPROVAL EXPIRES: DENIED

Please complete form and attach a legible photocopy of the following: (1) Proof of Insurance form presently being provided by 
your automobile insurance company that indicates expiration date of insurance and (2) Driver's License.  And return to the 
Risk Management Department, District Office Annex, prior to driving for a District sponsored activity.  District Administration 
may obtain employee driving record checks form the California Department of Motor Vehicles which are a matter of public 
record.

FRESNO, CA  93722
(559) 274-4700 X103

DISTRICT RENTAL/DISTRICT/PERSONAL VEHICLE USE FORM

I certify that the above information is correct and that the insurance coverage is in force.  I understand that if performing work 
for the Central School District in the course of my duties I may utilize my personal vehicle.  I must have liability insurance 
coverage in force as required by the State of California and agree to advise the District, in writing, of any changes in the above 
information.  I further certify that the above vehicle is mechanically safe.

CENTRAL UNIFIED SCHOOL DISTRICT
RISK MANAGEMENT

4605 N POLK

CIRLE ONE

PURPOSE:

If you drive your personal automobile while on District business and you are involved in an accident, by law 
your liability insurance policy is used first.  The District's travel accident policy would be used only after 
your policy limits have even exceeded.  The District does not cover, nor is it responsible for, 
comprehensive and collision coverage to your vehicle.

All persons driving on District business will: (1) follow the most direct route; (2) avoid all unnecessary stops; (3) not carry 
unauthorized non-District personnel or students or guests as passengers; (4) carry only the number of passengers for which 
your vehicle was designed; and (5) each passenger is required to use a safety belt.
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School Employee and Volunteer Tuberculosis (TB) Risk Assessment Questionnaire

● The purpose of this tool is to identify adults with infectious tuberculosis (TB) to prevent them from spreading the
disease TB.

● Use of this questionnaire is required by California Education sections 49406 and 87408.6, and Health and Safety
Code sections 1597.055 and 121525-121555.^

● The law requires that a health care provider administer this questionnaire. A health care provider, as defined for
this purpose, is any organization, facility, institution or person licensed, certified or otherwise authorized or
permitted by state law to deliver or furnish health services. A Certificate of Completion should be completed after
screening is completed.

● Do not repeat testing unless there are new risk factors since the last negative test.
● Do not treat for latent TB infection (LTBI) until active TB disease has been excluded.

For individuals with signs or symptoms of TB disease or abnormal chest x-ray consistent with TB disease,
evaluate for active TB disease with a chest x-ray, symptom screen, and if indicated, sputum AFB smears, cultures
and nucleic acid amplification testing. A negative tuberculin skin test (tst) or interferon gamma release assay
(IGRA) does not rule out active TB disease.
________________________________________________ _______________ __________________
Name of Employee/Volunteer Assessed for TB Risk Factors Assessment Date Date of Birth
______________________
Social Security (last 4 digits) Job Title:______________________________  Certificated  Classified

History of Tuberculosis Disease or Infection (Check appropriate box below)

 Yes. If there is a documented history of positive TB test or TB disease, then a symptom review and chest x-
ray (if none performed in the previous 6 months) should be performed at initial hire by a physician, physician 
assistant, or nurse practitioner. If the x-ray does not have evidence of TB, the person is no longer required to 
submit to a TB risk assessment or repeat chest x-rays.

 No (Assess for Risk Factors for Tuberculosis using box below)

TB testing is recommended if any of the 3 boxes below are checked

  One or more sign (s) or symptoms (s) of TB disease: Symptoms include prolonged cough, coughing up blood, fever,
night sweats, weight loss, or excessive fatigue.

 Birth, travel, or residence in a country with an elevated TB rate for at least 1 month
● Includes countries other than the United States, Canada, Australia, New Zealand, or Western and North

European countries.
● Interferon gamma release assay (IGRA) is preferred over tuberculin skin test (TST) for non-US-born persons.

 Close contact to someone with infectious TB disease during lifetime

Treat for LTBI if TB test result is positive and active TB disease is ruled out

I declare under penalty of perjury, under the laws of the State of California, that all answers contained in this questionnaire 
are true and correct, with full knowledge that all answers made on this questionnaire are subject to investigation and that 
any false or dishonest answer may be grounds for denial of employment.

_________________________________
Employee Signature

_______________    
Date

CERTIFICATE OF COMPLETION
(To be signed by the health care provider completing the risk assessment and/or examination)

The above named patient has submitted to a tuberculosis risk assessment. The patient does not have risk factors or if
tuberculosis risk factors were identified, has been examined and determined to be free of infectious tuberculosis.

_________________________________ _________________
Health Care Provider Signature Date
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Please keep the following 

handbooks for your reference: 

 Employee Electronic Resources 

Acceptable Use  

 Confidentiality of Information 

 Child Abuse  

 Sexual Harassment 



BP 4040 

CENTRAL UNIFIED SCHOOL DISTRICT 
Fresno, California 

PERSONNEL 
 
Employee Use of Technology 
 
The Governing Board recognizes that technological resources enhance employee performance by 
offering effective tools to assist in providing a quality instructional program; facilitating communications 
with parents/guardians, students, and the community; supporting district and school operations; and 
improving access to and exchange of information. The Board expects all employees to learn to use the 
available technological resources that will assist them in the performance of their job responsibilities. As 
needed, employees shall receive professional development in the appropriate use of these resources. 
 
(cf. 0440 - District Technology Plan) 
(cf. 1100 - Communication with the Public) 
(cf. 1113 - District and School Web Sites) 
(cf. 1114 - District-Sponsored Social Media) 
(cf. 4032 - Reasonable Accommodation) 
(cf. 4131 - Staff Development) 
(cf. 4231 - Staff Development) 
(cf. 4331 - Staff Development) 
 
Employees shall be responsible for the appropriate use of technology and shall use district 
technology primarily for purposes related to their employment. 
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
(cf. 4119.21/4219.21/4319.21 - Professional Standards) 
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information) 
(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees) 
(cf. 5125 - Student Records) 
(cf. 5125.1 - Release of Directory Information) 
(cf. 6162.6 - Use of Copyrighted Materials) 
(cf. 6163.4 - Student Use of Technology) 
 
District technology includes, but is not limited to, computers, the district's computer network 
including servers and wireless computer networking technology (wi-fi), the Internet, email, USB 
drives, wireless access points (routers), tablet computers, smartphones and smart devices, 
telephones, cellular telephones, personal digital assistants, pagers, MP3 players, wearable 
technology, any wireless communication device including emergency radios, and/or future technological 
innovations, whether accessed on or off site or through district-owned or personally owned equipment or 
devices. 
 
The Superintendent or designee shall establish an Acceptable Use Agreement which outlines 
employee obligations and responsibilities related to the use of district technology. Upon employment and 
whenever significant changes are made to the district's Acceptable Use Agreement, employees shall be 
required to acknowledge in writing that they have read and agreed to the Acceptable Use Agreement. 
 
Employees shall not use district technology to access, post, submit, publish, or display harmful 
or inappropriate matter that is threatening, obscene, disruptive, sexually explicit, or unethical or that 
promotes any activity prohibited by law, Board policy, or administrative regulations. 
 



BP 4040 (b) 

CENTRAL UNIFIED SCHOOL DISTRICT 
Fresno, California 

Harmful matter includes matter, taken as a whole, which to the average person, applying 
contemporary statewide standards, appeals to the prurient interest and is matter which depicts or 
describes, in a patently offensive way, sexual conduct and which lacks serious literary, artistic, political, 
or scientific value for minors.  (Penal Code 313) 
 
The Superintendent or designee shall ensure that all district computers with Internet access have 
a technology protection measure that protects against access to visual depictions that are 
obscene, child pornography, or harmful to minors and that the operation of such measures is 
enforced. The Superintendent or designee may disable the technology protection measure during 
use by an adult to enable access for bona fide research or other lawful purpose.  (20 USC 6777; 
47 USC 254) 
 
The Superintendent or designee shall annually notify employees in writing that they have no 
reasonable expectation of privacy in the use of any equipment or other technological resources 
provided by or maintained by the district, including, but not limited to, computer files, email, text 
messages, instant messaging, and other electronic communications, even when provided their 
own password. To ensure proper use, the Superintendent or designee may monitor employee usage of 
district technology at any time without advance notice or consent and for any reason allowed by law. 
 
In addition, employees shall be notified that records maintained on any personal device or 
messages sent or received on a personal device that is being used to conduct district business 
may be subject to disclosure, pursuant to a subpoena or other lawful request. 
 
Employees shall report any security problem or misuse of district technology to the 
Superintendent or designee. 
 
Inappropriate use of district technology may result in a cancellation of the employee's user 
privileges, disciplinary action, and/or legal action in accordance with law, Board policy, and 
administrative regulation. 
 
(cf. 4118 - Dismissal/Suspension/Disciplinary Action) 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 
 
Legal Reference: 

EDUCATION CODE 
52295.10-52295.55 Implementation of Enhancing Education Through Technology grant program 
GOVERNMENT CODE 
3543.1 Rights of employee organizations 
PENAL CODE 
502 Computer crimes, remedies 
632 Eavesdropping on or recording confidential communications 
VEHICLE CODE 
23123 Wireless telephones in vehicles 
23123.5 Mobile communication devices; text messaging while driving 
23125 Wireless telephones in school buses 
UNITED STATES CODE, TITLE 20 
6751-6777 Enhancing Education Through Technology Act, Title II, Part D, especially: 
6777 Internet safety 
UNITED STATES CODE, TITLE 47 
254 Universal service discounts (E-rate) 
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CODE OF FEDERAL REGULATIONS, TITLE 47 
54.520 Internet safety policy and technology protection measures, E-rate discounts 
COURT DECISIONS 
City of Ontario v. Quon et al. (2010) 000 U.S. 08-1332 
 

Management Resources: 
WEB SITES 
CSBA: http://www.csba.org 
American Library Association:  http://www.ala.org 
California Department of Education: http://www.cde.ca.gov 
Federal Communications Commission: http://www.fcc.gov 
U.S. Department of Education: http://www.ed.gov 

 
 
Policy adopted:  6/27/00 
Policy revised:  5/14/02; 4/22/08; 8/22/17 
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PERSONNEL 
 
Sexual Harassment 
 
The following policy shall apply to all district employees, interns, volunteers, contractors, job 
applicants, and other persons with an employment relationship with the district.  
 
The Governing Board is committed to providing a safe work environment that is free of harassment 
and intimidation. The Board prohibits sexual harassment against district employees and retaliatory 
behavior or action against any person who complains, testifies, or otherwise participates in the 
complaint process established for the purpose of this policy. 
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 4030 - Nondiscrimination in Employment) 
 
Sexual harassment includes, but is not limited to, harassment that is based on the sex, gender, 
gender identity, gender expression, or sexual orientation of the victim and harassment based on 
pregnancy, childbirth, or related medical conditions. 
 
The Superintendent or designee shall take all actions necessary to ensure the prevention, 
investigation, and correction of sexual harassment, including but not limited to: 
 
1. Providing training to employees in accordance with law and administrative regulation 
  
2. Publicizing and disseminating the district's sexual harassment policy to employees and 

others to whom the policy may apply 
 
3. Ensuring prompt, thorough, fair, and equitable investigation of complaints 
 
4. Taking timely and appropriate corrective/remedial action(s), which may require interim 

separation of the complainant and the alleged harasser and subsequent monitoring of 
developments 

 
The Superintendent or designee shall periodically evaluate the effectiveness of the district's 
strategies to prevent and address harassment. Such evaluation may involve conducting regular 
anonymous employee surveys to assess whether harassment is occurring or is perceived to be 
tolerated, partnering with researchers or other agencies with the needed expertise to evaluate the 
district's prevention strategies, and using any other effective tool for receiving feedback on systems 
and/or processes. As necessary, changes shall be made to the harassment policy, complaint 
procedures, or training. 
 
Sexual Harassment Reports and Complaints 
 
District employees who feel that they have been sexually harassed in the performance of their 
district responsibilities or who have knowledge of any incident of sexual harassment by or against 
another employee shall immediately report the incident to their direct supervisor, a district 
administrator, or the district's Title IX Coordinator. Employees may bypass their supervisor in 
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filing a complaint if the supervisor is the subject of the complaint. A supervisor or administrator 
who receives a harassment complaint shall promptly notify the Title IX Coordinator. 
 
Once notified, the Title IX Coordinator shall ensure the complaint is addressed through either AR 
4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaint Procedures for complaints 
meeting the Title IX definition of sexual harassment or AR 4030 - Nondiscrimination in 
Employment for complaints meeting the state definition, as applicable, and shall offer supportive 
measures to the complainant. 
 
(cf. 4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaints) 
 
Upon investigation of a sexual harassment complaint, any district employee found to have engaged 
or participated in sexual harassment or to have aided, abetted, incited, compelled, or coerced 
another to commit sexual harassment in violation of this policy shall be subject to disciplinary 
action, up to and including dismissal, in accordance with law and the applicable collective 
bargaining agreement. 
 
(cf. 4117.7/4317.7 - Employment Status Reports) 
(cf. 4118 - Dismissal/Suspension/Disciplinary Action) 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 
 
Legal Reference: 

EDUCATION CODE 
200-262.4 Prohibition of discrimination on the basis of sex 
GOVERNMENT CODE 
12900-12996 Fair Employment and Housing Act, especially: 
12940 Prohibited discrimination 
12950 Sexual harassment; distribution of information 
12950.1 Sexual harassment training 
LABOR CODE 
1101 Political activities of employees 
1102.1 Discrimination:  sexual orientation 
CODE OF REGULATIONS, TITLE 2 
11009 Employment discrimination 
11021 Retaliation 
11023 Harassment and discrimination prevention and correction 
11024 Sexual harassment training and education 
11034 Terms, conditions, and privileges of employment 
CODE OF REGULATIONS, TITLE 5 
4900-4965  Nondiscrimination in elementary and secondary education programs  
UNITED STATES CODE, TITLE 20 
1681-1688 Title IX of the Education Amendments of 1972 
UNITED STATES CODE, TITLE 42 
2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended 
CODE OF FEDERAL REGULATIONS, TITLE 34 
106.1-106.9 Nondiscrimination on the basis of sex in education programs or activities 
106.51-106.82 Nondiscrimination on the basis of sex in employment in education programs or activities 
COURT DECISIONS 
Department of Health Services v. Superior Court of California, (2003) 31 Cal.4th 1026 
Faragher v. City of Boca Raton, (1998) 118 S.Ct. 2275 
Burlington Industries v. Ellreth, (1998) 118 S.Ct. 2257 
Gebser v. Lago Vista Independent School District, (1998) 118 S.Ct. 1989 
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Oncale v. Sundowner Offshore Serv. Inc., (1998) 118 S.Ct. 998 
Meritor Savings Bank, FSB v. Vinson et al., (1986) 447 U.S. 57 

 
Management Resources: 

U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS 
Promising Practices for Preventing Harassment, November 2017 
WEB SITES 
California Department of Fair Employment and Housing:  http://www.dfeh.ca.gov 
Equal Employment Opportunity Commission:  http://www.eeoc.gov 
U.S. Department of Education, Office for Civil Rights:  http://www.ed.gov/about/offices/list/ocr/index.html 

 
 
Policy adopted: 10/13/87 
Policy revised: 5/25/93; 5/14/02; 3/15/06; 12/8/09; 6/13/17; 10/27/2020 
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PERSONNEL 
 
Title IX Sexual Harassment Complaint Procedures 
 
The complaint procedures described in this administrative regulation shall be used to address any 
complaint governed by Title IX of the Education Amendments of 1972 alleging that a district 
employee was subjected to one or more of the following forms of sexual harassment: (34 CFR 
106.30) 
 
1. A district employee conditioning the provision of a district aid, benefit, or service on a 

person's participation in unwelcome sexual conduct 
 
2. Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and 

objectively offensive that it effectively denies a person equal access to the district's 
education program or activity 

 
3. Sexual assault, dating violence, domestic violence, or stalking as defined in 20 USC 1092 

or 34 USC 12291 
 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
 
All other sexual harassment complaints shall be investigated and responded to pursuant to AR 
4030 - Nondiscrimination in Employment. 
 
(cf. 4030 - Nondiscrimination in Employment) 
 
A report of sexual harassment shall be submitted directly to or forwarded to the district's Title IX 
Coordinator using the contact information listed in AR 4119.11/4219.11/4319.11 - Sexual 
Harassment.  
 
Upon receiving such a report, the Title IX Coordinator shall inform the complainant of the process 
for filing a formal complaint.   
 
Even if the alleged victim chooses not to file a formal complaint, the Title IX Coordinator shall 
file a formal complaint in situations in which a safety threat exists. In addition, the Title IX 
Coordinator may file a formal complaint in other situations as permitted under the Title IX 
regulations.  In such cases, the alleged victim is not a party to the case, but will receive notices as 
required by the Title IX regulations at specific points in the complaint process. 
 
A formal complaint, with the complainant's physical or digital signature, may be filed with the 
Title IX Coordinator in person, by mail, by email, or by any other method authorized by the district. 
(34 CFR 106.30) 
 
The Superintendent or designee shall ensure that the Title IX Coordinator, investigator, decision-
maker, or a facilitator of an informal resolution process does not have a conflict of interest or bias 
for or against complainants or respondents generally or an individual complainant or respondent, 
and that such persons receive training in accordance with 34 CFR 106.45. (34 CFR 106.45) 
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Supportive Measures 
 
Upon receipt of a report of Title IX sexual harassment, even if a formal complaint is not filed, the 
Title IX Coordinator shall promptly contact the complainant to discuss the availability of 
supportive measures which are nondisciplinary, nonpunitive, and do not unreasonably burden the 
other party. Such measures may include, but are not limited to, counseling, extensions of deadlines, 
modifications of work schedules, mutual restrictions on contact, changes in work locations, leaves 
of absence, increased security, and monitoring of certain areas of the campus. The Title IX 
Coordinator shall consider the complainant's wishes with respect to supportive measures. (34 CFR 
106.30, 106.44) 
 
Emergency Removal 
 
If a district employee is the respondent, the employee may be placed on administrative leave during 
the pendency of the formal complaint process. (34 CFR 106.44) 
 
If the respondent is a student, the district may, on an emergency basis, remove the student from 
the district's education program or activity, provided that the district conducts an individualized 
safety and risk analysis, determines that removal is justified due to an immediate threat to the 
physical health or safety of any student or other individual arising from the allegations, and 
provides the student with notice and an opportunity to challenge the decision immediately 
following the removal. This authority to remove a student does not modify a student's rights under 
the Individuals with Disabilities Education Act or Section 504 of the Rehabilitation Act of 1973. 
(34 CFR 106.44) 
 
Dismissal of Complaint 
 
The Title IX Coordinator shall dismiss a formal complaint if the alleged conduct would not 
constitute sexual harassment as defined in 34 CFR 106.30 even if proved.  The Title IX 
Coordinator shall also dismiss any complaint that did not occur in the district's education program 
or activity or did not occur against a person in the United States, and may dismiss a formal 
complaint if the complainant notifies the district in writing that the complainant would like to 
withdraw the complaint or any allegations in the complaint, the respondent is no longer employed 
by the district, or sufficient circumstances prevent the district from gathering evidence sufficient 
to reach a determination with regard to the complaint. (34 CFR 106.45) 
 
Upon dismissal, the Title IX Coordinator shall promptly, and simultaneously to the parties, send 
written notice of the dismissal and the reasons for the dismissal. (34 CFR 106.45) 
 
If a complaint is dismissed on the grounds that the alleged conduct does not constitute sexual 
harassment as defined in 34 CFR 106.30, the conduct may still be addressed pursuant to AR 4030 
- Nondiscrimination in Employment as applicable. 
 
Informal Resolution Process 
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When a formal complaint of sexual harassment is filed, the district may offer an informal resolution 
process, such as mediation, at any time prior to reaching a determination regarding responsibility. 
The district shall not require a party to participate in the informal resolution process or to waive 
the right to an investigation and adjudication of a formal complaint. (34 CFR 106.45) 
 
The district may facilitate an informal resolution process provided that the district: (34 CFR 
106.45) 
 
1. Provides the parties with written notice disclosing the allegations, the requirements of the 

informal resolution process, the right to withdraw from the informal process and resume 
the formal complaint process, and any consequences resulting from participating in the 
informal resolution process, including that records will be maintained or could be shared. 

 
2. Obtains the parties' voluntary, written consent to the informal resolution process 
 
Formal Complaint Process 
 
If a formal complaint is filed, the Title IX Coordinator shall provide the known parties with written 
notice of the following: (34 CFR 106.45) 
 
1. The district's complaint process, including any informal resolution process 
 
2. The allegations potentially constituting sexual harassment with sufficient details known at 

the time, including the identity of parties involved in the incident if known, the conduct 
allegedly constituting sexual harassment, and the date and location of the alleged incident 
if known. Such notice shall be provided with sufficient time for the parties to prepare a 
response before any initial interview. 

 
If, during the course of the investigation, the district investigates allegations about the complainant 
or respondent that are not included in the initial notice, the Title IX Coordinator shall provide 
notice of the additional allegations to the parties. 
 
3. A statement that the respondent is presumed not responsible for the alleged conduct and 

that a determination regarding responsibility is made at the conclusion of the complaint 
process 

 
4. The opportunity for the parties to have an advisor of their choice who may be, but is not 

required to be, an attorney, and the ability to inspect and review evidence 
 
5. The prohibition against knowingly making false statements or knowingly submitting false 

information during the complaint process 
 
The above notice shall also include the name of the investigator, facilitator of an informal process, 
and decision-maker and shall provide either party with no less than three calendar days to raise 
concerns of conflict of interest or bias regarding any of these persons. 
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During the investigation process, the district shall: (34 CFR 106.45) 
 
1. Provide an equal opportunity for the parties to present witnesses, including fact and expert 

witnesses, and other inculpatory and exculpatory evidence 
 
2. Not restrict the ability of either party to discuss the allegations under investigation or to 

gather and present relevant evidence 
 
3. Provide the parties with the same opportunities to have others present during any grievance 

proceeding, including the opportunity to be accompanied to any related meeting or 
proceeding by the advisor of their choice, who may be, but is not required to be, an attorney 

 
4. Not limit the choice or presence of an advisor for either the complainant or respondent in 

any meeting or grievance proceeding, although the district may establish restrictions 
regarding the extent to which the advisor may participate in the proceedings as long as the 
restrictions apply equally to both parties 

 
5. Provide, to a party whose participation is invited or expected, written notice of the date, 

time, location, participants, and purpose of all investigative interviews or other meetings, 
with sufficient time for the party to prepare to participate 

 
6. Send in an electronic format or hard copy to both parties and their advisors, if any, the 

evidence that is directly related to the allegations raised in the complaint, and provide the 
parties at least 10 days to submit a written response for the investigator to consider prior to 
the completion of the investigative report 

 
7. Objectively evaluate all relevant evidence, including both inculpatory and exculpatory 

evidence, and determine credibility in a manner that is not based on a person's status as a 
complainant, respondent, or witness 

 
8. Create an investigative report that fairly summarizes relevant evidence and, at least 10 days 

prior to the determination of responsibility, send to the parties and their advisors, if any, 
the investigative report in an electronic format or a hard copy, for their review and written 
response 

 
9. After sending the investigative report to the parties and before reaching a determination 

regarding responsibility, afford each party the opportunity to submit written, relevant 
questions that the party wants asked of any party or witness, provide each party with the 
answers, and allow for additional, limited follow-up questions from each party 

 
Questions and evidence about the complainant's sexual predisposition or prior sexual behavior are 
not relevant, unless such questions and evidence are offered to prove that someone other than the 
respondent committed the conduct alleged by the complainant or if the questions and evidence 
concern specific incidents of the complainant's prior sexual behavior with respect to the respondent 
and are offered to prove consent. 
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Privacy rights of all parties to the complaint shall be maintained in accordance with applicable 
state and federal laws. 
 
If the complaint is against an employee, rights conferred under an applicable collective bargaining 
agreement shall be applied to the extent they do not conflict with the Title IX requirements. 
 
Written Decision 
 
The Superintendent shall designate an employee as the decision-maker to determine responsibility 
for the alleged conduct, who shall not be the Title IX Coordinator or a person involved in the 
investigation of the matter.  (34 CFR 106.45) 
 
The decision-maker shall issue, and simultaneously provide to both parties, a written decision as 
to whether the respondent is responsible for the alleged conduct.  (34 CFR 106.45) 
 
The written decision shall be issued within 45 calendar days of the receipt of the complaint. 
 
The timeline may be temporarily extended for good cause with written notice to the complainant 
and respondent of the extension and the reasons for the action.  (34 CFR 106.45) 
 
In making this determination, the district shall use the "preponderance of the evidence" standard 
for all formal complaints of sexual harassment.  (34 CFR 106.45) 
 
The written decision shall include the following: (34 CFR 106.45) 
 
1. Identification of the allegations potentially constituting sexual harassment as defined in 34 

CFR 106.30 
 
2. A description of the procedural steps taken from receipt of the formal complaint through 

the written decision, including any notifications to the parties, interviews with parties and 
witnesses, site visits, methods used to gather other evidence, and hearings held if the district 
includes hearings as part of the grievance process 

 
3. Findings of fact supporting the determination 
 
4. Conclusions regarding the application of the district's code of conduct to the facts 
 
5. A statement of, and rationale for, the result as to each allegation, including a decision 

regarding responsibility, any disciplinary sanctions the district imposes on the respondent, 
and whether remedies designed to restore or preserve equal access to the district's 
educational program or activity will be provided by the district to the complainant 

 
6. The district's procedures and permissible bases for the complainant and respondent to 

appeal 
 
Appeals 
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Either party may appeal the district's decision or dismissal of a formal complaint or any allegation 
in the complaint, if the party believes that a procedural irregularity affected the outcome, new 
evidence is available that could affect the outcome, or a conflict of interest or bias by the Title IX 
Coordinator, investigator(s), or decision-maker(s) affected the outcome.  If an appeal is filed, the 
district shall: (34 CFR 106.45) 
 
1. Notify the other party in writing when an appeal is filed and implement appeal procedures 

equally for both parties 
 
2. Ensure that the decision-maker(s) for the appeal is trained in accordance with 34 CFR 

106.45 and is not the same decision-maker(s) who reached the determination regarding 
responsibility or dismissal, the investigator(s), or the Title IX Coordinator 

 
3. Give both parties a reasonable, equal opportunity to submit a written statement in support 

of, or challenging, the outcome 
 
4. Issue a written decision describing the result of the appeal and the rationale for the result 
 
5. Provide the written decision simultaneously to both parties 
 
An appeal must be filed in writing within 10 calendar days of receiving the determination, stating 
the grounds for the appeal and including any relevant documentation in support of the appeal.  
Appeals submitted after this deadline are not timely and shall not be considered.  Either party has 
the right to file a complaint with the U.S. Equal Employment Opportunity Commission. 
 
A written decision shall be provided to the parties within 20 calendar days from the receipt of the 
appeal. 
 
Remedies 
 
When a determination of responsibility for sexual harassment has been made against the 
respondent, the district shall provide remedies to the complainant.  Such remedies may include the 
same individualized services described above in the section "Supportive Measures," but need not 
be nondisciplinary or nonpunitive and need not avoid burdening the respondent.  (34 CFR 106.45) 
 
Disciplinary Actions 
 
The district shall not impose any disciplinary sanctions or other actions against a respondent, other 
than supportive measures as described above in the section "Supportive Measures," until the 
complaint procedure has been completed and a determination of responsibility has been made. (34 
CFR 106.44) 
 
When an employee is found to have committed sexual harassment or retaliation, the district shall 
take appropriate disciplinary action, up to and including dismissal, in accordance with applicable 
law and collective bargaining agreement. 
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(cf. 4117.7/4317.7 - Employment Status Report) 
(cf. 4118 - Dismissal/Suspension/Disciplinary Action) 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 
 
Record-Keeping 
 
The Superintendent or designee shall maintain for a period of seven years a record of all reported 
cases and Title IX investigations of sexual harassment, any determinations of responsibility, any 
audio or audiovisual recording and transcript if applicable, any disciplinary sanctions imposed, 
any remedies provided to the complainant, any appeal or informal resolution and the results 
therefrom, and responses made pursuant to 34 CFR 106.44.  (34 CFR 106.45) 
 
The Superintendent or designee shall also maintain for a period of seven years all materials used 
to train the Title IX Coordinator, investigator(s), decision-maker(s), and any person who facilitates 
an informal resolution process. The district shall make such training materials publicly available 
on its web site, or if the district does not maintain a web site, available upon request by members 
of the public.  (34 CFR 106.45) 
 
(cf. 3580 - District Records) 
 
Legal Reference:  

EDUCATION CODE 
200-262.4  Prohibition of discrimination on the basis of sex 
48900  Grounds for suspension or expulsion 
48900.2  Additional grounds for suspension or expulsion; sexual harassment 
48985  Notices, report, statements and records in primary language 
CIVIL CODE 
51.9  Liability for sexual harassment; business, service and professional relationships 
1714.1  Liability of parents/guardians for willful misconduct of minor 
GOVERNMENT CODE 
12950.1  Sexual harassment training 
CODE OF REGULATIONS, TITLE 5 
4600-4670  Uniform complaint procedures 
4900-4965  Nondiscrimination in elementary and secondary education programs 
UNITED STATES CODE, TITLE 20 
1092  Definition of sexual assault 
1221 Application of laws 
1232g Family Educational Rights and Privacy Act 
1681-1688  Title IX of the Education Amendments of 1972 
UNITED STATES CODE, TITLE 34 
12291  Definition of dating violence, domestic violence, and stalking 
UNITED STATES CODE, TITLE 42 
1983  Civil action for deprivation of rights 
2000d-2000d-7  Title VI, Civil Rights Act of 1964 
2000e-2000e-17  Title VII, Civil Rights Act of 1964 as amended 
CODE OF FEDERAL REGULATIONS, TITLE 34 
99.1-99.67 Family Educational Rights and Privacy 
106.1-106.82  Nondiscrimination on the basis of sex in education programs 
COURT DECISIONS 
Donovan v. Poway Unified School District, (2008) 167 Cal.App.4th 567 
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Flores v. Morgan Hill Unified School District, (2003, 9th Cir.) 324 F.3d 1130 
Reese v. Jefferson School District, (2000, 9th Cir.) 208 F.3d 736 
Davis v. Monroe County Board of Education, (1999) 526 U.S. 629 
Gebser v. Lago Vista Independent School District, (1998) 524 U.S. 274 
Oona by Kate S. v. McCaffrey, (1998, 9th Cir.) 143 F.3d 473 
Doe v. Petaluma City School District, (1995, 9th Cir.) 54 F.3d 1447 

 
Management Resources: 

WEB SITES 
CSBA:  http://www.csba.org 
California Department of Education: http://www.cde.ca.gov 
U.S. Department of Education, Office for Civil Rights:  http://www.ed.gov/about/offices/list/ocr 

 
 
Regulation approved: 9/21/2020 
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PERSONNEL 

 

Unauthorized Release of Confidential Privileged Information 

 

The Governing Board, administration and staff shall maintain the confidentiality of all confidential 

records until such time as laws, state regulations and/or bylaws of this district permit disclosure.  

Information and records pertaining to closed sessions, negotiations and student records are not 

subject to public disclosure under Government Code 6252-6260. 

 

Any employee who willfully releases confidential/privileged information about students, staff or any 

topic properly confined to a closed session shall be subject to disciplinary action up to and including 

dismissal from district service.  Confidential information includes any information relating to the 

Board's employer-employee strategies on matters in negotiation or matters to be placed in 

negotiation. 

 

Any employee who willingly and for monetary gain uses or discloses confidential/privileged 

information as defined in Government Code 1098 is guilty of a misdemeanor.  (Government Code 

1098) 

 

Any action by an employee which inadvertently or carelessly results in release of 

confidential/privileged information shall be recorded, and the record shall be placed in the 

employee's personnel file.  Depending on the circumstances, the Superintendent or designee may 

deny the employee further access to any privileged information and shall take any steps necessary to 

prevent any further unauthorized release of such information. 

 
(cf. 5125 - Student Records) 

(cf. 5125.1 - Release of Directory Information) 

(cf. 9321 - Closed Session Purposes and Agendas) 

 
Legal Reference: 

EDUCATION CODE 

35010  Control of district; prescription and enforcement of rules 

35146  Closed sessions  (re student suspension) 

44031  Personnel file contents and inspection 

44932  Grounds for dismissal of permanent employees 

44933  Other grounds for dismissal 

45113  Rules and regulations for classified service 

49060-49078  Pupil records 

GOVERNMENT CODE 

1098  Public officials and employees:  confidential information 

3540 et seq.  Meeting and negotiating in public employment 

6252 et seq.  Inspection of public records 

54957  Closed session; purposes for holding; definition of "employee" exclusion of witnesses 

54957.2  Taking of minutes at closed sessions; clerk; minute book 

54957.6  Closed session, representatives to employee organization(s); state conciliator 

LABOR CODE 

1102.5  Employees:  disclosure of information 

UNITED STATES CODE, TITLE 20 

1232g  Family Education Rights and Privacy Act 

 

 

Policy adopted: 5/14/02 
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COMMUNITY RELATIONS 
 
Access to District Records 
Public records include any writing containing information relating to the conduct of the district's 
business prepared, owned, used, or retained by the district regardless of physical form or 
characteristics.  (Government Code 6252) 
 
(cf. 3580 - District Records) 
(cf. 9012 - Board Member Electronic Communications) 
 
Writing means any handwriting, typewriting, printing, Photostatting, photographing, transmitting 
by electronic mail or facsimile, and every other means of recording upon any tangible thing any 
form of communication or representation, including letters, words, pictures, sounds, or symbols 
or combinations thereof, and any record thereby created, regardless of the manner in which the 
record has been stored.  (Government Code 6252) 
 
Member of the public means any person, except a member, agent, officer, or employee of the 
district or a federal, state, or other local agency acting within the scope of his/her membership, 
agency, office, or employment. 
  
Public records to which members of the public shall have access include, but are not limited to: 
 
1. Proposed and approved district budgets and annual audits (Education Code 41020, 

42103) 
 
(cf. 3100 - Budget) 
(cf. 3460 - Financial Reports and Accountability) 
 
2. Statistical compilations 
 
3. Reports and memoranda 
 
4. Notices and bulletins 
 
5. Minutes of public meetings (Education Code 35145) 
 
(cf. 9324 - Minutes and Recordings) 
 
6. Meeting agendas (Government Code 54957.5) 
 
(cf. 9322 - Agenda/Meeting Materials) 
 
7. Official communications between the district and other government agencies 
 
8. School-based program plans (Education Code 52850) 
 
(cf. 0420 - School Plans/Site Councils) 
(cf. 0420.1 - School-Based Program Coordination) 
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9. Information and data relevant to the evaluation and modification of district plans 
 
(cf. 0440 - District Technology Plan) 
(cf. 0520.2 - Title I Program Improvement Schools) 
(cf. 0520.3 - Title I Program Improvement Districts) 
 
10. Initial proposals of exclusive employee representatives and of the district (Government 

Code 3547) 
 
(cf. 4143.1/4243.1 - Public Notice - Personnel Negotiations) 
 
11. Claims filed against the district and records pertaining to pending litigation (Government 

Code 6254.25; Fairley v. Superior Court; 71 Ops.Cal.Atty.Gen. 235 (1988)) 
 
(cf. 3320 - Claims and Actions Against the District) 
 
12. Statements of economic interests required by the Conflict of Interest Code (Government 

Code 81008) 
 
(cf. 9270 - Conflict of Interest) 
 
13. Employment contracts and settlement agreements (Government Code 53262) 
 
(cf. 2121 - Superintendent's Contract) 
(cf. 4117.5/4217.5/4317.5 - Termination Agreements) 
(cf. 4141/4241 - Collective Bargaining Agreement) 
 
Confidential Records 
 
Records to which the members of the public shall not have access include, but are not limited to: 
 
1. Preliminary drafts, notes, interagency or intradistrict memoranda which are not retained 

by the district in the ordinary course of business, provided that the public interest in 
withholding these records clearly outweighs the public interest in disclosure (Government 
Code 6254) 

 
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information) 
(cf. 9011 - Disclosure of Confidential/Privileged Information) 
 
2. Records specifically prepared for litigation to which the district is a party or to respond to 

claims made against the district pursuant to the Tort Claims Act, until the litigation or 
claim has been finally adjudicated or otherwise settled, or beyond, if the records are 
protected by some other provision of law (Government Code 6254, 6254.25; Fairley v. 
Superior Court; 71 Ops.Cal.Atty.Gen. 235 (1988)) 

 
3. Personnel records, medical records, student records, or similar materials, the disclosure of 

which would constitute an unwarranted invasion of personal privacy (Government Code 
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6254) 
 
(cf. 4112.6/4212.6/4312.6 - Personnel Files) 
(cf. 4112.62/4212.62/4312.62 - Maintenance of Criminal Offender Records) 
(cf. 5125 - Student Records) 
(cf. 5125.1 - Release of Directory Information) 
 

The home addresses and home telephone numbers of employees may only be disclosed as 
follows: (Government Code 6254.3) 

 
a. To an agent or a family member of the employee 
 
b. To an officer or employee of a state agency or another school district or county 

office of education when necessary for the performance of official duties 
 
c. To an employee organization pursuant to regulations and decisions of the Public 

Employment Relations Board, unless the employee performs law enforcement-
related functions or requests in writing that the information not be disclosed 

 
(cf. 4140/4240/4340 - Bargaining Units) 

 
d. To an agent or employee of a health benefit plan providing health services or 

administering claims for health services to district employees and their enrolled 
dependents, for the purpose of providing the health services or administering 
claims for employees and their enrolled dependents 

 
(cf. 4154/4254/4354 - Health and Welfare Benefits) 
 
4. Test questions, scoring keys, and other examination data except as provided by law 

(Government Code 6254) 
 
(cf. 6162.51 - Standardized Testing and Reporting Program) 
(cf. 6162.52 - High School Exit Examination) 
 
5. Without affecting the law of eminent domain, the contents of real estate appraisals or 

engineering or feasibility estimates and evaluations made for or by the district relative to 
the acquisition of property, or to prospective public supply and construction contracts, 
until all of the property has been acquired or all of the contract agreement obtained 
(Government Code 6254) 

 
6. Information required from any taxpayer in connection with the collection of local taxes 

that is received in confidence and the disclosure of the information to other persons 
would result in unfair competitive disadvantage to the person supplying the information 
(Government Code 6254) 

 
7. Library circulation and patron use records of a borrower or patron including, but not 

limited to, his/her name, address, telephone number, email address, borrowing 
information, or use of library information resources (Government Code 6254, 6267) 
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(cf. 6163.1 - Library Media Centers) 
 
8. Records for which the disclosure is exempted or prohibited pursuant to state or federal 

law, including, but not limited to, provisions of the Evidence Code relating to privilege 
(Government Code 6254) 

 
(cf. 9124 - Attorney) 
 
9. Documents prepared by or for the district to assess its vulnerability to terrorist attack or 

other criminal acts intended to disrupt district operations and that are for distribution or 
consideration in closed session (Government Code 6254) 

 
(cf. 0450 - Comprehensive Safety Plan) 
 
10. Recall petitions, petitions for special elections to fill Board vacancies, or petitions for the 

reorganization of the school district (Government Code 6253.5) 
 
(cf. 9223 - Filling Vacancies) 
 
11. Minutes of Board meetings held in closed session (Government Code 54957.2) 
 
(cf. 9321 - Closed Session Purposes and Agendas) 
 
12. Computer software developed by the district (Government Code 6254.9) 
 
13. Information security records, the disclosure of which would reveal vulnerabilities to, or 

increase potential for an attack on, the district's information technology system 
(Government Code 6254.19) 

 
14. Records that contain individually identifiable health information, including records that 

may be exempt pursuant to physician-patient privilege, the Confidentiality of Medical 
Information Act, and the Health Insurance Portability and Accountability Act 
(Government Code 6254, 6255) 

 
(cf. 5141.6 - School Health Services) 
 
15. Any other records listed as exempt from public disclosure in the California Public 

Records Act or other statutes 
 
16. Records for which the district can demonstrate that, based on the particular facts of the 

case, the public interest served by not disclosing the record clearly outweighs the public 
interest served by disclosure of the record (Government Code 6255) 

 
Inspection of Records and Requests for Copies 
 
Any person may request a copy or inspection of any district record that is open to the public and 
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not exempt from disclosure.  (Government Code 6253) 
 
Within 10 days of receiving any request to inspect or copy a district record, the Superintendent 
or designee shall determine whether the request seeks release of a disclosable public record in 
the district's possession.  The Superintendent or designee shall promptly inform the person 
making the request of his/her determination and the reasons for the decision.  (Government Code 
6253) 
 
In unusual circumstances, the Superintendent or designee may extend the 10-day limit for up to 
14 days by providing written notice to the requester and setting forth the reasons for the 
extension and the date on which a determination is expected to be made.  Unusual circumstances 
include the following, but only to the extent reasonably necessary to properly process the 
request:  (Government Code 6253) 
 
1. The need to search for and collect the requested records from field facilities or other 

establishments that are separate from the office processing the request 
 
2. The need to search for, collect, and appropriately examine a voluminous amount of 

separate and distinct records which are demanded in a single request 
 
3. The need for consultation, which shall be conducted with all practicable speed, with 

another agency (e.g., a state agency or city) having a substantial interest in the 
determination of the request or among two or more components of the district (e.g., two 
different school sites) with substantial interest in the request 

 
4. In the case of electronic records, the need to compile data, write programming language 

or a computer program, or construct a computer report to extract data 
 
If the Superintendent or designee determines that the request seeks disclosable public records, 
the determination shall state the estimated date and time when the records will be made 
available. (Government Code 6253) 
 
Public records shall be open to inspection at all times during district office hours.  Any 
reasonably segregable portion of a record shall be made available for inspection by any person 
requesting the record after deletion of the portions that are exempted by law.  (Government Code 
6253) 
 
Upon request for a copy that reasonably describes an identifiable record, an exact copy shall be 
promptly provided unless it is impracticable to do so. (Government Code 6253) 
 
The Superintendent or designee shall charge an amount for copies that reflects the direct costs of 
duplication.  Written requests to waive the fee shall be submitted to the Superintendent or 
designee. 
 
If any person requests that a public record be provided in an electronic format, the district shall 
make that record available in any electronic format in which it holds the information.  The 
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district shall provide a copy of the electronic record in the format requested as long as the 
requested format is one that has been used by the district to create copies for its own use or for 
use by other agencies. (Government Code 6253.9) 
 
The cost of duplicating an electronic record shall be limited to the direct cost of producing a 
copy of the record in electronic format.  However, the requester shall bear the cost of producing 
the copy of the electronic record, including the cost to construct the record and the cost of 
programming and computer services necessary to produce the copy, under the following 
circumstances:  (Government Code 6253.9) 
 
1. The electronic record is one that is produced only at otherwise regularly scheduled 

intervals. 
 
2. The request would require data compilation, extraction, or programming to produce the 

record. 
 
Assistance in Identifying Requested Records 
 
If the Superintendent or designee denies a request for disclosable records, he/she shall assist the 
requester in making a focused and effective request that reasonably describes an identifiable 
record.  To the extent reasonable under the circumstances, the Superintendent or designee shall 
do all of the following:  (Government Code 6253.1) 
 
1. Assist in identifying records and information responsive to the request or the purpose of 

the request, if specified 
 
If, after making a reasonable effort to elicit additional clarifying information from the 
requester to help identify the record, the Superintendent or designee is still unable to 
identify the information, this requirement shall be deemed satisfied. 
 

2. Describe the information technology and physical location in which the records exist 
 
3. Provide suggestions for overcoming any practical basis for denying access to the records 

or information sought 
 
Provisions of the Public Records Act shall not be construed so as to delay access for purposes of 
inspecting records open to the public.  Any notification denying a request for public records shall 
state the name and title of each person responsible for the denial.  (Government Code 6253) 
 
 
Regulation approved: 2/02 
Regulation revised: 3/07/06; 5/7/12 



SEXUAL HARASSMENT / TITLE IX CONSULTATION 

08.08.07; 2.2.17; 6/13/17 eac 

 
COMPLAINANT:    SCHOOL STATUS:   
(First name only, if complainant wishes to remain anonymous) (i.e. Student, Faculty, Other Employee, etc. ) 

 
1. WHO harassed you? What is the person’s role (Teacher, Student Administrator, etc?) 

2. HOW did the harassment take place? (Be explicit)  

3. WHERE did it take place?   

4. WHEN did it take place? (Date and time, if possible)  

5. HOW OFTEN, if more than once?  

6. How did you FEEL about it? What was your response?  

7. In what way does the alleged harasser have POWER over the academic/career success (or well-being) of the harassed? **At the present time? Were 

there any WITNESSES? ☐ Yes ☐ No If yes, who?  

8. Did you tell anyone about your experience after the incident? ☐ Yes ☐ No  
a. WHO?   

b. WHEN?   

c. WHERE?   

d. WHAT did you tell them?    

e. WHAT was their RESPONSE?   

9. Do you think OTHER VICTIMS might exist? ☐ Yes ☐ No, If yes describe:  

10. Do you have, or think you can discretely obtain, KNOWLEDGE OF OTHER INCIDENCES of sexual harassment by the alleged harasser?   

11. Do you know of (or perceive) any CONSEQUENCES or effects of your response?  

a. Were they explicitly stated? ☐ Yes ☐ No | How?  

b. Implied? ☐ Yes ☐ No | How?  

12. If some time has elapsed since the incident, have any CONSEQUENCES occurred? ☐ Yes ☐ No ☐ N/A 
a. WHAT?  

b. HOW?  

13. What would you like DONE? 

a. For you?  

b. For others?  

c. With respect to the alleged harasser?  

TO BE COMPLETED BY INTERVIEWER 
Interviewer:  Date: 

 

A. Has sexual harassment occurred?  ☐ Yes ☐ No 

a. How severe is the harassment?   

b. Does it warrant emergency action? ☐ Yes ☐ No 

c. Is informal resolution suitable? ☐ Yes ☐ No 

B. What is the potential for retaliation?   

a. Can I realistically protect the complainant? ☐ Yes ☐ No 

C. Can the complainant protect himself/herself? ☐ Yes ☐ No | What options is the complainant willing to pursue?  

D. Disciplinary/Corrective measures taken: ☐ Yes ☐ No | Describe:   
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Applicant Submission


ORI (Code assigned by DOJ) Authorized Applicant Type


Type of License/Certification/Permit OR Working Title  (Maximum 30 characters - if assigned by DOJ, use exact title assigned)


Contributing Agency Information:


Agency Authorized to Receive Criminal Record Information Mail Code (five-digit code assigned by DOJ)


Street Address or P.O. Box


City ZIP Code


Contact Name (mandatory for all school submissions)


Contact Telephone Number


Applicant Information:


Last Name First Name    Middle Initial Suffix


Other Name: (AKA or Alias)


Last Name First Name Suffix


Date of Birth
Sex Male Female


Driver's License Number


Height Weight Eye Color Hair Color


Place of Birth (State or Country) Social Security Number


Home 
Address Street Address or P.O. Box City ZIP Code


Billing 
Number


(Agency Billing Number)
Misc. 
Number


(Other Identification Number)


Your Number:
OCA Number (Agency Identifying Number)


Level of Service:  DOJ  FBI


If re-submission, list original ATI number:
(Must provide proof of rejection) Original ATI Number


Employer (Additional response for agencies specified by statute):


Employer Name


Street Address or P.O. Box


City ZIP Code Mail Code (five digit code assigned by DOJ)


Telephone Number (optional)


Live Scan Transaction Completed By:


Name of Operator Date


Transmitting Agency LSID ATI Number Amount Collected/Billed


STATE OF CALIFORNIA DEPARTMENT OF JUSTICE 
PAGE 1 of 4BCIA 8016 


(Rev. 04/2020)


REQUEST FOR LIVE SCAN SERVICE


(If the Level of Service indicates FBI, the fingerprints will be used to check the 
criminal history record information of the FBI.)


State


State


State


Date


 I have received and read the included Privacy Notice, Privacy Act Statement, and Applicant's Privacy Rights. 


Applicant Signature
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Privacy Notice 
As Required by Civil Code § 1798.17  


Collection and Use of Personal Information. The California Justice Information Services (CJIS) 
Division in the Department of Justice (DOJ) collects the information requested on this form as authorized 
by Business and Professions Code sections 4600-4621, 7574-7574.16, 26050-26059, 11340-11346, and 
22440-22449; Penal Code sections 11100-11112, and 11077.1; Health and Safety Code sections 1522, 
1416.20-1416.50, 1569.10-1569.24, 1596.80-1596.879, 1725-1742, and 18050-18055; Family Code 
sections 8700-87200, 8800-8823, and 8900-8925; Financial Code sections 1300-1301, 22100-22112, 
17200-17215, and 28122-28124; Education Code sections 44330-44355; Welfare and Institutions Code 
sections 9710-9719.5, 14043-14045, 4684-4689.8, and 16500-16523.1; and other various state statutes 
and regulations. The CJIS Division uses this information to process requests of authorized entities that 
want to obtain information as to the existence and content of a record of state or federal convictions to 
help determine suitability for employment, or volunteer work with children, elderly, or disabled; or for 
adoption or purposes of a license, certification, or permit. In addition, any personal information collected 
by state agencies is subject to the limitations in the Information Practices Act and state policy. The DOJ's 
general privacy policy is available at http://oag.ca.gov/privacy-policy. 
  


Providing Personal Information. All the personal information requested in the form must be provided. 
Failure to provide all the necessary information will result in delays and/or the rejection of your request. 


Access to Your Information. You may review the records maintained by the CJIS Division in the DOJ 
that contain your personal information, as permitted by the Information Practices Act. See below for 
contact information. 


Possible Disclosure of Personal Information. In order to process applications pertaining to Live Scan 
service to help determine the suitability of a person applying for a license, employment, or a volunteer 
position working with children, the elderly, or the disabled, we may need to share the information you give 
us with authorized applicant agencies.  


The information you provide may also be disclosed in the following circumstances: 


• With other persons or agencies where necessary to perform their legal duties, and their use of 
your information is compatible and complies with state law, such as for investigations or for 
licensing, certification, or regulatory purposes.  


• To another government agency as required by state or federal law. 


Contact Information. For questions about this notice or access to your records, you may contact the 
Associate Governmental Program Analyst at the DOJ's Keeper of Records at (916) 210-3310, by email at 
keeperofrecords@doj.ca.gov, or by mail at: 


Department of Justice 
Bureau of Criminal Information & Analysis 


Keeper of Records 
P.O. Box 903417 


Sacramento, CA 94203-4170 
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Privacy Act Statement 
  
Authority.  The FBI's acquisition, preservation, and exchange of fingerprints and associated 
information is generally authorized under 28 U.S.C. 534. Depending on the nature of your application, 
supplemental authorities include Federal statutes, State statutes pursuant to Pub. L. 92-544, 
Presidential Executive Orders, and federal regulations. Providing your fingerprints and associated 
information is voluntary; however, failure to do so may affect completion or approval of your 
application. 
  
Principal Purpose. Certain determinations, such as employment, licensing, and security clearances, 
may be predicated on fingerprint-based background checks. Your fingerprints and associated 
information/biometrics may be provided to the employing, investigating, or otherwise responsible 
agency, and/or the FBI for the purpose of comparing your fingerprints to other fingerprints in the FBI's 
Next Generation Identification (NGI) system or its successor systems (including civil, criminal, and 
latent fingerprint repositories) or other available records of the employing, investigating, or otherwise 
responsible agency. The FBI may retain your fingerprints and associated information/biometrics in NGI 
after the completion of this application and, while retained, your fingerprints may continue to be 
compared against other fingerprints submitted to or retained by NGI. 
  
Routine Uses.  During the processing of this application and for as long thereafter as your fingerprints 
and associated information/biometrics are retained in NGI, your information may be disclosed 
pursuant to your consent, and may be disclosed without your consent as permitted by the Privacy Act 
of 1974 and all applicable Routine Uses as may be published at any time in the Federal Register, 
including the Routine Uses for the NGI system and the FBI's Blanket Routine Uses.  Routine uses 
include, but are not limited to, disclosures to: employing, governmental, or authorized non-
governmental agencies responsible for employment, contracting, licensing, security clearances, and 
other suitability determinations; local, state, tribal, or federal law enforcement agencies; criminal justice 
agencies; and agencies responsible for national security or public safety.
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Noncriminal Justice Applicant's Privacy Rights 
  


As an applicant who is the subject of a national fingerprint-based criminal history record check for 
a noncriminal justice purpose (such as an application for employment or a license, an immigration 
or naturalization matter, security clearance, or adoption), you have certain rights which are 
discussed below.  
  
 • You must be provided written notification1 that your fingerprints will be used to check the 
    criminal history records of the FBI.  
 • You must be provided, and acknowledge receipt of, an adequate Privacy Act Statement 
    when you submit your fingerprints and associated personal information. This Privacy Act 
    Statement should explain the authority for collecting your information and how your 
    information will be used, retained, and shared. 2  
 • If you have a criminal history record, the officials making a determination of your 
   suitability for the employment, license, or other benefit must provide you the opportunity 
   to complete or challenge the accuracy of the information in the record.  
 • The officials must advise you that the procedures for obtaining a change, correction, or 
   update of your criminal history record are set forth at Title 28, Code of Federal 
   Regulations (CFR), Section 16.34.  
 • If you have a criminal history record, you should be afforded a reasonable amount of time 
   to correct or complete the record (or decline to do so) before the officials deny you the 
   employment, license, or other benefit based on information in the criminal history record. 3 
  


You have the right to expect that officials receiving the results of the criminal history record check 
will use it only for authorized purposes and will not retain or disseminate it in violation of federal 
statute, regulation or executive order, or rule, procedure or standard established by the National 
Crime Prevention and Privacy Compact Council. 4  
  
If agency policy permits, the officials may provide you with a copy of your FBI criminal history 
record for review and possible challenge. If agency policy does not permit it to provide you a copy 
of the record, you may obtain a copy of the record by submitting fingerprints and a fee to the FBI. 
Information regarding this process may be obtained at https://www.fbi.gov/services/cjis/identity-
history-summary-checks.  
  
If you decide to challenge the accuracy or completeness of your FBI criminal history record, you 
should send your challenge to the agency that contributed the questioned information to the FBI. 
Alternatively, you may send your challenge directly to the FBI. The FBI will then forward your 
challenge to the agency that contributed the questioned information and request the agency to 
verify or correct the challenged entry. Upon receipt of an official communication from that agency, 
the FBI will make any necessary changes/corrections to your record in accordance with the 
information supplied by that agency. (See 28 CFR 16.30 through 16.34.) You can find additional 
information on the FBI website at https://www.fbi.gov/about-us/cjis/background-checks.  
  
 
1 Written notification includes electronic notification, but excludes oral notification 


2 https://www.fbi.gov/services/cjis/compact-council/privacy-act-statement 
3 See 28 CFR 50.12(b) 


4 See U.S.C. 552a(b); 28 U.S.C. 534(b); 34 U.S.C. § 40316 (formerly cited as 42 U.S.C. § 14616), Article IV(c) 
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