
Employee Annual Notifications and Acknowledgement

The Human Resources Department is required, on an annual basis or upon hire, to

provide employees with the documents listed below, which may affect the terms and

conditions of employment. In addition to referring to the listed policies, procedures

and/or regulations, represented employees are encouraged to refer to the applicable

collective bargaining agreements.

You will be asked to read and acknowledge the items on this list; your response will

indicate that you have read and understand each policy, procedure and/or

regulation.

● NON-DISCRIMINATION IN EMPLOYMENT (BP/AR 4030)

● CHILD PROTECTION REQUIREMENTS (Sections, 11166, 11166.5, 11165.7,11165.9 and

11172 of the California Penal Code)

● CHILD ABUSE REPORTING REQUIREMENTS (AR 5141.4)

● ADMINISTRATION OF EMERGENCY MEDICATIONS

● EMPLOYEE USE OF TECHNOLOGY (BP/AR 4040 and BP/AR 6162.7)

● BULLYING INTERVENTION AND ANTI-BULLYING RULES (BP 5131.2)

● SEXUAL HARASSMENT (BP/AR 4119.11; 4219.11; 4319.11)

● UNIFORM COMPLAINT PROCEDURES (UCP) (BP/AR 1312.3)

● TOBACCO-FREE SCHOOLS (BP/AR 3513.3)

● DRUG-FREE/ALCOHOL-FREE WORKPLACE (BP/AR 4020)

● ENVIRONMENTAL SAFETY (BP/AR 3514)

● CODE OF ETHICS (BP 4119.21; 4219.21; 4319.21)

● CIVIL AND LEGAL RIGHTS (BP/AR 4119.1; 4219.1; 4319.1)

● SAFE WORK ENVIRONMENT (BP/AR 4119.11, 4219.11, 4319.11)

● CERTIFICATED ONLY

● CLASSIFIED ONLY
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NON-DISCRIMINATION IN EMPLOYMENT (BP/AR 4030)

The Ojai Unified School District prohibits discrimination, intimidation, harassment (including 
sexual harassment) or bullying based on a person’s actual or perceived race, color, ancestry, 
nationality, national origin, immigration status, ethnic group identification, ethnicity, age, 
religion, marital status, pregnancy status, parental status, physical or mental disability, sex, 
sexual orientation, gender, gender identity, gender expression, 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. Questions of complaints, should be 
directed to the Title IX Coordinator:

Superintendent
414 E. Ojai Avenue
Ojai, CA 93023
805-640-4300 x 1011

CHILD PROTECTION REQUIREMENTS (Sections, 11166, 11166.5, 11165.7,11165.9 and 11172 of 
the California Penal Code)

As an employee of the Ojai Unified School District you are considered a mandated reporter as 
defined in Penal Code Section 11165.7. As a mandated reporter, prior to commencing your 
employment and as a prerequisite to that employment, you signed a statement that you have 
knowledge of the provisions of Section 11166 and will comply with those provisions. Section 
11166 obligates you to report to an agency specified in Section 11165.9 when you, in your 
professional capacity or within the scope of your employment, have knowledge of or observe a 
child whom you know or reasonably suspect has been the victim of child abuse or neglect. You 
shall make a report to the agency immediately or as soon as is practicably possible by 
telephone, and shall prepare and send a written report thereof within 36 hours of receiving the 
information concerning the incident. The mandated reporter may include with the report any 
non-privileged documentary evidence the mandated reporter possesses relating to the incident.
(1) For purposes of this article, "reasonable suspicion" means that it is objectively reasonable for 
a person to entertain a suspicion, based upon facts that could cause a reasonable person in a 
like position, drawing, when appropriate, on his or her training and experience, to suspect child 
abuse or neglect. "Reasonable suspicion" does not require certainty that child abuse or neglect 
has occurred nor does it require a specific medical indication of child abuse or neglect; any
"reasonable suspicion" is sufficient. For purposes of this article, the pregnancy of a minor does 
not, in and of itself, constitute a basis for a reasonable suspicion of sexual abuse. (2) The agency 
shall be notified and a report shall be prepared and sent, faxed, or electronically transmitted 
even if the child has expired, regardless of whether or not the possible abuse was a factor 
contributing to the death, and even if suspected child abuse was discovered during an autopsy.
(3) Any report made by a mandated reporter pursuant to this section shall be known as a 
mandated report. (b) If after reasonable efforts a mandated reporter is unable to submit an 
initial report by telephone, he or she shall immediately or as soon as is practicably possible, by 
fax or electronic transmission, make a one-time automated written report on the form 
prescribed by the Department of Justice, and shall also be available to respond to a telephone 
followup call by the agency with which he or she filed the report. 11165.7. (a) As used in this 
article, "mandated reporter" is defined as any, but not limited to the following: teachers; 
instructional aides; teacher's aides or assistants; classified employees; certificated pupil

personnel employees; administrative officers or supervisors of child attendance; administrators
and employees of a licensed day care facility; Head Start teachers; district police or security
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officers; licensed nurses or health care providers; and administrators, presenters, and
counselors of a child abuse prevention program. (Penal Code 11165.7) Reasonable suspicion
means that it is objectively reasonable for a person to entertain a suspicion, based upon facts
that could cause a reasonable person in a like position, drawing when appropriate on his/her
training and experience, to suspect child abuse or neglect. However, reasonable suspicion does
not require certainty that child abuse or neglect has occurred nor does it require a specific
medical indication of child abuse or neglect. (Penal Code 11166)

Reportable Offenses - A mandated reporter shall make a report using the procedures provided
below whenever, in his/her professional capacity or within the scope of his/her employment,
he/she has knowledge of or observes a child whom the mandated reporter knows or reasonably
suspects has been the victim of child abuse or neglect. (Penal Code 11166) Any mandated
reporter who has knowledge of or who reasonably suspects that a child is suffering serious
emotional damage or is at a substantial risk of suffering serious emotional damage, based on
evidence of severe anxiety, depression, withdrawal, or untoward aggressive behavior toward
self or others, may make a report to the appropriate agency. (Penal Code 11166.05, 11167)

Any District employee who reasonably believes that he/she has observed the commission of a
murder, rape, or lewd or lascivious act by use of force, violence, duress, menace, or fear of
immediate and unlawful bodily injury against a victim who is a child under age 14 shall notify a
peace officer. (Penal Code 152.3, 288)

Responsibility for Reporting -The reporting duties of mandated reporters are individual and
cannot be delegated to another person. (Penal Code 11166)

When two or more mandated reporters jointly have knowledge of a known or suspected
instance of child abuse or neglect, the report may be made by a member of the team selected
by mutual agreement and a single report may be made and signed by the selected member of
the reporting team. Any member who has knowledge that the member designated to report
has failed to do so shall thereafter make the report. (Penal Code 11166)
No supervisor or administrator shall impede or inhibit a mandated reporter from making a
report. (Penal Code 11166)

Any person not identified as a mandated reporter who has knowledge of or observes a child
whom he/she knows or reasonably suspects has been a victim of child abuse or neglect may
report the known or suspected instance of child abuse or neglect to the appropriate agency.
(Penal Code 11166)

CHILD ABUSE REPORTING REQUIREMENTS (AR 5141.4)

The Superintendent or designee also shall notify all employees that:

1. A mandated reporter who reports a known or suspected instance of child abuse or
neglect shall not be held civilly or criminally liable for making a report and this immunity
shall apply even if the mandated reporter acquired the knowledge or reasonable
suspicion of child abuse or neglect outside of his/her professional capacity or outside
the scope of his/her employment. Any other person making a report shall not incur civil
or criminal liability unless it can be proven that he/she knowingly made a false report or
made a report with reckless disregard of the truth or falsity of the report. (Penal Code
11172)
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2. If a mandated reporter fails to report an incident of known or reasonably suspected
child abuse or neglect, he/she may be guilty of a crime punishable by a fine and/or
imprisonment. (Penal Code 11166)

3. No employee shall be subject to any sanction by the district for making a report. (Penal
Code 11166)

Reporting Procedures

1. Initial Telephone Report: Immediately or as soon as practicable after knowing or
observing suspected child abuse or neglect, a mandated reporter shall make an initial
report by telephone to any police department (excluding a school district police/security
department), sheriff's department, county probation department if designated by the
county to receive such reports, or county welfare department. (Penal Code 11165.9,
11166)

Child Protective Services, 4245 Market Street #204, Ventura, CA 93003 (805)
654-3409

2. When the initial telephone report is made, the mandated reporter shall note the name of
the official contacted, the date and time contacted, and any instructions or advice

received.

3. Written Report: Within 36 hours of knowing or observing the information concerning the

incident, the mandated reporter shall then prepare and either send, fax, or electronically

submit to the appropriate agency a written follow-up report, which includes a completed

Department of Justice form (SS 8572). (Penal Code 11166, 11168)

REQUEST FOR VOLUNTEERS TO ADMINISTER EMERGENCY EPINEPHRINE AUTO INJECTORS, AND

ANTISEIZURE MEDICATIONS BP5141.21

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 have an opportunity to participate in the educational program. Any medication

prescribed for a student with a disability, as defined 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 a

parent/guardian to administer medication to his/her child at school, designate other individuals to do

so on his/her behalf, and, with the child's authorized health care provider's approval, request the

district's permission for his/her child 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 available epinephrine auto-injectors 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) 4/52



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 the written statement provided by the student's

parent/guardian and authorized health care provider. Such personnel shall be afforded appropriate

liability protection.

When medically unlicensed school personnel are authorized by law to administer any medication to

students, such as emergency anti seizure medication, auto-injectable epinephrine, insulin, or glucagon,

or naloxone hydrochloride or another opioid antagonist, or another drug approved by the federal Food

and Drug Administration that, when administered, negates or neutralizes in whole or in part the

pharmacological effects of an opioid in the body and that has been approved for the treatment of an

opioid overdose, (Education Code 49414.3), 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. (Education Code 49414, 49414.5, 49423, 49423.1)

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.

School nurses and other designated school personnel shall administer medications to students in

accordance with law, Board policy, and administrative regulation and shall be afforded appropriate

liability protection.

In an emergency situation such as a public disaster or epidemic, a trained, unlicensed district

employee may administer medication to a student.

EMPLOYEE USE OF TECHNOLOGY (BP/AR 4040 and BP/AR 6162.7)

The Ojai Unified School District, hereinafter referred to as OUSD, provides quality services and
support for life-long learning opportunities. OUSD collaborates to build relationships with local
educational institutions and other government and private sector entities to provide leadership,
service and support for all learners. This will be accomplished through the following four goals:

1. Provide, promote, and support environments that result in World-Class Learning.
2. Secure and develop Resources (human, fiscal, and information) that support and
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promote our mission.
3. Develop and maintain an Organization based on teamwork, trust, communication,

commitment, and competence.
4. Optimize Customer Satisfaction.

OUSD has a strong commitment to providing a quality education for its students, including
access to and experience with technology. OUSD's goals for technology in education include
promoting educational excellence in schools by facilitating resource sharing, innovation, and
communication, providing appropriate access to all students, supporting critical and creative
thinking, fully integrating technology into the daily curriculum, and preparing students and
educators to meet the challenge of a highly technological and information-rich classroom and
workplace.

OUSD recognizes that technology can enhance employee performance by improving access to
and exchange of information, offering effective tools to assist in providing a quality instructional
program, and facilitating operations. OUSD provides a wide range of technological resources,
including Internet access, to its staff for the purpose of advancing the educational mission of
OUSD. All employees are expected to learn and use the available technological resources that
will assist them in the performance of their job responsibilities. The level of access provided
coincides with the requirements of the employee's job functions. These resources are provided
at the public's expense and maintained by OUSD and therefore, are to be used by members of
the school community with respect for the public trust through which they have been provided.
OUSD intends to maintain a nonpublic forum and reserves the forums created by use of its
technological equipment for OUSD's intended purposes.

OUSD periodically updates technology standards according to Board Policies. Staff members
who agree to abide by these defined standards will have access to appropriate, available
resources, with guidance and support provided by the Technology Services Department.

Board Policy 4040 has established ethical standards for the use of technology and technological
resources in our schools. Board policies apply to all OUSD staff, whether or not they come into
direct contact with students, and cover all technology in use while acting in such capacity. This
Acceptable Use Policy provides direction and guidelines regarding the appropriate and
inappropriate use of technology:

● during the performance of duties;
● while on a OUSD location; and/or
● while using OUSD equipment and/or accessing OUSD resources.

In general, this policy requires efficient, ethical and legal utilization of OUSD's human and
material resources. This Acceptable Use Policy does not attempt to articulate all required or
prohibited behavior by users. Additional guidance and support is provided by the Technology
Services Department. Successful operation of such resources requires that all users conduct
themselves in a responsible, confidential, ethical, decent, and polite manner, consistent with
OUSD Mission and Goals. Employees shall report any security problem or misuse of the services
to the Superintendent or designee.

The following information provides direction to OUSD employees regarding electronic
communications, such as electronic mail, social networking, and publishing web pages on the
Internet through OUSD or other Web Servers. Considerations reflected in this document are: 6/52



1. Protecting the welfare of children.
2. Protecting every individual's right to privacy.
3. Protecting intellectual and property rights.
4. Respecting the rights of children's parents/guardians.
5. Ensuring web resources are used to promote OUSD's educational goals.
6. Assuring web resources are organized, well-designed, and easy to navigate.

Unacceptable behaviors include but are not limited to: creation and transmission of offensive,
obscene, or indecent material; creation of defamatory material; plagiarism; infringement of
copyright, including software, published texts, and student work; political and/or religious
proselytizing; transmission of commercial and/or advertising material; and creation and
transmission of material which a recipient might consider disparaging, harassing, and/or
abusive based on race, ethnicity, national origin, sex, gender, sexual orientation, age, disability,
religion, and/or political beliefs.

OUSD employees must follow OUSD protocols when using OUSD technological resources. The
District may establish guidelines and limits on the use of technological resources. Modification
of such resources must be accomplished with guidance and support provided by the Technology
Services Department. For instance, an OUSD employee may not download any software or
electronic files without implementing virus protection measures that have been approved by
OUSD. An employee may not intentionally interfere with the normal operation of the network,
including the propagation of computer viruses and unsanctioned high-volume network traffic
that substantially hinders others in their use of the network. This includes causing congestion or
disruption of OUSD Network through inappropriate downloads of large files, streaming
audio/video, or other such activities. An OUSD employee may not examine, change, or use
another person's files, output, records, or user name for which they do not have explicit
authorization. An OUSD employee may not perform any other inappropriate uses identified by
the network administrator. In order to comply with state and federal privacy laws, non-OUSD
employees (such as parents, volunteers, or students) may not access any OUSD employee
devices or secured resources since confidential or protected student information or sensitive
email communications may be stored or accessed from there.

Employees shall not develop any classroom or work-related web sites, blogs, forums, or similar
online communications representing the district or using district equipment or resources
without permission of the Superintendent or designee. Such sites shall be subject to rules and
guidelines established for district online publishing activities including, but not limited to,
copyright laws, privacy rights, and prohibitions against obscene, libelous, and slanderous
content. Because of the unfiltered nature of blogs, any such site shall include a disclaimer that
the district is not responsible for the content of the messages. The District retains the right to
delete material on any such online communications.

OUSD employees, during the performance of duties, must obey all applicable laws and must
follow rules of professional conduct. OUSD is committed to meeting the provisions established
in the Family Educational Rights and Privacy Act (FERPA), which protects the rights of students
regarding Education Records. OUSD is committed to meeting the provisions established in the
Health Insurance Portability and Accountability Act (HIPAA), which protects the rights of
students and employees regarding Protected Health Information. Technological resources shall
not be used to transmit confidential information about students, employees, or district
operations without authority and appropriate safeguards. 7/52



OUSD is committed to meeting the provisions established in the Children's Internet Protection
Act (CIPA), which protects the safety and privacy of minors. Consequently, OUSD uses
appropriate filtering technology to limit access to the Internet, in an attempt to prevent online
access to materials that are obscene, contain child pornography, or are harmful to minors. In
compliance with California legislation and E-Rate, OUSD addresses the appropriate and ethical
use of information technology in the classroom so that students and teachers can distinguish
lawful from unlawful uses of copyrighted works, including the following topics: the concept and
purpose of both copyright and fair use; distinguishing lawful from unlawful downloading and
peer-to-peer file sharing; and avoiding plagiarism and provides for the education of minors
about Internet safety, including appropriate online behavior, interacting with other individuals
on social networking sites and in chat rooms, cyber-bullying awareness and response, as well as
protecting online privacy and avoiding online predators.

An OUSD employee, acting in an individual capacity and outside the scope of employment, may,
during non-working time, express views and opinions that do not necessarily state or reflect
those of OUSD. Any such expression shall neither state nor imply that it
is made on behalf of OUSD. An OUSD employee shall not communicate information otherwise
prohibited by OUSD policy or procedures using technological resources.

An OUSD employee has no specific ownership or possessory right in the technological resources
used or in the information stored or created therein. An OUSD employee does not have an
expectation of privacy in workplace electronic communications. Computer files and
communications over electronic networks, including e-mail, voice mail and Internet access, are
not private. To ensure proper use, the Superintendent/designee may monitor OUSD's
technological resources, including e-mail, voice mail systems, and Internet usage, at any time
without advance notice or consent, and may copy, store, or delete any electronic
communication or files and disclose them to others as it deems necessary or required by law
including but not limited to, retrieval of information in response to the Public Records Act;
retrieval of records in compliance with the Pupil Record Act, Education Code section 49062, et
seq., FERPA and AB 1584; and/or to fulfill statutory duties and Board policies to maintain public
records. When passwords are used, they must be known to the Superintendent or designee so
that the District may have system access. An OUSD employee, acting within the scope of
employment, should conduct OUSD business on OUSD sanctioned systems. An OUSD employee
may not waste time on non-OUSD business and the employee's use of OUSD equipment is
expected to be related to OUSD's goals of educating students and/or conducting OUSD
business. OUSD recognizes, however, that some personal use is inevitable, and that incidental
and occasional personal use that is infrequent or brief in duration is permitted so long as it
occurs on personal time, does not interfere with OUSD business, and is not otherwise
prohibited by OUSD policy or procedures. Employees shall not use the system to engage in
commercial or other for-profit activities.

Although OUSD will make a concerted effort to protect staff from adverse consequences
resulting from use of OUSD technology resources, all users must exercise individual vigilance
and responsibility to avoid inappropriate and/or illegal activities. Users are ultimately
responsible for their actions in accessing and using OUSD computers and/or mobile devices and
the OUSD computer network. Employees shall not attempt to interfere with other users' ability
to send or receive email nor shall they attempt to read, delete, copy, modify, or forge other
users' email. The employee in whose name an online services account is issued is responsible
for its privacy and proper use at all times. OUSD accepts no liability relative to information
stored and/or retrieved on OUSD-owned technology resources. OUSD accepts no liability for
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employee-owned technology resources used on OUSD property.

OUSD employees are expected to review, understand, and abide by the policies described in this
document and the procedures of the Technology Services Department. Board Policy and
Administrative Regulations are available on request at the Superintendent's Office or on the
District's website; the District highly recommends employees take the time to read these
policies and regulations. The signature, at the end of this document, is legally binding and
indicates that the party who signed has read the terms and conditions carefully and
understands their significance. All employees must review and sign OUSD's Acceptable Use
Policy annually. OUSD supervisors are required to enforce these policies consistently and
uniformly. No supervisor has the authority to override the policies unless he or she obtains the
written permission of the Superintendent. Signed Acceptable Use Policies are kept on file at the
OUSD Personnel Offices and OUSD has provided a copy for your records. Any employee who
violates any provision of this Acceptable Use Policy shall be considered as having acted in an
individual capacity and outside the scope of employment and, as such, may be subject to
disciplinary action, up to and including termination or criminal prosecution by government
authorities.

BULLYING INTERVENTION AND ANTI-BULLYING RULES (BP 5131.2)

Harassment of students or staff, such as bullying, including cyberbullying, intimidation, hazing
or initiation activity, ridicule, extortion, or any other verbal, written, or physical conduct that
causes or threatens to cause bodily harm or emotional suffering.

The Governing Board recognizes the harmful effects of bullying on student learning and school
attendance and desires to provide safe school environments that protect students from
physical and emotional harm. District employees shall establish student safety as a high
priority and shall not tolerate bullying of any student. No individual or group shall, through
physical, written, verbal, or other means, harass, sexually harass, threaten, intimidate,
retaliate, cyberbully, cause bodily injury to, or commit hate violence against any student or
school personnel.

Cyberbullying includes the creation or transmission of harassing communications, direct threats,
or other harmful texts, sounds, or images on the Internet, social media, or other technologies
using a telephone, computer, or any wireless communication device. Cyberbullying also includes
breaking into another person's electronic account and assuming that person's identity in order
to damage that person's reputation.

Strategies for addressing bullying in District schools shall be developed with involvement of key
stakeholders, including students, parents/guardians, and staff, and may be incorporated into the
comprehensive safety plan, the local control and accountability plan, and other applicable
district and school plans.

As appropriate, the Superintendent or designee may collaborate with law enforcement, courts,
social services, mental health services, other agencies, and community organizations in the
development and implementation of joint strategies to promote safety in schools and the
community and to provide services for alleged victims and perpetrators of bullying.
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Bullying Prevention

To the extent possible, District schools shall focus on the prevention of bullying by establishing
clear rules for student conduct and implementing strategies to promote a positive, collaborative
school climate. Students shall be informed, through student handbooks and other appropriate
means, of District and school rules related to bullying, mechanisms available for reporting
incidents or threats, and the consequences for engaging in bullying.

As appropriate, the District shall provide students with instruction, in the classroom or other
educational settings, that promotes effective communication and conflict resolution skills, social
skills, character/values education, respect for cultural and individual differences, self-esteem
development, assertiveness skills, and appropriate online behavior.

Staff shall receive related professional development, including information about early warning
signs of harassing/intimidating behaviors and effective response.

Based on an assessment of bullying incidents at school, the Superintendent or designee may
increase supervision and security in areas where bullying most often occurs, such as classrooms,
playgrounds, hallways, restrooms, and cafeterias.

Intervention

Students are encouraged to notify school staff when they are being bullied or suspect that
another student is being victimized. In addition, the Superintendent or designee shall develop
means for students to report threats or incidents confidentially and anonymously.

School staff who witness an act of bullying shall immediately intervene to stop the incident
when it is safe to do so. (Education Code 234.1)

When appropriate based on the severity or pervasiveness of the bullying, the Superintendent or
designee shall notify the parents/guardians of victims and perpetrators and may contact law
enforcement.

The Superintendent, principal, or principal's designee may refer a victim, witness, perpetrator,
or other student affected by an act of bullying to a school counselor, school psychologist, mental
health clinician, child welfare attendance personnel, school nurse, or other school support
service personnel for case management, counseling, and/or participation in a restorative justice
program as appropriate. (Education Code 48900.9)

Complaints and Investigation

Any complaint of bullying, whether it is discriminatory or nondiscriminatory, shall be
investigated and resolved in accordance with law and the district's uniform
complaint procedures specified in AR 1312.3 - Uniform Complaint Procedures.
Any student, parent/guardian, or other individual who believes that a student has been
subjected to bullying or who has witnessed bullying may report the incident to a teacher, the
principal, a compliance officer, or any other available school employee. Within one day of
receiving such a report, a staff member shall notify the principal of the report, whether or not a 10/52



uniform complaint is filed. Within two business days of receiving a report of bullying, the
principal shall notify a District compliance officer identified in AR 1312.3. In addition, any school
employee who observes an incident of bullying involving a student shall, within one business
day, report his/her observation to the principal or a District compliance officer, whether or not
the alleged victim files a complaint.

When the circumstances involve cyberbullying, individuals with information about the activity
shall be encouraged to save and print any electronic or digital messages that they feel constitute
cyberbullying and to notify a teacher, the principal, or other employee so that the matter may
be investigated. When a student uses a social networking site or service to bully or harass
another student, the Superintendent or designee may file a request with the networking site or
service to suspend the privileges of the student and to have the material removed.

When a report of bullying is submitted, the principal or a District compliance officer shall inform
the student or parent/guardian of the right to file a formal written complaint in accordance with
AR 1312.3. The student who is the alleged victim of the bullying shall be given an opportunity to
describe the incident, identify witnesses who may have relevant information, and provide other
evidence of bullying.

Discipline

Corrective actions for a student who commits an act of bullying of any type may include
counseling, behavioral intervention and education, and, if the behavior is severe or pervasive as
defined in Education Code 48900, may include suspension or expulsion in accordance with
district policies and regulations.

Any employee who permits or engages in bullying or retaliation related to bullying shall be
subject to disciplinary action, up to and including dismissal.

ANTI-BULLYING RULES

●We will not bully others.
●We will try to help students who are bullied.
●We will try to include students who are left out.
● If we know that somebody is being bullied, we will tell an adult at school and an adult at

home.

On-the-spot Interventions

When you see bullying happen:
Step 1:stop the bullying.
Step 2:support the student who has been bullied.
Step 3: to the student(s) who bullied: name the bullying behavior and refer to
the four anti-bullying rules.
Step 4: Empower the bystanders with appreciation if they were supportive to the
student who was bullied or with information about how to act in the future.
Step 5: Impose immediate and appropriate consequences for the student(s) who
are bullied.
Step 6: Take steps to make sure the student who was bullied will be protected
from future bullying. 11/52



SEXUAL HARASSMENT (BP/AR 4119.11; 4219.11; 4319.11)

The Fair Employment and Housing Act defines harassment because of sex as including sexual
harassment, gender harassment, and harassment based on pregnancy, childbirth, or related
medical conditions. The Fair Employment and Housing Commission regulations define sexual
harassment as unwanted sexual advances, or visual, verbal or physical conduct of a sexual
nature. This definition includes many forms of offensive behavior and includes gender-based
harassment of a person of the same sex as the harasser.

Sexual harassment in the Ojai Unified School District is forbidden and will not be condoned or
tolerated. A manual has been developed to assist you and all employees to become aware of
and to better understand and clarify attitudes and behaviors that could be interpreted as sexual
harassment.

Use the manual as your guide. It includes Board of Education policies and identifies applicable
legislation. It defines and provides examples of sexual harassment. It also includes information
to familiarize you with the legal liabilities and the proper procedures for filing a complaint.

It is imperative that the environment for all in the Ojai Unified School District — employees and
students — be free of sexual harassment. Sexual harassment can damage employee/student
relationships, lower morale, undermine the integrity of and interfere with the effectiveness of
the District.

Therefore, it is your responsibility, as it is the responsibility of all in the Ojai Unified School
District, to work to maintain an environment free of sexual harassment. Keep this manual
available to you. Be aware of the information provided and help all of us maintain a workplace
free from sexual harassment so that all employees and students are assured fair and courteous
treatment.

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 Board of Education 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.

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
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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.

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.

Complaint Procedure (AR 4031)

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.
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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 Board of Education: 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
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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 12960)
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) California and Federal Law
(AR 4119.11, 4219.11 and 4319.11)

Districts are also cautioned that 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 arise.
The following administrative regulation shall apply to all allegations of sexual harassment
involving employees, interns, volunteers, and job applicants, but shall not be used to resolve
any complaint by or against a student.

Title IX Coordinator

The district designates the following individual(s) as the responsible employee(s) to coordinate
its efforts to comply with Title IX of the Education Amendments of 1972, as well as to
investigate and resolve sexual harassment complaints under AR 4030 Nondiscrimination in
Employment. The Title IX Coordinator(s) may be contacted at:

Superintendent or Designee
414 E. Ojai Avenue
Ojai, CA 93023
(805) 640-4300 x 1011
complaints@ojaiusd.org

The district shall notify employees, bargaining units, and applicants for employment of the
name or title, office address, email address, and telephone number of the district's Title IX
Coordinator. (34 CFR 106.8)

Prohibited Conduct

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances,
unwanted requests for sexual favors, or other unwanted verbal, visual, or physical conduct of a
sexual nature, regardless of whether or not the conduct is motivated by sexual desire. Conduct
is considered to be sexual harassment when made against another person of the same or
opposite sex in the work or educational setting under any of the following conditions:
(Education Code 212.5; Government Code 12940; 2 CCR 11034)

1. Submission to the conduct is made explicitly or implicitly a term or condition of
the individual's employment.

2. Submission to or rejection of the conduct is used as the basis for an
employment decision affecting the individual.

3. The conduct has the purpose or effect of having a negative impact upon the
individual's work performance or of creating an intimidating, hostile, or offensive work
environment.
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4. Submission to or rejection of the conduct is used as the basis for any decision
affecting the individual regarding benefits, services, honors, programs, or activities
available at or through the district.

Examples of actions that might constitute sexual harassment in the work or educational setting,
whether committed by a supervisor, a co-worker, or a non-employee, include, but are not
limited to:

1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic
comments about an individual's body; overly personal conversations or pressure for
sexual activity; sexual jokes or stories; unwelcome sexual slurs, epithets, threats,
innuendoes, derogatory comments, sexually degrading descriptions, or the spreading of
sexual rumors

2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures;
sexually explicit emails; displaying sexually suggestive objects.

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking,
or brushing the body; touching an individual's body or clothes in a sexual way;
cornering, blocking, leaning over, or impeding normal movements

Training

Every two years, the Superintendent or designee shall ensure that supervisory employees
receive at least two hours, and nonsupervisory employees receive at least one hour, of
classroom or other effective interactive training and education regarding sexual harassment. All
newly hired employees and employees promoted to a supervisory position shall receive training
within six months of their assumption of the new position. (Government Code 12950.1) A
supervisory employee is any employee having the authority, in the interest of the district, to
hire, transfer, suspend, lay off, promote, discharge, assign, reward, or discipline other
employees, or the responsibility to direct them, adjust their grievances, or effectively
recommend such action, when the exercise of the authority is not of a merely routine or clerical
nature, but requires the use of independent judgment. (Government Code 12926)

Such training may be completed by employees individually or as part of a group presentation,
may be completed in shorter segments as long as the applicable hourly requirement is met, and
may be provided in conjunction with other training provided to the employees. The training
shall be presented by trainers or educators with knowledge and expertise in the prevention of
harassment, discrimination, and retaliation. (Government Code 12950.1)

The district's sexual harassment training and education program shall include, but is not limited
to, the following: (Government Code 12950.1; 2 CCR 11024)

1. Information and practical guidance regarding federal and state laws concerning
the prohibition, prevention, and correction of sexual harassment

2. The types of conduct that constitute sexual harassment

3. Remedies available for victims in civil actions, and potential
employer/individual exposure/liability

4. Strategies to prevent harassment in the workplace

5. Supervisors' obligation to report sexual harassment, discrimination, and retaliation
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of which they become aware

6. Practical examples which illustrate sexual harassment, discrimination, and
retaliation using training modalities such as role plays, case studies, and group
discussions, based on factual scenarios taken from case law, news and media
accounts, and hypotheticals based on workplace situations and other sources

7. The limited confidentiality of the complaint process

8. Resources for victims of unlawful harassment, such as to whom they should report
any alleged harassment

9. Steps necessary to take appropriate remedial measures to correct harassing
behavior, which includes the district's obligation to conduct an effective workplace
investigation of a harassment complaint

10. What to do if the supervisor is personally accused of harassment

11. The essential elements of the district's anti-harassment policy, and how to use the
policy if a harassment complaint is filed

12. Employees shall receive a copy of the district's sexual harassment policy and
administrative regulations, which they shall read and acknowledge that they have
received.

13. Information, including practical examples, of harassment based on gender
identity, gender expression, and sexual orientation

14. Prevention of abusive conduct, including a review of the definition and elements of
abusive conduct pursuant to Government Code 12950.1, the negative effects that
abusive conduct has on the victim and other in the workplace, the detrimental
consequences of this conduct on employee productivity and morale, and that a single
act does not constitute abusive conduct unless the act is severe or egregious.

The Superintendent or designee shall retain for at least two years the records of any training
provided to supervisory employees. Such records shall include the names of trained employees,
date of the training, the type of training, and the name of the training provider. (2 CCR 11024)

Notifications

The Superintendent or designee shall notify employees that the district does not discriminate
on the basis of sex as required by Title IX, that the Title IX nondiscrimination requirement
extends to employment, and that inquiries about the application of Title IX to the district may
be referred to the district's Title IX Coordinator and/or to the Assistant Secretary for Civil Rights,
U.S. Department of Education. (34 CFR 106.8)

A copy of the Board policy and this administrative regulation shall:

1. Be displayed in a prominent location in the main administrative building, district
office, or other area of the school where notices of district rules, regulations,
procedures, and standards of conduct are posted

2. Be provided to every district employee at the beginning of the first quarter or
semester of the school year or whenever a new employee is hired

3. Appear in any school or district publication that sets forth the school's or
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district's comprehensive rules, regulations, procedures, and standards of conduct

All employees shall receive a copy of an information sheet prepared by the California
Department of Fair Employment and Housing (DFEH) or the district that contains, at a
minimum, components on: (Government Code 12950)

1. The illegality of sexual harassment

2. The definition of sexual harassment under applicable state and federal law 3. A
description of sexual harassment, with examples

4. The district's complaint process available to the employee

5. The legal remedies and complaint process available through DFEH and the Equal Employment
Opportunity Commission (EEOC)

6. Directions on how to contact DFEH and the EEOC

7. The protection against retaliation provided by 2 CCR 11021 for opposing harassment
prohibited by law or for filing a complaint with or otherwise participating in an investigation,
proceeding, or hearing conducted by DFEH and the EEOC. (Education Code 231.5) In
addition, the district shall post, in a prominent and accessible location, the DFEH poster on
discrimination in employment and the illegality of sexual harassment and the DFEH poster
regarding transgender rights. (Government Code 12950)

UNIFORM COMPLAINT PROCEDURES (UCP) (BP/AR 1312.3)

The Ojai Unified School District has the primary responsibility to insure compliance with
applicable state and federal laws and regulations and has established procedures to address
allegations of unlawful discrimination, harassment, intimidation, and bullying, and complaints
alleging violation of state or federal laws governing educational programs and the charging of
unlawful pupil fees.

The District shall investigate and seek to resolve complaints using policies and procedures
known as the Uniform Complaint Procedures (UCP) adopted by our local board. Unlawful
discrimination, harassment, intimidation, or bullying complaints may be based on actual or
perceived age, ancestry, color, ethnic group identification, gender expression, gender identity,
gender, disability, nationality, national origin, race or ethnicity, religion, sex, sexual orientation,
or on a person's association with a person or group with one or more of these actual or
perceived characteristics, in any program or activity that receives or benefits from state financial
assistance.

The District will investigate all allegations of unlawful discrimination, harassment, intimidation
or bullying against any protected group as identified in Education Code section 200 and 220 and
Government Code section 11135, including any actual or perceived characteristics as set forth in
Penal code section 422.55 or on the basis of a person's association with a person or group with
one or more of these actual or perceived characteristics in any program or activity conducted by
the District, which is funded directly by, or that receives or benefits from any state financial
assistance.

The District shall investigate and seek to resolve all complaints alleging failure to comply with
applicable state and federal laws and regulations including, but not limited to, allegations about
discrimination, harassment, intimidation, bullying, and noncompliance with laws relating to 18/52



pupil fees for participation in an educational activity and seek to resolve those complaints in
accordance with the District's Uniform Complaint Procedures.
The UCP shall also be used when addressing complaints alleging failure to comply with state
and/or federal laws in:

● Adult Education
● Career Technical and Technical Education and Training Programs
● Child Nutrition Programs
● Special Education Programs
● Safety Planning Requirements
● Local Control Accountability Plans

Except as the Governing Board may otherwise specifically provide in other district policies,
these uniform
complaint procedures (UCP) shall be used to investigate and resolve only the complaints
specified in
BP 1312.3.

Compliance Officers

The District designates the individual(s), position(s), or unit(s) identified below as responsible
for coordinating the district's response to complaints and for complying with state and federal
civil rights laws. The individual(s), position(s), or unit(s) also serve as the compliance officer(s)
specified in AR 5145.3 -Nondiscrimination/Harassment responsible for handling complaints
regarding unlawful discrimination (such as discriminatory harassment, intimidation, or bullying)
and in AR 5145.7 - Sexual Harassment for handling complaints regarding sexual harassment. The
compliance officer(s) shall receive and coordinate the investigation of complaints and shall
ensure district compliance with law.

Superintendent or Designee
414 E. Ojai Avenue
Ojai, CA 93023
805-640-4300x1011
complaints@ojaiusd.org

The compliance officer who receives a complaint may assign another compliance officer to
investigate and resolve the complaint. The compliance officer shall promptly notify the
complainant and respondent, if applicable, if another compliance officer is assigned to the
complaint.

In no instance shall a compliance officer be assigned to a complaint in which the compliance
officer has a bias or conflict of interest that would prohibit the fair investigation or resolution of
the complaint. Any complaint against a compliance officer or that raises a concern about the
compliance officer's ability to investigate the complaint fairly and without bias shall be filed
with the Superintendent or designee who shall determine how the complaint will be
investigated.

The Superintendent or designee shall ensure that employees assigned to investigate and resolve
complaints receive training and are knowledgeable about the laws and programs at issue in the
complaints to which they are assigned. Training provided to such employees shall cover current
state and federal laws and regulations governing the program, applicable processes for
investigating and resolving complaints, including those alleging unlawful discrimination (such as
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discriminatory harassment, intimidation, or bullying), applicable standards for reaching
decisions on complaints, and appropriate corrective measures. Assigned employees may have
access to legal counsel as determined by the Superintendent or designee.

The compliance officer or, if necessary, any appropriate administrator shall determine whether
interim measures are necessary during and pending the result of an investigation. If interim
measures are determined to be necessary, the compliance officer or the administrator shall
consult with the Superintendent, or, Superintendent’s designee if appropriate, the site
principal to implement one or more interim measures. The interim measures shall remain in
place until the compliance officer determines that they are no longer necessary or until the
district issues its final written decision, whichever occurs first.

Notifications

The district's UCP policy and administrative regulation shall be posted in all district schools and
offices, including staff lounges and student government meeting rooms. (Education Code 234.1)
In addition, the Superintendent or designee shall annually provide written notification of the
district's UCP to students, employees, parents/guardians of district students, district advisory
committee members, school advisory committee members, appropriate private school officials
or representatives, and other interested parties. (5 CCR 4622)
The notice shall include:

1. A statement that the district is primarily responsible for compliance with federal and
state laws and regulations, including those related to prohibition of unlawful
discrimination, harassment, intimidation, or bullying against any protected group, and a
list of all programs and activities that are subject to UCP as identified in the section
"Complaints Subject to UCP" in the accompanying Board policy

2. The title of the position responsible for processing complaints, the identity of the
person(s) currently occupying that position if known, and a statement that such persons
will be knowledgeable about the laws and programs that they are assigned to investigate

3. A statement that a UCP complaint must be filed no later than one year from the date
the alleged violation occurred

4. A statement that, in the case of a complaint alleging unlawful discrimination,
harassment, intimidation, of bullying, a UCP complaint must be filed no later than six
months from the date of the alleged conduct or the date the complainant first
obtained knowledge of the facts of the alleged conduct

5. A statement that a student enrolled in a public school shall not be required to pay a
fee for participation in an educational activity that constitutes an integral fundamental
part of the district's educational program, including curricular and extracurricular
activities

6. A statement that a complaint regarding student fees or the local control and
accountability plan (LCAP) may be filed anonymously if the complainant provides
evidence or information leading to evidence to support the complaint

7. A statement that the district will post a standardized notice of the educational rights
of foster youth, homeless students, former juvenile court school students now
enrolled in the district, children of military families, migrant students, and immigrant
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students enrolled in a newcomer program, as specified in Education Code 48853,
48853.5, 49069.5, 51225.1, and 51225.2, and the complaint process

8. A statement that complaints will be investigated in accordance with the district's UCP
and a written decision will be sent to the complainant within 60 days from the receipt
of the complaint, unless this time period is extended by written agreement of the
complainant

9. A statement that the complainant has a right to appeal the district's investigation
report to CDE for programs within the scope of the UCP by filing a written appeal,
including a copy of the original complaint and the district's decision, within 15 days of
receiving the district's decision

10. A statement advising the complainant of any civil law remedies, including, but
not limited to, injunctions, restraining orders, or other remedies or orders that may
be available under state or federal antidiscrimination laws, if applicable

11. A statement that copies of the district's UCP are available free of charge

The annual notification, complete contact information of the compliance officer(s), and
information related to Title IX as required pursuant to Education Code 221.61 shall be posted on
the district web site and may be provided through district-supported social media, if available.

The Superintendent or designee shall ensure that all students and parents/guardians, including
students and parents/guardians with limited English proficiency, have access to the relevant
information provided in the district's policy, regulation, forms, and notices concerning the UCP.

If 15 percent or more of students enrolled in a particular district school speak a single primary
language other than English, the district's policy, regulation, forms, and notices concerning the
UCP shall be translated into that language, in accordance with Education Code 234.1 and 48985.
In all other instances, the district shall ensure meaningful access to all relevant UCP information
for parents/guardians with limited English proficiency.

Filing of Complaints

The complaint shall be presented to the compliance officer who shall maintain a log of
complaints received, providing each with a code number and a date stamp.

All complaints shall be filed in writing and signed by the complainant. If a complainant is unable
to put a complaint in writing due to conditions such as a disability or illiteracy, district staff shall
assist in the filing of the complaint. (5 CCR 4600)
Complaints shall also be filed in accordance with the following rules, as applicable:

1. A complaint alleging district violation of applicable state or federal law or
regulations governing the programs specified in the accompanying Board policy (item
#1 of the section "Complaints Subject to UCP") may be filed by any individual, public
agency, or organization. (5 CCR 4630)

2. Any complaint alleging noncompliance with law regarding the prohibition against
student fees, deposits, and charges or any requirement related to the LCAP may be filed
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anonymously if the complaint provides evidence, or information leading to evidence, to
support an allegation of noncompliance. A complaint about a violation of the prohibition
against the charging of unlawful student fees may be filed with the principal of the
school or with the Superintendent or designee.

3. A UCP complaint shall be filed no later than one year from the date the alleged
violation occurred. For complaints related to the LCAP, the date of the
alleged violation is the date when the County Superintendent of Schools approves the
LCAP that was adopted by the Board. (5 CCR 4630)

4. A complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) may be filed only by a person who alleges having personally
suffered unlawful discrimination, a person who believes that any specific class of
individuals has been subjected to unlawful discrimination, or a duly authorized
representative who alleges that an individual student has been subjected to
discrimination, harassment, intimidation, or bullying. The complaint shall be initiated no
later than six months from the date that the alleged unlawful discrimination occurred, or
six months from the date that the complainant first obtained knowledge of the facts of
the alleged unlawful discrimination. The time for filing may be extended for up to 90
days by the Superintendent or designee for good cause upon written request by the
complainant setting forth the reasons for the extension. (5 CCR 4630) 5. When a
complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) is filed anonymously, the compliance officer shall pursue an
investigation or other response as appropriate, depending on the specificity and
reliability of the information provided and the seriousness of the allegation.

6. When the complainant of unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying) or the alleged victim, when not the complainant,
requests confidentiality, the compliance officer shall inform the complainant or victim
that the request may limit the district's ability to investigate the conduct or take other
necessary action. When honoring a request for confidentiality, the district shall
nevertheless take all reasonable steps to investigate and resolve/respond to the
complaint consistent with the request.

Mediation

Within three business days after receiving the complaint, the compliance officer may informally
discuss with all the parties the possibility of using mediation. Mediation shall 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 an allegation of sexual assault or
where there is a reasonable risk that a party to the mediation would feel compelled to
participate. If the parties agree to mediation, the compliance officer shall make all
arrangements for this process.
Before initiating the mediation of a complaint alleging retaliation or unlawful discrimination
(such as discriminatory harassment, intimidation, or bullying), the compliance officer shall
ensure that all parties agree to make the mediator a party to relevant confidential information.
The compliance officer shall also notify all parties of the right to end the informal process at any
time.
If the mediation process does not resolve the problem within the parameters of law, the
compliance officer shall proceed with an investigation of the complaint.
The use of mediation shall not extend the district's timelines for investigating and resolving the
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complaint unless the complainant agrees in writing to such an extension of time. If mediation
is successful and the complaint is withdrawn, then the district shall take only the actions
agreed upon through the mediation. If mediation is unsuccessful, the district shall then
continue with subsequent steps specified in this administrative regulation.

Investigation of Complaint

Within 10 business days after the compliance officer receives the complaint, the compliance
officer shall begin an investigation into the complaint.

Within one business day of initiating the investigation, the compliance officer shall provide the
complainant and/or the complainant's representative with the opportunity to present the
information contained in the complaint to the compliance officer and shall notify the
complainant and/or representative of the opportunity to present the compliance officer with
any evidence, or information leading to evidence, to support the allegations in the complaint.
Such evidence or information may be presented at any time during the investigation. In
conducting the investigation, the compliance officer shall collect all available documents and
review all available records, notes, or statements related to the complaint, including any
additional evidence or information received from the parties during the course of the
investigation. The compliance officer shall individually interview all available witnesses with
information pertinent to the complaint, and may visit any reasonably accessible location where
the relevant actions are alleged to have taken place. At appropriate intervals, the compliance
officer shall inform both parties of the status of the investigation.
To investigate a complaint alleging retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), the compliance officer shall interview the alleged
victim(s), any alleged offenders, and other relevant witnesses privately, separately, and in a
confidential manner. As necessary, additional staff or legal counsel may conduct or support the
investigation.

A complainant's refusal to provide the district's investigator with documents or other evidence
related to the allegations in the complaint, failure or refusal to cooperate in the investigation, or
engagement in any other obstruction of the investigation may result in the dismissal of the
complaint because of a lack of evidence to support the allegation. Similarly, a respondent's
refusal to provide the district's investigator with documents or other evidence related to the
allegations in the complaint, failure or refusal to cooperate in the investigation, or engagement
in any other obstruction of the investigation may result in a finding, based on evidence
collected, that a violation has occurred and in the imposition of a remedy in favor of the
complainant. (5 CCR 4631)

In accordance with law, the district shall provide the investigator with access to records and
other information related to the allegation in the complaint and shall not in any way obstruct
the investigation. Failure or refusal of the district to cooperate in the investigation may result in
a finding based on evidence collected that a violation has occurred and in the imposition of a
remedy in favor of the complainant. (5 CCR 4631)

Timeline for Investigation Report

Unless extended by written agreement with the complainant, the investigation report shall be
sent to the complainant within 60 calendar days of the district's receipt of the complaint. Within
30 calendar days of receiving the complaint, the compliance officer shall prepare and send to
the complainant a written report, as described in the section "Investigation Report" below. If the
complainant is dissatisfied with the compliance officer's decision, the complainant may, within 23/52



five business days, file the complaint in writing with the Board.
The Board may consider the matter at its next regular Board meeting or at a special Board
meeting convened in order to meet the 60-day time limit within which the complaint must be
answered. When required by law, the matter shall be considered in closed session. The Board
may decide not to hear the complaint, in which case the compliance officer's decision shall be
final.

If the Board hears the complaint, the compliance officer shall send the Board's decision to the
complainant within 60 calendar days of the district's initial receipt of the complaint or within
the time period that has been specified in a written agreement with the complainant. (5 CCR
4631)

For any complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, and bullying), the respondent shall be informed of any extension of the
timeline agreed to by the complainant, shall be sent the district's investigation report, and,
in the same manner as the complainant, may file a complaint with the Board if dissatisfied
with the decision.

Investigation Report

For all complaints, the district's investigation report shall include: (5 CCR 4631)

1. The findings of fact based on the evidence gathered

2. A conclusion providing a clear determination for each allegation as to whether
the district is in compliance with the relevant law

3. Corrective action(s) whenever the district finds merit in the complaint, including,
when required by law, a remedy to all affected students and parents/guardians and, for
a student fees complaint, a remedy that complies with Education Code 49013 and 5 CCR
4600

4. Notice of the complainant's right to appeal the district's investigation report to CDE,
except when the district has used the UCP to address a complaint not specified in 5 CCR
4610

5. Procedures to be followed for initiating an appeal to CDE

The investigation report may also include follow-up procedures to prevent recurrence or
retaliation and for reporting any subsequent problems.
In consultation with district legal counsel, information about the relevant part of an
investigation report may be communicated to a victim who is not the complainant and to other
parties who may be involved in implementing the investigation report or are affected by the
complaint, as long as the privacy of the parties is protected. In a complaint alleging unlawful
discrimination (such as discriminatory harassment, intimidation, and bullying), notice of the
investigation report to the alleged victim shall include information about any sanction to be
imposed upon the respondent that relates directly to the alleged victim.

If the complaint involves a limited-English-proficient student or parent/guardian and the
student involved is enrolled in a school at which 15 percent or more of the students speak a
single primary language other than English, then the investigation report shall also be translated
into that language pursuant to Education Code 48985. In all other instances, the district shall
ensure meaningful access to all relevant information for parents/guardians with limited English
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proficiency.

For complaints alleging unlawful discrimination based on state law (such as discriminatory
harassment, intimidation, and bullying), the investigation report shall also include a notice to
the complainant that:

1. The complainant may pursue available civil law remedies outside of the district's
complaint procedures, including seeking assistance from mediation centers or
public/private interest attorneys, 60 calendar days after the filing of an appeal with
CDE. (Education Code 262.3)

2. The 60 days moratorium does not apply to complaints seeking injunctive relief in
state courts or to discrimination complaints based on federal law. (Education Code
262.3) 3. Complaints alleging discrimination based on race, color, national origin, sex,
gender, disability, or age may also be filed with the U.S. Department of Education,
Office for Civil Rights at www.ed.gov/ocr within 180 days of the alleged discrimination.

Corrective Actions

When a complaint is found to have merit, the compliance officer shall adopt any appropriate
corrective action permitted by law. Appropriate corrective actions that focus on the larger
school or district environment may include, but are not limited to, actions to reinforce district
policies; training for faculty, staff, and students; updates to school policies; or school climate
surveys.
For complaints involving retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), appropriate remedies that may be offered to the victim
but not communicated to the respondent may include, but are not limited to, the following:

1. Counseling
2. Academic support
3. Health services
4. Assignment of an escort to allow the victim to move safely about campus 5.
Information regarding available resources and how to report similar incidents or
retaliation
6. Separation of the victim from any other individuals involved, provided the
separation does not penalize the victim
7. Restorative justice
8. Follow-up inquiries to ensure that the conduct has stopped and there has been
no retaliation

For complaints involving retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), appropriate corrective actions that focus on a student
offender may include, but are not limited to, the following:

1. Transfer from a class or school as permitted by law
2. Parent/guardian conference
3. Education regarding the impact of the conduct on others
4. Positive behavior support
5. Referral to a student success team
6. Denial of participation in extracurricular or co-curricular activities or other privileges
as permitted by law
7. Disciplinary action, such as suspension or expulsion, as permitted by law When an
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employee is found to have committed retaliation or unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying), the district shall take
appropriate disciplinary action, up to and including dismissal, in accordance with
applicable law and collective bargaining agreement.

The district may also consider training and other interventions for the larger school community
to ensure that students, staff, and parents/guardians understand the types of behavior that
constitute unlawful discrimination
(such as discriminatory harassment, intimidation, or bullying), that the district does not tolerate
it, and how to report and respond to it.
When a complaint is found to have merit, an appropriate remedy shall be provided to the
complainant or other affected person.
However, if a complaint alleging noncompliance with the laws regarding student fees, deposits,
and other charges, physical education instructional minutes, courses without educational
content, or any requirement related to the LCAP is found to have merit, the district shall provide
a remedy to all affected students and parents/guardians subject to procedures established by
regulation of the State Board of Education. (Education Code 49013, 51222, 51223, 52075)

For complaints alleging noncompliance with the laws regarding student fees, the district shall
attempt in good faith, by engaging in reasonable efforts, to identify and fully reimburse all
affected students and parents/guardians who paid the unlawful student fees within one year
prior to the filing of the complaint. (Education Code 49013; 5 CCR 4600)

Appeals to the California Department of Education

Any complainant who is dissatisfied with the district's investigation report on a complaint
regarding any specified federal or state educational program subject to UCP may file an appeal
in writing with CDE within 30 calendar days of receiving the district's investigation report. (5
CCR 4632)
The appeal shall be sent to CDE with a copy of the original locally filed complaint and a copy of
the district's investigation report for that complaint. The complainant shall specify and explain
the basis for the appeal, including as least one of the following: (5 CCR 4632)

1. The district failed to follow its complaint procedures.
2. Relative to the allegations of the complaint, the district's investigation report
lacks material findings of fact necessary to reach a conclusion of law.
3. The material findings of fact in the district's investigation report are not supported
by substantial evidence.
4. The legal conclusion in the district's investigation report is inconsistent with the law.
5. In a case in which the district found noncompliance, the corrective actions fail to
provide a proper remedy.

Upon notification by CDE that the district's investigation report has been appealed, the
Superintendent or designee shall forward the following documents to CDE within 10 days of the
date of notification: (5 CCR 4633)

1. A copy of the original complaint
2. A copy of the district's investigation report
3. A copy of the investigation file including, but not limited to, all notes, interviews,
and documents submitted by the parties and gathered by the investigator
4. A report of any action taken to resolve the complaint
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5. A copy of the district's UCP
6. Other relevant information requested by CDE

If notified by CDE that the district's investigation report failed to address allegation(s) raised by the
complaint, the district shall, within 20 days of the notification, provide CDE and the
appellant with an amended investigation report that addresses the allegation(s) that were not
addressed in the original investigation report. The amended report shall also inform the
appellant of the right to separately appeal the amended report with respect to the allegation(s)
that were not addressed in the original report. (5 CCR 4632)

Complainants are protected from retaliation, and the identity of a complainant alleging
discrimination, harassment, intimidation or bullying will remain confidential, as appropriate.
Complaints alleging discrimination, harassment, intimidation, or bullying, must be filed within
six (6) months from the date the alleged discrimination, harassment, intimidation, or bullying,
occurred or six (6) months from the date the complainant first obtained knowledge of the facts
of the alleged discrimination, harassment, intimidation, or bullying, unless the time for filing is
extended by the Superintendent or his or her designee.

Complaints will be investigated and a written decision or report will be sent to the complainant
within sixty (60) days from the receipt of the complaint. This sixty (60) day time period may be
extended by written agreement of the complainant. The District person responsible for
investigating the complaint shall conduct and complete the investigation in accordance with
sections 4680-4687 and in accordance with local procedures adopted under section 4621.

The complainant has a right to appeal the District's decision to the California Department of
Education (CDE) by filing a written appeal within fifteen (15) days of receiving the District's
decision. The appeal must include a copy of the complaint filed with the District and a copy of
the District's decision.

Refusal by the District to provide the investigator with access to records and/or other
information related to the allegation in the complaint, or to otherwise fail or refuse to
cooperate in the investigation or engage in any other obstruction of the investigation, may
result in a finding based on evidence collected that a violation has occurred and may result in
the imposition of a remedy in favor of the complainant. Civil law remedies may be available
under state or federal discrimination, harassment, intimidation, or bullying laws, if applicable. In
appropriate cases, an appeal may be filed pursuant to Education Code Section 262.3. A
complainant may pursue available civil law remedies outside of the District's complaint
procedures. Complainants may seek assistance from mediation centers or public/private
interest attorneys. Civil law remedies that may be imposed by a court include, but are not
limited to, injunctions and restraining orders.
A copy of the District's UCP policy and complaint procedures shall be available free of charge.

TOBACCO-FREE SCHOOLS (BP/AR 3513.3)

The following notice is given to you as a requirement of law: The unlawful manufacture,
distribution, dispensing, possession, or use of controlled substances in the workplace or on
District property is prohibited.
In compliance with the Federal Drug-Free Workplace Act of 1988, all employees are required to
abide by this prohibition and must notify the district within five (5) days of their conviction for
violation of any criminal drug statute that occurred in the workplace. In addition to criminal
prosecution, employees violating this prohibition will be subject to dismissal under the terms of 27/52



Education Code 45123.

It is the District's policy to maintain a drug-free workplace. Drug abuse is a health hazard to the
user and clearly undermines the employee's role as a model for student behavior. Drug abuse in
the workplace causes unsafe work practices that are a danger to the abuser, to coworkers, and
to the student whose welfare is one of our primary responsibilities.

Employees who may have a problem with drug abuse or chemical dependency are encouraged
to seek assistance or rehabilitation. The District offers information and referrals on drug
counseling and rehabilitation programs through the certificated and classified personnel offices.

In conjunction with the Ojai City Ordinance regarding use of tobacco products, the Ojai Unified
School District Governing Board approved Policy 3513.3, "Tobacco-Free Workplace". You will
find a copy of the policy that is in effect for our school district, beginning at the bottom of this
page. As you can see, the use of tobacco products will be prohibited at all times on District
property and in District vehicles.

If you have any questions and/or require information on cessation of tobacco use, please call
the HR Department at 640-4300 ext.1041/1042 for a list of resources.

The Board of Education recognizes that the health hazards associated with smoking and the use
of tobacco products, including the breathing of second-hand smoke, are inconsistent with its
goal to provide a healthy environment for students and staff.

The Board prohibits 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; Labor
Code 6404.5; 20 USC 6083)
This prohibition applies 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.

Prohibited products include any product containing tobacco or nicotine, including, but not
limited to, cigarettes, cigars, miniature cigars, smokeless tobacco, snuff, chew, clove cigarettes,
betel, and nicotine delivery devices such as electronic cigarettes, electronic hookahs, and other
vapor emitting devices, with or without nicotine content that mimic the use of tobacco
products. Exceptions may be made for the use or possession of prescription nicotine products.
Notifications: Information about the district's tobacco-free schools policy and enforcement
procedures shall be communicated clearly to employees, parents/guardians, students, and the
community.
The Superintendent or designee may disseminate this information through annual written
notifications, District and school websites, student and parent handbooks, and/or other
appropriate methods of communication.
Signs stating "Tobacco use is prohibited" shall be prominently displayed at all entrances to
school property.

Enforcement/Discipline: Any employee or student who violates the district's tobacco-free
schools policy shall be asked to refrain from smoking and shall be subject to disciplinary
action as appropriate.
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DRUG-FREE/ALCOHOL-FREE WORKPLACE (BP/AR 4020)

The Board of Education 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.

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 non-instructional time in the classroom or workplace, at extracurricular
or co-curricular 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. 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.

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.

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:

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

ENVIRONMENTAL SAFETY (BP/AR 3514)

Asbestos Management (AR 3514)

The Superintendent shall designate an employee who shall ensure that the District's
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responsibilities related to asbestos inspection and abatement are implemented in accordance
with Federal and State regulations. This employee shall receive adequate training to perform
these duties, including, as necessary, training on the health effects of asbestos; detection,
identification, and assessment of asbestos-containing materials; options for controlling
asbestos-containing building materials; and relevant federal and state regulations.

The designated employee shall ensure that the District complies with the following
requirements:

1. School facilities shall be inspected for asbestos-containing materials as necessary in
accordance with the following:

a. Any school building that is leased or acquired by the District shall be inspected
for asbestos-containing materials prior to its use as a school building, unless
exempted by federal regulations.

b. At least once every six months, the District shall conduct a periodic
surveillance consisting of a visual inspection of each school building that
contains or is assumed to contain asbestos-containing building materials.

c. At least once every three years, the District shall conduct a re-inspection of all
known or assumed asbestos-containing building materials in each school building

Based on the results of the inspection, an appropriate response which is sufficient to
protect human health and the environment shall be determined from among the options
specified in 40 CFR 763.90.

The District may select the least burdensome response, taking into consideration local
circumstances, including occupancy and use patterns within the school building and
economic concerns such as short-term and long-term costs.

2. An asbestos management plan for each school site shall be maintained and regularly
updated to keep it current with ongoing operations and maintenance, periodic
surveillance, inspection, re-inspection, and response action activities.
The asbestos management plan shall be available for inspection in District and school offices
during normal business hours. Parent/guardian, teacher, and employee organizations shall
be annually informed of the availability of these plans.

Pest Management

The Healthy Schools Act of 2000 requires schools to provide parents/guardians of students and
school staff with annual written notification of pesticides use. During the school year, it may be
necessary to apply pesticides at your child's school to avoid serious health problems posed by
pests or to maintain the integrity of the school buildings and grounds. Attached is a list of
products we may need to use at our school sites during the school year.
The Act also provides parents/guardians and school employees the opportunity to register with
the school district if they wish to be notified of individual pesticide applications at their specific
school site. Persons who register for this notification will be notified at least 72 hours prior to
any application by US Mail. Please provide registration information, even if you have registered
in a prior year.

To register, please send your name, address, student's name and school site to:
Operations Department - Ojai Unified School District
Attn: Pesticide Notification
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P.O. Box 878
Ojai, CA 93024

It is the intent of the Ojai Unified School District to minimize the use of chemical pesticides and,
when their use cannot be avoided, to utilize the least toxic appropriate method. You may
obtain additional information on pest management products and practices on the California
Department of Pesticide Regulation's website at: http://www.cdpr.ca.gov. A copy of our
Integrated Pest Management Plan can be found at: www.ojaiusd.org/Parents

Community/Community/Integrated Pest-Management

Pesticide products that may be used at Ojai Unified School District sites during the school
year:

PRODUCT NAME INGREDIENT NAME

DIPHACINONE [2-(Diphenylacety1-1H-indene-1,3(2H)-dione Bromethalin

FASTRAC

FUSILADE II - Archer
[N-Methyl-2,4-dinitro-N-(2,4,6-tribromo

phenyI)- 6-
(trifluoromethyl)benzenamine]

Fluazifop-P-butyl Butyl
®-2-[4-[[5-(trifluoromethyl)-2-
pyridinyl]oxy]phenoxylpropanoate

GLYPHOSATE [N-phosphonomethyl)glycine] ORYZALIN

4-(Dipropylamino)-3,5-

dinitrobenzensulfonamide

Pyrethrins, d-trans Allethrin, Piperonyl Butoxide,
PT565 PLUS XLO

n-Octyl Bicycloheptene

Dicarboximide

SUSPEND SC Deltamethrin [(S)-Cyano-(3-phenoxyphenyI)- methyI1]

Permethrin [3-phenoxybenzyl
TENGARD SFR ONE SHOT
(1RS,3RS;1RS,3SR)-3-(2,2-dichlorovi
nyI)-

2,2-dimethyl-cyclopropanecarboxyl
ate]

TERMIDOR Fipronil, 1,2-Benzisothiazolin-3-one Phenothrin [3-phenoxybenzyl

d-cis and trans

WASP-FREEZE
2,2-Dimethy1-3-(2-methy1-1-propen
yl) cyclopropane carboxylatel, D-trans
Allethrin

ZOECON GENTROL

(S)-Hydroprene:
(Ethyl(2E,4E,7S)-3,7,11-trimethy1-2,4
-dodecadie noate
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Injury and Illness Prevention Program

Occasionally outbreaks of infectious disease can impact the Ojai Unified School District and the
larger community. In the recent past we have seen outbreaks of H1N1, Swine Flu, Norovirus,
Methicillin Resistant Staphylococcus Aureus (MRSA) and Tuberculosis. The following
information is designed to protect employees.

1. Scope:
a. These safe practices and training are to be implemented during a declared outbreak,
epidemic, or pandemic of infectious disease for which public health officials have issued
guidelines and recommendations.

b. These safe practices and training can help keep staff healthy during an outbreak
including during cold and flu season.

2. Definitions:
a. Outbreak. A sudden increase in occurrences of a disease in a particular time and
place

b. Protective wear includes face coverings and equipment typically considered personal
protective equipment

3. Safe Practices
a. Full consideration should be given to remote, versus in person, meetings to prevent
the spread of the disease.
b. Communicate with staff to stay home if they are sick.
c. Use of face coverings for staff and students to prevent the spread of germs, in public
areas of the school
d. Practice social distancing to limit the contact between people. Recommended
distance is at least 6 feet between people.
e. Encourage staff to frequently wash (for 20 seconds) or sanitize hands:

1)) When staff arrive at the school site and before they leave the
school site
2) Before and after handling food or eating
3) After working in student's play or athletic areas.
4) Before and after giving medicine to a child.
5) After handling waste baskets or garbage
6) Note: Hand sanitizers are less effective than handwashing with soap and
water in preventing the spread of disease
7) School Nutrition Services must be permitted to wash their hands every 30
minutes and additionally as needed.

f. Avoid sharing of personal items
g. Avoid shared workspaces
h. Avoid all non-essential travel
i. Practice good sanitation

1) Check restroom facilities frequently and make sure they are clean and
sanitary:

a) Assign an employee to check restrooms, clean and sanitize as
necessary
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b) Make sure restrooms areas are well stocked, have plenty of soap,
paper towels and toilet paper
c) Sanitize water receptacle and spigot frequently

j. Staff and students should practice cough and sneeze etiquette
k. Staff and students should avoid touching eyes, nose, and mouth.
I. Communicate with parents and guardians that students should stay at home if they
are sick

2) During an outbreak, students should stay home if they have been in contact
with someone who has tested positive for the declared outbreak, or if someone
in the household has symptoms (cough, fever, shortness of breath).

m. Encourage students to wash or sanitize hands when entering and leaving the
classroom.

3) When a student becomes sick at school:
1) The student should be sent to the office
2) Office staff should contact parents and guardians immediately
3) Sick students should be placed in an isolation room, separated
from others

a) Provide face coverings for coughing students to use; face
coverings worn by sick persons help prevent the spread of
germs to others
b) In the absence of face coverings, provide facial tissue to control
coughs and sneezes.

4) Office should be cleaned after the student is isolated.
5)Staff in close contact with sick students should wear proper protective wear.

1) Face coverings
2) Gloves
3) Eye protection, face shield,
4) N 95 filtering facepiece mask, for voluntary use

4. Cleaning
a. The Ojai Unified School District will establish a routine schedule to clean and
disinfect common surfaces and objects in the workplace.

1) This includes but is not limited to: tools, machinery, containers, counters,
tables, chairs, benches, door handles, knobs, doorbells, drinking fountains,
refrigerators, vending machines, portable restroom and bathroom surfaces,
automobiles — inside and out, and trash cans.

b. The process of disinfecting includes providing disinfecting products, any protective
wear required for their safe use along with review of manufacturer instructions for
proper use.
c. Staff should use cleaners and disinfectants according to the manufacturer's
instructions
d. Should an employee be identified as being infected, temporarily close the general
area where the infected employee works until cleaning is completed.
e. See also Recommendations and Requirements for Cleaning and Disinfecting during
an Outbreak of Infectious Disease

5. Staff Communications
a. If a staff member is exposed to an infectious disease, they should:

1) Call in sick, notifying their supervisor/HR
2) Self-quarantine at home
3) Discuss possible exposure to co-workers
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b. When a staff member becomes sick at school:
1) Staff member should be sent home immediately
2) Staff member should monitor their health
3) Call in sick as necessary.

c. Employees that return to work following an illness promptly report any recurrence of
symptoms
d. Ojai Unified School District will inform other employees of any confirmed exposure
to COVID-19 in the workplace; maintaining confidentiality as required.

6. Training
a. Information regarding the specific outbreak disease should be provided to staff.
Including

1) Symptoms of COVID-19 recognized by the CDC
a) Frequent Cough
b) Fever
c) Difficulty breathing
d) Chills
e) Muscle pain, headache
f) Sore throat
g) Recent loss of taste or smell
b. How the disease is spread
c. How to prevent the spread of the disease including face coverings
d. The importance of frequent handwashing with soap and water
(or using hand sanitizer where soap and water are not available)
e. Social distancing

2) Limiting close contact with others as much as possible and maintaining
more than six feet of separation
3) Cough and sneeze etiquette.

f. The importance of staying home if they have symptoms of
the specific disease (COVID-19) frequent cough, sneezing,
fever, or difficulty breathing.
g. The Ojai Unified School District's plan and procedures to follow when
students become sick at the school site
h. The Ojai Unified School District's social distancing protocol.
i. Safely using cleaners and disinfectants on surfaces and objects

1) See also Hazard Communication training
2) See also Healthy Schools Act training
3) See also Recommendations and Requirements for
Cleaning and Disinfecting j. Proper use of protective
wear including face coverings

7. References
a. Title 8, section 3203, Injury and Illness Prevention Program
b. Title 8, section 3382, Eye and Face Protection
c. Title 8, section 5141, Control of Harmful Exposure to Employees
d. Title 8, Section 5144, Appendix D, Information for Employees Using
Respirators when not Required by the Standard
e. Title 8, section 5194, Hazard Communication
f. Title 8, section 5199, Aerosol Transmissible Diseases

34/52



CODE OF ETHICS (BP 4119.21; 4219.21; 4319.21)

The Board of Education expects district employees to maintain the highest ethical standards, exhibit
professional behavior, follow district policies and regulations, and abide by state and federal laws.
Employee conduct should enhance the integrity of the district and advance the goals of the district's
educational programs. Each employee should make a commitment to acquire the knowledge and
skills necessary to fulfill his/her responsibilities and should focus on his/her contribution to the
learning and achievement of district students.

The Board encourages District employees to accept as guiding principles the professional
standards and codes of ethics adopted by educational or professional associations to which they
may belong.

Staff Conduct with Students - The Board expects all employees to exercise good judgment and
maintain professional standards and boundaries when interacting with students both on and off
school property. Inappropriate employee conduct shall include, but not be limited to, engaging in
harassing or discriminatory behavior; engaging in inappropriate socialization or fraternization with a
student; soliciting, encouraging, or establishing an inappropriate written, verbal, or physical
relationship with a student; furnishing tobacco, or any product containing tobacco or nicotine,
including electronic nicotine delivery systems such as electronic cigarettes, electronic hookahs, and
other vapor emitting devices, with or without nicotine content, that mimic the use of tobacco
products; alcohol, or other illegal or unauthorized substances to a student; or engaging in child
abuse.

An employee who observes or has evidence of inappropriate conduct between another employee
and a student shall immediately report such conduct to the principal or Superintendent or designee.
An employee who has knowledge of or suspects child abuse shall file a report pursuant to the
district's child abuse reporting procedures as detailed in AR 5141.4 - Child Abuse Prevention and
Reporting. Any employee who is found to have engaged in inappropriate conduct with a student in
violation of the law or this policy shall be subject to disciplinary action.

CIVIL AND LEGAL RIGHTS (BP/AR 4119.1; 4219.1; 4319.1)

The Board of Education believes that the personal life of an employee is not an appropriate
concern of the District, except as it may directly relate to the employee's performance of his/her
duties.

An employee's religious or political activities, or lack thereof, shall not be grounds for any
discrimination or disciplinary action by the District, provided that these activities do not violate law,
Board policy, or administrative regulation.
An employee shall have the right to refuse to submit to any evaluation or survey conducted by the
District concerning personal values, attitudes, and beliefs; sexual orientation, gender
identification; political affiliations or opinions; critical appraisals of other individuals with whom
the employee has a family relationship; or religious affiliations or beliefs. (Education Code
49091.24)

Employees do not have a reasonable expectation of privacy with regards to District property
under an employee's control including, but not limited to, desks, classrooms, offices, file
cabinets, computers, or phones. As necessary to protect the health, welfare, or safety of
students and staff, school officials may search such items in order to uncover evidence that the
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employee is violating the law, Board policy, administrative regulation, or other rules of the
District or school.

Whistleblower Protection: An employee shall have the right to disclose to a Board member, a school
administrator, a member of the County Board of Education, County Superintendent of Schools, or
the Superintendent of Public Instruction any improper governmental activity by the District or a
District employee that violates state or federal law, is economically wasteful, or involves gross
misconduct, incompetency, or inefficiency. When the employee has reasonable cause to believe that
the information discloses a violation of state or federal statute or a violation or noncompliance with
a state or federal rule or regulation, he/she has the right to disclose such information to a
government or law enforcement agency or to refuse to participate in any such activity. (Education
Code 44112, 44113; Labor Code 1102.5)

The Superintendent or designee shall prominently display in lettering larger than size 14 point type a
list of employees' rights and responsibilities under the whistleblower laws, including the telephone
number of the whistleblower hotline maintained by the office of the California Attorney General.
(Labor Code 1102.8)
No employee shall use or attempt to use his/her official authority or influence to intimidate,
threaten, coerce, or command another employee for the purpose of interfering with that
employee's right to disclose improper governmental activity. (Education Code 44113)

An employee who has disclosed improper governmental activity and believes that he/she has
subsequently been subjected to acts or attempted acts of reprisal shall file a written complaint in
accordance with the district's complaint procedures. After filing a complaint with the district,
he/she may also file a copy of the complaint with local law enforcement in accordance with
Education Code 44114. (cf. 1312.1 – Complaints Concerning District Employees)

Protection Against Liability:

No employee shall be liable for harm caused by his/her act or omission when acting within the
scope of employment or district responsibilities. For the protection against liability to apply, the act
or omission must be in conformity with federal, state, and local laws and must be in furtherance of
an effort to control, discipline, expel, or suspend a student, or to maintain order or control in the
classroom or school. (20 USC 6736)

SAFE WORK ENVIRONMENT (BP/AR 4119.11, 4219.11, 4319.11)

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 Board of Education 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.

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:
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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.
Districts are also cautioned that 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 arise.
The administrative regulation shall apply to all allegations of sexual harassment involving employees,
interns, volunteers, and job applicants, but shall not be used to resolve any complaint by or against a
student.

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS (BP/AR 4119.42)

As part of its commitment to provide a safe and healthful work environment, the Board of Education

recognizes the importance of developing an exposure control plan. The Superintendent or designee

shall establish a written exposure control plan in accordance with state and federal standards for

dealing with potentially infectious materials in the workplace to protect employees from possible

infection due to contact with bloodborne pathogens, including but not limited to hepatitis B virus,

hepatitis C virus and human immunodeficiency virus (HIV).

The Superintendent or designee shall determine which employees have occupational exposure to

bloodborne pathogens and other potentially infectious materials. In accordance with the district's

exposure control plan, employees having occupational exposure shall be offered the hepatitis B

vaccination.

Any employee not identified by the Superintendent or designee as having occupational exposure may

submit a request to the Superintendent or designee to be included in the training and hepatitis B

vaccination program. The Superintendent or designee may deny a request when there is no

reasonable anticipation of contact with any infectious material.

Asbestos Testing and Abatement Maintenance staff shall be trained in the location, identification,

proper cleaning, and ongoing maintenance of asbestos-containing materials and in the removal and

decontamination of small amounts of such materials when needed to repair pipes or perform similar

duties. Any more extensive asbestos abatement work shall be done by state-certified asbestos

abatement contractors in compliance with state and federal standards. The district's complete,

updated management plan for material containing asbestos in school buildings shall be available for

inspection in district and school offices during normal business hours. Parent, teacher, and employee

organizations shall annually be informed of the availability of this plan. (40 CFR 763.93) 37/52



EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS

See information here.

AUTOMATED EXTERNAL DEFIBRILLATORS AED PROGRAM

AEDs will be maintained on the premises at Nordhoff High School in the following areas Football ticket

booth, Pool coaches room, NHS Office, NHS Gym, Rover(With School Nurse), I Wing

in the Ojai Unified School District. The Health and Safety Code Section 1797.196 (c) states when an

AED is placed in a public or private K-12 school, the principal shall ensure that the school

administrators and staff annually receive information that describes sudden cardiac arrest, the school's

emergency response plan, and the proper use of an AED. The principal shall also ensure that

instructions, in no less than 14-point type, on how to use the AED are posted next to every AED. The

principal shall, at least annually, notify school employees as to the location of all AED units on the

campus. The California Education Code Section 35179.6 (b) states commencing July 1, 2019, if a school

district or charter school elects to offer any interscholastic athletic program, the school district or the

charter school shall acquire at least one AED for each school within the school district or the charter

school. The school district or the charter school is encouraged to ensure that the AED or AEDs are

available for the purpose of rendering emergency care or treatment within a recommended three to

five minutes of sudden cardiac arrest to pupils, spectators, and any other individuals in attendance at

the athletic programs on campus activities or events and shall ensure that the AED or AEDs are

available to athletic trainers and coaches and authorized persons at these activities or events. The

California Education Code Section 44277 (a) states, The Legislature recognizes that effective

professional growth must continue to occur throughout the careers of all teachers, in order that

teachers remain informed of changes in pedagogy, subject matter, and pupil needs. In enacting this

section, it is the intent of the Legislature to encourage teachers to engage in an individual program of

professional growth

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.

Superintendent or Designee
414 E. Ojai Avenue
Ojai, CA 93023
(805) 640-4300 x 1011
complaints@ojaiusd.org

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. 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, 38/52
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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.

Complaint Procedure (AR 4031)

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. 39/52



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 Board of Education: 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

12960)

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)

Prohibited Conduct

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances,

unwanted requests for sexual favors, or other unwanted verbal, visual, or physical conduct of a

sexual nature, regardless of whether or not the conduct is motivated by sexual desire. Conduct is

considered to be sexual harassment when made against another person of the same or opposite

sex in the work or educational setting under any of the following conditions: (Education Code

212.5; Government Code 12940; 2 CCR 11034)

1. Submission to the conduct is made explicitly or implicitly a term or condition of the

individual's employment. 40/52



2. Submission to or rejection of the conduct is used as the basis for an employment

decision affecting the individual.

3. The conduct has the purpose or effect of having a negative impact upon the individual's

work performance or of creating an intimidating, hostile, or offensive work environment.

4. Submission to or rejection of the conduct is used as the basis for any decision affecting the

individual regarding benefits, services, honors, programs, or activities available at or through

the district.

Examples of actions that might constitute sexual harassment in the work or educational setting,

whether committed by a supervisor, a co-worker, or a non-employee, include, but are not limited to:

1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments

about an individual's body; overly personal conversations or pressure for sexual activity;

sexual jokes or stories; unwelcome sexual slurs, epithets, threats, innuendoes, derogatory

comments, sexually degrading descriptions, or the spreading of sexual rumors

2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually

explicit emails; displaying sexually suggestive objects

3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or brushing

the body; touching an individual's body or clothes in a sexual way; cornering, blocking,

leaning over, or impeding normal movements.

Training

Every two years, the Superintendent or designee shall ensure that supervisory employees receive

at least two hours, and nonsupervisory employees receive at least one hour, of classroom or other

effective interactive training and education regarding sexual harassment. All newly hired

employees and employees promoted to a supervisory position shall receive training within six

months of their assumption of the new position. (Government Code 12950.1)

A supervisory employee is any employee having the authority, in the interest of the district, to hire,

transfer, suspend, lay off, promote, discharge, assign, reward, or discipline other employees, or the

responsibility to direct them, adjust their grievances, or effectively recommend such action, when

the exercise of the authority is not of a merely routine or clerical nature, but requires the use of

independent judgment. (Government Code 12926)

Such training may be completed by employees individually or as part of a group presentation, may

be completed in shorter segments as long as the applicable hourly requirement is met, and may be

provided in conjunction with other training provided to the employees. The training shall be

presented by trainers or educators with knowledge and expertise in the prevention of harassment,

discrimination, and retaliation. (Government Code 12950.1)

The district's sexual harassment training and education program shall include, but is not limited

to, the following: (Government Code 12950.1; 2 CCR 11024)

1. Information and practical guidance regarding federal and state laws concerning the

prohibition, prevention, and correction of sexual harassment

2. The types of conduct that constitute sexual harassment

3. Remedies available for victims in civil actions, and potential employer/individual
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exposure/liability

4. Strategies to prevent harassment in the workplace

5. Supervisors' obligation to report sexual harassment, discrimination, and retaliation of

which they become aware

6. Practical examples which illustrate sexual harassment, discrimination, and retaliation

using training modalities such as role plays, case studies, and group discussions, based on

factual scenarios taken from case law, news and media accounts, and hypotheticals based

on workplace situations and other sources

7. The limited confidentiality of the complaint process

8. Resources for victims of unlawful harassment, such as to whom they should report

any alleged harassment

9. Steps necessary to take appropriate remedial measures to correct harassing behavior,

which includes the district's obligation to conduct an effective workplace investigation of a

harassment complaint 10. What to do if the supervisor is personally accused of harassment

11. The essential elements of the district's anti-harassment policy, and how to use

the policy if a harassment complaint is filed

12. Employees shall receive a copy of the district's sexual harassment policy and

administrative regulations, which they shall read and acknowledge that they have

received.

13. Information, including practical examples, of harassment based on gender

identity, gender expression, and sexual orientation

14. Prevention of abusive conduct, including a review of the definition and elements of

abusive conduct pursuant to Government Code 12950.1, the negative effects that abusive

conduct has on the victim and other in the workplace, the detrimental consequences of this

conduct on employee productivity and morale, and that a single act does not constitute

abusive conduct unless the act is severe or egregious

The Superintendent or designee shall retain for at least two years the records of any training

provided to supervisory employees. Such records shall include the names of trained employees, date

of the training, the type of training, and the name of the training provider. (2 CCR 11024)

Notifications

The Superintendent or designee shall notify employees that the district does not discriminate on the

basis of sex as required by Title IX, that the Title IX nondiscrimination requirement extends to

employment, and that inquiries about the application of Title IX to the district may be referred to the

district's Title IX Coordinator and/or to the Assistant Secretary for Civil Rights, U.S. Department of

Education. (34 CFR 106.8) A copy of the Board policy and this administrative regulation shall:

1. Be displayed in a prominent location in the main administrative building, district office, or

other area of the school where notices of district rules, regulations, procedures, and

standards of conduct are posted.

2. Be provided to every district employee at the beginning of the first quarter or semester of

the school year or whenever a new employee is hired.

3. Appear in any school or district publication that sets forth the school's or district's

comprehensive rules, regulations, procedures, and standards of conduct.
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All employees shall receive a copy of an information sheet prepared by the California Department of

Fair Employment and Housing (DFEH) or the district that contains, at a minimum, components on:

(Government Code 12950)

1. The illegality of sexual harassment

2. The definition of sexual harassment under applicable state and

federal law

3. A description of sexual harassment, with examples

4. The district's complaint process available to the employee

5. The legal remedies and complaint process available through DFEH and the Equal

Employment Opportunity Commission (EEOC)

6. Directions on how to contact DFEH and the EEOC

7. The protection against retaliation provided by 2 CCR 11021 for opposing harassment

prohibited by law or for filing a complaint with or otherwise participating in an

investigation, proceeding, or hearing conducted by DFEH and the EEOC. (Education Code

231.5)

In addition, the district shall post, in a prominent and accessible location, the DFEH poster on

discrimination in employment and the illegality of sexual harassment and the DFEH poster regarding

transgender rights. (Government Code 12950)

If notified by CDE that the district's investigation report failed to address allegation(s) raised by the

complaint, the district shall, within 20 days of the notification, provide CDE and the appellant with

an amended investigation report that addresses the allegation(s) that were not addressed in the

original investigation report. The amended report shall also inform the appellant of the right to

separately appeal the amended report with respect to the allegation(s) that were not addressed in

the original report. (5 CCR 4632)

CERTIFICATED ONLY

POST RETIREMENT COMPENSATION LIMITATION

(a) Upon retaining the services of a retired member under Section 24114, 24116, 24214, 24214.5, or

24215, the school district, community college district, county superintendent of schools, California

State University, or other employing agency shall do both of the following regardless of whether the

retired member performs the services as an employee of the employer, an employee of a third party,

or an independent contractor:

(1) Advise the retired member of the earnings limitation or employment restriction set forth in

Sections 22714,24114, 24116, 24214, 24214.5, and 24215.
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(2) Maintain accurate records of the retired member's earnings and report those earnings

monthly to the system and the retired member regardless of the method of payment or the

fund from which the payments were made.

(b) This section shall not be construed to make any school district, community college district,

county superintendent of schools, the California State University, or other employing agency liable

for any amount paid to the retired member in excess of the earnings limitation under any

circumstance, including the failure to inform the retired member that continuation of service

would exceed the limitations.

PERFORMANCE EVALUATIONS (BP 4115, 4215, 4315)

BP 4115:The Governing Board believes that regular, comprehensive evaluations designed to hold

instructional staff accountable for their performance are key to improving their teaching skills and

raising students' levels of achievement.

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and to

identify areas needing improvement. When areas needing improvement are identified, the Board

expects employees to accept responsibility for improving their performance and encourages them to

take initiative to request assistance as necessary, including participation in appropriate staff

development and/or individualized teacher support and guidance programs.

The Superintendent or designee shall assess the performance of certificated instructional staff as it

reasonably relates to the following criteria: (Education Code 44662)

1. Students' progress toward meeting district standards of expected achievement for their

grade level in each area of study and, if applicable, towards the state-adopted content

standards as measured by state-adopted criterion-referenced assessments

2. The instructional techniques and strategies used by the employee

3. The employee's adherence to curricular objectives

4. The establishment and maintenance of a suitable learning environment within the scope of

the employee's responsibilities

With the agreement of the exclusive representative of the certificated staff when applicable, the

Superintendent or designee may incorporate objective standards from the National Board for

Professional Teaching Standards and/or the California Standards for the Teaching Profession into

district evaluation standards.

The evaluation of certificated employee performance shall not include the use of publishers' norms

established by standardized tests. (Education Code 44662)

Non Instructional certificated employees shall be evaluated on their performance in fulfilling their

defined job responsibilities. (Education Code 44662)
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The Superintendent or designee shall ensure that evaluation ratings have uniform meaning and are

uniformly applied throughout the district.

The governing board of any school district shall adopt and cause to be printed and made available to

each certificated employee of the district reasonable rules and regulations providing for the evaluation

of the performance of certificated employees in their assigned duties.The Governing Board believes

that regular, comprehensive evaluations designed to hold instructional staff accountable for their

performance are key to improving their teaching skills and raising students' levels of achievement.

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and to

identify areas needing improvement. When areas needing improvement are identified, the Board

expects employees to accept responsibility for improving their performance and encourages them to

take initiative to request assistance as necessary, including participation in appropriate staff

development and/or individualized teacher support and guidance programs.

The Superintendent or designee shall assess the performance of certificated instructional staff as it

reasonably relates to the following criteria: (Education Code 44662)

1. Students' progress toward meeting district standards of expected achievement for their

grade level in each area of study and, if applicable, towards the state-adopted content

standards as measured by state-adopted criterion-referenced assessments

2. The instructional techniques and strategies used by the employee

3. The employee's adherence to curricular objectives

4. The establishment and maintenance of a suitable learning environment within the scope of

the employee's responsibilities

With the agreement of the exclusive representative of the certificated staff when applicable, the

Superintendent or designee may incorporate objective standards from the National Board for

Professional Teaching Standards and/or the California Standards for the Teaching Profession into

district evaluation standards.

The evaluation of certificated employee performance shall not include the use of publishers' norms

established by standardized tests. (Education Code 44662)

Non Instructional certificated employees shall be evaluated on their performance in fulfilling their

defined job responsibilities. (Education Code 44662)

The Superintendent or designee shall ensure that evaluation ratings have uniform meaning and are

uniformly applied throughout the district.

BP 4215: The Governing Board recognizes that appropriate supervision and regular, comprehensive

evaluations can help employees to continually improve in the performance of their responsibilities.

Evaluations shall be made in accordance with procedures specified in negotiated contracts and based

on job-specific standards of performance.

The Board expects supervisors to gauge employees' on-the-job effectiveness and skills in a fair,
objective, and consistent manner. Evaluations shall address the competence and care with which the
employee executes his/her assigned responsibilities. As appropriate, evaluations also may address the
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extent to which the employee works cooperatively with others and observes school or district rules

and regulations.

The Superintendent or designee shall ensure that evaluation ratings have uniform meaning

throughout the district.

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and to

identify areas needing improvement. When the evaluation indicates areas needing improvement, the

Board expects employees to accept responsibility and take initiative to improve their performance.

The Superintendent or designee shall assist employees in obtaining needed job skills.

The evaluation shall be dated and signed by both the employee and the supervisor.

The Superintendent or designee shall ensure that classified employees have access to rules and

procedures related to performance evaluations.

BP 4315: The Governing Board believes that regular, comprehensive evaluations designed to hold

administrative and supervisory staff accountable for their performance are key to improving their

instructional leadership and management skills. Evaluations shall be linked to the district's vision and

goals and school improvement plans.

Evaluations shall be used to recognize the exemplary skills and accomplishments of administrative and

supervisory employees, serve as a criterion for contract renewals, and identify areas needing

improvement. When the evaluation indicates areas needing improvement, the Board expects

employees to take the initiative to improve their performance and for their supervisors to assist them

in obtaining needed job skills.

Administrative and supervisory employees shall be evaluated in accordance with provisions of

employee contracts and/or applicable collective bargaining agreements as appropriate.

The Superintendent or designee shall make written evaluation procedures available to all

administrative and supervisory employees.

An employee shall be evaluated annually for the first and second years of employment as an

administrator or supervisor in the district, and at least every two years thereafter, unless otherwise

provided for in an employee contract or collective bargaining agreement. Evaluations may occur

between scheduled periods at the request of the employee, his/her supervisor, or the Superintendent

or designee.

The Superintendent or designee shall establish clear, objective criteria for evaluation based on the job

responsibilities of each administrative or supervisory position.

Evaluation criteria for certificated school site administrators may be based on the California

Professional Standards for Educational Leaders (CPSEL) and also may include, but not be limited to,

evidence of: (Education Code 44671)
1. Academic growth of students, based on multiple measures which may include student work

as well as student and school longitudinal data that demonstrate academic growth over time
Assessments used for this purpose shall be valid and reliable and used for the intended
purposes and for the appropriate student populations. Local and state academic assessments
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may include, but are not limited to, state standardized assessments and formative, summative,

benchmark, end-of-chapter, end-of-course, Advanced Placement, International Baccalaureate,

college entrance, and performance assessments.

2. Effective and comprehensive teacher evaluations, including, but not limited to, curricular

and management leadership, ongoing professional development, teacher-principal teamwork,

and professional learning communities

3. Culturally responsive instructional strategies to address and eliminate the achievement gap

4. The ability to analyze quality instructional strategies and provide effective feedback that

leads to instructional improvement

5. High expectations for all students and leadership to ensure active student engagement and

learning

6. Collaborative professional practices for improving instructional strategies

7. Effective school management, including personnel and resource management, organizational

leadership, sound fiscal practices, a safe campus environment, and appropriate student

behavior

8. Meaningful self-assessment to improve as a professional educator, which may include, but

not be limited to, a self-assessment based on the CPSEL and the identification of areas of

strengths and areas for professional growth to engage in activities to foster professional growth

9. Consistent and effective relationships with students, parents/guardians, teachers, staff, and

other administrators

The evaluation shall be dated and signed by the employee and evaluator. The employee may respond

in writing to the evaluation within a reasonable time after receiving a copy of the evaluation. The

response shall be attached to the evaluation and placed in the employee's personnel file.

COPY OF EMPLOYEE’S EVALUATION AND NOTICE AND DESCRIPTION OF THE UNSATISFACTORY
PERFORMANCE (Ed. Code 44663, 44664)

EC 44663:(a) Evaluation and assessment made pursuant to this article shall be reduced to writing and

a copy thereof shall be transmitted to the certificated employee not later than 30 days before the last

school day scheduled on the school calendar adopted by the governing board for the school year in

which the evaluation takes place. The certificated employee shall have the right to initiate a written

reaction or response to the evaluation. This response shall become a permanent attachment to the

employee's personnel file. Before the last school day scheduled on the school calendar adopted by the

governing board for the school year, a meeting shall be held between the certificated employee and

the evaluator to discuss the evaluation.(b) In the case of a certificated non instructional employee,

who is employed on a 12-month basis, the evaluation and assessment made pursuant to this article

shall be reduced to writing and a copy thereof shall be transmitted to the certificated employee no

later than June 30 of the year in which the evaluation and assessment is made. A certificated non
instructional employee, who is employed on a 12-month basis shall have the right to initiate a written
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reaction or response to the evaluation. This response shall become a permanent attachment to the

employee's personnel file. Before July 30 of the year in which the evaluation and assessment takes

place, a meeting shall be held between the certificated employee and the evaluator to discuss the

evaluation and assessment.

EC 44664:(a) Evaluation and assessment of the performance of each certificated employee shall be

made on a continuing basis as follows:(1) At least once each school year for probationary personnel.(2)

At least every other year for personnel with permanent status.(3) At least every five years for

personnel with permanent status who have been employed at least 10 years with the school district,

are highly qualified, if those personnel occupy positions that are required to be filled by a highly

qualified professional by the federal No Child Left Behind Act of 2001 (20 U.S.C. Sec. 6301, et seq.), as

defined in 20 U.S.C. Sec. 7801, and whose previous evaluation rated the employee as meeting or

exceeding standards, if the evaluator and certificated employee being evaluated agree. The

certificated employee or the evaluator may withdraw consent at any time.(b) The evaluation shall

include recommendations, if necessary, as to areas of improvement in the performance of the

employee. If an employee is not performing his or her duties in a satisfactory manner according to the

standards prescribed by the governing board, the employing authority shall notify the employee in

writing of that fact and describe the unsatisfactory performance. The employing authority shall

thereafter confer with the employee making specific recommendations as to areas of improvement in

the employee's performance and endeavor to assist the employee in his or her performance. If any

permanent certificated employee has received an unsatisfactory evaluation, the employing authority

shall annually evaluate the employee until the employee achieves a positive evaluation or is separated

from the district.(c) Any evaluation performed pursuant to this article which contains an unsatisfactory

rating of an employee's performance in the area of teaching methods or instruction may include the

requirement that the certificated employee shall, as determined necessary by the employing

authority, participate in a program designed to improve appropriate areas of the employee's

performance and to further pupil achievement and the instructional objectives of the employing

authority. If a district participates in the Peer Assistance and Review Program for Teachers established

pursuant to Article 4.5 (commencing with Section 44500), any certificated employee who receives an

unsatisfactory rating on an evaluation performed pursuant to this section shall participate in the Peer

Assistance and Review Program for Teachers.(d) Hourly and temporary hourly certificated employees,

other than those employed in adult education classes who are excluded by the provisions of Section

44660, and substitute teachers may be excluded from the provisions of this section at the discretion of

the governing board.

CLASSIFIED ONLY

PERFORMANCE EVALUATIONS (BP 4115, 4215, 4315)

BP 4115:The Governing Board believes that regular, comprehensive evaluations designed to hold

instructional staff accountable for their performance are key to improving their teaching skills and

raising students' levels of achievement.

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and to
identify areas needing improvement. When areas needing improvement are identified, the Board
expects employees to accept responsibility for improving their performance and encourages them to
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take initiative to request assistance as necessary, including participation in appropriate staff

development and/or individualized teacher support and guidance programs.

The Superintendent or designee shall assess the performance of certificated instructional staff as it

reasonably relates to the following criteria: (Education Code 44662)

1. Students' progress toward meeting district standards of expected achievement for their

grade level in each area of study and, if applicable, towards the state-adopted content

standards as measured by state-adopted criterion-referenced assessments

2. The instructional techniques and strategies used by the employee

3. The employee's adherence to curricular objectives

4. The establishment and maintenance of a suitable learning environment within the scope of

the employee's responsibilities

With the agreement of the exclusive representative of the certificated staff when applicable, the

Superintendent or designee may incorporate objective standards from the National Board for

Professional Teaching Standards and/or the California Standards for the Teaching Profession into

district evaluation standards.

The evaluation of certificated employee performance shall not include the use of publishers' norms

established by standardized tests. (Education Code 44662)

Non Instructional certificated employees shall be evaluated on their performance in fulfilling their

defined job responsibilities. (Education Code 44662)

The Superintendent or designee shall ensure that evaluation ratings have uniform meaning and are

uniformly applied throughout the district.

The governing board of any school district shall adopt and cause to be printed and made available to

each certificated employee of the district reasonable rules and regulations providing for the evaluation

of the performance of certificated employees in their assigned duties.The Governing Board believes

that regular, comprehensive evaluations designed to hold instructional staff accountable for their

performance are key to improving their teaching skills and raising students' levels of achievement.

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and to

identify areas needing improvement. When areas needing improvement are identified, the Board

expects employees to accept responsibility for improving their performance and encourages them to

take initiative to request assistance as necessary, including participation in appropriate staff

development and/or individualized teacher support and guidance programs.

The Superintendent or designee shall assess the performance of certificated instructional staff as it

reasonably relates to the following criteria: (Education Code 44662)

1. Students' progress toward meeting district standards of expected achievement for their

grade level in each area of study and, if applicable, towards the state-adopted content

standards as measured by state-adopted criterion-referenced assessments
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3. The employee's adherence to curricular objectives

4. The establishment and maintenance of a suitable learning environment within the scope of

the employee's responsibilities

With the agreement of the exclusive representative of the certificated staff when applicable, the

Superintendent or designee may incorporate objective standards from the National Board for

Professional Teaching Standards and/or the California Standards for the Teaching Profession into

district evaluation standards.

The evaluation of certificated employee performance shall not include the use of publishers' norms

established by standardized tests. (Education Code 44662)

Non Instructional certificated employees shall be evaluated on their performance in fulfilling their

defined job responsibilities. (Education Code 44662)

The Superintendent or designee shall ensure that evaluation ratings have uniform meaning and are

uniformly applied throughout the district.

BP 4215: The Governing Board recognizes that appropriate supervision and regular, comprehensive

evaluations can help employees to continually improve in the performance of their responsibilities.

Evaluations shall be made in accordance with procedures specified in negotiated contracts and based

on job-specific standards of performance.

The Board expects supervisors to gauge employees' on-the-job effectiveness and skills in a fair,

objective, and consistent manner. Evaluations shall address the competence and care with which the

employee executes his/her assigned responsibilities. As appropriate, evaluations also may address the

extent to which the employee works cooperatively with others and observes school or district rules

and regulations.

The Superintendent or designee shall ensure that evaluation ratings have uniform meaning

throughout the district.

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and to

identify areas needing improvement. When the evaluation indicates areas needing improvement, the

Board expects employees to accept responsibility and take initiative to improve their performance.

The Superintendent or designee shall assist employees in obtaining needed job skills.

The evaluation shall be dated and signed by both the employee and the supervisor.

The Superintendent or designee shall ensure that classified employees have access to rules and

procedures related to performance evaluations.

Administrative and Supervisory Staff

BP 4315: The Governing Board believes that regular, comprehensive evaluations designed to hold

administrative and supervisory staff accountable for their performance are key to improving their

instructional leadership and management skills. Evaluations shall be linked to the district's vision and

goals and school improvement plans.
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Evaluations shall be used to recognize the exemplary skills and accomplishments of administrative and

supervisory employees, serve as a criterion for contract renewals, and identify areas needing

improvement. When the evaluation indicates areas needing improvement, the Board expects

employees to take the initiative to improve their performance and for their supervisors to assist them

in obtaining needed job skills.

Administrative and supervisory employees shall be evaluated in accordance with provisions of

employee contracts and/or applicable collective bargaining agreements as appropriate.

The Superintendent or designee shall make written evaluation procedures available to all

administrative and supervisory employees.

An employee shall be evaluated annually for the first and second years of employment as an

administrator or supervisor in the district, and at least every two years thereafter, unless otherwise

provided for in an employee contract or collective bargaining agreement. Evaluations may occur

between scheduled periods at the request of the employee, his/her supervisor, or the Superintendent

or designee.

The Superintendent or designee shall establish clear, objective criteria for evaluation based on the job

responsibilities of each administrative or supervisory position.

Evaluation criteria for certificated school site administrators may be based on the California

Professional Standards for Educational Leaders (CPSEL) and also may include, but not be limited to,

evidence of: (Education Code 44671)

1. Academic growth of students, based on multiple measures which may include student work

as well as student and school longitudinal data that demonstrate academic growth over time

Assessments used for this purpose shall be valid and reliable and used for the intended

purposes and for the appropriate student populations. Local and state academic assessments

may include, but are not limited to, state standardized assessments and formative, summative,

benchmark, end-of-chapter, end-of-course, Advanced Placement, International Baccalaureate,

college entrance, and performance assessments.

2. Effective and comprehensive teacher evaluations, including, but not limited to, curricular

and management leadership, ongoing professional development, teacher-principal teamwork,

and professional learning communities

3. Culturally responsive instructional strategies to address and eliminate the achievement gap

4. The ability to analyze quality instructional strategies and provide effective feedback that

leads to instructional improvement

5. High expectations for all students and leadership to ensure active student engagement and

learning

6. Collaborative professional practices for improving instructional strategies
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7. Effective school management, including personnel and resource management, organizational

leadership, sound fiscal practices, a safe campus environment, and appropriate student

behavior

8. Meaningful self-assessment to improve as a professional educator, which may include, but

not be limited to, a self-assessment based on the CPSEL and the identification of areas of

strengths and areas for professional growth to engage in activities to foster professional growth

9. Consistent and effective relationships with students, parents/guardians, teachers, staff, and

other administrators

The evaluation shall be dated and signed by the employee and evaluator. The employee may respond

in writing to the evaluation within a reasonable time after receiving a copy of the evaluation. The

response shall be attached to the evaluation and placed in the employee's personnel file.

EMPLOYEE’S CLASS SPECIFICATION, SALARY DATA, ASSIGNMENT, ETC.

EC 45169: Upon initial employment and upon each change in classification thereafter, each classified

employee shall be furnished two copies of his class specification, salary data, assignment or work

location, together with duty hours and the prescribed workweek.
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