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Vision and Mission Statements
Board Approved March 2017

Vision Statement

Perris Union High School District will be a caring, diverse, and supportive learning environment in which all are committed
towards working in relationships to foster innovative and creative learning opportunities.

Mission Statement
The mission of the Perris Union High School District is to create high-quality relevant learning opportunities for all in a
safe and caring environment. We will develop a high quality, caring staff who will be dedicated to learning, and connect

students to their education and potential goals. We will care for all students while developing a growth mindset through
collaboration, creativity, communication, and critical thinking.

District Goals
Board Approved June 2018

Goal #1 - All students will attain grade level proficiency in English Language Arts and mathematics

Goal #2 - All students will graduate from high school prepared for post-secondary and career options or obtain a
certificate of high school completion

Goal #3 - All departments and sites will provide a safe and positive environment for all students and staff.

Goal #4 - Secure and strengthen home-school-community connections and communications
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Welcome to the Perris Union High School District!

Thank you for joining PUHSD as a substitute employee. Whether you are a certified or classified substitute employee, we value
your contributions. We are excited to have you as part of our organization and are committed to your success.

Perris Union High School District strives to create high quality relevant learning opportunities for all in a safe and caring
environment. We endeavor to connect students to their education while developing a growth mindset through collaboration,
creativity, communication, and critical thinking. Your role as a substitute is critical to that goal.

You are vital to the daily efficiency of operating our school programs and sites. When a regular employee is absent, you bridge
the gap - making you an invaluable part of our team. Every school day is important to a student’s educational growth; therefore,
a "routine” should be adhered to whenever possible in all District assignments.

This handbook will explain our procedures, assist you in becoming a successful substitute, and answer some of the questions
you may have about substituting with PUHSD. As a substitute, you are a great asset to our district as you work together with
our teachers and staff at our sites to provide an invaluable service by stepping in for our teachers and staff in order to maintain
an educational environment of respect, kindness, and compassion for our students. We want your time with PUHSD to be
beneficial to our organization and students, as well as rewarding for you.

We trust that experience substituting at PUHSD will be professionally fulfilling to you and educationally profitable to our
students. We need strong substitutes who will take on the responsibility to ensure the educational process is not interrupted at
our sites. All of our substitute employees, Nutrition Services Assistants, Custodians, Campus Supervisors, Clericals,
Paraeducators, LVN's, Guest Teachers, and Administrators provide services daily that impact the educational environment of
our sites. Your efforts to provide continuity in the regular employee’s absence is extremely important and appreciated.

Thank you for your time, creativity, and enthusiasm required to work in an environment where excellence is an expectation. If
you have any questions or need assistance, please do not hesitate to contact us.

Sincerely,

Perris Union High School District
Human Resources
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Human Resources Office

155 East 4th Street Perris, CA. 92570
Monday - Thursday, 7:30 am - 4:30 pm
Friday, 7:30 am - 3:30 pm

Phone: (951) 943-6369

Alfredo Andrade

Chief Human Resources Officer
(951) 943-6369, Ext. 80302
alfredo.andrade@puhsd.org

Maribel Escobar

Director, Human Resources (Certificated staff)
(951) 943-6369, Ext. 80304
maribel.escobar@puhsd.org

Salma Delgado

Confidential Secretary

(951) 943-6369, Ext. 80304
salma.delgado@puhsd.org

Diego Castillo
Personnel Specialist (Certificated Staff, Guest Teachers)
(951) 943-6369, Ext. 80316

diego.castillo@puhsd.org

Adam Pham

Personnel Specialist (Classified Staff)
(951) 943-6369 Ext. 80307
adam.pham@puhsd.org

Darlene Barron

Senior Clerk

(951) 943-6369, Ext. 80310
darlene barron@puhsd.org

Mayra Chavez
Administrative Assistant

(951) 943-6369, Ext. 80302
mayra.chavez@puhsd.org

Erika Heiliger-Garcia

Director, Human Resources (Classified staff)
(951) 943-6369, Ext. 80313
erika.hgarcia@puhsd.org

Patricia Martinez
Receptionist

(951) 943-6369, Ext. 80319
patty.martinez@puhsd.org

Berenice Flores

Personnel Specialist (CL Subs, Athletic Coaches, AVID)
(951) 943-6369, Ext. 80308

berenice flores@puhsd.org

Nayeli Gonzalez
Senior Clerk

(951) 943-6369, Ext. 80309
naveli.gonzalez@puhsd.org

Anjanette Bargas

Senior Clerk

(951) 943-6369, Ext. 80306
anjanette.bargas@puhsd.org
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PUHSD CABINET TEAM

Dr. Jose Luis Araux, Superintendent

Dr. Marguerite Williams, Assistant Superintendent, Business Services

Nymia Capistrano, Director Il - Fiscal Services Anthony Stafford Jr, Plant Supervisor

Courtney Goebel, Supervisor of Accounting Chris Genton, Plant Supervisor

Eduardo Oregel, Director lll - Maintenance & Operations Daniel Natividad, Plant Supervisor

David Aguilera, Assistant Director - M&O Jose De Jesus Ramirez, Plant Supervisor

VACANT, Director of Facilities, Construction & Transportation Audrey Mitchell, Director IV - Nutrition Services

Carmen Ochoa, Director IV - Purchasing Richard Linsalato, Assistant Director of Nutrition Services

Dr. Shanna Egans, Assistant Superintendent, Educational Services

Dr. Jessie Marion, Director | - Curriculum & Instruction Sandra Ruiz, Coordinator of Mental Health Services

Dr. Esmeralda Chalfant, Director | - Pupil Services Harry McKoy, Occupational Therapist

Lindsay Chavez, Director | - Learning Support Services Anya Henderson, Program p - Special Education

Mark Sims, Director Il - Learning Support Services Naquisha Astorga, Program Specialist - Special Education
Mark Synnott, Coordinator - Educational Services Kimberly Garcia, Program Specialist - Special Education

Kellie Kaukani, Director | - Special Education Leslyn Springer, Program Specialist - Special Education
Vacant, Coordinator - Special Education Chris Boyer, Program Specialist - Special Education

Chad Shaner, Coordinator - Special Education Adriana Rivas-Quezada, Program Specialist - Special Education

\ P Alfredo Andrade, Chief Human Resources Officer

Maribel Escobar, Director | - Human Resources

Erika Heiliger-Garcia, Director | - Human Resources

John Hannon, Director of Security

Lourdes Zunzunegui, Director Il - Risk Management/Environ. Safety
James Heckman, Director of Technology

Egriselda Elliott, Coordinator - Student Info. Systems

Justin Brecht, Database Administrator

PUHSD BOARD OF TRUSTEES

Edward Garcia Jamie Anaya Anthony T. Stafford, Sr. Steve Campos Charles Hall
President Vice President Clerk Member Member
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PUHSD SCHOOL SITE
ADMINISTRATION

HERITAGE HIGH SCHOOL

Jose Topete, Principal

Brandon Jones, Assistant Principal

James Wrede, Assistant Principal

Scott Moore, Assistant Principal

Lourdes Zunzunegui, Assistant Principal/Athletics

PALOMA VALLEY HIGH SCHOOL

Thomas LaRochelle, Ed.D, Principal

Eric Martin, Assistant Principal

Joseph Williams, Assistant Principal

Sandra Garcia, Assistant Principal

Justin Marquis, Assistant Principal/Athletics

PERRIS HIGH SCHOOL

Ricardo Garcia-Felix, Principal

Douglas Cousins, Assistant Principal

David Na'il, Assistant Principal

Sofia Hernandez, Assistant Principal
Rashiid Burgo, Assistant Principal/Athletics

LIBERTY HIGH SCHOOL

Erika Rojas, Principal

Chris Ramos, Assistant Principal

Davina Ellis, Assistant Principal

Johnny Munoz, Assistant Principal

Tiffany White, Assistant Principal/Athletics

PERRIS LAKE HIGH SCHOOL/ADULT EDUCATION
Pauline Garcia, Ed.D. Director
Heather Avila, Assistant Principal Alt. Ed.

CALIFORNIA MILITARY INSTITUTE

Dr. Michael Dodson, Principal

Cpt. Miles Henderson Assistant Principal
Dr. Savan Prak, Ed.D,, Assistant Principal

PINACATE MIDDLE SCHOOL

ChaKwan Jones, Principal

Shameeka McKenzie, Assistant Principal
Victor Murillo, Assistant Principal

PATHWAYS FOR ADULT LIFE SKILLS (PALS)
Kellie Kaukani, Director of Special Education
Vacant, PALS Principal

Chad Shaner, Coordinator of Special Education
Vacant, Coordinator of Special Education

Sandra Ruiz, Coordinator of Mental Health Services

INLAND ONLINE ACADEMY
Jennifer Thomasian, Principal
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IMPORTANT PHONE NUMBERS

SITE SUBSTITUTE CONTACTS

PERRIS HIGH SCHOOL HERITAGE HIGH SCHOOL

175 E. Nuevo Road Phone (951) 657-2171 26001 Briggs Road Phone (951) 940-5447
Perris, CA 92570 Fax  (951) 9405717 Menifee, CA 92585 Fax  (951) 3255448
VACANT, Senior Clerk Extension - 21124 | Lori Kindberg, Senior Clerk Extension - 20131
Cynthia Avila-Medina, School Secretary Extension - 21101 | Brianna Conard, School Secretary Extension - 20101
LIBERTY HIGH SCHOOL PALOMA VALLEY HIGH SCHOOL

32255 Leon Rd. Phone (951) 940-5700 31375 Bradley Road Phone (951) 672-6030
Winchester, CA 92596 Fax (951) 926-6696 Menifee, CA 92584 Fax (951) 672-6037

Jaren Halili, School Secretary Extension - 23101 | Judith Oceguera, Senior Clerk Extension - 22120
Charlene Page, Senior Clerk Extension - 23207 | Monica Orozco, School Secretary Extension - 22101
PINACATE MIDDLE SCHOOL PALS - PATHWAYS FOR ADULT LIFE SKILLS

1990 S. “A” Street Phone (951) 943-6441 515 East 7th Street Phone (951) 943-6369
Perris, CA 92570 Fax: 1)940-5344 Perris, CA 92570 Fax (951) 943-6501
Gerardo Juarez, School Secretary Extension - 40101 | Josie Delgadillo, School Secretary Extension - 82112
INLAND ONLINE ACADEMY PERRIS LAKE HIGH SCHOOL

418 Ellis Avenue Phone (951) 657-7357 418 Ellis Avenue Phone (951) 657-7357
Perris, CA 92570 Fax (951) 940-5305 Perris, CA 92570 Fax (951) 940-5305
Maria Garcia, School Secretary Extension - 81129 | Kimberly Cooper, School Secretary Extension - 30101
CALIFORNIA MILITARY INSTITUTE PUHSD - STUDENT SERVICES CENTER

755 N. “A” Street Phone (951) 443-2731 1151 North "A” Street Phone (951) 943-6369
Perris, CA 92570 Fax (951) 943-0473 Perris, CA 92570 Fax  (951) 943-6799
Rose Cook, School Secretary Extension - 35101 [ Brenda Arenas, Administrative Assistant Extension 81102
Tracy Assimakopoulos, Secretary Extension - 35114

OTHER CONTACT NUMBERS

PAYROLL HUMAN RESOURCES

Nina Paz, Payroll Technician (A-D) Phone (951) 943-6369 | Berenice Flores, Personnel Specialist Phone (951) 943-6369
Extension - 80217 | Classified Substitutes, Nutrition Services, AVID Tutors| Extension - 80308
Athletic Coaches, Student Workers, Volunteers

Jenny Segal, Payroll Technician (E-L) Phone (951) 943-6369 | Diego Castillo, Personnel Specialist Phone (951) 943-6369
Extension - 80224 | Certificated Staff, Guest Teachers Extension - 80316
Heliezer Espinoza, Payroll Technician (M-R) Phone (951) 943-6369 | Nayeli Gonzalez, Senior Clerk Phone (951) 943-6369
Extension - 80218 Extension - 80309
Alejandra Pena, Payroll Analyst (S-Z) Phone (951) 943-6369 | Darlene Barron, Senior Clerk Phone (951) 943-6369
Extension - 80219 Extension - 80310
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GENERAL INFORMATION

In order to be a more effective substitute in the Perris Union High School District, it is essential that you read and become
familiar with the contents of this handbook in its entirety BEFORE accepting your first assignment. Remember, all schools in
the district are site-based and this handbook is a generic overview and policies may differ slightly among schools.

Substitute Expectations and Guidelines

e Always be prompt both in reporting for an assighment and in completing assigned tasks. If an emergency makes it
necessary for you to be late for your assignment or leave early from your assignment, you must notify the site’s
substitute contact as noted above, immediately.

No cell phone usage during any job assignment. Cell phone usage should be limited to lunches and breaks.

No smoking, drinking alcohol, or using any illegal substances on any District property.

Do not use profanity or obscene overtones while on assignment.

Set a good example for students.

Courtesy and cooperation are two basic elements of success in every assignment from the District. Be courteous and

cooperative with the public, fellow workers, prospective employees, teachers, students, and parents who are all a part

of the District you serve.

e Maintain open lines of communication. If any instructions given by your supervisor are not clear, ask for further
explanation to make certain that you understand exactly what is expected of you.

e Always try to work carefully. Mistakes can be costly and at times, dangerous. If you make a mistake, be sure to find
out exactly what happened and how to avoid making the same mistake again. Notify your supervisor or site’s
substitute contact of the mistake.

e Maintain control of your classroom and yourself at all times.

e Remember to keep all District business and school matters confidential. While many things that happen at the District
and school sites are a matter of public record, releasing information about them is the responsibility of specific offices
and individuals.

e You must submit your timecard to the site’s substitute contact at the beginning of your assignment, and pick up your
timecard from the site’s substitute contact at the end of your assignment. Your timecard is your responsibility. You
must sign, date and submit your timecard to the Payroll Department at the District Administrative Center by each
monthly deadline. *#If you do not submit your timecard by the monthly deadline set by PUHSD, your paycheck will
be delayed and may not be paid out until the following month.

e Return all supplies such as keys, radios, etc, to the site contact of the reporting job assignment. Do not take any of
these items home. Do not give students keys for any reason.

Dress Code & Suggested Attire
Classified Substitutes: Dress appropriately for your type of work that you are assigned to. Maintain
])R ESS l*‘()R a well-groomed, clean, neat, and business-like appearance at all times. Remember, you are

SU( ‘( ‘ESS representing the District to students and the public.
. A - _

T
}

"

La

[ [ Guest Teachers: The manner in which you dress influences student behavior and learning. Although
J it is not necessary to dress business formal, please dress professionally, comfortably, and in good

A \ + taste. Remember that you need to gain the respect of the students. The more professional you

look and act, the easier it is to set that tone.

Items that are not appropriate in the work setting include the following:
e Garments that bare or expose undergarments, private areas of the body, or midriffs
e Torn/tattered clothing
e Sweatpants, Yoga pants
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Flip Flops or other beach style sandals

Hats or headgear, with the exception of attire worn for medical or religious reasons.

Athletic wear (An exception is made for physical education personnel)

Clothing or accessories exhibiting obscene, vulgar, profane or derogatory language or illustrations.

Shorts of any kind (An exception is made for physical education personnel)

Tattoos and/or brands visible on the body which are provocative or obscene, advocate sexual, racial, ethnic, or religious
discrimination, represent affiliation with a gang or that are otherwise of a nature which brings indignity to the
educational institution and environment.

Renewal of Credentials (Guest Teachers & Administrators)

Your certificated credentials are YOUR RESPONSIBILITY and must be renewed prior to expiring in order for you to continue
teaching in the classroom. Payment DOES NOT signify renewal. The California Commission on Teacher Credentialing (CTC)
must grant your renewal. "Pending Status” is not renewed.

e The expiration date of your permit may be found on the permit/credential or is
available from the CTC website at www.ctc.ca.gov.
The renewal of your permit/credential is the responsibility of the substitute teacher. @
For 30-day substitute teaching permit holders , Single Subject, Multiple Subject, and
Special Education credential holders you must renew your permit through the
Commission website at www.ctc.ca.gov.
e You should renew your credential a minimum of 30 days in advance to ensure that the renewal will go through in a

timely manner. Please note, if your credential is expired you will NOT be able to substitute teach until it has been
renewed by the California Teaching Commission (CTC).

Renewing your (TB) Tuberculosis Screening
The expiration date of your TB test or assessment is 4 years from the date it was administered. The

district will notify you by mail when your TB expiration is approaching. You can stop by the Human
Resources office to pick up a voucher to have the TB test or assessment administered at one of the
District approved clinics. There is no cost to the substitute. If you fail to renew your TB test or
assessment, you will be inactivated as a substitute and will not be able to work on any assignments
until a renewal is submitted to the Human Resources office.

Letter of Reasonable Assurance
Each year at the beginning of May, a Letter of Reasonable Assurance is mailed to substitute employees with a notification that

the District intends to utilize their services for the upcoming school year. It is the responsibility of the substitute employee to
return the Reasonable Assurance Acknowledgement & Substitute Availability Form to the Human Resources Office at 155 E.
4th Street in Perris before the deadline listed on the letter. Failure to do so will serve as notification to the Perris Union High
School District that you no longer wish to remain active as a substitute employee for the upcoming school year.

Name, Address, Phone Number, Email, Status Changes

You must notify Human Resources with any changes to the following: - "
e Name Changes: Please complete an address change form and submit to the < ( @ | Q Q
Human Resources office along with a copy of an updated social security card _:_‘,_/L——\#

that shows the new name.
e Address, Phone Number(s), and/or Email Changes: Please complete an address
change form and submit it to the Human Resources office.
e Temporary Disable Absence Management: due to illness, travel, etc,, please contact the Human Resources office.
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ID Badge
e Substitutes are required to wear their District ID Badge clearly displaying the picture and name
whenever they are on district property. [ J
e |D Badges are processed year round in the Human Resources office Monday-Friday between the L
8:00am - 4:.00pm at 155 E. 4th Street. Please bring a picture ID to receive your new ID Badge.

Retirement

CALSIRS.

A guest teacher is required to become a member of the State Teachers Retirement System (STRS) if the guest teacher
accumulates 100 or more complete days of service in any district during a school year. Once you are a member of STRS, all
future service is subject to contributions, the same as permanent teachers. https./www.calstrs.com/

. CalPERS

Public Employees Retirement System (PERS) and FICA (Social Security) are mandatory for classified substitutes who perform
1,000 hours during the school year. Overtime worked is included when counting hours or days for the purposes of qualifying for
membership. Once a member of PERS, all service is subject to employee contributions. Retirement contributions are deducted
through the payroll procedure. https.//www.calpers.ca.gov/

PUHSD Email

Each substitute employee is issued a district email address. Your welcome letter from our Technology
Department containing your district email login and temporary password will be attached to your district
‘ »  clearance email sent to you once you have been approved to begin by the PUHSD Board of Trustees. In
H order to activate your email account, you must sign in from a district desktop computer. You may do this
1 on your first assignment. Once you have signed onto your account on a district desktop computer, your

email will be active and you may then access it from gmail. Please remember to check your email daily
for any important updates or information from the district. https://www.gmail.com

PUHSD Email Distribution Lists

—

In order to improve site wide communication to our substitutes, we have configured our email
distribution groups for Guest Teachers to be "option”. This means that you can choose to be part

you move between sites frequently, you may wish to be part of every group, or
@
.. . you may wish to update your membership as you change sites. Instructions to

S
R
of any of the available groups that you see fit to be a part of. If you only ever work at Heritage A
High School, then you can choose to only be part of the hhsguestteachers@puhsd.org group. If a

P access the various Guest Teacher distribution groups are available at
® »  https.//goo.gl/0qf8pc
.....o'

If you have any questions or concerns regarding the email distribution groups for Guest Teachers (or any other
tech item) please feel free to email the ITS help desk at helpdesk@puhsd.org or give us a call at (951) 9436369 x 80250.
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Separation of Employment

PUHSD will consider that you have voluntarily terminated your employment if you resign from PUHSD.
A letter of resignation must be submitted to the Human Resources office. Please include

the following information in your resignation letter:

Clear statement of your intention

Forwarding address and contact information ( , \ /

Automatic Separation of Employment

PUHSD will automatically separate a substitute from district employment for the following conditions:
(d Failure to accept an assignment for 1 year due to a leave. You MUST inform PUHSD of any leave of absence needed.
[ No assignment history for 90 days.
(d Less than 10 assignments accepted within a school semester.

3 Name < e
d  Employee Number
[ Last Day of Work =
B
O
o

Substitute Reactivation

(d Substitutes who have been automatically separated from the district may re-apply for a substitute position with
PUHSD through https://jobs.redroverkl2.com/org/1995 when a substitute position is opened. Rehiring is at the
discretion of Human Resources and all applicants will be screened according to district needs. Rehired substitutes will
need to complete Live Scan and TB-Drug Screening.

(1 Substitutes who resigned from their positions may reactivate when a substitute pool opens without reapplying on
https:/jobs.redroverkl2.com/org/1995 if the resignation is within 3 months of reactivation. Reactivated substitutes
with more than a 3 month lapse will need to complete Live Scan and TB-Drug Screening.

Letters of Recommendation

The Human Resources office does not write letters of recommendation since we are not out in the field doing observations of
substitute assignments. For letters of recommendation, substitutes should rely on administrators and teachers who have
actually "observed” you in action at the school site and can provide specific details about your teaching or work skills. Human
Resources does provide verification of employment, if requested in writing.

Verification of Employment (VOE) - Employment Supervisor

The Human Resources office provides Verification of Employment (VOE) for loan applications,
4‘) apartment leases, social services, teaching experience, job applications, and any other process

that requires proof of employment. When listing your experience as a substitute on a job
application, the Substitute Personnel Specialist can be listed as your supervisor for Verification of
Employment. All VOE's must be faxed or emailed to the Human Resources Office. We do not
verify by phone.

L

4

Please email all VOE requests to: employmentverifications@puhsd.org
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COMPENSATION & PAYROLL INFORMATION

Guest Teachers
Type of Assignment 30-Day Sub Permit Trained Credentialed
Standard Day-to-Day Assignment $225 daily / $250 daily / $250 daily /
$32.14 per hour $35.71 per hour $35.71 per hour
Long Term Assignment (10 days +) $250 daily / $275 daily / $275 daily /
$35.71 per hour $39.29 per hour $39.29 per hour

*"Trained” status is obtained by completing a Guest Teacher training.

*Long-Term Rates: In addition, guest teachers can earn the long-term rate beginning the first day if we know the teacher will be out for an extended period of

time.

Classified Substitutes
Position Pay Rate
Nutrition Services $2056
Paraeducator $2161
Clerical $2161
Custodian $24.47
Campus Supervisor $24.47
HVAC Technician $35.46
Licensed Vocational Nurse $35.46

Payroll Information

e Federal and state income taxes will be deducted in accordance
with the current tax table.

e (Guest teachers are not eligible for voluntary payroll deductions
(e.g. credit union, dues, etc.).

e Guest teachers who are members of the State Retirement
System (CalSTRS) will have retirement contributions deducted.

e Classified substitutes who are members of the State Retirement
System (CalPERS) will have retirement contributions deducted.

e Copies of pay stubs may be requested through the PUHSD
website by selecting Staff > Payroll > Payroll Records Request.

e All Substitutes are eligible for direct deposit. Please turn in Direct
Deposit Forms to payroll.
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2026/21 Certificated and Classified Substitute Payroll Schedule

::3‘“’:: Payroll Month Timesheet Pay Period Timesheet Due Date | Pay Date
2 July 07/01/2026 - 07/3112026 08/0312026 08/2012026
3 August 08/01/2026 - 08/31/2026 09/01/2026 09/18/2026
4A September 09/01/2026 - 09/3012026 101012026 1012012026
5A October 1010112026 - 10/31/2026 11/0212026 1112012026
6A November 1110112026 - 11/302026 1210112026 12/18/2026
7A December 1200112026 - 12131/2026 0110412027 0112012027
8A January 01/01/2027 - 0113112027 02/01/2027 021912027
oA February 02/01/2027 - 0212812027 03/01/2027 03/19/2027
10A March 03/01/2027 - 03/3112027 0410112027 0412012027
1A April 04/01/2026 - 04/3012027 0510312027 0512012027
12 May 05/01/2027 - 06/31/2027 06/01/2027 06/17/2027
12p Juno 06/01/2027 - 06/3012027 0710112027 TBD

Signed and completed timecards are to be turned in to the clerk at the school site last worked on the day specified on the above schedule.
Timecards received after this date are subject to being processed the following month. Timecards are to reflect only the current pay
period. Do not carry over time worked or accumulated from one pay period to the next. All payroll warrants will be mailed to the
employee’s address of record.

The Substitute Payroll Schedule is available on the PUHSD website by selecting Staff > Forms & Documents > Payroll > Sub Pay Schedule

PLEASE NOTE: Direct Deposit is available as an option to all employees.

Payroll contact information: DO-Payroll@puhsd.org

Signed and completed time cards are to be turned in and time stamped in the Payroll Office by 4:30pm on the day specified on the above
schedule. Time cards received after this date are subject to being processed the following month. Time cards are to reflect the current
pay period. Do not carry over time worked or accumulated from one pay period to the next

Pay warrants and direct deposit stubs will be available for pick-up at the District Office on pay day from 8:00am to 11.00am. Pay warrants
and direct deposit stubs not picked up will be mailed to the employee’s address of record.

PLEASE NOTE: Direct Deposit is available as an option to all employees.

Timecards

e Substitute timecards are available on the PUHSD website by selecting Staff > Forms & Documents > Payroll >
Certificated Substitute Timecard or Classified Substitute Timecard, as applicable.

e At the end of the day, it is your responsibility to have the site’s substitute contact or designee sign your timecard and
fill out the budget code for your assignment. A confirmation number/job number is required for payment.

e YOUR TIMECARD MUST BE SIGNED BY YOU prior to being turned into Payroll.

e Timecards must be turned into the Payroll office no later than the end of the day on the due date. If your timecard is
received after the payroll deadline, your payment will be deferred until the next pay date.

e Make sure to print your First and Last name on your timecard as well as your Employee ID Number.

e If you lose your timecard, you are responsible for filling out a new timecard completely and getting all necessary
signatures for all assignments from the Senior Clerk at your site.
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https://www.puhsd.org/forms-documents
https://resources.finalsite.net/images/v1781285036/puhsdorg/xqpfcsnrlsn8vzrmld5m/2026-2027SubstituteCertificatedandClassifiedPayrollSchedule.pdf
mailto:DO-Payroll@puhsd.org
https://www.puhsd.org/forms-documents
https://resources.finalsite.net/images/v1790790302/puhsdorg/ezzo9lik4qnpj9jjdpd4/CertificatedSubTimeCard-Revised93026.pdf
https://resources.finalsite.net/images/v1790790302/puhsdorg/et51glgkmios9pxfceyb/ClassifiedSubTimeCard-Revised93026.pdf

Substitute Timecard Examples
(@) PERRIS UNION

HIGH OL D Certifi i Time Card
Employse Name: Employse #: Pay Periad Covered: 10
Pieass Nate: Completed and signed fimecards are 16 be fumed in 1o the Payroll Office by 4:30 PM on the day speciied an the Distict Payrall Schedule. Trnecards recsved after Siis dale are
subject ta being processed the following mon®. Please use blue or black ink only. NO Pencil or Red ink and DO NOT USE White Out.
LumcH
sant Ena | Tom foc Rover Funding Sourca Loz approvers
oo | sme | vmo [ st | Ena | vime | bious Subssimana Far: Duscrption of ware Coos | Torm approuars Name inae | ven Owy
Tutsl Hours
| HEREBY CERTIFY that | have worked for the Perris Union High School District an the days and hours stated above. | furiher understand the faisificatian of district records is Leave Codas
prounds for disciginary action Including Dismissal.
Substitute's Signature
Updated 9/30/26. This is the official District Form! Do not alter or recreate
().  PERRIS UNION
= HIGH SCHOOL DISTE Classified Substitute Time Card
Employee Name: Employee #: Pay Period Coverad:
Please Note: Completed and signed imecards are to be tumed in to the Payroll Office by 4:30 PA on the day specified on the District Payroll Schedule. Timecards received after this date are
10 being processed the following month. Please use biue or black ink only. NO Pencil or Red ink and DO NOT USE White Out.
Lunch End Total Red Rover Funding Source
Start Site Substituted For: " Pos Type Absence Approvers | Payrall
Date Tieve From To Tieme Hours. Confirmation § EXXRE RN -R-RKER - KR KRR e over's Name Initials. Use ONLY
Total Hours to be Pald
Position Type Leave Codes
| HERERY CERTIFY that | have worked for the Perris Union High School District on the days and hours stated TLER Clerical B
above_ | further understand the {alsification of district records is grounds for disciplinary action incuging CUs Custogal 1 T
Digmiscal. [] Su o Ot
NUTR Nutition Serv. P Personal DesMNec
RSP RSPIGan Ed Parsed s Sick
SC/SH SCISH Paraed SB
Substitute's Signature HVAC HVAC v
TRN Translatar VAC
LYN Lic oo Nyrse WIC

Updated 9/30/26. This is the official District Form! Do not alter or recreate
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GUEST TEACHER ASSIGNMENTS
& “ —

Full Day / Hourly Rate Assignment Policy Board Approved November 2025

To support coverage and operational needs throughout Perris Union High School District, the District maintains a Full-Day
Assignment Policy for Guest Teachers while also providing an hourly compensation option for partial-day work. Guest Teachers
will be paid their applicable hourly rate for their assignment based upon the number of hours they work and for those who
complete their full day assignment they will receive an amount equal to the daily rate.

Arrival Time for Guest Teachers

It is important to familiarize yourself with the campus locations and school site bell schedules before accepting your first
assignment. Guest Teachers are required to report to the school site 15 minutes prior to the scheduled start time of the

assignment.

What does this mean for you as a Guest Teacher?
When you accept an assighment, you are generally expected to work the full duration of the assignment with the exception of
using protected time off. If you accept a partial-day assignment, you will be compensated only for the actual hours worked.

Secondary Assignments and Prep Periods - PUHSD Only

If you accept an assignment, you may be asked to substitute in another classroom during the regular teachers “Prep Period’.
Due to your status as a guest teacher, you are not entitled to this prep period. Therefore, if you are asked to cover another
classroom or perform alternative duties as directed by the school site during this designated "Prep Period” you must fulfill this
assignment. These duties may include, but are not limited to, providing paraeducator support, assisting with clerical tasks or
fulfilling other assigned responsibilities based on site needs. Compliance with these assignments is required.

You will be expected to "Period Sub” in another classroom or do an alternative assignment until your assignment begins. If you
accept a partial day assignment, you may be asked to period sub after your partial assignhment concludes or perform
alternative duties as directed by the school site.

Expectations for Late Start/Early Release Days

Every Friday is an early release day at Pinacate Middle School. In addition, each school has 1-2 "Late Start” days per week.
Since a full day is considered 7.5 hours, you may be asked to complete an alternate assignment before or after the students
leave in order to complete your entire 7.5 hours of work time. If you accept a position on an early release or late start day, you
must be willing to complete the alternative assignment. A pattern of arriving late and/or leaving early will constitute grounds
for your removal from the approved substitute list.
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PUHSD SCHOOL SITE BELL SCHEDULES
2026-27 California | Heritage Liberty Paloma Perris High | Pinacate Perris Lake | Inland Online
School Year | Military High High Valley High | School Middle High Academy
Institute School School School School School
Monday Periods 1-7: | PLC/Collab | PLC/Collab | PLC/Collab | PLC/Collab | Arrive: 7.45am | Collab Teacher Conf.
8:05am- 8:05am - 8:05am - 8:05am - 8:05am - Periods 1-7: 8:05am- 8:05am-
3:30 pm 9:15am 9:10 am 9:15am 9:15am 8:00 am - 830 am 830 am
2:10 pm
Periods 1-7: | Periods 1-7: [ Periods 1-7: | Start Time Periods 1-7: | Periods 1-7:
9:15am - 9:15am - 9:15am - 9:15am - Staff: 2.10pm | 8:30 am - 830 am-
3:30 pm 3:30 pm 3:30 pm 3:10 pm -3:10pm 3:30 pm 3:30 pm
Tuesday Periods 1-7: | Collab Collab Collab Collab Arrive: 7:45am | Collab Teacher Conf.
8.05am- 8:05am- 8:05am- 8:05am- 8:05am- Periods 1-7: 805 am- 805 am-
3:30 pm 8:30 am 8:25am 8:30 am 8:30 am 8:00 am - 830 am 830 am
2:10 pm
Periods 1-7. | Periods 1-7: | Periods 1-7. | Periods 1-7: Periods 1-7. | Periods 1-7:
8:30 am - 8:30 am - 8:30 am - 8:30 am - Staff: 2:10pm | 830 am- 830 am -
3:30 pm 3:30 pm 3:30 pm 3:30 pm -3:10pm 3:30 pm 3:30 pm
Wednesday | Periods 1-7: | Collab Collab Collab Collab Arrive: 7:45am | Collab Teacher Conf.
805am- 8:05am- 8:05am- 8:05am- 8:05am- Periods 1-7: 805 am- 805 am-
3:30 pm 8:30 am 8:25am 8:30 am 8:30 am 8:00 am - 830 am 830 am
2:10 pm
Periods 1-7. | Periods 1-7: | Periods 1-7. | Periods 1-7: Periods 1-7. | Periods 1-7:
8:30 am- 8:30 am- 8:30 am- 8:30 am- Staff: 210pm | 8:30 am- 830 am-
3:30 pm 3:30 pm 3:30 pm 3:30 pm -3:10pm 3:30 pm 3:30 pm
Thursday Periods 1-7: | Collab Collab Collab Collab Arrive: 7:45am | Collab Teacher Conf.
805 am- 8:05am- 8:05am- 8:05am- 8:05am- Periods 1-7. 805 am- 805 am-
3:30 pm 830 am 825 am 830 am 830 am 8:00 am- 830 am 830 am
2:10 pm
Periods 1-7. | Periods 1-7: | Periods 1-7. | Periods 1-7: Periods 1-7. | Periods 1-7:
830 am- 830 am- 830 am- 830 am- Staff: 2.10pm | 8:30 am - 830 am-
3:30 pm 3:30 pm 3:30 pm 3:30 pm -3:10pm 3:30 pm 3:30 pm
Friday Periods 1-7: | Collab Collab Collab Collab Arrive: 7:45am | Collab Teacher Conf.
805am- 8:05am- 8:05am- 8:05am- 8:05am- Periods 1-7. 805 am- 805 am-
3:30 pm 830 am 825 am 830 am 830 am 800 am- 830 am 830 am
2:10 pm
Periods 1-7. | Periods 1-7: | Periods 1-7. | Periods 1-7: Periods 1-7. | Periods 1-7:
830 am- 830 am- 830 am- 830 am- Staff: 210pm | 8:30 am - 830 am-
3:30 pm 3:30 pm 3:30 pm 3:30 pm -3:10pm 3:30 pm 3:30 pm

Substitute Handbook Page 17



CLASSIFIED & CERTIFICATED SUBSTITUTE ASSIGNMENTS

Reporting to Work

Substitutes must report to the main office first to sign in and receive instructions from the site’'s Substitute Senior Clerk.
All Classified Substitutes must report for their assignment at the time listed in the absence management system.

All Certificated Guest Teachers must report for their assignment at the beginning of the school day.

For Guest Teachers: Class rosters for attendance must be picked up from the site’s Substitute Senior Clerk in the
morning and turned into the Attendance Office at the end of each day.

ododo

Reporting to Work Late

(1 Substitutes may not arrive later than the specified assignment day without the site administrator's permission; unless
the assignment is offered after the start time of the job. Substitutes who arrive later than the specified duty day
without permission can be canceled from the assignment that day and may not receive compensation from the site.

(d Substitutes that are in a long term assignment who arrive later than the specified assignment time may be canceled
from the assignment.

O Substitutes that accept an assignment after the scheduled reporting time must arrive at the site (1) hour from the time
he/she accepts the assignment. The substitute must call the school site before reporting for the assignment to make
sure that the job is still available.

The Assignment Day

[ A substitute’s assignment corresponds with that of the person for whom he/she is substituting. The duty hours may
vary; RedRover Absence Management will specify the hours for each assignment.

1 Substitutes are required to arrive at the specified time unless the assignment is offered after the start time of the job.

(1 Substitutes have a professional obligation to use extreme caution in expressing personal reactions and opinions about
their classroom/office and school/site observations.

(1 Observations relative to students, teachers, parents, school programs, or other personnel should be discussed with the
administrator in a professional manner if necessary.

1 Please DO NOT leave the site/school during any evacuation drills.

End of Assignment Day
[ Please leave the room/office and its contents in order.
A short summary of the activities completed should be prepared for the regular teacher and placed in the lesson plan
book. (Guest Teachers)
[ Return all keys and materials to the site’'s Substitute Senior Clerk
d Please sign out at the main office with the site’s substitute Senior Clerk and the receptionist.
(Do not forget to take your timecard.

Emergency Leaves

Inform the site’s Substitute Senior Clerk immediately of your emergency.

If you become ill during an assignment day, please inform the site’s substitute Senior Clerk immediately.

If an emergency leave occurs before the actual school start time, the substitute will not be compensated.

It is the substitute’s responsibility to add the non-work day in Absence Management, stating the reason for the
emergency leave. All emergency leaves are recorded in Absence Management.

oood
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Substitute Cancellations

Same Day Cancellations

When a substitute cancels an accepted assignment on the day it is scheduled, the school is
left without a teacher or support staff in place. This disruption negatively impacts the
learning environment and leaves the school without an opportunity to fill the assignment.

A. Substitutes that cancel an assignment on the same day must follow these steps:
a. Cancel the assignment in Absence Management if possible (2 hours prior to the
assignment commencing or in extenuating circumstance provide notice as soon as possible)
b. Please email the site’s Substitute Senior Clerk stating the information below:
i.  The reason for the cancellation
ii.  The confirmation number

B. If excessive cancellations occur, regardless of the reason other than the use of sick
leave, substitutes can be removed from the substitute pool permanently.

C. When the site cancels an assignment on the same day, the site will try to contact
you. If no contact is made, once you are at the school site, the site will attempt to find you
another assignment that day.

D. If the site does not find you another assignment that day, you may be compensated for a minimum of (2) hours for
classified substitutes and guest teachers.

Substitute Assignment Canceled by the Site

e A site may need to cancel a substitute assignment for various reasons; therefore, it is a good idea to double-check that
your assignment has not been canceled before you leave for your assignment.

e Whenajob is canceled, the Absence Management system will automatically send a confirmation to the substitute and
the site’s substitute Senior Clerk will attempt to contact the substitute.

e The site must try to give a 2 hour notice to the substitute that is assigned to the job that will be canceled.

e [f the sub arrives at the site after the sub job has been canceled for the same day, please see guidelines for same day
cancellations.

Pinacate Middle School Gerardo Juarez gerardo juarez@puhsd.org (951) 943-6441, Ext. 40101
Heritage High School Lori Kindberg lori.kindberg@puhsd.org (951) 940-5447, Ext. 20131
Liberty High School Allen Perez allen.perez@puhsd.org (951) 943-6369 Ext, 23123
Paloma Valley High School Judith Oceguera judith.ocerguera@puhsd.org (951) 672-6030, Ext. 22101

Perris High School Shashonia Carr shashonia.carr@puhsd.org (951) 657-2171, Ext. 21124
Perris Lake High School Kimberly Cooper kimberly.cooper@puhsd.org (951) 657-7357, Ext. 30101
Inland Online Academy Sofia Rubio sofia.rubio@puhsd.org (951) 657-7357, Ext. 81118

California Military Institute

Tracy Assimakopoulos

tracy.assimakopoulos@puhsd.org

(951) 443-2731, Ext. 35114

District Administrative Center

Berenice Flores

berenice flores@puhsd.org

(951) 943-6369, Ext. 80308

Student Services Center

Brenda Arenas

brenda.arenas@puhsd.org

(951) 943-6369, Ext. 81102

Special Education

Josie Degadillo

josie.delgadillo@puhsd.org

(951) 943-6369, Ext. 82112
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Substitute Progressive Discipline

The progressive discipline procedures apply to all substitute employees of the District. The progressive disciplinary
process strives to address disciplinary issues where standards, conduct, or performance are violated. The District
may change any progressive disciplinary step as deemed necessary.

Performance Evaluations
(A Substitutes may be evaluated by the employee for whom they subbed, or site administrator.

A Substitutes who engage in conduct which adversely affects the substitute’s ability to do his or her
assignment may be released from their assignment by the site administrator.

A Unsatisfactory job performances and poor evaluations will be assessed on an individual basis by the Human
Resources office. Substitutes may be called in to review performance concerns if necessary.

(A If arequest is sent to the Human Resources office to exclude a substitute from accepting assignments from

a specific site, the Human Resources office will review the information provided by the site, and a letter

notifying the substitute of his or her exclusion will be sent to the substitute’'s home address informing him or

her of the incident. There will not be any further investigation performed by the Human Resources office.

A substitute has the right to send a rebuttal letter to the Director of Human Resources regarding any incident

in which he or she has been

The school site has the right to exclude a substitute from their site with Human Resources approval.

Under no circumstances shall a substitute directly contact any school site staff member regarding

disciplinary action taken by the school site. All disciplinary procedures are handled through the Human

Resources office and all correspondence shall be directed to the Director of Human Resources. Please feel

free to contact (951) 943-6369, Ext. 80308 if you have any questions regarding this procedure.

3 If the Human Resources office receives (3) requests for exclusions from school sites due to unsatisfactory
performance, the substitute may be terminated from employment with Perris Union High School District. If
an incident was deemed egregious, a substitute may be terminated immediately. A written letter of
termination will be mailed to the substitute’s home address indicating a termination date after he or she has
met with the Director of Human Resources. The exclusions do not have to be within the same school year, it
is throughout your entire employment with PUHSD.

A As a substitute employee you are an "At Will” employee, which means that you may be released at any time,
for any or no reason at all.

L

U

Administrative Requests to Exclude
> Performance Issues
> Human Resources Investigation
> Lack of Professionalism
> Excessive Cancellations of Assignments (regardless of reasons)
> Excessive Emergency Leaves (regardless of reasons)

Reasons for Dismissal (Including but not limited to the following)

If an incident is severe or for cumulative incidents.

If three (3) negative evaluations are received.

If three (3) sites direct Human Resources to remove a substitute.

If an administrator directs Human Resources to remove a substitute, regardless of reason.

If a substitute engages in conduct, whether on or off the job, which adversely affects the substitute’s ability to
do his/her job or which reflects adversely on the district or is in violation of Ed Code.

YYVVYY
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GUEST TEACHER TIPS

In the Classroom
Check to see if the following are available and review them:

1. Daily lesson plans ’ ~T a .y
2. Worksheets or other produced materials for carrying out the school day “ h “

activities within the classroom » .f‘ - I\-. y
3. Attendance materials = wt! - N —
4. Special procedures in that classroom (it is important that you consistently l 1 lit || e Ja. "]' TR f
| F— i {

apply the practices of the regular teacher)
5. Seating chart
6. Notes regarding specific students (e.g. special education, health or behavior problems)
7. Names of student helpers or class paraeducator(s)

If the first three items above are not available, you should check with the office or a neighboring teacher for assistance. Make
sure that the physical conditions of the room are conducive to good learning. Check the lighting, ventilation and temperature
for comfortable levels.

When Students Arrive

- Meet the students at the classroom door. Be sure that they enter the room in an orderly and quiet manner. This could
set the tone for the day or period.

= Introduce yourself to the class; write your name on the board. Don't use your first name.

- Establish your authority as their teacher for the day. Let the students know your expectations. A positive, but firm
attitude will help to make your day successful.

-> Take attendance near the beginning of the day (or period). A helpful technique is to ask a dependable student to assist
you. Locate or make a seating chart. Make sure that the students are in their proper seats. Changing seats and
names is a favorite trick of some students. Announce the names of the students you will be reporting as absent. This
may straighten out any seating or attendance discrepancies.

Classroom Techniques

-> Follow the teacher’s lesson plans as closely as you can. If you find it necessary to deviate, be sure to leave a note for
the teacher with that information.

- ltis a good idea to have some plans and activities of your own which can be used if there are no lesson plans or if the
class covers the planned material before the end of the day (or period). Other teachers in the same grade level or
subject area can be helpful if additional ideas are needed.

- Use clear, consistent instructions in directing every activity.

- Whenever possible, the students’ understanding of processes and concepts previously introduced should be
emphasized, rather than the introduction of new materials. This is especially true in one-day assignments.

Additional Guidelines

e Many times teachers keep personal items in their room/desk. Please do not utilize these items for your own personal
use or allow students access to them.

e Keep all assigned students under your supervision at all times.

e (Guest teachers are expected to cover non-teaching duties, such as clerical, paraeducator, campus supervision, yard
supervision, bus duty, and the like, which have been assigned to the permanent teacher (coaching excluded).

e Be careful and professional about sharing personal information about a student. Necessary discussion should be
confined to authorized school personnel in private.
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Do’s and Don'ts of Substituting

Do’s:
e Do arrive early.
e Do let students know your expectations and the rules immediately.
e Do make sure you know the procedures for a fire drill.
e Do follow all of the lesson plans the teacher left for you.
e Do get student’s attention by using a positive classroom management

strategy. For example, counting, using a timer or raising your hand.

Do use positive praise to assist you with classroom management.

Do verify the seating chart is accurate. Make your own, if needed.

Do use appropriate rewards. Be careful NOT to give students food or candy with peanuts because a lot of students
have peanut allergies.

Do ask the principal or office for assistance if needed.

Do make assignments due at the end of the period.

Do start off with quiet time.

Do put student aides to work.

Do give points to those who are ready to participate.

Do greet adult aides at the door and establish their role.

Do have students chorally read aloud.

Do make sure you have extra ideas/plans in case you finish the lesson plans early

Do carry extra pencils with you in case students need to borrow one.

Do introduce yourself to teachers in adjacent rooms whenever possible.

Do avoid confrontations.

Do leave a note for the teacher at the end of the day.

Do Ask the sub coordinator if you have any other duties.

Do call the office if a student vomits in the classroom so it can be cleaned appropriately.

Do report any allegations of suspected child abuse or neglect to the administration or the secretary.

Don'ts:

e Don'tyell at the class or an individual student. This is not a good way to get the class’ attention.

e Don't use belittling or foul language to discipline students.

e Don't throw things to get the attention of the class.

e Don't lose control, take a minute to calm down before disciplining. Ask for help, if needed. Don't use a student's name
on the board as a discipline measure. The name on the board may not work for this age group in the same way as it
does at the elementary level.

Don't use worksheets with fill-in-the blank activities because students can finish a whole packet in just a few minutes
and then be idle.

Don't discuss controversial issues.

Don't use the computer in the classroom for internet access for yourself.

Don't conduct any personal business during instructional time.

Don't talk about your personal life or business with students.

Don't use your cell phone when you are on the job. Use of a cell phone is permitted during lunch break.

Don't leave the classroom unattended. Please call the office for assistance if necessary.

Don't follow your own lesson plans. Use the lesson plans left by the teacher.

Don't make comments to a parent regarding a student’s particular handicap, condition, or personal hygiene.

Don't take the classroom key home

Don't allow students to take any type of medication.
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SCHOOL EMERGENCY PROGRAM

School Emergency
Preparedness

Hour-Zero is our Emergency Preparedness Program designed specifically for schools.

We believe that safety is essential to the learning environment, and nothing is more important than the safety of the students
entrusted to us and the dedicated staff who work directly and indirectly with them.

The Hour-Zero program is supported by a robust web application, which ensures that the District has a plan that is easily
maintained and kept current. The program provides mapping, first responder collaboration, Incident Command System (ICS)

integration, online training, drill development, and much more.

Log in to Hour-Zero to find out about your assignment during an emergency and/or response protocols, update your personal
information, complete the staff skills assessment, and become more familiar with our emergency resources. If you need
assistance logging into Hour Zero, contact your site administrator or site designee.

All staff members are required to update their information in Hour-Zero at the

beginning of each school year.

To make sure you can be contacted in an emergency please update your Primary Phone Number in Hour-Zero to a personal or
work cell number, or other personal phone number (not a district or school site number.)

CLASSROOM SUMMARY

EMERGENCY FUNCTIONAL PROTOCOLS

LOCK-DOWN

If you hear "LOCK-DOWN"..

1. Direct people to the closest lock-down zone/room. (Check
emergency maps for locations)

2. Lock and secure ALL doors and windows.

3. Take attendance. DO NOT use Status Cards, unless requested
by the Incident Commander.

4. Barricade door(s) and take cover, as appropriate.

5. If possible, cover ALL windows. Turn off lights and remain quiet.
6. Keep away from windows and doors, and out of sight lines.

7. Do not allow anyone in or out of room until Incident Commander
issues ALL-CLEAR AND doors are unlocked by Incident
Commander and/or police.

8. Maintain situational awareness and be prepared to execute
further action (e.g. run-hide-fight) as good judgment dictates.

HOLD AND SECURE

If you hear "HOLD AND SECURE".
1. All exterior doors/windows to be locked; interior doors remain in
normal state.
e (lass in session - continue activities.
e (lass outside - return to building, continue activities indoors.
e Class not in session - direct students to designated rooms.
2. Take attendance, report status using Status Cards.
3. The Security Team checks and locks all exterior doors and
windows.
4. Keep away from exterior doors and windows. If possible, cover
exterior windows.
5. Wait for instructions from the Incident Commander before
allowing movement.
6. Do not allow anyone in or out of the building until Incident
Commander issues ALL-CLEAR.
7. If the fire alarm goes off, prepare for EVACUATION and follow
Incident Commander instructions. Maintain situational awareness.
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SHELTER IN PLACE

If you hear "SHELTER IN PLACE"..
1. Direct all persons into designated areas. Check emergency
maps for suitable areas.
2. Take attendance, report status using Status Cards.
3. Close windows and doors..
4. If instructed by Incident Commander or if fumes are seeping
into room:
e Place plastic sheeting or garbage bags over windows;
tape in place.
e Close outside air vents. Turn off cooling, heating or
ventilating systems.
e Cover cracks under doors with damp cloths and tape
openings, e.g., outlets.
5. Keep away from windows and doors.
6. Do not allow anyone to leave designated areas until Incident
Commander issuesALL-CLEAR or unless you receive permission to
do so from Incident Commander.
7. Prepare for possible EVACUATION or DROP-COVER-HOLD.

All-Clear

Continue protocol until you hear "ALL-CLEAR".

Incident Commander issues ALL-CLEAR when an incident is
brought to closure.

1. Always continue the Functional Protocol until the incident
Commander issues ALL-CLEAR.

2. If you suspect the incident may not be over, continue protocol
until released.

ON-ALERT

If you hear "ON-ALERT"..

1. Direct all persons to their classroom:; direct to the next class if
during break.

2. If outside, return to the building.

3. Take attendance, report status using Status Cards.

4. Wait for further instructions from the Incident Commander.

5. Restrict movement in/out of room until Incident Commander
gives ALL-CLEAR.

6. Prepare for other protocols.

EMERGENCY EVACUATION

If you hear EMERGENCY EVACUATION or fire alarm...

1. Visually scan the adjacent hallway for hazards; then select a
suitable route.

2. Instruct students to exit the room in an orderly fashion, using a
single file.

3. Direct first person to hold the door open until the entire class is
through, then fall in line.

Reminds lead students to watch for hazards en route and to lightly
touch doors before opening - if the door is hot, do not open it and
call for staff.

4. Count students as students exit the room.

5. Ensure everyone is out. Leave the room last.

6. Take a classroom Folder and/or kit, leave lights in current state
and close the door.

7. Place Status Card on the floor adjacent to the room door,
ensuring it is visible from the hallway.

7. Upon arrival at the Student Assembly Area situate students so
staff can see others.

8. Take student attendance.

9. Display Status Card. Report missing/extra persons with Student
Accountability Form.

10. Remain with students until relieved of duties or Buddy Team
takes over class.

11. Do not return to the building until the Incident Commander
issues ALL-CLEAR.

DROP-COVER-HOLD

If you hear DROP-COVER-HOLD...

1. All persons drop under a desk/sturdy table.

2. Get down onto knees, curl chest to knees, clasp hand behind
neck, put face down.

3. Stay under cover, with head down between knees. Cover face
and eyes.

4. Hold onto the desk. If the desk moves, move with it.

5. Prepare for possible SHELTER-IN-PLACE or EVACUATION.

For people confined to wheelchairs:
e Remain in a chair, set the brake, and hold onto the
wheelchair.
e [f possible, lean forward so the head is lower than the
back of the wheelchair.

If outdoors, move to a clear area away from trees, buildings,
sports, playground apparatus (basketball hoops) or downed
electrical wires and poles.

STAFF BUDDY TEAM

All personnel are assigned to Staff Buddy teams.
Buddy teams provide:

e Accountability checks to ensure staff accounted for and
okay.

e Student supervision coverage for staff assigned and
designated School Emergency Response Team (SERT)
roles.

e Assistance for buddy team, substitutes or temporary
staff
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STATUS CARDS

Status cards are used to visually communicate the status of the people in a room or hour
Area. Status cards are placed in exterior windows, under the door and displayed at ze

assembly areas.
SCHOOL EMERGENCY PROGRAM

How to use STATUS CARDS

e DO NOT use Status cards during a Lock-Down, unless specifically requested by the Administrator or Incident
Commander.

e Display appropriate Cards under the door, in the exterior window and at the Assembly Area.
Accompany Blue Card with a Student Accountability Form.

Red Card IMMEDIATE ASSISTANCE REQUIRED - Immediate assistance needed due to life-threatening
situation, severe injury or escalating situation.

Green Card OKAY - Attendance has been taken, all students have been accounted for and class has no

injuries.
Yellow Card MINOR - Assistance needed to treat minor injury or stressed individual
Blue Card MISSING OR EXTRA - Cannot account for all students and staff. Can be used with a Red or

Yellow card, or alone. Student Accountability Form is completed to identify missing/extra

OKAY  MIND

_"g_@ Emergency Status Card houts Emergency Status Card
o et e
o

0 NOT USE STATUS CARDS DURING LOCK-DOW!
Commande:,

der,

SCHOOL EMERGENCY PROGRAM
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& Safety Reference Guide

o —

For classroom emergencies, use the Dial Zero Protocol

# When you pick up the phone and dial *0% multiple limes in the front office will be called
# Say "Emergency or Medical Emergency”™
m EX Medical emergency in room 101
# AlLL staff have the authority to dial 211 when needed
*The "Dial Zero Protocol™ is for EMERGEMNCIES only!

Emergency Protocols

* LOCK-DOWRN- threat of viclence on campus
o Lock and barricade doors, turn off lights, block windows,
and remain guiet
* HOLD AND SECURE- threat of violence off camipus
o Close and lock exterior doors, bring all students indoors,
stay away from windows, and remain inside
# SHELTER-IN-PLACE- environmental threat [e.g., hail or
lightring)
o Close all exterior doors, bring all students indoors, stay
away from windows, and continue instruction as normal
+ OMN-ALERT
o Bewatchful and prepared to act
+ EVACUATION OR FIRE ALARM- Safer cutside
o Rermain calm, gather students, and head 1o the evacuation Pt
lcation; bring the red emergency bag with you [MERGEREY
& ALL-CLEAH AP A AT e
o Annocunced when the incident is brought to closure

L]

« Classrooms are equipped with lockblocks, which allows the door to
remain in a locked position but still allows staff and students easy
ingress and egress,

# Incase of an emergency where the doors need 1o be locked, slide
the block over to close the door and automatically lock it from the
outside

If wou have any questions, please reach out to riskmanagementfipubsd.org or [951)-943-6369 X BO2E2,

RISK MANAGEMENT

PERERIE S HEE HICHE SCHODS, THRETINGT
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California Healthy Workplace Healthy
Family Act of 2014 (AB 1522)

CALIFORNIA REPUBLIC
e o A

The California Healthy Workplaces, Healthy Families Act of 2014, commonly known as Assembly Bill 1522 or AB 1522,
established paid sick leave for eligible California employees. The law has subsequently been amended, including significant
changes effective January 1, 2024. California’s paid sick leave law generally covers substitute, temporary, part-time, per-diem,
hourly, and seasonal employees. This policy establishes the District's procedures for providing paid sick leave to eligible
employees who do not receive an equivalent or more generous paid sick leave benefit under another District policy, the Education
Code, or an applicable collective bargaining agreement. Eligible employees began earning sick accrual beginning on 7/1/2015.
Substitute employees eligible for paid sick leave under AB 1522 are non-bargaining unit employees.

ENTITLEMENT OF PAID SICK LEAVE

Sick Plan Year- Begins July 1 - June 30 (same as fiscal year) .

Eligible Employees - A substitute is eligible for California paid sick leave after working in
California for the District for at least 30 days within one year from the commencement
of employment.
e Note: Bargaining Unit employees with an additional non-bargaining position will
not be eligible for this plan.

Eligibility of Plan - Employees will be eligible for the sick leave plan from their date of hire.

Paid sick leave begins accruing at the commencement of employment. An employee must satisfy the 30-day eligibility requirement
and the applicable 90-day waiting period before using accrued paid sick leave.

Accrual Rate - Paid sick leave accrues at the rate of one hour (1) per every thirty (30) hours worked and becomes eligible for use
the reporting period after it is earned.

e Example: Timecard hours entered as 30 hours of paid time will result in 1 hour of sick leave accrual.

e Example: Timecard hours resulting in 40 hours of paid time will result in 1.33 hours of sick leave accrual (40/30=1.33)

e [Example: Leave Earned from 9/1- 9/30/2015 will be available for use beginning on 10/1/2015.

Accrual Maximum - Employees will be eligible for a maximum accrual of up to 40 hours or 5 days per plan year. At no time is an
employee allowed to exceed a balance of 40 hours or 5 days of accrual.

Accrual Carryover Maximum - Employees can carry over a maximum of 48 hours from one plan year to the next plan year.

Rate of Pay for Sick Day - Employees will be paid the regular average hourly rate of pay for the three (3) prior reporting cycles for
any sick leave usage.

USAGE
Usage of plan- Current employees may begin using accrued sick leave after 90 days of employment.

Usage of sick leave - Employees may use their paid sick leave for the following:
e Themselves or a family member for the diagnosis, care or treatment of an existing health condition or preventative care.
Family member means the following:
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e Child biological, adopted, or foster child, stepchild, legal ward or child to whom the employee stands in loco parentis,
regardless of the child's age or dependency status

e Biological adoptive, or foster parent, stepparent or legal guardian of an employee or the employee’s spouse or registered
domestic partner, or a person who stood in loco parentis when the employee was a minor child

e A spouse, registered domestic partner, grandparent, grandchild, or sibling

e Specified purposes for an employee who is a victim of domestic violence, sexual assault or stalking.

Yearly Limit on usage - Employees will be limited to a maximum of 40 hours or 5 days of paid sick leave per plan year.

Daily Limit on Usage - Employees will be required to use the sick leave in the following increments of time so long as the employee
has the available balance available:
e  Minimum of 2 hours
e Employees using paid sick time will not be able to use the sick absence for any time less than 2 hours per paid time off
request such as 1 hour or 1 hour and 30 minutes.
e Maximum of 8 hours
e Employees using paid sick time will not be able to use the sick absence for any time in excess of the daily maximum of 8
hours.

Limit on Available Balance - In addition to the yearly and daily limit, employees will not be able to use paid sick leave when there is
no sick leave balance available. Sick leave will not be advanced to employees prior to it being earned (accrued). Employees are not
allowed to donate leave to other employees.

HOW TO USE THE BENEFIT

In most instances, non-bargaining unit employees will only be able to utilize their AB 1522 sick leave when they are offered and
decline an assignment due to one of the reasons for usage (see Usage of Sick Leave above) under AB 1522. Most employees
accept/decline assignments via the district's sub system. Non-bargaining unit employees will be able to decline an assignment and
report an absence due to a reason covered by AB 1522. It will be the responsibility of the employee to record their absence with
the job confirmation number on the appropriate substitute timecard in order to be compensated. Payroll will verify the absence
reported on the timecard with the absence information reported in Absence Management. Incomplete information will result in the
employee not being compensated for the absence. Any overpayments will be recovered on the next available payroll or as an
abatement. Late timecards will not be processed until the next available payroll cycle.

HOW TO RECORD SICK LEAVE

In RedRover under your "Scheduled Jobs” click on the job that you would like to cancel due to illness.

Select sick leave. Please make sure to write the job confirmation number and "AB1522-Sick” in the job description on your
timecard. You must have the job confirmation # listed on your timecard in order to receive payment for any available sick leave.

Once you cancel the assignment, you will not be able to view the assignment or job number in your account. It is the employee’s responsibility to
record the job number properly on the timecard in order to be compensated.
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PERRIS UNION HIGH SCHOOL DISTRICT

Name: Willie Wonka Classified Sub Time Card Pay Period Start:_> /97 ; 19
Emp # 123456 Pay Period End:_3 /07 / 19
Please Note: Signed and completed timecards are to be turned in to the Payroll Office by 4:30 PM on the day specified on the District Payroll Schedule.

Timecards received after this date are subject to being processed the following month. Please use blue or black ink only. NO Pencil or Red ink and DO NOT USE White out.

Emplovee Fills Out This Portion Office Uze Duly

Start Lunch End | Total FrontLine Posttion Type (Check one) Funding Source Abs | Admin | Payroll
Date Site Substituted For: i

Time | From | To | Time | Hours Confirmation #: |Cled| Cusel CS | Mur| Pars| Mursell  xx-sex-sww-x-xmx-woc-xaxx |Code| Int JUse Oaly
2/7/19 | T40 1200 | 1230 | 310 75 | pHs Paddington Bear 222111222 X
2/14/19 100 300 330 | 930 8 HHS Amelia Badelia 333111222 X
2/15/19| 600 900 3 |cmr Fancy Nancy 444111555 x
3/5/19 | 740 1200 | 1230 | 310 75 | pAC Mary Poppins 222555444 x
3/6/19 | 740 1200 [1230 | 310 75 | DAC Mary Poppins 202555444 e
3/7/19 | 100 300 330 930 8 PVHS Dennis Menace 333888000 X

TOTAL HOURS| 41.5
| HEREBY CERTIFY that | have worked for the Perris Union High School District on the days and hours Leave Codes

stated above. I further understand the falsification of district records is grounds for disciplinary action B Bereavement
including Dismissal. D Jury Duty
0 Other
Position Tvpe PD | Personal Dhscretion
w ﬁ t[‘t[ [te H Clern Clencal PN | Personal Mecessity
S 3 ‘“gl 9 i ! wie (Cust Custodial g Sick
TITUTE'S SIGN. RE CS Campus Sup. SB School Business
SUBS TE'S SIGNATU Nutr Nutrition Serv. VA Vacation
Para Paraeducator VA Vacancy
Nurse Lic. Voc. Nurse WiC Workers Comp.

PERMANENT POSITIONS

Non-bargaining unit employees offered a permanent bargaining unit position will not have this sick leave balance transferred to the
new bargaining unit position. The employee will be offered sick leave based on California Education Code and collective bargaining
agreement benefits.

SEPARATION FROM EMPLOYMENT

No Payoffs- This sick leave plan is not compensable wages at the time of termination . Employees with a balance from this sick
leave plan will not have their sick leave balance paid out at the time of separation from the district.

Transfer of Sick Leave - This sick leave plan is not transferable to any employee or employer .

Balance Available - The sick leave balance will remain available to the employee for one year from the date of separation with the
district. If the employee is rehired within one year into a non-bargaining position they will have previously accrued and unused AB
1522 sick balance reinstated and available for use upon re-employment. After one year of separation the unused and accrued sick
leave will be deleted from the employee’s previous sick balance.
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PENSION PLAN and SICK LEAVE

Service Credit - At this time, CalPERS and CalSTRS will recognize compensation paid under AB 1522 as creditable compensation.
Additionally, hours paid under AB 1522 will count toward qualifying for CalPERS membership (at 1,000 hours worked). CalPERS
and CalSTRS members will not have leave accrued under this sick leave plan reported as unused sick leave in the event of service
retirement.

RETIREES

A clean-up bill to AB 1522 (known as AB 304) was signed into law on 7/13/15. As a result of this bill, CalPERS retirees are not
eligible to earn sick leave under AB 1522. As of this date, CalSTRS retirees remain eligible to receive sick leave under AB 1522.

PROTECTION FROM RETALIATION

Provision of the law prohibits an employer from denying an employee the right to use the paid sick leave, discharging, threatening to
discharge, demoting, suspending , or in any manner discriminating against an employee . There is a rebuttable presumption of
unlawful retaliation if the employer acts in a manner described above within 30 days of the employee’s request for leave or other
protected activity.

If you have any questions or concerns related to this new sick leave entitiement, please contact the Director of Human Resources at
(951) 943-6369 ext. 80304.

AB 1522 SICK LEAVE FAQs

Under the Healthy Workplace Healthy Families Act of 2014 (AB 1522), non-bargaining unit employees of the Perris Union High
School District will now be eligible to accrue/earn paid sick leave.

Below are some frequently asked questions regarding the new AB 1522 sick leave benefits being offered to you as a
non-bargaining unit employee. Non-bargaining unit employees include those employees not represented by PSEA or CSEA.
Non-bargaining unit employees typically include substitute or hourly employees, students, as well as walk-on coaches and
walk-on advisors. In the past, employees working in these assignments were not entitled to paid sick leave.

Q: When will I start accruing/earning AB1522 sick leave?
A: You will accrue/earn AB 1522 sick leave at the rate of one (1) hour of paid sick leave for every thirty (30) hours worked.

Q: When will | be eligible to use AB 1522 sick leave accrual?
A: All non-bargaining unit employees of the Perris Union High School District became eligible to request AB 1522 sick leave
effective September 1, 2015 or 90 days after their hire date if hired after September 1, 2015.

Q: What am | permitted to use my AB 1522 sick leave for?
A: You (employee) or a family member for the diagnosis, care or treatment of an existing health condition or preventative care.

Note: family member is defined as: child biological, adopted, or foster child, stepchild, legal ward or child to whom the employee
stands in loco parentis, regardless of the child's age or dependency status; spouse or registered domestic partner, or a person
who stood in loco parentis when the employee was a minor child.

Additionally, paid sick leave can be used for specified purposes for an employee who is a victim of domestic violence, sexual
assault, or stalking.
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Q: How many hours of AB 1522 sick leave accrual may | use per year?

A: Employees are eligible to use up to twenty-four (24) hours of AB 1522 sick leave each fiscal year. The hours must be
accrued/earned before they are available for use. Employees are not able to borrow from unaccrued/unearned leave, nor will
employees be advanced any AB 1522 sick leave prior to it being earned. Hours become accrued/earned when the reporting
period they are earned in is completed. Ex: leave accrued from 9/1/15 — 9/30/15 is available for use beginning 10/1/15 (a
new time card reporting period).

Q: How many hours of AB 1522 sick leave accrual may | accrue/earn each year?
A: Employees are eligible to accrue/earn a maximum of forty-eight (48) hours of AB 1522 sick leave per year. However,
employees may only have a maximum balance of forty-eight (48) hours of AB 1522 sick leave accrual at any time.

Q: How do I report an AB 1522 Sick Leave absence?

A: Substitute employees must be offered and decline a job/assignment due to AB 1522 sick leave in order to document a
request for AB 1522 sick leave. In most instances, the sub will be offered a job/assignment via the district's call-in sub-system,
Absence Management. It is the responsibility of the employee to report their absence in Absence Management by declining a
job and indicating the reason as sick. Additionally, employees must add the AB 1522 sick leave absence to their timecard.
Payroll will verify the absence in Absence Management before compensating the employee.

In all instances, the employee is responsible for making sure the AB 1522 sick leave requested has been added to their
timecard. Payroll will not be responsible for missing information on the employee’s timecards.

Q: What happens if | don’t use my AB 1522 sick leave accrual?

A: You will be allowed to carryover a maximum of forty-eight (48) hours of AB 1522 Sick Leave to the new fiscal year
(beginning July 1%). If you carry over forty-eight (48) hours of AB 1522 Sick Leave to the new fiscal year, you will not accrue
any new leave until some is used.

Q: Where can | find my AB 1522 sick leave accrual balance?
A: Your AB 1522 Sick Leave accrual will be found on your most recent paystub. Each time hours worked are paid to you, your AB
1522 Sick Leave balance on your paystub will reflect any new accrual you have earned minus any sick leave you have taken.

Q: What rate of pay will | be paid when | use my AB 1522 sick leave accrual?

A: In most instances, employees are paid the same rate of pay they normally earn in their assignments. In instances where
an employee works in different jobs with different rates of pay, we will take your regular earnings for the past three (3)
timecard reporting periods (pay cycles) and divide by the hours you worked to come up with the average rate of pay you will
be entitled to be paid at.

Q: How many hours of AB 1522 sick leave will | be paid for per day?

A: Employees are required to use a minimum of two (2) hours and will be paid up to a maximum of eight (8) hours per day,
provided the employee has an AB 1522 sick leave balance available. The amount of hours paid to the employee will be
determined by the job or assignment offer and the balance of AB 1522 sick leave available to the employee.

Q: 1 am leaving the district for another employer. Will | be paid off my unused AB 1522 sick leave accrual?
A: No, employees are not eligible to be paid off their unused AB 1522 sick leave accrual in the event of termination, resignation, or
retirement.

Q: I am retiring. Can my AB 1522 sick leave accrual be used toward my retirement?
A: No, CalPERS and CalSTRS does not permit California AB 1522 sick leave to be reported toward retirement service credit when
retiring.

Q: I am resigning from the district to take a position with another California employer. May | request a transfer of my AB 1522

sick leave accrual to my new employer?
A: No, AB 1522 sick leave accrual is not transferable to another employer.
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Q: My co-worker is out of sick leave. May | transfer my sick leave to my co-worker?
A: You are not able to transfer your AB 1522 sick leave to any other employee.

Q: I resigned from the District six (6) months ago as a substitute employee and had a balance of unused AB 1522 sick leave
accrual remaining. | have returned to the District in another non-bargaining unit position. Do | have any AB 1522 sick leave
available?

A: Under AB 1522, the District must keep your balance of AB 1522 sick leave accrual active for twelve (12) months after
separation from employment. In instances where an employee returns to a non-bargaining unit position within twelve (12)
months, the AB 1522 sick leave accrual balance will be reinstated.

Q: What is the AB 1522 sick leave plan year?
A: The AB 1522 sick leave plan year is based on a twelve month fiscal year that runs from July 1%'— June 30™.

Q: 1 am a retired CalPERS/CalSTRS member. Am | eligible for AB 1522 sick leave?
A: A clean-up bill (California Assembly Bill 304) was signed into law July 13, 2015. AB 304 specifically exempts CalPERS retirees
from receiving AB 1522 sick leave accrual. CalSTRS retirees are eligible to earn AB 1522 sick leave at this time.

Q: Is the AB 1522 sick leave creditable toward my CalPERS/CalSTRS retirement?
A: Yes, AB 1522 sick leave hours are creditable compensation and count toward CalPERS/CalSTRS retirement when
paid to you as part of your monthly earnings.

Q: I'am an Apple covered employee. Does AB 1522 sick leave count toward mandatorily qualifying for CalPERS with 1,000
hours worked in a fiscal year?

A: Yes, CalPERS has determined AB 1522 sick leave will count toward the 1,000 hours needed to mandatorily qualify for
CalPERS membership.

Q: I was hired as a bargaining unit employee. What happens to my AB 1522 sick leave balance?

A: Once you are hired in a position covered by a bargaining unit, you will no longer be eligible to use your AB 1522 sick leave
balance. By law, we will keep your balance active for a period of 12 months. If you return to a non-bargaining unit position
within 12 months, your unused balance will be reinstated.

Questions regarding AB 1522 and/or the Perris Union High School District AB 1522 Sick Leave Policy may be directed to the
Director of Human Resources at (951) 943-6369 ext. 80304.
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: PERRIS UNIUN

HIGH SCHOOL DISTRICT

o
|

The District REQUIRES all Employees, Guest Teachers, Substitutes, AVID Tutors, and Coaches to
complete annual mandated training in the areas of safety, emergency preparedness and other

D |—H related employment topics. Completion is REQUIREMENT of employment at PUHSD.

s : Keenan
* Saj/eSCHOOLS

Using your web browser, go to www.puhsd.org, click on
“Staff’, click on “Tools & Resources®.

* Select Keenan SafeSchools and login using your Employee
|0 Mumber

» Your username is your Employee 1D Number

»  Once you enter your username, the system will verify who
you are and you will see only the courses pertaining to your
job classification.

= Start a course by clicking on the course fitle.

» Each section of a course is saved as it is completed. You
can re-enter the website and continue working on a specific
COUrse.

You must complete each section of the course and
pass the quiz in order to receive full credit for the
current school year. The courses have audio, so

be sure to turn up your speakers!

hour
ze

SCHOOL BHERGERCY PROGRAM

In order to access Hour Zero, you MUST activate your PUHSD
email. Your Hour Zero password can only be emailed to your
PUHSD email. Once you have activated your PUHSD email,
your emailed password should be in your inbox.

Using your web browser, go to www.puhsd_.org, click “Staff’,
click “Tools & Resources”

= Select Hour Zero

» Input your usemame (Firsthame LastName@puhsd.ong)
and password into their respective fields and click "Login”

« Click Training, then Click "START" next to desired training
mod-ule. Once the training module opens, follow the
instructions.

Please take all courses showing “September”
under the Month Due column—these are the
MANDATORY training courses that need to
be completed for the current school year.

If you have questions or need assistance, please contact Risk Management at (951) 943-63

mm-ﬂm
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- MANDATED REPORTER TRAINING
i
4 The District requires all employees (including Guest teachers,
. substitutes, coaches, and AVID tutors included) to complete
Mandated Reporter training through Hour Zero within 6
weeks of hire and annually after that. Completion is a
requirement of employment. Any guest teacher, substitute,
coach, or AVID tutor out of compliance with completion will
be deactivated by the District.

WHAT IS AMANDATED REPORTER?

A mandated reporter is someone who encounters children through their employment. As a Guest
Teacher, Substitute, Coach, or AVID Tutor, you are a Mandated Reporter. Mandated Reporters are re-
quired by the state of California to report any known or suspected instances of child abuse or neglect to
the county child welfare department or to local law enforcement agency (local police/sheriff's depart-
ment). Mandated Reporters must report to a county child welfare department or to local law enforcement
(police or sheriff's department) immediately by phone. A written report must then be sent within 36 hours
by fax, or it may be sent by electronic submission. Telling a supervisor does not meet the man-dated
reporting requirement. As long as a child abuse or neglect report is made in good faith, the man-dated
reporter is legally protected from civil or criminal lawsuits. Legally mandated reporters can be eriminally
liable for failing to report suspected abuse or neglect.

HOW DO | REPORT CHILD ABUSE?

If you suspect that a child has been abused or neglected, call: 1-800-442.4918
+ Outside of the Riverside county area, call: Childhelp National Child Abuse Hotline at 1-800-422-4453
» Mandated Reporters must immediately report abuse to the Child Abuse Hotline at 1-800-442-4918
within 36 hours. Mandated Reporters are required to submit a written follow up repost.

HOW DO | COMPLETE MY MANDATED REPORTER TRAINING?

[ ]
o JmmC ] :353@

All District Employees (including Guest Teachers, Substitutes, Coaches, and AVID Tutors) MUST
complete the Mandated Reporter Training before employment begins and annually after that.
Mandated Reporter training is done online through Hour Zero. To login to Hour Zero to complete
training, please follow the steps located on the Mandatory Online Safety Training Flyer. If you have
any questions, please contact Risk Management at (951) 943-6369, x80282.
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