
Annual Notice Requirements 2024-2025 
                                                                                                                                                                         

Pioneer Union School District 
 
Please familiarize yourself with district policies, regulations and information on various public health and 
safety information, and obligatory notices on the following subjects: 
 

 Sexual Harassment – AR4119.11/4219.11/4319.11 
 Pesticide Notification (Integrated Pest Management) – AR3514.2 
 Uniform Complaint Procedures – AR1312.3, BP0460, BP3260 
 Annual Notification of Volunteer Agreement for Training In Administration of Epinephrine Auto-

Injector – AR5141.21 
 Drug and Alcohol Free Workplace – BP4020 
 Proper Use of AED – AR5141 
 Tobacco Free Schools – AR3513.3 
 Universal Precautions / HIV/Hepatitis B – AR4119.43 
 Nondiscrimination in Employment – BP0410, BP4030 
 Complaints Concerning Discrimination in Employment – AR4031 
 FMLA/CFRA – AR4161.8/4261.8/4361.8 
 Environmental Safety – AR3514 
 Child Abuse Prevention and Reporting – AR5141.4 
 Bloodborne Pathogens – AR4119.42 
 Work-Related Injuries – AR4157.1 
 Employee Use of Technology – BP4190 
 Rights of Victims of Domestic Violence, Sexual Assault and Stalking 
 Reasonable Accommodation – AR4032 
 Complaints – BP/AR4144 
 Arts & Craft Materials that CANNOT be Purchased for use in TK – 6th Grade 

You may access the Annual Notice Electronically on the District website (www.pioneerusd.org), or request 
one from the District Office.  You may also access the Employee Handbook on the District website. 

My signature below acknowledges that I have received the Annual Notice.  It is my responsibility to 
familiarize myself with the Annual Notice Requirements 2024-2025, the Employee Notices Poster and the 
Employee Handbook. 

 
________________________________________  ___________________________ 
Print Name       Date 
 
 
________________________________________ 
Signature 



Policy 4119.11: Sexual Harassment Status: ADOPTED

Original Adopted Date: 09/10/2020

Cautionary Notice: The following administrative regulation reflects federal Title IX regulations added by 85 Fed. Reg.
30026, effective August 14, 2020, which establish a process for investigating and resolving allegations of conduct
that meets the federal definition of sexual harassment. The federal regulations preempt any conflicting state law or
regulations, but the interaction between federal and state law is not always clear. Districts should consult legal
counsel if questions about a potential conflict arise. Districts should also note that 18 states, including California,
have sued the U.S. Department of Education to stop the implementation of these regulations. A preliminary
injunction seeking to postpone the effective date of the regulations and prohibit their enforcement is currently
pending. If the court grants the injunction, portions of the following administrative regulation will not take effect.

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

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

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

(cf. 4030 - Nondiscrimination in Employment)

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

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

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

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

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

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

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

Sexual Harassment Reports and Complaints

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

Once notified, the Title IX Coordinator shall ensure the complaint is addressed through either AR
4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaint Procedures for complaints meeting the Title IX
definition of sexual harassment or AR 4030 - Nondiscrimination in Employment for complaints meeting the state
definition, as applicable, and shall offer supportive measures to the complainant.
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(cf. 4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaints)

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

(cf. 4117.7/4317.7 - Employment Status Reports)

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

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



Policy 4219.11: Sexual Harassment Status: ADOPTED

Original Adopted Date: 09/10/2020

Cautionary Notice: The following administrative regulation reflects federal Title IX regulations added by 85 Fed. Reg.
30026, effective August 14, 2020, which establish a process for investigating and resolving allegations of conduct
that meets the federal definition of sexual harassment. The federal regulations preempt any conflicting state law or
regulations, but the interaction between federal and state law is not always clear. Districts should consult legal
counsel if questions about a potential conflict arise. Districts should also note that 18 states, including California,
have sued the U.S. Department of Education to stop the implementation of these regulations. A preliminary
injunction seeking to postpone the effective date of the regulations and prohibit their enforcement is currently
pending. If the court grants the injunction, portions of the following administrative regulation will not take effect.

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

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

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

(cf. 4030 - Nondiscrimination in Employment)

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

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

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

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

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

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

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

Sexual Harassment Reports and Complaints

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

Once notified, the Title IX Coordinator shall ensure the complaint is addressed through either AR
4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaint Procedures for complaints meeting the Title IX
definition of sexual harassment or AR 4030 - Nondiscrimination in Employment for complaints meeting the state
definition, as applicable, and shall offer supportive measures to the complainant.
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(cf. 4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaints)

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

(cf. 4117.7/4317.7 - Employment Status Reports)

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

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



Policy 4319.11: Sexual Harassment Status: ADOPTED

Original Adopted Date: 09/10/2020

Cautionary Notice: The following administrative regulation reflects federal Title IX regulations added by 85 Fed. Reg.
30026, effective August 14, 2020, which establish a process for investigating and resolving allegations of conduct
that meets the federal definition of sexual harassment. The federal regulations preempt any conflicting state law or
regulations, but the interaction between federal and state law is not always clear. Districts should consult legal
counsel if questions about a potential conflict arise. Districts should also note that 18 states, including California,
have sued the U.S. Department of Education to stop the implementation of these regulations. A preliminary
injunction seeking to postpone the effective date of the regulations and prohibit their enforcement is currently
pending. If the court grants the injunction, portions of the following administrative regulation will not take effect.

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

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

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

(cf. 4030 - Nondiscrimination in Employment)

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

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

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

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

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

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

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

Sexual Harassment Reports and Complaints

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

Once notified, the Title IX Coordinator shall ensure the complaint is addressed through either AR
4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaint Procedures for complaints meeting the Title IX
definition of sexual harassment or AR 4030 - Nondiscrimination in Employment for complaints meeting the state
definition, as applicable, and shall offer supportive measures to the complainant.
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(cf. 4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaints)

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

(cf. 4117.7/4317.7 - Employment Status Reports)

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

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



Regulation 3514.2: Integrated Pest Management Status: ADOPTED

Original Adopted Date: 06/14/2018

Definitions

Integrated pest management (IPM) means a strategy that focuses on long-term prevention or suppression of pest
problems through a combination of techniques such as monitoring for pest presence and establishing treatment
threshold levels, using nonchemical practices to make the habitat less conducive to pest development, improving
sanitation, and employing mechanical and physical controls. (Education Code 17609; Food and Agricultural Code
13181)

(cf. 3510 - Green School Operations)

School site means any facility used as a child day care facility or for kindergarten, elementary, or secondary school
purposes and includes the buildings or structures, playgrounds, athletic fields, vehicles, or any other area of property
visited or used by students. (Education Code 17609)

Program Components

The Superintendent or designee shall designate an employee at the district office and/or school site to develop,
implement, and coordinate an IPM strategy that incorporates effective, least toxic pest management practices.

The IPM coordinator shall prepare and annually update a districtwide or school site IPM plan based on the template
provided by the California Department of Pesticide Regulation (DPR).

The IPM plan shall include the name of the district and/or school IPM coordinator, the pesticides expected to be
applied at the school site by district employees and/or pest control applicators, and a date that the plan shall be
reviewed and, if necessary, updated. (Education Code 17611.5)

The district shall use pesticides that pose the least possible hazard and are effective in a manner that minimizes risks
to people, property, and the environment. Such pesticides shall only be used after careful monitoring indicates they
are needed according to pre-established guidelines and treatment thresholds. (Food and Agricultural Code 13181)

The IPM plan and this administrative regulation shall not apply to reduced-risk pesticides, including self-contained
baits or traps, gels or pastes used for crack and crevice treatments, antimicrobials, and pesticides exempt from
registration by law. (Education Code 17610.5; 3 CCR 6147)

The district's program shall include, but not necessarily be limited to, the following components:

1. Identifying and monitoring pest population levels and identifying practices that could affect pest populations.
Strategies for managing the pest shall be influenced by the pest species and whether that species poses a threat to
people, property, or the environment.

2. Setting action threshold levels to determine when pest populations or vegetation at a specific location might cause
unacceptable health or economic hazards that would indicate corrective action should be taken.

3. Modifying or eliminating pest habitats to deter pest populations and minimize pest infestations.

4. Considering a full range of possible alternative cost-effective treatments. Such alternative treatments may include
taking no action or controlling the pest by physical, horticultural, or biological methods. Cost or staffing
considerations alone will not be adequate justification for the use of chemical control agents.

5. Selecting nonchemical pest management methods over chemical methods whenever such methods are effective in
providing the desired control or, when it is determined that chemical methods must be used, giving preference to
those chemicals that pose the least hazardous effects to people and the environment.

No pesticide that is prohibited by DPR or the U.S. Environmental Protection Agency, as listed on the DPR web site,
shall be used at a school site. (Education Code 17610.1)

6. Limiting pesticide purchases to amounts needed for the year. Pesticides shall be stored at a secure location that is
not accessible to students and unauthorized staff. They shall be stored and disposed of in accordance with state
regulations and product label directions.
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(cf. 3514 - Environmental Safety)

(cf. 3514.1 - Hazardous Substances)

7. Informing parents/guardians and employees regarding pesticide use as described in the sections "Notifications"
and "Warning Signs" below.

8. Ensuring that persons applying pesticides follow label precautions and are sufficiently trained in the principles and
practices of IPM as described in the section "Training" below.

9. Evaluating the effectiveness of treatments to determine if revisions to the IPM plan are needed.

Training

The IPM coordinator and any employee or contractor who may be designated to apply a pesticide at a school site
shall annually complete a DPR-approved training course on IPM and the safe use of pesticides in relation to the
unique nature of school sites and children's health. (Education Code 17614; Food and Agricultural Code 13186.5)

(cf. 4231 - Staff Development)

Any district employee who handles pesticides shall also receive pesticide-specific safety training prior to applying
pesticides and annually thereafter in accordance with 3 CCR 6724.

Notifications

Staff and parents/guardians of students enrolled at a school site shall be annually notified, in writing, regarding
pesticide products expected to be applied at the school site in the upcoming year. The notification shall include at
least the following: (Education Code 17612)

1. The name of each pesticide product expected to be applied in the upcoming year and the active ingredient(s) in it

2. The Internet address (http://www.cdpr.ca.gov/schoolipm) used to access information on pesticides and pesticide
use reduction developed by the DPR pursuant to Food and Agricultural Code 13184

3. If the school has posted its IPM plan, the Internet address where the plan may be found

4. The opportunity to view a copy of the IPM plan in the school office

5. An opportunity for interested persons to register to receive prior notification of each application of a pesticide at
the school site

6. Other information deemed necessary by the IPM coordinator

(cf. 1312.4 - Williams Uniform Complaint Procedures)

(cf. 3517 - Facilities Inspection)

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

(cf. 5145.6 - Parental Notifications)

Whenever a person registers to receive notice of individual pesticide application pursuant to item #5 above, the IPM
coordinator shall notify such registered persons of individual pesticide applications at least 72 hours prior to the
application. The notice shall include the product name, the active ingredient(s) in the product, and the intended date
of application. (Education Code 17612)

If a pesticide product not included in the annual notification is subsequently intended for use at a school site, the IPM
coordinator shall provide written notification of its intended use to staff and parents/guardians of students enrolled
at the school, at least 72 hours prior to the application. (Education Code 17612)

If a school chooses to use a pesticide not exempted pursuant to Education Code 17610.5, it shall post the school or
district IPM plan on the school's web site or, if the school does not have a web site, then on the district web site. If
neither the school nor district has a web site, then the IPM plan shall be included with the annual notification sent to
staff and parents/guardians pursuant to Education Code 17612 as described above. When not required, the IPM
coordinator may post or distribute the IPM plan at his/her discretion. (Education Code 17611.5)



Whenever the IPM coordinator deems that the immediate use of a pesticide is necessary to protect the health and
safety of students, staff, or other persons at the school site, he/she shall make every effort to provide the required
notifications prior to the application of the pesticide. (Education Code 17612)

Warning Signs

The IPM coordinator shall post a warning sign at each area of the school site where pesticides will be applied that
shall be visible to all persons entering the treated area. The sign shall be posted at least 24 hours prior to the
application and shall remain posted until 72 hours after the application. The warning sign shall prominently display
the following information: (Education Code 17612)

1. The term "Warning/Pesticide Treated Area"

2. The product name, manufacturer's name, and the EPA's product registration number

3. Intended areas and dates of application

4. Reason for the pesticide application

When advance posting is not possible due to an emergency condition requiring immediate use of a pesticide to
protect the health and safety of students, staff, or other persons or the school site, the warning sign shall be posted
immediately upon application and shall remain posted until 72 hours after the application. (Education Code 17609,
17612)

Records

At the end of each calendar year, the IPM coordinator shall submit to DPR, on a form provided by DPR, a copy of the
records of all pesticide use at the school site for that year, excluding any pesticides exempted by law and any
pesticide use reported by the pest control operator pursuant to Food and Agricultural Code 13186. The IPM
coordinator may submit more frequent reports at his/her discretion. (Education Code 17611)

Each school site shall maintain records of all pesticide use at the school for four years, and shall make the information
available to the public, upon request, in accordance with the California Public Records Act. A school may meet this
requirement by retaining a copy of the warning sign posted for each pesticide application with a recording on that
copy of the amount of the pesticide used. (Education Code 17611)

(cf. 1340 - Access to District Records)

(cf. 3580 - District Records)

Pesticide Use near School Site

Upon receiving notification pursuant to 3 CCR 6692 that a grower expects to use agricultural pesticides within one-
quarter mile of a school site Monday through Friday from 6:00 a.m. to 6:00 p.m., the principal or designee shall
notify the Superintendent or designee, IPM coordinator, staff at the school site, and parents/guardians of students
enrolled at the school.

The principal or designee may communicate with any grower within one-quarter mile of the school to request that
the grower not apply pesticides during evenings or weekends when school activities are scheduled.



Policy 1312.3: Uniform Complaint Procedures Status: ADOPTED

Original Adopted Date: 08/13/2020 | Last Revised Date: 11/08/2023 | Last Reviewed Date: 11/08/2023

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

Complaints Subject to UCP

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

1. Accommodations for pregnant and parenting students  (Education Code 46015)
 

2. Adult education programs  (Education Code 8500-8538, 52334.7, 52500-52617)
 

3. After School Education and Safety programs  (Education Code 8482-8484.65)
 

4. Agricultural career technical education  (Education Code 52460-52462)
 

5. Career technical and technical education and career technical and technical training programs  (Education Code
52300-52462)
 

6. Child care and development programs  (Education Code 8200-8488)
 

7. Compensatory education  (Education Code 54400)
 

8. Consolidated categorical aid programs  (Education Code 33315; 34 CFR 299.10-299.12)
 

9. Course periods without educational content  (Education Code 51228.1-51228.3)
 

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

Discrimination includes, but is not limited to, the Board's refusal to approve the use or prohibit the use of any
textbook, instructional material, supplemental instructional material, or other curriculum for classroom
instruction, or any book or other resource in a school library, on the basis that it includes a study of the role
and contributions of any individual or group consistent with the requirements of Education Code 51204.5 and
60040, unless such study would violate Education Code 51501 or 60044. A complaint alleging such unlawful
discrimination may, in addition to or in lieu of being filed with the district, be directly filed with the
Superintendent of Public Instruction (SPI).  (Education Code 243)
 

11. Educational and graduation requirements for students in foster care, students experiencing homelessness,
students from military families, students formerly in a juvenile court school, students who are migratory, and
students participating in a newcomer program (Education Code 48645.7, 48853, 48853.5, 49069.5, 51225.1,
51225.2)
 

12. Every Student Succeeds Act  (Education Code 52059.5; 20 USC 6301 et seq.)
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13. Local control and accountability plan  (Education Code 52075)
 

14. Migrant education  (Education Code 54440-54445
 

15. Physical education instructional minutes  (Education Code 51210, 51222, 51223)
 

16. Student fees  (Education Code 49010-49013)
 

17. Reasonable accommodations to a lactating student  (Education Code 222)
 

18. Regional occupational centers and programs  (Education Code 52300-52334.7)
 

19. School plans for student achievement as required for the consolidated application for specified federal and/or
state categorical funding  (Education Code 64001)
 

20. School site councils as required for the consolidated application for specified federal and/or state categorical
funding  (Education Code 65000)
 

21. State preschool programs  (Education Code 8207-8225)

 
22. State preschool health and safety issues in license-exempt programs  (Education Code 8212)

 
23. Any complaint alleging retaliation against a complainant or other participant in the complaint process or

anyone who has acted to uncover or report a violation subject to this policy
 

24. Any other state or federal educational program the SPI or designee deems appropriate

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

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

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

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

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

Non-UCP Complaints

The following complaints shall not be subject to the district's UCP but shall be investigated and resolved by the
specified agency or through an alternative process:

1. Any complaint alleging child abuse or neglect shall be referred to the County Department of Social Services



Protective Services Division or the appropriate law enforcement agency.  (5 CCR 4611)
 

2. Any complaint alleging health and safety violations by a child development program shall, for licensed facilities,
be referred to Department of Social Services.  (5 CCR 4611)
 

3. Any complaint alleging that a student, while in an education program or activity in which the district exercises
substantial control over the context and respondent, was subjected to sexual harassment as defined in 34 CFR
106.30 shall be addressed through the federal Title IX complaint procedures adopted pursuant to 34 CFR
106.44-106.45, as specified in Administrative Regulation 5145.71 - Title IX Sexual Harassment Complaint
Procedures.

 
4. Any complaint alleging employment discrimination or harassment shall be investigated and resolved by the

district in accordance with the procedures specified in Administrative Regulation 4030 - Nondiscrimination in
Employment, including the right to file the complaint with the California Civil Rights Department.

 
5. Any complaint alleging a violation of a state or federal law or regulation related to special education, a

settlement agreement related to the provision of a free appropriate public education (FAPE), failure or refusal
to implement a due process hearing order to which the district is subject, or a physical safety concern that
interferes with the district's provision of FAPE shall be submitted to the California Department of Education
(CDE) in accordance with Administrative Regulation 6159.1 - Procedural Safeguards and Complaints for
Special Education.  (5 CCR 3200-3205)
 

6. Any complaint alleging noncompliance of the district's food service program with laws regarding meal counting
and claiming, reimbursable meals, eligibility of children or adults, or use of cafeteria funds and allowable
expenses shall be filed with or referred to CDE in accordance with Board Policy 3555 - Nutrition Program
Compliance.  (5 CCR 15580-15584)
 

7. Any allegation of discrimination based on race, color, national origin, sex, age, or disability in the district's food
service program shall be filed with or referred to the U.S. Department of Agriculture in accordance with Board
Policy 3555 - Nutrition Program Compliance.  (5 CCR 15582)

 
8. Any complaint related to sufficiency of textbooks or instructional materials, emergency or urgent facilities

conditions that pose a threat to the health or safety of students or staff, or teacher vacancies and
misassignments shall be investigated and resolved in accordance with Administrative Regulation 1312.4 -
Williams Uniform Complaint Procedures.  (Education Code 35186)



Policy 0460: Local Control And Accountability Plan Status: ADOPTED

Original Adopted Date: 11/14/2019 | Last Revised Date: 01/11/2024 | Last Reviewed Date: 01/11/2024

The Governing Board desires to ensure the most effective use of available funding to improve outcomes for all
students. A comprehensive, data-driven planning process shall be used to identify annual goals and specific actions
which are aligned with the district budget and facilitate continuous improvement of district practices.

The Board shall adopt a districtwide local control and accountability plan (LCAP) and an annual update to the LCAP,
based on the most up-to-date template adopted by the State Board of Education (SBE), that addresses the state
priorities in Education Code 52060 and any local priorities adopted by the Board. The LCAP and the annual update
shall be adopted or updated, as required, on or before July 1 of each year.  (Education Code 52060, 52064; 5 CCR
15494-15497)

The LCAP and the annual update shall focus on improving outcomes for all students, particularly those who are
"unduplicated students" or are part of any numerically significant student subgroup that is at risk of or is
underperforming.  (Education Code 52060, 52064)

An "unduplicated student" is a student who is eligible for free or reduced-price meals, who is an English learner, or
who is a foster youth, as defined in Education Code 42238.01.  (Education Code 42238.02)

Numerically significant student subgroups include ethnic subgroups, socioeconomically disadvantaged students,
English learners, long-term English learners, students with disabilities, foster youth, and students experiencing
homelessness, when there are at least 30 students in the subgroup or at least 15 foster youth, students experiencing
homelessness, or long-term English learners.  (Education Code 52052)

Beginning July 1, 2025, if the district is identified by the California Department of Education (CDE) as needing an
improvement plan pursuant to 34 CFR 300.600-300.647, the Board shall adopt, and update on an annual basis, an
Individual with Disabilities Education Act (IDEA) Addendum, based on the template adopted by SBE. However, if the
district adopts an improvement plan after being identified, but before July 1, 2025, the IDEA Addendum shall be
developed upon expiration of the adopted improvement plan, but no later than July 1, 2028, whichever occurs first.
The IDEA addendum shall be developed, reviewed, and approved in conjunction with and in the same manner as the
LCAP and the annual update, and shall be submitted to CDE within 15 days of adoption by the Board.  (Education
Code 52064.3)

The Superintendent or designee shall review the school plan for student achievement (SPSA) submitted by each
district school pursuant to Education Code 64001 to ensure that the specific actions included in the LCAP are
consistent with strategies included in the SPSA.  (Education Code 52062)

The LCAP shall also be aligned with other district and school plans, to the extent possible, in order to minimize
duplication of effort and provide clear direction for program implementation.

As part of the adoption of the LCAP and the annual update, the Board shall separately adopt a local control funding
formula budget overview for parents/guardians, based on the template developed by SBE, which includes specified
information relating to the district's budget. The budget overview shall be adopted, reviewed, and approved in the
same manner as the LCAP and the annual update.  (Education Code 52064.1)

Advisory Committees

The Board shall establish a parent advisory committee, which shall be composed of a majority of parents/guardians
and shall include parents/guardians of unduplicated students and parents/guardians of students with disabilities.
 (Education Code 52063; 5 CCR 15495)

Whenever district enrollment includes at least 15 percent English learners, with at least 50 students who are English
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learners, the Board shall establish an English learner parent advisory committee, which shall be composed of a
majority of parents/guardians of English learners.  (Education Code 52063; 5 CCR 15495)

Beginning July 1, 2024, unless a student advisory committee is established to provide advice to the Board and
Superintendent, two students shall be included as full members of the parent advisory committee. The students shall
serve for a renewable term of one full school year.  (Education Code 52063)

Student members of the parent advisory committee or the student advisory committee shall represent the diversity
of the district's students, including geographical, socioeconomic, cultural, physical, and educational diversity, and
particular effort shall be made to reach out to at-risk or disadvantaged students to serve as members of such
committees.  (Education Code 52063)

The Superintendent or designee shall present the LCAP and the annual update to each of these committee(s) before
they are submitted to the Board for adoption, and shall respond in writing to comments received from the
committee(s).

LCAP Development and Consultation

The Superintendent or designee shall gather data and information needed for effective and meaningful development
of the LCAP and present it to the Board and community. Such data and information shall include, but not be limited
to, data regarding the number of students in student subgroups, disaggregated data on student achievement levels,
and information about current programs and expenditures.

The Board shall consult with teachers, principals, administrators, other school personnel, employee bargaining units,
parents/guardians, and students in developing the LCAP and the annual update. Consultation with students shall
enable unduplicated students and other numerically significant student subgroups to review and comment on LCAP
development and may include surveys of students, student forums and committees, and/or meetings with student
government bodies or other groups representing students.  (Education Code 52060; 5 CCR 15495)

As part of the parent/guardian and community engagement process, the district shall solicit input on effective and
appropriate instructional methods, including, but not limited to, establishing language acquisition programs to enable
all students, including English learners and native English speakers, to have access to the core academic content
standards and to become proficient in English.  (Education Code 305-306)

The Superintendent or designee shall consult with the administrator(s) of the special education local plan area of
which the district is a member to ensure that specific actions for students with disabilities are included in the LCAP
and are consistent with strategies included in the annual assurances support plan for the education of students with
disabilities.  (Education Code 52062)

The Superintendent or designee shall notify members of the public of the opportunity to submit written comments
regarding the specific actions and expenditures proposed to be included in the LCAP and the annual update. The
notification shall be provided using the most efficient method of notification possible, which may not necessarily
include producing printed notices or sending notices by mail. All written notifications related to the LCAP and the
annual update shall be provided in the primary language of parents/guardians when required by Education Code
48985.  (Education Code 52062)

The Board shall hold at least one public hearing to solicit the recommendations and comments of members of the
public regarding the specific actions and expenditures proposed to be included in the LCAP and the annual update.
The public hearing shall be held at the same meeting as the budget hearing required pursuant to Education Code
42127 and Board Policy 3100 - Budget.  (Education Code 52062)

Adoption and Submission

The Board shall adopt the LCAP and the annual update prior to adopting the district budget, but at the same public
meeting. This meeting shall be held after the public hearing described above, but not on the same day as the hearing.
 (Education Code 52062)



Not later than five days after adoption of the LCAP, the annual update, the district budget, and the budget overview
for parents/guardians, the Board shall file the LCAP, the annual update, the budget, and the budget overview with
the County Superintendent of Schools.  (Education Code 42127, 52064.1, 52070)

If the County Superintendent sends, by August 15, a written request for clarification of the contents of the LCAP and
the annual update, the Board shall respond in writing within 15 days of the request. If the County Superintendent
then submits recommendations for amendments within 15 days of receiving the Board's response, the Board shall
consider those recommendations in a public meeting within 15 days of receiving the recommendations.  (Education
Code 52070)

If the County Superintendent does not approve the district's LCAP and the annual update, the Board shall accept
technical assistance from the County Superintendent focused on revising the LCAP and the annual update so that
they can be approved.  (Education Code 52071)

Revisions

The Board may adopt revisions to the LCAP and the annual update at any time during the period in which it is in
effect, provided the Board follows the process to adopt the LCAP and the annual update pursuant to Education Code
52062 and the revisions are adopted in a public meeting.

Monitoring Progress and Complaints

The Superintendent or designee shall report to the Board, at least annually in accordance with the timeline and
indicators established by the Superintendent and the Board, regarding the district's progress toward attaining each
goal identified in the LCAP. Evaluation shall include, but not be limited to, an assessment of district and school
performance reported on the California School Dashboard. Evaluation data shall be used to recommend any
necessary revisions to the LCAP.

Any complaint that the district has not complied with legal requirements pertaining to the LCAP may be filed
pursuant to Administrative Regulation 1312.3 - Uniform Complaint Procedures.  (Education Code 52075)

Technical Assistance

If the district's LCAP and the annual update are not approved, the district shall accept technical assistance or other
intervention that may be required pursuant to Education Code 52071.



Policy 3260: Fees And Charges Status: ADOPTED

Original Adopted Date: 04/11/2019 | Last Revised Date: 01/12/2023 | Last Reviewed Date: 01/12/2023

The Governing Board recognizes its responsibility to ensure that books, materials, equipment, supplies, and other
resources necessary for student participation in the district's educational program are made available to students at
no cost.

No student shall be required to pay a fee, deposit, or other charge for participation in an educational activity which
constitutes an integral fundamental part of the district's educational program, including curricular and extracurricular
activities.  (Education Code 49010, 49011; 5 CCR 350)

As necessary, the Board may approve fees, deposits, and other charges which are specifically authorized by law.
When approving such fees, deposits, or charges, establishing fee schedules, or determining whether waivers or
exceptions should be granted, the Board shall consider relevant data, including the socioeconomic conditions of
students' families and their ability to pay.

The prohibition against student fees shall not prevent the district from soliciting for donations, conducting
fundraising activities, or providing prizes or other recognition for participants in such activities and events. The
Superintendent or designee shall emphasize that participation of students, parents/guardians, district employees,
volunteers, or educational or civic organizations in such activities and events is voluntary. The district shall not offer
or award to a student any course credit or privileges related to educational activities in exchange for voluntary
donations or participation in fundraising activities by or on behalf of the student. The district also shall not remove or
threaten to remove from a student any course credit or privileges related to educational activities, or otherwise
discriminate against the student, due to a lack of voluntary donations or participation in fundraising activities by or
on behalf of the student.

The Superintendent or designee may provide information or professional development opportunities to
administrators, teachers, and other personnel regarding permissible fees.

Complaints

A complaint alleging district noncompliance with the prohibition against requiring student fees, deposits, or other
charges shall be filed in accordance with the district's procedures in BP/AR 1312.3 - Uniform Complaint Procedures.
 (Education Code 49013)

If, upon investigation, the district finds merit in the complaint, the Superintendent or designee shall recommend and
the Board shall adopt an appropriate remedy to be provided to all affected students and parents/guardians in
accordance with 5 CCR 4600.

Information related to the prohibition against requiring students to pay fees for participation in an educational
activity shall be included in the district's annual notification of uniform complaint procedures to be provided to all
students, parents/guardians, employees, and other interested parties pursuant to 5 CCR 4622.  (Education Code
49013)

Collection of Debt

The Superintendent or designee shall, in accordance with law, recover any debt owed to the district as a result of
unpaid permissible student fees approved by the Board. However, the district shall not bill a current or former
student for accumulated debt, nor take negative action against a student or former student because of such debt,
including, but not limited to, any of the following:  (Education Code 49014)

1. Denying full credit for any class assignment
 

Board Policy Manual
Pioneer Union Elementary School District



2. Denying full and equal participation in any classroom activity
 

3. Denying access to the library or other on-campus educational facilities
 

4. Denying or withholding grades or transcripts
 

5. Denying or withholding a diploma
 

6. Limiting or barring participation in an extracurricular activity, club, or sport
 

7. Limiting or excluding the student from participation in an educational activity, field trip, or school ceremony



Policy 5141.21: Administering Medication And Monitoring Health Conditions Status: ADOPTED

Original Adopted Date: 01/09/2020 | Last Revised Date: 04/23/2024 | Last Reviewed Date: 04/23/2024

The Governing Board believes that regular school attendance is critical to student learning and that students who
need to take medication prescribed or ordered for them by their authorized health care providers should be able to
participate in the educational program.

Any medication prescribed for a student with a disability who is qualified to receive services under the Individuals
with Disabilities Education Act or Section 504 of the Rehabilitation Act of 1973 shall be administered in accordance
with the student's individualized education program or Section 504 services plan, as applicable.

For the administration of medication to other students during school or school-related activities, the Superintendent
or designee shall develop protocols which shall include options for allowing parents/guardians to administer
medication to their child at school, designate other individuals to do so on their behalf, and, with the student's
authorized health care provider's approval, request the district's permission for the student to self-administer a
medication or self-monitor and/or self-test for a medical condition. Such processes shall be implemented in a manner
that preserves campus security, minimizes instructional interruptions, and promotes student safety and privacy.

The Superintendent or designee shall make epinephrine auto-injectors available at each school for providing
emergency medical aid to any person suffering, or reasonably believed to be suffering, from an anaphylactic reaction.
 (Education Code 49414)

In accordance with law, the Superintendent or designee may make naloxone hydrochloride or another opioid
antagonist and stock albuterol inhalers available at each school for providing emergency medical aid to any person
suffering or reasonably believed to be suffering from opioid overdose or respiratory distress.  (Education Code
49414.3, 49414.7)

 Because of the conflict between state and federal law regarding the legality of medicinal cannabis, the Board
prohibits the administration of medicinal cannabis to students on school grounds by parents/guardians or school
personnel.

The Superintendent or designee shall collaborate with city and county emergency responders, including local public
health administrators, to design procedures or measures for addressing an emergency such as a public disaster or
epidemic.

Administration of Medication by School Personnel

When allowed by law, medication prescribed to a student by an authorized health care provider may be administered
by a school nurse or, when a school nurse or other medically licensed person is unavailable and the physician has
authorized administration of medication by unlicensed personnel for a particular student, by other designated school
personnel with appropriate training. School nurses and other designated school personnel shall administer
medications to students in accordance with law, Board policy, administrative regulation, and, as applicable, the
written statement provided by the student's parent/guardian and authorized health care provider. Such personnel
shall be afforded appropriate liability protection.

The Superintendent or designee shall ensure that school personnel designated to administer any medication receive
appropriate training and, as necessary, retraining from qualified medical personnel before any medication is
administered. At a minimum, the training shall cover how and when such medication should be administered, the
recognition of symptoms and treatment, emergency follow-up procedures, and the proper documentation and
storage of medication. Such trained, unlicensed designated school personnel shall be supervised by, and provided
with immediate communication access to, a school nurse, physician, or other appropriate individual.

The Superintendent or designee shall maintain documentation of the training and ongoing supervision, as well as
annual written verification of competency of other designated school personnel.
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Policy 4020: Drug And Alcohol-Free Workplace Status: ADOPTED

Original Adopted Date: 08/10/1989 | Last Revised Date: 03/10/2011

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

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

Employees are prohibited from being under the influence of controlled substances or alcohol while on duty. For
purposes of this policy, on duty means while an employee is on duty during both instructional and noninstructional
time in the classroom or workplace, at extracurricular or cocurricular activities, or while transporting students or
otherwise supervising them. Under the influence means that the employee's capabilities are adversely or negatively
affected, impaired, or diminished to an extent that impacts the employee's ability to safely and effectively perform
his/her job.

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

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

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

In accordance with law and the district's collective bargaining agreements, the Superintendent or designee shall take
appropriate disciplinary action, up to and including termination, against an employee for violating the terms of this
policy and/or shall require the employee to satisfactorily participate in and complete a drug assistance or
rehabilitation program approved by a federal, state, or local public health or law enforcement agency or other
appropriate agency.

Drug-Free Awareness Program

The Superintendent or designee shall establish a drug-free awareness program to inform employees about:
(Government Code 8355; 41 USC 701)

1. The dangers of drug abuse in the workplace

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

3. Available drug counseling, rehabilitation, and employee assistance programs

4. The penalties that may be imposed on employees for drug abuse violations occurring in the workplace
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Policy 5141: Health Care And Emergencies Status: ADOPTED

Original Adopted Date: 05/12/2016

The Governing Board recognizes the importance of taking appropriate action whenever an emergency threatens the
safety, health, or welfare of a student at school or during school-sponsored activities.

(cf. 0450 - Comprehensive Safety Plan)

(cf. 3516 - Emergencies and Disaster Preparedness Plan)

(cf. 5141.21 - Administering Medication and Monitoring Health Conditions)

(cf. 5141.22 - Infectious Diseases)

(cf. 5142 - Safety)

The Superintendent or designee shall develop procedures to ensure that first aid and/or medical attention is
provided as quickly as possible when accidents and injuries to students occur and that parents/guardians are notified
as appropriate.

(cf. 3530 - Risk Management/Insurance)

(cf. 5143 - Insurance)

(cf. 6145.2 - Athletic Competition)

The Superintendent or designee shall ask parents/guardians to provide emergency contact information in order to
facilitate communication in the event of an accident or illness.

District staff shall appropriately report and document student accidents.

"Do Not Resuscitate" Orders

The Board believes that staff members should not be placed in the position of determining whether or not to follow
any parental or medical "do not resuscitate" orders. Staff shall not accept or follow any such orders except under the
specific written direction of the Superintendent or designee. The Superintendent or designee may only direct a staff
member to follow a "do not resuscitate" order if he/she has received a written parent/guardian authorization, with an
authorized health care provider statement, and an order of an appropriate court.

The Superintendent or designee shall ensure that parents/guardians who have submitted a "do not resuscitate" order
are informed of this policy.

Automated External Defibrillators

The Board authorizes the Superintendent or designee to place automated external defibrillators (AEDs) at designated
school sites for use by school employees in an emergency.

The Superintendent or designee shall develop guidelines for employees regarding these devices and shall ensure that
employees receive information that describes sudden cardiac arrest, the school's emergency response plan, and the
proper use of an AED. The guidelines shall also specify the placement, security, and maintenance of the AED.

The authorization of AEDs in district schools shall not be deemed to create a guarantee that an AED will be present
or will be used in the case of an emergency, or that a trained employee will be present and/or able to use an AED in
an emergency, or that the AED will operate properly.
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Policy 3513.3: Tobacco-Free Schools Status: ADOPTED

Original Adopted Date: 10/13/2016

The Governing Board recognizes that smoking and other uses of tobacco and nicotine products constitute a serious
public health hazard and are inconsistent with district goals to provide a healthy environment for students and staff.

(cf. 3514 - Environmental Safety)

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

(cf. 5030 - Student Wellness)

(cf. 5131.62 - Tobacco)

(cf. 5141.23 - Asthma Management)

(cf. 6142.8 - Comprehensive Health Education)

(cf. 6143 - Courses of Study)

The Board prohibits smoking and/or the use of tobacco products at any time in district-owned or leased buildings, on
district property, and in district vehicles. (Health and Safety Code 104420, 104559)

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

(cf. 1330 - Use of School Facilities)

(cf. 1330.1 - Joint Use Agreements)

Smoking means inhaling, exhaling, burning, or carrying of any lighted or heated cigar, cigarette, pipe, tobacco, or plant
product intended for inhalation, whether natural or synthetic, in any manner or form, and includes the use of an
electronic smoking device that creates aerosol or vapor or of any oral smoking device for the purpose of
circumventing the prohibition of smoking. (Business and Professions Code 22950.5; Education Code 48901)

Tobacco products include: (Business and Professions Code 22950.5; Education Code 48901)

1. Any product containing, made, or derived from tobacco or nicotine that is intended for human consumption,
whether smoked, heated, chewed, absorbed, dissolved, inhaled, snorted, sniffed, or ingested by any other means,
including, but not limited to, cigarettes, cigars, little cigars, chewing tobacco, pipe tobacco, or snuff

2. An electronic device that delivers nicotine or other vaporized liquids to the person inhaling from the device,
including, but not limited to, an electronic cigarette, cigar, pipe, or hookah

3. Any component, part, or accessory of a tobacco product, whether or not sold separately

This policy does not prohibit the use or possession of prescription products and other cessation aids that have been
approved by the U.S. Department of Health and Human Services, Food and Drug Administration, such as nicotine
patch or gum.

Smoking or use of any tobacco-related product or disposal of any tobacco-related waste is prohibited within 25 feet
of any playground, except on a public sidewalk located within 25 feet of the playground. In addition, any form of
intimidation, threat, or retaliation against a person for attempting to enforce this policy is prohibited. (Health and
Safety Code 104495)
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Policy 4119.43: Universal Precautions Status: ADOPTED

Original Adopted Date: 08/13/2020

In order to protect all employees from contact with potentially infectious blood or other body fluids, the Governing
Board requires that universal precautions be observed throughout the district. Universal precautions are appropriate
for preventing the spread of all infectious diseases and shall be used regardless of whether bloodborne pathogens
are known to be present.

(cf. 4157/4257/4357 - Employee Safety)

(cf. 5141 - Health Care and Emergencies)

(cf. 5141.22 - Infectious Diseases)

(cf. 5141.24 - Specialized Health Care Services)

(cf. 5141.6 - School Health Services)

(cf. 6145.2 - Athletic Competition)

The Superintendent or designee shall distribute to employees information provided by the California Department of
Education (CDE) regarding acquired immune deficiency syndrome (AIDS), AIDS-related conditions, and hepatitis B.
This information shall include, but not be limited to, any appropriate methods employees may use to prevent
exposure to AIDS and hepatitis B, including information concerning the availability of a vaccine to prevent
contraction of hepatitis B, and that the cost of this vaccination may be covered by the health plan of the employees.
Information shall be distributed annually, or more frequently if there is new information supplied by CDE. (Health and
Safety Code 120875, 120880)

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

Information regarding universal precautions may be included in employee handbooks.

Employees shall immediately report any exposure incident or first aid incident in accordance with the district's
exposure control plan for bloodborne pathogens or other safety procedures.

(cf. 4119.42/4219.42/4319.42 - Exposure Control Plan for Bloodborne Pathogens)
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Policy 0410: Nondiscrimination In District Programs And Activities Status: ADOPTED

Original Adopted Date: 08/09/2018 | Last Revised Date: 11/08/2023 | Last Reviewed Date: 11/08/2023

This policy shall apply to all acts related to a school activity or school attendance and to all acts of the Governing
Board and the Superintendent in enacting policies and procedures that govern the district.

The Board is committed to providing equal opportunity for all individuals in district programs and activities. District
programs, activities, and practices shall be free from unlawful discrimination, including discrimination against an
individual or group based on race, color, ancestry, nationality, national origin, immigration status, ethnic group
identification, ethnicity, age, religion, marital status, pregnancy, parental status, reproductive health decisionmaking,
physical or mental disability, medical condition, sex, sexual orientation, gender, gender identity, gender expression,
veteran or military status, or genetic information; a perception of one or more of such characteristics; or association
with a person or group with one or more of these actual or perceived characteristics.

All individuals shall be treated equitably in the receipt of district and school services. Personally identifiable
information collected in the implementation of any district program, including, but not limited to, student and family
information for the free and reduced-price lunch program, transportation, or any other educational program, shall be
used only for the purposes of the program, except when the Superintendent or designee authorizes its use for
another purpose in accordance with law. Resources and data collected by the district shall not be used, directly or by
others, to compile a list, registry, or database of individuals based on race, gender, sexual orientation, religion,
ethnicity, national origin, or immigration status or any other category identified above.

District programs and activities shall be free of any discriminatory use, selection, or rejection of textbooks,
instructional materials, library books, or similar educational resources.

The use of any textbook, instructional material, supplemental instructional material, or other curriculum for
classroom instruction, or any book or other resource in a school library shall not be rejected or prohibited by the
Board or district on the basis that it includes a study of the role and contributions of any individual or group
consistent with the requirements of Education Code 51204.5 and 60040, unless such study would violate Education
Code 51501 or 60044.  (Education Code 243)

District programs and activities shall be free of any racially derogatory or discriminatory school or athletic team
names, mascots, or nicknames.

The Superintendent or designee shall annually review district programs and activities to ensure the removal of any
derogatory or discriminatory name, image, practice, or other barrier that may unlawfully prevent an individual or
group in any of the protected categories stated above from accessing district programs and activities. The
Superintendent or designee shall take prompt, reasonable actions to remove any identified barrier. The
Superintendent or designee shall report the findings and recommendations to the Board after each review.

All allegations of unlawful discrimination in district programs and activities shall be brought, investigated, and
resolved in accordance with Board Policy 1312.3 - Uniform Complaint Procedures.

Pursuant to 34 CFR 104.8 and 34 CFR 106.8, the Superintendent or designee shall notify students,
parents/guardians, employees, employee organizations, applicants for admission and employment, and sources of
referral for applicants about the district's policy on nondiscrimination and related complaint procedures. Such
notification shall be included in the annual parental notification distributed pursuant to Education Code 48980 and,
as applicable, in announcements, bulletins, catalogs, handbooks, application forms, or other materials distributed by
the district. The notification shall also be posted on the district's website and social media and in district schools and
offices, including staff lounges, student government meeting rooms, and other prominent locations as appropriate.

In addition, the annual parental notification shall inform parents/guardians of their children's right to a free public
education regardless of immigration status or religious beliefs, including information on educational rights issued by
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the California Attorney General. Alternatively, such information may be provided through any other cost-effective
means determined by the Superintendent or designee.  (Education Code 234.7)

The district's nondiscrimination policy and related informational materials shall be published in a format that
parents/guardians can understand. In addition, when 15 percent or more of a school's students speak a single
primary language other than English, those materials shall be translated into that other language.  (Education Code
48985; 20 USC 6312)

Access for Individuals with Disabilities

District programs and facilities, viewed in their entirety, shall be in compliance with the Americans with Disabilities
Act (ADA) and any implementing standards and/or regulations. When structural changes to existing district facilities
are needed to provide individuals with disabilities access to programs, services, activities, or facilities, the
Superintendent or designee shall develop a transition plan that sets forth the steps for completing the changes.

The Superintendent or designee shall ensure that the district provides appropriate auxiliary aids and services when
necessary to afford individuals with disabilities equal opportunity to participate in or enjoy the benefits of a service,
program, or activity. These aids and services may include, but are not limited to, qualified interpreters or readers,
assistive listening devices, assistive technologies or other modifications to increase accessibility to district and school
websites, notetakers, written materials, taped text, and Braille or large-print materials. Individuals with disabilities
shall notify the Superintendent or designee if they have a disability that requires special assistance or services.
Reasonable notification should be given prior to a school-sponsored function, program, or meeting.

The individual identified in Administrative Regulation 1312.3 - Uniform Complaint Procedures as the employee
responsible for coordinating the district's response to complaints and for complying with state federal civil rights
laws is hereby designated as the district's ADA coordinator. The compliance officer shall receive and address
requests for accommodation submitted by individuals with disabilities, and shall investigate and resolve complaints
regarding their access to district programs, services, activities, or facilities.

Superintendent

6862 Mt. Aukum Road

530-620-3556

 



Policy 4030: Nondiscrimination In Employment Status: ADOPTED

Original Adopted Date: 04/11/2019 | Last Revised Date: 04/13/2023 | Last Reviewed Date: 04/13/2023

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

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

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

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

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

1. Hiring, compensation, terms, conditions, and other privileges of employment

 
2. Taking of adverse employment actions such as termination or denial of employment, promotion, job

assignment, or training
 

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

 
4. Actions and practices identified as unlawful or discriminatory pursuant to Government Code 12940 or 2 CCR

11006-11086, such as:
 

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

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

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

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

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

health decisionmaking

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

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

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

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

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

Any district employee who engages in prohibited discrimination, harassment, or retaliation or who aids, abets, incites,
compels, or coerces another to engage or attempt to engage in such behavior in violation of this policy shall be
subject to disciplinary action, up to and including dismissal.

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



 

Regulation 4031: ^Complaints Concerning Discrimination In Employment Status: ADOPTED

Original Adopted Date: 07/13/1989 | Last Revised Date: 01/13/2011 | Last Reviewed Date: 01/13/2011

Complaint Procedure

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

1. Notice and Receipt of Complaint: Any employee or job applicant (the "complainant") who believes he/she has been subjected to prohibited discrimination or harassment shall promptly inform his/her supervisor, the district's
Coordinator for Nondiscrimination in Employment, or the Superintendent.

The complainant may file a written complaint in accordance with this procedure, or if he/she is an employee, may first attempt to resolve the situation informally with his/her supervisor.

A supervisor or manager who has received information about an incident of discrimination or harassment, or has observed such an incident, shall report it to the Coordinator, whether or not the complainant files a written
complaint.

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

2. Investigation Process: The Coordinator shall initiate an impartial investigation of an allegation of discrimination or harassment within five school days of receiving notice of the behavior, regardless of whether a written
complaint has been filed or whether the written complaint is complete.

The Coordinator shall meet with the complainant to describe the district's complaint procedure and discuss the actions being sought by the complainant in response to the allegation. The Coordinator shall inform the
complainant that the allegations will be kept confidential to the extent possible, but that some information may be revealed as necessary to conduct an effective investigation.

If the Coordinator determines that a detailed fact-finding investigation is necessary, he/she shall begin the investigation immediately. As part of this investigation, the Coordinator should interview the complainant, the
person accused, and other persons who could be expected to have relevant information.

When necessary to carry out his/her investigation or to protect employee or student safety, the Coordinator may discuss the complaint with the Superintendent or designee, district legal counsel, or the district's risk
manager.

The Coordinator also shall determine whether interim measures, such as scheduling changes, transfers, or leaves, need to be taken before the investigation is completed to ensure that further incidents do not occur. The
Coordinator shall ensure that such interim measures do not constitute retaliation.

3. Written Report on Findings and Corrective Action: No more than 30 days after receiving the complaint, the Coordinator shall conclude the investigation and prepare a written report of his/her findings. This timeline may be
extended for good cause. If an extension is needed, the Coordinator shall notify the complainant and explain the reasons for the extension.

The report shall include the decision and the reasons for the decision and shall summarize the steps taken during the investigation. If a determination has been made that discrimination or harassment occurred, the report
also shall include any corrective action(s) that have been or will be taken to address the behavior, correct the effect on the complainant, and ensure that retaliation or further discrimination or harassment does not occur.

The report shall be presented to the complainant, the person accused, and the Superintendent or designee.

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

Other Remedies

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

1. To file a valid complaint with DFEH, within one year of the alleged discriminatory act(s), unless an exception exists pursuant to Government Code 12960 (Government Code

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

3. To file a valid complaint with EEOC after first filing a complaint with DFEH, within 300 days of the alleged discriminatory act(s) or within 30 days after the termination of proceedings by DFEH, whichever is earlier (42
USC 2000e-5)
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Regulation 4161.8: Family Care And Medical Leave Status: ADOPTED

Original Adopted Date: 06/14/2018 | Last Revised Date: 08/10/2023 | Last Reviewed Date: 08/10/2023

The district shall not deny any eligible employee the right to family care or medical leave pursuant to the Family and
Medical Leave Act (FMLA) or the California Family Rights Act (CFRA), or to Pregnancy Disability Leave (PDL), when
an employee is disabled by a pregnancy, childbirth, or related medical condition. The district shall not interfere with,
restrain, or deny the exercise of an employee's right to any such leave, nor shall the district discharge, discriminate
against, or retaliate against an employee for taking such leave, opposing or challenging an unlawful employment
practice in relation to any of these laws, or being involved in any related inquiry or proceeding.  (Government Code
12945, 12945.2; 2 CCR 11094; 29 USC 2615)

Definitions

The words and phrases defined below shall have the same meaning throughout this administrative regulation except
where a different meaning is otherwise specified.

Child means a biological, adopted, or foster child; a stepchild; a legal ward; or a person to whom the employee stands
in loco parentis. For purposes of CFRA leave, child also includes a child of a registered domestic partner.
 (Government Code 12945.2; 2 CCR 11087; 29 USC 2611)

Designated person, for CFRA purposes, means any individual related by blood, or whose association with the
employee is the equivalent of a family relationship.  (Government Code 12945.2)

Eligible employee, for FMLA and CFRA purposes, means an employee who has been employed with the district for at
least 12 months and who has at least 1,250 hours of service with the district during the 12 months immediately
preceding the leave. However, these requirements shall not apply when an employee applies for PDL.  (Government
Code 12945.2; 2 CCR 11087; 29 USC 2611; 29 CFR 825.110)

Eligible family member means an employee's child, parent, or spouse. For purposes of leave to care for a family
member with a serious health condition pursuant to CFRA, eligible family member includes an employee's child,
parent, parent-in-law, spouse, registered domestic partner, grandparent, grandchild, sibling, or designated person.
 (Government Code 12945.2; 2 CCR 11087; 29 USC 2612)

Employee disabled by pregnancy means an employee whose health care provider states that the employee is:  (2 CCR
11035)

1. Unable because of pregnancy to perform any one or more of the essential functions of the job or to perform
any of them without undue risk to the employee or other persons or to the pregnancy's successful completion
 

2. Suffering from severe "morning sickness" or needs to take time off for prenatal or postnatal care, bed rest,
gestational diabetes, pregnancy-induced hypertension, preeclampsia, postpartum depression, childbirth, loss or
end of pregnancy, recovery from childbirth or loss or end of pregnancy, or any other pregnancy-related
condition

Parent means a biological, foster, or adoptive parent; a parent-in-law; a stepparent; a legal guardian; or another
person who stood in loco parentis to the employee when the employee was a child. However, for FMLA purposes,
parent does not include a spouse's parents.  (Government Code 12945.2; 2 CCR 11087; 29 USC 2611; 29 CFR
825.122)

Serious health condition means an illness, injury (including, but not limited to, on-the-job injuries), impairment, or
physical or mental condition of the employee or an eligible family member of the employee that involves either
inpatient care or continuing treatment, including treatment for substance abuse, as follows:  (Government Code
12945.2; 2 CCR 11087, 11097; 29 USC 2611, 2612; 29 CFR 825.113-825.115)

1. Inpatient care in a hospital, hospice, or residential health care facility, any subsequent treatment in connection
with such inpatient care, or any period of incapacity.

A person is considered an inpatient when formally admitted to a health care facility with the expectation of
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remaining overnight and occupying a bed, even if it later develops that the person can be discharged or
transferred to another facility and does not actually remain overnight.

Incapacity means the inability to work, attend school, or perform other regular daily activities due to a serious
health condition, its treatment, or the recovery that it requires.
 

2. Continuing treatment or continuing supervision by a health care provider, including one or more of the
following:
 

a. A period of incapacity of more than three consecutive full days
 

b. Any period of incapacity or treatment for such incapacity due to a chronic serious health condition
 

c. Any period of incapacity due to pregnancy or for prenatal care under FMLA
 

d. Any period of incapacity which is permanent or long term due to a condition for which treatment may
not be effective
 

e. Any period of absence to receive multiple treatments, including recovery, by a health care provider

Spouse means a partner in marriage as defined in Family Code 300, including same sex partners in marriage. For
purposes of CFRA leave, spouse also includes a registered domestic partner within the meaning of Family Code 297-
297.5.  (Family Code 297, 297.5, 300; 2 CCR 11087; 29 CFR 825.122)

Eligibility/Purposes of Leave

The district shall grant FMLA or CFRA leave to eligible employees for any of the following reasons:  (Government
Code 12945.2; 29 USC 2612; 29 CFR 825.112, 825.126, 825.127)

1. The birth of a child of the employee or placement of a child with the employee in connection with the
employee's adoption or foster care of the child (parental leave)
 

2. The care of an eligible family member with a serious health condition
 

3. The employee's own serious health condition that makes the employee unable to perform the job functions of
the position

 
4. A qualifying exigency arising out of the fact that the employee's spouse, child, parent, or, for CFRA leave only,

a registered domestic partner, is a military member on covered active duty or call to covered active duty (or
has been notified of an impending call or order to covered active duty)

 
5. The care of a covered servicemember with a serious injury or illness when the employee is a spouse, child,

parent, or next of kin of the covered servicemember

In addition, the district shall grant PDL to any employee who is disabled by pregnancy, childbirth, or other related
medical condition.  (Government Code 12945; 2 CCR 11037)

Terms of Leave

An eligible employee shall be entitled to a total of 12 work weeks of FMLA or CFRA leave during any 12-month
period, except in the case of leave to care for a covered servicemember as provided under "Military Caregiver Leave"
below. To the extent allowed by law, CFRA and FMLA leaves shall run concurrently.  (Government Code 12945.2; 29
USC 2612)

The 12-month period shall be measured forward from the date the employee's first family care and medical leave
begins.  (29 CFR 825.200)



In addition, any employee who is disabled by pregnancy, childbirth, or other related condition shall be entitled to PDL
for the period of the disability not to exceed four months. For a part-time employee, the four months shall be
calculated on a proportional basis.  (Government Code 12945; 2 CCR 11042)

PDL shall run concurrently with FMLA leave for disability caused by an employee's pregnancy. At the end of the
employee's FMLA leave for disability caused by pregnancy, or at the end of four months of PDL, whichever occurs
first, a CFRA-eligible employee may request to take CFRA leave of up to 12 work weeks, for the reason of the birth
of a child or to bond with or care for the child.  (Government Code 12945, 12945.2; 2 CCR 11046, 11093)

Leave taken for the birth or placement of a child must be concluded within the 12-month period beginning on the
date of the birth or placement of the child. Such leave does not need to be taken in one continuous period of time.
 (2 CCR 11090; 29 USC 2612)

Each eligible employee shall be granted up to 12 work weeks for family care and medical leave related to the birth or
placement of a child, regardless of whether both parents of the child work for the district.

Use/Substitution of Paid Leave

 During any otherwise unpaid period of FMLA or CFRA leave, except leave for an employee's own serious health
condition, an employee shall use accrued paid leave, including, but not limited to, vacation leave, personal leave, or
family leave. If the leave is for the employee's own serious health condition, the employee shall use accrued paid
leave, including but not limited to, vacation leave, personal leave, or sick leave. During an unpaid period of PDL, the
employee shall use any accrued sick leave and may elect to use any vacation time or other accrued personal time off.
 (Government Code 12945, 12945.2; 2 CCR 11044, 11092; 29 USC 2612)

The district and employee may also come to agreement regarding the use of any additional paid or unpaid time off
instead of using the employee's CFRA leave.  (2 CCR 11092)

Intermittent Leave/Reduced Work or Leave Schedule

PDL and family care and medical leave for the serious health condition of an employee or eligible family member may
be taken intermittently or on a reduced work or leave schedule when medically necessary, as determined by the
health care provider of the person with the serious health condition. However, the district shall limit leave
increments to the shortest period of time that the district's payroll system uses to account for absences or use of
leave provided it is not to be greater than one hour.  (Government Code 12945.2; 2 CCR 11042, 11090; 29 USC
2612)

The basic minimum duration of leave for the birth, adoption, or foster care placement of a child shall be two weeks.
However, the district shall grant a request for such leave of less than two weeks on any two occasions.  (2 CCR
11090; 29 USC 2612)

The district may require an employee to transfer temporarily to an available alternative position under any of the
following circumstances:  (2 CCR 11041, 11090; 29 USC 2612)

1. The employee needs intermittent leave or leave on a reduced work schedule that is foreseeable based on a
planned medical treatment for the employee or family member

 
2. A medical certification is provided by the employee's health care provider that, because of pregnancy, the

employee has a medical need to take intermittent leave or leave on a reduced work schedule
 

3. The district agrees to permit intermittent leave or leave on a reduced work schedule due to the birth, adoption,
or foster care placement of the employee's child

The alternative position must have equivalent pay and benefits and must better accommodate recurring periods of



leave than the employee's regular job, and the employee must be qualified for the position. Transfer to an alternative
position may include altering an existing job to better accommodate the employee's need for intermittent leave or a
reduced work or leave schedule.  (2 CCR 11041, 11090; 29 USC 2612)

Request for Leave

The district shall consider an employee's request for PDL or family care and medical leave only if the employee
provides at least verbal notice sufficient to make the district aware of the need to take the leave and the anticipated
timing and duration of the leave.  (2 CCR 11050, 11091)

For family care and medical leave, the employee need not expressly assert or mention FMLA/CFRA to satisfy this
requirement. However, the employee must state the reason the leave is needed (e.g., birth of child, medical
treatment). If more information is necessary to determine whether the employee is eligible for family care and
medical leave, the Superintendent or designee shall inquire further and obtain the necessary details of the leave to
be taken.  (2 CCR 11091)

The district shall respond to requests for leave as soon as practicable, but no later than five business days after
receiving the employee's request.  (2 CCR 11091)

Based on the information provided by the employee, the Superintendent or designee shall designate the leave, paid
or unpaid, as FMLA/CFRA qualifying leave and shall give notice of such designation to the employee. Failure of an
employee to respond to permissible inquiries regarding the leave request may result in denial of CFRA protection if
the district is unable to determine whether the leave is CFRA qualifying.  (2 CCR 11091; 29 CFR 825.300)

When an employee is able to foresee the need for PDL or family care and medical leave at least 30 days in advance
of the leave, the employee shall provide the district with at least 30 days advance notice before the leave. When the
30 days' notice is not practicable because of a lack of knowledge of when leave will be required to begin, a change in
circumstances, a medical emergency, or other good cause, the employee shall provide the district with notice as soon
as practicable. Failure of an employee to provide required notice may result in a denial of leave.  (2 CCR 11050,
11091)

In all instances, the employee shall consult with the Superintendent or designee and make a reasonable effort to
schedule, subject to the health care provider's approval, any planned appointment or medical treatment or
supervision so as to minimize disruption to district operations.  (Government Code 12945.2; 2 CCR 11050, 11091)

An eligible employee may request CFRA leave to care for a designated person with a serious health condition. The
employee may identify the designated person at the time of the employee's request for the leave. The district may
limit an employee to using CFRA leave to care for one designated person per 12-month period.  (Government Code
12945.2; Labor Code 245.5)

Certification of Health Condition

Within five business days of an employee's request for family care and medical leave for the serious health condition
of the employee or an eligible family member, the Superintendent or designee shall request that the employee
provide certification by a health care provider of the need for leave. Upon receiving the district's request, the
employee shall provide the certification within 15 calendar days, unless either the Superintendent or designee
provides additional time or it is not practicable under the particular circumstances, despite the employee's diligent,
good faith efforts.  (2 CCR 11087, 11091; 29 CFR 825.305)

The certification shall include the following:  (Government Code 12945.2; 2 CCR 11087; 29 USC 2613)

1. The date on which the serious health condition began
 

2. The probable duration of the condition

 
3. If the employee is requesting leave to care for an eligible family member with a serious health condition, both



of the following:
 

a. Statement that the serious health condition warrants the participation of the employee to provide care,
such as by providing psychological comfort, arranging for third party care, or directly providing or
participating in the medical care of the eligible family member during a period of the treatment or
supervision
 

b. Estimated amount of time the health care provider believes the employee needs to care for the eligible
family member
 

4. If the employee is requesting leave because of the employee's own serious health condition, a statement that
due to the serious health condition, the employee is unable to work at all or is unable to perform one or more
essential job functions of the position
 

5. If the employee is requesting leave for intermittent treatment or on a reduced work or leave schedule for
planned medical treatment, a statement of the medical necessity for the leave, the dates on which treatment is
expected to be given, the duration of such treatment, and the expected duration of the leave

The Superintendent or designee shall not request any genetic information related to an employee except as
authorized by law in accordance with the California Genetic Information Nondiscrimination Act of 2011.
 (Government Code 12940)

When an employee has provided sufficient medical certification to enable the district to determine whether the
employee's leave request is FMLA/CFRA-eligible, the Superintendent or designee shall notify the employee within
five business days whether the leave is FMLA/CFRA-eligible. The Superintendent or designee may also retroactively
designate leave as FMLA/CFRA leave as long as appropriate notice is given to the employee and there is no harm or
injury to the employee.  (2 CCR 11091; 29 CFR 825.301)

If the Superintendent or designee has a good faith objective reason to doubt the validity of a certification that
accompanies a request for leave for the employee's own serious health condition, the Superintendent or designee
may require the employee to obtain a second opinion from a district-approved health care provider, at district
expense. If the second opinion is contrary to the first, the Superintendent or designee may require the employee to
obtain a third medical opinion from a third health care provider approved by both the employee and the district,
again at district expense. The opinion of the third health care provider shall be final and binding.  (Government Code
12945.2; 2 CCR 11091; 29 USC 2613)

Certification for PDL

The Superintendent or designee shall request that an employee who is requesting PDL provide certification by a
health care provider of the need for leave at the time the employee gives notice of the need for PDL, or within two
business days of giving the notice. If the need for PDL is unforeseen, the Superintendent or designee shall request
the medical certification within two business days after the leave commences. The Superintendent or designee may
request certification at some later date if the Superintendent or designee has reason to question the appropriateness
of the leave or its duration.  (2 CCR 11050)

For PDL that is foreseeable and for which at least 30 days' notice has been given, the employee shall provide the
medical certification before the leave begins. When this is not practicable, the employee shall provide the
certification within the time frame specified by the Superintendent or designee which must be at least 15 calendar
days after the request, unless it is not practicable under the particular circumstances despite the employee's diligent,
good faith efforts.  (2 CCR 11050)

Medical certification for PDL purposes shall include a statement that the employee needs to take the leave because
the employee is disabled by pregnancy, childbirth, or a related medical condition, the date on which the employee
became disabled because of pregnancy, and the estimated duration of the leave.  (2 CCR 11050)

If additional PDL or family care and medical leave is needed when the time estimated by the health care provider
expires, the district may require the employee to provide recertification in the manner specified for the leave.
 (Government Code 12945.2; 2 CCR 11050; 29 USC 2613)

Release to Return to Work



Upon expiration of an employee's PDL or family care and medical leave taken for the employee's own serious health
condition, the employee shall present certification from the health care provider of the employee's ability to resume
work. The certification shall address the employee's ability to perform the essential job functions of the position.

Rights to Reinstatement

Upon granting an employee's request for PDL or FMLA/CFRA leave, the Superintendent or designee shall guarantee
to reinstate the employee in the same or a comparable position when the leave ends.  (Government Code 12945.2; 2
CCR 11043, 11089; 29 USC 2614)

The district may refuse to reinstate an employee to the same or a comparable position if the FMLA/CFRA leave was
fraudulently obtained by the employee.  (2 CCR 11089; 29 CFR 825.216)

The district may refuse to reinstate an employee to the same position after taking PDL if, at the time the
reinstatement is requested, the employee would not otherwise have been employed in that position for legitimate
business reasons unrelated to the employee's PDL.  (2 CCR 11043)

Maintenance of Benefits/Failure to Return from Leave

During the period when an employee is on PDL or family care and medical leave, the employee shall maintain
employee status with the district and the leave shall not constitute a break in service for purposes of longevity,
seniority under any collective bargaining agreement, or any employee benefit plan.  (Government Code 12945.2; 2
CCR 11092; 29 USC 2614)

For up to a maximum of four months for PDL and 12 work weeks for other family care and medical leave, the district
shall continue to provide an eligible employee the group health plan coverage that was in place before the employee
took the leave. The employee shall reimburse the district for premiums paid during the leave if the employee fails to
return to district employment after the expiration of all available leaves and the failure is for a reason other than the
continuation, recurrence, or onset of a serious health condition or other circumstances beyond the employee's
control.  (Government Code 12945.2; 2 CCR 11044, 11092; 29 USC 2614; 29 CFR 825.213)

In addition, during the period when an employee is on PDL or family care and medical leave, the employee shall be
entitled to continue to participate in other employee benefit plans including life insurance, short-term or long-term
disability insurance, accident insurance, pension and retirement plans, and supplemental unemployment benefit plans
to the same extent and under the same conditions as would apply to an unpaid leave taken for any other purpose.
However, for purposes of pension and retirement plans, the district shall not make plan payments for an employee
during any unpaid portion of the leave period and the leave period shall not be counted for purposes of time accrued
under the plan.  (Government Code 12945.2; 2 CCR 11044, 11092)

Military Family Leave Resulting from Qualifying Exigencies

An eligible employee may take up to 12 work weeks of unpaid FMLA/CFRA leave, during each 12-month period
established by the district in the section entitled "Terms of Leave" above, for one or more qualifying exigencies while
the employee's child, parent, spouse, or, for purposes of CFRA leave, registered domestic partner, who is a military
member is on covered active duty or on call to covered active duty status.  (Government Code 12945.2; 29 USC
2612; 29 CFR 825.126)

Covered active duty means, for members of the Regular Armed forces, duty during the deployment of a member of
the regular Armed Forces to a foreign country or, for members of the Reserve components of the Armed forces, duty
during the deployment of a member of the National Guard or Reserves to a foreign country under a call or an order
to active duty in support of a contingency operation pursuant to law. Deployment to a foreign county includes
deployment to international waters.  (29 USC 2611; 29 CFR 825.126)

Qualifying exigencies include time needed to:  (29 CFR 825.126)

1. Address issues arising from short notice deployment of up to seven calendar days from the date of receipt of



call or order of short notice deployment
 

2. Attend military events and related activities, such as any official ceremony or family assistance program related
to the covered active duty or call to covered active duty status
 

3. Arrange child care or attend school activities arising from the covered active duty or call to covered active
duty, such as arranging for alternative child care, enrolling or transferring a child to a new school, or attending
meetings
 

4. Make or update financial and legal arrangements to address a military member's absence
 

5. Attend counseling provided by someone other than a health care provider
 

6. Spend time (up to 15 calendar days of leave per instance) with a military member who is on short-term,
temporary, rest and recuperation leave during deployment
 

7. Attend to certain post-deployment activities, such as arrival ceremonies or reintegration briefings
 

8. Care for a military member's parent who is incapable of self-care when the care is necessitated by the military
member's covered active duty
 

9. Address any other event that the employee and district agree is a qualifying exigency

The employee shall provide the Superintendent or designee with notice of the need for the qualifying exigency leave
as soon as practicable, regardless of how far in advance such leave is foreseeable.  (29 CFR 825.302)

An employee who is requesting leave for qualifying exigencies shall provide the Superintendent or designee with a
copy of the military member's active duty orders, or other documentation issued by the military, and the dates of the
service. In addition, the employee shall provide the Superintendent or designee with certification of the qualifying
exigency necessitating the leave. The certification shall contain the information specified in 29 CFR 825.309.

The employee's qualifying exigency leave may be taken on an intermittent or reduced work or leave schedule basis.
 (29 CFR 825.302)

During the period of qualified exigency leave, the district's rule regarding an employee's use of accrued vacation
leave and any other accrued paid or unpaid time off, as specified in the section "Use/Substitution of Paid Leave"
above, shall apply.

Military Caregiver Leave

The district shall grant an eligible employee up to a total of 26 work weeks of leave during a single 12-month period,
measured forward from the first date the leave is taken, to care for a covered servicemember with a serious illness or
injury. In order to be eligible for such military caregiver leave, the employee must be the spouse, child, parent, or
next of kin of the covered servicemember. This 26-week period is inclusive of the 12 work weeks of leave that may
be taken for other FMLA qualifying reasons.  (29 USC 2611, 2612; 29 CFR 825.127)

Covered servicemember may be:  (29 CFR 825.127)

1. A current member of the Armed Forces, including a member of the National Guard or Reserves, who is
undergoing medical treatment, recuperation, or therapy; is otherwise in outpatient status; or is otherwise on
the temporary disability retired list for a serious injury or illness
 

2. A veteran who was discharged or released under conditions other than dishonorable at any time during the
five-year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran

Child of a covered servicemember means the covered servicemember's biological, adopted, or foster child, stepchild,
legal ward, or child for whom the covered servicemember stood in loco parentis, and who is of any age.  (29 CFR
825.127)



Parent of a covered servicemember means the covered servicemember's biological, adopted, step, or foster parent, or
any other individual who stood in loco parentis to the covered servicemember (except "parents-in-law").  (29 CFR
825.127)

Next of kin means the nearest blood relative to the covered servicemember, other than the spouse, parent, or child,
unless designated in writing by the covered servicemember.  (29 USC 2611, 2612; 29 CFR 825.127)

Outpatient status means the status of a member of the Armed Forces assigned to a military medical treatment facility
as an outpatient or a unit established for the purpose of providing command and control of members of the Armed
Forces receiving medical care as outpatients.  (29 USC 2611; 29 CFR 825.127)

Serious injury or illness means:  (29 USC 2611; 29 CFR 825.127)

1. For a current member of the Armed Forces, an injury or illness incurred by the member in the line of duty on
active duty, or that existed before the beginning of the member's active duty and was aggravated by the
member's service in the line of duty while on active duty in the Armed Forces, and that may render the
member medically unfit to perform the duties of the member's office, grade, rank, or rating
 

2. For a veteran, an injury or illness incurred or aggravated by the member's service in the line of duty on active
duty in the Armed Forces, including the National Guard or Reserves, that manifested itself before or after the
member became a veteran and that is at least one of the following:
 

a. A continuation of a serious injury or illness incurred or aggravated while the veteran was a member of
the Armed Forces and rendered the servicemember unable to perform the duties of the servicemember's
office, grade, rank, or rating
 

b. A physical or mental condition for which the veteran has received a U.S. Department of Veterans Affairs
(VA) Service-Related Disability Rating of 50 percent or greater, based wholly or partly on that physical or
mental condition
 

c. A physical or mental condition that substantially impairs the veteran's ability to secure or follow a
substantially gainful occupation by reason of one or more disabilities related to the servicemember's
military service or that would do so but for treatment received by the veteran
 

d. An injury, including a psychological injury, on the basis of which the veteran has been enrolled in the
VA's Program of Comprehensive Assistance for Family Caregivers

The employee shall provide reasonable and practicable notice of the need for the leave in accordance with the
procedures in the section entitled "Request for Leave" above.

An employee requesting leave to care for a covered servicemember with a serious injury or illness shall provide the
Superintendent or designee with certification from an authorized health care provider of the servicemember that
contains the information specified in 29 CFR 825.310.

The leave may be taken intermittently or on a reduced work or leave schedule when medically necessary. An
employee taking military caregiver leave in combination with other family care and medical leaves pursuant to this
administrative regulation shall be entitled to a combined total of 26 work weeks of leave during a single 12-month
period. When both spouses work for the district and both wish to take such leave, the spouses are limited to a
maximum combined total of 26 work weeks during a single 12-month period.  (29 USC 2612)

During the period of military caregiver leave, the district's rule regarding an employee's use of accrued vacation leave
and other accrued paid or unpaid time off, as specified in the section "Use/Substitution of Paid Leave" above, shall
apply.

Notifications



The Superintendent or designee shall provide the following notifications regarding state and federal law related to
PDL or FMLA/CFRA leave:

1. General Notice: Information explaining the provisions of the Fair Employment and Housing Act/PDL and
FMLA/CFRA and employees' rights and obligations shall be posted in a conspicuous place on district premises,
or electronically, and shall be included in employee handbooks.  (2 CCR 11049, 11095; 29 USC 2619)

 
2. The general notice shall also explain an employee's obligation to provide the Superintendent or designee with

at least 30 days' notice of the need for the requested leave, when the need is reasonably foreseeable at least
30 days prior to the start of the leave.  (2 CCR 11049, 11050, 11091)
 

3. Eligibility Notice: When an employee requests leave, including PDL, or when the Superintendent or designee
acquires knowledge that an employee's leave may be for an FMLA/CFRA qualifying reason, the
Superintendent or designee shall, within five business days, provide notification to the employee of eligibility
to take such leave.  (2 CCR 11049, 11091; 29 CFR 825.300)
 

4. Rights and Responsibilities Notice: Each time the eligibility notice is provided to an employee, the
Superintendent or designee shall provide written notification explaining the specific expectations and
obligations of the employee, including any consequences for a failure to meet those obligations. Such notice
shall include, as applicable:  (29 CFR 825.300)
 

a. A statement that the leave may be designated and counted against the employee's annual FMLA/CFRA
leave entitlement and the appropriate 12-month entitlement period, if qualifying

 
b. Any requirements for the employee to furnish medical certification of a serious health condition, serious

injury or illness, or qualifying exigency arising out of active duty or call to active duty status and the
consequences of failing to provide the certification
 

c. The employee's right to use paid leave, whether the district will require use of paid leave, conditions
related to any use of paid leave, and the employee's entitlement to take unpaid leave if the employee
does not meet the conditions for paid leave
 

d. Any requirements for the employee to make premium payments necessary to maintain health benefits,
the arrangement for making such payments, and the possible consequences of failure to make payments
on a timely basis
 

e. The employee's right to maintenance of benefits during the leave and restoration to the same or an
equivalent job upon return from leave
 

f. The employee's potential liability for health insurance premiums paid by the district during the
employee's unpaid FMLA leave should the employee not return to service after the leaveAny time the
information provided in the above notice changes, the Superintendent or designee shall, within five
business days of receipt of an employee's first notice of need for leave, provide the employee with a
written notice referencing the prior notice and describing any changes to the notice.  (29 CFR 825.300)
 

5. Designation Notice: When the Superintendent or designee has information (e.g., sufficient medical
certification) to determine whether the leave qualifies as FMLA/CFRA leave, the Superintendent or designee
shall, within five business days, provide written notification designating the leave as FMLA/CFRA qualifying or,
if the leave will not be so designated, the reason for that determination.  (2 CCR 11091; 29 CFR 825.300)

If the amount of leave needed is known, the notice shall include the number of hours, days, or weeks that will
be counted against the employee's FMLA/CFRA entitlement. If it is not possible to provide that number at the
time of the designation notice, notification shall be provided of the amount of leave counted against the
employee's entitlement upon request by the employee and at least once in every 30-day period if leave was
taken in that period.  (29 CFR 825.300)

 
6. If the district requires paid leave to be used during an otherwise unpaid family care and medical leave, the

notice shall so specify. If the district requires an employee to present a release to return to work certification
that addresses the employee's ability to perform the essential functions of the job, the notice shall also specify



that requirement.  (2 CCR 11091, 11097; 29 CFR 825.300)

Any time the information provided in the designation notice changes, the Superintendent or designee shall,
within five business days, provide the employee with written notice referencing the prior notice and describing
any changes to the notice.  (29 CFR 825.300)

Records

The Superintendent or designee shall maintain records pertaining to an individual employee's use of FMLA or CFRA
leave or PDL in accordance with law.  (Government Code 12946; 29 USC 2616; 42 USC 2000ff-1; 29 CFR 825.500)



Regulation 4261.8: Family Care And Medical Leave Status: ADOPTED

Original Adopted Date: 06/14/2018 | Last Revised Date: 08/10/2023 | Last Reviewed Date: 08/10/2023

The district shall not deny any eligible employee the right to family care or medical leave pursuant to the Family and
Medical Leave Act (FMLA) or the California Family Rights Act (CFRA), or to Pregnancy Disability Leave (PDL), when
an employee is disabled by a pregnancy, childbirth, or related medical condition. The district shall not interfere with,
restrain, or deny the exercise of an employee's right to any such leave, nor shall the district discharge, discriminate
against, or retaliate against an employee for taking such leave, opposing or challenging an unlawful employment
practice in relation to any of these laws, or being involved in any related inquiry or proceeding.  (Government Code
12945, 12945.2; 2 CCR 11094; 29 USC 2615)

Definitions

The words and phrases defined below shall have the same meaning throughout this administrative regulation except
where a different meaning is otherwise specified.

Child means a biological, adopted, or foster child; a stepchild; a legal ward; or a person to whom the employee stands
in loco parentis. For purposes of CFRA leave, child also includes a child of a registered domestic partner.
 (Government Code 12945.2; 2 CCR 11087; 29 USC 2611)

Designated person, for CFRA purposes, means any individual related by blood, or whose association with the
employee is the equivalent of a family relationship.  (Government Code 12945.2)

Eligible employee, for FMLA and CFRA purposes, means an employee who has been employed with the district for at
least 12 months and who has at least 1,250 hours of service with the district during the 12 months immediately
preceding the leave. However, these requirements shall not apply when an employee applies for PDL.  (Government
Code 12945.2; 2 CCR 11087; 29 USC 2611; 29 CFR 825.110)

Eligible family member means an employee's child, parent, or spouse. For purposes of leave to care for a family
member with a serious health condition pursuant to CFRA, eligible family member includes an employee's child,
parent, parent-in-law, spouse, registered domestic partner, grandparent, grandchild, sibling, or designated person.
 (Government Code 12945.2; 2 CCR 11087; 29 USC 2612)

Employee disabled by pregnancy means an employee whose health care provider states that the employee is:  (2 CCR
11035)

1. Unable because of pregnancy to perform any one or more of the essential functions of the job or to perform
any of them without undue risk to the employee or other persons or to the pregnancy's successful completion
 

2. Suffering from severe "morning sickness" or needs to take time off for prenatal or postnatal care, bed rest,
gestational diabetes, pregnancy-induced hypertension, preeclampsia, postpartum depression, childbirth, loss or
end of pregnancy, recovery from childbirth or loss or end of pregnancy, or any other pregnancy-related
condition

Parent means a biological, foster, or adoptive parent; a parent-in-law; a stepparent; a legal guardian; or another
person who stood in loco parentis to the employee when the employee was a child. However, for FMLA purposes,
parent does not include a spouse's parents.  (Government Code 12945.2; 2 CCR 11087; 29 USC 2611; 29 CFR
825.122)

Serious health condition means an illness, injury (including, but not limited to, on-the-job injuries), impairment, or
physical or mental condition of the employee or an eligible family member of the employee that involves either
inpatient care or continuing treatment, including treatment for substance abuse, as follows:  (Government Code
12945.2; 2 CCR 11087, 11097; 29 USC 2611, 2612; 29 CFR 825.113-825.115)

1. Inpatient care in a hospital, hospice, or residential health care facility, any subsequent treatment in connection
with such inpatient care, or any period of incapacity.

A person is considered an inpatient when formally admitted to a health care facility with the expectation of
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remaining overnight and occupying a bed, even if it later develops that the person can be discharged or
transferred to another facility and does not actually remain overnight.

Incapacity means the inability to work, attend school, or perform other regular daily activities due to a serious
health condition, its treatment, or the recovery that it requires.
 

2. Continuing treatment or continuing supervision by a health care provider, including one or more of the
following:
 

a. A period of incapacity of more than three consecutive full days
 

b. Any period of incapacity or treatment for such incapacity due to a chronic serious health condition
 

c. Any period of incapacity due to pregnancy or for prenatal care under FMLA
 

d. Any period of incapacity which is permanent or long term due to a condition for which treatment may
not be effective
 

e. Any period of absence to receive multiple treatments, including recovery, by a health care provider

Spouse means a partner in marriage as defined in Family Code 300, including same sex partners in marriage. For
purposes of CFRA leave, spouse also includes a registered domestic partner within the meaning of Family Code 297-
297.5.  (Family Code 297, 297.5, 300; 2 CCR 11087; 29 CFR 825.122)

Eligibility/Purposes of Leave

The district shall grant FMLA or CFRA leave to eligible employees for any of the following reasons:  (Government
Code 12945.2; 29 USC 2612; 29 CFR 825.112, 825.126, 825.127)

1. The birth of a child of the employee or placement of a child with the employee in connection with the
employee's adoption or foster care of the child (parental leave)
 

2. The care of an eligible family member with a serious health condition
 

3. The employee's own serious health condition that makes the employee unable to perform the job functions of
the position

 
4. A qualifying exigency arising out of the fact that the employee's spouse, child, parent, or, for CFRA leave only,

a registered domestic partner, is a military member on covered active duty or call to covered active duty (or
has been notified of an impending call or order to covered active duty)

 
5. The care of a covered servicemember with a serious injury or illness when the employee is a spouse, child,

parent, or next of kin of the covered servicemember

In addition, the district shall grant PDL to any employee who is disabled by pregnancy, childbirth, or other related
medical condition.  (Government Code 12945; 2 CCR 11037)

Terms of Leave

An eligible employee shall be entitled to a total of 12 work weeks of FMLA or CFRA leave during any 12-month
period, except in the case of leave to care for a covered servicemember as provided under "Military Caregiver Leave"
below. To the extent allowed by law, CFRA and FMLA leaves shall run concurrently.  (Government Code 12945.2; 29
USC 2612)

 The 12-month period shall be measured forward from the date the employee's first family care and medical leave
begins.  (29 CFR 825.200)



In addition, any employee who is disabled by pregnancy, childbirth, or other related condition shall be entitled to PDL
for the period of the disability not to exceed four months. For a part-time employee, the four months shall be
calculated on a proportional basis.  (Government Code 12945; 2 CCR 11042)

PDL shall run concurrently with FMLA leave for disability caused by an employee's pregnancy. At the end of the
employee's FMLA leave for disability caused by pregnancy, or at the end of four months of PDL, whichever occurs
first, a CFRA-eligible employee may request to take CFRA leave of up to 12 work weeks, for the reason of the birth
of a child or to bond with or care for the child.  (Government Code 12945, 12945.2; 2 CCR 11046, 11093)

Leave taken for the birth or placement of a child must be concluded within the 12-month period beginning on the
date of the birth or placement of the child. Such leave does not need to be taken in one continuous period of time.
 (2 CCR 11090; 29 USC 2612)

Each eligible employee shall be granted up to 12 work weeks for family care and medical leave related to the birth or
placement of a child, regardless of whether both parents of the child work for the district.

Use/Substitution of Paid Leave

During any otherwise unpaid period of FMLA or CFRA leave, except leave for an employee's own serious health
condition, an employee shall use accrued paid leave, including, but not limited to, vacation leave, personal leave, or
family leave. If the leave is for the employee's own serious health condition, the employee shall use accrued paid
leave, including but not limited to, vacation leave, personal leave, or sick leave. During an unpaid period of PDL, the
employee shall use any accrued sick leave and may elect to use any vacation time or other accrued personal time off.
 (Government Code 12945, 12945.2; 2 CCR 11044, 11092; 29 USC 2612)

The district and employee may also come to agreement regarding the use of any additional paid or unpaid time off
instead of using the employee's CFRA leave.  (2 CCR 11092)

Intermittent Leave/Reduced Work or Leave Schedule

PDL and family care and medical leave for the serious health condition of an employee or eligible family member may
be taken intermittently or on a reduced work or leave schedule when medically necessary, as determined by the
health care provider of the person with the serious health condition. However, the district shall limit leave
increments to the shortest period of time that the district's payroll system uses to account for absences or use of
leave provided it is not to be greater than one hour.  (Government Code 12945.2; 2 CCR 11042, 11090; 29 USC
2612)

The basic minimum duration of leave for the birth, adoption, or foster care placement of a child shall be two weeks.
However, the district shall grant a request for such leave of less than two weeks on any two occasions.  (2 CCR
11090; 29 USC 2612)

The district may require an employee to transfer temporarily to an available alternative position under any of the
following circumstances:  (2 CCR 11041, 11090; 29 USC 2612)

1. The employee needs intermittent leave or leave on a reduced work schedule that is foreseeable based on a
planned medical treatment for the employee or family member

 
2. A medical certification is provided by the employee's health care provider that, because of pregnancy, the

employee has a medical need to take intermittent leave or leave on a reduced work schedule
 

3. The district agrees to permit intermittent leave or leave on a reduced work schedule due to the birth, adoption,
or foster care placement of the employee's child

The alternative position must have equivalent pay and benefits and must better accommodate recurring periods of
leave than the employee's regular job, and the employee must be qualified for the position. Transfer to an alternative



position may include altering an existing job to better accommodate the employee's need for intermittent leave or a
reduced work or leave schedule.  (2 CCR 11041, 11090; 29 USC 2612)

Request for Leave

The district shall consider an employee's request for PDL or family care and medical leave only if the employee
provides at least verbal notice sufficient to make the district aware of the need to take the leave and the anticipated
timing and duration of the leave.  (2 CCR 11050, 11091)

For family care and medical leave, the employee need not expressly assert or mention FMLA/CFRA to satisfy this
requirement. However, the employee must state the reason the leave is needed (e.g., birth of child, medical
treatment). If more information is necessary to determine whether the employee is eligible for family care and
medical leave, the Superintendent or designee shall inquire further and obtain the necessary details of the leave to
be taken.  (2 CCR 11091)

The district shall respond to requests for leave as soon as practicable, but no later than five business days after
receiving the employee's request.  (2 CCR 11091)

Based on the information provided by the employee, the Superintendent or designee shall designate the leave, paid
or unpaid, as FMLA/CFRA qualifying leave and shall give notice of such designation to the employee. Failure of an
employee to respond to permissible inquiries regarding the leave request may result in denial of CFRA protection if
the district is unable to determine whether the leave is CFRA qualifying.  (2 CCR 11091; 29 CFR 825.300)

When an employee is able to foresee the need for PDL or family care and medical leave at least 30 days in advance
of the leave, the employee shall provide the district with at least 30 days advance notice before the leave. When the
30 days' notice is not practicable because of a lack of knowledge of when leave will be required to begin, a change in
circumstances, a medical emergency, or other good cause, the employee shall provide the district with notice as soon
as practicable. Failure of an employee to provide required notice may result in a denial of leave.  (2 CCR 11050,
11091)

In all instances, the employee shall consult with the Superintendent or designee and make a reasonable effort to
schedule, subject to the health care provider's approval, any planned appointment or medical treatment or
supervision so as to minimize disruption to district operations.  (Government Code 12945.2; 2 CCR 11050, 11091)

An eligible employee may request CFRA leave to care for a designated person with a serious health condition. The
employee may identify the designated person at the time of the employee's request for the leave. The district may
limit an employee to using CFRA leave to care for one designated person per 12-month period.  (Government Code
12945.2; Labor Code 245.5)

Certification of Health Condition

Within five business days of an employee's request for family care and medical leave for the serious health condition
of the employee or an eligible family member, the Superintendent or designee shall request that the employee
provide certification by a health care provider of the need for leave. Upon receiving the district's request, the
employee shall provide the certification within 15 calendar days, unless either the Superintendent or designee
provides additional time or it is not practicable under the particular circumstances, despite the employee's diligent,
good faith efforts.  (2 CCR 11087, 11091; 29 CFR 825.305)

The certification shall include the following:  (Government Code 12945.2; 2 CCR 11087; 29 USC 2613)

1. The date on which the serious health condition began
 

2. The probable duration of the condition

 
3. If the employee is requesting leave to care for an eligible family member with a serious health condition, both

of the following:



 
a. Statement that the serious health condition warrants the participation of the employee to provide care,

such as by providing psychological comfort, arranging for third party care, or directly providing or
participating in the medical care of the eligible family member during a period of the treatment or
supervision
 

b. Estimated amount of time the health care provider believes the employee needs to care for the eligible
family member
 

4. If the employee is requesting leave because of the employee's own serious health condition, a statement that
due to the serious health condition, the employee is unable to work at all or is unable to perform one or more
essential job functions of the position
 

5. If the employee is requesting leave for intermittent treatment or on a reduced work or leave schedule for
planned medical treatment, a statement of the medical necessity for the leave, the dates on which treatment is
expected to be given, the duration of such treatment, and the expected duration of the leave

The Superintendent or designee shall not request any genetic information related to an employee except as
authorized by law in accordance with the California Genetic Information Nondiscrimination Act of 2011.
 (Government Code 12940)

When an employee has provided sufficient medical certification to enable the district to determine whether the
employee's leave request is FMLA/CFRA-eligible, the Superintendent or designee shall notify the employee within
five business days whether the leave is FMLA/CFRA-eligible. The Superintendent or designee may also retroactively
designate leave as FMLA/CFRA leave as long as appropriate notice is given to the employee and there is no harm or
injury to the employee.  (2 CCR 11091; 29 CFR 825.301)

If the Superintendent or designee has a good faith objective reason to doubt the validity of a certification that
accompanies a request for leave for the employee's own serious health condition, the Superintendent or designee
may require the employee to obtain a second opinion from a district-approved health care provider, at district
expense. If the second opinion is contrary to the first, the Superintendent or designee may require the employee to
obtain a third medical opinion from a third health care provider approved by both the employee and the district,
again at district expense. The opinion of the third health care provider shall be final and binding.  (Government Code
12945.2; 2 CCR 11091; 29 USC 2613)

Certification for PDL

The Superintendent or designee shall request that an employee who is requesting PDL provide certification by a
health care provider of the need for leave at the time the employee gives notice of the need for PDL, or within two
business days of giving the notice. If the need for PDL is unforeseen, the Superintendent or designee shall request
the medical certification within two business days after the leave commences. The Superintendent or designee may
request certification at some later date if the Superintendent or designee has reason to question the appropriateness
of the leave or its duration.  (2 CCR 11050)

For PDL that is foreseeable and for which at least 30 days' notice has been given, the employee shall provide the
medical certification before the leave begins. When this is not practicable, the employee shall provide the
certification within the time frame specified by the Superintendent or designee which must be at least 15 calendar
days after the request, unless it is not practicable under the particular circumstances despite the employee's diligent,
good faith efforts.  (2 CCR 11050)

Medical certification for PDL purposes shall include a statement that the employee needs to take the leave because
the employee is disabled by pregnancy, childbirth, or a related medical condition, the date on which the employee
became disabled because of pregnancy, and the estimated duration of the leave.  (2 CCR 11050)

If additional PDL or family care and medical leave is needed when the time estimated by the health care provider
expires, the district may require the employee to provide recertification in the manner specified for the leave.
 (Government Code 12945.2; 2 CCR 11050; 29 USC 2613)

Release to Return to Work



Upon expiration of an employee's PDL or family care and medical leave taken for the employee's own serious health
condition, the employee shall present certification from the health care provider of the employee's ability to resume
work. The certification shall address the employee's ability to perform the essential job functions of the position.

Rights to Reinstatement

Upon granting an employee's request for PDL or FMLA/CFRA leave, the Superintendent or designee shall guarantee
to reinstate the employee in the same or a comparable position when the leave ends.  (Government Code 12945.2; 2
CCR 11043, 11089; 29 USC 2614)

The district may refuse to reinstate an employee to the same or a comparable position if the FMLA/CFRA leave was
fraudulently obtained by the employee.  (2 CCR 11089; 29 CFR 825.216)

The district may refuse to reinstate an employee to the same position after taking PDL if, at the time the
reinstatement is requested, the employee would not otherwise have been employed in that position for legitimate
business reasons unrelated to the employee's PDL.  (2 CCR 11043)

Maintenance of Benefits/Failure to Return from Leave

During the period when an employee is on PDL or family care and medical leave, the employee shall maintain
employee status with the district and the leave shall not constitute a break in service for purposes of longevity,
seniority under any collective bargaining agreement, or any employee benefit plan.  (Government Code 12945.2; 2
CCR 11092; 29 USC 2614)

For up to a maximum of four months for PDL and 12 work weeks for other family care and medical leave, the district
shall continue to provide an eligible employee the group health plan coverage that was in place before the employee
took the leave. The employee shall reimburse the district for premiums paid during the leave if the employee fails to
return to district employment after the expiration of all available leaves and the failure is for a reason other than the
continuation, recurrence, or onset of a serious health condition or other circumstances beyond the employee's
control.  (Government Code 12945.2; 2 CCR 11044, 11092; 29 USC 2614; 29 CFR 825.213)

In addition, during the period when an employee is on PDL or family care and medical leave, the employee shall be
entitled to continue to participate in other employee benefit plans including life insurance, short-term or long-term
disability insurance, accident insurance, pension and retirement plans, and supplemental unemployment benefit plans
to the same extent and under the same conditions as would apply to an unpaid leave taken for any other purpose.
However, for purposes of pension and retirement plans, the district shall not make plan payments for an employee
during any unpaid portion of the leave period and the leave period shall not be counted for purposes of time accrued
under the plan.  (Government Code 12945.2; 2 CCR 11044, 11092)

Military Family Leave Resulting from Qualifying Exigencies

An eligible employee may take up to 12 work weeks of unpaid FMLA/CFRA leave, during each 12-month period
established by the district in the section entitled "Terms of Leave" above, for one or more qualifying exigencies while
the employee's child, parent, spouse, or, for purposes of CFRA leave, registered domestic partner, who is a military
member is on covered active duty or on call to covered active duty status.  (Government Code 12945.2; 29 USC
2612; 29 CFR 825.126)

Covered active duty means, for members of the Regular Armed forces, duty during the deployment of a member of
the regular Armed Forces to a foreign country or, for members of the Reserve components of the Armed forces, duty
during the deployment of a member of the National Guard or Reserves to a foreign country under a call or an order
to active duty in support of a contingency operation pursuant to law. Deployment to a foreign county includes
deployment to international waters.  (29 USC 2611; 29 CFR 825.126)

Qualifying exigencies include time needed to:  (29 CFR 825.126)

1. Address issues arising from short notice deployment of up to seven calendar days from the date of receipt of
call or order of short notice deployment



 
2. Attend military events and related activities, such as any official ceremony or family assistance program related

to the covered active duty or call to covered active duty status
 

3. Arrange child care or attend school activities arising from the covered active duty or call to covered active
duty, such as arranging for alternative child care, enrolling or transferring a child to a new school, or attending
meetings
 

4. Make or update financial and legal arrangements to address a military member's absence
 

5. Attend counseling provided by someone other than a health care provider
 

6. Spend time (up to 15 calendar days of leave per instance) with a military member who is on short-term,
temporary, rest and recuperation leave during deployment
 

7. Attend to certain post-deployment activities, such as arrival ceremonies or reintegration briefings
 

8. Care for a military member's parent who is incapable of self-care when the care is necessitated by the military
member's covered active duty
 

9. Address any other event that the employee and district agree is a qualifying exigency

The employee shall provide the Superintendent or designee with notice of the need for the qualifying exigency leave
as soon as practicable, regardless of how far in advance such leave is foreseeable.  (29 CFR 825.302)

An employee who is requesting leave for qualifying exigencies shall provide the Superintendent or designee with a
copy of the military member's active duty orders, or other documentation issued by the military, and the dates of the
service. In addition, the employee shall provide the Superintendent or designee with certification of the qualifying
exigency necessitating the leave. The certification shall contain the information specified in 29 CFR 825.309.

The employee's qualifying exigency leave may be taken on an intermittent or reduced work or leave schedule basis.
 (29 CFR 825.302)

During the period of qualified exigency leave, the district's rule regarding an employee's use of accrued vacation
leave and any other accrued paid or unpaid time off, as specified in the section "Use/Substitution of Paid Leave"
above, shall apply.

Military Caregiver Leave

The district shall grant an eligible employee up to a total of 26 work weeks of leave during a single 12-month period,
measured forward from the first date the leave is taken, to care for a covered servicemember with a serious illness or
injury. In order to be eligible for such military caregiver leave, the employee must be the spouse, child, parent, or
next of kin of the covered servicemember. This 26-week period is inclusive of the 12 work weeks of leave that may
be taken for other FMLA qualifying reasons.  (29 USC 2611, 2612; 29 CFR 825.127)

Covered servicemember may be:  (29 CFR 825.127)

1. A current member of the Armed Forces, including a member of the National Guard or Reserves, who is
undergoing medical treatment, recuperation, or therapy; is otherwise in outpatient status; or is otherwise on
the temporary disability retired list for a serious injury or illness
 

2. A veteran who was discharged or released under conditions other than dishonorable at any time during the
five-year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran

Child of a covered servicemember means the covered servicemember's biological, adopted, or foster child, stepchild,
legal ward, or child for whom the covered servicemember stood in loco parentis, and who is of any age.  (29 CFR
825.127)

Parent of a covered servicemember means the covered servicemember's biological, adopted, step, or foster parent, or



any other individual who stood in loco parentis to the covered servicemember (except "parents-in-law").  (29 CFR
825.127)

Next of kin means the nearest blood relative to the covered servicemember, other than the spouse, parent, or child,
unless designated in writing by the covered servicemember.  (29 USC 2611, 2612; 29 CFR 825.127)

Outpatient status means the status of a member of the Armed Forces assigned to a military medical treatment facility
as an outpatient or a unit established for the purpose of providing command and control of members of the Armed
Forces receiving medical care as outpatients.  (29 USC 2611; 29 CFR 825.127)

Serious injury or illness means:  (29 USC 2611; 29 CFR 825.127)

1. For a current member of the Armed Forces, an injury or illness incurred by the member in the line of duty on
active duty, or that existed before the beginning of the member's active duty and was aggravated by the
member's service in the line of duty while on active duty in the Armed Forces, and that may render the
member medically unfit to perform the duties of the member's office, grade, rank, or rating
 

2. For a veteran, an injury or illness incurred or aggravated by the member's service in the line of duty on active
duty in the Armed Forces, including the National Guard or Reserves, that manifested itself before or after the
member became a veteran and that is at least one of the following:
 

a. A continuation of a serious injury or illness incurred or aggravated while the veteran was a member of
the Armed Forces and rendered the servicemember unable to perform the duties of the servicemember's
office, grade, rank, or rating
 

b. A physical or mental condition for which the veteran has received a U.S. Department of Veterans Affairs
(VA) Service-Related Disability Rating of 50 percent or greater, based wholly or partly on that physical or
mental condition
 

c. A physical or mental condition that substantially impairs the veteran's ability to secure or follow a
substantially gainful occupation by reason of one or more disabilities related to the servicemember's
military service or that would do so but for treatment received by the veteran
 

d. An injury, including a psychological injury, on the basis of which the veteran has been enrolled in the
VA's Program of Comprehensive Assistance for Family Caregivers

The employee shall provide reasonable and practicable notice of the need for the leave in accordance with the
procedures in the section entitled "Request for Leave" above.

An employee requesting leave to care for a covered servicemember with a serious injury or illness shall provide the
Superintendent or designee with certification from an authorized health care provider of the servicemember that
contains the information specified in 29 CFR 825.310.

The leave may be taken intermittently or on a reduced work or leave schedule when medically necessary. An
employee taking military caregiver leave in combination with other family care and medical leaves pursuant to this
administrative regulation shall be entitled to a combined total of 26 work weeks of leave during a single 12-month
period. When both spouses work for the district and both wish to take such leave, the spouses are limited to a
maximum combined total of 26 work weeks during a single 12-month period.  (29 USC 2612)

During the period of military caregiver leave, the district's rule regarding an employee's use of accrued vacation leave
and other accrued paid or unpaid time off, as specified in the section "Use/Substitution of Paid Leave" above, shall
apply.

Notifications

The Superintendent or designee shall provide the following notifications regarding state and federal law related to



PDL or FMLA/CFRA leave:

1. General Notice: Information explaining the provisions of the Fair Employment and Housing Act/PDL and
FMLA/CFRA and employees' rights and obligations shall be posted in a conspicuous place on district premises,
or electronically, and shall be included in employee handbooks.  (2 CCR 11049, 11095; 29 USC 2619)

 
2. The general notice shall also explain an employee's obligation to provide the Superintendent or designee with

at least 30 days' notice of the need for the requested leave, when the need is reasonably foreseeable at least
30 days prior to the start of the leave.  (2 CCR 11049, 11050, 11091)
 

3. Eligibility Notice: When an employee requests leave, including PDL, or when the Superintendent or designee
acquires knowledge that an employee's leave may be for an FMLA/CFRA qualifying reason, the
Superintendent or designee shall, within five business days, provide notification to the employee of eligibility
to take such leave.  (2 CCR 11049, 11091; 29 CFR 825.300)
 

4. Rights and Responsibilities Notice: Each time the eligibility notice is provided to an employee, the
Superintendent or designee shall provide written notification explaining the specific expectations and
obligations of the employee, including any consequences for a failure to meet those obligations. Such notice
shall include, as applicable:  (29 CFR 825.300)
 

a. A statement that the leave may be designated and counted against the employee's annual FMLA/CFRA
leave entitlement and the appropriate 12-month entitlement period, if qualifying

 
b. Any requirements for the employee to furnish medical certification of a serious health condition, serious

injury or illness, or qualifying exigency arising out of active duty or call to active duty status and the
consequences of failing to provide the certification
 

c. The employee's right to use paid leave, whether the district will require use of paid leave, conditions
related to any use of paid leave, and the employee's entitlement to take unpaid leave if the employee
does not meet the conditions for paid leave
 

d. Any requirements for the employee to make premium payments necessary to maintain health benefits,
the arrangement for making such payments, and the possible consequences of failure to make payments
on a timely basis
 

e. The employee's right to maintenance of benefits during the leave and restoration to the same or an
equivalent job upon return from leave
 

f. The employee's potential liability for health insurance premiums paid by the district during the
employee's unpaid FMLA leave should the employee not return to service after the leaveAny time the
information provided in the above notice changes, the Superintendent or designee shall, within five
business days of receipt of an employee's first notice of need for leave, provide the employee with a
written notice referencing the prior notice and describing any changes to the notice.  (29 CFR 825.300)
 

5. Designation Notice: When the Superintendent or designee has information (e.g., sufficient medical
certification) to determine whether the leave qualifies as FMLA/CFRA leave, the Superintendent or designee
shall, within five business days, provide written notification designating the leave as FMLA/CFRA qualifying or,
if the leave will not be so designated, the reason for that determination.  (2 CCR 11091; 29 CFR 825.300)

If the amount of leave needed is known, the notice shall include the number of hours, days, or weeks that will
be counted against the employee's FMLA/CFRA entitlement. If it is not possible to provide that number at the
time of the designation notice, notification shall be provided of the amount of leave counted against the
employee's entitlement upon request by the employee and at least once in every 30-day period if leave was
taken in that period.  (29 CFR 825.300)

 
6. If the district requires paid leave to be used during an otherwise unpaid family care and medical leave, the

notice shall so specify. If the district requires an employee to present a release to return to work certification
that addresses the employee's ability to perform the essential functions of the job, the notice shall also specify
that requirement.  (2 CCR 11091, 11097; 29 CFR 825.300)



Any time the information provided in the designation notice changes, the Superintendent or designee shall,
within five business days, provide the employee with written notice referencing the prior notice and describing
any changes to the notice.  (29 CFR 825.300)

Records

The Superintendent or designee shall maintain records pertaining to an individual employee's use of FMLA or CFRA
leave or PDL in accordance with law.  (Government Code 12946; 29 USC 2616; 42 USC 2000ff-1; 29 CFR 825.500)



Regulation 4361.8: Family Care And Medical Leave Status: ADOPTED

Original Adopted Date: 06/14/2018 | Last Revised Date: 08/10/2023 | Last Reviewed Date: 08/10/2023

The district shall not deny any eligible employee the right to family care or medical leave pursuant to the Family and
Medical Leave Act (FMLA) or the California Family Rights Act (CFRA), or to Pregnancy Disability Leave (PDL), when
an employee is disabled by a pregnancy, childbirth, or related medical condition. The district shall not interfere with,
restrain, or deny the exercise of an employee's right to any such leave, nor shall the district discharge, discriminate
against, or retaliate against an employee for taking such leave, opposing or challenging an unlawful employment
practice in relation to any of these laws, or being involved in any related inquiry or proceeding.  (Government Code
12945, 12945.2; 2 CCR 11094; 29 USC 2615)

Definitions

The words and phrases defined below shall have the same meaning throughout this administrative regulation except
where a different meaning is otherwise specified.

Child means a biological, adopted, or foster child; a stepchild; a legal ward; or a person to whom the employee stands
in loco parentis. For purposes of CFRA leave, child also includes a child of a registered domestic partner.
 (Government Code 12945.2; 2 CCR 11087; 29 USC 2611)

Designated person, for CFRA purposes, means any individual related by blood, or whose association with the
employee is the equivalent of a family relationship.  (Government Code 12945.2)

Eligible employee, for FMLA and CFRA purposes, means an employee who has been employed with the district for at
least 12 months and who has at least 1,250 hours of service with the district during the 12 months immediately
preceding the leave. However, these requirements shall not apply when an employee applies for PDL.  (Government
Code 12945.2; 2 CCR 11087; 29 USC 2611; 29 CFR 825.110)

Eligible family member means an employee's child, parent, or spouse. For purposes of leave to care for a family
member with a serious health condition pursuant to CFRA, eligible family member includes an employee's child,
parent, parent-in-law, spouse, registered domestic partner, grandparent, grandchild, sibling, or designated person.
 (Government Code 12945.2; 2 CCR 11087; 29 USC 2612)

Employee disabled by pregnancy means an employee whose health care provider states that the employee is:  (2 CCR
11035)

1. Unable because of pregnancy to perform any one or more of the essential functions of the job or to perform
any of them without undue risk to the employee or other persons or to the pregnancy's successful completion
 

2. Suffering from severe "morning sickness" or needs to take time off for prenatal or postnatal care, bed rest,
gestational diabetes, pregnancy-induced hypertension, preeclampsia, postpartum depression, childbirth, loss or
end of pregnancy, recovery from childbirth or loss or end of pregnancy, or any other pregnancy-related
condition

Parent means a biological, foster, or adoptive parent; a parent-in-law; a stepparent; a legal guardian; or another
person who stood in loco parentis to the employee when the employee was a child. However, for FMLA purposes,
parent does not include a spouse's parents.  (Government Code 12945.2; 2 CCR 11087; 29 USC 2611; 29 CFR
825.122)

Serious health condition means an illness, injury (including, but not limited to, on-the-job injuries), impairment, or
physical or mental condition of the employee or an eligible family member of the employee that involves either
inpatient care or continuing treatment, including treatment for substance abuse, as follows:  (Government Code
12945.2; 2 CCR 11087, 11097; 29 USC 2611, 2612; 29 CFR 825.113-825.115)

1. Inpatient care in a hospital, hospice, or residential health care facility, any subsequent treatment in connection
with such inpatient care, or any period of incapacity.

A person is considered an inpatient when formally admitted to a health care facility with the expectation of
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remaining overnight and occupying a bed, even if it later develops that the person can be discharged or
transferred to another facility and does not actually remain overnight.

Incapacity means the inability to work, attend school, or perform other regular daily activities due to a serious
health condition, its treatment, or the recovery that it requires.
 

2. Continuing treatment or continuing supervision by a health care provider, including one or more of the
following:
 

a. A period of incapacity of more than three consecutive full days
 

b. Any period of incapacity or treatment for such incapacity due to a chronic serious health condition
 

c. Any period of incapacity due to pregnancy or for prenatal care under FMLA
 

d. Any period of incapacity which is permanent or long term due to a condition for which treatment may
not be effective
 

e. Any period of absence to receive multiple treatments, including recovery, by a health care provider

Spouse means a partner in marriage as defined in Family Code 300, including same sex partners in marriage. For
purposes of CFRA leave, spouse also includes a registered domestic partner within the meaning of Family Code 297-
297.5.  (Family Code 297, 297.5, 300; 2 CCR 11087; 29 CFR 825.122)

Eligibility/Purposes of Leave

The district shall grant FMLA or CFRA leave to eligible employees for any of the following reasons:  (Government
Code 12945.2; 29 USC 2612; 29 CFR 825.112, 825.126, 825.127)

1. The birth of a child of the employee or placement of a child with the employee in connection with the
employee's adoption or foster care of the child (parental leave)
 

2. The care of an eligible family member with a serious health condition
 

3. The employee's own serious health condition that makes the employee unable to perform the job functions of
the position

 
4. A qualifying exigency arising out of the fact that the employee's spouse, child, parent, or, for CFRA leave only,

a registered domestic partner, is a military member on covered active duty or call to covered active duty (or
has been notified of an impending call or order to covered active duty)

 
5. The care of a covered servicemember with a serious injury or illness when the employee is a spouse, child,

parent, or next of kin of the covered servicemember

In addition, the district shall grant PDL to any employee who is disabled by pregnancy, childbirth, or other related
medical condition.  (Government Code 12945; 2 CCR 11037)

Terms of Leave

An eligible employee shall be entitled to a total of 12 work weeks of FMLA or CFRA leave during any 12-month
period, except in the case of leave to care for a covered servicemember as provided under "Military Caregiver Leave"
below. To the extent allowed by law, CFRA and FMLA leaves shall run concurrently.  (Government Code 12945.2; 29
USC 2612)

 The 12-month period shall be measured forward from the date the employee's first family care and medical leave
begins.  (29 CFR 825.200)



 The 12-month period shall be a rolling period measured backward from the date an employee uses any family care
and medical leave, as defined in 29 CFR 825.200.  (29 CFR 825.200)

In addition, any employee who is disabled by pregnancy, childbirth, or other related condition shall be entitled to PDL
for the period of the disability not to exceed four months. For a part-time employee, the four months shall be
calculated on a proportional basis.  (Government Code 12945; 2 CCR 11042)

PDL shall run concurrently with FMLA leave for disability caused by an employee's pregnancy. At the end of the
employee's FMLA leave for disability caused by pregnancy, or at the end of four months of PDL, whichever occurs
first, a CFRA-eligible employee may request to take CFRA leave of up to 12 work weeks, for the reason of the birth
of a child or to bond with or care for the child.  (Government Code 12945, 12945.2; 2 CCR 11046, 11093)

Leave taken for the birth or placement of a child must be concluded within the 12-month period beginning on the
date of the birth or placement of the child. Such leave does not need to be taken in one continuous period of time.
 (2 CCR 11090; 29 USC 2612)

Each eligible employee shall be granted up to 12 work weeks for family care and medical leave related to the birth or
placement of a child, regardless of whether both parents of the child work for the district.

Use/Substitution of Paid Leave

 During any otherwise unpaid period of FMLA or CFRA leave, except leave for an employee's own serious health
condition, an employee shall use accrued paid leave, including, but not limited to, vacation leave, personal leave, or
family leave. If the leave is for the employee's own serious health condition, the employee shall use accrued paid
leave, including but not limited to, vacation leave, personal leave, or sick leave. During an unpaid period of PDL, the
employee shall use any accrued sick leave and may elect to use any vacation time or other accrued personal time off.
 (Government Code 12945, 12945.2; 2 CCR 11044, 11092; 29 USC 2612)

The district and employee may also come to agreement regarding the use of any additional paid or unpaid time off
instead of using the employee's CFRA leave.  (2 CCR 11092)

Intermittent Leave/Reduced Work or Leave Schedule

PDL and family care and medical leave for the serious health condition of an employee or eligible family member may
be taken intermittently or on a reduced work or leave schedule when medically necessary, as determined by the
health care provider of the person with the serious health condition. However, the district shall limit leave
increments to the shortest period of time that the district's payroll system uses to account for absences or use of
leave provided it is not to be greater than one hour.  (Government Code 12945.2; 2 CCR 11042, 11090; 29 USC
2612)

The basic minimum duration of leave for the birth, adoption, or foster care placement of a child shall be two weeks.
However, the district shall grant a request for such leave of less than two weeks on any two occasions.  (2 CCR
11090; 29 USC 2612)

The district may require an employee to transfer temporarily to an available alternative position under any of the
following circumstances:  (2 CCR 11041, 11090; 29 USC 2612)

1. The employee needs intermittent leave or leave on a reduced work schedule that is foreseeable based on a
planned medical treatment for the employee or family member

 
2. A medical certification is provided by the employee's health care provider that, because of pregnancy, the

employee has a medical need to take intermittent leave or leave on a reduced work schedule
 

3. The district agrees to permit intermittent leave or leave on a reduced work schedule due to the birth, adoption,
or foster care placement of the employee's child



The alternative position must have equivalent pay and benefits and must better accommodate recurring periods of
leave than the employee's regular job, and the employee must be qualified for the position. Transfer to an alternative
position may include altering an existing job to better accommodate the employee's need for intermittent leave or a
reduced work or leave schedule.  (2 CCR 11041, 11090; 29 USC 2612)

Request for Leave

The district shall consider an employee's request for PDL or family care and medical leave only if the employee
provides at least verbal notice sufficient to make the district aware of the need to take the leave and the anticipated
timing and duration of the leave.  (2 CCR 11050, 11091)

For family care and medical leave, the employee need not expressly assert or mention FMLA/CFRA to satisfy this
requirement. However, the employee must state the reason the leave is needed (e.g., birth of child, medical
treatment). If more information is necessary to determine whether the employee is eligible for family care and
medical leave, the Superintendent or designee shall inquire further and obtain the necessary details of the leave to
be taken.  (2 CCR 11091)

The district shall respond to requests for leave as soon as practicable, but no later than five business days after
receiving the employee's request.  (2 CCR 11091)

Based on the information provided by the employee, the Superintendent or designee shall designate the leave, paid
or unpaid, as FMLA/CFRA qualifying leave and shall give notice of such designation to the employee. Failure of an
employee to respond to permissible inquiries regarding the leave request may result in denial of CFRA protection if
the district is unable to determine whether the leave is CFRA qualifying.  (2 CCR 11091; 29 CFR 825.300)

When an employee is able to foresee the need for PDL or family care and medical leave at least 30 days in advance
of the leave, the employee shall provide the district with at least 30 days advance notice before the leave. When the
30 days' notice is not practicable because of a lack of knowledge of when leave will be required to begin, a change in
circumstances, a medical emergency, or other good cause, the employee shall provide the district with notice as soon
as practicable. Failure of an employee to provide required notice may result in a denial of leave.  (2 CCR 11050,
11091)

In all instances, the employee shall consult with the Superintendent or designee and make a reasonable effort to
schedule, subject to the health care provider's approval, any planned appointment or medical treatment or
supervision so as to minimize disruption to district operations.  (Government Code 12945.2; 2 CCR 11050, 11091)

An eligible employee may request CFRA leave to care for a designated person with a serious health condition. The
employee may identify the designated person at the time of the employee's request for the leave. The district may
limit an employee to using CFRA leave to care for one designated person per 12-month period.  (Government Code
12945.2; Labor Code 245.5)

Certification of Health Condition

Within five business days of an employee's request for family care and medical leave for the serious health condition
of the employee or an eligible family member, the Superintendent or designee shall request that the employee
provide certification by a health care provider of the need for leave. Upon receiving the district's request, the
employee shall provide the certification within 15 calendar days, unless either the Superintendent or designee
provides additional time or it is not practicable under the particular circumstances, despite the employee's diligent,
good faith efforts.  (2 CCR 11087, 11091; 29 CFR 825.305)

The certification shall include the following:  (Government Code 12945.2; 2 CCR 11087; 29 USC 2613)

1. The date on which the serious health condition began
 

2. The probable duration of the condition

 



3. If the employee is requesting leave to care for an eligible family member with a serious health condition, both
of the following:
 

a. Statement that the serious health condition warrants the participation of the employee to provide care,
such as by providing psychological comfort, arranging for third party care, or directly providing or
participating in the medical care of the eligible family member during a period of the treatment or
supervision
 

b. Estimated amount of time the health care provider believes the employee needs to care for the eligible
family member
 

4. If the employee is requesting leave because of the employee's own serious health condition, a statement that
due to the serious health condition, the employee is unable to work at all or is unable to perform one or more
essential job functions of the position
 

5. If the employee is requesting leave for intermittent treatment or on a reduced work or leave schedule for
planned medical treatment, a statement of the medical necessity for the leave, the dates on which treatment is
expected to be given, the duration of such treatment, and the expected duration of the leave

The Superintendent or designee shall not request any genetic information related to an employee except as
authorized by law in accordance with the California Genetic Information Nondiscrimination Act of 2011.
 (Government Code 12940)

When an employee has provided sufficient medical certification to enable the district to determine whether the
employee's leave request is FMLA/CFRA-eligible, the Superintendent or designee shall notify the employee within
five business days whether the leave is FMLA/CFRA-eligible. The Superintendent or designee may also retroactively
designate leave as FMLA/CFRA leave as long as appropriate notice is given to the employee and there is no harm or
injury to the employee.  (2 CCR 11091; 29 CFR 825.301)

If the Superintendent or designee has a good faith objective reason to doubt the validity of a certification that
accompanies a request for leave for the employee's own serious health condition, the Superintendent or designee
may require the employee to obtain a second opinion from a district-approved health care provider, at district
expense. If the second opinion is contrary to the first, the Superintendent or designee may require the employee to
obtain a third medical opinion from a third health care provider approved by both the employee and the district,
again at district expense. The opinion of the third health care provider shall be final and binding.  (Government Code
12945.2; 2 CCR 11091; 29 USC 2613)

Certification for PDL

The Superintendent or designee shall request that an employee who is requesting PDL provide certification by a
health care provider of the need for leave at the time the employee gives notice of the need for PDL, or within two
business days of giving the notice. If the need for PDL is unforeseen, the Superintendent or designee shall request
the medical certification within two business days after the leave commences. The Superintendent or designee may
request certification at some later date if the Superintendent or designee has reason to question the appropriateness
of the leave or its duration.  (2 CCR 11050)

For PDL that is foreseeable and for which at least 30 days' notice has been given, the employee shall provide the
medical certification before the leave begins. When this is not practicable, the employee shall provide the
certification within the time frame specified by the Superintendent or designee which must be at least 15 calendar
days after the request, unless it is not practicable under the particular circumstances despite the employee's diligent,
good faith efforts.  (2 CCR 11050)

Medical certification for PDL purposes shall include a statement that the employee needs to take the leave because
the employee is disabled by pregnancy, childbirth, or a related medical condition, the date on which the employee
became disabled because of pregnancy, and the estimated duration of the leave.  (2 CCR 11050)

If additional PDL or family care and medical leave is needed when the time estimated by the health care provider
expires, the district may require the employee to provide recertification in the manner specified for the leave.
 (Government Code 12945.2; 2 CCR 11050; 29 USC 2613)



Release to Return to Work

Upon expiration of an employee's PDL or family care and medical leave taken for the employee's own serious health
condition, the employee shall present certification from the health care provider of the employee's ability to resume
work. The certification shall address the employee's ability to perform the essential job functions of the position.

Rights to Reinstatement

Upon granting an employee's request for PDL or FMLA/CFRA leave, the Superintendent or designee shall guarantee
to reinstate the employee in the same or a comparable position when the leave ends.  (Government Code 12945.2; 2
CCR 11043, 11089; 29 USC 2614)

The district may refuse to reinstate an employee to the same or a comparable position if the FMLA/CFRA leave was
fraudulently obtained by the employee.  (2 CCR 11089; 29 CFR 825.216)

The district may refuse to reinstate an employee to the same position after taking PDL if, at the time the
reinstatement is requested, the employee would not otherwise have been employed in that position for legitimate
business reasons unrelated to the employee's PDL.  (2 CCR 11043)

Maintenance of Benefits/Failure to Return from Leave

During the period when an employee is on PDL or family care and medical leave, the employee shall maintain
employee status with the district and the leave shall not constitute a break in service for purposes of longevity,
seniority under any collective bargaining agreement, or any employee benefit plan.  (Government Code 12945.2; 2
CCR 11092; 29 USC 2614)

For up to a maximum of four months for PDL and 12 work weeks for other family care and medical leave, the district
shall continue to provide an eligible employee the group health plan coverage that was in place before the employee
took the leave. The employee shall reimburse the district for premiums paid during the leave if the employee fails to
return to district employment after the expiration of all available leaves and the failure is for a reason other than the
continuation, recurrence, or onset of a serious health condition or other circumstances beyond the employee's
control.  (Government Code 12945.2; 2 CCR 11044, 11092; 29 USC 2614; 29 CFR 825.213)

In addition, during the period when an employee is on PDL or family care and medical leave, the employee shall be
entitled to continue to participate in other employee benefit plans including life insurance, short-term or long-term
disability insurance, accident insurance, pension and retirement plans, and supplemental unemployment benefit plans
to the same extent and under the same conditions as would apply to an unpaid leave taken for any other purpose.
However, for purposes of pension and retirement plans, the district shall not make plan payments for an employee
during any unpaid portion of the leave period and the leave period shall not be counted for purposes of time accrued
under the plan.  (Government Code 12945.2; 2 CCR 11044, 11092)

Military Family Leave Resulting from Qualifying Exigencies

An eligible employee may take up to 12 work weeks of unpaid FMLA/CFRA leave, during each 12-month period
established by the district in the section entitled "Terms of Leave" above, for one or more qualifying exigencies while
the employee's child, parent, spouse, or, for purposes of CFRA leave, registered domestic partner, who is a military
member is on covered active duty or on call to covered active duty status.  (Government Code 12945.2; 29 USC
2612; 29 CFR 825.126)

Covered active duty means, for members of the Regular Armed forces, duty during the deployment of a member of
the regular Armed Forces to a foreign country or, for members of the Reserve components of the Armed forces, duty
during the deployment of a member of the National Guard or Reserves to a foreign country under a call or an order
to active duty in support of a contingency operation pursuant to law. Deployment to a foreign county includes
deployment to international waters.  (29 USC 2611; 29 CFR 825.126)

Qualifying exigencies include time needed to:  (29 CFR 825.126)



1. Address issues arising from short notice deployment of up to seven calendar days from the date of receipt of
call or order of short notice deployment
 

2. Attend military events and related activities, such as any official ceremony or family assistance program related
to the covered active duty or call to covered active duty status
 

3. Arrange child care or attend school activities arising from the covered active duty or call to covered active
duty, such as arranging for alternative child care, enrolling or transferring a child to a new school, or attending
meetings
 

4. Make or update financial and legal arrangements to address a military member's absence
 

5. Attend counseling provided by someone other than a health care provider
 

6. Spend time (up to 15 calendar days of leave per instance) with a military member who is on short-term,
temporary, rest and recuperation leave during deployment
 

7. Attend to certain post-deployment activities, such as arrival ceremonies or reintegration briefings
 

8. Care for a military member's parent who is incapable of self-care when the care is necessitated by the military
member's covered active duty
 

9. Address any other event that the employee and district agree is a qualifying exigency

The employee shall provide the Superintendent or designee with notice of the need for the qualifying exigency leave
as soon as practicable, regardless of how far in advance such leave is foreseeable.  (29 CFR 825.302)

An employee who is requesting leave for qualifying exigencies shall provide the Superintendent or designee with a
copy of the military member's active duty orders, or other documentation issued by the military, and the dates of the
service. In addition, the employee shall provide the Superintendent or designee with certification of the qualifying
exigency necessitating the leave. The certification shall contain the information specified in 29 CFR 825.309.

The employee's qualifying exigency leave may be taken on an intermittent or reduced work or leave schedule basis.
 (29 CFR 825.302)

During the period of qualified exigency leave, the district's rule regarding an employee's use of accrued vacation
leave and any other accrued paid or unpaid time off, as specified in the section "Use/Substitution of Paid Leave"
above, shall apply.

Military Caregiver Leave

The district shall grant an eligible employee up to a total of 26 work weeks of leave during a single 12-month period,
measured forward from the first date the leave is taken, to care for a covered servicemember with a serious illness or
injury. In order to be eligible for such military caregiver leave, the employee must be the spouse, child, parent, or
next of kin of the covered servicemember. This 26-week period is inclusive of the 12 work weeks of leave that may
be taken for other FMLA qualifying reasons.  (29 USC 2611, 2612; 29 CFR 825.127)

Covered servicemember may be:  (29 CFR 825.127)

1. A current member of the Armed Forces, including a member of the National Guard or Reserves, who is
undergoing medical treatment, recuperation, or therapy; is otherwise in outpatient status; or is otherwise on
the temporary disability retired list for a serious injury or illness
 

2. A veteran who was discharged or released under conditions other than dishonorable at any time during the
five-year period prior to the first date the eligible employee takes FMLA leave to care for the covered veteran

Child of a covered servicemember means the covered servicemember's biological, adopted, or foster child, stepchild,
legal ward, or child for whom the covered servicemember stood in loco parentis, and who is of any age.  (29 CFR
825.127)



Parent of a covered servicemember means the covered servicemember's biological, adopted, step, or foster parent, or
any other individual who stood in loco parentis to the covered servicemember (except "parents-in-law").  (29 CFR
825.127)

Next of kin means the nearest blood relative to the covered servicemember, other than the spouse, parent, or child,
unless designated in writing by the covered servicemember.  (29 USC 2611, 2612; 29 CFR 825.127)

Outpatient status means the status of a member of the Armed Forces assigned to a military medical treatment facility
as an outpatient or a unit established for the purpose of providing command and control of members of the Armed
Forces receiving medical care as outpatients.  (29 USC 2611; 29 CFR 825.127)

Serious injury or illness means:  (29 USC 2611; 29 CFR 825.127)

1. For a current member of the Armed Forces, an injury or illness incurred by the member in the line of duty on
active duty, or that existed before the beginning of the member's active duty and was aggravated by the
member's service in the line of duty while on active duty in the Armed Forces, and that may render the
member medically unfit to perform the duties of the member's office, grade, rank, or rating
 

2. For a veteran, an injury or illness incurred or aggravated by the member's service in the line of duty on active
duty in the Armed Forces, including the National Guard or Reserves, that manifested itself before or after the
member became a veteran and that is at least one of the following:
 

a. A continuation of a serious injury or illness incurred or aggravated while the veteran was a member of
the Armed Forces and rendered the servicemember unable to perform the duties of the servicemember's
office, grade, rank, or rating
 

b. A physical or mental condition for which the veteran has received a U.S. Department of Veterans Affairs
(VA) Service-Related Disability Rating of 50 percent or greater, based wholly or partly on that physical or
mental condition
 

c. A physical or mental condition that substantially impairs the veteran's ability to secure or follow a
substantially gainful occupation by reason of one or more disabilities related to the servicemember's
military service or that would do so but for treatment received by the veteran
 

d. An injury, including a psychological injury, on the basis of which the veteran has been enrolled in the
VA's Program of Comprehensive Assistance for Family Caregivers

The employee shall provide reasonable and practicable notice of the need for the leave in accordance with the
procedures in the section entitled "Request for Leave" above.

An employee requesting leave to care for a covered servicemember with a serious injury or illness shall provide the
Superintendent or designee with certification from an authorized health care provider of the servicemember that
contains the information specified in 29 CFR 825.310.

The leave may be taken intermittently or on a reduced work or leave schedule when medically necessary. An
employee taking military caregiver leave in combination with other family care and medical leaves pursuant to this
administrative regulation shall be entitled to a combined total of 26 work weeks of leave during a single 12-month
period. When both spouses work for the district and both wish to take such leave, the spouses are limited to a
maximum combined total of 26 work weeks during a single 12-month period.  (29 USC 2612)

During the period of military caregiver leave, the district's rule regarding an employee's use of accrued vacation leave
and other accrued paid or unpaid time off, as specified in the section "Use/Substitution of Paid Leave" above, shall
apply.

Notifications



The Superintendent or designee shall provide the following notifications regarding state and federal law related to
PDL or FMLA/CFRA leave:

1. General Notice: Information explaining the provisions of the Fair Employment and Housing Act/PDL and
FMLA/CFRA and employees' rights and obligations shall be posted in a conspicuous place on district premises,
or electronically, and shall be included in employee handbooks.  (2 CCR 11049, 11095; 29 USC 2619)

 
2. The general notice shall also explain an employee's obligation to provide the Superintendent or designee with

at least 30 days' notice of the need for the requested leave, when the need is reasonably foreseeable at least
30 days prior to the start of the leave.  (2 CCR 11049, 11050, 11091)
 

3. Eligibility Notice: When an employee requests leave, including PDL, or when the Superintendent or designee
acquires knowledge that an employee's leave may be for an FMLA/CFRA qualifying reason, the
Superintendent or designee shall, within five business days, provide notification to the employee of eligibility
to take such leave.  (2 CCR 11049, 11091; 29 CFR 825.300)
 

4. Rights and Responsibilities Notice: Each time the eligibility notice is provided to an employee, the
Superintendent or designee shall provide written notification explaining the specific expectations and
obligations of the employee, including any consequences for a failure to meet those obligations. Such notice
shall include, as applicable:  (29 CFR 825.300)
 

a. A statement that the leave may be designated and counted against the employee's annual FMLA/CFRA
leave entitlement and the appropriate 12-month entitlement period, if qualifying

 
b. Any requirements for the employee to furnish medical certification of a serious health condition, serious

injury or illness, or qualifying exigency arising out of active duty or call to active duty status and the
consequences of failing to provide the certification
 

c. The employee's right to use paid leave, whether the district will require use of paid leave, conditions
related to any use of paid leave, and the employee's entitlement to take unpaid leave if the employee
does not meet the conditions for paid leave
 

d. Any requirements for the employee to make premium payments necessary to maintain health benefits,
the arrangement for making such payments, and the possible consequences of failure to make payments
on a timely basis
 

e. The employee's right to maintenance of benefits during the leave and restoration to the same or an
equivalent job upon return from leave
 

f. The employee's potential liability for health insurance premiums paid by the district during the
employee's unpaid FMLA leave should the employee not return to service after the leaveAny time the
information provided in the above notice changes, the Superintendent or designee shall, within five
business days of receipt of an employee's first notice of need for leave, provide the employee with a
written notice referencing the prior notice and describing any changes to the notice.  (29 CFR 825.300)
 

5. Designation Notice: When the Superintendent or designee has information (e.g., sufficient medical
certification) to determine whether the leave qualifies as FMLA/CFRA leave, the Superintendent or designee
shall, within five business days, provide written notification designating the leave as FMLA/CFRA qualifying or,
if the leave will not be so designated, the reason for that determination.  (2 CCR 11091; 29 CFR 825.300)

If the amount of leave needed is known, the notice shall include the number of hours, days, or weeks that will
be counted against the employee's FMLA/CFRA entitlement. If it is not possible to provide that number at the
time of the designation notice, notification shall be provided of the amount of leave counted against the
employee's entitlement upon request by the employee and at least once in every 30-day period if leave was
taken in that period.  (29 CFR 825.300)

 
6. If the district requires paid leave to be used during an otherwise unpaid family care and medical leave, the

notice shall so specify. If the district requires an employee to present a release to return to work certification



that addresses the employee's ability to perform the essential functions of the job, the notice shall also specify
that requirement.  (2 CCR 11091, 11097; 29 CFR 825.300)

Any time the information provided in the designation notice changes, the Superintendent or designee shall,
within five business days, provide the employee with written notice referencing the prior notice and describing
any changes to the notice.  (29 CFR 825.300)

Records

The Superintendent or designee shall maintain records pertaining to an individual employee's use of FMLA or CFRA
leave or PDL in accordance with law.  (Government Code 12946; 29 USC 2616; 42 USC 2000ff-1; 29 CFR 825.500)



Policy 3514: Environmental Safety Status: ADOPTED

Original Adopted Date: 08/09/2018

The Governing Board recognizes its obligation to provide a safe and healthy environment at school facilities for
students, staff, and community members. The Superintendent or designee shall regularly assess school facilities to
identify environmental health risks and shall develop strategies to prevent and/or mitigate environmental hazards.
He/she shall consider the proven effectiveness of various options, anticipated short-term and long-term costs and/or
savings to the district, and the potential impact on staff and students, including the impact on student achievement
and attendance.

(cf. 0200 - Goals for the School District)

(cf. 0400 - Comprehensive Plans)

(cf. 1312.4 - Williams Uniform Complaint Procedures)

(cf. 3516 - Emergencies and Disaster Preparedness Plan)

(cf. 3516.3 - Earthquake Emergency Procedure System)

(cf. 3517 - Facilities Inspection)

(cf. 4157/4257/4357 - Employee Safety)

(cf. 5142 - Safety)

(cf. 7111 - Evaluating Existing Buildings)

Such strategies shall focus on maximizing healthy indoor air quality; monitoring the quality of outdoor air and
adjusting outdoor activities as necessary; reducing exposure to vehicle emissions; minimizing exposure to lead and
mercury; reducing the risk of unsafe drinking water; inspecting and properly abating asbestos; appropriately storing,
using, and disposing of potentially hazardous substances; using effective least toxic pest management practices;
reducing the risk of foodborne illness; and addressing any other environmental hazards identified during facilities
inspections.

(cf. 3510 - Green School Operations)

(cf. 3513.3 - Tobacco-Free Schools)

(cf. 3514.1 - Hazardous Substances)

(cf. 3514.2 - Integrated Pest Management)

(cf. 3516.5 - Emergency Schedules)

(cf. 3540 - Transportation)

(cf. 3541.1 - Transportation for School-Related Trips)

(cf. 3542 - School Bus Drivers)

(cf. 3550 - Food Service/Child Nutrition Program)

(cf. 5141.23 - Asthma Management)

(cf. 5141.7 - Sun Safety)

(cf. 5142.2 - Safe Routes to School Program)

(cf. 6142.7 - Physical Education and Activity)

(cf. 6163.2 - Animals at School)

(cf. 7150 - Site Selection and Development)
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In developing strategies to promote healthy school environments, the Superintendent or designee may consult and
collaborate with local environmental protection agencies, health agencies, water boards, and other community
organizations.

(cf. 1020 - Youth Services)

The Superintendent or designee shall provide the district's maintenance and facilities staff, bus drivers, food services
staff, teachers, and other staff as appropriate with professional development regarding their responsibilities in
implementing strategies to improve and maintain environmentally safe and healthy schools.

(cf. 4131 - Staff Development)

(cf. 4231 - Staff Development)

(cf. 4331 - Staff Development)

The Superintendent or designee shall notify the Board, staff, parents/guardians, students, and/or governmental
agencies, as appropriate, if an environmental hazard is discovered at a school site. The notification shall provide
information about the district's actions to remedy the hazard and may recommend health screening of staff and
students.

(cf. 5141.6 - School Health Services)



Policy 5141.4: Child Abuse Prevention And Reporting Status: ADOPTED

Original Adopted Date: 04/09/2015

The Governing Board is committed to supporting the safety and well-being of district students and desires to
facilitate the prevention of and response to child abuse and neglect. The Superintendent or designee shall develop
and implement strategies for preventing, recognizing, and promptly reporting known or suspected child abuse and
neglect.

The Superintendent or designee may provide a student who is a victim of abuse with school-based mental health
services or other support services and/or may refer the student to resources available within the community as
needed.

(cf. 1020 - Youth Services)

(cf. 5141.6 - School Health Services)

(cf. 6164.2 - Guidance/Counseling Services)

Child Abuse Prevention

The Superintendent or designee shall, to the extent feasible, seek to incorporate community resources into the
district's child abuse prevention programs and may use these resources to provide parents/guardians with instruction
in parenting skills and child abuse prevention.

Child Abuse Reporting

The Superintendent or designee shall establish procedures for the identification and reporting of known and
suspected child abuse and neglect in accordance with law.

(cf. 4119.21/4219.21/4319.21 - Professional Standards)

(cf. 5145.7 - Sexual Harassment)

Procedures for reporting child abuse shall be included in the district and/or school comprehensive safety plan.
(Education Code 32282)

(cf. 0450 - Comprehensive Safety Plan)

District employees who are mandated reporters, as defined by law and administrative regulation, are obligated to
report all known or suspected incidents of child abuse and neglect.

The Superintendent or designee shall provide training regarding the duties of mandated reporters.
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Regulation 4119.42: Exposure Control Plan For Bloodborne Pathogens Status: ADOPTED

Original Adopted Date: 08/13/2020 | Last Reviewed Date: 08/13/2020

Definitions

Occupational exposure means reasonably anticipated skin, eye, mucous membrane, or parenteral contact with blood
or other potentially infectious materials that may result from the performance of an employee's duties. (8 CCR 5193;
29 CFR 1910.1030)

Exposure incident means a specific eye, mouth, other mucous membrane, nonintact skin, or parenteral contact with
blood or other potentially infectious materials that results from the performance of an employee's duties. (8
CCR 5193; 29 CFR 1910.1030)

Parenteral contact means piercing mucous membranes or the skin barrier through such events as needlesticks,
human bites, cuts, and abrasions. (8 CCR 5193; 29 CFR 1910.1030)

A sharp is any object that can be reasonably anticipated to penetrate the skin or any other part of the body and to
result in an exposure incident. (8 CCR 5193)

A sharps injury is any injury caused by a sharp, including, but not limited to, cuts, abrasions, or needlesticks. (8
CCR 5193)

Work practice controls are controls that reduce the likelihood of exposure by defining the manner in which a task is
performed. (8 CCR 5193; 29 CFR 1910.1030)

Engineering controls are controls, such as sharps disposal containers, needleless systems, and sharps with engineered
sharps injury protection, that isolate or remove the bloodborne pathogens hazard from the workplace. (8 CCR 5193;
29 CFR 1910.1030)

Engineered sharps injury protection is a physical attribute, such as a barrier, blunting, encapsulation, withdrawal, or
other effective mechanism, built into a needle device or into a non-needle sharp which effectively reduces the risk of
an exposure incident. (8 CCR 5193; 29 CFR 1910.1030)

Personal protective equipment is specialized clothing or equipment worn or used by an employee for protection
against a hazard, such as gloves, gowns, laboratory coats, face shields or masks. (8 CCR 5193)

Exposure Control Plan

The district's written exposure control plan for bloodborne pathogens shall contain at least the following
components: (8 CCR 5193; 29 CFR 1910.1030)

1. A determination of which employees have occupational exposure to blood or other potentially infectious
materials, which shall be made without regard to employees' use of personal protective equipment and shall
include a list of:

a. All job classifications in which all employees have occupational exposure

b. Job classifications in which some employees have occupational exposure

c. All tasks and procedures, or groups of closely related tasks and procedures, in which occupational
exposure occurs and which are performed by employees listed in item #1b above

2. The schedule and method of implementing each of the following in accordance with 8 CCR 5193 and this
administrative regulation:

a. Methods of compliance required by 8 CCR 5193(d) and 29 CFR 1910.1030, including universal
precautions, general and specific engineering and work practice controls, and personal protective
equipment

b. Hepatitis B vaccination

c. Bloodborne pathogen post-exposure evaluation and follow-up
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d. Communication of hazards to employees through information and training

e. Recordkeeping, including medical records, training records, and a log of sharps injuries

3. The district's procedure for documenting the route(s) of exposure and the circumstances under which exposure
incidents occurred

4. An effective procedure for gathering information about each exposure incident involving a sharp

5. An effective procedure for periodically determining the frequency of use of the types and brands of sharps
involved in exposure incidents

6. An effective procedure for identifying currently available engineering controls and selecting such controls, as
appropriate, for the procedures performed by employees in their work areas or departments

7. An effective procedure for documenting instances when a licensed healthcare professional directly involved in
an employee's care determines that the use of an engineering control would jeopardize the employee's safety
or the success of a medical, dental, or nursing procedure involving the employee

8. An effective procedure for obtaining the active involvement of employees in reviewing and updating the
exposure control plan with respect to the procedures performed by employees in their respective work areas
or departments

The exposure control plan shall be reviewed and updated at least annually and whenever necessary to: (8 CCR 5193;
29 CFR 1910.1030)

1. Reflect new or modified tasks and procedures affecting occupational exposure

2. Reflect changes in technology that eliminate or reduce exposure to bloodborne pathogens and, to the extent
that sharps are used in the district, document consideration and implementation of appropriate commercially
available needleless systems and needle devices and sharps with engineered sharps injury protection

3. Include new or revised employee positions with occupational exposure

4. Review and evaluate the exposure incidents which occurred since the previous update

5. Review and respond to information indicating that the exposure control plan is deficient in any area

The district's exposure control plan shall be accessible to employees upon request. (8 CCR 3204(e), 5193; 29
CFR 1910.1030)

Preventive Measures

The Superintendent or designee shall use engineering controls and work practice controls, as defined above, to
eliminate or minimize employee exposure to bloodborne pathogens. Engineering controls and work practice controls
shall be evaluated on a regular schedule and, as applicable, maintained, replaced, or updated to ensure their
effectiveness. (8 CCR 5193; 29 CFR 1910.1030)

Whenever potential occupational exposure continues to exist after institution of engineering and work practice
controls, the district shall provide, at no cost to the employee, appropriate personal protective equipment. (8
CCR 5193; 29 CFR 1910.1030)

Employees shall observe universal precautions to prevent contact with blood or other potentially infectious
materials, including, but not limited to, handwashing, proper use of personal protective equipment, and proper
disposal or washing of contaminated garments or objects. (8 CCR 5193; 29 CFR 1910.1030)

Any use of needleless systems, needle devices, or non-needle sharps shall adhere to the specific requirements of 8
CCR 5193(d) and 29 CFR 1910.1030.

Pre-Exposure Hepatitis B Vaccination

The hepatitis B vaccination and vaccination series shall be made available at no cost to all employees who have
occupational exposure. The hepatitis B vaccination shall be made available after an employee with occupational
exposure has received the required training and within 10 working days of initial assignment, unless the employee



has previously received the complete hepatitis B vaccination series, antibody testing has revealed that the employee
is immune, or vaccination is contraindicated for medical reasons. (8 CCR 5193; 29 CFR 1910.1030)

Employees who decline to accept the vaccination shall sign the hepatitis B declination statement. (8 CCR 5193; 29
CFR 1910.1030)

The Superintendent or designee may exempt from the pre-exposure hepatitis B vaccine designated first aid
providers whose primary job assignment is not the rendering of first aid, provided that the district implements the
procedures in its exposure control plan for providing hepatitis B vaccine to all unvaccinated first aid providers who
have rendered assistance in any situation involving the presence of blood or other potentially infectious materials
and provides appropriate follow-up for those who experience an exposure incident. (8 CCR 5193)

Training

The Superintendent or designee shall ensure that all employees with occupational exposure participate in a training
program at the time of initial assignment to tasks where occupational exposure may take place and at least annually
thereafter. The training shall be offered during working hours and at no cost to the employee. (8 CCR 5193; 29
CFR 1910.1030)

The training shall address, at a minimum: (8 CCR 5193; 29 CFR 1910.1030)

1. The exposure control standard contained in 8 CCR 5193 and 29 CFR 1910.1030

2. The epidemiology and symptoms of bloodborne diseases

3. Modes of transmission of bloodborne pathogens

4. The district's exposure control plan and the means by which employees may obtain a copy of the written plan

5. Appropriate methods for recognizing tasks and other activities that may involve exposure to blood and other
potentially infectious materials

6. The use and limitations of methods to prevent or reduce exposure, including appropriate engineering controls,
administrative or work practice controls, and personal protective equipment

7. The types, proper use, location, removal, handling, decontamination, and disposal of personal protective
equipment

8. The basis for selecting personal protective equipment

9. The hepatitis B vaccine, including its efficacy, safety, and method of administration; the benefits of being
vaccinated; and that the vaccine will be offered free of charge

10. Appropriate actions to take and persons to contact in an emergency or exposure incident involving blood or
other potentially infectious materials

11. The post-exposure evaluation and follow-up that the district is required to provide for the employee following
an exposure incident

Additional training shall be provided to affected employees whenever a change, such as the introduction or
modification of tasks or procedures or the introduction of new engineering, administrative, or work practice controls,
affects the employee's exposure. The additional training may be limited to addressing the new exposures created. (8
CCR 5193; 29 CFR 1910.1030)

Designated first aid providers shall receive training that includes the specifics of reporting first-aid incidents which
involve blood or body fluids which are potentially infectious. (8 CCR 5193)

Reporting Incidents

All exposure incidents shall be reported as soon as possible to the Superintendent or designee.

Unvaccinated designated first aid providers must report any first aid incident involving the presence of blood or
other potentially infectious material, regardless of whether an exposure incident occurred, by the end of the work
shift. The full hepatitis B vaccination series shall be made available to such employees no later than 24 hours after
the first aid incident. (8 CCR 5193)



Sharps Injury Log

The Superintendent or designee shall establish and maintain a log recording each exposure incident involving a sharp.
(8 CCR 5193; 29 CFR 1910.1030)

The exposure incident shall be recorded within 14 working days of the date the incident is reported to the district. (8
CCR 5193)

The information recorded shall include the following, if known or reasonably available: (8 CCR 5193; 29
CFR 1910.1030)

1. Date and time of the exposure incident

2. Type and brand of sharp involved in the exposure incident

3. A description of the exposure incident, including:

a. Job classification of the exposed employee

b. Department or work area where the exposure incident occurred

c. The procedure that the exposed employee was performing at the time of the incident

d. How the incident occurred

e. The body part involved in the incident

f. If the sharp had engineered sharps injury protection, whether the protective mechanism was activated
and whether the injury occurred before, during, or after the protective mechanism was activated

g. If the sharp had no engineered sharps injury protection, the injured employee's opinion as to whether
and how such a mechanism could have prevented the injury

h. The employee's opinion about whether any other engineering, administrative, or work practice could
have prevented the injury

Post-Exposure Evaluation and Follow-up

Following a report of an exposure incident, the Superintendent or designee shall immediately make available to the
exposed employee, at no cost, a confidential medical evaluation, post-exposure evaluation, and follow-up. The
Superintendent or designee shall, at a minimum: (8 CCR 5193; 29 CFR 1910.1030)

1. Document the route(s) of exposure and the circumstances under which the exposure incident occurred

2. Identify and document the source individual, unless that identification is not feasible or is prohibited by law

3. With the consent of the exposed employee, provide for the collection and testing of the employee's blood for
hepatitis B, hepatitis C, and HIV serological status

4. Provide for post-exposure prophylaxis, when medically indicated, as recommended by the U.S. Public Health
Service

5. Provide for counseling and evaluation of reported illnesses

The Superintendent or designee shall provide the health care professional responsible for the employee's hepatitis B
vaccination with a copy of 8 CCR 5193 and 29 CFR 1910.1030; a description of the employee's duties as they relate
to the exposure incident; documentation of the route(s) of exposure and circumstances under which exposure
occurred; results of the source individual's blood testing, if available; and all medical records maintained by the
district relevant to the appropriate treatment of the employee, including vaccination status. (8 CCR 5193; 29
CFR 1910.1030)

The district shall maintain the confidentiality of the affected employee and the exposure source during all phases of
the post-exposure evaluation. (8 CCR 5193)

Records



Upon an employee's initial employment and at least annually thereafter, the Superintendent or designee shall inform
employees with occupational exposure of the existence, location, and availability of related records; the person
responsible for maintaining and providing access to records; and the employee's right of access to these records. (8
CCR 3204)

The district shall maintain a medical record of each employee with occupational exposure, including the employee's
hepatitis B vaccination status, the results of any post-exposure medical examinations and follow-up procedures, a
copy of the information provided to the health care professional, and a copy of the health care professional's written
opinion. The medical record shall be kept confidential and not disclosed or reported without the employee's written
consent to any person within or outside the workplace except as required by law. (8 CCR 5193; 29 CFR 1910.1030)

Upon request by an employee, or a designated representative with the employee's written consent, the
Superintendent or designee shall provide access to a record in a reasonable time, place, and manner, no later than 15
days after the request is made. (8 CCR 3204)

Records shall be maintained as follows: (8 CCR 3204, 5193; 29 CFR 1910.1030)

1. The medical records of each employee with occupational exposure shall be maintained for the duration of
employment plus 30 years.

2. Training records shall be maintained for three years from the date of training.

3. The sharps injury log shall be maintained five years from the date the exposure incident occurred.

4. Exposure records shall be maintained for at least 30 years.

5. Each analysis using medical or exposure records shall be maintained for at least 30 years.



Regulation 4157.1: Work-Related Injuries Status: ADOPTED

Original Adopted Date: 12/08/2016 | Last Revised Date: 04/23/2024 | Last Reviewed Date: 04/23/2024

In order to provide medical benefits, temporary or permanent disability benefits, wage replacement, retraining or skill
enhancement, and/or death benefits in the event that an employee becomes injured or ill in the course of
employment, the district shall provide all employees with insurance and workers' compensation benefits in
accordance with law. The Superintendent or designee shall develop an efficient claims handling process that reduces
costs and facilitates employee recovery.

The Superintendent or designee shall notify every new employee, at the time of hire or by the end of the first pay
period, of the employee's right to receive workers' compensation benefits if injured at work.  (Labor Code 3551; 8
CCR 15596)

In addition, a notice regarding workers' compensation benefits shall be posted in a conspicuous location frequented
by employees, where the notice may be easily read during the workday.  (Labor Code 3550)

In the event that an employee is injured or becomes ill in the course of employment, the employee shall report the
work-related injury or illness to the Superintendent or designee as soon as practicable. The employee and
appropriate district staff shall also promptly document the date and time of any incident, a description of the
incident, and any persons present.

Within one working day of receiving notice or knowledge of any injury to an employee in the course of employment,
the Superintendent or designee shall provide a claim form and notice of potential eligibility for workers'
compensation benefits to the employee or, in the case of the employee's death, to the employee's dependents. The
claim form and notice shall be provided personally or by first class mail.  (Labor Code 5401)

The Superintendent or designee shall ensure that all employee notices described above are in the form prescribed by
the Department of Industrial Relations (DIR), Division of Workers Compensation.

The Superintendent or designee shall additionally ensure that any employee who is a victim of a crime that occurred
at the place of employment is given written notice personally or by first class mail within one working day of the
crime, or when the district reasonably should have known of the crime, that the employee is eligible for workers'
compensation benefits for injuries, including psychiatric injuries, that may have resulted from the crime.  (Labor Code
3553)

Upon learning of a work-related injury or illness, or injury or illness alleged to have arisen out of and in the course of
employment, the Superintendent or designee shall report the incident to the district's insurance carrier or DIR, as
applicable, within five days after obtaining knowledge of the injury or illness. If a subsequent death arises as a result
of the reported injury or illness, an amended report indicating the death shall be filed within five days after being
notified of or learning about the death.  (Labor Code 6409.1)

In addition, in every case involving death or serious injury or illness, the Superintendent or designee shall immediately
make a report to the Division of Occupational Safety and Health (Cal/OSHA) by telephone or through an online
mechanism made available by Cal/OSHA.  (Labor Code 6409.1)

For the purpose of this report, serious injury or illness means any injury or illness occurring in a place of employment
or in connection with any employment that requires inpatient hospitalization for other than medical observation or
diagnostic testing, or in which an employee suffers an amputation, the loss of an eye, or any serious degree of
permanent disfigurement.  (Labor Code 6302)
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Policy 4190: ^Computer, Telephone And Network Acceptable Use Status: ADOPTED

Original Adopted Date: 06/10/2010 | Last Reviewed Date: 06/10/2010

Computer and Network Environment

The district has created extensive networks with information, telephone and computing resources for employee and
student use. In addition, the district provides a large and continuously growing number of computer workstations,
printers, peripherals, software, training and supplies to all sites. These items are provided to allow employees to
perform tasks effectively in meeting the goals and needs of the district.

By nature, design, and function, the district's computer network and resources must provide a relatively "open"
environment. While automatic and procedural security controls are in place to prevent or reduce unauthorized
access to these resources, the primary responsibility for maintaining the security of this information and its resources
lies with the employee.

Improper use of any of these resources can cause problems related to the needs of some or all employees and
students in the district. Violation of specific local, state, and federal laws referenced later in this document may call
for prosecution under the law including fines and imprisonment. The district may take disciplinary action against
employees for misuse of computer, network, and information resources.

Privacy of District Records - Student, Staff, and Business Information

Both student and employee records are protected by various state and federal laws -

State Statutes:

Education Code 67100

Information Practices Act of 1977 (Civil Code 1798)

Public Records Act (Gov. Code 6250

Penal Codes 502

Federal Statutes:

Federal Family Educational Rights and Privacy Act of 1974

Federal Privacy Act of 1974

Electronic Communications Privacy Act of 1986

It is probable that during employment with the district, employees will have access to either student or employee
and business information that is confidential. It is the responsibility of employees to safeguard confidential
information from unauthorized persons. Employees shall not seek to use personal or confidential information for
their own use or personal gain. Employees must take all reasonable precautions to ensure privacy is maintained
under the law while handling information in any form, including but not limited to voice, electronic (disk file, diskette,
CD ROM, magnetic tape, email, etc.), paper, photograph, and microfiche information. Included under this precaution
is the disposal of any privacy related materials.

Ownership

It must be understood that the district's business information, telephone, network, computer and software resources,
peripherals and supplies are district property, provided to meet district needs. They do not belong to individuals, but
are only "loaned" for the purposes required for their position while you are employed by the district.

Use of Telephones, Cell Phones, and Voicemail

Telephones and/or cell phones are provided to conduct the business of the district. In many cases, voice mail is also
provided. These services are intended to provide a means of communication for employees to contact parents and
students, agencies, vendors, other institutions and government officials. When using these services, employees
should always reflect a businesslike and professional demeanor. Private use of the phones should be kept to a
minimum.
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Use of Personally Owned Software or Equipment

The district attempts to ensure that all hardware and software meet specific standards which will operate without
causing disruption of the district's computer and network resources. Therefore, the use of personally owned
software or software that can be downloaded from the Internet as well as personally-owned computer hardware is
not permitted except where authorized by the Superintendent or his designee for IT services.

Software Copyright Law

Violations of copyright law have the potential of exposing the district substantial risk of liability for damages.
Employees are prohibited from installing any software without having proof of licensing. Employees may not install
software licensed for one workstation on multiple machines. Employees should be aware that if, for example, a
school purchases a new workstation, the program must also purchase new software licenses for the software that
will be installed on it. If the computer being replaced will be retired from use, the software may be removed from it
and transferred to a new workstation.

Use of the Internet

The Internet provides an extremely valuable resource for learning and communicating with people throughout the
world. It can be a marvelous tool to enhance student and staff education and productivity. Unfortunately, the
Internet also contains a large amount of information that is inappropriate for use in an educational institution.

Ownership

While it is hoped that employees will enjoy the use of Internet resources, it must be emphasized that these resources
are provided at district expense to enhance job function and maximize job effectiveness. Employees are not to let
personal use of the Internet encroach on or displace time spent performing their work duties. Personal use of the
Internet should be restricted to breaks or lunch periods, or before or after work hours. Inasmuch as every transaction
completed on the Internet represents to the world our district and everything it stands for, it is imperative that
employees not use the Internet in such a way as to bring civil or criminal liability or public reproach upon the district.

Materials obtained from the Internet may be copyrighted. However, with proper citation, limited educational use
may be permitted under the Principle of Fair use as contained in U.S. copyright law. These materials may not be
redistributed on the Internet or in any other manner without written consent of the copyright owner or as prohibited
by law. Materials are protected by copyright whether they bear copyright information or not.

Use of Computer Resources

The computing resources of the district are used by dozens of students and employees. In order to ensure that these
resources are available and working properly, personal use of these resources must not negatively impact others.

For example, no one may attempt to access computer systems or their resources unless proper authorization has
been granted. No one may attempt to maliciously alter, erase, damage, destroy or make otherwise unusable or
inaccessible any data, software, computer, or network system. Attempts or actions of this nature may constitute a
felony and may result in any combination of disciplinary action and/or prosecution and fines including litigation costs
and payment of damages under applicable local, state, and federal statutes.

Your Computer Account

In order to utilize the district's computer and network resources, employees will be assigned "user IDs" and
passwords. Based on an employee's position and his or her supervisor's authorization, the employee may be provided
with access levels which allow him or her to view, create, alter, delete, print, and transmit information.

Employees are responsible for maintaining the security of their personal account and may not release it for use by
any other individual. Employees must accord a user account the same significance as a hand-written signature.
Failure to do so by releasing this information to another individual may be considered false representation and result
in disciplinary action.

Ownership

This means that it is extremely important that employees use a password that cannot be guessed by others through
knowledge about the employee. For example, employees should never use personal names such as children or pets
or names that begin or end with numbers. Never use Social Security Numbers, bank PINs or words which can be
found in any dictionary, names spelled backwards, or adjacent keys on a computer keyboard (i.e., QWERTY). All of



the above provide an easy way for a hacker to break into a computer system and, using employee rights and
privileges, cause damage and destruction. Employees must also never write down user IDs or passwords unless
stored in the employee's personal possession or other location away from the place of work. Even then, the ID or
password should be written in such a way that no clue is given as to the purpose for its use. Employees should
contact the IT coordinator if they suspect someone else may have accessed their account. It is a simple matter to
change a password in a few seconds, but may take days to reconstruct damaged records or computer systems if
someone breaks in with employee account rights! Where an employee has the ability to change his or her own
password, the employee should make a habit of periodically changing passwords for these accounts.

Employees should never leave their workstation unattended while signed on to any account; doing so allows anyone
to sit at an employee's workstation and, using the employee's rights and privileges, perform destructive acts. This has
been the most common method used in the past for students to make changes to their own or others records.

Under certain circumstances, user IDs and passwords may be shared by a group of employees where doing so makes
information access convenient with a minimum of administrative overhead. Examples include district-subscribed
online services that teachers may wish to access from outside of the district network. Group IDs and passwords
should be held in confidence and never shared with students. If an employee suspects that the security of such
information has been compromised, the employee should notify the network administrator at once.

Only employees may have direct publishing (write privilege) access to district web, mail, and list servers. Those who
assume responsibility for posting student work must never delegate this responsibility to students. Passwords may
not be stored where students may have access to them. Passwords should be periodically changed.

Computer Viruses

The computer industry faces a continuing onslaught of malicious viruses, worms, and other damaging programs that
attack computer and network resources. The district attempts to

Ownership maintain anti-virus software in order to minimize impact of these viruses, but it is your responsibility to
take precautions to protect your computer and all others throughout the district.

Employees should be very aware of opening email attachments. When in doubt, they should NOT be opened.

Likewise, employees should not download any software from the Internet unless directed to and authorized by the
Superintendent or IT designee. It is not unknown for even a very respectable company to unknowingly release
products which include hidden or unknown viruses. Employees should not share any downloaded software with
others until they have verified that it does not harbor viruses.

Electronic Mail

The district encourages the use of electronic mail (email) to enhance communication and business activities. Users of
this service need to be aware however that this technology is still developing, and policies like this one are necessary
to ensure appropriate use and to prevent or limit disruptions to work activity and computer services.

* Cautions About The Use Of Electronic Mail

The nature of electronic mail at this date makes it susceptible to misuse. Users need to be aware that sensitive or
private information can be easily forwarded to other individuals the originator never intended, both within the
district as well as externally throughout the world.

In addition, while email accounts may be password protected, it is up to the individual user to ensure that a password
is set and that the password is one that cannot be easily guessed or "hacked".

Because of backup procedures in force with the district's computer services, the fact that you have "deleted" an
email message does not necessarily mean that it cannot be retrieved.

Users of the district's email services need to be aware that use of these services is a privilege granted with the
expectation that it will be used for business purposes and in a professional and courteous manner similar to other
forms of communication. All email sent or received by individuals through district employee accounts is the property
of the district and may be requested by your supervisor and examined with just cause.

Ownership



There is no guarantee that email received was in fact sent by the purported sender, since it is a simple matter,
although a violation of this policy, to disguise the sender's identity. Furthermore, email that is forwarded may be
modified by the forwarder. As with any document, if you receive a message which appears unusual or which you feel
may be questionable, check with the purported sender to verify authorship and authenticity. While encryption of
email is a potential solution to ensure authenticity, it is an emerging technology that is not in widespread use and
rather difficult to use consistently. Technology will mature such that it becomes practical and easy to use in the near
future.

While the district does not have the time nor inclination to monitor or read individual email messages, in the event
that questionable or inappropriate use is suspected or known, such email may be examined and may be cause for
disciplinary action ranging from revoking your email account up to termination. Users should also be aware that in
the general course of business, System Administrators and email operators may require observation of messages in
order to verify system operation.

* Email - Personal Use

Private or personal non-commercial use of the district's email is permitted as long as it is not excessive and does not
interfere with the district's normal business practices and the performance of the individual's tasks. Individuals should
exercise sound judgment and sensitivity to others when exchanging personal messages in the workplace.

* Email - State, Federal, And Copyright Laws

In addition to this policy, use of the district's email services is subject to all applicable Federal and State
communications and privacy laws as well. In particular, users need to be aware that attaching programs, sound,
video, and images to email messages may violate copyright laws, and data files containing employee and/or student
information is subject to all privacy laws.

* Email Restrictions

Electronic mail may not be used for:

- Unlawful activities

- Spam mail or mail "bombs"

Ownership

- Use that violates district, state or federal policies

- Any other use which interferes with computing facilities and services of the district

* Email and Representation

Users shall not give the impression that they are representing, giving opinions or otherwise making statements on
behalf of the district unless they are appropriately authorized, explicitly or implicitly, to do so. Where appropriate
and based on context, an appropriate disclaimer would be, "These are my own statements and views and do not
represent those of the Pioneer Union School District."

* Email - False Identity

Employees shall not employ a false identity in sending email or alter forwarded mail out of the context of its original
meaning.

* Email - Misuse Of Computing Services

Email services shall not be used for purposes that could reasonably be expected to cause, either directly or indirectly,
excessive strain on district computing facilities, or cause interference with others' use of email, email systems, or any
computing facilities or services. For example, attaching large files over one (1) megabyte and sending these to
multiple users or repeatedly to the same user is a violation of this policy.

* Email - Security And Confidentiality

The confidentiality of electronic mail cannot be assured. Users should exercise extreme caution in using email to
communicate confidential or sensitive material.



* Email - Virus Dangers

As mentioned, proper precautions must be taken to guard against the infection of computers and files by viruses.
Likewise, using email attachments to distribute viruses and/or worms and other damaging software is commonplace
today.

* Email - Archiving And Retention

The district maintains an ongoing backup schedule of computer data in order to ensure that these facilities may be
restored to use in the event of damage and/or destruction. Because of this practice, email may be stored on backup
media for extended lengths of time. Messages which a user assumes to be deleted may be able to be restored if
demanded by the appropriate district authority.

Each user should consider whether they want to archive their personal messages to their workstation's hard drive or
other disk media on some sort of regular basis, as there is always the possibility that information may be lost due to
software or hardware problems. The district has policies in place for the length of time email is retained on-line. This
schedule is fourteen (14) days for current email, after which it is placed into the user's "trash" where it may still be
recoverable for a short time. Thus, users should be careful not to consider email as a long-term filing system.

While the district maintains a backup of all email, it is not feasible nor our practice to restore lost or damaged Email.

Employee Use of Technology

The Pioneer Union School District Superintendent recognizes that technology can enhance employee performance
by improving access to and exchange of information, improve the quality of instruction, and facilitate operations. All
employees are expected to learn to use the available electronic resources that will assist them in their jobs. As
needed, staff will receive training in the appropriate use of these resources.

Employees shall be responsible for the appropriate use of technology and shall use the electronic resources of the
district only for purposes related to their employment. Such use is a privilege that may be revoked at any time.

Employees should be aware that computer files and communications over electronic networks, including e-mail and
voice mail, are not private. This technology should not be used to transmit confidential information. To ensure proper
use of technology, the Superintendent or designee may monitor the technological resources at any time, without
notice or consent.





Regulation 4032: Reasonable Accommodation Status: ADOPTED

Original Adopted Date: 03/11/1993 | Last Revised Date: 01/13/2011

Except when undue hardship would result to the district, the Superintendent or designee shall provide reasonable
accommodation:

1. In the job application process, to any qualified job applicant with a disability

2. To enable any qualified employee with a disability to perform the essential functions of the position he/she holds
or desires to hold or to enjoy equal benefits or other terms, conditions, and privileges of employment as other
similarly situated employees without disabilities

The district designates the position specified in BP 4030 - Nondiscrimination in Employment as the coordinator of its
efforts to comply with the Americans with Disabilities Act (ADA) and to investigate any and all related complaints.

Definitions

Disability, with respect to an individual, is defined as any of the following: (Government Code 12926; 20 CFR
1630.2)

1. A physical or mental impairment that limits one or more of the major life activities

2. A record of such an impairment

3. Being regarded as having such an impairment

Limits shall be determined without regard to mitigating measures such as medications, assistive devices, prosthetics
or reasonable accommodations, unless the mitigating measure itself limits a major life activity. (Government Code
12926)

Essential functions are the fundamental job duties of the position the individual with a disability holds or desires. The
term does not include the marginal functions of the position. (Government Code 12926; 29 CFR 1630.2)

Reasonable accommodation means: (Government Code 12926; 29 CFR 1630.2)

1. For a qualified job applicant with a disability, modifications or adjustments to the job application process that
enable him/her to be considered for the position he/she desires

2. For a qualified employee with a disability, modifications or adjustments to the work environment, or to the manner
or circumstances under which the position the employee holds or desires is customarily performed, that enable
him/her to perform the essential functions of that position or to enjoy equal benefits and privileges of employment
as are enjoyed by the district's other similarly situated employees without disabilities

Qualified individual with a disability means a job applicant or employee with a disability who: (29 CFR 1630.15,
1630.2)

1. Satisfies the requisite skill, experience, education, and other job-related requirements of the employment position
he/she holds or desires

2. Can perform the essential functions of the position with or without reasonable accommodation

3. Would not pose a significant risk of substantial harm, which cannot be eliminated or reduced by reasonable
accommodation, to himself/herself or others in the job he/she holds or desires

Undue hardship is a determination based on an individualized assessment of current circumstances that shows that
the provision of a specific accommodation would cause significant difficulty or expense to the district. (29 CFR
1630.2)

Request for Reasonable Accommodation

When requesting reasonable accommodation, an employee or his/her representative shall inform the employee's
supervisor that he/she needs a change at work for a reason related to a medical condition. The supervisor shall
inform the coordinator of the employee's request as soon as practicable.
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When requesting reasonable accommodation for the hiring process, a job applicant shall inform the coordinator that
he/she will need a reasonable accommodation during the process.

When the disability or the need for accommodation is not obvious, the coordinator may ask the employee to supply
reasonable documentation about his/her disability. In requesting this documentation, the coordinator shall specify
the types of information that are being sought about the employee's condition, the employee's functional limitations,
and the need for reasonable accommodation. The employee may be asked to sign a limited release allowing the
coordinator to submit a list of specific questions to his/her health care or vocational professional.

If the documentation submitted by the employee does not indicate the existence of a qualifying disability or explain
the need for reasonable accommodation, the coordinator shall request additional documentation that specifies the
missing information. If the employee does not submit such additional documentation in a timely manner, the
coordinator may require him/her to submit to an examination by a health care professional selected and paid for by
the district.

The district may make a medical or psychological inquiry of a job applicant or require him/her to submit to a medical
or psychological examination after he/she has been given a conditional offer of employment but before the
commencement of his/her job duties, provided the inquiry or examination is job-related, consistent with business
necessity, and required for all incoming employees in the same job classification. (Government Code 12940)

The coordinator shall not request any job applicant's or employee's genetic information except as authorized by law.
(42 USC 2000ff-1, 2000ff-5)

In accordance with law, the coordinator shall take steps to ensure the confidentiality of information related to
medical conditions or history. As applicable, he/she shall notify the supervisor or manager of the qualified individual
of any reasonable accommodation granted the individual and may notify first aid and safety personnel when the
disability of the qualified individual may require emergency treatment. (42 USC 12112)

Granting Reasonable Accommodation

Upon receiving a request for reasonable accommodation from a qualified individual with a disability, the coordinator
shall:

1. Determine the essential functions of the job involved

2. Engage in an informal, interactive process with the individual to review the request for accommodation, identify
the precise limitations resulting from the disability, identify potential accommodations, and assess their effectiveness

3. Develop a plan for reasonable accommodation which will enable the individual to perform the essential functions
of the job or gain equal access to a benefit or privilege of employment without imposing undue hardship on the
district

A determination of undue hardship should be based on several factors, including: (29 CFR 1630.2)

a. The nature and net cost of the accommodation needed, taking into consideration the availability of tax credits and
deductions and/or outside funding

b. The overall financial resources of the facility making the accommodation, the number of persons employed at this
facility, and the effect on expenses and resources of the facility

c. The overall financial resources, number of employees, and the number, type, and location of facilities of the district

d. The type of operation of the district, including the composition, structure, and functions of the workforce and the
geographic separateness and administrative or fiscal relationship of the facility making the accommodation to other
district facilities

e. The impact of the accommodation on the operation of the facility, including the impact on the ability of other
employees to perform their duties and the impact on the facility's ability to conduct business

The coordinator may confer with the site administrator, any medical advisor chosen by the district, and/or other
district staff before making a final decision as to the accommodation.

Reasonable Accommodation Committee



The coordinator may appoint a committee to review or assist in the development of appropriate plans to reasonably
accommodate qualified individuals who request modifications or adjustments in their work duties or environment
because of known physical or mental disabilities.

Committee members shall be selected on the basis of their knowledge of the specific functions and duties required in
the position, the physical work environment, available accommodations, and other relevant issues. The committee
may include a district administrator, site administrator, medical advisor or rehabilitation specialist, and as necessary, a
certificated and/or classified employee. Membership may change on a case-by-case basis.

At the coordinator's discretion, the employee or applicant requesting accommodation may participate in the
committee's meetings. If the employee or applicant is excluded from the committee's meetings, the coordinator shall
communicate with him/her so that he/she has the opportunity to interact and contribute to planning the reasonable
accommodation.

Appeal Process

Any qualified individual with a disability who is not satisfied with the decision of the coordinator may appeal in
writing to the Superintendent or designee. This appeal shall be made within 10 working days of receiving the
decision and shall include:

1. A clear, concise statement of the reasons for the appeal

2. A statement of the specific remedy sought

The Superintendent or designee shall consult with the coordinator and review the appeal, together with any available
supporting documents. The Superintendent or designee shall give the individual his/her decision within 15 working
days of receiving the appeal.

Any further appeal for reasonable accommodation shall be considered a complaint concerning discrimination in
employment and may be taken to the Governing Board in accordance with the district's procedure for such
complaints.



Policy 4144: Complaints Status: ADOPTED

Original Adopted Date: 03/02/1978 | Last Revised Date: 09/11/2008

The Governing Board recognizes the need to establish a process to allow employees and job applicants to have their
concerns heard in an expeditious and unbiased manner. The Board expects that employees will make every effort to
resolve complaints and disagreements informally before filing a formal complaint.

The Board prohibits retaliation against complainants. The Superintendent or designee may keep a complainant's
identity confidential, except to the extent necessary to investigate the complaint.

All matters related to a complaint shall be kept confidential and any document, communication, or record regarding
the complaint shall be placed in a separate file and shall not be placed in an employee's personnel file.
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Regulation 4144: Complaints Status: ADOPTED

Original Adopted Date: 02/08/2018

The procedure specified in this administrative regulation shall be used to investigate and resolve any complaint by an
employee alleging misapplication of the district's policies, regulations, rules, or procedures or for "whistleblower"
complaints by an employee or job applicant regarding an improper district activity including, but not limited to, an
allegation of gross mismanagement, a significant waste of funds, an abuse of authority, or a specific danger to public
health or safety.

(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights)

Any of the time limits specified in the following procedure may be extended by written agreement between the
district and complainant.

Step 1: Informal Complaint Process

Prior to instituting a formal, written complaint, the employee shall first discuss the issue with his/her supervisor or
the principal of the school where the alleged act took place. Formal complaint procedures shall not be initiated until
the employee has first attempted to resolve the complaint informally.

Step 2: Site Level Formal Complaint Process

If a complaint has not been satisfactorily resolved through the informal process in Step 1, the complainant may file a
written complaint with his/her immediate supervisor or principal within 60 days of the act or event which is the
subject of the complaint. If an employee fails to file a written complaint within 60 days, the complaint shall be
considered resolved on the basis of the preceding step.

In the written complaint, the employee shall specify the nature of the problem, including names, dates, locations,
witnesses, the remedy sought by the employee, and a description of informal efforts to resolve the issue.

Within 10 working days of receiving the complaint, the immediate supervisor or principal shall conduct any
necessary investigation and meet with the complainant in an effort to resolve the complaint. Within five working
days after the meeting, he/she shall prepare and send a written response to the complainant.

Step 3: District Level Appeal

If a complaint has not been satisfactorily resolved at Step 2, the complainant may file the written complaint with the
Superintendent or designee within five working days of receiving the written response from the immediate
supervisor or the principal. The complainant shall include all information presented to the immediate supervisor or
principal at Step 2.

Within 10 working days of receiving the complaint, the Superintendent or designee shall conduct any necessary
investigation, including reviewing the investigation and written response by the immediate supervisor or principal at
Step 2, and shall meet with the complainant in an effort to resolve the complaint. Within five working days after the
meeting, he/she shall prepare and send a written response to the complainant.

Step 4: Appeal to the Governing Board

If a complaint has not been satisfactorily resolved at Step 3, the complainant may file a written appeal to the Board
within five working days of receiving the Superintendent or designee's response. All information presented at Steps
1, 2, and 3 shall be included with the appeal, and the Superintendent or designee shall submit to the Board a written
report describing attempts to resolve the complaint and the district's response.

The Board may uphold the findings by the Superintendent or designee without hearing the complaint or the Board
may hear the complaint at a regular or special Board meeting. The hearing shall be held in closed session if the
complaint relates to matters that may be addressed in closed session in accordance with law.

(cf. 9321 - Closed Session Purposes and Agendas)

The Board shall make its decision within 30 days of the hearing and shall send its decision to all concerned parties.
The Board's decision shall be final.

Alternate Procedures
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Complaints alleging unlawful discrimination on any basis specified in the district's nondiscrimination policies,
including complaints of sexual harassment, shall be resolved in accordance with the district's procedure in BP/AR
4030 - Nondiscrimination in Employment.

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

(cf. 4030 - Nondiscrimination in Employment)

(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

Complaints regarding unlawful discrimination in district programs or the district's failure to comply with state or
federal laws regarding educational programs shall be resolved in accordance with BP/AR 1312.3 - Uniform
Complaint Procedures. Complaints regarding sufficiency of textbook materials, teacher vacancy or misassignment, or
an urgent or emergency facility condition shall be resolved in accordance with AR 1312.4 - Williams Uniform
Complaint Procedures. (Education Code 35186; 5 CCR 4621)

(cf. 1312.3 - Uniform Complaint Procedures)

(cf. 1312.4 - Williams Uniform Complaint Procedures)

For complaints regarding working conditions or other subjects of negotiation, the employee shall use the grievance
procedure specified in the applicable collective bargaining agreement.










































