




































RESOLUTION #26-01 OF THE GOVERNING BOARD OF THE  
HAPPY VALLEY ELEMENTARY SCHOOL DISTRICT REGARDING THE  

DESIGNATION OF THE OFFICIAL REPRESENTATIVE AND ALTERNATE 
REPRESENTATIVE TO THE SHASTA-TRINITY SCHOOLS INSURANCE GROUP JOINT 

POWERS AUTHORITY BOARD OF DIRECTORS 

WHEREAS, the Happy Valley Elementary School District is a member of the Shasta-Trinity 
Schools Insurance Group Joint Powers Authority; 

AND WHEREAS a representative and an alternate representative are required to be designated 
by each member district; 

RESOLVE the Governing Board of the Happy Valley Elementary School District of Shasta 
County, in a regular public meeting assembled this 13th day of August 2025, designates Gina Murphy, 
Superintendent, as the official representative to the Shasta-Trinity Schools Insurance Group’s Board of 
Directors, and Larrisa Schwab, CBO, as the official alternate representative;  Said representative(s) is 
authorized to sign documents and perform all items pertaining to the interest of the Board of Directors as 
a legislative body pursuant to the terms of the Shasta-Trinity Schools Insurance Group Joint Powers 
Authority Agreement.   

BE IT FURTHER RESOLVED that the designated official representative or designated official 
alternate representative, whichever is present, but not both, may vote on the Happy Valley Elementary 
School District’s behalf to expand the lines of coverage provided by the Shasta-Trinity Schools Insurance 
Group to include any other risk management, insurance, or self-funded program(s) authorized by law. 

The above resolution was moved by member ________________________________________, seconded 
by member ____________________________________________, and passed and adopted this 13th day 
of August 2025, by the following vote. 

AYES: 

NOES: 

ABSENT: 

ABSTAINED: 

_____________________________________________________________________________________ 
Signature – Clerk of the Board    Print Name    Title 
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BEFORE THE BOARD OF TRUSTEES OF THE 

HAPPY VALLEY UNION ELEMENTARY SCHOOL DISTRICT 
SHASTA COUNTY, CALIFORNIA 

RESOLUTION #26-02 
REGARDING THE EDUCATION PROTECTION ACCOUNT 

 
 

 WHEREAS, the voters approved Proposition 30 on November 6, 2012;  

 

 WHEREAS, Proposition 30 added Article XIII, Section 36 to the California 

Constitution effective November 7, 2012;  

 

 WHEREAS, the provisions of Article XIII, Section 36(e) create in the state General 

Fund an Education Protection Account to receive and disburse the revenues derived from 

the incremental increases in taxes imposed by Article XIII, Section 36(f);  

 

 WHEREAS, before June 30th of each year, the Director of Finance shall estimate 

the total amount of additional revenues, less refunds that will be derived from the 

incremental increases in tax rates made pursuant to Article XIII, Section 36(f) that will be 

available for transfer into the Education Protection Account during the next fiscal year; 

 

 WHEREAS, if the sum determined by the State Controller is positive, the State 

Controller shall transfer the amount calculated into the Education Protection Account 

within ten days preceding the end of the fiscal year;  

 

 WHEREAS, all monies in the Education Protection Account are hereby 

continuously appropriated for the support of school districts, county offices of education, 

charter schools and community college districts; 

 

 WHEREAS, monies deposited in the Education Protection Account shall not be 

used to pay any costs incurred by the Legislature, the Governor or any agency of state 

government;  
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 WHEREAS, a community college district, county office of education, school 

district, or charter school shall have the sole authority to determine how the monies 

received from the Education Protection Account are spent in the school or schools within 

its jurisdiction;  

 

 WHEREAS, the governing board of the district shall make the spending 

determinations with respect to monies received from the Education Protection Account in 

open session of a public meeting of the governing board;  

 

 WHEREAS, the monies received from the Education Protection Account shall not 

be used for salaries or benefits for administrators or any other administrative cost;  

 

 WHEREAS, each community college district, county office of education, school 

district and charter school shall annually publish on its Internet website an accounting of 

how much money was received from the Education Protection Account and how that 

money was spent;  

 

 WHEREAS, the annual independent financial and compliance audit required of 

community college districts, county offices of education, school districts and charter 

schools shall ascertain and verify whether the funds provided from the Education 

Protection Account have been properly disbursed and expended as required by Article XIII, 

Section 36 of the California Constitution;  

 

 WHEREAS, expenses incurred by community college districts, county offices of 

education, school districts and charter schools to comply with the additional audit 

requirements of Article XIII, Section 36 may be paid with funding from the Education 

Protection Act and shall not be considered administrative costs for purposes of Article XIII, 

Section 36. 
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NOW, THEREFORE, IT IS HEREBY RESOLVED: 

 

1. The monies received from the Education Protection Account shall be spent 

as required by Article XIII, Section 36 and the spending determinations on how the money 

will be spent shall be made in open session of a public meeting of the governing board of 

Happy Valley Union Elementary School District; 

 

2. In compliance with Article XIII, Section 36(e), with the California 

Constitution, the governing board of the Happy Valley Union Elementary School District 

has determined to spend the monies received from the Education Protection Act for 

Teachers’ salaries. 

 
 
DATED:   AUGUST 13, 2025  
 
             

___________________________________ 
Jodi Shearman, Board President   

 
 
___________________________________ 
Cheryl Best, Vice-President   

 
 
___________________________________ 
Erin Ciapponi, Clerk   

 
 
___________________________________ 
Josh Hancock, Board Member 
 
 
___________________________________ 
Jacque Brousseau, Board Member  

 
 
  
 
 
 



BEFORE THE BOARD OF TRUSTEES OF THE 
HAPPY VALLEY UNION ELEMENTARY SCHOOL DISTRICT 

SHASTA COUNTY, CALIFORNIA 
RESOLUTION #26-03 

AUTHORIZATION FOR 2025-2026 INTERFUND TRANSFERS 
 

 
 WHEREAS, the Happy Valley Union Elementary School District will need to transfer 
money between funds; 
 
 WHEREAS, the Happy Valley Union Elementary School District has the need to transfer 
revenues and expenditures between funds; 
 
 NOW, THEREFORE, BE IT RESOLVED that the Board of Trustees of the Happy Valley 
Union Elementary School District authorizes the Business Manager or Superintendent to make 
such transfers as may be needed. 

 PASSED AND ADOPTED THIS 13th day of August 2025, by the Board of Trustees of the 
Happy Valley Union Elementary School District by the following vote: 

 

AYES: 
 
NOES: 
 
ABSENT: 
 
ABSTAIN: 
 
 
      ________________________________________ 
      Clerk of the Governing Board 



 

BEFORE THE BOARD OF TRUSTEES OF THE  
HAPPY VALLEY UNION ELEMENTARY SCHOOL DISTRICT 

RESOLUTION #26-04 
AUTHORIZING THE SUPERINTENDENT/PRINCIPAL TO MAKE CERTAIN 

PURCHASES RELATED TO SCHOOL ACTIVITES AND FUNCTIONS 
 

WHEREAS, Education Code Section 35160 authorizes a Governing Board to 
initiate and carry on any program, activity, or otherwise act in any manner which is not in 
conflict with or inconsistent with, the purposes for which school districts are established; 
and, 

WHEREAS, Education Code Section 35160.1 further authorizes a Governing 
Board to expend public funds for programs and activities that the Governing Board 
determines are necessary or desirable in meeting the unique needs of the District; and, 

WHEREAS, Education Code Section 35172(c) specifically authorizes a 
Governing Board to engage in activities that inform and make known to the citizens of the 
District, the educational programs and activities of Happy Valley UESD; and, 

WHEREAS, Education Code Section 35161 also authorizes a Governing Board to 
delegate to an officer or employee of the District any of the powers or duties that are 
delegated to it (the Governing Board) by law; 

WHEREAS, Education Code Section 44032 requires that the Governing Board pay 
the actual and necessary expenses of employees incurred in the course of performing 
services for the District under the direction of the Governing Board; and, 

WHEREAS, the Governing Board requires the Superintendent/Principal to 
promote understanding of District’s educational programs through personal contact with 
individuals and groups throughout Shasta County communities; and, 

WHEREAS, the Governing Board recognizes that the Superintendent/Principal 
may, from time to time, require parents, community members, officers and employees to 
meet during meal periods or after normal school hours; and, 

      WHEREAS, the Governing Board further recognizes that the 
Superintendent/Principal, as part of the educational program at Happy Valley UESD, 
may need to recognize students, parents, volunteers, and District staff for their 
contributions and efforts in making the educational program at Happy Valley UESD 
successful; and,  
 

WHEREAS, the Governing Board has previously authorized the 
Superintendent/Principal to make expenditures on behalf of the Governing Board and the 
District in amounts not to exceed $10,000.00 annually, without prior Governing Board 
approval; and; 



  
WHEREAS, the Governing Board desires to authorize the Superintendent/Principal 
to purchase awards, flowers, books, trophies, food and beverages, and other mementos to 
recognize the accomplishments, contributions and efforts of those students, parents, 
District staff, and volunteers. 

NOW, THEREFORE, IT IS HEREBY RESOLVED THAT: 

1. The Governing Board reaffirms and reauthorizes the Superintendent/Principal 
to make expenditures on behalf of the Governing Board and/or the District in 
amounts not to exceed $10,000.00 annually without the prior approval of the 
Governing Board. Said expenditures shall be presented to the Governing Board 
for ratification at the next regularly scheduled meeting following the 
expenditure; 

2. The Governing Board hereby designates and approves the following activities 
for service of food, non-alcoholic beverages and other refreshments: 

Governing Board Meetings 
Functions for volunteers and retiring employees 
Activities honoring individuals in education 
Public School Week activities 
Education events sponsored by the Governing Board 
Seminars, workshops or employee in-services 
Board appointed committee meetings 
Group planning and operational meetings 
Student Presentations 

The Governing Board further herby authorizes the Superintendent/Principal 
to use her discretion to purchase coffee, water, food items, flowers, books, 
awards and/or mementos for staff, parents and volunteers as she deems 
appropriate to encourage and/or recognize participation in school activities, 
staff contributions to the educational programming, attendance at parent 
meetings, and encourage volunteerism; and 

BE IT FURTHER RESOLVED THAT: 

3. Such expenses shall be paid from District funds with the cost per person not to 
exceed $30.00 and the total expense per event shall not exceed $1,000.00, 
without prior Governing Board approval. 

4. The Governing Board determines that these activities are in accordance with 
Education Code Section 35160, 35160.1, 70902, 44032/87032 and serve the 
educational purpose, goals and mission of Happy Valley UESD, including 
communicating the mission of the District and the Governing Board, increases 
community awareness of the educational programs of the District and promotes 
individual and group support of, and participation in, the District’s educational 
program and priorities. 



 

APPROVED AND ADOPTED by the Governing Board of the Happy Valley Union 
Elementary School District at a regularly scheduled board meeting held on the 13th 
day of August 2025, in Shasta County, by the following vote: 

AYES: 

NOES: 

ABSENT: 

ABSTENTIONS: 

___________________________________ 
                                                                    Jodi Shearman, President 
 

                                    ____________________________________ 
                                   Erin Ciapponi, Board Clerk  



HAPPY VALLEY UNION ELEMENTARY SCHOOL DISTRICT 
 
 
SUBJECT: ADOPT RESOLUTION #26-05, SUPPORTING THE DESIGNATION OF DISTRICT 

REPRESENTATIVES AND AUTHORIZATION TO FILE APPLICATIONS FOR THE 
SCHOOL FACILITY PROGRAM 

 
RECOMMENDATION: 
 
That the Board of Trustees adopt Resolution #26-05, supporting the designation of District Representatives and 
authorizing the filing of applications to determine School Facility Program new construction eligibility and 
modernization eligibility and, if eligible, applications for new construction and modernization funding with the 
State Allocation Board. 
 
BACKGROUND: 
 
The New Construction Program provides State funds on a 50/50 state and local sharing basis for public school 
capital facility projects in accordance with statute. Eligibility for State funding is based on a district's need to house 
pupils and is determined by criteria set in School Facility Program legislation (SB50). 
Education Code Section 17072.10 establishes the "new construction grant" per unhoused pupil for new construction 
projects. The State Allocation Board approved the annual adjustment to the grant on January 24, 2024. The adjusted 
grants are as follows: $15,770 for each elementary school pupil, $16,679 for each middle school pupil (include 6th 
grade, if part of a 6-8 school), and $21,223 for each high school pupil. 
 
This "new construction grant" amount is intended to provide the State's share for all necessary project costs that 
include, but are not limited to, funding for design, the construction of the building, general-site development, 
education technology, unconventional energy, tests, inspections and furniture/equipment.  Site acquisition, utilities, 
off-site and service-site development are approved for funding based on review and approval of required 
documentation and funded on a 50/50 state and local sharing basis.  The per pupil grant amounts are adjusted 
annually for inflation based on the change in the Class B Construction Cost Index as approved by the SAB each 
January. 
 
The Modernization Program provides State funds on a 60/40 basis for improvements to educationally enhance 
school facilities. Projects eligible under this Program include such modifications as air conditioning, plumbing, 
lighting, and electrical systems. Site acquisition may not be included in modernization applications.  Education 
Code Section 17074.10 establishes the "modernization grant" for each eligible pupil. The State Allocation Board 
approved the annual adjustment to the grant on January 24, 2024. The adjusted grants are as follows: $6,005 for 
each elementary school pupil, $6,350 for each middle school pupil and, $8,315 for each high school pupil.  
 
The "modernization grant" amount is intended to provide the State's share for all necessary project costs. The 
necessary project costs include, but are not limited to, funding for design, the modernization of the building, 
education technology, unconventional energy, tests, inspections and furniture/equipment.  
 
Funds for the School Facility Program may be from any funding source made available to the State Allocation 
Board. This includes the State General Fund and proceeds from the sale of State General Obligation Bonds. In 
addition, districts are required to provide a portion of the cost of a project from funds available to the school district. 
This may include, among other sources, local general obligation bonds, developer fees, general fund, etc. 
 
In order to apply for approval of School Facility Program eligibility and potential funding, the District must approve 
a resolution designating the District Representatives and authorizing the filing of the applications.  
 

 
 



Resolution #26-05 
BOARD OF TRUSTEES OF THE HAPPY VALLEY UNION ELEMENTARY SCHOOL DISTRICT 

 
Designation of District Representative and 

 Authorization to file Application(s) for School Facility Grant 
 

WHEREAS, the Happy Valley Union Elementary School District is applying to the State 
Allocation Board for approval of state facilities program projects pursuant to Chapter 12.5, Part 10, 
Division 1, commencing with Section 17010.10, et. seq., of the Education Code, for needed new 
construction and modernization of school facilities; 

 
 NOW, THEREFORE, BE IT RESOLVED, by the Happy Valley Union Elementary School District 
Board of Trustees as follows: 
 

1. That Gina Murphy, Superintendent, and Larissa Schwab, Chief Business Official, are 
designated as District Representative and Alternate Representative, respectively and are 
hereby authorized and directed to file, on behalf of the District, such applications with the 
State Allocation Board under Chapter 12.5 of the Education Code. Any previous authorized 
District Representatives not listed above are to be removed from the list of District Representatives; 
and, 

 
2. That the District will establish a “Restricted Maintenance Account” for exclusive purpose 

of providing ongoing and major maintenance of school buildings and has developed an on-
going and major maintenance plan that complies with the provisions of Education Code 
Section 17070.75 and 17070.77 (Regulation Sections 1859.100 through 1859.102); and, 

 
3. That the District will consider the feasibility of the joint use of land and facilities with other 

governmental agencies in order to minimize school facility costs; and, 
 

4. That the District understands if the funding request is for the modernization of portable 
classrooms eligible for an additional apportionment pursuant to Education Code Section 
17073.15, the District will be required to certify that the state modernization funds will be 
used to replace the portable classrooms and permanently remove the displaced portables 
from classroom use within six months of the filing of the Notice of Completion for the 
project; or, it has provided documentation to the Office of Public School Construction 
which indicates that modernizing the portable classrooms eligible for an additional 
apportionment is better use of public resources than the replacement of these facilities; and, 

 
5. That the facilities to be rehabilitated under the Charter School Facility Program previously 

funded with School Facility Program State funds meet the requirements of Regulation 
Section 1859.163.6; and, 
 

6. That the District will engage in a competitive process that is consistent with the 
requirements of Chapter 10 (commencing with Section 4245) of Division 5, of Title 1, of 
the Government Code for all contracts entered on or after November 4, 1998, for the 
services of any architect, structural engineer, or other design professional services for any 
work under the project(s); and, 

 
 

 



7. That the District understands if this request is for new construction funding, the District 
has received approval of the site and the plans from the California Department of Education 
(CDE).  Plan approval is not required if request is for separate design apportionment; and, 

 
8. That the District understands that if this request is for modernization or Charter School 

Facility Program Rehabilitation funding, the District has received approval of the plans for 
the project from the California Department of Education (CDE).  Plan approval is not 
required if request is for separate design apportionment; and, 

 
9. That the District will comply with the Public Contract Code regarding all laws governing 

the use of force account labor; and, 
 

10. That the District will comply with Education Code Section 17076.11 regarding at least a 3 
percent expenditure goal for disabled veteran business enterprises; and, 

 
11. That the Districts matching funds required pursuant to Regulation Sections 1859.77.1 or 

1859.79 has either been expended by the District, deposited in the County School Facility 
Fund or will be expended by the District prior to the notice of completion for the project; 
and, 

 
12. That the District will receive written approval of the plans and specifications for the 

project(s) from the Division of the State Architect unless the request is for a separate site 
and/or design apportionment; and, 

 
13. That if the District is requesting site acquisition funds as part of its application, the District 

has complied with Regulation Sections 1859.74 through 1859.75.1; and, 
 

14. That the District understands that with the exception of an apportionment made pursuant 
to Section 1859.75.1, the lack of substantial progress toward increasing the pupil capacity 
or renovation of its facilities within 18 months of receipt of any funding shall be cause for 
the rescission of the unexpended funds (reference Regulation Section 1859.105); and, 

 
15. That the District understands that if the apportionment for this project was made pursuant 

to Regulation Section 1859.75.1, the lack of substantial progress toward increasing the 
pupil capacity or renovation of its facilities within 12 months of receipt of any funds shall 
be cause for the rescission of the unexpended funds (refer to Regulation Section 
1859.105.1); and, 

 
16. That the District understands that funds not released within 18 months of apportionment 

shall be rescinded and the application shall be denied (reference Regulation Section 
1859.90); and, 

 
17. That the statements set forth in the application(s) and supporting documents are true and 

correct to the best of my knowledge and belief; and, 
 

18. That all school facilities purchased or newly constructed under the project(s) for use by 
pupils who are individuals with exceptional needs, defined in Education Code Section 
56026, shall be designed and located on the school site so as to maximize interaction 
between those individuals with exceptional needs and other pupils as appropriate to the 
needs of both; and, 



 
19. That the District will certify that all forms submitted are exact duplicates (verbatim) of the 

forms provided by the OPSC.  In the event a conflict should exist, the language in the 
OPSC form will prevail; and, 

 
20. That the District understands that some or all of the State funding for the project may be 

returned to the State as a result of an audit pursuant to Section 1859.105, 1859.105.1, 
1859.106; and, 

 
21. That the District will comply with the provisions of Section 1859.76 and 1859.79.2 and 

that the portion of the project funded by the State does not contain work specifically 
prohibited in those Sections; and, 

 
22. That the District understands if the SFP grants are used for the construction or 

modernization of school facilities on leased land, the District has entered into a lease 
agreement for the leased property that meets the requirements of Regulation Section 
1859.22; and, 

 
23. That the District understands if the application contains a “Use of New Construction Grant“ 

request, the District will adopt a school board resolution and housing plan at a public 
hearing at a regularly scheduled meeting of the governing board as specified in Sections 
1859.77.2, or 1859.77.3, as appropriate; and, 

 
24. That the District understands if requesting additional funding for fire code requirements 

pursuant to Regulation Section 1859.71.2 or 1859.78.4, the District will include the 
automatic fire detection/alarm system and/or automatic sprinkler system in the project prior 
to completion of the project; and, 

 
25. That the District has consulted with the career technical advisory committee established 

pursuant to Education Code Section 8070 and it has considered the need for vocational and 
career technical facilities to adequately meet its program needs in accordance with 
Education Code Section 51224, 51225.3(b), 51228(b) and 52336.1; and, 

 
26. That the District understands if requesting an Additional Grant for Energy Efficiency 

pursuant to Sections 1859.71.3 or 1859.78.5, the increased costs for the energy efficiency 
components in the project exceeds the amount of funding otherwise available to the 
District; and, 

 
27. That the District understands that if this application is submitted after January 1, 2004 for 

modernization funding the district has considered the potential for the presence of lead-
containing materials in the modernization project and will follow all relevant federal, state 
and local standards for the management of any identified lead; and, 

 
28. That the District has or will initiate and enforce a Labor Compliance Program that has been 

approved by the Department of Industrial Relations, pursuant to Labor Code Section 
1771.7, if the project is funded from Proposition 47 or 55 and the Notice to Proceed for the 
construction phase of the project is issued on or after April 1, 2003 and before January 1, 
2012; and, 
 



29. That the District has or will contract with the Department of Industrial Relations (DIR) for 
prevailing wage monitoring and enforcement pursuant to Labor Code Section 1771.3(a), 
in effect January 1, 2012 through June 19, 2014, if the contract was awarded on January 1, 
2012 through June 19, 2014 and the District has not obtained a waiver for the requirement, 
pursuant to Labor Code Section 1771.3(b) in effect on January 1, 2012 through June 19, 
2014.  The District understands that if it fails to meet this requirement, it will be required 
to repay all State bond funds received including interest; and, 

 
30. That the District understands that beginning with the 2005/06 fiscal year, the District will 

comply with Educational Code Section 17070.75(e) by establishing a facilities inspection 
system to ensure that each of its schools is maintained in good repair; and, 

 
31. That the District understands that if this application is submitted pursuant to Section 

1859.180, the District certifies that within six months of occupancy of the permanent 
classrooms, it will remove the replaced portables for the eligible school site and K-12 grade 
classroom use with the exception of schools described in Education Code Section 
17079.30(c); and, 

 
32. That the District has considered the feasibility of using designs and materials for the new 

construction or modernization project that promote the efficient use of energy and water, 
maximum use of natural light and indoor air quality, the use of recycled materials and 
materials that emit a minimum of toxic substances, the use of acoustic conductive to 
teaching and learning, and the other characteristics of high-performance schools; and, 

 
33. The District understands if requesting an additional grant for high performance incentive 

funding, the school district governing board will have a resolution on file that demonstrates 
support for the high-performance incentive grant request and the intent to incorporate high 
performance features in future facilities projects; and, 

 
34. The District understands that if the application is submitted when there is insufficient Bond 

Authority, the District has adopted a school board resolution pursuant to Section 1859.95.1. 
 
35. The District will comply with all laws pertaining to the construction or modernization of 

its school buildings. 
 

      PASSED AND ADOPTED by the Board of Trustees of the Happy Valley Union Elementary School 
District, Shasta County, State of California, this 13th day of August 2025, by the following vote: 
 

 AYES:  _________ 
 NOES:  _________ 
 ABSENT: _________ 

 
 
 
______________________________________ 
Superintendent  



HAPPY VALLEY UNION ELEMENTARY SCHOOL DISTRICT 
 
 
SUBJECT: ADOPT RESOLUTION #26-06, acknowledging six certifications for applications 

received beyond bond authority required to submit modernization and new 
construction funding applications to the Office of Public-School Construction. 

 
RECOMMENDATION: 
 
That the Board of Trustees adopt Resolution #26-06 acknowledging six certifications for applications 
received beyond bond authority required to submit modernization and new construction funding 
applications to the Office of Public-School Construction. 
 
BACKGROUND: 
 
The Office of Administrative Law approved emergency regulations on November 1, 2012 that impact 
how the Office of Public-School Construction (OPSC) processes applications received after existing 
bond authority is no longer available for New Construction and Modernization applications. These 
regulations establish a State Allocation Board (SAB) acknowledged list for projects that are received by 
OPSC after bond authority is exhausted. The list is called the “Applications Received Beyond Bond 
Authority List." Applications placed on this list only undergo an intake review to ensure all the required 
documents have been submitted but are not to be fully processed by OPSC nor presented to SAB for 
approval. 
 
When OPSC and the SAB have determined there is Insufficient Bond Authority to apportion the School 
District’s new construction and/or modernization funding request, the applications are subject to the new 
regulations and processing procedures as outlined below. 
 
A new construction and/or modernization application package must include a school board resolution 
that includes several acknowledgements, as specified in regulation section 1859.95.1: 
 

1. The Board acknowledges that the remaining School Facility Program bond authority is 
currently exhausted for the funds being requested on this (these) application(s). 

 
2. The Board acknowledges that the State of California is not expected nor obligated to 

provide funding for the project(s) and the acceptance of the application(s) does not 
provide a guarantee of future State funding. 

 
3. The Board acknowledges that any potential future State bond measures for the School 

Facility Program may not provide funds for the application being submitted. 
 

4. The Board acknowledges that criteria (including, but not limited to, funding, 
qualifications, and eligibility) under a future State school facilities program may be 
substantially different than the current School Facility Program. The district’s Approved 
Application(s) may be returned. 

 
5. The Board acknowledges that they are electing to commence any pre- construction or 

construction activities at the district’s discretion and that the State is not responsible for 
any pre-construction or construction activities. 

 



6. The Board acknowledges that, if bond authority becomes available for the SAB to 
provide funding for the submitted application(s), the School District must apply for 
financial hardship status. (for financial hardship funding only) 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 



RESOLUTION #26-06 
 

RESOLUTION OF THE BOARD OF EDUCATION OF THE HAPPY VALLEY UNION 
ELEMENTARY SCHOOL DISTRICT 

 
WHEREAS, the Board of Education (“School Board”) has determined that school facilities 

within the Happy Valley Union Elementary School District (the “District”), within Shasta County need 
to be modernized and/or constructed; and 

 
WHEREAS, the State Allocation Board (SAB) has established an “Applications Received 

Beyond Bond Authority List” for projects that have been received. 
 
Pursuant to title 2, Code of California Regulations section 1859.95.1, the School Board of the 

Happy Valley Union Elementary School District hereby acknowledges the following: 
 
(1) The Board acknowledges that the remaining School Facility Program bond authority is 

currently exhausted for the funds being requested on this (these) application(s). 
 
(2) The Board acknowledges that the State of California is not expected nor obligated to 

provide funding for the project(s) and the acceptance of the application(s) does not 
provide a guarantee of future State funding. 

 
(3) The Board acknowledges that any potential future State bond measures for the School 

Facility Program may not provide funds for the application being submitted. 
 
(4) The Board acknowledges that criteria (including, but not limited to, funding, 

qualifications, and eligibility) under a future State school facilities program may be 
substantially different than the current School Facility Program. The district’s Approved 
Application(s) may be returned. 

 
(5) The Board acknowledges that they are electing to commence any pre- construction or 

construction activities at the district’s discretion and that the State is not responsible for 
any pre-construction or construction activities. 

 
(6) The Board acknowledges that, if bond authority becomes available for the SAB to 

provide funding for the submitted application(s), the School District must apply for  
financial hardship status. 

 
 
ADOPTED, SIGNED, AND APPROVED this 13th day of August 2025. 
BOARD OF EDUCATION OF THE HAPPY VALLEY UNION ELEMENTARY SCHOOL 
DISTRICT 

 
 

_________________________________________  ______________________________ 
President of the Board      Clerk of the Board 
  

 
  
 



HAPPY VALLEY UNION ELEMENTARY SCHOOL DISTRICT 
 
 
SUBJECT: ADOPT RESOLUTION #26-07, acknowledging the five-year Facilities 

Master Plan certifications required to submit modernization and new 
construction funding applications to the Office of Public-School 
Construction. 

 
RECOMMENDATION: 
 
That the Board of Trustees adopt Resolution #26-07 acknowledging the five-year 
Facilities Master Plan certifications required to submit modernization and new 
construction funding applications to the Office of Public-School Construction (OPSC). 
 
BACKGROUND: 
 
The Office of Administrative Law (OAL) is in the process of approving regulations 
regarding the distribution of Proposition 2 funds that impact how OPSC processes 
applications received on or after October 31, 2024, for new construction and 
modernization applications. Proposition 2 requires that, as a condition of participating in 
the School Facility Program (SFP), school districts must submit to OPSC a five-year 
school facilities master plan, or an updated five-year school facilities master plan, 
approved by the governing board of the school district.  
 
New construction and modernization application packages received on December 4, 
2024, through 12 months following OAL’s approval of regulation implementing these 
policies will be required to submit a school board resolution that includes several 
acknowledgements, to be specified in regulation Section 17070.54. The resolution 
includes the required certifications.  
  



RESOLUTION # 26-07 
RESOLUTION AUTHORIZING FILING OF APPLICATION(S) FOR STATE 

ALLOCATION BOARD–ADMINISTERED PROGRAMS FOR THE HAPPY VALLEY 
UNION ELEMENTARY SCHOOL DISTRICT 

 
WHEREAS, Education Code established multiple programs to be administered by the 

Department of General Services (DGS) as staff to the State Allocation Board (SAB); and 
 
WHEREAS, the Happy Valley Union Elementary School District intends to file applications 

for eligibility determination, file applications for funding, and/or certify information under one 
or more SAB-Administered Program(s); and 

 
WHEREAS, the Happy Valley Union Elementary School District intends to file applications 

for eligibility determination and/or applications for funding under the School Facility Program 
(SFP) as provided in Section 17070.10, et seq., of the Education Code; and 

 
WHEREAS, the Happy Valley Union Elementary School District is aware that all application 

submittals on or after October 31, 2024, are subject to Section 17070.54 of the Education Code; 
and 

 
WHEREAS, the Happy Valley Union Elementary School District is aware of the minimum 

requirements for the five-year school facilities master plan as outlined in Section 17070.54 of 
the Education Code; 

 
NOW, THEREFORE BE IT RESOLVED THAT, as a condition of participating in the SFP, 

as administered by the SAB, the Happy Valley Union Elementary School District shall submit 
to the DGS a five-year school facilities master plan, or updated five-year school facilities master 
plan, approved by the governing board of the Happy Valley Union Elementary School District 
for all application submittals on or after October 31, 2024; and 

 
NOW, THEREFORE BE IT RESOLVED THAT, the Happy Valley Union Elementary 

School District, as a condition of SFP participation, shall submit the required five-year school 
facilities master plan within 90 days of the Office of Public-School Construction notification of 
processing the application; and 

 
NOW, THEREFORE BE IT RESOLVED THAT, the Happy Valley Union Elementary 

School District acknowledges that failure to submit an acceptable five-year school facilities 
master plan may result in the rescission of project funding. 
may result in the rescission of project funding. 



PASSED AND ADOPTED on the 13th of August 2025 by the Happy Valley Union 
Elementary School District Board of Trustees by the following vote: 

 
 

 AYES:        _________ 
 NOES:        _________ 
 ABSENT:       _________ 
 ABSTENTION:    _________ 
 
  

 
 

Jodi Shearman, Board President 
Happy Valley Union Elementary School District 

 
CERTIFICATION 
 
I, Erin Ciapponi, certify that the foregoing is a correct copy of a 
resolution passed and adopted by the Happy Valley Union Elementary School District on the 
13th of August 2025. 

 
 
Date:  

 
 
 

Erin Ciapponi, Board Secretary/Clerk 
Happy Valley Union Elementary School District 

 



































































































































































 

 

CSBA Sample District Policy Manual 
CSBA Sample Manual Site 

Policy 3312: Contracts Status: ADOPTED 

Original Adopted Date: 11/01/2003 | Last Revised Date: 0903/01/20232025 | Last Reviewed 
Date: 0903/01/20232025 

 

 

CSBA NOTE: CSBA NOTE: The following policy is mandated for districts that enter into a contract 
that (1) grants exclusive or nonexclusive sales or advertising for carbonated beverages, non-
nutritious beverages, or non-nutritious foods, pursuant to Education Code 35182.5, or (2) is for 
digital storage, management, or retrieval of student records, or digital educational software that 
authorizes a third-party provider of digital educational software to access, store, and use student 
records, pursuant to Education Code 49073.1. 
 
Several statutes authorize the Governing Board to contract for services, equipment, materials, and 
supplies on behalf of the district. Such statutes include, but are not limited to, Education Code 
17596, which allows a broad range of services to be performed under a "continuing contract" and 
Education Code 45103.5, which authorizes a contract for management consulting services relating 
to food service. 
 
Some contracts are subject to certain specific legal requirements which, if not complied with, may 
render the contract void or unenforceable. For instance, when contracting for the purchase of 
equipment, materials, or supplies in excess of the current bid limit ($109,300114,800 for 
20232025), the district mustis required to seek competitive bids, pursuant to Public Contract 
Code 20111. See sections below titledAdditionally, pursuant to Labor Code 1771.8, as added by 
SB 1303 (Ch. 991, Statutes of 2024), when contracting with a private labor compliance entity on a 
public works project, the private labor compliance entity is required to disclose a potential conflict 
of interest. See "Contracts for Non-nutritious Foods or Beverages," "Contracts for Electronic 
Products and Services," "Contracts for Digital Storage and Maintenance of Student Records," and 
"Contracts for Personal Services"," below, for specific requirements and/or restrictions related to 
thosesuch contracts. See AR 3311.3 - Design-Build Contracts for information about design-build 
contracts for public works projects in excess of $1,000,000 and for alternative design-build 
projects in excess of $5,000,000. TheIt is recommended that the district should consult CSBA's 
District and County Office of Education Legal Services or district legal counsel when questions 
arise about legal requirements for specific kinds of contract.contracts. 

The Governing Board recognizes its responsibility to enter into contracts on behalf of the district for 
the acquisition of equipment, supplies, services, and other resources necessary for the achievement 
of district goals. In exercising this authority to enter into a contract, the Board shall ensure that the 
district's interest isinterests are protected, and that the terms of the contract conform to any 
applicable legal standards, including the, but not limited to, bidding requirements in Public Contract 
Code 20111. 
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CSBA NOTE: When entering into a contract, a school district is required to comply with 
California's conflict of interest laws, including, but not limited to, Government Code 1090 (financial 
interest in a contract), Government Code 87100-87500 (Political Reform Act), and Government 
Code 84308, as amended by SB 1439 (Ch. 848, Statutes of 2022), related to  (conflict of interest 
from campaign contributions.). The violation of any of these laws could result in cancelation of the 
contract and, in certain cases, the Board members and/or district officials implicated could be 
subject to civil and criminal penalties. For example, pursuant to Government Code 84308, as 
amended, SB 1243 (Ch. 1017, Statutes of 2024), Board members are prohibited from participating 
in decisions involving parties who have provided campaign contributions of more than $250500 in 
the prior 12 months. Additionally, pursuant to Public Contract Code 6102, as added by SB 34 (Ch. 
297, Statutes of 2022), a contract executed on or after January 1, 2023, including a contract 
negotiated prior to January 1, 2023, is voidable if entered into in violation of a state or federal 
crime relating to bribery of a public official, including, but not limited to, a violation of Penal Code 
68 or 86.   
 
Additionally, Government Code 1097.6 clarifies that an independent contractor is not considered 
to be an “officer” and thereby not subject to the restrictions of Government Code 1090 when the 
district enters into a contract with an independent contractor to perform one phase of a project 
and later seeks to enter into a subsequent contract with that same independent contractor for 
another phase of the same project if the independent contractor’s duties and services related to 
the initial contract did not include engaging in or advising on public contracting on behalf of the 
district. 
 
For more information related to the policy on conflict of interest, see BB 9270 - Conflict of 
Interest. 

In addition, Board members and district employees involved in the making of contracts on behalf of 
the district shall comply with applicable law and the district's conflict of interest policy, as specified 
in Board Bylaw 9270 - Conflict of Interest. 

CSBA NOTE: The following optional paragraph may be revised to specify any desired limits to this 
delegation of authority.CSBA NOTE: The following optional paragraph may be revised to specify 
any desired limits to the delegation of authority to enter into contracts on behalf of the district. 
Pursuant to Education Code 35161, the Board may delegate any of its, or the district’s, powers or 
duties authorized by law to an officer or employee of the district. However, the Board retains 
ultimate responsibility over the performance of such powers and duties. Additionally, pursuant to 
Education Code 17604 and 17605, the Board may adopt a rule delegating to any officer or 
employee the authority to purchase supplies, materials, apparatus, equipment, and services. The 
Board's rule is required to describe the limits of the delegation by prescribing time, money, and 
subject matter limits. The amount delegated may not be in excess of the amounts specified in 
Public Contract Code 20111, with any expenditures over those amounts required to be 
competitively bid. See BP 3300 – Expenditures and Purchases for language delegating the 
purchasing authority and setting the maximum limit. 

The Board may, by a majority vote, delegate to the Superintendent or designee the authority to 
enter into contracts on behalf of the district. To be valid or to constitute an enforceable obligation 
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against the district, all such contracts must be approved and/or ratified by the Board.  (Education 
Code 17604, 17605, 35161) 

CSBA NOTE: The following optional paragraph reflects the requirements of Education Code 
35182.5 which are applicable to contracts for exclusive or nonexclusive advertising and sale of 
carbonated beverages or non-nutritious foods or beverages. Though not required for all contracts, 
such requirements help to minimize public waste and ensure transparency in public contracting 
and should be adopted by the Board for other contracts. See "Contracts for Non-nutritious Foods 
or Beverages" below. 

Every contract entered into on behalf of the district shall be made available for public inspection, 
except when the law prohibits disclosure.  

CSBA NOTE: Pursuant to Government Code 7928.801, any executed contract for the purchase of 
goods or services by the district, including the price and terms of payment, is a public record subject 
to disclosure under the California Public Records Act. Because other state and/or federal law may 
also be applicable when contracting for goods or services outside of California or pursuant to 
federal law, it is recommended that districts with questions about such contracts consult CSBA’s 
District and County Office of Education Legal Services or district legal counsel. 

Unless otherwise exempt from disclosure under state or federal law, executed contracts for the 
purchase of goods or services, even if the contract contains provisions specifying that the contract 
is confidential or a proprietary record of the vendor, are public records to which members of the 
public shall have access.  (Government Code 7928.801)  

No contract shall prohibit a district employee from disparaging the goods or services of any 
contracting party. (Education Code 35182.5) 
 
Contracts for Non-nutritious Foods or Beverages   

CSBA NOTE: Pursuant to Labor Code 1771.8, as added by SB 1303, if the district utilizes a private 
labor compliance entity, that entity is required to submit a signed declaration under penalty of 
perjury verifying that it has no conflicts of interest. Pursuant to Labor Code 1771.8, as added by SB 
1303, a violation of the conflict of interest provisions by a private labor compliance entity would 
void a contract between the parties and subject the private labor compliance entity to specified civil 
fines and fees. Because Labor Code 1771.8 does not apply to the Los Angeles Unified School 
District (LAUSD), LAUSD should delete the following four paragraphs. 

 
If the district utilizes a private labor compliance entity, the Superintendent or designee shall verify 
that the entity does not have a conflict of interest.  (Labor Code 1771.8) 
 
A private labor compliance entity is a third-party company hired by a district to perform labor 
compliance and enforcement activities on public works projects on the district’s behalf.  (Labor 
Code 1771.8) 
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A conflict of interest is a situation in which a private labor compliance entity performs labor 
compliance work under contract for both the district and a contractor who is bidding a public works 
project for the district.  (Labor Code 1771.8) 
 
If the district’s private labor compliance entity seeks to respond to an alleged conflict of interest, the 
Superintendent or designee shall confer with the entity and/or the contractor regarding the 
applicable contracts and relevant public works law.  (Labor Code 1771.8) 
 
Contracts for Non-Nutritious Foods or Beverages 
 

CSBA NOTE: Foods and beverages that do not meet nutritional standards specified in law may not 
be sold in schools except under limited circumstances; see BP/AR 3554 - Other Food Sales. for 
more information regarding food sales outside the district’s food service program. Schools that do 
not participate in the National School Lunch or Breakfast program are required to comply with the 
nutritional standards in Education Code 49431-49431.7 and, 5 CCR 15500-15501, and 15575-
15578, from one-half hour before the school day to one-half hour after it. Schools that participate 
in the National School Lunch or Breakfast program mustare required to comply with the stricter of 
the nutritional standards in 7 CFR 210.11 and 220.12 and Education Code 49431-49431.7, 7 CFR 
210.11, and 220.12, between midnight before and one-half hour after the end of the school day. 

The district shall not enter into or renew a contract for the sale of foods or beverages that do not 
meet applicable nutritional standards specified in Education Code 49431-49431.7, 5 CCR 15500-
15501 or 15575-15578, or 7 CFR 210.11 or 220.12, unless the contract specifies that such sale will 
occur off campus or outside the time restriction specified in the applicable law. 
 

CSBA NOTE: Pursuant to Education Code 35182.5, the district may not enter into a contract that 
grants exclusive or nonexclusive sales or advertising for carbonated beverages, non-nutritious 
beverages, or non-nutritious foods unless the Board holds a public hearing and, as mandated, 
adopts a policy that ensures that internal controls are in place to protect the integrity of public 
funds, that the funds raised will benefit public education, and that the contracts are entered into on 
a competitive basis. 

 
Before the district enters into or renews a contract that grants exclusive or nonexclusive advertising 
or sale of carbonated beverages, non-nutritious beverages, or non-nutritious foods as defined in 
law, the Board shall ensure that the district has sufficient internal controls in place to protect the 
integrity of public funds and to ensure that funds raised as a result of the contract benefit public 
education.  (Education Code 35182.5) 
 

CSBA NOTE: Education Code 35182.5 does not define the term "internal controls." Items #1-2 
below are based on suggested "internal controls" as recommended by the California Association of 
School Business Officials (CASBOFiscal Crisis Management Assistance Team (FCMAT) and should 
be modified to reflect the specific internal controls developed by the district. 
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The Superintendent or designee shall develop the district's internal control procedures to protect 
the integrity of public funds. Such internal controls may include, but are not be limited to, the 
following:  

1. Procedures that produce accurate and reliable financial statements and, at the same time, 
safeguard the assets, financial resources, and integrity of every employee responsible for 
handling money or property.   

 Control systems shall be systematically evaluated and revised to keep pace with the 
changing responsibilities of management. 
  

2. Procedures to ensure that district personnel do not handle cash or product at the school 
site.   

 The contract shall specify that the vendor stock the machines and shall provide cash 
accounting, along with a check, for district proceeds directly to the control office. 

 

CSBA NOTE: Optional Items #1-4 below are not required by law, but present additional factors for 
the Board to consider to help ensure that the funds raised benefit public education in accordance 
with Education Code 35182.5. The following list should be modified to reflect district practice. 

 
To ensure that funds raised by the contract benefit district schools and students:  

1. The Superintendent or designee may invite parents/guardians, students, staff, and interested 
community members to make recommendations regarding the contract, including 
recommendations as to how the funds will be spent in a manner that benefits public 
education. 
  

2. Prior to ratifying the contract, the Board shall designate the specific programs and activities 
that will be funded by the proceeds of the contract and consider how the contract reflects 
the district's vision and goals. 
  

3. The contract shall specify that the contractor report, on a quarterly basis, to the 
Superintendent or designee the number of food items or beverages sold within the district 
and the amount of money raised by the sales.  

 The Superintendent or designee shall report these amounts to the Board on a regular 
basis. 
  

4. The Superintendent or designee shall ensure that the contract does not limit the ability of 
student and parent organizations to plan and operate fundraising activities. 

CSBA NOTE: Education Code 35182.5 mandates the Board to adopt policy to ensure that the 
contract is entered into on a competitive basis pursuant to Public Contract Code 20111 or through 
the issuance of a Request for Proposal. Public Contract Code 20111 requires districts to seek 
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competitive bids through advertisements for contracts or services exceeding an amount specified in 
law. For a detailed procedure for the bidding of contracts, see AR 3311 - Bids. 

Any contract for the sale or advertisement of non-nutritious foods or carbonated or non-nutritious 
beverages shall be entered into on a competitive bid basis pursuant to Public Contract Code 20111 
or through the issuance of a Request for Proposal.  (Education Code 35182.5) 

CSBA NOTE: Pursuant to Education Code 35182.5, the public hearing required before the district 
may enter into or renew a contract for non-nutritious foods or carbonated or non-nutritious 
beverages may be met through an annual public hearing to review and discuss existing and potential 
contracts for the sale of foods and beverages on campuses, as provided in Option 1 below. Option 2 
is available for districts that prefer to hold a public hearing for the making or renewal of each 
contract involving non-nutritious foods or beverages. 

OPTION 1:  (Annual public hearing to review and discuss existing and potential contracts) 
 
The Board shall hold an annual public hearing to review and discuss all existing and potential 
contracts for the sale of foods and beverages on campus, including those sold as full meals or 
through competitive sales, fundraisers, or vending machines.  The Board shall hold a public meeting 
for any contract not discussed at the annual public hearing.  (Education Code 35182.5) 
 
OPTION 1 ENDS HERE 
 
OPTION 2:  (Public hearing for the making or renewal of each contract) 
 
The Board shall not enter into or renew any contract that grants exclusive or nonexclusive 
advertising or sale of carbonated beverages, non-nutritious beverages, on non-nutritious foods until 
parents/guardians, students, and members of the public have had an opportunity to comment on 
the contract at a public hearing held during a regularly scheduled Board meeting. The Board shall 
clearly, and in a manner recognizable to the general public, identify in the agenda the contract to be 
discussed at the meeting.  (Education Code 35182.5) 
 
OPTION 2 ENDS HERE 

CSBA NOTE: The following paragraph is applicable to both Options 1 and 2. 

 
The public hearing shall include, but not be limited to, a discussion of the nutritional value of foods 
and beverages sold within the district; the availability of fresh fruit, vegetables, and grains in school 
meals and snacks, including locally grown and organic produce; the amount of fat, sugar, and 
additives in the foods and beverages discussed; and barriers to student participation in school 
breakfast and lunch programs.  (Education Code 35182.5) 
 
The contract shall be a public record and shall be accessible to the public and. The district may not 
include a confidentiality clause that would prevent the district or a district school from making any 
part of the contract public. and may not enforce any such clause included by a contracting party.  
(Education Code 35182.5; Government Code 7928.801) 
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Contracts for Electronic Products or Services 

CSBA NOTE: Education Code 35182.5 prohibits districts or schools from entering into contracts for 
electronic products or services that require dissemination of advertising to students, unless the 
following conditions are satisfied. This section should be modified to reflect any additional 
requirements included by the districtBoard. 

The Board shall not enter into a contract for electronic products or services that requires the 
dissemination of advertising to students, unless the Board:  (Education Code 35182.5)  

1. Enters into the contract at a noticed, public hearing of the Board. 
  

2. Makes a finding that the electronic product or service is or would be an integral component 
of the education of students. 
  

3. Makes a finding that the district cannot afford to provide the electronic product or service 
unless it contracts to permit dissemination of advertising to students. 
  

4. As part of the district's normal, ongoing communication to parents/guardians, provides 
written notice that the advertising will be used in the classroom or other learning 
center.centers 
  

5. Offers parents/guardians the opportunity to request in writing that their childthe student 
not be exposed to the program that contains the advertising.   

 A request shall be honored for the school year in which it is submitted, or longer if 
specified, but may be withdrawn by the parents/guardians at any time. 

Contracts for Digital Storage and Maintenance of Student Records 

CSBA NOTE: Pursuant to Education Code 49073.1, the Board is mandated to adopt a policy when 
the district chooses to enter into a contract with a third party to provide services specified in the 
following section. 

The district may enter into or renew a contract with a third party for the purpose of providing 
services, including cloud-based services, for the digital storage, management, and retrieval of 
student records and/or to provide digital educational software that authorizes a third-party provider 
of digital educational software to access, store, and use student records. For these purposes, 
student records include any information maintained by the district that is directly related to a 
student and any information acquired directly from the student through the use of instructional 
software or applications assigned to the student by a teacher or other district employee, and do not 
include de-identified information.  (Education Code 49073.1) 
 
Any such contract shall contain all of the following:  (Education Code 49073.1)  
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1. A statement that student records continue to be the property of and under the control of 
the district 
  

2. If applicable, a description of the means by which students may retain possession and 
control of their own student-generated content, as defined in Education Code 49073.1, 
including options by which a student may transfer student-generated content to a personal 
account 
  

3. A prohibition against the third party using any information in the student record for any 
purpose other than those required or specifically permitted by the contract 
  

4. A description of the procedures by which a parent/guardian or a student age 18 years or 
older may review personally identifiable information in the student's records and correct 
erroneous information 
  

5. A description of the actions the third party will take, including the designation and training 
of responsible individuals, to ensure the security and confidentiality of student records 
  

6. A description of the procedures for notifying the affected parent/guardian, or the affected 
student if age 18 years or older, in the event of an unauthorized disclosure of the student's 
records 
  

7. A certification that a student's records shall not be retained or available to the third party 
upon completion of the terms of the contract and a description of how that certification will 
be enforced, except that these requirements shall not apply to student-generated content if 
the student chooses to establish or maintain an account with the third party for the purpose 
of storing that content 
  

8. A description of how the district and the third party will jointly ensure compliance with the 
federal Family Educational Rights and Privacy Act, 20 USC 1232g 
  

9. A prohibition against the third party using personally identifiable information in student 
records to engage in targeted advertising 

Contracts for Personal Services 

CSBA NOTE: The following optional paragraph is applicable when the district chooses to contract 
for personal services that are currently or customarily performed by its classified employees. 
Pursuant to Education Code 45103.1, such a contract may be entered into or renewed by the 
district in order to achieve cost savings, but only if the contract (1) is awarded through a publicized, 
competitive bidding process;, (2) does not result in displacement of district employees (layoff, 
demotion, involuntary transfer to a new classification, etc.);involuntary transfer to a new location 
requiring a change of residence, or time base reductions), and (3) meets other specified conditions. 
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In order to achieve cost savings, the district may enter into or renew a contract for any personal 
service that is currently or customarily performed by classified employees, if the contract does not 
displace school district employees and meets other conditions specified in Education Code 
45103.1. To enter into or renew such a contract, the Board shall ensure that the district meets the 
numerous conditions specified in Education Code 45103.1. 

CSBA NOTE: Education Code 45103.1 also permits personal service contracts that do not meet the 
conditions specified in the above paragraph above inso long as the circumstances as listed below 
exist. 

In addition, the district may enter into or renew any contract for personal service without meeting 
the conditions described above, if any of the following conditions existsexist:  (Education Code 
45103.1)  

1. The contract is for new district functions and the Legislature has specifically mandated or 
authorized the performance of the work by independent contractors 
  

2. The services contracted are not available within the district, cannot be performed 
satisfactorily by district employees, or are of such a highly specialized or technical nature 
that the necessary expert knowledge, experience, and ability are not available through the 
district 
  

3. The services are incidental to a contract for the purchase or lease of real or personal 
property, including, but not be limited to, agreements to service or maintain office 
equipment or computers that are leased or rented 
  

4. The district's policy, administrative, or legal goals and purposes cannot be accomplished 
through the utilization of persons selected pursuant to the regular or ordinary district hiring 
process 
  

5. The nature of the work is such that the criteria for emergency appointments, as defined in 
Education Code 45103.1, apply 
  

6. The contractor will provide equipment, materials, facilities, or support services that could 
not feasibly be provided by the district in the location where the services are to be 
performed 
  

7. The services are of such an urgent, temporary, or occasional nature that the delay that 
would result from using the district's regular or ordinary hiring process would frustrate their 
very purpose 

Policy Reference UPDATE Service 
Copyright 2025 by California School Boards Association, West Sacramento, California 95691 
All rights reserved. 
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Policy Reference Disclaimer: 
These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for 
the board to enact this policy. Instead, they are provided as additional resources for those interested in the 
subject matter of the policy.  
State Description 
5 CCR 15500 Food sales in elementary schools 

5 CCR 15501 Food sales in high schools and junior high schools 

5 CCR 15575-15578 Requirements for foods and beverages outside the federal 
meals program 

Ed. Code 14505 Provisions required in contracts for audits 

Ed. Code 17250.10-17250.55 Design-build contracts 

Ed. Code 17595-17606 Contracts 

Ed. Code 200-270 Prohibition of discrimination 

Ed. Code 35161 Governing boards; powers and duties 

Ed. Code 35182.5 Contracts for advertising 

Ed. Code 45103.1 Personal services contracts 

Ed. Code 45103.5 Contracts for management consulting services; restrictions 

Ed. Code 49073.1 Contract requirements for digital storage, maintenance and 
retrieval of student records 

Ed. Code 49431-49431.7 Nutritional standards 

Gov. Code 1090 Prohibition of financial interest in contracts by specified 
officers 

Gov. Code 1097.6 Independent contractors 

Gov. Code 12990 Nondiscrimination and compliance employment programs 

Gov. Code 53260 Contract provision re maximum cash settlement 

Gov. Code 53262 Employment contracts 

Gov. Code 7928.801 Public Records Act; contracts for goods and services 

Gov. Code 84308 Campaign Disclosuredisclosure 

Lab. Code 1771.8 Private labor compliance entity; potential conflict of interest 

Lab. Code 1775 Penalties for violations 

Lab. Code 1810-1813 Working hours 

Pub. Cont. Code 20104.50 Timely progress payments 
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Pub. Cont. Code 20111 Contracts over $50,000; contracts for construction; award to 
lowest responsible bidder 

Pub. Cont. Code 22300 Performance retentions 

Pub. Cont. Code 4100-4114 Subletting and subcontracting fair practices 

Pub. Cont. Code 6102 Awarding of contracts 

Pub. Cont. Code 7104 Contracts for excavations; discovery of hazardous waste 

Pub. Cont. Code 7106 Noncollusion affidavit 

Federal Description 
20 USC 1232g Family Educational Rights and Privacy Act (FERPA) of 1974 

20 USC 1681-1688 Title IX of the Education Amendments of 1972; 
discrimination based on sex 

7 CFR 210.1-210.33 National School Lunch Program 

7 CFR 220.1-220.21 National School Breakfast Program 

Management Resources Description 
CSBA Publication Student Wellness: A Healthy Food and Physical Activity Policy 

Resource Guide, April 2006 

Website CSBA District and County Office of Education Legal Services 

Website CSBA 

Website California Association of School Business Officials 

Website Financial Crisis & Management Assistance Team 

Cross References 

Code Description 
0100 Philosophy 

0200 Goals For The School District 

0440 District Technology Plan 

0440 District Technology Plan 

1220 Citizen Advisory Committees 

1220 Citizen Advisory Committees 

1230 School-Connected Organizations 

1230 School-Connected Organizations 

1321 Solicitation Of Funds From And By Students 
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1321 Solicitation Of Funds From And By Students 

1325 Advertising And Promotion 

1340 Access To District Records 

1340 Access To District Records 

1700 Relations Between Private Industry And The Schools 

2121 Superintendent's Contract 

3000 Concepts And Roles 

3100 Budget 

3100 Budget 

3230 Federal Grant Funds 

3230 Federal Grant Funds 

3290 Gifts, Grants And Bequests 

3300 Expenditures And Purchases 

3311 Bids 

3311 Bids 

3311.1 Uniform Public Construction Cost Accounting Procedures 

3311.1 Uniform Public Construction Cost Accounting Procedures 

3311.2 Lease-Leaseback Contracts 

3311.3 Design-Build Contracts 

3311.4 Procurement Of Technological Equipment 

3314 Payment For Goods And Services 

3314 Payment For Goods And Services 

3400 Management Of District Assets/Accounts 

3400 Management Of District Assets/Accounts 

3460 Financial Reports And Accountability 

3460 Financial Reports And Accountability 

3470 Debt Issuance And Management 

3511.1 Integrated Waste Management 

3511.1 Integrated Waste Management 
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3540 Transportation 

3551 Food Service Operations/Cafeteria Fund 

3551 Food Service Operations/Cafeteria Fund 

3554 Other Food Sales 

3554 Other Food Sales 

3555 Nutrition Program Compliance 

3555-E(1) Nutrition Program Compliance 

3600 Consultants 

4030 Nondiscrimination In Employment 

4030 Nondiscrimination In Employment 

4112.23 Special Education Staff 

4112.4 Health Examinations 

4132 Publication Or Creation Of Materials 

4200 Classified Personnel 

4200 Classified Personnel 

4212.4 Health Examinations 

4232 Publication Or Creation Of Materials 

4312.1 Contracts 

4312.4 Health Examinations 

4332 Publication Or Creation Of Materials 

5030 Student Wellness 

5125 Student Records 

5125 Student Records 

5145.6 Parent/Guardian Notifications 

5145.6-E(1) Parent/Guardian Notifications 

5148 Child Care And Development 

5148 Child Care And Development 

6162.6 Use Of Copyrighted Materials 

6162.6 Use Of Copyrighted Materials 
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7140 Architectural And Engineering Services 

7140 Architectural And Engineering Services 

9000 Role Of The Board 

9124 Attorney 

9320 Meetings And Notices 

9322 Agenda/Meeting Materials 

9323 Meeting Conduct 
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CSBA Sample District Policy Manual 
CSBA Sample Manual Site 

Policy 3516.5: Emergency Schedules Status: ADOPTED 

Original Adopted Date: 12/01/1992 | Last Revised Date: 0903/01/20212025 | Last Reviewed 
Date: 0903/01/20212025 

 

 
In order to provide for the safety of students and staff, the Governing Board authorizes the 
Superintendent or designee to close a school site, change the regular school day schedule, or take 
any necessary action when hazardous environmental, health, or weather conditions, or other 
emergencies, warrant. 

CSBA NOTE: Pursuant to Education Code 41422 and 46392, a district may apply to the 
Superintendent of Public Instruction to obtain apportionment credit for days and minutes lost due 
to emergency closure and material decreases in attendance due to emergency events such as a 
fire, flood, impassable roads, epidemic, earthquake, imminence of a major safety hazard, strike 
involving transportation services to students provided by a nonschool entity, or other 
"extraordinary condition"", or, as amended by SB 1429 (Ch. 477, Statutes of 2024), snowstorms, so 
that it may receive full average daily attendance apportionment. 

When an emergency condition causes a school closure, reduction in attendance, or change in 
schedule pursuant to Education Code 41422 or 46392, thereby preventing the district from 
complying with the minimum number of instructional days or minutes required by law, the 
Superintendent or designee shall complete and submit to the Superintendent of Public Instruction 
(SPI) the necessary forms and/or affidavits for obtaining approval of apportionment credit for the 
days of the closure, reduction in attendance, or change in schedule.  The Superintendent or 
designee shall submit other relevant district records as may be required. 

CSBA NOTE: Education Code 46393, as addedamended by AB 130SB 153 (Ch. 4438, Statutes of 
20212024) and AB 176 (Ch. 998, Statutes of 2024), requires districts submitting affidavits 
regarding emergency events occurring after September 1, 2021 but before July 1, 2026, to certify 
that the district has a plan for offering independent study to impacted students within 10 
instructional days of the first day of a school closure or material decrease in attendance. For events 
occurring on or after July 1, 2026, Education Code 46393, as amended by SB 153 and AB 176, 
requires districts to certify that the district’s comprehensive safety plan includes an instructional 
continuity plan, and that the district offered student engagement and instruction consistent with 
the instructional continuity plan, or certify that it did not do so due to extenuating circumstances. 

For school closures or material decreases in attendance due to emergency events occurring 
afterthat occur between September 12, 2021 and June 30, 2026, the Superintendent or designee 
shall developcertify in the affidavit submitted to the SPI that the district has a plan for offering 
independent study within 10 instructional days of the school closure to any student impacted by 
the emergency condition.  The plan shall also address the establishment, within a reasonable time, 
of independent study master agreements as specified in BPBoard Policy 6158 - Independent Study.  

94



 

 

The plan shall, and require reopening in person as soon as possible once allowable under the 
direction from the city or county health officer.  The   (Education Code 46393) 

For school closures or material decreases in attendance due to emergency events occurring on or 
after July 1, 2026, the Superintendent or designee shall certify that the district has a plan for 
independent study in in the affidavit submitted to the SPI pursuant to Education Code 46392.  that 
the district’s comprehensive safety plan includes an instructional continuity plan, and that the 
district offered student engagement and instruction consistent with the instructional continuity 
plan, or that it did not do so due to extenuating circumstances.  (Education Code 46393) 

CSBA NOTE: Vehicle Code 34501.6 mandates the Governing Board of any district that provides 
student transportation to adopt procedures that limit the home-to-school operation of school 
buses when atmospheric conditions reduce visibility to 200 feet or less; see AR 3543 - 
Transportation Safety and Emergencies for language implementing this mandate.  The following 
optional paragraph may be revised to reflect district practice. 

The Superintendent or designee shall establish a system for informing students and 
parents/guardians when with timely notice in advance of any changes to the school day, a school 
closure, or if school buses are not operating as scheduled, the school day schedule is changed, or 
the school is closed.  . The district's notification system shall include, but is not limited to, notifying 
local television, streaming services, and/or radio stations,; posting on district web sitewebsite(s),) 
and/or social media account(s); sending email and text messages,; and/or making telephone calls.  

CSBA NOTE: Pursuant to Public Utilities Code 2874, as amended by AB 2905 (Ch. 316, Statutes of 
2024), when a district or school uses an automatic dialing-announcing device, the person making 
calls and operating the device is required, prior to operating the device, to personally make an 
unrecorded, natural voice announcement to those being called which (1) states the nature of the call 
and the name, address, and telephone number of the district or school, (2) inquires whether the 
person called consents to hear the prerecorded message of the person calling, and (3) informs the 
person if the prerecorded message uses an artificial voice. Districts and schools are required to 
disconnect the device from the telephone line upon the termination of the call.] 

 
When the district makes any notification to students and/or parents/guardians utilizing an 
automatic dialing-announcing device, the device shall be operated by a person who shall follow all 
procedures required by law prior to operating the device, and disconnect the device from the 
telephone line upon the termination of the call.  (Public Utilities Code 2874) 
 
Whenever the school day schedule changes after students have arrived at school, the 
Superintendent or designee shall ensure that students are supervised in accordance with the 
procedures specified in the district's emergency and disaster preparedness plan. 
 
Board Policy/Administrative Regulation 3516 – Emergencies and Disaster Preparedness Plan. 

The following paragraph is for districts that provide a means for students to make up lost 
instructional time due to an emergency and may be revised to reflect district practice. Pursuant to 
Education Code 46211, as added by SB 153, a district may, beginning July 1, 2025, implement 
attendance recovery programs for students in grades transitional kindergarten-12 to make up lost 
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instructional time and offset absences due to emergency events, for up to 10 days of attendance in 
a school year or the number of absences a student accrued in that school year, whichever is less. A 
student’s participation in an attendance recovery program may not be compulsory or punitive. 
Attendance recovery programs may be operated before or after school, on weekends, or during 
intersessional periods. However, Education Code 46210, as added by SB 153, expresses legislative 
intent that access to instruction as part of a regular instructional program is the preferred method of 
student learning and that the availability of attendance recovery should not discourage districts that 
regularly experience school closures from maintaining school calendars of greater than 180 days to 
maximize instruction in the regular instructional program. For more information regarding 
attendance recovery programs, see BP/AR 5113.1 – Chronic Absence and Truancy. 

The Superintendent or designee may provide a means to make up lost instructional time later 
during the year.  Students and parents/guardians shall receive timely notice in advance of any 
resulting changes in the school calendar or school day schedule. 
 

Policy Reference UPDATE Service 
Copyright 2025 by California School Boards Association, West Sacramento, California 95691 
All rights reserved. 
  
Policy Reference Disclaimer: 
These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for 
the board to enact this policy. Instead, they are provided as additional resources for those interested in the 
subject matter of the policy.  

State Description 
Ed. Code 41420 Apportionment withholding; schools not maintained for 175 

days 

Ed. Code 41422 Schools not maintained for 175 days 

Ed. Code 46010 Total days of attendance 

Ed. Code 46100-46208 Attendance; maximum credit; minimum day 

Ed. Code 46210-46211 Attendance Recovery Programs 

Ed. Code 46390 Calculation of ADA in emergency 

Ed. Code 46391 Lost or destroyed ADA records 

Ed. Code 46392 Emergencies 

Ed. Code 46393 Certification of plan for independent study; instructional 

continuity plan 

Public Utilities Code 2874 Automatic dialing-announcing devices 

Veh. Code 34501.6 School buses; reduced visibility 

Management Resources Description 
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CA DOECalifornia Department of 
Education Correspondence 

90-01 Average Daily Attendance Credit During Periods of 
Emergency, February 10, 2005 

California Department of Education 
Publication 

Frequently Asked Questions - Form J-13A 

Website CSBA District and County Office of Education Legal Services 

Website California Department of Education 

Cross References 

Code Description 
0450 Comprehensive Safety Plan 

0450 Comprehensive Safety Plan 

1112 Media Relations 

1113 District And School Websites 

1113 District And School Websites 

1113-E(1) District And School Websites 

2210 Administrative Discretion Regarding Board Policy 

3511 Energy And Water Management 

3511 Energy And Water Management 

3514 Environmental Safety 

3514 Environmental Safety 

3516 Emergencies And Disaster Preparedness Plan 

3516 Emergencies And Disaster Preparedness Plan 

3516.2 Bomb Threats 

3542 School Bus Drivers 

3543 Transportation Safety And Emergencies 

3580 District Records 

3580 District Records 

4113.5 Working Remotely 

4157 Employee Safety 

4157 Employee Safety 

4213.5 Working Remotely 
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4257 Employee Safety 

4257 Employee Safety 

4313.5 Working Remotely 

4357 Employee Safety 

4357 Employee Safety 

5113.1 Chronic Absence and Truancy 

5142 Safety 

5142 Safety 

5148.2 Before/After School Programs 

5148.2 Before/After School Programs 

6111 School Calendar 

6112 School Day 

6112 School Day 

6158 Independent Study 

6158 Independent Study  
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CSBA Sample Manual Site 

Policy 3580: District Records Status: ADOPTED 

Original Adopted Date: 11/01/2009 | Last Revised Date: 1203/01/20242025 | Last Reviewed 
Date: 1203/01/20242025 

 

 

CSBA NOTE: The following optional policy and accompanying administrative regulation address 
the classification and retention of district records pursuant to 5 CCR 16020-16027 and may be 
modifiedrevised to reflect district practice. For more information about personnel records, 
including the contents and retention of such records pursuant to 5 CCR 16023, see AR 
4112.6/4212.6/4312.6 - Personnel Files. For additional requirements pertaining to student 
records, including the contents and retention of such records pursuant to Education Code 
49069.7, 5 CCR 430-433438, and the Family Educational Rights and Privacy Act (20 USC 1232g 
and 34 CFR 99.1-99.8), see BP/AR 5125 - Student Records. For requirements pertaining to public 
access to certain records in accordance with the California Public Records Act (CPRA) (Government 
Code 7920.000 - 7930.170215), see BP/AR 1340 - Access to District Records and BB 9012 - 
Board Member Electronic Communications. 

The Governing Board recognizes the importance of securing and retaining district documents.  The 
Superintendent or designee shall ensure that district records are developed, maintained, and 
disposed of in accordance with law, Board policy, and administrative regulation. 

CSBA NOTE: 5 CCR 16020 defines a "record" as any paper or document which the district is 
required by law to maintainprepare or retain or which the district prepares or maintainsretains as 
necessary to the discharge of official duty. 5 CCR 16022 requires the Superintendent or designee 
to annually review and classify these records in order to determine the length of time for which 
they must be retained. Depending on their content, electronic communications such as email, 
voicemail, and text messages may also be considered "records" and thus are subject to the same 
classification and retention schedule as paper documents.  
 
Code of Civil Procedure 1985.8 (the California Electronic Discovery Act) and Code of Civil 
Procedure 2031.010 makedescribe the procedural rules requiring the disclosure of documents to 
the opposing party in litigation applicable to electronically stored information. These state 
rulesstatutes are similar to federal Rules of Civil Procedure that apply to actions in federal courts 
and which also include provisions related to electronically stored information. In general, the rules 
require parties in litigation to identify and disclose potentially relevant electronic information and, 
upon notification by district legal counsel of pending or anticipated litigation, halt the routine 
destruction of paper or electronic records (e.g., suspend automatic monthly erasure of back-up 
tapes) that could be potentially relevant (a "litigation hold"). 
 
It is important that districts have an efficient and consistent system in place for discarding those 
documents, including email, that are not considered "records." Such a system may help reduce 
storage costs and prevent unnecessary disclosure. For example, Government Code 7927.500 
exempts from disclosure "preliminary drafts" not retained by the district. The purpose of this 
exemption is to allow a measure of confidentiality for pending district action. However, if 
preliminary drafts are not regularly discarded, then they may be considered a "record" that has 
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been retained by the district and thus subject to disclosure under the Public Records ActCPRA. 
 
The following optional paragraph, which may be revised to reflect district practice, directs the 
Superintendent or designee to create a document management system which includes a process 
for the storage and destruction of electronic materials. Each district will need to do an analysis of 
the type of system needed based on the size of the district, number of school sites, number of 
employees, and the type, practice, and capability of the district's information technology system. It 
is recommended that districts with questions about records retention requirements consult CSBA’s 
District and County Office of Education Legal Services or district legal counsel. 

The Superintendent or designee shall consult with district legal counsel, site administrators, district 
information technology staff, personnel department staff, and others as necessary to develop a 
secure document management system that provides for the storage, retrieval, archiving, and 
destruction of district documents, including electronically stored information such as email.  This 
document management system shall be designed to comply with state and federal laws regarding 
security of records, record retention and destruction, response to "litigation hold" discovery 
requests, and the recovery of records in the event of a disaster or emergency. 

CSBA NOTE: Pursuant to Government Code 8586.5, the California Cybersecurity Integration 
Center (CSIC) serves as the central organizing hub of the state government's cybersecurity 
preparedness and response activities. Government Code 8586.5 requires CSIC to coordinate cyber 
intelligence and information sharing with specified public and private entities, and, as amended by 
AB 1023 (Ch. 555, Statutes of 2023), requires such sharing of information, including cyber threat 
information, with school districts. Government Code 11549.3 authorizes districts, at district 
expense, to request the Military Department, in consultation with CSIC, to perform an independent 
security assessment of the district or individual district school. Districts are encouraged to consult 
with the California Office of Emergency Services and utilize resources such as the State Threat 
Assessment System and Regional Fusion Centers to help assess potential threats.  

Additionally, in an effort to enhance cybersecurity across K-12 schools, the U.S. Department of 
Education and the Cybersecurity and Infrastructure Security Agency launched the Government 
Coordinating Council for the Education Facilities Subsector in 2024. Districts who meet the federal 
universal service discounts for Internet access (E-rate discounts) eligibility requirements may be 
eligible for funding to purchase cybersecurity services and equipment through the Federal 
Communications Commission’s Schools and Libraries Cybersecurity Pilot Program. The State 
Educational Technology Directors Association’s 2023 guidance, “Small Districts, Big Hurdles: 
Cybersecurity Support for Small, Rural, and Under-resourced Districts,” provides additional 
information regarding the use of leadership development, partnership building, vulnerability 
assessment, and staff training to enhance cybersecurity readiness. 
The Superintendent or designee shall ensure the confidentiality of records as required by law and 
shall establish regulations to safeguard data against damage, loss, or theft., including damage, loss, 
or theft which may be caused by cybersecurity breaches.  

The Superintendent or designee shall ensure that employees receive information about the district's 
document management system, including retention and confidentiality requirements and an 
employee's obligations in the event of a litigation hold established on the advice of legal counsel.or 
California Public Records Act request established on the advice of legal counsel. Additionally, the 
Superintendent or designee shall ensure that employees receive information and training about 
cybersecurity, including ways to protect district records from breaches to the district’s digital 
infrastructure.  
 
CSBA NOTE: Pursuant to Civil Code 1798.29, districts are required to disclose any breach of 
security of any records that contain personal information, as defined. The required formatting and 
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contents of the notification are detailed in Civil Code 1798.29. A district may maintain its own 
notification procedure as part of an information security policy provided that the notification is 
consistent with the requirements in Civil Code 1798.29 regarding timing of the notification. 
 
Additionally, pursuant to Education Code 35266, districts that experience a cyberattack, as 
defined, which impacts more than 500 students or personnel, are required to report such 
cyberattack to CSIC. 

 
If the district discovers or is notified that a breach ofin the security of district records containing 
unencrypted has resulted in the release of personal information has occurred, the Superintendent 
or designee shall notify every individual whose personal information was, or is reasonably believed 
to have been, acquired by an unauthorized person. , if that information was either unencrypted or 
encrypted under the circumstances specified in Civil Code 1798.29. “Personal information” 
includes, but is not limited to, a social security number, driver's license or identification card 
number, medical information, health insurance information, or an account number in combination 
with an access code or password that would permit access to a financial account.  (Civil Code 
1798.29) 
 
The Superintendent or designee shall provide the notice in a timely manner either in writing or 
electronically, unless otherwise provided in law. The notice shall include the material specified in 
Civil Code 1798.29, be formatted as required, and be distributed in a timely manner, consistent with 
the legitimate needs of law enforcement to conduct an uncompromised investigation or any 
measures necessary to determine the scope of the breach and restore reasonable integrity of the 
data system.  (Civil Code 1798.29) 
 
Safe at Home Program 

If the district experiences a cyberattack that impacts more than 500 students or personnel, the 
Superintendent or designee shall report the cyberattack to the California Cybersecurity Integration 
Center.  (Education Code 35266) 
 
Safe at Home Program 

CSBA NOTE: The Secretary of State's Safe at Home address confidentiality program creates a 
confidential address has been in existence pursuant to Government Code 6205-6210 and mail-
forwarding program for 6215-6216 to protect victims of domestic violence, stalking, or sexual 
assault., stalking, human trafficking, and elder or dependent adult abuse, and members of their 
households, as well as district employees who face threats of violence, or violence or harassment 
from the public because of the employee's work for the district. This type of protection has been 
extended to district employees and Governing Board members who face threats of violence, or 
violence or harassment from the public because of the employee’s work for the district, and, 
pursuant to Government Code 6205-6210, as amended by AB 243 (Ch. 642, Statutes of 2023), to 
victims of child abduction and members of their households. Government Code 6207 provides 
that, when creating a public record, the district mustmay not include actual residences of students, 
parents/guardians, or employees when a substitute address is designated through the Safe at 
Home program. Districts are required to accept the program participation card issued by the 
Secretary of State and to substitute a post office box as the participant's address. 
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District public records shall not include the actual addresses of students, parents/guardians, or 
employees when a substitute address is designated by the Secretary of State pursuant to the Safe at 
Home program.  (Government Code 6206, 6207) 

CSBA NOTE: According to the Secretary of State, a participant's confidential, actual address may 
only be used to establish student enrollment eligibility and for school emergency purposes. 
Pursuant to Government Code 6207, a participant's confidential, actual address is not a public 
record and should not be made available to anyone under any circumstances. See alsoFor more 
information regarding establishing district residency when a student or parent/guardian is 
participating in the Safe at Home/Confidential Address Program, see AR 5111.1 - District 
Residency. 

 
When a substitute address card is provided pursuant to this program, the confidential, actual 
address may be used only to establish district residency requirements for enrollment and for school 
emergency purposes.  
 
Records containing a participant’s confidential address information shall be kept in a confidential 
location and not shared with the public. 
 
Policy Reference UPDATE Service 
Copyright 2025 by California School Boards Association, West Sacramento, California 95691 
All rights reserved. 
Policy Reference Disclaimer: 
These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for 
the board to enact this policy. Instead, they are provided as additional resources for those interested in the 
subject matter of the policy.  
State Description 
5 CCR 16020-16022 Records; general provisions 

5 CCR 16023-16027 District records; retention and destruction 

5 CCR 430-438 Individual student records; definitionIndividual student 
records 

5 CCR 432 Student records 

Civ. Code 1798.29 District records; breach of security 

Code of Civil Procedure 1985.8 Electronic Discovery Act 

Code of Civil Procedure 2031.010-
2031.060 

Civil Discovery Act; scope of discovery demand 

Code of Civil Procedure 2031.210-
2031.320 

Civil Discovery Act; response to inspection demand 

Ed. Code 35145 Public meetings 

Ed. Code 35163 Official actions, minutes and journal 

Ed. Code 35252-35255 Records and reports 

Ed. Code 35266 Cybersecurity 
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Ed. Code 44031 Personnel file contents and inspection 

Ed. Code 49065 Reasonable charge for transcripts 

Ed. Code 49069.7 Absolute right to access 

Gov. Code 11549.3 Office of Information Security 

Gov. Code 12946 Fair Employment and Housing Act: discrimination prohibited 

Gov. Code 6205-6210 Confidentiality of addresses for victims of domestic violence, 
sexual assault, stalking, orhuman trafficking, child abduction, 
and elder or dependent adult abuse 

Gov. Code 6215-6216 Address confidentiality; reproductive health care providers, 
employees, volunteers, patients, and other individuals who 
face threats or violence 

Gov. Code 7920.000-7930.170215 California Public Records Act 

Gov. Code 8586.5 Office of Emergency Services; California Cybersecurity 
Information Center 

Pen. Code 11170 Retention of child abuse reports 

Federal Description 
20 USC 1232g Family Educational Rights and Privacy Act (FERPA) of 1974 

34 CFR 99.1-99.8 Family Educational Rights and Privacy Act 

Management Resources Description 
California Secretary of State Publication Records Management Handbook 

(https://www.sos.ca.gov/archives/records-management-and-
appraisal/records-management-handbook) 

State Educational Technology Directors 
Association Publication 

Small Districts, Big Hurdles: Cybersecurity Support for Small, 
Rural, and Under-resourced School Districts, October 2023 
(https://drive.google.com/file/d/1xFzytKS6gtFAiKstP_H3ES_
Tpm9OF8l8/view?usp=sharing) 

Website CSBA District and County Office of Education Legal Services 

Website California Secretary of State 

Website  California Office of Emergency Services 
(https://www.caloes.ca.gov/) 

Website Cybersecurity and Infrastructure Security Agency, 
Government Coordinating Councils 
(https://www.cisa.gov/resources-tools/groups/government-
coordinating-councils) 

Website Federal Communications Commission, Schools and Libraries 
Cybersecurity Pilot Program 
(https://www.fcc.gov/cybersecurity-pilot-program) 

Website Safe at Home; Schools 
(https://www.sos.ca.gov/registries/safe-
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home/schools#:~:text=Back%20to%20Top-
,Verifying%20Enrollment,(916)%20653%2D1769) 

Cross References 

Code Description 
0440 District Technology Plan 

0440 District Technology Plan 

1100 Communication With The Public 

1112 Media Relations 

1113 District And School Websites 

1113 District And School Websites 

1113-E(1) District And School Websites 

1312.3 Uniform Complaint Procedures 

1312.3 Uniform Complaint Procedures 

1312.3-E(1) Uniform Complaint Procedures 

1312.3-E(2) Uniform Complaint Procedures 

1340 Access To District Records 

1340 Access To District Records 

2121 Superintendent's Contract 

3100 Budget 

3100 Budget 

3230 Federal Grant Funds 

3230 Federal Grant Funds 

3280 Sale Or Lease Of District-Owned Real Property 

3280 Sale Or Lease Of District-Owned Real Property 

3311 Bids 

3311 Bids 

3440 Inventories 

3452 Student Activity Funds 

3460 Financial Reports And Accountability 

3460 Financial Reports And Accountability 

3514 Environmental Safety 

3514 Environmental Safety 
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3514.2 Integrated Pest Management 

3516 Emergencies And Disaster Preparedness Plan 

3516 Emergencies And Disaster Preparedness Plan 

3516.5 Emergency Schedules 

3523 Electronic Signatures 

3523 Electronic Signatures 

3542 School Bus Drivers 

3543 Transportation Safety And Emergencies 

3550 Food Service/Child Nutrition Program 

3550 Food Service/Child Nutrition Program 

3551 Food Service Operations/Cafeteria Fund 

3551 Food Service Operations/Cafeteria Fund 

3552 Summer Meal Program 

3552 Summer Meal Program 

4030 Nondiscrimination In Employment 

4030 Nondiscrimination In Employment 

4040 Employee Use Of Technology 

4040-E(1) Employee Use Of Technology 

4111.2 Legal Status Requirement 

4111.2 Legal Status Requirement 

4112.2 Certification 

4112.2 Certification 

4112.42 Drug And Alcohol Testing For School Bus Drivers 

4112.42 Drug And Alcohol Testing For School Bus Drivers 

4112.5 Criminal Record Check 

4112.5-E(1) Criminal Record Check 

4112.6 Personnel Files 

4112.9 Employee Notifications 

4112.9-E(1) Employee Notifications 

4113 Assignment 

4113 Assignment 
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4113.5 Working Remotely 

4119.12 Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4119.12-E(1) Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4119.21 Professional Standards 

4119.21-E(1) Professional Standards 

4119.42 Exposure Control Plan For Bloodborne Pathogens 

4119.42 Exposure Control Plan For Bloodborne Pathogens 

4119.42-E(1) Exposure Control Plan For Bloodborne Pathogens 

4131 Staff Development 

4151 Employee Compensation 

4211.2 Legal Status Requirement 

4211.2 Legal Status Requirement 

4212.42 Drug And Alcohol Testing For School Bus Drivers 

4212.42 Drug And Alcohol Testing For School Bus Drivers 

4212.5 Criminal Record Check 

4212.5-E(1) Criminal Record Check 

4212.6 Personnel Files 

4212.9 Employee Notifications 

4212.9-E(1) Employee Notifications 

4213.5 Working Remotely 

4217.11 Preretirement Part-Time Employment 

4219.12 Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4219.12-E(1) Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4219.21 Professional Standards 

4219.21-E(1) Professional Standards 

4219.42 Exposure Control Plan For Bloodborne Pathogens 

4219.42 Exposure Control Plan For Bloodborne Pathogens 

4219.42-E(1) Exposure Control Plan For Bloodborne Pathogens 

4231 Staff Development 
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4251 Employee Compensation 

4311.2 Legal Status Requirement 

4311.2 Legal Status Requirement 

4312.42 Drug And Alcohol Testing For School Bus Drivers 

4312.42 Drug And Alcohol Testing For School Bus Drivers 

4312.5 Criminal Record Check 

4312.5-E(1) Criminal Record Check 

4312.6 Personnel Files 

4312.9 Employee Notifications 

4312.9-E(1) Employee Notifications 

4313.5 Working Remotely 

4319.12 Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4319.12-E(1) Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4319.21 Professional Standards 

4319.21-E(1) Professional Standards 

4319.42 Exposure Control Plan For Bloodborne Pathogens 

4319.42 Exposure Control Plan For Bloodborne Pathogens 

4319.42-E(1) Exposure Control Plan For Bloodborne Pathogens 

4331 Staff Development 

4351 Employee Compensation 

5111.1 District Residency 

5111.1 District Residency 

5113.2 Work Permits 

5113.2 Work Permits 

5125 Student Records 

5125 Student Records 

5125.1 Release Of Directory Information 

5125.1 Release Of Directory Information 

5125.1-E(1) Release Of Directory Information 

5141 Health Care And Emergencies 
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5141 Health Care And Emergencies 

5143 Insurance 

5143 Insurance 

5145.3 Nondiscrimination/Harassment 

5145.3 Nondiscrimination/Harassment 

5145.6 Parent/Guardian Notifications 

5145.6-E(1) Parent/Guardian Notifications 

5145.7 Sex Discrimination and Sex-Based Harassment 

5145.7 Sex Discrimination and Sex-Based Harassment 

5145.71 Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

5145.71-E(1) Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

5148 Child Care And Development 

5148 Child Care And Development 

5148.2 Before/After School Programs 

5148.2 Before/After School Programs 

5148.3 Preschool/Early Childhood Education 

5148.3 Preschool/Early Childhood Education 

6145.2 Athletic Competition 

6145.2 Athletic Competition 

6158 Independent Study  

6158 Independent Study  

6159.2 Nonpublic, Nonsectarian School And Agency Services For 
Special Education 

6159.2 Nonpublic, Nonsectarian School And Agency Services For 
Special Education 

6171 Title I Programs 

6171 Title I Programs 

6174 Education For English Learners 

6174 Education For English Learners 

7214 General Obligation Bonds 

7214 General Obligation Bonds 

108



9011 Disclosure Of Confidential/Privileged Information 

9012 Board Member Electronic Communications    

9324 Minutes And Recordings 
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CSBA Sample Manual Site 

Regulation 3580: District Records Status: ADOPTED 

Original Adopted Date: 11/01/2009 | Last Revised Date: 1203/01/20242025 | Last Reviewed 
Date1203/01/20242025 

 

 

CSBA NOTE: The following optional administrative regulation reflects classification and retention 
requirements for district records. and may be revised to reflect district practice. For more 
information about personnel records, including the contents and retention of such records 
pursuant to 5 CCR 16023, see AR 4112.6/4212.6/4312.6 - Personnel Files. For additional 
requirements pertaining to student records, including the contents and retention of such records 
pursuant to Education Code 49069.7, 5 CCR 430-433438, and the Family Educational Rights and 
Privacy Act (20 USC 1232g and 34 CFR 99.1-99.8), see BP/AR 5125 - Student Records. For 
requirements pertaining to public access to certain records in accordance with the California Public 
Records Act (CPRA) (Government Code 7920.000 - 7930.170215), see BP/AR 1340 - Access to 
District Records and BB 9012 - Board Member Electronic Communications.  

Classification of Records 

CSBA NOTE: Pursuant to 5 CCR 16020, only those documents which the district is required to 
prepare or retain or that are prepared or retained as part of the discharge of official duty are 
considered as "records" that must be classified and retained. In addition, under the CPRA 
(Government Code 6250-62707920.000 - 7930.215), a "public record" is defined as any writing 
relating to the conduct of district business that is prepared, owned, used, or retained by the 
district; see BP/AR 1340 - Access to District Records. DocumentsPursuant to Government Code 
7920.545, emails and other electronic communications related in a substantive manner to district 
business are considered public records. However, documents and other writings that are not 
prepared or used by the district in the conduct of district business are generally not considered to 
be "records" and thus are not subject to the requirements of this regulation.  

Records means all records, maps, books, papers, and documents of a school district required by law 
to be prepared or retained as necessary or convenient to the discharge of official duty.  (5 CCR 
16020) 
 
Before January 1, the Superintendent or designee shall review the prior year's records and shall 
classify them as either a Class 1 (Permanent), Class 2 (Optional), or Class 3 (Disposable) record.  (5 
CCR 16022) 
 
Records of a continuing nature (, such as documents that are active and useful for administrative, 
legal, fiscal, or other purposes over a period of years), shall not be classified until such usefulness 
has ceased.  (5 CCR 16022) 
 
AnAny historical inventory of equipment shall be a continuing record and shall not be classified until 
the inventory is superseded or until the equipment is removed from district ownership.  (5 CCR 
16022) 
 
A student's cumulative record, if not transferred, is a continuing record until the student ceases to 
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be enrolled in the district.  (5 CCR 16022) 
 
When an electronic or photographed copy of a Class 1 (Permanent) record has been made, the copy 
may be classified as Class 1 (Permanent) and the original classified as either Class 2 (Optional) or 
Class 3 (Disposable).  However, no original record that is basic to any required audit may be 
destroyed prior to the second July 1st succeeding the completion of the audit.  (Education Code 
35254; 5 CCR 16022) 
 
Class 1 - Permanent Records 
 
The original of each of the following records, or one exact copy of it when the original is required by 
law to be filed with another agency, is a Class 1 (Permanent) record and shall be retained indefinitely 
unless microfilmed in accordance with 5 CCR 16022:  (5 CCR 16023)  

1. Annual Reports 
   

a. Official budget 
  
b. Financial reports of all funds, including cafeteria and student body funds 
  
c. Audit of all funds 
  
d. Average daily attendance, including Period 1 and Period 2 reports 
  
e. Other major annual reports, including: 
   

i. Those containing information relating to property, activities, financial 
condition, or transactions 
  

ii. Those declared by Governing Board minutes to be permanent 
  

2. Official Actions 
   

a. Minutes of the Board or Board committees, including the text of rules, regulations, 
policies, or resolutions not set forth verbatim in the minutes, but included by reference 
only 
  
b. The call for and the result of any elections called, conducted, or canvassed by the 
Board 
  
c. Records transmitted by another agency pertaining to its action with respect to 
district reorganization 
  

3. Personnel Records 
 
Class 1 (Permanent) records include all detailed records relating to employment; assignment; 
amounts and dates of service rendered; termination or dismissal of an employee in any 
position; sick leave record; rate of compensation, salaries, or wages paid; and deductions or 
withholdings made and the person or agency to whom such amounts were paid.   

 In lieu of the detailed records, a complete proven summary payroll record for each 
employee containing the same data may be classified as a Class 1 (Permanent) record and 
the detailed records may then be classified as Class 3 (Disposable) records. 
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Information of a derogatory nature as defined in Education Code 44031 shall be retained as 
a Class 1 (Permanent) record only when the time for filing a grievance has passed or the 
document has been sustained by the grievance process. 
  

4. Student Records 
 
The records of enrollment and scholarship for each student required by 5 CCR 432 and all 
records pertaining to any accident or injury involving a minor for which a claim for damages 
had been filed as required by law shall be classified as Class 1 (Permanent) records.  

 These include any related policy of liability insurance, except that these records 
cease to be Class 1 (Permanent) records one year after the claim has been settled or the 
statute of limitations has expired. 
  

5. Property Records 
 
Class 1 (Permanent) records include all detailed records relating to land, buildings, and 
equipment.   

 
 In lieu of detailed records, a complete property ledger may be classified as a Class 1 
(Permanent) record. The detailed records may then be classified as Class 3 (Disposable) 
records if the property ledger includes all fixed assets; an equipment inventory; and, for each 
piece of property, the date of acquisition, name of previous owner, a legal description, 
amount paid, and comparable data if the unit is disposed of. 
 

Class 2 - Optional Records 
 
Any records considered temporarily worth keeping, but which are not Class 1 records, may be 
classified as Class 2 (Optional) records and shall be retained until reclassified as Class 3 (Disposable) 
records. If, by agreement of the Board and Superintendent or designee, classification of the prior 
year records has not been made before January 1 as specified in 5 CCR 16022, all records of the 
prior year may be classified as Class 2 (Optional) records pending further review and classification 
within one year.  (5 CCR 16024) 
 
Class 3 - Disposable Records 
 
All records not classified as Class 1 (Permanent) or as Class 2 (Optional) records shall be classified as 
Class 3 (Disposable) records. These include, but are not limited to, detailed records basic to audit, 
including those relating to attendance, average daily attendance, or business or financial 
transactions; detailed records used in preparing another report; teachers' registers if all information 
required by 5 CCR 432 is retained in other records or if the General Records pages are removed 
from the register and classified as Class 1 (Permanent) records; and periodic reports, including daily, 
weekly, and monthly reports, bulletins, and instructions.  (5 CCR 16025) 
 
All Class 3 (Disposable) records shall be destroyed during the third school year after the school year 
in which the records originated. In addition, Class 3 (Disposable) records shall not be destroyed until 
after the third school year following the completion of any legally required audit or the retention 
period required by any agency other than the State of California, whichever is later.  A continuing 
record shall not be destroyed until the fourth year after it has been classified as a Class 3 
(Disposable) record.  (5 CCR 16026, 16027) 
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Electronically Stored Information 

CSBA NOTE: In the conduct of official district business, many records and informational materials 
are generated and maintained in electronic format, making it necessary for districts to design a 
system for easily saving and retrieving such information when needed. The following optional 
section contains suggestions for the handling of such electronically stored information and may be 
revised to reflect district practice.  
 
In City of San Jose v. Superior Court, the California Supreme Court held that a public official's or 
employee's electronic communications regarding public business, even if transmitted on the 
official's or employee's personal account or device, are public records and are not categorically 
excluded from disclosure upon request under the CPRA. The court noted that the CPRA requires 
public agencies to use "reasonable effort" to locate existing records in response to a public records 
request, but that suchincluding those records contained on a public official's or employee's 
personal device regardless of whether they were transmitted through district servers. Such 
searches need not be extraordinaryextraordinarily extensive or intrusive. The following paragraph 
reflects the court's suggestion for ensuring that district-related communications transmitted 
through a public employee's or official's personal device or account can be retrieved without 
violating the employee's or official's privacy rights. For further information, see CSBA's , “Legal 
Alert: Tips for Governing Boards in Response to Public Records Act Ruling on Electronic 
Communications. .” Also see AR 3580 - District Records, BP 4040 – Employee Use of Technology, 
and BB 9012 - Board Member Electronic Communications.  

All electronically stored information related to the conduct of district business, including 
information created, saved, sent, or received on a district employee's or Board member's personal 
account or device, shall be saved as an electronic file to a district-provided account or device and 
retained in accordance with the section "Classification of Records" above. Such information 
includes, but is not limited to, email, text messages, instant messages sent via apps, computer files, 
and other electronic communications related to district business. In addition, when appropriate, the 
information mayAll records, including electronic documents, should be printedorganized and 
physically filed for easy retrieval based on information contained in a way that allows it to be easily 
retrieved when needed., and the purpose of, the record.  

CSBA NOTE: The following optional paragraph may be revised to reflect district practice. Districts 
have the authority to monitor the use of district-owned property and equipment, including those 
provided to employees to enable them to perform their duties efficiently, such as computers, cell 
phones, and other electronic communication devices. In such situations, an employee's 
expectation of privacy as it relates to the equipment is limited and the district may monitor it for 
appropriate use. See BP/E 4040 – Employee Use of Technology. 

Employees shall be required to regularly purge their email accounts and district-issued computers, 
cell phones, and other communication devices of personal electronically stored information and 
other information unrelated to district business. The Superintendent or designee may check for 
appropriate use of any district-owned equipment at any time. 
 
Any person to whom a district-owned computer, cell phone, or other electronic communication 
device is provided shall be notified about the district's electronic information management system 
and, as necessary, provided training on the effective use of the device.  
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Policy Reference UPDATE Service 
Copyright 2025 by California School Boards Association, West Sacramento, California 95691 
All rights reserved. 
Policy Reference Disclaimer: 
These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for 
the board to enact this policy. Instead, they are provided as additional resources for those interested in the 
subject matter of the policy.  
State Description 
5 CCR 16020-16022 Records; general provisions 

5 CCR 16023-16027 District records; retention and destruction 

5 CCR 430-438 Individual student records; definitionIndividual student 
records 

5 CCR 432 Student records 

Civ. Code 1798.29 District records; breach of security 

Code of Civil Procedure 1985.8 Electronic Discovery Act 

Code of Civil Procedure 2031.010-
2031.060 

Civil Discovery Act; scope of discovery demand 

Code of Civil Procedure 2031.210-
2031.320 

Civil Discovery Act; response to inspection demand 

Ed. Code 35145 Public meetings 

Ed. Code 35163 Official actions, minutes and journal 

Ed. Code 35252-35255 Records and reports 

Ed. Code 35266 Cybersecurity 

Ed. Code 44031 Personnel file contents and inspection 

Ed. Code 49065 Reasonable charge for transcripts 

Ed. Code 49069.7 Absolute right to access 

Gov. Code 11549.3 Office of Information Security 

Gov. Code 12946 Fair Employment and Housing Act: discrimination prohibited 

Gov. Code 6205-6210 Confidentiality of addresses for victims of domestic violence, 
sexual assault, stalking, orhuman trafficking, child abduction, 
and elder or dependent adult abuse 

Gov. Code 6215-6216 Address confidentiality; reproductive health care providers, 
employees, volunteers, patients, and other individuals who 
face threats or violence 

Gov. Code 7920.000-7930.170215 California Public Records Act 

Gov. Code 8586.5 Office of Emergency Services; California Cybersecurity 
Information Center 

Pen. Code 11170 Retention of child abuse reports 
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Federal Description 
20 USC 1232g Family Educational Rights and Privacy Act (FERPA) of 1974 

34 CFR 99.1-99.8 Family Educational Rights and Privacy Act 

Management Resources Description 
California Secretary of State Publication Records Management Handbook 

(https://www.sos.ca.gov/archives/records-management-and-
appraisal/records-management-handbook) 

State Educational Technology Directors 
Association Publication 

Small Districts, Big Hurdles: Cybersecurity Support for Small, 
Rural, and Under-resourced School Districts, October 2023 
(https://drive.google.com/file/d/1xFzytKS6gtFAiKstP_H3ES_
Tpm9OF8l8/view?usp=sharing) 

Website CSBA District and County Office of Education Legal Services 

Website California Secretary of State 

Website  California Office of Emergency Services 
(https://www.caloes.ca.gov/) 

Website Cybersecurity and Infrastructure Security Agency, 
Government Coordinating Councils 
(https://www.cisa.gov/resources-tools/groups/government-
coordinating-councils) 

Website Federal Communications Commission, Schools and Libraries 
Cybersecurity Pilot Program 
(https://www.fcc.gov/cybersecurity-pilot-program) 

Website Safe at Home; Schools 
(https://www.sos.ca.gov/registries/safe-
home/schools#:~:text=Back%20to%20Top-
,Verifying%20Enrollment,(916)%20653%2D1769) 

Cross References 

Code Description 
0440 District Technology Plan 

0440 District Technology Plan 

1100 Communication With The Public 

1112 Media Relations 

1113 District And School Websites 

1113 District And School Websites 

1113-E(1) District And School Websites 

1312.3 Uniform Complaint Procedures 

1312.3 Uniform Complaint Procedures 
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1312.3-E(1) Uniform Complaint Procedures 

1312.3-E(2) Uniform Complaint Procedures 

1340 Access To District Records 

1340 Access To District Records 

2121 Superintendent's Contract 

3100 Budget 

3100 Budget 

3230 Federal Grant Funds 

3230 Federal Grant Funds 

3280 Sale Or Lease Of District-Owned Real Property 

3280 Sale Or Lease Of District-Owned Real Property 

3311 Bids 

3311 Bids 

3440 Inventories 

3452 Student Activity Funds 

3460 Financial Reports And Accountability 

3460 Financial Reports And Accountability 

3514 Environmental Safety 

3514 Environmental Safety 

3514.2 Integrated Pest Management 

3516 Emergencies And Disaster Preparedness Plan 

3516 Emergencies And Disaster Preparedness Plan 

3516.5 Emergency Schedules 

3523 Electronic Signatures 

3523 Electronic Signatures 

3542 School Bus Drivers 

3543 Transportation Safety And Emergencies 

3550 Food Service/Child Nutrition Program 

3550 Food Service/Child Nutrition Program 

3551 Food Service Operations/Cafeteria Fund 

3551 Food Service Operations/Cafeteria Fund 
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3552 Summer Meal Program 

3552 Summer Meal Program 

4030 Nondiscrimination In Employment 

4030 Nondiscrimination In Employment 

4040 Employee Use Of Technology 

4040-E(1) Employee Use Of Technology 

4111.2 Legal Status Requirement 

4111.2 Legal Status Requirement 

4112.2 Certification 

4112.2 Certification 

4112.42 Drug And Alcohol Testing For School Bus Drivers 

4112.42 Drug And Alcohol Testing For School Bus Drivers 

4112.5 Criminal Record Check 

4112.5-E(1) Criminal Record Check 

4112.6 Personnel Files 

4112.9 Employee Notifications 

4112.9-E(1) Employee Notifications 

4113 Assignment 

4113 Assignment 

4113.5 Working Remotely 

4119.12 Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4119.12-E(1) Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4119.21 Professional Standards 

4119.21-E(1) Professional Standards 

4119.42 Exposure Control Plan For Bloodborne Pathogens 

4119.42 Exposure Control Plan For Bloodborne Pathogens 

4119.42-E(1) Exposure Control Plan For Bloodborne Pathogens 

4131 Staff Development 

4151 Employee Compensation 

4211.2 Legal Status Requirement 
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4211.2 Legal Status Requirement 

4212.42 Drug And Alcohol Testing For School Bus Drivers 

4212.42 Drug And Alcohol Testing For School Bus Drivers 

4212.5 Criminal Record Check 

4212.5-E(1) Criminal Record Check 

4212.6 Personnel Files 

4212.9 Employee Notifications 

4212.9-E(1) Employee Notifications 

4213.5 Working Remotely 

4217.11 Preretirement Part-Time Employment 

4219.12 Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4219.12-E(1) Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4219.21 Professional Standards 

4219.21-E(1) Professional Standards 

4219.42 Exposure Control Plan For Bloodborne Pathogens 

4219.42 Exposure Control Plan For Bloodborne Pathogens 

4219.42-E(1) Exposure Control Plan For Bloodborne Pathogens 

4231 Staff Development 

4251 Employee Compensation 

4311.2 Legal Status Requirement 

4311.2 Legal Status Requirement 

4312.42 Drug And Alcohol Testing For School Bus Drivers 

4312.42 Drug And Alcohol Testing For School Bus Drivers 

4312.5 Criminal Record Check 

4312.5-E(1) Criminal Record Check 

4312.6 Personnel Files 

4312.9 Employee Notifications 

4312.9-E(1) Employee Notifications 

4313.5 Working Remotely 
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4319.12 Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4319.12-E(1) Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

4319.21 Professional Standards 

4319.21-E(1) Professional Standards 

4319.42 Exposure Control Plan For Bloodborne Pathogens 

4319.42 Exposure Control Plan For Bloodborne Pathogens 

4319.42-E(1) Exposure Control Plan For Bloodborne Pathogens 

4331 Staff Development 

4351 Employee Compensation 

5111.1 District Residency 

5111.1 District Residency 

5113.2 Work Permits 

5113.2 Work Permits 

5125 Student Records 

5125 Student Records 

5125.1 Release Of Directory Information 

5125.1 Release Of Directory Information 

5125.1-E(1) Release Of Directory Information 

5141 Health Care And Emergencies 

5141 Health Care And Emergencies 

5143 Insurance 

5143 Insurance 

5145.3 Nondiscrimination/Harassment 

5145.3 Nondiscrimination/Harassment 

5145.6 Parent/Guardian Notifications 

5145.6-E(1) Parent/Guardian Notifications 

5145.7 Sex Discrimination and Sex-Based Harassment 

5145.7 Sex Discrimination and Sex-Based Harassment 

5145.71 Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 
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5145.71-E(1) Title IX Sex Discrimination and Sex-Based Harassment 
Complaint Procedures 

5148 Child Care And Development 

5148 Child Care And Development 

5148.2 Before/After School Programs 

5148.2 Before/After School Programs 

5148.3 Preschool/Early Childhood Education 

5148.3 Preschool/Early Childhood Education 

6145.2 Athletic Competition 

6145.2 Athletic Competition 

6158 Independent Study  

6158 Independent Study  

6159.2 Nonpublic, Nonsectarian School And Agency Services For 
Special Education 

6159.2 Nonpublic, Nonsectarian School And Agency Services For 
Special Education 

6171 Title I Programs 

6171 Title I Programs 

6174 Education For English Learners 

6174 Education For English Learners 

7214 General Obligation Bonds 

7214 General Obligation Bonds 

9011 Disclosure Of Confidential/Privileged Information 

9012 Board Member Electronic Communications    

9324 Minutes And Recordings 
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CSBA Sample District Policy Manual 
CSBA Sample Manual Site 

Policy 4151: Employee Compensation Status: ADOPTED 

Original Adopted Date: 02/01/1997 | Last Revised Date: 0903/01/20232025 | Last Reviewed 
Date: 0903/01/20232025 

 

 

CSBA NOTE: Districts that include provisions related to employee compensation in their collective 
bargaining agreements should modify or delete the following optional policy accordingly. 

In order to recruit and retain employees committed to the district's goals for student learning, the 
Governing Board recognizes the importance of offering a competitive compensation package 
whichthat includes salaries and health and welfare benefits. 

CSBA NOTE: Education Code 45023 and 45162 require the Governing Board to adopt salary 
schedules for certificated and classified employees, respectively. For districts operating under a 
merit system, Education Code 45268 specifies that the personnel commission will recommend a 
salary schedule for classified employees to the Board for approval and that the Board may not 
amend the schedule without first giving the commission ana reasonable opportunity to respond to 
the amendments. 

The Board shall adopt separate salary schedules for certificated, classified, and supervisory and 
administrative personnel. These schedules shall that comply with law and applicable collective 
bargaining agreements and shall be printed and made available for review at the district office..  
(Education Code 45022, 45023, 45160, 45162, 45268) 
 
Each certificated employee, except an employee in an administrative or supervisory position, shall 
be classified on the salary schedule on the basis of uniform allowance for education level and years 
of experience, unless the Board and employee organization negotiate and mutually agree to a salary 
schedule based on different criteria. Certificated employees shall not be placed in different 
classifications on the schedule, nor paid different salaries, solely on the basis of the grade levels at 
which they teach.  (Education Code 45028) 
 
Salary schedules for staff who are not a part of a bargaining unit shall be determined by the Board at 
the recommendation of the Superintendent or designee. 

The salary schedules adopted by the Board shall be printed and made available for review at the 
district office.  (Education Code 45023) 

CSBA NOTE: Pursuant to Education Code 42238.016, as added by AB 938 (Ch. 345, Statutes of 
2024), districts are required, beginning January 31, 2026, to annually complete the Salary and 
Benefit Schedule for Bargaining Units (Form J-90), for classified and certificated staff assigned to a 
district school site and report the Form J-90 to the California Department of Education. 

Additionally, by January 31, 2026, and annually thereafter, the Superintendent or designee shall 
complete the Salary and Benefit Schedule for Bargaining Units (Form J-90) for classified and 
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certificated staff assigned to a district school site and report the Form J-90 to the California 
Department of Education.  (Education Code 42238.016)  

CSBA NOTE: Pursuant to Education Code 45038, certificated employees may be paid once every 
two weeks, twice a month, or once every four weeks. TheAdditionally, the Board may also choose 
to pay certificated employees, or one or more individual employees, in 10, 11, or 12 equal 
payments over the year. instead of by the school month. Education Code 45039 provides that, if 
the Board arranges to pay certificated employees in 12 equal payments for the year, it may pay 
each monthly installment at the end of each calendar month, regardless of whether the employees 
are actually engaged in teaching during the month. Education Code 45165 addresses salary 
payments for classified employees who are employed 9-11 months per year. 
 
AdditionallyIn addition, pursuant to Education Code 45500, districts may participate in the 
Classified School Employee Summer Assistance Program whereby eligible classified employees 
may elect to have up to 10 percent of the employee's monthly salary withheld and paid out during 
the summer recess in either one or two payments. 
 
Education Code 45048 and 45165 provide specific timelines for issuing salary payments 
depending on the frequency of payments. If payments are not made in a timely manner, the 
district is required to pay the employee interest on the unpaid amount. 
 
The following paragraph may be revised to reflect the payroll schedule determined by the Board. 
or as provided for in any applicable collective bargaining agreement. 

The Board Unless otherwise provided for in any applicable collective bargaining agreement, district 
employees shall determine thebe paid (insert frequency) and schedule of salary in ______equal 
payments, including whether payments for employees who work less than 12 months per year will 
be made over the course of the school year or in equal installments over the calendar year.  year. 
However, if the district participates in the Classified School Employee Summer Assistance Program, 
eligible classified employees may elect to have up to 10 percent of the employee's monthly salary 
withheld and paid out during the summer recess in either one or two payments.  (Education Code 
45038, 45039, 45048, 45165, 45500) 

CSBA NOTE: According to Office of Management and Budget Memorandum M-20-17, during 
extraordinary circumstances, such as a pandemic, which interrupt district operations, employees 
paid with federal grant funds can continue to be paid out of federal grant funds as long as other 
similarly situated employees paid with nonfederal funds are continuing to get compensated. The 
following optional paragraph establishes such emergency contingencies so that the Board may 
continue to provide employee compensation during such times. 

In extraordinary circumstances or emergency situations, the Board may determine to continue to 
compensate employees during periods of extended closure or disruption of normal district 
operations when permitted by law and consistent with collective bargaining agreements and 
memoranda of understanding. 

CSBA NOTE: Pursuant to 29 CFR 516.4, districts are required to post a notice of the minimum 
wage provisions of the Fair Labor Standards Act (FLSA) (29 USC 201-219) in a conspicuous place at 
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all work sites. The poster that must be used by state and local governments is available on the 
website of the U.S. Department of Labor's Wage and Hour Division. 

The Superintendent or designee shall post a notice explaining the Fair Labor Standards Act's wage 
and hour provisions in a conspicuous place at each work site.  (29 CFR 516.4) 
 
Overtime Compensation 

CSBA NOTE: Pursuant to the FLSA (29 CFR 553.20) and Education Code 45128, districts are 
required to pay employees who are not specifically exempted by law, including classified employees 
in both merit and non-merit system districts, must receive overtime pay or compensatory time off at 
a rate not less than one and one-half times their regular rate of pay for hours worked in excess of 
eight hours in any one day and/or in excess of 40 hours per calendar week. However, if the Board 
has established a work day of less than eight hours but at least seven hours, and a work week of 
less than 40 hours but at least 35 hours, all time worked in excess of the established work schedule 
must be deemed overtime. 
 
Pursuant to Education Code 45130, districts are not required to pay overtime for any classified 
positions established by the Board, or by the personnel commission in a merit system district, as 
supervisory, administrative, or executive. In approving positions for exclusion from the overtime 
provisions, the Board or personnel commission must certify in writing that the duties, flexibility of 
hours, salary, benefit structure, and authority of the positions are of such a nature that they should 
be set apart from those positions which are subject to the overtime provisions; see BP/AR 4300 - 
Administrative and Supervisory Personnel. However, Education Code 45130 requiresprovides that, 
if a classified employee in an exempt position is required to work on a holiday designated in law or 
by the Board, the employee mustis required to be paid the regular pay for that day plus 
compensation or compensatory time off at a rate not less than the employee's normal rate of pay. 
 
Overtime pay requirements are also; see BP/AR 6115 – Ceremonies and Observances for more 
information regarding holidays designated in law or by the Board. 
 
Additionally, overtime pay requirements are not applicable to school administrators or teachers in 
elementary or secondary schools under specific exemptions in 29 USC 213 and 29 CFR 541.303. 
Pursuant to 29 CFR 541.303 and 541.600, teachers do not need to meet the salary level 
requirement to be exempt from overtime rules. 29 CFR 541.204 provides that, to be exempt from 
overtime rules, administrators must either meet the salary level requirement or be compensated on 
a salary basis that is at least equal to the entrance salary for teachers in the administrator's school. 
 
Labor Code provisions are not applicable to school districts unless specifically provided for in law. 
For example, in Johnson v. Arvin-Edison Water Storage District, the appellate court held in part that 
Labor Code 510, which provides for overtime compensation including that an employee who works 
in excess of 12 hours in one day or eight hours on the seventh consecutive day of a workweek is 
entitled to twice the regular rate of pay, does not apply to public agencies, including school districts.  
 
Due to the complex interactions between federal law and state law, as well as between different 
state law provisions and classes of employees, it is recommended that districts consult CSBA’s 
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District and County Office of Education Legal Services or district legal counsel regarding employee 
overtime compensation, as necessary.  

 
District employees shall be paid an overtime rate of not less than one and one-half times their 
regular rate of pay for any hours worked in excess of eight hours in one day and/or 40 hours in one 
work week, or twice their regular rate of pay for any hours worked in excess of 12 hours in one day 
or eight hours on the seventh consecutive day of work.. However, teachers, school administrators, 
and other employees in positions established by the Board as executive, administrative, or 
professional shall be exempt from overtime rules.  (Education Code 45128, 45130; 29 USC 213; 29 
CFR 541.0-204, 541.710303, 541.600 , 553.27, 553.32) 

If the district requires a classified employee in an exempt position to work on a holiday designated 
in law or by the Board, the employee shall be paid the regular pay for that day plus compensation or 
compensatory time off at a rate not less than the employee's normal rate of pay.  (Education Code 
45130) 

CSBA NOTE: The following optional paragraph is for use by districts that allow employees to take 
compensatory time off in lieu of overtime compensation as authorized by 29 USC 207 and 29 CFR 
553.20-553.25. Time off in lieu of overtime compensation is allowed only if provided for in a 
collective bargaining agreement or other agreement and must be provided at the rate of at least one 
and one-half hours for each hour of overtime work. 

Pursuant to 29 CFR 553.21, an employee must be allowed to use earned compensatory time within 
a "reasonable period" after making the request.  29 CFR 553.25 provides that a "reasonable period" 
is determined on a case-by-case basis by considering customary work practices such as the normal 
work schedule, anticipated peak workloads based on past experience, emergency requirements for 
staff and services, and the availability of qualified substitute staff. Education Code 45129 provides 
that the compensatory time off must be used within 12 calendar months. 

When authorized in a collective bargaining agreement or other agreement between the district and 
employees, an employee may take compensatory time off in lieu of overtime compensation, 
provided the employee has not accrued compensatory time in excess of the limits specified in 29 
USC 207. An employee who has requested the use of compensatory time shall be allowed to use 
such time within 12 calendar months after making the requestfollowing the month the overtime 
was worked if the use of the compensatory time does not unduly disrupt district operations.  
(Education Code 45129; 29 USC 207; 29 CFR 553.20-553.25) 
 
For each nonexempt employee, the Superintendent or designee shall maintain records on the 
employee's wages, hours, and other information specified in 29 CFR 516.5-516.6. 
 
Wage Overpayment 

CSBA NOTE: Education Code 44042.5, as added by AB 185 (Ch. 571, Statutes of 2022) and 
amended by SB 114 (Ch. 48, Statutes of 2023), requires districts to follow the process specified 
below when a wage overpayment is made to a district employee. If the provisions of this section are 
in conflict with a collective bargaining agreement or a memorandum of understanding that was in 
effect on July 31, 2022, such agreements shall be controlling until the expiration or renewal of such 
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agreements. TheIt is recommended that the district should consult CSBA's District and County 
Office of Education Legal Services or district legal counsel when questions arise about legal 
requirements for specific wage overpayments. 
 
If, following the determination of an overpayment, the employee disputes the existence or amount 
of the overpayment, the district shallis required to first initiate legal action and obtain a court order 
or binding arbitration decision validating the overpayment amount. Binding arbitration may only 
apply to such overpayment disputes if a memorandum of understanding between the district and 
exclusive representative sets forth procedures for adjudicating such wage overpayment disputes 
that meet the minimum requirements set forth in Education Code 44042.5. 

If the district determines an employee has been overpaid, the district shall notify the employee in 
writing of the overpayment, afford the employee an opportunity to respond before commencing 
any recoupment actions, and inform the employee of the employee's rights to dispute the existence 
or amount of the claimed overpayment. If the employee agrees there was an overpayment in the 
claimed amount, reimbursement shall be made to the district through one of the methods described 
in Education Code 44042.5, as mutually agreed upon by the employee and the district.  (Education 
Code 44042.5) 
 
If a mutual agreement on a method of reimbursement is not reached, within 30 days of the 
employee verifying the overpayment amount, the district shall recoup the overpayment through 
payroll deductions in accordance with Education Code 44042.5. 
 
If the employee does not respond or disputes the existence or amount of the district's claimed 
overpayment, the district shall, with board approval, initiate a legal action tomay only recover the 
overpayment.   after pursuing appropriate legal action.  (Education Code 44042.5) 
 
If the employee separates from the district before the overpayment is fully repaid, the district shall 
withhold the remaining balance due from any money owed to the employee upon separation, 
provided that the state minimum wage is still paid to the employee as required by Education Code 
44042.5. The Superintendent or designee may consult with legal counsel to calculate the amount to 
withhold. 
 
If an outstanding overpayment balance still remains, the district shall, with Board approval,may 
exercise any legal means to recover the remaining amount owed by the employee.  (Education Code 
44042.5) 
 
Legal action to recover any overpayment under this policy shall be initiated within three years from 
the date of the overpayment, which for leave credits is the date that the employee receives 
compensation in exchange for leave erroneously credited to the employee.  (Education Code 
44042.5)  
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These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for 
the board to enact this policy. Instead, they are provided as additional resources for those interested in the 
subject matter of the policy.  

State Description 
8 CCR 11040 Wages and hours; definitions of administrative, executive, 

and professional employees 

Ed. Code 42238.016 Salary and Benefit Schedule for the Bargaining Units (Form J–
90 

Ed. Code 44042.5 Wage overpayment 

Ed. Code 45022-45061.5 Salaries for certificated employees 

Ed. Code 45023 Availability of salary schedule 

Ed. Code 45028 Salary schedule and exceptions 

Ed. Code 45127-45133.5 Classified employees; work week; overtime provisions 

Ed. Code 45160-45169 Salaries for classified employees 

Ed. Code 45268 Salary schedule for classified service in merit system districts 

Ed. Code 45500 Classified School Employee Summer Assistance Program 

Gov. Code 3540-3549.3 Meeting and negotiating 

Gov. Code 3543.2 Scope of representation 

Gov. Code 3543.7 Duty to meet and negotiate in good faith 

Lab. Code 226 Employee access to payroll records 

Lab. Code 232 Disclosure of wages 

Lab. Code 510 Overtime Compensation 

Federal Description 
26 CFR 1.409A-1 Definitions and covered plans 

26 USC 409A Deferred compensation plans 

29 CFR 516.4 Notice of minimum wage and overtime provisions 

29 CFR 516.5-516.6 Records 

29 CFR 541.0-541.710 Exemptions for executive, administrative, and professional 
employees 

29 CFR 553.1-553.51 Fair Labor Standards Act; applicability to public agencies 

29 USC 201-219 Fair Labor Standards Act 

29 USC 203 Definitions 

29 USC 207 Fair Labor Standards Act 
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29 USC 213 Exemptions from minimum wage and overtime requirements 

Management Resources Description 
Court Decision Flores v. City of San Gabriel (9th Cir.,. 2016) 824 F.3d 890 

Office of Management and Budget 
Publication 

Administrative Relief for Recipients and Applicants of Federal 
Financial Assistance Directly Impacted by COVID-19 due to 
Loss of Operations, Memo M-20-17, March 19, 2020 

Court Decision Johnson v. Arvin-Edison Water Storage District (2009) 174 
Cal.App.4th 729 

Website CSBA District and County Office of Education Legal Services 

Website U.S. Department of Labor, Wage and Hour Division 

Website Internal Revenue Service 

Website School Services of California, Inc. 

Website CSBA 

Website California Department of Education 
(https://www.cde.ca.gov/) 

Cross References 

Code Description 
3100 Budget 

3100 Budget 

3400 Management Of District Assets/Accounts 

3400 Management Of District Assets/Accounts 

3580 District Records 

3580 District Records 

4000 Concepts And Roles 

4030 Nondiscrimination In Employment 

4030 Nondiscrimination In Employment 

4112.6 Personnel Files 

4113.5 Working Remotely 

4121 Temporary/Substitute Personnel 

4121 Temporary/Substitute Personnel 

4140 Bargaining Units 

4141 Collective Bargaining Agreement 
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4143 Negotiations/Consultation 

4154 Health And Welfare Benefits 

4154 Health And Welfare Benefits 

4212 Appointment And Conditions Of Employment 

4212.6 Personnel Files 

4213.5 Working Remotely 

4240 Bargaining Units 

4241 Collective Bargaining Agreement 

4243 Negotiations/Consultation 

4254 Health And Welfare Benefits 

4254 Health And Welfare Benefits 

4312.1 Contracts 

4312.6 Personnel Files 

4313.5 Working Remotely 

4340 Bargaining Units 

4354 Health And Welfare Benefits 

4354 Health And Welfare Benefits 

6115 Ceremonies and Observances 
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Policy 4158: Employee Security Status: ADOPTED 

Original Adopted Date: 07/01/2001 | Last Revised Date: 0603/01/20212025 | Last Reviewed 
Date: 0603/01/20212025 

 

 

CSBA NOTE: Pursuant to Government Code 3543.2, safety conditions in employment are a 
mandatory subject of collective bargaining.  The following Board policy and accompanying 
administrative regulation may be revised to reflect district practice and the terms of the district's 
collective bargaining agreements. 

The Governing Board desires to provide a safe and orderly work environment for all employees.  As 
part of the district's comprehensive safety plan, the Superintendent or designee shall develop 
strategies for protecting employees from potentially dangerous persons and situations and for 
providing necessary assistance and support when emergency situations occur. 
 
Any person who threatens the safety of others at any district facility may be removed by the 
Superintendent or designee in accordance with ARAdministrative Regulation 3515.2 - Disruptions. 

CSBA NOTE: Code of Civil Procedure 527.8 allows the district authorizes districts to seek a 
temporary restraining order and injunction(TRO) on behalf of an employee against any other 
individualemployees who hashave been subjected the employee to harassment, unlawful violence, 
or a credible threat of violence in the workplace.  In CityA collective bargaining representative may 
also seek a TRO on behalf of San Jose v. William Garbett, a California Court of Appeal helda 
district employee if the collective bargaining representative serves that a court's issuance of 
employee in employment or labor matters at the employee’s workplace. Before filing a temporary 
restraining order and injunction againstpetition for a personTRO, the district or collective 
bargaining representative is required to provide the employee who had verbally 
threatenedsuffered unlawful violence or a city official wascredible threat of violence an 
opportunity to decline to be named in the TRO. If such a denial occurs, the district or collective 
bargaining representative is not a violation of that person's right to free speech and right of access 
to prohibited from seeking a public place. 
TRO on behalf of other employees at the workplace, and, if appropriate, other employees at other 
workplaces in the district.   

 
Pursuant to Penal Code 18150 and 18170, a gun violence restraining order prohibiting a person 
from owning, having custody or control of, purchasing, possessing, or receiving a firearm or 
ammunition may be petitioned by that person's employer, a coworker who has had substantial and 
regular interactions with the person for at least one year and has the employer's approval, or an 
employee or teacher of a secondary school that the person has attended in the past six months if 
the employee or teacher has obtained the approval or a school administrator or designee. 

Any employee against whom harassment, violence, or any threat of violence has been directed in 
the workplace shall notify the Superintendent or designee immediately. As appropriate, the 
Superintendent or designee shall initiate legal and security measures to protect the employee and 
others in the workplace.  Such measures may include seeking a temporary restraining order (TRO) 
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on behalf of the employee pursuant to Code of Civil Procedure 527.8 and/or a gun violence 
restraining order pursuant to Penal Code 18150 and 18170. 
 
Additionally, a collective bargaining representative may seek a TRO on behalf of a district employee 
against whom harassment, violence, or credible threat of violence has been directed in the 
workplace, if the collective bargaining representative serves that employee in employment or labor 
matters at the employee’s workplace.  (Code of Civil Procedure 527.8)  
 
Upon request by an employee who is a victim of domestic violence, sexual assault, or stalking, the 
Superintendent or designee shall provide reasonable accommodations in accordance with 
LaborGovernment Code 230-230.112945.8 and the accompanying administrative regulation to 
protect the employee's safety while at work. 

CSBA NOTE: Pursuant to Education Code 48904 and 48905, an employee who is injured or whose 
property is damaged by willful misconduct of a district student under the conditions described 
below may request that the district pursue legal action against the student or the student's 
parent/guardian. SeeFor more information regarding recovery for damages when an employee is 
injured or whose property is damaged by the willful misconduct of a district student, see BP 
3515.4 - Recovery for Property Loss or Damage and AR 5125.2 - Withholding Grades, Diploma or 
Transcripts. TheIt is recommended that the district should consult CSBA’s District and County 
Office of Education Legal Services or district legal counsel when considering whether to pursue 
legal action. 

The Superintendent or designee may pursue legal action on behalf of an employee against a student 
or the student's parent/guardian to recover damages for injury to the employee's person or property 
caused by the student's willful misconduct that occurred on district property, at a school or district 
activity, or in retaliation for lawful acts of the employee in the performance of the employee's 
duties.  (Education Code 48904, 48905) 
 

CSBA NOTE: Pursuant to Education Code 32289.6, as added by AB 1858 (Ch. 530, Statutes of 
2024), on or before June 15, 2025, the California Department of Education is required to curate and 
post on its website best practices pertaining to school shooter or other armed assailant drills, with 
which districts are encouraged to comply. 
 
Additionally, the 2024, “Executive Order on Combating Emerging Firearms Threats and Improving 
School-Based Active-Shooter Drills,” 89 Fed. Reg. 80345, establishes an interagency Emerging 
Firearms Threats Task Force and requires the Secretary of Education and the Secretary of 
Homeland Security to release guidance related to school-based active-shooter drills for schools. 

The Superintendent or designee shall provide staff development in crisis prevention and 
intervention techniques, which may include training in classroom management, effective 
communication techniques, procedures for responding to an active shooter situation, and crisis 
resolution. 
 
In accordance with law, the Superintendent or designee shall inform teachers, administrators, 
and/or counselors of crimes and offenses committed by students who may pose a danger in the 
classroom.  (Education Code 48201, 49079; Welfare and Institutions Code 827) 
 
The Superintendent or designee may make available at appropriate locations, including, but not 
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limited to, district and school offices, gyms, and classrooms, communication devices that would 
enable two-way communication with law enforcement and others when emergencies occur. 
 
Use of Pepper Spray 

CSBA NOTE: The following section is optional and may be revised to reflect district practice. Penal 
Code 22810 authorizes adults, with certain exceptions, to carry an approved tear gas weapon such 
as pepper spray for purposes of self-defense.  Penal Code 626.9 and 626.10, which prohibit the 
possession of weapons on school grounds, do not prohibit the possession of pepper spray on 
school grounds.  Thus, the Governing Board may determine whether to allow or disallow, with 
certain exceptions, the possession of pepper spray on school property or at school activities. See 
the accompanying administrative regulation for related procedures. It is recommended that 
districts allowing employees to carry pepper spray consult CSBA’s District and County Office of 
Education Legal Services or district counsel regarding potential liability related to an employee’s 
possession of pepper spray and revise the corresponding regulation accordingly. 

Employees shall not carry or possess pepper spray on school property or at school activities, except 
when authorized by the Superintendent or designee for self-defense purposes.  When allowed, an 
employee may only possess pepper spray in accordance with Board policy, administrative 
regulationsregulation, and Penal Code 22810.  Any employee authorized to carry or possess pepper 
spray on school property who is negligent or careless in the possession or handling of pepper spray 
is acting outside of the scope of employment and shall be subject to appropriate disciplinary 
measures. 
 
Reporting of Injurious Objects 
 

CSBA NOTE: The following optional section specifies actions to be taken in the event an employee 
becomes aware of any person who is in possession of an injurious object, and is consistent with 
the actions described in AR 5131.7 - Weapons and Dangerous Instruments related to student 
possession. 
 
Pursuant to Education Code 49334, a school employee who initially notifies law enforcement 
regarding a student or adult who is in possession of an injurious object while on school grounds or 
under the authority of school personnel cannot be subject to any civil or administrative 
proceeding, including disciplinary action, for violation of any district policy or procedure related to 
the notification of a law enforcement agency.  Education Code 49334 requires such an employee 
to conform with district procedures after exercising the option to notify a law enforcement agency. 

Employees shall take immediate action upon being made aware that any person is in possession of a 
weapon or unauthorized injurious object on school groundsdistrict property or at a school-district 
related or school-sponsored activity.  Employees shall exercise their best judgment as to the 
potential danger involved and shall do one of the following:  

1. Confiscate the object and deliver it to the principal immediately 
  
2. Immediately notify the principal or supervisor, who shall take appropriate action 
  
3. Immediately call 911 and the principal or supervisor 
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When informing the principal about the possession or seizure of a weapon or dangerous device, an 
employee shall report the name(s) of persons involved, witnesses, location, and the circumstances of 
any seizure.  
 
Policy Reference UPDATE Service 
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Policy Reference Disclaimer: 
These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for 
the board to enact this policy. Instead, they are provided as additional resources for those interested in the 
subject matter of the policy.  
State Description 
Civ. Code 51.7 Freedom from violence or intimidation 

Code of Civil Procedure 527.8 Workplace violence safety 

Ed. Code 32210-32212 Willful disturbance; public schools or meetings 

Ed. Code 32225-32226 Communications devices in classrooms 

Ed. Code 32282 School safety plans 

Ed. Code 32289.6 Best practices pertaining to school shooter drills  

Ed. Code 35208 Liability insurance 

Ed. Code 35213 Reimbursement for loss or damage of personal property 

Ed. Code 44014 Report of assault by pupilstudent against school employee 

Ed. Code 44807 Teachers' duty concerning conduct of students 

Ed. Code 48201 Transfer student's record for acts that resulted in suspension 
or expulsion 

Ed. Code 48900-48926 Suspension and expulsion 

Ed. Code 49079 Notification to teacher; student who has engaged in acts re: 
regarding grounds for suspension or expulsion 

Ed. Code 49330-49335 Injurious objects 

Gov. Code 12926 Definitions 

Gov. Code 12945.8 Employee accommodations for domestic violence, sexual 
assault, stalking, and other qualifying acts of violence 

Gov. Code 3543.2 Scope of representation 

Gov. Code 995-996.4 Defense of public employees 

Lab. Code 230-230.2 Leaves for victims of domestic violence, sexual assault or 
specified felonies 

Pen. Code 18150 Gun violence restraining orders 
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Pen. Code 18170 Gun violence restraining order issued after notice and hearing 

Pen. Code 22810 Purchase, possession, and use of tear gas 

Pen. Code 240-246.3 Assault and battery 

Pen. Code 241.3 Assault against school bus drivers 

Pen. Code 241.6 Assault on school employee including board member 

Pen. Code 243.3 Battery against school bus drivers 

Pen. Code 243.6 Battery against school employee including board members 

Pen. Code 245.5 Assault with deadly weapon against school employee 
including board member 

Pen. Code 290 Registration of sex offenders 

Pen. Code 601 Trespass by person making credible threat 

Pen. Code 626-626.11 Weapons on school grounds and other school crimes 

Pen. Code 646.9 Stalking 

Pen. Code 71 Threatening public officers and employees and school officials 

W&I Code 827 Limited exception to juvenile court record 

W&I Code 828.1 District police or security department; disclosure of juvenile 
records 

Federal Description 
Executive Order 14127 Combating Emerging Firearms Threats and Improving School-

Based Active Shooter Drills, September 2024 
(https://www.federalregister.gov/documents/2024/10/02/20
24-22938/combating-emerging-firearms-threats-and-
improving-school-based-active-shooter-drills) 

Management Resources Description 
Court Decision City of San Jose v. William Garbett (2010) 190 Cal. App. 4th 

526 

Website CSBA District and County Office of Education Legal Services 

Website California Department of Education, Safe Schools 

Website CSBA 

Cross References 

Code Description 
0450 Comprehensive Safety Plan 

0450 Comprehensive Safety Plan 

1313 Civility 
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3320 Claims And Actions Against The District 

3320 Claims And Actions Against The District 

3515 Campus Security 

3515 Campus Security 

3515.2 Disruptions 

3515.2 Disruptions 

3515.3 District Police/Security Department 

3515.3 District Police/Security Department 

3515.31 School Resource Officers 

3515.4 Recovery For Property Loss Or Damage 

3515.4 Recovery For Property Loss Or Damage 

3515.7 Firearms On School Grounds 

3530 Risk Management/Insurance 

3530 Risk Management/Insurance 

4112.9 Employee Notifications 

4112.9-E(1) Employee Notifications 

4118 Dismissal/Suspension/Disciplinary Action 

4118 Dismissal/Suspension/Disciplinary Action 

4119.21 Professional Standards 

4119.21-E(1) Professional Standards 

4131 Staff Development 

4140 Bargaining Units 

4156.3 Employee Property Reimbursement 

4157 Employee Safety 

4157 Employee Safety 

4161  Leaves 

4161.1 Personal Illness/Injury Leave 

4161.2 Personal Leaves 

4161.8 Family Care and Medical Leave 

4212.9 Employee Notifications 

4212.9-E(1) Employee Notifications 
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4218 Dismissal/Suspension/Disciplinary Action 

4218 Dismissal/Suspension/Disciplinary Action 

4219.21 Professional Standards 

4219.21-E(1) Professional Standards 

4231 Staff Development 

4240 Bargaining Units 

4256.3 Employee Property Reimbursement 

4257 Employee Safety 

4257 Employee Safety 

4261 Leaves 

4261.1 Personal Illness/Injury Leave 

4261.2 Personal Leaves 

4261.8 Family Care and Medical Leave 

4312.9 Employee Notifications 

4312.9-E(1) Employee Notifications 

4319.21 Professional Standards 

4319.21-E(1) Professional Standards 

4331 Staff Development 

4340 Bargaining Units 

4356.3 Employee Property Reimbursement 

4357 Employee Safety 

4357 Employee Safety 

4361 Leaves 

4361.1 Personal Illness/Injury Leave 

4361.2 Personal Leaves 

4361.8 Family Care and Medical Leave 

5125 Student Records 

5125 Student Records 

5125.2 Withholding Grades, Diploma Or Transcripts 

5131.4 Student Disturbances 

5131.4 Student Disturbances 
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5131.7 Weapons And Dangerous Instruments 

5131.7 Weapons And Dangerous Instruments 

5141 Health Care And Emergencies 

5141 Health Care And Emergencies 

5144 Discipline 

5144 Discipline 

5144.1 Suspension And Expulsion/Due Process 

5144.1 Suspension And Expulsion/Due Process 

5144.2 Suspension And Expulsion/Due Process (Students With 
Disabilities) 
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Regulation 4158: Employee Security Status: ADOPTED 

Original Adopted Date: 11/01/2000 | Last Revised Date: 0603/01/20212025 | Last Reviewed 
Date: 0603/01/20212025 

 

 

CSBA NOTE: In order to help ensure the safety of students and staff, Education Code 32282 
requires schools to include in their comprehensive safety plans procedures to assess and respond 
to reports of any dangerous, violent, or unlawful activity that is being conducted or threatened to 
be conducted at the school, at an activity sponsored by the school, or on a school bus serving the 
school. For more information regarding comprehensive safety plans, see BP/AR 0450 – 
Comprehensive Safety Plan. 
 
An employee may use reasonable and necessary force for self-defense or defense of another 
person, to quell a disturbance threatening physical injury to others or damage to property, or to 
obtain possession of weapons or other dangerous objects within the control of a student.  
(Education Code 44807, 49001) 
 

CSBA NOTE: Pursuant to Education Code 44014, it is the duty of an employee and the employee's 
immediate supervisor to report to law enforcement any attack, assault, or physical threat made 
against the employee by a student. Compliance with district procedures related to reporting 
incidents, as specified in the paragraph below, does not exempt an employee or supervisor from the 
duty to make a report to law enforcement. Failure to report such an attack, assault, or physical 
threat is an infraction punishable by a fine. It is also an infraction for a Governing Board member or 
employee to prevent the filing of the report or to impose any sanction against an employee for 
doing so. 
 
Although the law only requires employees to report attacks, assaults, or physical threats made by 
students, the district may revise the following paragraph to require employees to report any attack, 
assault, or physical threat made against them by any other individual on school grounds. 
 
The following paragraph relates to the reporting by an employee of an attack, assault, or physical 
threat, as well as any action taken in response, and should be modified to reflect district practice 
and to ensure consistency with the district’s comprehensive safety plan. 
An employee shall promptly report to the principal or other immediate supervisor any attack, 
assault, or physical threat made against the employee by a student or by any other individual in 
relation to the performance of the employee's duties, and any action the employee took in 
response. Reports of an attack, assault, or threat shall be forwarded immediately to the 
Superintendent or designee. 
 
CSBA NOTE: Pursuant to Education Code 44014, it is the duty of an employee and the employee's 
immediate supervisor to report to law enforcement any attack, assault, or physical threat made 
against the employee by a student. Compliance with district procedures related to reporting 
incidents, as specified in the paragraph above, does not exempt an employee or supervisor from 
the duty to make a report to law enforcement.  Failure to report such an attack, assault, or physical 
threat is an infraction punishable by a fine. It is also an infraction for a Governing Board member or 
employee to prevent the filing of the report or to impose any sanction against an employee for 
doing so. 
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Although the law only requires employees to report attacks, assaults, or threats made by students, 
the district may revise the following paragraph to require employees to report any attack, assault, 
or threat made against them by any other individual on school grounds. 

In additionAdditionally, the employee and the principal or other immediate supervisor shall 
promptly report to local law enforcement authorities an attack, assault, or physical threat made 
against the employee by a student.  Reports of an attack, assault, or physical threat shall be 
forwarded immediately to the Superintendent or designee.  (Education Code 44014) 
 
Notice Regarding Student Offenses 
 
When a student commits certain offenses that may endanger staff or others, the following 
procedures shall be implemented to notify staff members as appropriate:  

1. Acts That Are Grounds for Suspension or Expulsion 

CSBA NOTE: Education Code 49079 requires the district to inform teachers of students who 
have committed specified acts that constitute grounds for suspension or expulsion.  School 
district District officers or employees who knowingly fail to provide this information are guilty of 
a misdemeanor punishable by a fine and/or imprisonment. 

a. The Superintendent or designee shall inform the teacher(s) of each student who, 
during the previous three school years, has engaged in or is reasonably suspected to 
have engaged in any act, except the possession or use of tobacco products, that 
would constitute a ground for suspension or expulsion as specified in 
ARAdministrative Regulation 5144.1 - Suspension and Expulsion/Due Process.   
(Education Code 49079) 

 This information shall be based upon district records maintained in the 
ordinary course of business or records received from a law enforcement agency.  
(Education Code 49079) 

CSBA NOTE: Education Code 48201 requires districts to request records of a transferring 
student regarding acts that resulted in the student's suspension or expulsion from the 
previous school, as specified below; see AR 5125 - Student Records. Once the record is 
received, the Superintendent or designee mustis required to inform the student's teacher(s) 
of the acts as specified below. 

b. Upon receiving a transfer student's record regarding acts committed by the student 
that resulted in suspension or expulsion, the Superintendent or designee shall inform 
the student's teacher(s) that the student was suspended from school or expelled 
from the former district and of the act that resulted in the suspension or expulsion.  
(Education Code 48201) 
  

c. Information received by teacher(s) shall be received in confidence for the limited 
purpose for which it was provided and shall not be further disseminated by the 
teacher.  (Education Code 48201, 49079) 
  

2. Offenses Reported to the District by a Court 

138



CSBA NOTE: Welfare and Institutions Code 827 requires a court, within seven days, to provide 
written notification to the Superintendent when a minor student has been found by the court to 
have committed a felony or misdemeanor involving specified offenses. Upon receiving such 
notification, the Superintendent mustis required to notify certain counselors, teachers, and 
administrators, as described in itemItem #2. 
 
In additionAdditionally, Welfare and Institutions Code 828.1 specifies that a school district 
police or security department may provide written notification to the Superintendent when a 
minor student has been found by a court to have illegally used, sold, or possessed a controlled 
substance or committed specified crimes involving serious acts of violence.  In such cases, the 
information may be transmitted to a teacher, counselor, or administrator with direct 
supervisorial or disciplinary responsibility over the student, and such information mustis 
required to be received in confidence for the limited purpose for which it was provided.  
Districts that maintain their own police or security department may expand the following item 
to authorize the department to notify the Superintendent of such offenses. 

a. When informed by a court that a minor student has been found by the court to have 
committed any felony or any misdemeanor involving curfew, gambling, alcohol, 
drugs, tobacco products, carrying of weapons, a sex offense listed in Penal Code 
290, assault or battery, larceny, vandalism, or graffiti, the Superintendent or designee 
shall expeditiously notify the school principal. or designee  (Welfare and Institutions 
Code 827) 
  

b. The principal or designee shall expeditiously disseminate this information to any 
counselor who directly supervises or reports on the student's behavior or progress 
and to any teacher or administrator directly supervising or reporting on the student's 
behavior or progress whom the principal or designee thinks may need the 
information in order to work with the student appropriately, to avoid being 
needlessly vulnerable, or to protect others from vulnerability.  (Welfare and 
Institutions Code 827) 
  

c. Any court-initiated information that a teacher, counselor, or administrator receives 
shall be kept confidential and used only to rehabilitate the student and protect other 
students and staff.    (Welfare and Institutions Code 827) 

 The information shall be further disseminated only when communication 
with the student, parent/guardian, law enforcement staff, and probation officer is 
necessary to rehabilitate the student or to protect students and staff.  (Welfare and 
Institutions Code 827) 
  

d. When a student is removed from school as a result of an offense, the Superintendent 
shall hold the court's information in a separate confidential file until the student is 
returned to the district.    (Welfare and Institutions Code 827) 

 If the student is returned to a different district, the Superintendent shall 
transmit the information provided by the student's parole or probation officer to the 
superintendent of the new district of attendance.  (Welfare and Institutions Code 
827) 
  

139



e. Any confidential file of court-initiated information shall be kept until the student 
becomes 18, graduates from high school, or is released from juvenile court 
jurisdiction, whichever occurs first, and shall then be destroyed.  (Welfare and 
Institutions Code 827) 

CSBA NOTE: The following optional paragraph may be revised to reflect district practice.  
Intentional violation of the confidentiality provisions of Welfare and Institutions Code 827 is a 
misdemeanor punishable by a fine. 

 
In order to maintain confidentiality when providing information about student offenses to a 
counselor or teacher, the principal or designee shall send the staff member a written notification 
that a student has committed an offense that requires review of a student's file in the school office.  
This notice shall not name or otherwise identify the student. The staff member shall initial the 
notification and shall also initial the student's file when reviewing it in the school office. 
 
Accommodations for Victims of Domestic Violence, Sexual Assault, or Stalking, or Other 
Qualifying Acts of Violence  

CSBA NOTE: Pursuant to LaborGovernment Code 230,12945.8, as added by AB 2499 (Ch. 967, 
Statutes of 2024), the district is required to provide reasonable accommodations at work, upon 
request, to an employee who is a victim, or whose family member is a victim, of domestic violence, 
sexual assault, or stalking.  , and other qualifying acts of violence.  
 
The district is not required to provide reasonable accommodations to an employee who has not 
disclosed the employee's status, or family member’s status, as a victim of domestic violence, sexual 

assault, or stalking, or other  qualifying acts of violence specified in Government Code 12945.8, nor 
to undertake an action that constitutes an undue hardship, as defined by Government Code 12926. 
 
In addition, LaborGovernment Code 230 and 230.1 allow12945.8, as added by AB 2499, 
authorizes, subject to any applicable collective bargaining agreement, employees who are victims of 
domestic violence, sexual assault, or stalking, or other qualifying acts of violence, including 
employees who are victims of a crime that caused physical injury, or mental injury with a threat of 
physical injury, and employees whose immediate family member is deceased as the direct result of a 
crime, to use available leave, including vacation, personal leave, paid sick leave, or compensatory 
time off, for the purposes of (1) obtaining  or attempting to obtain relief (e.g., a temporary 
restraining order, restraining order, or injunctive relief) to protect the health, safety, or welfare of 
the employee or the employee's child; or family of the employee, (2) seeking, obtaining, or assisting 
a family member to seek or obtain, medical attention for or to recover from injuries caused by the 
crime or abuse;a qualifying act of violence, (3) seeking, obtaining, or assisting a family member to 
seek or obtain services from a domestic violence shelter, program, rape crisis center, or victim 
services organization or agency; as a result of a qualifying act of violence, (4) seeking, obtaining, or 
assisting a family member to seek or obtain psychological counseling or mental health services 
related to an experience of crime or abuse; and/ora qualifying act of violence, (5) participating in 
safety planning andor taking other actions to increase safety from future crime or abusequalifying 

acts of violence, (6) relocating or engaging in the process of securing a new residence due to the 
qualifying act of violence, including, securing temporary or permanent relocation.  As amended by 
AB 2992 (Ch. 224, Statutes of 2020), Labor Code 230 and 230.1 expand these provisions to include 
employeeshousing or enrolling children in a new school or child care, (7) providing care to a family 
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member who are victims of a crime thatis recovering from injuries caused physical injury, or mental 
injury with a threat of physical injury, and employees whose immediate family member is deceased 
as the direct result of a crime.  Seeby a qualifying act of violence, (8) seeking, obtaining, or assisting 
a family member to seek or obtain civil or criminal legal services in relation to the qualifying act of 
violence, (9) preparing for, participating in, or attending any civil, administrative, or criminal legal 
proceeding related to the qualifying act of violence, or (10) seeking, obtaining, or providing child 
care or care to a care-dependent adult if the child care or care is necessary to ensure the safety of 
the child or dependent adult as a result of the qualifying act of violence. 
 
For more information regarding leaves, see BP/AR 4161/4261/4361 – Leaves, AR 4161.1/4361.1 – 
Personal Illness/Injury Leave, 4261.1 – Personal Illness/Injury Leave, AR 4161.2/4261.2/4361.2 - 
Personal Leaves, and AR 4161.8/4261.8/4361.8 – Family Care and Medical Leave. 

 
When requested by an employee who is a victim of domestic violence, sexual assault, or stalking, or 
other qualifying acts of violence, the district shall provide the employee reasonable 
accommodations which may include the implementation of safety measures, including:  (Labor Code 
230, but not limited to:  (Government Code 12945.8)  

1. A transfer, reassignment, or modified schedule 
  

2. A changed work telephone or work station, including the permission to carry a telephone at 
work 

3. An installed lock 
  

4. Assistance in documenting domestic violence, sexual assault, stalking, or other 
crimequalifying act of violence that occurs in the workplace 
  

5. Referral to a victim assistance organization 
  

6. Another safety procedure or adjustment to a job structure, workplace facility, or work 
requirement in response to domestic violence, sexual assault, stalking, or other 
crimequalifying act of violence  

The Superintendent or designee shall engage in a timely, good faith, and interactive process with 
the employee to determine effective reasonable accommodations that do not pose an undue 
hardship on the district.  In determining whether an accommodation is reasonable, the 
Superintendent or designee shall consider any exigent circumstance or danger facing the employee.  
(Labor Code 230 or their family member.  (Government Code 12945.8) 
 
Upon the request of the Superintendent or designee, an employee requesting a reasonable 
accommodation shall provide a written statement, signed by the employee or an individual acting 
on the employee's behalf, certifying that the accommodation is for an authorized purpose.  The 
Superintendent or designee may also request that the employee provide certification of the 
employee's status as a victim of domestic violence, sexual assault, or stalking.  , or other qualifying 
act of violence. Such certification may include:  (LaborGovernment Code 23012945.8)  
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1. A police report indicating that the employee, or a family member of the employee, was a 
victim 
  

2. A court order protecting or separating the employee, or family member of the employee, 
from the perpetrator of the crime or abuse, or other evidence from the court or prosecuting 
attorney that the employee has appeared in court 
  

3. Documentation from a licensed medical professional or health care provider, domestic 
violence or sexual assault counselor, victim advocate, or counselor that the employee, or 
family member of the employee, was undergoing treatment or receiving services for physical 
or mental injuries or abuse resulting in victimization from the crime or abuse 
  

4. Any other form of documentation that reasonably verifies that the crime or abuse occurred, 
including, but not limited to, a written statement signed by the employee or by an individual 
acting on the employee's behalf 

Any verbal or written statement, police or court record, or other documentation identifying an 
employee, or a family member of the employee, as a victim shall be confidential and shall not be 
disclosed by the district except as required by federal or state law or as necessary to protect the 
employee's safety in the workplace.  The employee shall be notified before any authorized 
disclosure.  (LaborGovernment Code 23012945.8) 
 
Every six months after the date of the certification, the Superintendent or designee may request 
recertification of the employee's status as a victim of domestic violence, sexual assault, or stalking, 
other specified offense, or ongoing circumstances related to the crime or abuse. The employee shall 
notify the Superintendent or designee if, due to changing circumstances, the employee needs a new 
accommodation or no longer needs an accommodation.  (Labor Code 230) 
 
The district shall notIf a new accommodation is needed, the Superintendent or designee shall follow 
the procedures described above when making the initial determination regarding effective 
reasonable accommodations.  (Government Code 12945.8) 
 
The district shall not discharge or retaliate against an employee because of the employee's status as 
a victim of crime or abuse or for requesting a reasonable accommodation, regardless of whether the 
request was granted.  (LaborGovernment Code 23012945.8) 
 
Use of Pepper Spray 

CSBA NOTE: The following optional section may be revised to reflect district practice.  See the 
accompanying Board policy for further information and the Board's determination to allow or 
disallow, with certain exceptions, the possession of pepper spray on school property or at school 
activities. It is recommended that districts allowing employees to carry pepper spray consult CSBA’s 
District and County Office of Education Legal Services or district counsel regarding potential liability 
related to an employee’s possession of pepper spray. 

The Superintendent or designee shall notify employees of the district's policy prohibiting the 
possession of pepper spray on school property or at school-related activities without prior approval 
of the Superintendent or designee. Employees wishing to carry pepper spray shall submit to the 
Superintendent or designee a written request setting forth the need for the to carry or possess 
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pepper spray and for how long the need is anticipated to last. The Superintendent or designee shall 
notify the employee in writing as to whether the request was approved or denied. 
 
When approving an employee's request, the Superintendent or designee shall inform the employee 
of the following conditions:  

1. The pepper spray shall be used only in self-defense pursuant to Penal Code 22810. 
  

2. An employee who uses pepper spray other than in self-defense shall be subject to 
disciplinary action by the district and, in accordance with law, a fine and/or imprisonment. 
  

3. The pepper spray must be stored in a secure place and not be accessible to students or 
other individuals. Negligent storage of the pepper spray may subject the employee to 
disciplinary action.  

Negligent storage or use of the pepper spray may subject the employee to disciplinary 
action. 

 
Policy Reference UPDATE Service 
Copyright 2025 by California School Boards Association, West Sacramento, California 95691 
All rights reserved. 
  

Policy Reference Disclaimer: 
These references are not intended to be part of the policy itself, nor do they indicate the basis or authority for 
the board to enact this policy. Instead, they are provided as additional resources for those interested in the 
subject matter of the policy.  
State Description 
Civ. Code 51.7 Freedom from violence or intimidation 

Code of Civil Procedure 527.8 Workplace violence safety 

Ed. Code 32210-32212 Willful disturbance; public schools or meetings 

Ed. Code 32225-32226 Communications devices in classrooms 

Ed. Code 32282 School safety plans 

Ed. Code 32289.6 Best practices pertaining to school shooter drills  

Ed. Code 35208 Liability insurance 

Ed. Code 35213 Reimbursement for loss or damage of personal property 

Ed. Code 44014 Report of assault by pupilstudent against school employee 

Ed. Code 44807 Teachers' duty concerning conduct of students 

Ed. Code 48201 Transfer student's record for acts that resulted in suspension 
or expulsion 

Ed. Code 48900-48926 Suspension and expulsion 
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Ed. Code 49079 Notification to teacher; student who has engaged in acts re: 
regarding grounds for suspension or expulsion 

Ed. Code 49330-49335 Injurious objects 

Gov. Code 12926 Definitions 

Gov. Code 12945.8 Employee accommodations for domestic violence, sexual 
assault, stalking, and other qualifying acts of violence 

Gov. Code 3543.2 Scope of representation 

Gov. Code 995-996.4 Defense of public employees 

Lab. Code 230-230.2 Leaves for victims of domestic violence, sexual assault or 
specified felonies 

Pen. Code 18150 Gun violence restraining orders 

Pen. Code 18170 Gun violence restraining order issued after notice and hearing 

Pen. Code 22810 Purchase, possession, and use of tear gas 

Pen. Code 240-246.3 Assault and battery 

Pen. Code 241.3 Assault against school bus drivers 

Pen. Code 241.6 Assault on school employee including board member 

Pen. Code 243.3 Battery against school bus drivers 

Pen. Code 243.6 Battery against school employee including board members 

Pen. Code 245.5 Assault with deadly weapon against school employee 
including board member 

Pen. Code 290 Registration of sex offenders 

Pen. Code 601 Trespass by person making credible threat 

Pen. Code 626-626.11 Weapons on school grounds and other school crimes 

Pen. Code 646.9 Stalking 

Pen. Code 71 Threatening public officers and employees and school officials 

W&I Code 827 Limited exception to juvenile court record 

W&I Code 828.1 District police or security department; disclosure of juvenile 
records 

Federal Description 
Executive Order 14127 Combating Emerging Firearms Threats and Improving School-

Based Active Shooter Drills, September 2024 
(https://www.federalregister.gov/documents/2024/10/02/20
24-22938/combating-emerging-firearms-threats-and-
improving-school-based-active-shooter-drills) 

Management Resources Description 
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Court Decision City of San Jose v. William Garbett (2010) 190 Cal. App. 4th 
526 

Website CSBA District and County Office of Education Legal Services 

Website California Department of Education, Safe Schools 

Website CSBA 

Cross References 

Code Description 
0450 Comprehensive Safety Plan 

0450 Comprehensive Safety Plan 

1313 Civility 

3320 Claims And Actions Against The District 

3320 Claims And Actions Against The District 

3515 Campus Security 

3515 Campus Security 

3515.2 Disruptions 

3515.2 Disruptions 

3515.3 District Police/Security Department 

3515.3 District Police/Security Department 

3515.31 School Resource Officers 

3515.4 Recovery For Property Loss Or Damage 

3515.4 Recovery For Property Loss Or Damage 

3515.7 Firearms On School Grounds 

3530 Risk Management/Insurance 

3530 Risk Management/Insurance 

4112.9 Employee Notifications 

4112.9-E(1) Employee Notifications 

4118 Dismissal/Suspension/Disciplinary Action 

4118 Dismissal/Suspension/Disciplinary Action 

4119.21 Professional Standards 

4119.21-E(1) Professional Standards 

4131 Staff Development 
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4140 Bargaining Units 

4156.3 Employee Property Reimbursement 

4157 Employee Safety 

4157 Employee Safety 

4161  Leaves 

4161.1 Personal Illness/Injury Leave 

4161.2 Personal Leaves 

4161.8 Family Care and Medical Leave 

4212.9 Employee Notifications 

4212.9-E(1) Employee Notifications 

4218 Dismissal/Suspension/Disciplinary Action 

4218 Dismissal/Suspension/Disciplinary Action 

4219.21 Professional Standards 

4219.21-E(1) Professional Standards 

4231 Staff Development 

4240 Bargaining Units 

4256.3 Employee Property Reimbursement 

4257 Employee Safety 

4257 Employee Safety 

4261 Leaves 

4261.1 Personal Illness/Injury Leave 

4261.2 Personal Leaves 

4261.8 Family Care and Medical Leave 

4312.9 Employee Notifications 

4312.9-E(1) Employee Notifications 

4319.21 Professional Standards 

4319.21-E(1) Professional Standards 

4331 Staff Development 

4340 Bargaining Units 

4356.3 Employee Property Reimbursement 

4357 Employee Safety 
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4357 Employee Safety 

4361 Leaves 

4361.1 Personal Illness/Injury Leave 

4361.2 Personal Leaves 

4361.8 Family Care and Medical Leave 

5125 Student Records 

5125 Student Records 

5125.2 Withholding Grades, Diploma Or Transcripts 

5131.4 Student Disturbances 

5131.4 Student Disturbances 

5131.7 Weapons And Dangerous Instruments 

5131.7 Weapons And Dangerous Instruments 

5141 Health Care And Emergencies 

5141 Health Care And Emergencies 

5144 Discipline 

5144 Discipline 

5144.1 Suspension And Expulsion/Due Process 

5144.1 Suspension And Expulsion/Due Process 

5144.2 Suspension And Expulsion/Due Process (Students With 
Disabilities) 
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CSBA Sample District Policy Manual 
CSBA Sample Manual Site 

Policy 4251: Employee Compensation Status: ADOPTED 

Original Adopted Date: 02/01/1997 | Last Revised Date: 0903/01/20232025 | Last Reviewed 
Date: 0903/01/20232025 

 

 

CSBA NOTE: Districts that include provisions related to employee compensation in their collective 
bargaining agreements should modify or delete the following optional policy accordingly. 

In order to recruit and retain employees committed to the district's goals for student learning, the 
Governing Board recognizes the importance of offering a competitive compensation package 
whichthat includes salaries and health and welfare benefits. 

CSBA NOTE: Education Code 45023 and 45162 require the Governing Board to adopt salary 
schedules for certificated and classified employees, respectively. For districts operating under a 
merit system, Education Code 45268 specifies that the personnel commission will recommend a 
salary schedule for classified employees to the Board for approval and that the Board may not 
amend the schedule without first giving the commission ana reasonable opportunity to respond to 
the amendments. 

The Board shall adopt separate salary schedules for certificated, classified, and supervisory and 
administrative personnel. These schedules shall that comply with law and applicable collective 
bargaining agreements and shall be printed and made available for review at the district office..  
(Education Code 45022, 45023, 45160, 45162, 45268) 
 
Each certificated employee, except an employee in an administrative or supervisory position, shall 
be classified on the salary schedule on the basis of uniform allowance for education level and years 
of experience, unless the Board and employee organization negotiate and mutually agree to a salary 
schedule based on different criteria. Certificated employees shall not be placed in different 
classifications on the schedule, nor paid different salaries, solely on the basis of the grade levels at 
which they teach.  (Education Code 45028) 
 
Salary schedules for staff who are not a part of a bargaining unit shall be determined by the Board at 
the recommendation of the Superintendent or designee. 

The salary schedules adopted by the Board shall be printed and made available for review at the 
district office.  (Education Code 45023) 

CSBA NOTE: Pursuant to Education Code 42238.016, as added by AB 938 (Ch. 345, Statutes of 
2024), districts are required, beginning January 31, 2026, to annually complete the Salary and 
Benefit Schedule for Bargaining Units (Form J-90), for classified and certificated staff assigned to a 
district school site and report the Form J-90 to the California Department of Education. 

Additionally, by January 31, 2026, and annually thereafter, the Superintendent or designee shall 
complete the Salary and Benefit Schedule for Bargaining Units (Form J-90) for classified and 
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certificated staff assigned to a district school site and report the Form J-90 to the California 
Department of Education.  (Education Code 42238.016)  

CSBA NOTE: Pursuant to Education Code 45038, certificated employees may be paid once every 
two weeks, twice a month, or once every four weeks. TheAdditionally, the Board may also choose 
to pay certificated employees, or one or more individual employees, in 10, 11, or 12 equal 
payments over the year. instead of by the school month. Education Code 45039 provides that, if 
the Board arranges to pay certificated employees in 12 equal payments for the year, it may pay 
each monthly installment at the end of each calendar month, regardless of whether the employees 
are actually engaged in teaching during the month. Education Code 45165 addresses salary 
payments for classified employees who are employed 9-11 months per year. 
 
AdditionallyIn addition, pursuant to Education Code 45500, districts may participate in the 
Classified School Employee Summer Assistance Program whereby eligible classified employees 
may elect to have up to 10 percent of the employee's monthly salary withheld and paid out during 
the summer recess in either one or two payments. 
 
Education Code 45048 and 45165 provide specific timelines for issuing salary payments 
depending on the frequency of payments. If payments are not made in a timely manner, the 
district is required to pay the employee interest on the unpaid amount. 
 
The following paragraph may be revised to reflect the payroll schedule determined by the Board. 
or as provided for in any applicable collective bargaining agreement. 

The Board Unless otherwise provided for in any applicable collective bargaining agreement, district 
employees shall determine thebe paid (insert frequency) and schedule of salary in ______equal 
payments, including whether payments for employees who work less than 12 months per year will 
be made over the course of the school year or in equal installments over the calendar year.  year. 
However, if the district participates in the Classified School Employee Summer Assistance Program, 
eligible classified employees may elect to have up to 10 percent of the employee's monthly salary 
withheld and paid out during the summer recess in either one or two payments.  (Education Code 
45038, 45039, 45048, 45165, 45500) 

CSBA NOTE: According to Office of Management and Budget Memorandum M-20-17, during 
extraordinary circumstances, such as a pandemic, which interrupt district operations, employees 
paid with federal grant funds can continue to be paid out of federal grant funds as long as other 
similarly situated employees paid with nonfederal funds are continuing to get compensated. The 
following optional paragraph establishes such emergency contingencies so that the Board may 
continue to provide employee compensation during such times. 

In extraordinary circumstances or emergency situations, the Board may determine to continue to 
compensate employees during periods of extended closure or disruption of normal district 
operations when permitted by law and consistent with collective bargaining agreements and 
memoranda of understanding. 

CSBA NOTE: Pursuant to 29 CFR 516.4, districts are required to post a notice of the minimum 
wage provisions of the Fair Labor Standards Act (FLSA) (29 USC 201-219) in a conspicuous place at 
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all work sites. The poster that must be used by state and local governments is available on the 
website of the U.S. Department of Labor's Wage and Hour Division. 

The Superintendent or designee shall post a notice explaining the Fair Labor Standards Act's wage 
and hour provisions in a conspicuous place at each work site.  (29 CFR 516.4) 
 
Overtime Compensation 

CSBA NOTE: Pursuant to the FLSA (29 CFR 553.20) and Education Code 45128, districts are 
required to pay employees who are not specifically exempted by law, including classified employees 
in both merit and non-merit system districts, must receive overtime pay or compensatory time off at 
a rate not less than one and one-half times their regular rate of pay for hours worked in excess of 
eight hours in any one day and/or in excess of 40 hours per calendar week. However, if the Board 
has established a work day of less than eight hours but at least seven hours, and a work week of 
less than 40 hours but at least 35 hours, all time worked in excess of the established work schedule 
must be deemed overtime. 
 
Pursuant to Education Code 45130, districts are not required to pay overtime for any classified 
positions established by the Board, or by the personnel commission in a merit system district, as 
supervisory, administrative, or executive. In approving positions for exclusion from the overtime 
provisions, the Board or personnel commission must certify in writing that the duties, flexibility of 
hours, salary, benefit structure, and authority of the positions are of such a nature that they should 
be set apart from those positions which are subject to the overtime provisions; see BP/AR 4300 - 
Administrative and Supervisory Personnel. However, Education Code 45130 requiresprovides that, 
if a classified employee in an exempt position is required to work on a holiday designated in law or 
by the Board, the employee mustis required to be paid the regular pay for that day plus 
compensation or compensatory time off at a rate not less than the employee's normal rate of pay. 
 
Overtime pay requirements are also; see BP/AR 6115 – Ceremonies and Observances for more 
information regarding holidays designated in law or by the Board. 
 
Additionally, overtime pay requirements are not applicable to school administrators or teachers in 
elementary or secondary schools under specific exemptions in 29 USC 213 and 29 CFR 541.303. 
Pursuant to 29 CFR 541.303 and 541.600, teachers do not need to meet the salary level 
requirement to be exempt from overtime rules. 29 CFR 541.204 provides that, to be exempt from 
overtime rules, administrators must either meet the salary level requirement or be compensated on 
a salary basis that is at least equal to the entrance salary for teachers in the administrator's school. 
 
Labor Code provisions are not applicable to school districts unless specifically provided for in law. 
For example, in Johnson v. Arvin-Edison Water Storage District, the appellate court held in part that 
Labor Code 510, which provides for overtime compensation including that an employee who works 
in excess of 12 hours in one day or eight hours on the seventh consecutive day of a workweek is 
entitled to twice the regular rate of pay, does not apply to public agencies, including school districts.  
 
Due to the complex interactions between federal law and state law, as well as between different 
state law provisions and classes of employees, it is recommended that districts consult CSBA’s 
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District and County Office of Education Legal Services or district legal counsel regarding employee 
overtime compensation, as necessary.  

 
District employees shall be paid an overtime rate of not less than one and one-half times their 
regular rate of pay for any hours worked in excess of eight hours in one day and/or 40 hours in one 
work week, or twice their regular rate of pay for any hours worked in excess of 12 hours in one day 
or eight hours on the seventh consecutive day of work.. However, teachers, school administrators, 
and other employees in positions established by the Board as executive, administrative, or 
professional shall be exempt from overtime rules.  (Education Code 45128, 45130; 29 USC 213; 29 
CFR 541.0-204, 541.710303, 541.600 , 553.27, 553.32) 

If the district requires a classified employee in an exempt position to work on a holiday designated 
in law or by the Board, the employee shall be paid the regular pay for that day plus compensation or 
compensatory time off at a rate not less than the employee's normal rate of pay.  (Education Code 
45130) 

CSBA NOTE: The following optional paragraph is for use by districts that allow employees to take 
compensatory time off in lieu of overtime compensation as authorized by 29 USC 207 and 29 CFR 
553.20-553.25. Time off in lieu of overtime compensation is allowed only if provided for in a 
collective bargaining agreement or other agreement and must be provided at the rate of at least one 
and one-half hours for each hour of overtime work. 

Pursuant to 29 CFR 553.21, an employee must be allowed to use earned compensatory time within 
a "reasonable period" after making the request.  29 CFR 553.25 provides that a "reasonable period" 
is determined on a case-by-case basis by considering customary work practices such as the normal 
work schedule, anticipated peak workloads based on past experience, emergency requirements for 
staff and services, and the availability of qualified substitute staff. Education Code 45129 provides 
that the compensatory time off must be used within 12 calendar months. 

When authorized in a collective bargaining agreement or other agreement between the district and 
employees, an employee may take compensatory time off in lieu of overtime compensation, 
provided the employee has not accrued compensatory time in excess of the limits specified in 29 
USC 207. An employee who has requested the use of compensatory time shall be allowed to use 
such time within 12 calendar months after making the requestfollowing the month the overtime 
was worked if the use of the compensatory time does not unduly disrupt district operations.  
(Education Code 45129; 29 USC 207; 29 CFR 553.20-553.25) 
 
For each nonexempt employee, the Superintendent or designee shall maintain records on the 
employee's wages, hours, and other information specified in 29 CFR 516.5-516.6. 
 
Wage Overpayment 

CSBA NOTE: Education Code 44042.5, as added by AB 185 (Ch. 571, Statutes of 2022) and 
amended by SB 114 (Ch. 48, Statutes of 2023), requires districts to follow the process specified 
below when a wage overpayment is made to a district employee. If the provisions of this section are 
in conflict with a collective bargaining agreement or a memorandum of understanding that was in 
effect on July 31, 2022, such agreements shall be controlling until the expiration or renewal of such 
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