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BP 5141.4 (1)
Students

CHILD ABUSE PREVENTION AND REPORTING

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

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

Child Abuse Prevention

The district’s instructional program may provide age-appropriate and culturally sensitive child
abuse prevention curriculum which explains students’ right to live free of abuse, includes
instruction in the skills and techniques needed to identify unsafe situations and react
appropriately and promptly, inform students of available support resources, and teach students
how to obtain help and disclose incidents of abuse.

The district’s program also may include age-appropriate curriculum in sexual abuse and sexual
assault awareness and prevention. Upon written request of a student’s parent/guardian, the
student shall be excused from taking such instruction. (Education Code 51900.6)

The Superintendent or designee may display posters, in arcas on campus where students
frequently congregate, notifying students of the appropriate telephone number to call to report
child abuse or neglect. (Education Code 33133.5)

In addition, student identification cards for students in grades 7-8 shall include the National
Domestic Violence Hotline telephone number. (Education Code 215.5)

The Superintendent or designee shall, to the extent feasible, seek to incorporate community

resources into the district’s child abuse prevention programs and may use these resources to
provide parents/guardians with instruction in parenting skills and child abuse prevention.

Child Abuse Reporting

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

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

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



BP 5141.4 (2)
Students

CHILD ABUSE PREVENTION AND REPORTING

The Superintendent or designee shall provide training regarding the duties of mandated reporters
as required by law and as specified in the accompanying administrative regulation. (Education
Code 44691; Penal Code 11165.7)

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 05/03 Port Hueneme, California

Revised: 09/14, 04/15, 09/21



AR 51414 (1)
Students

CHILD ABUSE PREVENTION AND REPORTING

Definitions

Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)

L. A physical injury or death inflicted by other than accidental means on a child by another
person
2. Sexual abuse of a child, including sexual assault or sexual exploitation, as defined in

Penal Code 11165.1
3. Neglect of a child as defined in Penal Code 11165.2

4. Willful harming or injuring of a child or the endangering of the person or health of a child
as defined in Penal Code 11165.3

5. Unlawful corporal punishment or injury as defined in Penal Code 11165.4
Child abuse or neglect does not include:
L. A mutual affray between minors (Penal Code 11165.6)

2. An injury caused by reasonable and necessary force used by a peace officer acting within
the course and scope of employment (Penal Code 11165.6)

3. An injury resulting from the exercise by a teacher, assistant principal, principal or other
certificated employee of the same degree of physical control over a student that a parent/guardian
would be legally privileged to exercise, not exceeding the amount of physical control reasonably
necessary to maintain order, protect property, protect the health and safety of students, or
maintain proper and appropriate conditions conducive to learning (Education Code 44807)

4. An injury caused by a school employee’s use of force that is reasonable and necessary to
quell a disturbance threatening physical injury to persons or damage to property, for purposes of
self-defense, or to obtain weapons or other dangerous objects within the control of a student
(Education Code 49001)

5. Physical pain or discomfort caused by athletic competition or other such recreational
activity voluntarily engaged in by a student (Education Code 49001)

6. Homelessness or classification as an unaccompanied minor (Penal Code 11165.15)

Mandated reporters include, but are not limited to, teachers; instructional aides; teacher's aides or
assistants; classified employees; certificated pupil personnel employees; administrative officers
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Students

CHILD ABUSE PREVENTION AND REPORTING

or supervisors of child attendance; athletic coaches, administrators, and directors; licensees,
administrators and employees of a licensed child day care facility; Head Start program teachers;
district police or security 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 the person’s 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, acting
in a professional capacity or within the scope of employment, the mandated reporter 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
11165.9, 11166.05, 11167)

Any district employee who reasonably believes to have 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)
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CHILD ABUSE PREVENTION AND REPORTING

Any person not identified as a mandated reporter who has knowledge of or observes a child
whom the person 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)

Reporting Procedures
1. Initial Telephone Report

Immediately or as soon as practical 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 the county welfare department.
(Penal Code [1165.9, 11166)

Such reports shall be made to the following agency(ies):

County of Ventura Human Services Agency
Child Abuse and Neglect 24-Hour Hotline
855 Partridge Drive

Ventura, CA 93003

805-654-3200

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.

2. 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 (DOJ) form (BCIA
8572). (Penal Code 11166, 11168)

The DOJ form may be obtained from the district office or other appropriate agencies, such as the
police department, sheriff’s department, or county probation or welfare department.

Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167)

a. The name, business address, and telephone number of the person making the report and
the capacity that makes the person a mandated reporter
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CHILD ABUSE PREVENTION AND REPORTING

b. The child's name and address, present location and, where applicable, school, grade and
class

c. The names, addresses, and telephone numbers of the child's parents/guardians

d. The name, address, telephone number, and other relevant personal information about the

person(s) who might have abused or neglected the child

e. The information that gave rise to the reasonable suspicion of child abuse or neglect and
the source(s) of that information

The mandated reporter shall make a report even if some of this information is not known or is
uncertain to the mandated reporter. (Penal Code 11167)

The mandated reporter may give to an investigator from an agency investigating the case,
including a licensing agency, any information relevant to an incident of child abuse or neglect or
to a report made for serious emotional damage pursuant to Penal Code 11166.05. (Penal Code
11167)

3. Internal Reporting

The mandated reporter shall not be required to disclose the mandated reporter’s identity to a
supervisor, the principal, or the Superintendent or designee. (Penal Code 11166)

However, employees reporting child abuse or neglect to an appropriate agency are encouraged,
but not required, to notify the principal as soon as possible after the initial telephone report to the
appropriate agency. When so notified, the principal shall inform the Superintendent or designee.

The principal so notified shall provide the mandated reporter with any assistance necessary to
ensurc that reporting procedures are carried out in accordance with law, Board policy, and
administrative regulation. At the mandated reporter's request, the principal may assist in
completing and filing the necessary forms.

Reporting the information to an employer, supervisor, principal, school counselor, co-worker, or
other person shall not be a substitute for making a mandated report to the appropriate agency.
(Penal Code 11166)

Training
Within the first six weeks of each school year, the Superintendent or designee shall provide

training on mandated reporting requirements to district employees and persons working on their
behalf who are mandated reporters. Any school personnel hired during the school year shall
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CHILD ABUSE PREVENTION AND REPORTING

receive such training within the first six weeks of employment. (Education Coe 44691; Penal
Code 11165.7)

The Superintendent or designee shall use the online training module provided by the California
Department of Social Services. (Education Code 44691)

The training shall include, but not necessarily be limited to, training in identification and
reporting of child abuse and neglect. In addition, the training shall include information that
failure to report an incident of known or reasonably suspected child abuse or neglect as required
by law is a misdemeanor punishable by imprisonment and/or a fine as specified. (Education
Code 44691; Penal Code 11165.7)

The Superintendent or designee shall obtain and retain proof of each mandated reporter’s
completion of training. (Education code 44691)

In addition, at least once every three years, school personnel may receive training in the
prevention of child abuse, including sexual abuse, on school grounds, by school personnel, or in
school-sponsored programs. (Education Code 44691)

Victim Interviews by Social Services

Whenever CDSS or another government agency is investigating suspected child abuse or neglect
that occurred within the child’s home or out-of-home care facility, the student may be
interviewed by an agency representative during school hours, on school premises. The
Superintendent or designee shall give the student the choice of being interviewed in private or in
the presence of any adult school employee or volunteer aide selected by the student. (Penal Code
11174.3)

A staff member or volunteer aide selected by a child may decline to be present at the interview. If
the selected person accepts, the principal or designee shall inform the person of the following
requirements: (Penal Code 11174.3)

L. The purpose of the selected person's presence at the interview is to lend support to the
child and enable the child to be as comfortable as possible.

2, The selected person shall not participate in the interview.
3. The selected person shall not discuss the facts or circumstances of the case with the child.
4. The selected person is subject to the confidentiality requirements of the Child Abuse and

Neglect Reporting Act, a violation of which is punishable as specified in Penal Code 11167.5.
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CHILD ABUSE PREVENTION AND REPORTING

If a staff member agrees to be present, the interview shall be held at a time during school hours
when it does not involve an expense to the school. (Penal Code 11174.3)

Release of Child to Peace Ofticer

When a child is released to a peace officer and taken into custody as a victim of suspected child
abuse or neglect, the Superintendent or designee and/or principal shall not notity the
parent/guardian, but rather shall provide the peace officer with the address and telephone number
of the child's parent/guardian. (Education Code 48906)

Parent/Guardian Complaints

Upon request, the Superintendent or designee shall provide parents/guardians with procedures
for reporting suspected child abuse occurring at a school site to appropriate agencies. For
parents/guardians whose primary language is not English, such procedures shall be in their
primary language and, when communicating orally regarding those guidelines and/or procedures,
an interpreter shall be provided.

To file a complaint against a district employee or other person suspected of child abuse or
neglect at a school site, parents/guardians may file a report by telephone, in person, or in writing
with any appropriate agency identified above under "Reporting Procedures." If a parent/guardian
makes a complaint about an employee to any other employee, the employee receiving the
information shall notify the parent/guardian of procedures for filing a complaint with the
appropriate agency. The employee shall also file a report when obligated to do so pursuant to
Penal Code 11166 using the procedures described above for mandated reporters.

In addition, if the child is enrolled in special education, a separate complaint may be filed with
the California Department of Education pursuant to 5 CCR 3200-3205.

Notifications

The Superintendent or designee shall provide to all new employees who are mandated reporters a
statement that informs them of their status as mandated reporters, their reporting obligations
under Penal Code 11166, and their confidentiality rights under Penal Code 11167. The district
shall also provide these new employees with a copy of Penal Code 11165.7, 11166 and 11167.
(Penal Code 11165.7, 11166.5)

Before beginning employment, any person who will be a mandated reporter by virtue of the
person’s position shall sign a statement indicating knowledge of the reporting obligations under
Penal Code 11166 and compliance with such provisions. The signed statement shall be retained
by the Superintendent or designee. (Penal Code 11166.5)
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CHILD ABUSE PREVENTION AND REPORTING

Employees who work with dependent adults shall be notified of legal responsibilities and
reporting procedures pursuant to Welfare and Institutions Code 15630-15637.

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 the mandated reporter’s professional capacity or outside the scope of
employment. Any other person making a report shall not incur civil or criminal liability unless it
can be proven that the person knowingly made a false report or made a report with reckless
disregard of the truth or falsity of the report. (Penal Code 11172)

2. If a mandated reporter fails to timely report an incident of known or reasonably suspected
child abuse or neglect, the mandated reporter may be guilty of a crime punishable by a fine
and/or imprisonment. (Penal Code 11166) No employee shall be subject to any sanction by the
district for making a report unless it can be shown that the employee knowingly made a false
report or made a report with reckless disregard of the truth or falsity of the report. (Penal Code
11166, 11172)

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 05/03 Port Hueneme, California
Revised: 09/14, 04/15, 07/16

Superintendent Approved: 09/21






BP 4020 (1)
Personnel MANDATED

DRUG AND ALCOHOL-FREE WORKPLACE

***Note: Government Code 8350-8357 mandates state grant recipients, such as school districts,
to adopt a drug-free workplace program. Federal grantees are also subject to the same
requirements under the federal Drug-Free Workplace Act (41 USC 701-707).%**

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

(cf. 4112.41/4212.41/4312.41 — Employee Drug Testing)
(cf. 4112.42/4212.42/4312.42 — Drug and Alcohol Testing for School Bus Drivers)

An employee shall not unlawfully manufacture, distribute, dispense, possess, or use any
controlled substance while on duty, on district property, or at a school-related activity or event.
(Government Code 8355; 41 USC 701)

In addition, an employee shall not use or be under the influence of any alcoholic beverage or
controlled substance, as defined in 21 USC 812, while on duty, on district property, or at a
district-related activity or event.

***Note: Government Code 8355 and 41 USC 701 require the district to certify to the CDE that
it has published a statement that notifies employees of the (1) prohibition against drug use, (2)
actions that will be taken by the district in the event of a violation, and (3) requirement that
employees, as a condition of employment, abide by the district’s policy and notify the district in
the event of a conviction.***

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

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

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

In accordance with law and the district’s collective bargaining agreements, the Superintendent or
designee shall take appropriate 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

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
Revised: 11/10
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Personnel MANDATED

DRUG AND ALCOHOL-FREE WORKPLACE

and complete a drug assistance or rehabilitation program approved by a federal, state, or local
health or law enforcement agency or other appropriate agency.

(cf. 4112 — Appointment and Conditions of Employment)
(cf. 4117.4 — Dismissal)

(cf. 4118 — Suspension/Disciplinary Action)

(cf. 4212 — Appointment and Conditions of Employment)
(cf. 4218 — Dismissal/Suspension/Disciplinary Action)

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

L. The dangers of drug abuse in the workplace

2. The district policy of maintaining drug- free workplaces

3. Any available drug counseling, rehabilitation, and employee assistance programs
(cf. 4159/4259/4359 — Employee Assistance Programs)

4. The penalties that may be imposed on employees for drug abuse violations

Legal Reference:
See next page

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
Revised: 11/10
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Personnel MANDATED

DRUG AND ALCOHOL-FREE WORKPLACE

Legal Reference:

EDUCATION CODE

44011 Controlled substance offense

44425 Conviction of controlled substance offenses as grounds for revocation of credential
44836 Employment of certificated persons convicted of controlled substance offenses
44940 Compulsory leave of absence for certificated persons

44940.5 Procedures when employees are placed on compulsory leave of absence
45123 Employment after conviction of controlled substance offense

45304 Compulsory leave of absence for classified persons

GOVERNMENT CODE

8350-8357 Drug-free workplace

UNITED STATES CODE, TITLE 20

7101-7165 Safe and Drug-Free Schools and Communities

UNITED STATES CODE, TITLE 21

812 Schedule of controlled substances

PUBLIC LAW 107-110

4111-4117 Safe and Drug Free Schools and Communities Act

CODE OF FEDERAL REGULATIONS, TITLE 21

1308.01-1308.49 Schedule of controlled substances

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California

Revised: 11/10



E 4020 (1)
Personnel

DRUG AND ALCOHOL-FREE WORKPLACE
NOTICE TO EMPLOYEES

YOU ARE HEREBY NOTIFIED that it is a violation of Board policy for any employee at a
school district workplace to unlawfully manufacture, distribute, dispense, possess, use or be
under the influence of any alcoholic beverage, drug or controlled substance as defined in the
Controlled Substances Act and Code of Federal Regulations.

"School district workplace" is defined as any place where school district work is performed,
including a school building or other school premises; any school-owned or school-approved
vehicle used to transport students to and from school or school activities; any off-school sites
when accommodating a school-sponsored or school-approved activity or function, such as a field
trip or athletic event, where students are under district jurisdiction; or during any period of time
when an employee is supervising students on behalf of the district or otherwise engaged in
district business.

As a condition of your continued employment with the district, you will comply with the
district's policy on Drug and Alcohol-Free Workplace and will, any time you are convicted of
any criminal drug or alcohol statute violation occurring in the workplace, notify your supervisor
of this conviction no later than five days after such conviction.

Pursuant to the federal Omnibus Transportation Employee Testing Act of 1991, schoolbus
drivers shall be subject to a drug and alcohol testing program that fulfills the requirements of the
Code of Federal Regulations, Title 49, Part 382.

(cf. 4112.42 — Drug and Alcohol Testing for Schoolbus Drivers)

***Note: The Drug-Free Workplace Act and Government Code 8355 require the district to
notify employees of the penalties that may be imposed for violations. The Drug-Free Workplace
Act also requires the district either to 1) take appropriate personnel action against the employee,
"up to and including termination," or 2) require the employee to satisfactorily participate in an
abuse assistance or rehabilitation program approved for such purposes by an appropriate
governmental agency. When disciplining employees convicted of controlled substance abuse,
the Board must be aware of Education Code provisions that may require termination. Before
initiating any disciplinary action or other penalty for drug abuse convictions of schoolbus
drivers, see BP/AR 4112.42 - Drug and Alcohol Testing for Schoolbus Drivers,***

Pursuant to California Education Code 44836 and 45123, the Board may not employ or retain in
employment persons convicted of a controlled substance offense as defined in Education Code
44011. If any such conviction is reversed and the person acquitted in a new trial or the charges
dismissed, his/her employment is no longer prohibited.

Pursuant to Education Code 45123, the district may employ for classified service a person who
has been convicted of a controlled substance offense only if it determines, from evidence

Exhibit HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 11/02 Port Hueneme, California
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Personnel

DRUG AND ALCOHOL-FREE WORKPLACE
NOTICE TO EMPLOYEES

presented, that the person has been rehabilitated for at least five years. The Board shall
determine the type and manner of presentation of the evidence, and the Board's determination as
to whether or not the person has been rehabilitated is final.

Pursuant to Education Code 44425, whenever the holder of any credential issued by the State
Board of Education or the Commission for Teacher Preparation and Licensing has been
convicted of a controlled substance offense as defined in Education Code 44011, the commission
shall forthwith suspend the credential. When the conviction becomes final or when imposition
of sentence 1s suspended, the commission shall revoke the credential. (Education Code 44425)

Pursuant to Education Code 44940, the district must immediately place on compulsory leave of
absence any certificated employee charged with involvement in the sale, use or exchange to
minors of certain controlled substances.

Pursuant to Education Code 44940, the district may immediately place on compulsory leave of
absence any certificated employee charged with certain controlled substance offenses.

The following drug and alcohol counseling, rehabilitation, and/or employee assistance programs
are available locally:

U.S. Behavioral Health Plan, California
1-800-788-5614

(ct. 4159 — Employee Assistance Programs)

Hueneme School District is fully committed to achieving a drug and alcohol free environment
for its students and employees. The unlawful manufacture, distribution, dispersing, possession
or use of a controlled substance or alcohol is prohibited in all Hueneme School District
workplaces.

While Hueneme School District has no intention of intruding into the private lives of its
employees, involvement with drugs off the job can affect job performance and safety.
Employees who think they may have drug/alcohol problems are urged to voluntarily seek
assistance and get help immediately. (U.S. Behavioral Health Plan, California, 1-800-788-5614).
While Hueneme School District will be supportive of those who seek help voluntarily, it will be
equally firm in identifying and disciplining those who continue to be substance abusers and do
not seek help. To this end, Hueneme School District will act to eliminate any substance abuse
(illegal drugs, prescription drugs, or any other substance which could impair an employee’s
safety and ability to effectively perform the functions of the assigned job) that increases the
potential for accidents, absenteeism, substandard performance, poor employee morale or damage

Exhibit HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 11/02 Port Hueneme, California
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Personnel

DRUG AND ALCOHOL-FREE WORKPLACE
NOTICE TO EMPLOYEES

to the reputation of Hueneme School District. All employees must be aware that violations of
the Drug Free Workplace Policy will result in discipline, up to and including termination.

Employee responsibilities for a drug free workplace include:

Not having his/her ability to perform job duties impaired due to the use of illegal drugs or
prescription drugs without a prescription;

Not reporting to work or being subject to duty while his/her ability to perform job duties
is impaired by use of illegal drugs or prescription drugs, with or without a prescription;

Not possessing or being under the influence of illegal drugs or prescription drugs, without
a prescription, during working hours, or while subject to being called to duty, on breaks,
during meal periods or at any time while on Hueneme School District property;

Not directly or through a third party selling or providing drugs to any person, including
any employee, while either employee or both employees are on duty or subject to being
called to duty;

Notitying his/her supervisor, manager or the Personnel Department before beginning
work, when taking any medications or drugs, prescription or non-prescription, that may
interfere with the safe and effective performance of duties or operation of equipment;

Providing within 24 hours of request bona fide, verification of a current valid prescription
for any potentially impairing drug or medication. The prescription must be in the
employee’s name; and

Notifying his/her manager or the Personnel Department of any criminal drug statute
conviction within five (5) days after such conviction.

(Emplo

yee Signature)

(Date)

Exhibit

HUENEME ELEMENTARY SCHOOL DISTRICT

Approved: 11/02 Port Hueneme, California






BP 4119.41 / 4219.41 / 4319.41 (1)
Personnel

EMPLOYEES WITH INFECTIOUS DISEASE

The Govemning Board encourages each employee to inform the district as soon as possible if
he/she contracts an infectious disease which creates a physical or mental disability. The Board
will attempt to reasonably accommodate the needs of such individuals, pursuant to Board Policy
and state and federal law.

The Board may reassign or grant disability leave to an employee who is unable to perform
his/her job responsibilities because of illness or because the employee's illness significantly
endangers his/her health or safety or the health or safety of others.

(ct. 4161.1/4361.1 — Personal Iliness/Injury Leave)
(cf. 4261.1 — Personal Illness/Injury Leave)

No employee will be discriminated against because of his/her disability. Legal protections
established for disabled persons extend to individuals significantly impaired by infectious
diseases.

(cf. 0410 — Nondiscrimination in District Programs and Activities)
(cf. 4030 — Nondiscrimination in Employment)
(cf. 4112.4/4212.4/4312.4 — Health Examinations)

When informed that an employee has a disabling infectious disease, the Superintendent or
designee may request that the employee sign a release form to provide confidential medical
information and records.

In determining a reasonable accommodation of the employee's condition, the Superintendent or
designee may consult with public health officials or physicians with expertise in the diagnosis
and treatment of infectious disease. The Superintendent or designee may also communicate with
the employee's physician regarding the employee's ability to perform the essential requirements
of the job with reasonable accommodation and without posing significant health or safety risks to
the employee or others.

The Superintendent or designee shall prepare a confidential report which includes his/her
recommendation and the medical information upon which it is based. These recommendations
shall take into consideration:

L. The nature of the disease and the probability of its being transmitted, including the
duration and severity of the risk

2. The physical condition of the employee, including diagnosis, treatment, and prognosis of
the condition

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
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3. The actual requirements of the employee's job and the expected type of interaction with
others in the school setting

This report shall be forwarded to the Board for confidential review and action.

The job assignment of an employee with a disabling infectious disease shall be reevaluated
whenever there is a change in medical knowledge or in the employee's medical regimen or health
which might affect his/her assignment.

Confidentiality

The Board and the Superintendent or designee shall ensure that employee rights to
confidentiality are strictly observed. The district shall disclose medical record information only
to the extent required or permitted by law. The medical records of any employee with a disabling
infectious disease shall be held in strict confidence.

Legal Reference:

CIVIL CODE

56-56.37 Confidentiality of medical information

GOVERNMENT CODE

12900-12996 Fair Employment and Housing Act

HEALTH AND SAFETY CODE

120975-121020 Mandated blood testing and confidentiality to protect public health
CODE OF REGULATIONS, TITLE 2,

7293.5 et seq.

UNITED STATES CODE, TITLE 29

701-797a Rehabilitation Act of 1993

UNITED STATES CODE, TITLE 42

12101-12213 Americans with Disabilities Act

COURT DECISIONS

School Board of Nassau County, Fla. v. Arline, 408 U.S. 273 (1987)

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS

As part of its commitment to provide a safe and healthful work environment, the Governing
Board recognizes the importance of protecting 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 establish a written
exposure control plan in accordance with state and federal standards for dealing with potentially
infectious materials in the workplace.

(ct. 4119.43/4219.43/4319.43 — Universal Precautions)
(cf. 5141.21 — Administering Medication and Monitoring Health Conditions)
(ct. 5141.6 — School Health Services)

The exposure control plan shall be consistent with the district’s injury and illness prevention
program established pursuant to Labor Code 6401.7 and 8 CCR 3203. (8 CCR 5193)

(ct. 4157/4257/4357 — Employee Safety)

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 receive training and be
offered the hepatitis B vaccination. (8 CCR 5193; 29 CFR 1910.1030)

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.

In the event that an employee has an exposure incident, the district shall implement follow-up
procedures in accordance with the exposure control plan. All such incidents shall be evaluated to
determine whether changes need to be made in district practices.

Legal Reference:
See next page
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS

Legal Reference:

GOVERNMENT CODE

3543.2 Scope of bargaining

LABOR CODE

142.3 Authority of Cal/OSHA to adopt standards
144.7 Requirement to amend standards

6401.7 Injury and illness prevention program
CODE OF REGULATIONS, TITLE 8

3203 Injury and illness prevention program

3204 Access to employee exposure and medical records
5193 California bloodborne pathogens standards
CODE OF FEDERAL REGULATIONS, TITLE 29
1910.1030 OSHA bloodborne pathogens standards

Management Resources:

CALIFORNIA DEPARTMENT OF INDUSTRIAL RELATIONS PUBLICATIONS
Frequently Asked Questions About the Bloodborne Pathogens Standard

A Best Practices Approach for Reducing Bloodborne Pathogens Exposure, 2001

Exposure Control Plan for Bloodborne Pathogens, 2001

WEB SITES

California Department of Industrial Relations, Occupational Safety and Health:
http://www.dir.ca.gov/occupational _safety.html

Centers for Disease Control and Prevention: http://www.cdc.gov

U.S. Department of Labor, Occupational Safety and Health Administration: http:www.osha.gov

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California

Revised: 11/20
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SEXUAL HARASSMENT

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

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

(cf. 0410 — Nondiscrimination in District Programs and Activities)
(cf. 4030 — Nondiscrimination in Employment)

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

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

il 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, and fair investigation of complaints

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

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

Sexual Harassment Reports and Complaints

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



BP 4119.11/4219.11/4319.11 (2)
Personnel MANDATED

SEXUAL HARASSMENT

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 or allegation is addressed
through AR 4119.12/4219.12/4319.12 — Title IX Sexual Harassment Complaint Procedures or
AR 4030 — Nondiscrimination in Employment, as applicable. Because a complaint or allegation
that is dismissed or denied under the Title IX complaint procedure may still be subject to
consideration under state law, the Title IX Coordinator shall ensure that any implementation of
AR 4119.12/4219.12/4319.12 concurrently meets the requirements of AR 4030.

(ct. 4119.12/4219.12/4319.12 — Title IX Sexual Harassment Complaints)

The Title IX Coordinator shall offer supportive measures to the complainant and respondent, as
deemed appropriate under the circumstances.

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.

(ct. 4117.7/4317.7 - Employment Status Reports)
(ctf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Legal Reference:
See next page
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SEXUAL HARASSMENT

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination on the basis of sex

GOVERNMENT CODE

12900-12996 Fair Employment and Housing Act, especially:

12940 Prohibited discrimination

12950 Sexual harassment; distribution of information

12950.1 Sexual harassment training

LABOR CODE

1101 Political activities of employees

1102.1 Discrimination: sexual orientation

CODE OF REGULATIONS, TITLE 2

11009 Employment discrimination

11021 Retaliation

11023 Harassment and discrimination prevention and correction

11024 Sexual harassment training and education

11034 Terms, conditions, and privileges of employment

CODE OF REGULATIONS, TITLE 5

4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20

1681-1688 Title IX of the Education Amendments of 1972

UNITED STATES CODE, TITLE 42

2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended

CODE OF FEDERAL REGULATIONS, TITLE 34

106.1-106.9 Nondiscrimination on the basis of sex in education programs or activities
106.51-106.82 Nondiscrimination on the basis of sex in employment in education program or
activities

COURT DECISIONS

Department of Health Services v. Superior Court of California, (2003) 31 Cal.4th 1026
Faragher v. City of Boca Raton, (1998) 118 S.Ct. 2275

Burlington Industries v. Ellreth, (1998) 118 S.Ct. 2257

Gebser v. Lago Vista Independent School District, (1998) 118 S.Ct. 1989

Oncale v. Sundowner Offshore Serv. Inc., (1998) 118 S.Ct. 998

Meritor Savings Bank, FSB v. Vinson et al., (1986) 447 U.S. 57

Management Resources:

U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS
Promising Practices for Preventing Harassment, November 2017

WEB SITES

California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
Equal Employment Opportunity Commission: http://www.eeoc.gov

U.S. Department of Education, Office for Civil Rights:
http://www.ed.gov/about/offices/list/ocr/index.html

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
Revised: 06/04, 08/13, 02/17, 06/18, 04/21
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SEXUAL HARASSMENT

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.

Definitions

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.

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.

(ct. 4030 - Nondiscrimination in Employment)

For purposes of applying the complaint procedures specified in Title IX of the Education
Amendments of 1972, sexual harassment is defined as any of the following forms of conduct that
occurs in an education program or activity in which a district school exercises substantial control
over the context and respondent: (34 CFR 106.30, 106.44)

L. A district employee conditioning the provision of a district aid, benefit, or service on the
student's participation in unwelcome sexual conduct

A Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies a person equal access to the district's education
program or activity

Sh Sexual assault, dating violence, domestic violence, or stalking as defined in 20 USC 1092
or 34 USC 12291
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(cf. 4119.12/4219.12/4319.12 - Title IX Sexual Harassment Complaints)
Examples of Sexual Harassment

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

L. 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

Title IX Coordinator/Compliance Officer

The district designates the following individual as the responsible employee to coordinate its
efforts to comply with Title IX of the Education Amendments of 1972 in accordance with AR
4119.12/4219.12/4319.12 — Title IX Sexual Harassment Complaint Procedures, as well as to
oversee, investigate, and resolve sexual harassment complaints processed under AR 4030 —
Nondiscrimination in Employment. The Title IX Coordinator may be contacted at:

| Raven Aipa, Senior Director, Educational Programs
| Hueneme Elementary School District

| 205 North Ventura Road, Port Hueneme, CA 93041
| (805) 488-3588, Ext. 9261

| raipa@hueneme.org

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)
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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)

(cf. 4300 — Administrative and Supervisory Personnel)

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 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
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10.  What to do if the supervisory 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

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.

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

13.  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 others 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)

(ct. 4112.9/4212.9/4312.9 — Employee Notifications)

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)

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

L. 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 (Education Code 231.5)
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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 (Education Code 231.5)

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 (Education Code 231.5)

4. Be posted, along with the name or title and contact information of the Title IX
Coordinator, in a prominent location on the district’s web site (34 CFR 106.8)

5. Be included, along with the name or title and contact information of the Title IX
Coordinator, in any handbook provided to employees or employee organizations (34 CFR 106.8)

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

)l 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

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)

Complaint Procedures

All complaints and allegations of sexual harassment by and against employees shall be
investigated and resolved in accordance with law and district procedures. The Title IX
Coordinator shall review the allegations to determine the applicable procedure for responding to
Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 11/02 Port Hueneme, California
Revised: 06/04, 03/14, 11/15

Superintendent Approved: 03/17, 07/18, 01/19, 11/20, 04/21
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the complaint. All complaints that meet the definition of sexual harassment under Title IX shall
be investigated and resolved in accordance with AR 4119.12/4219.12/4319.12 - Title IX Sexual
Harassment Complaint Procedures. Other sexual harassment complaints shall be investigated
and resolved pursuant to AR 4030 - Nondiscrimination in Employment.

If sexual harassment is found following an investigation, the Title IX Coordinator, or designee in
consultation with the Coordinator, shall take prompt action to stop the sexual harassment,
prevent recurrence, and address any continuing effects.

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 11/02 Port Hueneme, California
Revised: 06/04, 03/14, 11/15

Superintendent Approved: 03/17, 07/18, 01/19, 11/20, 04/21



SEXUAL -

HARASSMENT

FACT SHEET

Sexual harassment is a form of discrimination
based on sex/gender (including pregnancy,
childbirth, or related medical conditions), gender
identity, gender expression, or sexual orientation.
Individuals of any gender can be the target of sexual
harassment. Unlawful sexual harassment does

not have to be motivated by sexual desire. Sexual
harassment may involve harassment of a person

of the same gender as the harasser, regardless of
either person’s sexual orientation or gender identity.

THERE ARETWO TYPES
OF SEXUAL HARASSMENT

1. “Quid pro quo” (Latin for “this for that”) sexual
harassment is when someone conditions a job,
promation, or other work benefit on your submission
1o sexual advances or other conduct based on sex.

2. “Hostile work environment” sexual harassment
occurs when unwelcome comments or conduct
based on sex unreasonably intetferes with your work
performance or creates an intimidating, hostile, or
offensive work environment. You may experience
sexual harassment even if the offensive conduct was
not aimed directly at you.

The harassment must be severe or pervasive to
be unlawful. A single act of harassment may be
sufficiently severe to be unlawful.

SEXUAL HARASSMENT INCLUDES MANY
FORMS OF OFFENSIVE BEHAVIORS

BEHAVIORS THAT MAY BE SEXUAL HARASSMENT:

1. Unwanted sexual advances

2, Offering employment benefits in exchange for
sexual favors

. Leering; gestures; or displaying sexually
suggestive objects, pictures, cartoons, or posters

. Derogatory comments, epithets, slurs, or jokes

. Graphic comments, sexually degrading words, or
suggestive or obscene messages or invitations

. Physical touching or assault, as well as impeding
or blocking movements
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Actual or threatened retaliation for rejecting advances or
complaining about harassment is also unlawful.

Employees or job applicants who believe that they have
been sexually harassed or retaliated against may file a
complaint of discrimination with DFEH within three years
of the last act of harassment or retaliation.

DFEH serves as a neutral fact-finder and attempts to
help the parties voluntarily resolve disputes. If DFEH

finds sufficient evidence to establish that discrimination
occurred and settiement efforts fail, the Department may
file a civil complaint in state or federal court to address
the causes of the discrimination and on behalf of the
complaining party. DFEH may seek court orders changing
the employer’s policies and practices, punitive damages,
and attorney’s fees and costs if it prevails in litigation.
Employees can also pursue the matter through a private
lawsuit in civil court after a complaint has been filed with
DFEH and a Rightto-Sue Notice has been issued.

EMPLOYER RESPONSIBILITY & LIABILITY

All employers, regardless of the number of employees, are
covered by the harassment provisions of California law.
Employers are liable for harassment by their supervisors
or agents. All harassers, including both supervisory and
non-supetrvisory personnel, may be held personally liable
for harassment or for aiding and abetting harassment.
The law requires employers to take reasonable steps

1o prevent harassment. If an employer fails to take

such steps, that employer can be held liable for the
harassment. In addition, an employer may be liable

for the harassment by a non-employee (for example, a
client or customer) of an employee, applicant, or person
providing services for the employer. An employer will

only be liable for this form of harassment if it knew or
should have known of the harassment, and failed to take
immediate and appropriate corrective action.

Employers have an affirmative duty to take reasonable
steps to prevent and promptly correct discriminatory and
harassing conduct, and to create a workplace free of
harassiment.

A program to eliminate sexual harassment from the
workplace is not only required by law, but it is the most
practical way for an employer to avoid or limit liability if

" harassment occurs.
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FACT SHEET

CIVIL REMEDIES

« Damages for emotional distress from each
employer or person in violation of the law

» Hiring or reinstatement
« Back pay or promotion

» Changes in the policies or practices of the
employer

ALL EMPLOYERS MUST TAKE THE FOLLOWING
ACTIONSTO PREVENT HARASSMENT AND
CORRECT IT WHEN IT OCCURS:

1. Distribute copies of this brochure or an alternative
writing that complies with Government Code 12950.
This pamphlet may be duplicated in any quantity.

2. Post a copy of the Department’s employment poster
entitled “California Law Prohibits Workplace Discrimination
and Harassment.”

3. Develop a harassment, discrimination, and retaliation
prevention policy in accordance with 2 CCR 11023. The
policy must:

e Bein writing.
« List all protected groups under the FEHA.

* |ndicate that the law prohibits coworkers and third
parties, as well as supervisors and managers with
whom the employee comes into contact, from
engaging in prohibited harassment.

* Create a complaint process that ensures confidentiality
to the extent possible; a timely response; an impartial
and timely investigation by qualified personnel
documentation and tracking for reason able progress;
appropriate options for remedial actions and
resolutions; and timely closures.

e Provide a complaint mechanism that does not
require an employee to complain directly to their
immediate supervisor. That complaint mechanism
must include, but is not limited to including: provisions
for direct communication, either orally or in writing,
with a designated company representative; and/or a
complaint hotline; and/or access to an ombudsperson;
and/or identification of DFEH and the United States
Equal Employment Opportunity Commission as
additional avenues for employees to lodge complaints.

» [nstruct supervisors to report any complaints of
misconduct to a designated company representative,
such as a human resources manager, so that the
company can try to resolve the claim internally.
Employers with 50 or more employees are required to

include this as a topic in mandated sexual harassment
prevention training (see 2 CCR 11024).

« |ndicate that when the emplayer receives allegations of
misconduct, it will conduct a fair, timely, and thorough
investigation that provides all parties appropriate due
process and reaches reasonable conclusions based on
the evidence collected.

* Make clear that employees shall not be retaliated
against as a result of making a complaint or
participating in an investigation.

4. Distribute its harassment, discrimination, and retaliation
prevention policy by doing one or more of the following:

* Printing the policy and providing a copy to employees
with an acknowledgement form for employees to sign
and return.

* Sending the policy via email with an acknowledgment
return form.

» Posting the current version of the policy on a company
intranet with a tracking system to ensure all employees
have read and acknowledged receipt of the policy.

* Discussing policies upon hire and,/or during a new hire
orientation session.

« Using any other method that ensures employees
received and understand the policy.

5. If the employer's workforce at any facility or
establishment contains ten percent or more of persons
who speak a language other than English as their spoken
language, that employer shall translate the harassment,
discrimination, and retaliation policy into every language
spoken by at least ten percent of the workforce.

6. In addition, employers who do business in California and
employ 5 or more parttime or fulltime employees must
provide at least one hour of training regarding the
prevention of sexual harassment, including harassment
based on gender identity, gender expression, and
sexual orientation, to each non-supervisory employee;
and two hours of such training toc each supervisory
employee. Training must be provided within six months
of assumption of employment. Employees must be
trained during calendar year 2020, and, after January
1, 2024, training must be provided again every two
years. Please see Gov. Code 12950.1 and 2 CCR
11024 for further information.

TO FILE A COMPLAINT

Department of Fair Employment and Housing
dfeh.ca.gov

Toll Free: 800.884.1684
TTY: 800.700.2320

DFEH LBS ENG , April 2020






BP 0410 (1)
Philosophy-Goals-Objectives and Comprehensive Plans MANDATED

NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES

The Governing Board is committed to providing equal opportunity for all individuals in district
programs and activities. District programs, activities, and practices shall be free from unlawful
discrimination, including discrimination against an individual or group based on race, color,
ancestry, nationality, national origin, immigration status, ethnic group identification, ethnicity,
age, religion, marital status, pregnancy, parental status, 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 morc of
these actual or perceived characteristics.

(ct. 1240 — Volunteer Assistance)

(cf. 4030 — Nondiscrimination in Employment)

(ctf. 4032 — Reasonable Accommodation)

(cf. 4033 — Lactation Accommodation)

(cf. 4119.11/4219.11/4319.11 — Sexual Harassment)

(cf. 4161.8/4261.8/4361.8 — Family Care and Medical Leave)
(cf. 5131.2 — Bullying)

(cf. 5145.3 — Nondiscrimination/Harassment)

(cf. 5145.7 — Sexual Harassment)

(cf. 5146 — Married/Pregnant/Parenting Students)

(cf. 6145 — Extracurricular and Cocurricular Activities)

(cf. 6145.2 — Athletic Competition)

(cf. 6164.4 — Identification of Individuals for Special Education)
(ctf. 6164.6 — Identification and Education under Section 504)
(ct. 6178 — Career Technical Education)

(cf. 6200 — Adult Education)

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

(cf. 3540 - Transportation)
(ct. 3553 - Free and Reduced Price Meals)
(cf. 5145.13 - Response to Immigration Enforcement)

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

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 02/03 Port Hueneme, California

Revised: 09/03, 11/06, 09/12, 03/14, 12/16, 08/18
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NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES

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

(ct. 1330 — Use of Facilities)

All allegations of unlawful discrimination in district programs and activities shall be investigated
and resolved in accordance with the procedures specified in AR 1312.3 — Uniform Complaint
Procedures.

(cf. 1312.3 — Uniform Complaint Procedures)

Pursuant to 34 CFR 104.8 and 34 CFR 106.9, the Superintendent or designee shall notify
students, parents/guardians, employees, employee organizations, applicants for admission and
employment, and sources of referral for applicants about the district’s policy on
nondiscrimination and related complaint procedures. Such notification shall be included in the
annual parental notification distributed pursuant to Education Code 48980 and, as applicable, in
announcements, bulletins, catalogs, handbooks, application forms, or other materials distributed
by the district. The notification shall also be posted on the district’s website and social media
and in district schools and offices, including staff lounges, student government meeting rooms,
and other prominent locations as appropriate.

(cf. 1113 — District and School Web Sites)

(cf. 1114 — District-Sponsored Social Media)

(ct. 4112.9/4212.9/4312.9 — Employee Notifications)
(cf. 5145.6 — Parental Notifications)

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

The district’s nondiscrimination policy and related informational materials shall be published in a
format that parents/guardians can understand. In addition, when 15 percent or more of a school’s
students speak a single primary language other than English, those materials shall be translated
into that other language.

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 02/03 Port Hueneme, California
Revised: 09/03, 11/06, 09/12, 03/14, 12/16, 08/18
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NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES
Access for Individuals with Disabilities

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

(cf. 6163.2 — Animals at School)
(cf. 7110 — Facilities Master Plan)
(cf. 7111 — Evaluating Existing Buildings)

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

(cf. 6020 — Parent Involvement)
(cf. 9320 — Meetings and Notices)
(cf. 9322 — Agenda/Meeting Materials)

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

Senior Director, Educational Projects
(title or position)

205 N. Ventura Road, Port Hueneme., CA 93041
(address)

(805) 488-3588, Ext. -402
(telephone number)

ivillahueva@hueneme.org

(email)
Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 02/03 Port Hueneme, California
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NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES

Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

48980 Parental notifications

48985 Notices to parents in language other than English

51007 Legislative intent: state policy

GOVERNMENT CODE

8310.3 California Religious Freedom Act

11000 Definitions

11135 Nondiscrimination in programs or activities funded by state
12900-12996 Fair Employment and Housing Act

54953.2 Brown Act compliance with Americans with Disabilities Act
PENAL CODE

422.55 Definition of hate crime

422.6 Interference with constitutional right or privilege

CODE OF REGULATIONS, TITLE 5

4600-4670 Uniform complaint procedures

4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20

1400-1482 Individuals with Disabilities in Education Act

1681-1688 Discrimination based on sex or blindness, Title IX6311 State plans
2301-2415 Carl D. Perkins Vocational and Applied Technology Act

6311 State plans

6312 Local educational agency plans

UNITED STATES CODE, TITLE 29

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title VI, Civil Rights Act of 1964

2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2000h-6 Title IX

12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 28

35.101-35.190 Americans with Disabilities Act

36.303 Auxiliary aids and services

CODE OF FEDERAL REGULATIONS, TITLE 34

100.1-100.13 Nondiscrimination in federal programs, effectuating Title VI
104.1-104.39 Section 504 of the Rehabilitation Act of 1973

106.1-106.61 Discrimination on the basis of sex, effectuating Title IX, especially:
106.9 Dissemination of policy

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 02/03 Port Hueneme, California
Revised: 09/03, 11/06, 09/12, 03/14, 12/16, 08/18
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NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES

Management Resources:

CSBA PUBLICATIONS

Updated Legal Guidance: Protecting Transgender and Gender Nonconforming Students Against
Sex Discrimination, July 2016

CALIFORNIA OFFICE OF THE ATTORNEY GENERAL PUBLICATIONS

Promoting a Safe and Secure Learning Environment for All: Guidance and Model Policies to
Assist California's K-12 Schools in Responding to Immigration Issues, April 2018
CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING PUBLICATIONS
California Law Prohibits Workplace Discrimination and Harassment

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Examples of Policies and Emerging Practices for Supporting Transgender Students, May 2016
Dear Colleague Letter: Title IX Coordinators, April 2015

Dear Colleague Letter, May 26, 2011

Dear Colleague Letter: Harassment and Bullying, October 2010

Dear Colleague Letter: Electronic Book Readers, June 29, 2010

Notice of Non-Discrimination, January 1999

Nondiscrimination in Employment Practices in Education, August 1991

U.S. DEPARTMENT OF JUSTICE PUBLICATIONS

2010 ADA Standards for Accessible Design, September 2010

Accessibility of State and Local Government Websites to People with Disabilities, June 2003
WORLD WIDE WEB CONSORTIUM PUBLICATIONS

Web Content Accessibility Guidelines, December 2008

WEB SITES

CSBA: http://www.csba.org

California Office of the Attorney General: http://oag.ca.gov

California Department of Education: http://www.cde.ca.gov

California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
Safe Schools Coalition: http://www.safeschoolscoalition.org

Pacific ADA Center: http://www.adapacific.org

U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr
U.S. Department of Justice, Civil Rights Division, Americans with Disabilities Act:
http://www.ada.gov

U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov

World Wide Web Consortium, Web Accessibility Initiative: http:// www.w3.org/wai

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 02/03 Port Hueneme, California
Revised: 09/03, 11/06, 09/12, 03/14, 12/16, 08/18
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NONDISCRIMINATION IN EMPLOYMENT

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

(ct. 1240 — Volunteer Assistance)

(cf. 3312 — Contracts)

(ct. 3600 — Consultants)

(cf. 4111/4211/4311 — Recruitment and Selection)

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

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

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

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

1. Discrimination in hiring, compensation, terms, conditions, and other privileges of
employment

(ctf. 4151/4251/4351 — Employee Compensation)
(cf. 4154/4254/4354 — Health and Welfare Benefits)

03 Taking of an adverse employment action, such as termination or the denial of
employment, promotion, job assignment, or training

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
Revised: 03/04, 09/12, 07/16, 02/17, 06/19
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Personnel

MANDATED
NONDISCRIMINATION IN EMPLOYMENT
3. Unwelcome conduct, whether verbal, physical, or visual, that is so severe or pervasive as

to adversely affect an employee’s employment opportunities, or that has the purpose or effect of
unreasonably interfering with the individual’s work performance or creating an intimidating,
hostile, or offensive work environment

4. Actions and practices identified as unlawful or discriminatory pursuant to Government
Code 12940 or 2 CCR 11006-11086, such as:

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

(ctf. 4033 — Lactation Accommodation)
(cf. 4119.11/4219.11/4319.11 — Sexual Harassment)

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

(cf. 4119.22/4219.22/4319.22 — Dress and Grooming)

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

(cf. 4119.41/4219.41/4319.41 — Employees with Infectious Disease)

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

(cf. 4032 — Reasonable Accommodation)

The Board also prohibits retaliation against any district employee who opposes any
discriminatory employment practice by the district or its employees, agents, or representatives or
who complains, testifies, assists, or in any way participates in the district's complaint process

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
Revised: 03/04, 09/12, 07/16, 02/17, 06/19
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NONDISCRIMINATION IN EMPLOYMENT

pursuant to this policy. No employee who requests an accommodation for any protected
characteristic listed in this policy shall be subjected to any punishment or sanction, regardless of
whether the request was granted. (Government Code 12940)

No employee shall, in exchange for a raise or bonus or as a condition of employment or
continued employment, be required to sign any document that releases the employee’s right to
file a claim against the district or to disclose information about harassment or other unlawful
employment practices. (Government Code 12964.5)

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

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

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

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

(cf. 4118 — Suspension/Disciplinary Action)
(ct. 4218 — Dismissal/Suspension/Disciplinary Action)

Legal Reference.

See next page
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Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

CIVIL CODE

51.7 Freedom from violence or intimidation

GOVERNMENT CODE

11135 Unlawful discrimination

11138 Rules and regulations

12900-12996 Fair Employment and Housing Act, especially:
12940-12952 Unlawful employment practices

12960-12976 Unlawful employment practices; complaints
PENAL CODE

422.56 Definitions, hate crimes

CODE OF REGULATIONS, TITLE 2

11006-11086 Discrimination in employment

11013 Recordkeeping

11019 Terms, conditions and privileges of employment

11023 Harassment and discrimination prevention and correction
11024 Sexual harassment training and education

11027-11028 National origin and ancestry discrimination
CODE OF REGULATIONS, TITLE 5

4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20

1681-1688 Title IX of the Education Amendments of 1972
UNITED STATES CODE, TITLE 29

621-634 Age Discrimination in Employment Act

794 Section 504 of the Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000d-7 Title VI, Civil Rights Act of 1964, as amended
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
20001t-20001f-11 Genetic Information Nondiscrimination Act of 2008
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964
6101-6107 Age discrimination in federally assisted programs
12101-12213 Americans with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 American with Disabilities Act

CODE OF FEDERAL REGULATIONS, TITLE 34

100.6 Compliance information

104.7 Designation of responsible employee for Section 504

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
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104.8 Notice

106.8 Designation ot responsible employee and adoption of grievance procedures
106.9 Dissemination of policy

110.1-110.39 Nondiscrimination on the basis of age

COURT DECISIONS

Thompson v. North American Stainless LP, (2011) 131 S.Ct. 863

Shephard v. Loyola Marymount, (2002) 102 CalApp.4th 837

Management Resources:

CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING PUBLICATIONS
California Law Prohibits Workplace Discrimination and Harassment

Transgender Rights in the Workplace

Workplace Harassment Guide for California Employers

Your Rights and Obligations as Pregnant Employee

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Notice of Non-Discrimination, August 2010

U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS

EEOC Compliance Manual

Enforcement Guidance: Vicarious Employer Liability for Unlawful Harassment by Supervisors,
June 1999

WEB SITES

California Department of Fair Employment and Housing: http:/www.dfeh.ca.gov

U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr
U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
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Personnel

NONDISCRIMINATION IN EMPLOYMENT

All allegations of discrimination in employment, including those involving an employee, job
applicant, intern, volunteer, or other person contracted to provide services to the district shall be
investigated and resolved in accordance with procedures specified in this administrative
regulation.

(cf. 0410 — Nondiscrimination in District Programs and Activities)
(cf. 1240 — Volunteer Assistance)

(cf. 3312 — Contracts)

(cf. 3600 — Consultants)

(cf. 4032 — Reasonable Accommodation)

The district designates the position identified below as its coordinator for nondiscrimination in
employment (coordinator) to organize and manage the district’s efforts to comply with state and
federal nondiscrimination laws and to answer inquiries regarding the district’s nondiscrimination
policies. The coordinator may be contacted at:

Deputv Superintendent — Human Resources
(position title)

205 N. Ventura Road. Port Hueneme, CA 93041
(address)

(805) 488-3588, extension 9301
(telephone number)

cdominguez@hueneme.org

(email)

Measures to Prevent Discrimination

To prevent unlawful discrimination, harassment, and retaliation in district employment, the
Superintendent or designee may implement the following measures:

1. Display in a prominent and accessible location at every work site where the district has
employees, and post electronically in a conspicuous location on computers for employee use,
up-to-date California Department of Fair Employment and Housing (DFEH) posters on the
prohibition of workplace discrimination and harassment, the rights of transgender employees,
and the rights and obligations of employees who are pregnant, have a related medical condition,
or are recovering from childbirth (Government Code 12950; 2 CCR 11013, 11023, 11049)

(cf. 4119.11/4219.11/4319.11 — Sexual Harassment)
(cf. 4161.8/4261.8/4361.8 — Family Care and Medical Leave)
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2. Publicize the district’s nondiscrimination policy and regulation, including the complaint

procedures and the coordinator’s contact information, by: (5 CCR 4960; 34 CFR 100.6, 106.9)

a. Including them in each announcement, bulletin, or application form that is used in
employee recruitment

b. Posting them in all district schools and offices, including staff lounges and other
prominent locations

C. Posting them on the district’s web site and providing easy access to them through
district-supported social media, when available

(cf. 1113 — District and School Web Sites)
(cf. 1114 — District-Sponsored Social Media)
(cf. 4111/4211/4311 — Recruitment and Selection)

3. Disseminate the district’s nondiscrimination policy and administrative regulation to all
employees by one or more of the following methods: (2 CCR 11023)

a. Printing and providing a copy to all employees, with an acknowledgement form for each
employee to sign and return

b. Sending a copy via email with an acknowledgment return form

c. Posting a copy on the district intranet with a tracking system ensuring all employees have
read and acknowledged receipt of the policies

d. Discussing the policy and regulation with employees upon hire and/or during a new hire
orientation session

€. Any other way that ensures employees receive and understand the policy

(ctf. 4112.9/4212/4312.9 — Employee Notifications)

4. Provide to employees a handbook which contains information that clearly describes the
district’s nondiscrimination policy, procedures for filing a complaint, and resources available to

employees who believe they have been the victim of any discriminatory or harassing behavior

5. Provide training regarding the district’s nondiscrimination policy, including what
constitutes unlawful discrimination, harassment, and retaliation and how and to whom a report of
an incident should be made
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The district may also provide bystander intervention training to employees which includes
information and practical guidance on how to recognize potentially problematic behaviors and
which may motivate them to take action when they observe such behaviors. The training and
education may include exercises to provide employees with the skills and confidence to
intervene as appropriate and to provide them with resources they can call upon that support their
intervention. (Government Code 12950.2)

(ct. 4131 — Staff Development)
(cf. 4231 — Staff Development)
(cf. 4331 — Staff Development)

6. Periodically review the district’s recruitment, hiring, and promotion processes and
regularly monitor the terms, conditions, and privileges of employment to ensure district
compliance with law

7. For any district facility where 10 percent of employees have a language other than
English as their spoken language, translate the policy into every language spoken by at least 10
percent of the workforce (2 CCR 11023)

Complaint Procedure

Complaints of sexual harassment shall be investigated and resolved in accordance with AR
4119.12/4219.12/4319.12 — Title IX Sexual Harassment Complaint Procedures if the alleged
conduct meets the definition of sexual harassment pursuant to 34 CFR 106.30.

Any complaint alleging unlawful discrimination or harassment shall be addressed in accordance
with the following procedures:

L. Notice and Receipt of Complaint: A complainant may inform a direct supervisor, another
supervisor, the coordinator, the Superintendent or, if available, a complaint hotline or an
ombudsman. The employee’s direct supervisor may be bypassed in filing a complaint where the
supervisor is the subject of the complaint.

The complainant may first attempt to resolve the situation informally with the complainant’s
supervisor before filing a written complaint.

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
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incident occurred, any witnesses who may have relevant information, any available 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 business days of receiving notice of the
alleged discriminatory or harassing 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 investigation of the allegations will be fair,
timely, and thorough and will be conducted in a manner that provides all parties due process and
reaches reasonable conclusions based on the evidence collected. The coordinator shall also
inform the parties that the investigation will be kept confidential to the extent possible, but that
some information may be revealed as necessary to conduct an effective investigation.

(cf. 3580 — District Records)
(ct. 4112.6/4212.6/4312.6 — Personnel Files)
(ct. 4119.23/4219.23/4319.23 — Unauthorized Release of Confidential/Privileged Information)

If the coordinator determines that a detailed fact-finding investigation is necessary, the
investigation shall begin 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.

The coordinator shall track and document the progress of the investigation to ensure reasonable
progress and shall inform the parties as necessary.

When necessary to carry out the investigation or to protect employee safety, the coordinator may
discuss the complaint with the Superintendent or designee, district legal counsel, or the district’s
risk manager.

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

3. Written Report on Findings and Remedial/Corrective Action: No more than 20 business
days after receiving the complaint, the coordinator shall conclude the investigation and prepare a
written report of the findings. This timeline may be extended for good cause. If an extension is
needed, the coordinator shall notify the parties and explain the reasons for the extension.
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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, provide appropriate options for remedial actions and resolutions
for the complainant, and ensure that retaliation or further discrimination or harassment is
prevented. The report shall be presented to the Superintendent or designee.

A summary of the findings shall be presented to the complainant and the person accused.

4. Appeal to the Governing Board: The complainant or the person accused may appeal any
findings to the Board within 10 business 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 business days.

(cf. 1312.1 — Complaints Concerning District Employees)
(cf. 9321 — Closed Session Purposes and Agendas)

Other Remedies

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

1. For filing a complaint with DFEH alleging a violation of Government Code
12940-12952, within three years of the alleged discriminatory act(s), unless an exception exists
pursuant to Government Code 12960 (Government Code 12960)

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

3. For filing a 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 carlier (42 USC 2000e-5)

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 11/02 Port Hueneme, California
Superintendent Approved: 03/17, 07/19, 06/20, 11/20
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EMPLOYEE SAFETY

The Governing Board 1s committed to maximizing employee safety and believes that workplace
safety is the responsibility of every employee. Working conditions and equipment shall comply
with standards prescribed by federal, state and local laws and regulations.

(cf. 0450 — Comprehensive Safety Plan)

No employee shall be required or permitted to be in any place of employment which is unsafe or
unhealthful. (Labor Code 6402)

The Superintendent or designee shall promote safety and correct any unsafe work practice
through education and enforcement.

All employees are expected to use safe work practices and, to the extent possible, correct any
unsafe conditions which may occur. If an employee is unable to correct an unsafe condition, the
employee shall immediately report the problem to the Superintendent or designee.

(cf. 4118 — Dismissal/Suspension/Disciplinary Action)
(cf. 4218 — Dismissal/Suspension/Disciplinary Action)

The Superintendent or designee shall establish and implement a written injury and illness
prevention program, and provide employees with access to such program, in accordance with
law. (Labor Code 6401.7; 8 CCR 3203)

(ct. 3514 — Environmental Safety)

(ctf. 3514.1 — Hazardous Substances)

(cf. 3516 — Emergencies and Disaster Preparedness Plan)

(ct. 4119.41/4219.41/4319.41 — Employees with Infectious Disease)

(ctf. 4119.42/4219.42/4319.42 — Exposure Control Plan for Bloodborne Pathogens)
(ct. 4119.43/4219.43/4319.43 — Universal Precautions)

(cf. 4157.2/4257.2/4357.2 — Ergonomics)

(cf. 4158/4258/4358 — Employee Security)

The Superintendent or designee shall make first aid materials readily available at district
workplaces and shall make effective provisions to prepare for prompt medical treatment in the

event of an employee’s serious injury or illness. (8 CCR 3400)

No employee shall be discharged or discriminated against for exercising any right regarding
employee safety or health specified in Labor Code 6310, including:

L. Making a report or complaint

2. Instituting proceedings or causing proceedings to be instituted
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3. Testifying with regard to employee safety or health

4. Participating in any occupational health and safety committee established pursuant to
Labor Code 6401.7.

5. Requesting access to injury or illness reports and records

6. Exercising any other right protected by the Occupational Safety and Health Act

Legal Reference:
See next page
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Legal Reference:

EDUCATION CODE

32030-32034 Eye safety

32225-32226 Communications devices in classrooms

32280-32289.5 School safety plans

44984 Required rules for industrial accident and illness leave of absence
GOVERNMENT CODE

3543.2 Scope of bargaining

LABOR CODE

132a Workers’ compensation; nondiscrimination

3300 Definitions of employer

6305 Occupational safety and health standards; special order

6310 Retaliation for filing complaint prohibited

6400-6413.5 Responsibilities and duties of employers and employees, especially:
6401.7 Injury and illness prevention program

CODE OF REGULATIONS, TITLE 8

3203 Injury and illness prevention program

3204 Access to employee exposure and medical records

3400 Medical services and first aid

5095-5100 Control of noise exposure

5193 Bloodborne pathogens

14000-14316 Occupational injury or illness reports and records

CODE OF REGULATIONS, TITLE 17

2508 Reporting of communicable diseases

CODE OF FEDERAL REGULATIONS, TITLE 29

651-678 Occupational safety and health

1910.95 Occupational noise exposure

1910.1030 Bloodborne pathogens

Management Resources:

DEPARTMENT OF INDUSTRIAL RELATIONS PUBLICATIONS

Guide to Developing Your Workplace Injury and Illness Prevention Program, rev. August 2011
WEB SITES

California Department of Industrial Relations, Occupational Safety and Health:
http://www.dir.ca.gov/occupational _safety.html

Centers for Disease Control and Prevention: http://www.cdc.gov

National Hearing Conservation Association: http:/www.hearingconservation.org
National Institute for Occupational Safety and Health: http://www.cdc.gov/niosh
U.S. Department of Labor, Occupational Safety and Health Administration: http://www.osha.gov

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
Revised: 04/21
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EMPLOYEE SAFETY

The Superintendent or designee shall provide safety devices and implement safeguards, methods, and
processes that are reasonably necessary for the safety and health of employees in the workplace.
(Labor Code 6401)

(cf. 4157.1/4257.1/4357.1 — Work-Related Injuries)
(cf. 4157.2/4257.2/4357.2 — Ergonomics)
(cf. 4161.11/4361.11 — Industrial Accident/Illness Leave)

Injury and Illness Prevention Program

The district's injury and illness prevention program shall cover all district employees and all other
workers whom the district controls or directs and directly supervises on the job to the extent that the
workers are exposed to hazards specific to their worksite and job assignment. The obligation of
contractors or other employers who control or direct and supervise their own employees on the job
shall not be affected by the district's injury and illness prevention program. (Labor Code 6401.7)

The district's injury and illness prevention program shall include: (Labor Code 6401.7; 8 CCR 3203)

L. The name/position of the person(s) with authority and responsibility for implementing the
program.
2. A system for ensuring that employees comply with safe and healthful work practices, which

may include, but not be limited to:

a. Recognition of employees who follow safe and healthful work practices
(cf. 4156.2/4256.2/4356.2 — Awards and Recognition)

b. Training and retraining programs

c. Disciplinary actions

(cf. 4118 — Suspension/Disciplinary Action)
(ct. 4218 — Dismissal/Suspension/Disciplinary Action)

3. A system for communicating with employees, in a form readily understandable by all
employees, on matters related to occupational health and safety, including provisions designed to
encourage employees to report hazards at the worksite without fear of reprisal. The communications
system may include, but not be limited to:

a. Meetings

b. Training programs

c. Posting
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d. Written communications

€ A system of anonymous notification by employees about hazards

f. A labor/management safety and health committee

4. Procedures for identifying and evaluating workplace hazards, including scheduled periodic

inspections to identify unsafe conditions and work practices. Such inspections shall be made:

a. Whenever new substances, processes, procedures, or equipment that represents a new
occupational safety or health hazard is introduced into the workplace

b. Whenever the district is made aware of a new or previously unrecognized hazard

(ct. 3514 — Environmental Safety)
(cf. 3514.1 — Hazardous Substances)

5. A procedure for investigating occupational injury or illness.

6. Methods and/or procedures for correcting unsafe or unhealthful conditions, work practices,
and work procedures in a timely manner, based on the severity of the hazard, when the hazard is
observed or discovered.

When an imminent hazard exists which cannot be immediately abated without endangering
employee(s) and/or property, these procedures shall call for the removal of all exposed staff from the
area except those necessary to correct the hazardous condition. Employees needed to correct the
condition shall be provided necessary safeguards.

7. Provision of training and instruction as follows:

a. To all new employees

b. To all employees given new job assignments for which training has not previously been
received

c. Whenever new substances, processes, procedures, or equipment is introduced into the

workplace and represents a new hazard
d. Whenever the district is made aware of a new or previously unrecognized hazard

€. To supervisors, to familiarize them with the safety and health hazards to which employees
under their immediate direction and control may be exposed

(cf. 4131 — Staff Development)
(cf. 4231 — Staff Development)



AR 4157/4257/4357 (3)
Personnel

EMPLOYEE SAFETY

(cf. 4331 — Staff Development)

The Superintendent or designee shall provide employees, or their representative designated
pursuant to 8 CCR 3203, with either of the following: (8 CCR 3203)

L. Access to the district's injury and illness prevention program in a reasonable time, place,
and manner, but in no event later than five business days after the request for access is received
from an employee or a designated representative of the employee

When an employee or designated representative requests a copy of the district's injury and illness
prevention program, the Superintendent or designee shall provide the requester a printed copy
unless the employee or designated representative agrees to receive an electronic copy.

The Superintendent or designee shall provide one printed copy free of charge. If the employee or
designated representative requests additional copies within one year of the previous request and
the district's injury and illness prevention program has not been updated with new information
since the prior copy was provided, the district may charge reasonable reproduction costs pursuant
to 8 CCR 3204 for the additional copies.

2. Unobstructed access to the district's injury and illness prevention program through the
district's server or web site, which allows an employee to review, print, and email the current
version of the district's injury and illness prevention program

The Superintendent or designee shall communicate the right and procedure to access the district's
injury and illness prevention program to all employees. (8 CCR 3203)

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

Hearing Protection

Whenever employee noise exposure equals or exceeds the standards specified in law, the
Superintendent or designee shall implement a hearing conservation program in accordance with state
and federal regulations, including, when required, monitoring of sound levels, audiogram evaluation
and audiometric testing of affected employees, the provision of hearing protectors, and employec
training. (8 CCR 5095-5100; 29 CFR 1910.95)

Eye Safety Devices

Eye safety devices shall be worn by employees whenever they are engaged in or observing an
activity involving hazards or hazardous substances likely to cause injury to the eyes. (Education
Code 32030-32034)

First Aid and Medical Services

The Superintendent or designee shall ensure the ready availability of medical personnel for advice
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and consultation on matters of industrial health or injury. Whenever a district facility or district
grounds are not in close proximity to an infirmary, clinic, or hospital where all injured employees
may be treated, the Superintendent or designee shall ensure that at least one employee is adequately
trained to provide first aid. (8 CCR 3400)

The Superintendent or designee shall make adequate first aid materials readily available for
employees at every worksite. Such materials shall be approved by a consulting physician and shall be
kept in a sanitary and usable condition. The Superintendent or designee shall frequently inspect all
first aid materials and replenish them as necessary. (8 CCR 3400)

The Superintendent or designee shall ensure that suitable facilities for quick drenching or
flushing of the eyes and body are provided within the work area for immediate emergency use
when the eyes or body or any person may be exposed to injurious corrosive materials. (8 CCR
3400)

To avoid unnecessary delay in medical treatment in the event of an employee's serious injury or
illness, the Superintendent or designee shall use one or more of the following: (8 CCR 3400)

L. A communication system for contacting a physician or emergency medical service, such as
access to 911 or equivalent telephone system. The communication system or the employees using
the system shall have the ability to direct emergency services to the location of the injured or ill
employee.

2. Readily accessible and available on-site treatment facilities suitable for trcatment of
reasonably anticipated injury and illness.

(cf. 5141.6 — School Health Services)

3. Proper equipment for prompt medical transport when transportation of injured or ill
employees is necessary and appropriate.

Protection from Communicable Diseases and Infections

The Superintendent or designee shall develop an exposure control plan for bloodborne pathogens
that is consistent with the district's injury and illness prevention program. The plan shall include
a determination of which job classifications have occupational exposure to blood or other
potentially infectious materials; precautions to be implemented, including universal precautions,
engineering and work practice controls, and personal protective equipment; availability of the
hepatitis B vaccination; provision of information and training to employees; and follow-up
actions to be taken if exposure occurs. The district shall ensure that a copy of the exposure
control plan is accessible to employees in accordance with law. (8 CCR 5193; 29 CFR
1910.1030)

(cf. 4119.42/4219.42/4319.42 - Exposure Control Plan for Bloodborne Pathogens)

(cf. 4119.43/4219.43/4319.43 - Universal Precautions)
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Strategies to prevent and mitigate the outbreak or spread of infectious diseases shall be followed
for diseases that are communicated through airborne transmission, skin-to-skin contact,
foodborne transmission, or other casual or noncasual means. Such strategies shall include, but
are not limited to, communication and training about the discase(s); campus closures and
alternative means of instruction when necessary, preventative measures, such as social
distancing, personal protective equipment, temperature checks, and/or any other health screening
allowed by law; and cleaning and sanitization of district facilities and equipment.

(ctf. 5141.22 - Infectious Diseases)

The Superintendent of designee shall immediately report to the local health officer the presence
or suspected presence of any communicable disease. (17 CCR 2508)

COVID-19 Exposure

If the district receives notice of potential exposure to COVID-19, the Superintendent or designee
shall, within one business day of the notice, take all of the following actions: (Labor Code
6409.6)

l. Provide a written notice to all employees, and the employers of subcontracted employees,
who were on the premises at the same worksite as the qualifying individual within the infectious
period that they may have been exposed to COVID-19. The notice shall be provided in a manner
normally used to communicate employment-related information, which may include, but is not
limited to, personal service, email, or text message if it can reasonably be anticipated to be
received by the employee within one business day of sending.

A Provide a written notice to the exclusive representative, if any, of employees who were on
the premises within the infectious period

51 Provide all employees who may have been exposed and the exclusive representative, if
any, with information regarding:

a. COVID-19-related benefits to which the employee may be entitled under applicable
federal, state, or local laws, including, but not limited to, workers' compensation

b. Available leave options for exposed employees

C. Antiretaliation and antidiscrimination protections of the employee

4. Notify all employees, and the employers of subcontracted employees and the exclusive

representative, if any, of the disinfection and safety plan that the district plans to complete in
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accordance with Centers for Discase Control and Prevention guidelines

The above notifications shall be maintained for a period of at least three years. (Labor Code
6409.6)

If the district is notified of the number of cases that meet the definition of a COVID-19 outbreak,
as defined by the California Department of Public Health, within 48 hours, the Superintendent or
designee shall, within 48 hours of the notice, notify the local public health agency of the names,
number, occupation, and worksite of employees who meet the definition of a qualifying
individual. The Superintendent or designee shall continue to give notice to the local health
department of any subsequent laboratory-confirmed cases of COVID-19 at the worksite. (Labor
Code 6409.6)

In the event that Cal/OSHA prohibits entry into any district workplace or performance of a
district operation or process based on a determination that the workplace exposes employees to
the risk of COVID-19 infection and constitutes an imminent hazard to employees, the district
shall post a notice thereof provided by Cal/OSHA in a conspicuous place at the work site. This
notice shall not be removed except by an authorized representative of Cal/OSHA and only when
the place of employment, operation, or process is made safe and the required safeguards or safety
appliances or devices are provided. (Labor Code 6325)

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 06/10 Port Hueneme, California
Superintendent Approved: 04/21
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HEALTH CARE AND EMERGENCIES

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

(cf. 0450 - Comprehensive Safety Plan)

(cf. 3516 - Emergencies and Disaster Preparedness Plan)

(cf. 5141.21 - Administering Medication and Monitoring Health Conditions)
(ct. 5141.22 — Infectious Diseases)

(cf. 5142 - Safety)

The Superintendent or designee shall develop procedures to ensure that first aid and/or
medical attention 1s provided as quickly as possible when student accidents and injuries
occur and that parents/guardians are notified of accidents as appropriate.

(cf. 3530 - Risk Management/Insurance)
(cf. 5143 - Insurance)
(cf. 6145.2 - Athletic Competition)

The Superintendent or designee shall ask parents/guardians to provide emergency contact
information in order to facilitate communication in the event of an accident or illness.
District staff shall appropriately report and document student accidents.

Resuscitation Orders

The Board believes that staff members should not be placed in the position of
determining whether or not to follow any parental or medical "do not resuscitate" orders.
Staff shall not accept or follow any such orders unless they have been informed by the
Superintendent or designee that the request to accept such an order has been submitted to
the Superintendent or designee, signed by the parent/guardian, and supported by a written
statement from the student's physician and an order from an appropriate court.

The Superintendent or designee shall ensure that all parents/guardians are informed of
this policy.

Automated External Defibrillators

The Board may authorize the placement of automated external defibrillators (AEDs) at
designated school sites for use by designated personnel who have volunteered to receive
training in the use of AEDs.

Policy Adopted: 05/03 HUENEME ELEMENTARY SCHOOL DISTRICT
Revised: 07/05, 11/06, 02/09 Port Hueneme, California
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The Superintendent or designee shall develop guidelines for employees regarding the use
of these devices and shall ensure that employees receive training on their proper use and
handling. The guidelines shall also specify the placement, security, and maintenance of
the AED.

The authorization of AEDs in district schools shall not be deemed to create a gnarantee or
obligation to use the AED in case of an emergency nor any expectation that an AED or
trained employee will be present and/or able to use an AED in an emergency or any
expectation that the AED will operate properly.

Legal Reference:

EDUCATION CODE

32040-32044 First aid equipment

49300-49307 School safety patrols

49407 Liability for treatment

49408 Emergency information

49409 Athletic events; physicians and surgeons; emergency medical care; immunity
49470 Medical and hospital services for athletic program

49471 Medical and hospital services not provided or available

49472 Medical and hospital services for pupils

49474 Ambulance services

51202 Instruction 1n personal and public health and safety

CIVIL CODE

1714.21 Defibrillators; CPR; immunity from civil liability

FAMILY CODE

6550-6552 Caregivers

HEALTH AND SAFETY CODE

1797.196 Automatic external defibrillators, immunity from civil liability
CODE OF REGULATIONS, TITLE 8

5193 California Bloodborne Pathogens Standard

Management Resources:
WEB SITES
American Heart Association: http://www.americanheart.ore

American Red Cross: http:/www.redcross.org
California Department of Health Services: http./www.dhs.ca.gov

Policy Adopted: 05/03 HUENEME ELEMENTARY SCHOOL DISTRICT
Revised: 07/05, 11/06, 02/09 Port Hueneme, California
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WORK-RELATED INJURIES

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

(cf. 3320 — Claims and Actions Against the District)

(cf. 4032 — Reasonable Accommodation)

(cf. 4113.4/4213.4/4313.4 — Temporary Modified/Light-Duty Assignment)
(cf. 4154/4254/4354 — Health and Welfare Benefits)

(ctf. 4157/4257/4357 — Employee Safety)

(ct. 4157.2/4257.2/4357.2 — Ergonomics)

(cf. 4161.11/4361.11 — Industrial Accident/Illness Leave)

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

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

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

In the event that an employee 1s injured or becomes ill in the course of employment, the
employee shall report the work-related injury or illness to the Superintendent or designee as soon
as practicable. The employee and appropriate district staff shall also promptly document the date
and time of any incident, a description of the incident, and any person present.

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

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

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

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

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

For the purpose of this report, serious injury or illness means any injury or illness occurring in a
place of employment or in connection with any employment that requires inpatient
hospitalization for other than medical observation or diagnostic testing, or in which an employee
suffers an amputation, the loss of an eye, or any serious degree of permanent disfigurement.
(Labor Code 6302)

Claims Related to COVID-19

Until January 1, 2023, an employee is presumed to be entitled to workers' compensation benefits
for illness or death resulting from COVID-19 if the diagnosis was made within 14 days after the
employee performed labor or services at the place of employment and if the employee contracted
COVID-19 during an outbreak at the employee's specific place of employment. (Labor Code
3212.86, 3212.88)

For this purpose, an outbreak means that, within 14 calendar days, one of the following occurs at
a specific place of employment: (Labor Code 3212.88)

1. If a specific place of employment has 100 employees or fewer, four employees test
positive for COVID-19.

P If a specific place of employment has more than 100 employees, four percent of the
number of employees who reported to the specific place of employment test positive for
COVID-19.

51 A specific place of employment is ordered to close by a local public health department,
the California Department of Public Health, Cal/OSHA, or the Superintendent due to a risk of
infection with COVID-19.
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The Superintendent or designee may rebut a presumption that COVID-19 was contracted during
the course and scope of employment by offering evidence to the Workers' Compensation Appeals
Board, such as the measures that were in place at the employee's specific place of employment to
reduce potential transmission of COVID-19 and evidence of an employee's nonoccupational risk
of contracting COVID-19. (Labor Code 3212.86, 3212.88)

Legal Reference:

EDUCATION CODE

44984 Industrial accident and illness leaves, certificated employees
45192 Industrial accident and illness leaves, classified employees
LABOR CODE

3200-4855 Workers' compensation, especially:

3550-3553 Employee notice

3600-3605 Conditions of liability

3760 Report of injury to insurer

4600 Provision of medical and hospital treatment by employer
4906 Disclosures and statements

5400-5413 Notice of injury or death

6409.1 Reports

CODE OF REGULATIONS, TITLE 8

15596 Notice of employee rights

Management Resources:

DEPARTMENT OF INDUSTRIAL RELATIONS PUBLICATIONS

A Guidebook for Injured Workers, 2016

Notice to Employees — Injuries Caused by Work

Time of Hire Pamphlet

Workers’ Compensation Claim Form (DWC 1) & Notice of Potential Eligibility

WEB SITES

California Department of Industrial Relations, Division of Occupational Safety and Health:
http://www.dir.ca.gov/dosh

California Department of Industrial Relations, Division of Workers Compensation:
http://www.dir.ca.gov/dwc

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Superintendent Approved: 12/16, 03/21 Port Hueneme, California



EMPLOYEE INJURIES
When an employee is injured....
Respond to all injury reports by finding out what happened.

All injuries, illnesses and near-miss incidents must be reported to the Human
Resources Office (805) 488-3588, extension 9303 before the end of the work day
during which the incident occurred, regardless of whether medical attention is
necessary.

Minor injuries (scratches, cuts, puncture wounds and contusions) should immediately be
treated with appropriate First Aid procedures on site. Failure to apply First Aid to minor
injuries can result in serious infections later. Reasonable precautions to prevent further
complications are the responsibility of every employee.

Filing a Worker Compensation Claim

The following steps need to take place.

Call Company Nurse at 1 (855) 602-5267

Complete the DWC 1 form

Supervisor completes the Supervisor’s Report

Employee is given a Prescription Information Form from his/her Supervisor
Employee is given 2 pamphlets on The Facts About Workers” Compensation and
Athens Medical Provider.

AN N NN

When the Employee has a “Pre-Designation of Personal Physician” form on file, they
may be seen by their own doctor. This needs to be verified with the Personnel Office. If
there is no form on file, the employee must be seen by a Worker Compensation Clinic.

If an injury requires First Aid attention only or the employee chooses not to be seen by
a medical doctor, it is still necessary for you to call the Company Nurse Hotline and
have your Supervisor fill out the Supervisor’s Report form.

Completed forms should be submitted to Melissa Rufai in the Personnel Office, as well
as any paperwork the doctor gives to the employee, or any other reports issued by the
doctor.



HUENEME ELEMENTARY SCHOOL DISTRICT

SAFETY AND TRAINING ISSUE: GENERAL SAFETY RULES
(February 2022)

All employees are required to follow these general safety guidelines. Unsafe work practices combined with hazardous
conditions are the main ingredients for creating an injury or accident. The Hueneme Elementary School District is putting
forth its best effort to eliminate unsafe conditions.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Report all accidents, injuries, and iliness (no matter how small) to your supervisor.

Report all unsafe conditions and equipment to your supervisor or principal. Unsafe conditions and equipment
may include, but not be limited to: broken chairs, missing casters, stuck drawers, cracked glass, etc.

Clothing that covers the back, shoulders, and midriff, and clothing that covers the top portion of the legs when
seated, shall be worn by all employees in the custodial, food service, graphics/print shop, grounds, maintenance,
transportation, and warehouse areas.

Shoes or boots with low heels, non-skid soles and closed toe and heel shall be worn by all employees who spend
more than ten percent of their day in the custodial, food service, graphics/print shop, grounds, maintenance,
transportation, and warehouse areas.

Always wear necessary and/or required protective clothing and/or equipment.

Always follow instructions on safety signs and caution tapes. Do not enter construction or remodeling areas
unless you are specifically authorized to work there.

Be aware of forklifts in operation; keep a safe distance from them.

Use a proper step stool or ladder to reach overhead. Do not stand on any chairs, other furniture or boxes.
When lifting and carrying loads, care should be exercised to avoid overexertion and strain.

Always keep workstations clean and orderly.

Return materials and equipment to their proper place when finished using them.

Throw trash in proper waste containers.

Clean up small amounts of spilled materials or liquids immediately. Be sure the site custodian or maintenance
department is called to clean up larger spills.

Do not leave open food storage or food preparation in areas not intended or designated for that use.
Do not bring chemicals or other pest management products from home.

Pest infestations should be reported to the maintenance department immediately.

Chemical products should not be used directly around students.

Open door slowly. Stand out of the swing of the door when opening or unlocking doors.

Use caution when going up or down stairs.



General Safety Rules (cont.)

20.

21.

22.

23.

24.

25.

26.

27.

28.

29.

30.

31.

32.

33.

Use handrails when going up or down stairs.

Never leave anything in aisles, hallways, or on stairways that can cause someone to trip and/or fall

Maintain 36 inches of clearance around all electrical equipment and panels.

Always keep fire extinguishers and fire alarms clear and easily identifiable to permit ready access.

In the event of a fire, sound the alarm.

Upon hearing the alarm, stop work and proceed to the nearest clear exit. Assemble at the appointed location.

Do not eat in areas where hazardous chemicals are present. This includes all custodial, grounds, maintenance,
graphics/print shop, transportation, and warehouse areas.

Do not store food in cabinets and/or refrigerators are stored.

Read labels and Material Safety Data Sheets (MSDS) for instructions and precautions before using any chemical.
Handle, use and store ali chemicals according to the manufacturer’s instructions.

Be sure that all chemical containers are properly labeled.

Always keep chemical containers closed when not in use.

Avoid chemical contact with skin and eyes. Wash thoroughly after any such contact.

Contact the maintenance department for your chemical disposal needs.



State of California
Department of Industrial Relations
DIVISION OF WORKERS’ COMPENSATION

WORKERS’ COMPENSATION CLAIM FORM (DWC 1)

Employee: Complete the “Employee” section and give the form to your
employer. Keep a copy and mark it “Employee’s Temporary Receipt” until
you receive the signed and dated copy from your employer. You may call the
Division of Workers’ Compensation and hear recorded information at (800)
736-7401. An explanation of workers' compensation benefits is included in
the Notice of Potential Eligibility, which is the cover sheet of this form.
Detach and save this notice for future reference.

You should also have received a pamphlet from your employer describing
workers’ compensation benefits and the procedures to obtain them. You may
receive written notices from your employer or its claims administrator about

Estado de California
Departamento de Relaciones Industriales
DIVISION DE COMPENSACION AL TRABAJADOR

PETITION DEL EMPLEADO PARA DE COMPENSACION DEL
TRABAJADOR (DWC 1)

Empleado: Complete la seccion “Empleado” y entregue la forma a su
empleador. Quédese con la copia designada “Recibo Temporal del
Empleado” hasta que Ud. reciba la copia firmada y fechada de su empleador.
Ud. puede llamar a la Division de Compensacion al Trabajador al (800) 736-
7401 para oir informacion gravada. Una explicacién de los beneficios de
compensacion de trabajadores estd incluido en la Notificacién de Posible
Elegibilidad, que es la hoja de portada de esta forma. Separe y guarde esta
notificacion como refervencia para el futuro,

Ud. también deberia haber recibido de su empleador un folleto describiendo
los benficios de compensacién al trabajador lesionado y los procedimientos
para obtenerlos. Es posible que reciba notificaciones escritas de su

empleador o de su administrador de reclamos sobre su reclamo. Si su
administrador de reclamos ofrece enviarle notificaciones electrénicamente, y
usted acepta recibir estas notificaciones solo por correo electrénico, por
Javor proporcione su direccidn de correo electrdnico abajo y marque la caja
apropiada. Si usted decide después que quiere recibir las notificaciones por
correo, usted debe de informar a su empleador por escrito.

your claim. If your claims administrator offers to send you notices
electronically, and you agree to receive these notices only by email, please
provide your email address below and check the appropriate box. If you later
decide you want to receive the notices by mail, you must inform your
employer in writing,

Any person who makes or causes to be made any knowingly false or
fraudulent material statcnient or material representation for the

Toda aqucla persona que a propésite haga o causc que se produzea
cualquier deckaracion o representacion matevial falsa o fraudulenta con

¢l fin de obtener o negar heneficios o pagos de compensacion a
trabajadores lesionados es culpable de un crimen mayor “felonia™,

purpose of obtaining or denying workers' compensation benedits or
payments is guilty of a felony.

Empleado—complete esta seccion y note la notacion arriba.
Today’s Date. Fecha de Hoy.

Employee—complete this section and see note above
1. Name. Nombre.

2. Home Address. Direccion Residencial.
3. City. Ciudad.
4. Date of Injury. Fecha de la lesién (accidente)

State. Estado. Zip. Cédigo Postal.

Time of Injury. Hora en que ocurrié a,m. p.m,

5. Address and description of where injury happened. Direccion/lugar dénde occurié el accidente. -

6. Describe injury and part of body affected. Describa la lesion y parte del cuerpo afectada.

7. Social Security Number. Niimero de Seguro Social del Empleado. -

8. L Check if you agree to receive notices about your claim by email only. | Marque si usted acepta recibir nolificaciones sobre su reclamo solo por correo
electrénico. Employee’s e-mail. - Correo electronico del empleado. ;
You will receive benefit notices by regular mail if you do not choose, or your claims administrator does not offer, an electromic service option. Usted recibird
notificaciones de beneficios por correo ordinario si usted no escoge, o su administrador de reclamos no le ofrece, una opcidn de servicio electrénico,

9. Signature of employee. Firma del empleado.

Employer—complete this section and see note below. Empleador—complete esta seccion y note la notacién abajo.
10. Name of employer. Nombre del empleador. _Hueneme Elementary School District

11. Address. Direccion. 205 N. Ventura Rd., Port Hueneme, CA 93041

12. Date eroployer first knew of injury. Fecha en que el empleador supo por primera vez de la lesion o accidente -.

13. Date claim form was provided to employee. Fecha en que se le entregé al empleado la peticion.

14. Date employer received claim form. Fecha en que el empleado devolvid la peticion al empleador

15. Name and address of insurance carrier or adjusting agency. Nombre y direccion de la compaiiia de seguros o agencia adminstradora de seguros.

Athens Administrators, P.O. BOX 696, Concord, CA 94522-0696

16. Insurance Policy Number. £/ nimero de la péliza de Seguro, S€M-insured

17. Signature of employer representative. Firma del representante del empleador. R

18. Title. Titulo. 19. Telephone. Teléfono.

Employer: You are required to date this form and provide copies to your insurer Empleador: Se requiere que Ud. feche esta forma y que provéa copias a su
or claims administrator and to the employee, dependent or representative who compaiiia de seguros, administrador de reclamos, o dependiente/representante de
filed the claim within one working day of receipt of the form from the employee. reclamos y al empleado que hayan presentado esta peticion dentro del plazo de
un dia hibil desde el momento de haber sido recibida la forma del empleado.
SIGNING THIS FORM IS NOT AN ADMISSION OF LIABILITY [
EL FIRMAR ESTA FORMA NO SIGNIFICA ADMISION DE RESPONSABILIDAD

DEmployer copy/Copia del Empleador DEmp]oyec copy/Copia del Empleado DC]aims Administrator/ddministrador de Reclamos DTcmpox ary Receipt/Recibo del Empleado

Rev. 1/1/2016




/

HUENEME SCHOOL DISTRICT
SUPERVISOR’S REPORT OF EMPLOYEE INJURY

Name of Injured Employee Social Security #
Address Phone Number
Birthdate Job Title

Date of Accident Hour OAM. OPM

Date Reported Hour OAM. OPM.

Reason for Delay in Reported, if any

Accident Location

Nature of Injury and Part of Body Affected

Name of Medical Facility

Address
Did Employee Leave Work? Date Time OAM 0OPM.
Did Employee Return to Work? Date Time OAM. 0O PM.

Describe How Accident Occurred

If Another Person Was Responsible for Injury, List Name

Names of Witnesses

What Steps Have Been Taken to Prevent Similar Accidents?

Do You Feel this is An Industrial Injury as Reported by the Employee? 0O Yes 0 No

If Not, Please Explain

Supervisor’'s Signature: Date:

Site:







BP 3514 (1)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

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

(cf. 0200 — Goals for the School district)

(cf. 0400 — Comprehensive Plans)

(cf. 1312.4 — Williams Uniform Complaint Procedures)
(cf. 3516 — Emergencies and Disaster Preparedness Plan)
(cf. 3516.3 — Earthquake Emergency Procedure System)
(cf. 3517 — Facilities Inspection)

(ctf. 4157/4257/4357 — Employee Safety)

(cf. 5142 — Safety)

(cf. 7111 — Evaluating Existing Buildings)

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

(cf. 3510 — Green School Operations)

(cf. 3513.3 — Tobacco-Free Schools)

(ctf. 3514.1 — Hazardous Substances)

(cf. 3514.2 — Integrated Pest Management)

(cf. 3516.5 — Emergency Schedules)

(cf. 3540 — Transportation)

(ct. 3541.1 — Transportation for School-Related Trips)
(cf. 3542 — School Bus Drivers)

(ct. 3550 — Food Service/Child Nutrition Program)
(cf. 5141.23 — Asthma Management)

(cf. 5141.7 — Sun Safety)

(cf. 5142.2 — Safe Routes to School Program)

(cf. 6142.7 — Physical Education and Activity)

(cf. 6163.2 — Animals at School)

(cf. 7150 — Site Selection and Development)

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 12/02 Port Hueneme, California

Revised: 08/18



BP 3514 (2)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

In developing strategies to promote healthy school environments, the Superintendent or designee
may consult and collaborate with local environmental protection agencies, health agencies, water
boards, and other community organizations.

(cf. 1020 — Youth Services)

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

(cf. 4131 — Staff Development)
(cf. 4231 — Staff Development)
(ct. 4331 — Staff Development)

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

(cf. 5141.6 — School Health Services)

Legal Reference:

See next page

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 12/02 Port Hueneme, California

Revised: 08/18



BP 3514 (3)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

Legal Reference:

EDUCATION CODE

17002 Definition of “good repair”

17070.75 Facilities inspection

17582 Deferred maintenance fund

17590 Asbestos abatement fund

17608-17614 Healthy Schools Act of 2000. Least toxic pest management practices
32080-32081 Carbon monoxide devices

32240-32245 Lead-Safe Schools Protection Act

48980.3 Notification of pesticides

49410-49410.7 Asbestos materials containment or removal

FOOD AND AGRICULTURAL CODE

11401-12408 Pest Control Operations and Agricultural Chemicals
13180-13188 Healthy Schools Act of 2000

GOVERNMENT CODE

3543.2 Scope of representation; right to negotiate safety conditions
HEALTH AND SAFETY CODE

105400-105430 Indoor environmental quality

113700-114437 California Retail Food Code, sanitation and safety requirements
116277 Lead testing of potable water at schools and requirements to remedy
CODE OF REGUATIONS, TITLE 5

14010 Standards for school site selection

CODE OF REGULATIONS, TITLE 8

337-339 Hazardous substances list

340-340.2 Occupational safety and health, rights of employees
1528-1537 Construction safety orders; exposure to hazards
5139-5223 Control of hazardous substances

CODE OF REGULATIONS, TITLE 13

2025 Retrofitting of diesel school buses

2480 Vehicle idling

CODE OF REGULATIONS, TITLE 17

35001-36100 Lead Abatement Services

CODE OF REGULATIONS, TITLE 22

64670-64679 Lead and copper in drinking water

CODE OF REGULATIONS, TITLE 24

915.1-915.7 California Building Standards Code; carbon monoxide devices
UNITED STATES CODE, TITLE 7

136-136y Use of pesticides

UNITED STATES CODE, TITLE 15

2601-2629 Control of toxic substances

2641-2656 Asbestos Hazard Emergency Response Act

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 12/02 Port Hueneme, California

Revised: 08/18



BP 3514 (4)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

UNITED STATES CODE, TITLE 42

1758 Food safety and inspections

CODE OF FEDERAL REGULATIONS, TITLE 40
141.1-141.723 Drinking water standards
745.61-745.339 Lead-based paint standards
763.80-763.99 Asbestos-containing materials in schools
763.120-763.123 Asbestos worker protections

Management Resources:

CSBA PUBLICATIONS

Indoor Air Quality: Governing Board Actions for Creating Healthy School Environments, Policy
Brief, July 2008

Asthma Management in the Schools, Policy Brief, March 2008

Food Safety Requirements, Fact Sheet, October 2007

Sun Safety in Schools, Policy Brief, July 2006

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS

School Site Selection and Approval Guide, 2000

Indoor Air Quality, A Guide for Educators, 1995

CALIFORNIA DEPARTMENT OF HEALTH SERVICES PUBLICATIONS

Report to the Legislature: Lead Hazards in California's Public Elementary Schools and Child
Care Facilities, April 1998

CALIFORNIA ENVIRONMENTAL PROTECTION AGENCY: AIR RESOURCES BOARD
PUBLICATIONS

Facts about Truck and Bus Regulation School Bus Provisions, rev. March 22, 2011
CALIFORNIA STATE WATER RESOURCES CONTROL BOARD PUBLICATIONS
Frequently Asked Questions about Lead Testing of Drinking Water in California Schools;
Updated for Assembly Bill 746/Health and Safety Code 116277, December 15, 2017

DIVISION OF THE STATE ARCHITECT PUBLICATIONS

K-12 Occupancy Classification and Load Factors, IR A-26, rev. April 18, 2012

U.S. ENVIRONMENTAL PROTECTION AGENCY PUBLICATIONS

A Citizen's Guide to Radon: The Guide to Protecting Yourself and Your Family from Radon,
2016

Healthy School Environments Assessment Tool, rev. 2015

Indoor Air Quality Tools for Schools, rev. 2009

Mold Remediation in Schools and Commercial Buildings, September 2008

The ABCs of Asbestos in Schools, rev. August 2003

How to Manage Asbestos in School Buildings: AHERA Designated Person's Self-Study Guide,
1996

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 12/02 Port Hueneme, California
Revised: 08/18



BP 3514 (5)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

WEB SITES

CSBA: http://www.csba.org

AirNow: http://www.airnow.gov

American Association of School Administrators: http://www.aasa.org

California Air Resources Board: http://www.arb.ca.gov

California Building Standards: http://www.bsc.ca.gov/codes.aspx

California Department of Education, Health and Safety: http://www.cde.ca.gov/ls/fa/hs
California Department of Pesticide Regulation: http://www.cdpr.ca.gov
California Department of Public Health: http://www.cdph.ca.gov

California State Water Resources Control Board: http://www.waterboards.ca.gov
Centers for Disease Control and Prevention: http://www.cdc.gov

Consumer Product Safety Commission: http://www.cpsc.gov

National Center for Environmental Health: http://www.cdc.gov/nceh
Occupational Safety and Health Administration: http://www.osha.gov

U.S. Environmental Protection Agency: http://www.epa.gov

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 12/02 Port Hueneme, California
Revised: 08/18



AR 3514 (1)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

The Superintendent may designate and train one or more employees to oversee and coordinate
the district’s environmental safety program(s). The responsibilities of the coordinator(s) shall
include, but are not limited to, overseeing assessments of district facilities, recommending
strategies for the prevention and mitigation of environmental health risks, ensuring effective
implementation of environmental safety strategies, and reporting to the Superintendent regarding
the district’s progress in addressing environmental safety concerns.

(cf. 3510 — Green School Operations)

(cf. 3511 — Energy and Water Management)
(cf. 3517 — Facilities Inspection)

(cf. 4157/4257/4357 — Employee Safety)
(cf. 5142 — Safety)

(cf. 7111 — Evaluating Existing Buildings)
(cf. 7150 — Site Selection and Development)

Indoor Air Quality

In order to provide proper ventilation, humidity and temperature in school facilities and to reduce
indoor air contaminants, the following strategies shall be implemented:

1. Mechanically driven heating, ventilation, and air conditioning systems shall be operated
continuously during working hours except under the circumstances specified in 8 CCR 5142,
The systems shall be inspected at least annually and problems corrected within a reasonable
time. Where the air supply is filtered, the filters shall be replaced or cleaned regularly to prevent
significant reductions in airflow. Documentation of inspections, tests of ventilation rates, and
maintenance shall be retained for at least five years. (8 CCR 5142-5143)

(cf. 3580 — District Records)

Staff shall ensure that airflow is not obstructed by the blocking of ventilators with posters,
furniture, books or other obstacles.

2 School facilities shall be regularly inspected for water damage, spills, leaks in plumbing
and roofs, poor drainage, and improper ventilation so as to preclude the buildup of mold and
mildew and prevent accidents due to unsafe conditions. Wet building materials and furnishings
shall be dried within 48 hours, if possible, to prevent mold growth. When evidence of mold or
mildew is found, maintenance staff shall locate and repair the source of water intrusion and
remove or clean moldy materials.

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 12/02 Port Hueneme, California
Revised: 11/13

Superintendent Approved: 07/18, 07/19



AR 3514 (2)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

3. Exterior wall and foundation cracks and openings shall be sealed as soon as possible to
minimize seepage of radon into buildings from surrounding soils.

4. Least toxic pest management practices shall be used to control and manage pests at
school sites. (Education Code 17608-17614; Food and Agriculture Code 13182)

(ct. 3514.2 — Integrated Pest Management)

5. A carbon monoxide detector or alarm shall be installed in all school buildings that
contain a fuel burning appliance, fireplace, or forced-air furnace, unless otherwise exempted by
state law or regulations. The device or alarm shall be located in close proximity to the appliance
in order to accurately detect and alert school personnel of any leakage of carbon monoxide. (24
CCR 915.1-915.7)

6. Schedules and practices for routine housekeeping and maintenance shall be designed to
effectively reduce levels of dust, dirt and debris. Plain water, soap and water, or low-emission
cleaning products shall be used whenever possible. Aerosols, including air fresheners and other
products containing ozone, shall be avoided to the extent possible.

(cf. 5141.23 — Asthma Management)

A Painting of school facilities and maintenance or repair activities that require the use of
potentially harmful substances shall be limited to those times when school is not in session.
Following any such activity, the facility shall be properly ventilated with adequate time allowed
prior to reopening for use by any person.

8. Paints, adhesives and solvents shall be used and stored in well-ventilated areas. These
items shall be purchased in small quantities to avoid storage exposure.

(cf. 3514.1 — Hazardous Substances)

9 To the extent possible, printing and duplicating equipment that may generate indoor air
pollutants, such as methyl alcohol or ammonia, shall be placed in locations that are well
ventilated and not frequented by students and staff.

10. The district’s tobacco-free schools policy shall be consistently enforced in order to reduce
the health risks caused by second-hand smoke.

(cf. 3513.3 — Tobacco-Free Schools)

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 12/02 Port Hueneme, California
Revised: 11/13

Superintendent Approved: 07/18, 07/19



AR 3514 (3)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

11. Staff and students shall be asked to refrain from bringing common irritants such as furred or
feathered animals, stuffed toys that may collect dust mites, scented candles, incense, or air
fresheners and from using perfume or cologne, scented lotion or hair spray, nail polish or nail
polish remover, or other personal care products that are not fragrance-free in classrooms, school
buses, or other enclosed areas or buildings.

(cf. 6163.2 — Animals at School)
Outdoor Air Quality

The Superintendent or designee may coordinate with the local air resources control board and
monitor local health advisories and outdoor air quality alerts to obtain forecasts of ozone levels,
particle pollution, ultraviolet radiation levels, and/or temperature and humidity.

Whenever a forecast indicates a significant health risk, the Superintendent or designee shall
communicate with each principal so that outdoor activities, especially those requiring prolonged
or heavy exertion, may be avoided, limited in duration, or modified as necessary for all persons
or for persons who may be particularly susceptible to the health risk involved.

(cf. 3516 — Emergencies and Disaster Preparedness Plan)
(cf. 3516.5 — Emergency Schedules)

(ctf. 5141.7 — Sun Safety)

(ctf. 6142.7 — Physical Education and Activity)

(cf. 6145 — Extracurricular and Cocurricular Activities)
(cf. 6145.2 — Athletic Competition)

Reduction of Vehicle Emissions

In order to reduce public exposure to toxic air contaminants, school bus drivers and other drivers
of commercial motor vehicles shall limit unnecessary idling of vehicles at or near schools in
accordance with 13 CCR 2480. The Superintendent or designee may also request
parents/guardians to turn off their vehicles when they are idling on school grounds and
encourage students to walk and/or bicycle to school.

(ct. 3540 — Transportation)

(cf. 3541.1 — Transportation for School-Related Trips)
(ct. 3542 — School Bus Drivers)

(cf. 5142.2 — Safe Routes to School Program)

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 12/02 Port Hueneme, California
Revised: 11/13

Superintendent Approved: 07/18, 07/19



AR 3514 (4)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

Any school bus that is diesel-fueled, dual-fueled, or alternative diesel-fueled and has a gross
vehicle weight rating over 14,000 pounds shall be equipped with a particulate filter designed to
reduce particulate matter emissions, oxides of nitrogen emissions, and other pollutants. (13 CCR
2025)

Drinking Water Safety

The quality and safety of the district’s drinking water sources shall be regularly assessed, and
drinking fountains shall be regularly cleaned and maintained, to ensure that drinking water
consumed at school does not contain dirt, mold, lead, or other impurities or contaminants that
may cause serious health concerns.

Whenever any contaminants in the drinking water are determined to be a concern, the
Superintendent or designee shall take reasonable steps to identify the source and mitigate any
potential problem to ensure the availability of safe drinking water. As needed, the
Superintendent or designee shall provide alternative sources of drinking water, such as bottled
water or on-site water filtration, to ensure that students have access to fresh drinking water at
mealtimes and at other times throughout the day.

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

Whenever testing of drinking water finds concentrations of lead that exceed federal and state
standards, the Superintendent or designee shall notify parents/guardians and take immediate
steps to shut down and make inoperable any fountains or faucets where excess lead levels may
exist.

Prevention of Lead Exposure

In addition to testing for the presence of lead in drinking water in district schools, the following
steps shall be taken to minimize potential exposure to lead in school facilities:

1. School facilities shall be kept as dust-free and clean as possible.

2 Lead-based paint, lead plumbing and solders, or other potential sources of lead
contamination shall not be used in the construction of any new school facility or the
modernization or renovation of any existing school facility. (Education Code 32244)

£l Lead exposure hazards shall be evaluated before any renovation or remodeling is begun,
and children shall not be allowed in or near buildings in which these activities may create lead
dust. Contractors and workers shall comply with state and federal standards related to the

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
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AR 3514 (5)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

handling and disposal of lead debris and the clean-up and containment dust within the
construction area.

4. Lead-based painted surfaces that are in good condition shall be kept intact. If lead-based
paint is peeling, flaking or chalking, contractors or workers shall follow state and federal
standards for safe work practices to minimize contamination when removing the paint.

5. Soil with low lead content may be covered with grass, other plantings, concrete or
asphalt. For soil with high lead content, removal and abatement are required.

Any action to abate existing lead hazards shall be taken only by contractors, inspectors, and
workers certified by the California Department of Public Health in accordance with 17 CCR
35001-35099. (Education Code 32243)

The Superintendent or designee shall notify parent/guardians, teachers, and staff members if
significant risk factors for lead exposure are found. (Education Code 32243)

Prevention of Mercury Exposure

The Superintendent or designee shall identify any mercury-containing products that are present
in district facilities and, to the extent possible, shall replace them with mercury-free alternatives.

Staff shall receive information about proper procedures to follow in the event of a mercury spill.
Clean-up instructions, a clearly labeled kit with necessary clean-up supplies, and a list of local
resources shall be readily accessible.

In the event of a spill, staff shall evacuate all students from the immediate area of the spill,
ensure that any clothing or other items with mercury on them remain in the room, open windows
to the outside, and close doors to other parts of the school. Staff who are trained in proper
clean-up procedures may carefully clean a small spill. As needed for larger or difficult-to-clean
spills, the Superintendent or designee shall use an experienced professional referred by the local
health department or environmental agency.

Any products containing mercury shall be properly disposed at an appropriate hazardous waste
collection facility.

Asbestos Management

The Superintendent shall designate an employee who shall ensure that the district’s
responsibilities related to asbestos inspection and abatement are implemented in accordance with

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
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AR 3514 (6)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

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 building materials; options for controlling
asbestos-containing building materials; asbestos management programs; and relevant federal and
state regulations. (40 CFR 763.84)

(cf. 4231 — Staff Development)
(cf. 4331 — Staff Development)

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

L. School facilities shall be inspected for asbestos-containing materials as necessary in
accordance with the following:
a. Any school building that is leased, acquired, or otherwise used by the district shall be

inspected for asbestos-containing materials prior to its use as a school building, unless exempted
by federal regulations. (40 CFR 763.85, 763.99)

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. (40 CFR 763.92)

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. (40 CFR 763.85)

2. 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. (40 CFR 763.90)

3. 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. (15 USC 2643; 40 CFR 763.93)

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. (40 CFR 763.84)

(ct. 4112.9/4212.9/4312.9 — Employee Notifications)
(cf. 5145.6 — Parental Notifications)

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 12/02 Port Hueneme, California
Revised: 11/13

Superintendent Approved: 07/18, 07/19



AR 3514 (7)
Business and Noninstructional Operations

ENVIRONMENTAL SAFETY

4. Staff, students, and parents/guardians shall be informed at least once each school year
about any inspections, response actions, and post-response actions, including periodic
re-inspection and surveillance activities, that are planned or in progress. (40 CFR 763.84)

5. Inspections, re-inspections, periodic surveillance, and response actions, including
operations and maintenance, shall be conducted in compliance with state and federal regulations
for the protection and safety of workers and all other individuals. (Education Code 49410.5; 40
CFR 763.84)

Asbestos inspection and abatement work, preparation of a management plan, and any
maintenance activities that may disturb asbestos-containing building materials, except for
emergency repairs or small-scale, short-duration maintenance activities, shall be completed by
state-certified asbestos inspectors or contractors. (15 USC 2646; 40 CFR 763.84, 763.85,
763.91)

6. All custodial and maintenance employees shall be properly trained in accordance with
applicable federal and/or state regulations. (40 CFR 763.84)

All district maintenance and custodial staff who may work in a building that contains
asbestos-containing building materials, regardless of whether they are required to work with such
materials, shall receive at least two hours of related asbestos awareness training. New
maintenance and custodial staff shall receive such training within 60 days after beginning
employment. Any maintenance or custodial staff who conduct activities that will disturb
asbestos-containing building materials shall receive 14 hours of additional training. The training
shall address the topics specified in 40 CFR 763.92. (15 USC 2655; 40 CFR 763.84, 763.92)

7. Short-term workers, such as telephone repair workers, utility workers, or exterminators,
who may come in contact with asbestos in a school shall be provided information regarding the
locations of known or suspected asbestos-containing building materials. (40 CFR 763.84)

8. Warning labels shall be posted immediately adjacent to any known or suspected
asbestos-containing building material located in routine maintenance areas in accordance with 40
CFR 763.95. (40 CFR 763.84)

The district shall maintain, in both the district and school offices and for a period of three years,
records pertaining to each preventive measure and response action taken; staff training; periodic
surveillances conducted; cleaning, operations, and maintenance activities, and any fiber release
episode. (40 CFR 763.94)

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 12/02 Port Hueneme, California
Revised: 11/13

Superintendent Approved: 07/18, 07/19



HAZARD COMMUNICATION PROGRAM

Hazard Communication Program for Hueneme Elementary School District

1. Dr. Carlos Dominguez, Deputy Superintendent, Human Resources, is responsible for
implementation and management of the Hazard Communication Program.

2. An inventory of hazardous substances used in this District is located at all District work
sites.

This inventory does not contain:

e Hazardous wastes as defined by the Resource Conservation and Recovery Act of 1976
when subject to regulations issued under the act by the Environmental Protection
Agency;

e Consumer products used in the workplace in a manner in which employee exposure is
no greater than ordinary consumer exposure;

e Foods, drugs, or cosmetics intended for personal consumption by District employees
while in the workplace;

e Tobacco or tobacco products;

e Articles, defined as manufactured items which do not release or otherwise result in an
exposure to a hazardous chemical under normal conditions of use;

e Wood or wood products (except those in which hazardous substances are present).

3. This District relies on the information contained in MSDSs as permitted by the Cal/OSHA
Hazard Communication Standard and does not perform independent hazard
determinations.

Material Safety Data Sheets (MSDSs) for all hazardous substances are located on the
District’s web site.

A copy of the Hazard Communication Standard and District Hazard Communication
Program are kept with the MSDSs.

4. Employees may review MSDSs by going on-line.

MSDSs requested by employees but not on hand will be requested of suppliers within
seven (7) days by fax or letter.

Proposition 65 warnings concerning chemicals that pose a cancer or reproductive hazard
are provided to employees in the following manner(s):

Posted on doorways

New Employee orientation

Material Safety Data Sheets

Hazard Communication training

This District does not use chemicals that pose a cancer or reproductive hazard

MOOO0O



5. Valdina Chavez, Personnel Technician updates the MSDS file with new information and
new hazards identified.

Any new hazards will be reported immediately to the department supervisor. The
supervisor will then notify the Assistant Superintendent. Affected employees will be
notified within 30 days.

6. Joe Hiton, Sr. Director, Facilities, Operations and Transportation, Mario Molina and
Gilberto Quezada, Assistant Directors, Facilities, Operations and Transportation will check
containers of hazardous materials entering District sites to assure that the containers are
properly labeled with the chemical name of the contents, the appropriate hazard warning,
and the name and address of the supplier or manufacturer.

7. In-plant containers of hazardous materials will be labeled with the chemical name and
hazard warning. Exceptions must be approved by Joe Hiton, Sr. Director, Facilities,
Operations _and Transportation and Mario Molina and Gilberto Quezada, Assistant
Directors, Facilities, Operations and Transportation
The following exceptions have been approved:

Portable containers into which hazardous substances are transferred from labeled
containers and which are intended only for the immediate use of the employee who
performs the transfer.

Pesticides used in compliance with regulations of the Department of Pesticide
Regulation (Food and Agriculture Code, §12981, California Code of Regulations, Title 3,
§6723 et seq.)

Any food, food additive, color additive, drug, cosmetic, or medical device and
ingredients as defined in the Federal Food, Drug and Cosmetic Act and subject to FDA
regulations

Any consumer product or hazardous substance as defined by the Consumer Product
Safety and Hazardous Substances Acts when subject to a consumer product safety
standard, labeling requirement, or regulation issued by the Consumer Product Safety
Commission.

8. Non-routine tasks involving hazardous materials are: accidental chemical spills.

Procedures for complying with the Hazard Communication Standard for these jobs are to
provide training covering the following topics:

e General hazards of the task

e Chemical hazards of the task

e How to do the task safely

e Required personal protective equipment

9. Employee training is provided initially to all employees and for all new employees. This
training covers the following areas:
e The basic requirements of the Hazard Communication Standard and employee right to
information on chemical hazards.
e Qur District’s program to comply with the standard, and procedures to follow to see
the standard, company program, and/or MSDSs.



10.

11.

12.

13.

e How to interpret and use the labels on containers of hazardous materials.

e The potential physical hazards and health effects of the hazardous substances and
how to use MSDSs for more information. Proposition 65 warnings about chemicals
that may pose a cancer or reproductive hazard.

e How to handle the hazardous substances safely and other protective measures in
place.

e What to do in an emergency, release, or over-exposure to the chemicals.

e How the presence of hazardous chemicals can be detected in the work area.

This training is documented in the following manner:
Sign-in sheet
Employee acknowledgment

Records are maintained at the following location(s):
District Training Log

Department Supervisor

Personnel file

Training concerning new hazards (new chemical hazards or new information on MSDSs)
will be provided within 30 days and documented.

Periodic refresher training will be provided and documented as follows:
Quarterly Toolbox meeting covering one aspect of Hazard Communication
Hazard Communication training once per year

Hazard Communication training once every two years

Outside employees (subcontractors and visitors) will be advised of chemical hazards in our
plant in the following manner:

Contractors will be required to provide information on any chemicals used in our facility
as a condition of their contract.
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1

2
3
4

S L N

FECHA PROPUESTA DE APLICACION .
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TREATED AREAS; REASON FOR TREATMENT

School or child day care center name:

_Nombre de la Escuela o Guarderia Infantil:

ALWAYS BE SAFE

. If you need more information ask
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Title:

2. Do not play on the treated area

3. Wash your hands and exposed skin
if you touch the treated area

SEA CUIDADOSO SIEMPRE

. Si necesita mas informacion pregunte
Nombre:
Titulo:

2. No juegue en el area tratada

3. Lavese las manos y la piel expuesta si
usted toca el area tratada

For recordkeeping, complete the following information

Code section 17611 7,

Amount of Pesticide Product Used:
Revised December 2006
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Codigo Educativo en su’ datos; es un requisuto del seccion 17611

__ Cantidad de Producto Pesticida Utilizada:







BP 4119.22/4219.22 / 4319.22 (1)
Personnel

DRESS AND GROOMING

The Governing Board believes that appropriate dress and grooming by district employees
contribute to a productive learning environment and model positive behavior. During school
hours and at school activities, employees shall maintain professional standards of dress and
grooming that demonstrate their high regard for education, present an image consistent with their
job responsibilities and assignment, and do not endanger the health or safety of employees or
students. All employees shall be held to the same standards unless their assignment provides for
modified dress as approved by their supervisor.

(ctf. 0415 — Equity)

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

(cf. 4112.21/4212.21/4312.21 — Professional Standards)

(cf. 4119.25/4219.25/4319.25 — Political Activities of Employees)
(cf. 4218 — Dismissal/Suspension/Disciplinary Action)

The district shall allow employees to appear and dress in a manner consistent with their gender
identity or gender expression. (Government Code 12949)

(cf. 0410 — Nondiscrimination in District Programs and Activities)
(cf. 4030 — Nondiscrimination in Employment)
(cf. 4119.11/4219.11/4319.11 — Sexual Harassment)

The district shall not discriminate against employees based on hair texture and protective
hairstyles, including, but not limited to, braids, locks, and twists. (Government Code 12926)

The district shall not dismiss an employee, discriminate against an employee in compensation or
in terms, conditions, or privileges of employment, or refuse to hire a job applicant on the basis of
religious dress or grooming practices. (Government Code 12926, 12940)

This policy shall be presented to employees upon employment, through the employee handbook
or other appropriate means, and may be periodically reviewed with all employees as necessary.

Legal Reference:
See next page



BP 4119.22/4219.22 / 4319.22 (2)
Personnel

DRESS AND GROOMING

Legal Reference:

EDUCATION CODE

35160 Authority of governing boards

35160.1 Broad authority of school districts

GOVERNMENT CODE

3543.2 Scope of Representation

12926 Definitions

12940 Unfair employment practices

12949 Dress standards, consistency with gender identity

COURT DECISIONS

San Mateo City School District v. PERB (1983) 33 Cal. 3d 850
Domico v. Rapides Parish School Board (5th Cr. 1982) 675 F.2d 100
East Hartford Education Assn. v. Board of Education (2d Cir. 1977) 562 F. 2d 856
Finot v. Pasadena Board of Education (1967) 250 Cal.App.2d 189
PUBLIC EMPLOYMENT RELATIONS BOARD DECISIONS
Santa Ana Unified School District (1998) 22 PERC P29, 136
Inglewood Unified School District (1985) 10 PERC P17, 000

Management Resources:

CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING PUBLICATIONS
Transgender Rights in the Workplace

WEB SITES

California Department of Fair Employment and Housing: http:www.dfeh.ca.gov

Public Employment Relations Board: http:www.perb.ca.gov

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California

Revised: 09/19, 02/20






BP 4040 (1)
Personnel MANDATED

EMPLOYEE USE OF TECHNOLOGY

The Governing Board recognizes that technological resources can enhance employee
performance by offering effective tools to assist in providing a quality instructional program;
facilitating communications with parents/guardians, students, and the community; supporting
district and school operations; and improving access to and exchange of information. The Board
expects all employees to learn to use the available technological resources that will assist them in
the performance of their job responsibilities. As needed, employees shall receive training in the
appropriate use of these resources.

(cf. 0440 — District Technology Plan)

(cf. 1100 — Communication with the Public)
(cf. 1113 — District and School Web Sites)
(cf. 4032 — Reasonable Accommodation)
(cf. 6163.4 — Student Use of Technology)

Employees shall be responsible for the appropriate use of technology and shall use district
technology primarily for purposes related to their employment (See Exhibit E-1113/4040)

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

(cf. 4119.11/4219.11/4319.11 — Sexual Harassment)

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

(cf. 4119.23/4219.23/4319.23 — Unauthorized Release of Confidential/Privileged Information)
(cf. 4119.25/4219.25/4319.25 — Political Activities of Employees)

(ctf. 5125 — Student Records)

(cf. 5125.1 — Release of Directory Information)

(ct. 6162.6 — Use of Copyrighted Materials)

(cf. 6163.4 — Student Use of Technology)

District technology includes, but is not limited to, computers, the district’s computer network
including servers and wireless computer networking technology (wi-f1), the Internet, email, USB
drives, wireless access points (routers), tablet computers, smartphones and smart devices,
telephones, cellular telephones, personal digital assistants, pagers, MP3 players, wearable
technology, any wireless communication device including emergency radios, and/or future
technological innovations, whether accessed on or off site or through district-owned or
personally owned equipment or devices.

The Superintendent or designee shall establish an Acceptable Use Agreement which outlines
employee obligations and responsibilities related to the use of district technology. Upon
employment and whenever significant changes are made to the district’s Acceptable Use
Agreement, employees shall be required to acknowledge in writing that they have read and
agreed to the Acceptable Use Agreement.

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
Revised: 02/08, 09/15



BP 4040 (2)
Personnel MANDATED

EMPLOYEE USE OF TECHNOLOGY

Employees shall not use district technology to access, post, submit, publish or display harmful or
inappropriate matter that is threatening, obscene, disruptive, sexually explicit, or unethical or that
promotes any activity prohibited by law, Board policy, or administrative regulations.

Harmful matter includes matter, taken as a whole, which to the average person, applying
contemporary statewide standards, appeals to the prurient interest and is matter which depicts or
describes, in a patently offensive way, sexual conduct and which lacks serious literary, artistic,
political, or scientific value for minors. (Penal Code 313)

The Superintendent or designee shall ensure that all district computers with Internet access have
a technology protection measure that prevents against access to visual depictions that are
obscene, child pornography, or harmful to minors and that the operation of such measures is
enforced. The Superintendent or designee may disable the technology protection measure during
use by an adult to enable access for bona fide research or other lawful purpose. (20 USC 6777,
47 USC 254)

The Superintendent or designee shall annually notify employees in writing that they have no
reasonable expectation of privacy in the use of any equipment or other technological resources
provided by or maintained by the district, including, but not limited to, computer files, email, text
messages, instant messaging, and other clectronic communications, even when provided by their
own password. To ensure proper use, the Superintendent or designee may monitor employee
usage district technology at any time without advance notice or consent and for any reason
allowed by law.

In addition, employees shall be notified that records maintained on any personal device or
messages sent or received on a personal device that is being used to conduct district business
may be subject to disclosure, pursuant to a subpoena or other lawful request.

Employees shall report any security problem or misuse of district technology to the
Superintendent or designee.

Inappropriate use of district technology may result in a cancellation of the employee’s user
privileges, disciplinary action, and/or legal action in accordance with law, Board policy, and
administrative regulation.

(cf. 4118 — Dismissal/Suspension/Disciplinary Action)
(cf. 4218 — Dismissal/Suspension/Disciplinary Action)

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California
Revised: 02/08, 09/15



BP 4040 (3)
Personnel MANDATED

EMPLOYEE USE OF TECHNOLOGY

Legal Reference:

EDUCATION CODE

52295.10-52295.55 Implementation of Enhancing Education Through Technology grant program
GOVERNMENT CODE

3543.1 Rights of employee organizations

PENAL CODE

502 Computer crimes, remedies

632 Eavesdropping on or recording confidential communications

VEHICLE CODE

23123 Wireless telephones in vehicles

23123.5 Mobile communication devices; text messaging while driving

23125 Wireless telephones in school buses

UNITED STATES CODE, TITLE 20

6751-6777 Enhancing Education Through Technology Act, Title II, Part D, especially:
6777 Internet safety

UNITED STATES CODE, TITLE 47

254 Universal service discounts (E-rate)

CODE OF FEDERAL REGULATIONS, TITLE 47

54.520 Internet safety policy and technology protection measures, E-rate discounts
COURT DECISIONS

City of Ontario v. Quon et al. (2010) 000 U.S. 08-1332

WEB SITES

CSBA: http://www.csba.org

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

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 11/02 Port Hueneme, California

Revised: 02/08, 09/15



AR 4040 (1)
Personnel

EMPLOYEE USE OF TECHNOLOGY

On-Line/Internet Services: User Obligations and Responsibilities

Employees who have signed the District-User Electronic Information Resource Policy
(Exhibit E-1113/4040/6163.4) are authorized to use district equipment to access the Internet or
other online services in accordance with Governing Board policy and the user obligations and
responsibilities specified below:

L. The employee in whose name an online services account is issued is responsible for its
proper use at all times. Employees shall keep account information, home addresses, and
telephone numbers private. They shall use the system only under their own account number.

2. Employees shall use the system safely, responsibly, and primarily for work-related
purposes.

(cf. 6162.7 — Use of Technology in Instruction)

3. Employees shall not access, post, submit, publish or display harmful or inappropriate
matter that is threatening, obscene, disruptive or sexually explicit, or that could be construed as
harassment or disparagement of others based on their race/ethnicity, national origin, sex, gender,
sexual orientation, age, disability, religion or political beliefs.

(ct. 4030 — Nondiscrimination in Employment)
(ct. 4031 — Complaints Concerning Discrimination in Employment)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)

4, Employees shall not use the system to promote unethical practices or any activity
prohibited by law, Board policy or administrative regulations.

(ct. 4119.25/4219.25/4319.25 — Political Activities of Employees)

St Copyrighted material may not be placed on the system without the author's permission.
Employees may download copyrighted material only in accordance with applicable copyright
laws.

(cf. 6162.6 — Use of Copyrighted Materials)

6. Employees shall not intentionally upload, download or create computer viruses and/or
maliciously attempt to harm or destroy district equipment or materials or the data of any other
user, including so-called “hacking.”

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 11/02 Port Hueneme, California
Revised: 02/08



AR 4040 (2)
Personnel

EMPLOYEE USE OF TECHNOLOGY

7. Employees shall not read other users’ mail or files. They shall not attempt to interfere
with other users’ ability to send or receive electronic mail, nor shall they attempt to read, delete,
copy, modify or forge other users’ mail. Employees shall take reasonable precautions when using
electronic mail and voice mail to transmit confidential information about students, employees, or
district operations. Employees shall ensure confidential email messages are accurately addressed
prior to transmitting the message.

8. 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.

(cf. 1113 — District and School Web Sites)

9. Users shall report any security problem or misuse of the services to the Superintendent or
designee.

(ct. 6163.4 — Student Use of Technology)

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT
Approved: 11/02 Port Hueneme, California
Revised: 02/08



E 4040 (1)
All Personnel

EMPLOYEE USE OF TECHNOLOGY

HUENEME ELEMENTARY SCHOOL DISTRICT
ACCEPTABLE USE AGREEMENT
AND RELEASE OF DISTRICT FROM LIABILITY (EMPLOYEES)

The Hueneme Elementary School District authorizes district employees to use technology owned
or otherwise provided by the district as necessary to fulfill the requirements of their position. The
use of district technology is a privilege permitted at the district's discretion and is subject to the
conditions and restrictions set forth in applicable Board policies, administrative regulations, and
this Acceptable Use Agreement. The district reserves the right to suspend access at any time,
without notice, for any reason.

The district expects all employees to use technology responsibly in order to avoid potential
problems and liability. The district may place reasonable restrictions on the sites, material, and/or
information that employees may access through the system.

The district makes no guarantee that the functions or services provided by or through the district
will be without defect. In addition, the district is not responsible for financial obligations arising
from unauthorized use of the system.

Each employee who is authorized to use district technology shall sign this Acceptable Use
Agreement as an indication that he/she has read and understands the agreement.

Definitions

District technology includes, but is not limited to, computers, the district's computer network
including servers and wireless computer networking technology (wi-fi), the Internet, email, USB
drives, wireless access points (routers), tablet computers, smartphones and smart devices,
telephones, cellular telephones, personal digital assistants, pagers, MP3 players, wearable
technology, any wireless communication device including emergency radios, and/or future
technological innovations, whether accessed on or off site or through district-owned or
personally owned equipment or devices.

Employee Obligations and Responsibilities

Employees are expected to use district technology safely, responsibly, and primarily for
work-related purposes. Any incidental personal use of district technology shall not interfere with
district business and operations, the work and productivity of any district employee, or the safety
and security of district technology. The district is not responsible for any loss or damage incurred
by an employee as a result of his/her personal use of district technology.



E 4040 (2)
All Personnel

EMPLOYEE USE OF TECHNOLOGY

The employee in whose name district technology is issued is responsible for its proper use at all
times. Employees shall not share their assigned online services account information, passwords,
or other information used for identification and authorization purposes, and shall use the system
only under the account to which they have been assigned. Employees shall not gain unauthorized
access to the files or equipment of others, access electronic resources by using another person's
name or electronic identification, or send anonymous electronic communications. Furthermore,
employees shall not attempt to access any data, documents, emails, or programs in the district's
system for which they do not have authorization.

Employees are prohibited from using district technology for improper purposes, including, but
not limited to, use of district technology to:

1. Access, post, display, or otherwise use material that is discriminatory, defamatory,
obscene, sexually explicit, harassing, intimidating, threatening, or disruptive

2. Engage in personal commercial or other for-profit activities without permission of the
Superintendent or designee

3. Engage in unlawful use of district technology for political lobbying
4. Infringe on copyright, license, trademark, patent, or other intellectual property rights
5. Intentionally disrupt or harm district technology or other district operations (such as

destroying district equipment, placing a virus on district computers, adding or removing a
computer program without permission, changing settings on shared computers)

6. Install unauthorized software

7. Engage in or promote unethical practices or violate any law or Board policy,
administrative regulation, or district practice

Privacy

Since the use of district technology is intended for use in conducting district business, no
employee should have any expectation of privacy in any use of district technology.

The district reserves the right to monitor and record all use of district technology, including, but
not limited to, access to the Internet or social media, communications sent or received from
district technology, or other uses within the jurisdiction of the district. Such monitoring/recording
may occur at any time without prior notice for any legal purposes including, but not limited to,
record retention and distribution and/or investigation of improper, illegal, or prohibited activity.



E 4040 (3)
All Personnel

EMPLOYEE USE OF TECHNOLOGY

Employees should be aware that, in most instances, their use of district technology (such as web
searches or emails) cannot be erased or deleted.

All passwords created for or used on any district technology are the sole property of the district.
The creation or use of a password by an employee on district technology does not create a
reasonable expectation of privacy.

Personally Owned Devices

If an employee uses a personally owned device to access district technology or conduct district
business, he/she shall abide by all applicable Board policies, administrative regulations, and this
Acceptable Use Agreement. Any such use of a personally owned device may subject the contents
of the device and any communications sent or received on the device to disclosure pursuant to a
lawful subpoena or public records request.

Records

Any electronically stored information generated or received by an employee which constitutes a
district or student record shall be classified, retained, and destroyed in accordance with BP/AR
3580 - District Records, BP/AR 5125 - Student Records, or other applicable policies and
regulations addressing the retention of district or student records.

Reporting

If an employee becomes aware of any security problem (such as any compromise of the
confidentiality of any login or account information) or misuse of district technology, he/she shall
immediately report such information to the Superintendent or designee.

Consequences for Violation

Violations of the law, Board policy, or this Acceptable Use Agreement may result in revocation
of an employee's access to district technology and/or discipline, up to and including termination.
In addition, violations of the law, Board policy, or this agreement may be reported to law
enforcement agencies as appropriate.

Employee Understanding and Acknowledgement

All district employees are required to complete the following steps. The employee’s
initialed/signed Employee Acknowledgement will then be placed in the employee’s Personnel
File:



E 4040 (4)
All Personnel

EMPLOYEE USE OF TECHNOLOGY

(1) Review and initial the section that follows: “Digital Citizenship”

2) Acknowledge receipt and understanding of this Exhibit (Acceptable Use Agreement and
Release of District from Liability), including the section on “Digital Citizenship.” This is
required of all district personnel.



E 4040 (5)
All Personnel

EMPLOYEE USE OF TECHNOLOGY

ONLINE DIGITAL CITIZENSHIP

NETWORK ETIQUETTE: Employees are expected to abide by the generally accepted rules
of network etiquette. These include, but are not limited to, the following:

1. BE POLITE. Never send, or encourage others to send, abusive messages.

2. USE APPROPRIATE LANGUAGE. Remember that you are a representative of our
school and district on a non-private system. You may be alone with your computer, but
what you say and do can be viewed globally! Never swear, use vulgarities, or any other
inappropriate language. Illegal activities of any kind are strictly forbidden.

3. MAINTAIN YOUR PRIVACY. Do not reveal your home address, or personal phone
numbers of students or other employees.

4. USE CAUTION WITH ELECTRONIC MAIL. Electronic mail (email) is not guaranteed
to be private. You must ensure that confidential email messages are accurately addressed
prior to transmitting the message. Messages relating to or in support of illegal activities
must be reported to the authorities.

5. DO NOT CAUSE DISRUPTIONS. Do not use the network in any way that would disrupt
use of the network by others.

6. BE AWARE OF OTHER CONSIDERATIONS:

a. DO be brief. Few people will bother to read a long message.

b. DO use accurate and descriptive titles for your messages. Tell people what it is
about before they read it.

c. DO address your message to the most appropriate audience, not the widest.

d. DO remember that humor and satire is often misinterpreted.

e. DO remember that, if you post to multiple groups, please specify all groups in a
single message.

I have read and understand the guidelines, above, for Online Digital Citizenship in the
Hueneme Elementary School District.

Employee’s Initials: Date Read:




E 4040 (6)
All Personnel

EMPLOYEE USE OF TECHNOLOGY

Acknowledgement by Employee

I have received, read, understand, and agree to abide by this Acceptable Use Agreement, BP
4040 - Employee Use of Technology, and other applicable laws and district policies and
regulations governing the use of district technology. I understand that there is no expectation of
privacy when using district technology or when my personal electronic devices use district
technology. I further understand that any violation may result in revocation of user privileges,
disciplinary action, and/or appropriate legal action.

I hereby release the district and its personnel from any and all claims and damages arising from
my use of district technology or from the failure of any technology protection measures
employed by the district.

Name: Position:
(Please print)
School/Work Site:
Signature: Date:
New Exhibit HUENEME ELEMENTARY SCHOOL DISTRICT

Approved: 09/15 Port Hueneme, California
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The Governing Board recognizes that the district has the primary responsibility to ensure
compliance with applicable state and federal laws and regulations governing educational
programs. The Board encourages early resolution of complaints whenever possible. To resolve
complaints which may require a more formal process, the Board adopts the uniform system of
complaint processes specified in 5 CCR 4600-4670 and the accompanying administrative
regulation.

Complaints Subject to the UCP

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

1. Accommodations for pregnant and parenting students (Education Code 46015)
(ct. 5146 — Married/Pregnant/Parenting Students)
2. Adult education programs (Education Code 8500-8538, 52334.7, 52500-52617)

(ctf. 6200 — Adult Education)

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

(cf. 5148.2 — Betore/After School Programs)

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

5. Career technical and technical education and career technical and technical training

programs (Education Code 52300-52462)

(cf. 6178 — Career Technical Education)
(cf. 6178.1 — Work-Based Learning)

6. Child care and development programs (Education Code 8200-8498)

(cf. 5148 — Child Care and Development)

7. Compensatory education (Education Code 54400)

(cf. 6171 — Title I Programs)

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

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

(ct. 0410 — Nondiscrimination in District Programs and Activities)

(cf. 5145.3 — Nondiscrimination/Harassment)

(ctf. 5145.7 — Sexual Harassment)

(cf. 5145.71 — Title IX Sexual Harassment Complaint Procedures)

10. Educational and graduation requirements for students in foster care, homeless students,
students from military families, students formerly in a juvenile court school, migrant students,
and immigrant students participating in a newcomer program (Education Code 48645.7, 48853,
48853.5,49069.5, 51225.1, 51225.2)

(ct. 6173 — Education for Homeless Children)

(cf. 6173.1 — Education for Foster Youth)

(ct. 6173.2 — Education of Children of Military Families)

(ct. 6173.3 — Education for Juvenile Court School Students)

11. Every Student Succeeds Act (Education Code 52059; 20 USC 6301 et seq.)

12. Local control and accountability plan (Education Code 52075)

(ctf. 0460 — Local Control and Accountability Plan)

13. Migrant education (Education Code 54440-54445)

(cf. 6175 — Migrant Education Program)

14, Physical education instructional minutes (Education Code 51210, 51222, 51223)
(cf. 6142.7 — Physical Education and Activity)

5. Student fees (Education Code 49010-49013)

(ct. 3260 — Fees and Charges)

16. Reasonable accommodations to a lactating student (Education Code 222)
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17. Regional occupational centers and programs (Education Code 52300-52334.7)
(cf. 6178.2 — Regional Occupational Center/Program)

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

(cf. 0420 — School Plans/Site Councils)
19. School safety plans (Education Code 32280-32289)
(cf. 0450 — Comprehensive Safety Plan)

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

(ct. 0420 — School Plans/Site Councils)
21. State preschool programs (Education Code 8235-8239.1)

(ct. 5148.3 — Preschool/Early Childhood Education)

22. State preschool health and safety issues in license-exempt programs (Education Code
8235.5)
23.  Any complaint alleging retaliation against a complainant or other participant in the

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

24. Any other state or federal educational program the Superintendent of Public Instruction
or designee deems appropriate

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

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

(cf. 4119.23/4219.23/4319.23 — Unauthorized Release of Confidential/Privileged Information)
(cf. 5125 — Student Records)
(cf. 9011 — Disclosure of Confidential/Privileged Information)

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

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

(cf. 4131 — Staff Development)
(cf. 4231 — Staff Development)
(ctf. 4331 — Staff Development)

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

(ct. 3580 — District Records)

Non-UCP Complaints

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

L. Any complaint alleging child abuse or neglect shall be referred to the County
Department of Social Services Protective Services Division or the appropriate law enforcement
agency. (5 CCR 4611)

(ctf. 5141.4 — Child Abuse Prevention and Reporting)

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

3. Any complaint alleging employment discrimination or harassment shall be investigated
and resolved by the district in accordance with the procedures specified in AR 4030 —
Nondiscrimination in Employment, including the right to file the complaint with the California
Department of Fair Employment and Housing.
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4, Any complaint alleging a violation of a state or federal law or regulation related to
special education, a settlement agreement related to the provision of a free appropriate public
education, or a due process hearing order shall be submitted to the California Department of
Education (CDE) in accordance with AR 6159.1 - Procedural Safeguards and Complaints for
Special Education. (5 CCR 3200-3205)

(cf. 6159.1 - Procedural Safeguards and Complaints for Special Education)

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

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

7. Any complaint related to sufficiency of textbooks or instructional materials, emergency
or urgent facilities conditions that pose a threat to the health or safety of students or staff, or
teacher vacancies and misassignments shall be investigated and resolved in accordance with AR
1312.4 — Williams Uniform Complaint Procedures. (Education Code 35186)

(cf. 1312.4 — Williams Uniform Complaint Procedures)

Legal Reference:
See next page
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Legal Reference:

EDUCATION CODE

200-262.4 Prohibition of discrimination

8200-8498 Child care and development programs

8500-8538 Adult basic education

18100-18203 School libraries

32280-32289 School safety plan, uniform complaint procedures

35186 Williams uniform complaint procedures

46015 Parental leave for students

48853-48853.5 Foster youth

48985 Notices in language other than English

49010-49014 Student fees

49060-49079 Student records, especially:

49069.5 Rights of parents

49490-49590 Child nutrition programs

49701 Interstate Compact on Educational Opportunity for Military Children
51210 Courses of study grades 1-6

51222 Physical education, secondary schools

51223 Physical education, elementary schools

51225.1-51225.2 Foster youth, homeless children, former juvenile court school students,
military-connected students; migrant students, and newly arrived immigrant students; course
credits; graduation requirements

51226-51226.1 Career technical education

51228.1-51228.3 Course periods without educational content

52059.5 Statewide system of support

52060-52077 Local control and accountability plan, especially:

52075 Complaint for lack of compliance with local control and accountability plan requirements
52300-52462 Career technical education

52500-52616.24 Adult schools

54400-54425 Compensatory education programs

54440-54445 Migrant education

54460-54529 Compensatory education programs

59000-59300 Special schools and centers

64000-64001 Consolidated application process

65000-65001 School site councils

GOVERNMENT CODE

11135 Nondiscrimination in programs or activities funded by state
12900-12996 Fair Employment and Housing Act

HEALTH AND SAFETY CODE

1596.792 California Child Day Care Act; general provisions and definitions
1596.7925 California Child Day Care Act; health and safety regulations
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PENAL CODE

422.55 Hate crime; definition

422.6 Interference with constitutional right or privilege

CODE OF REGULATIONS, TITLE 2

11023 Harassment and discrimination prevention and correction

CODE OF REGULATIONS, TITLE 5

3200-3205 Special education compliance complaints

4600-4670 Uniform complaint procedures

4680-4687 Williams uniform complaint procedures

4690-4694 Complaints regarding health and safety issues in license-exempt preschool programs
4900-4965 Nondiscrimination in elementary and secondary education programs
15580-15584 Child nutrition programs complaint procedures

UNITED STATES CODE, TITLE 20

1221 Application of laws

1232g Family Educational Rights and Privacy Act

1681-1688 Title IX of the Education Amendments of 1972

6301-6576 Title I Improving the Academic Achievement of the Disadvantaged
6801-7014 Title III language instruction for limited English proficient and immigrant students
UNITED STATES CODE, TITLE 29

794 Section 504 of Rehabilitation Act of 1973

UNITED STATES CODE, TITLE 42

2000d-2000e-17 Title VI and Title VII Civil Rights Act of 1964, as amended
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964

6101-6107 Age Discrimination Act of 1975

11431-11435 McKinney-Vento Homeless Assistance Act

12101-12213 Title II equal opportunity for individuals with disabilities

CODE OF FEDERAL REGULATIONS, TITLE 28

35.107 Nondiscrimination on basis of disability; complaints

CODE OF FEDERAL REGULATIONS, TITLE 34

99.1-99.67 Family Educational Rights and Privacy

100.3 Prohibition of discrimination on basis of race, color or national origin
104.7 Designation of responsible employee for Section 504

106.1-106.82 Nondiscrimination on the basis of sex in education programs, especially:
106.8 Designation of responsible employee for Title IX

106.9 Notification of nondiscrimination on basis of sex

110.25 Notification of nondiscrimination on the basis of age

Management Resources:

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS

Uniform Complaint Procedure 2020-21 Program Instrument

Sample UCP Board Policies and Procedures
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U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS

Dear Colleague Letter: September 22, 2017

Dear Colleague Letter: Title IX Coordinators, April 2015

Dear Colleague Letter: Responding to Bullying of Students with Disabilities, October 2014

Dear Colleague Letter: Harassment and Bullying, October 2010

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Revised Sexual Harassment Guidance: Harassment of Students by School Employees, Other
Students, or Third Parties, January 2001

U.S. DEPARTMENT OF JUSTICE PUBLICATIONS

Guidance to Federal Financial Assistance Recipients Regarding Title VI Prohibition Against
National Origin Discrimination Affecting Limited English Proficient Persons, 2002

WEB SITES

CSBA: http://www.csba.org

California Department of Education: http://www.cde.ca.gov

Family Policy Compliance Office: http:/familypolicy.ed.gov

U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/ocr

U.S. Department of Justice: http://www.justice.gov

Policy HUENEME ELEMENTARY SCHOOL DISTRICT
Adopted: 03/03 Port Hueneme, California
Revised: 09/03, 04/07, 08/07, 04/11, 09/12, 08/13, 01/15, 09/15, 06/16, 11/16, 09/17, 06/18,
02/19, 06/19, 11/20, 04/21
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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 the accompanying Board policy.

Compliance Officers

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

| Senior Director, Student Support Services

| Hueneme Elementary School District

| 205 North Ventura Road, Port Hueneme, CA 93041
| (805) 488-3588, Ext. 9221

| dcastellano@hueneme.org

The compliance officer who receives a complaint may assign another compliance officer to
investigate and resolve the complaint. The compliance ofticer shall promptly notify the
complainant and respondent 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, 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 an investigation and while the result is pending. If interim
measures are determined to be necessary, the compliance officer or the administrator shall consult
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with the Superintendent, the Superintendent's designee, or, 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:

L. 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, except a complaint alleging unlawful discrimination,
harassment, intimidation, or bullying, must be filed no later than one year from the date the alleged
violation occurred

4. A statement that a UCP complaint alleging unlawful discrimination, harassment,
intimidation, or bullying, 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

0. 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
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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 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, for programs within the scope of the UCP as specified in the
accompanying Board policy, the complainant has a right to appeal the district’s investigation report
to CDE by filing a written appeal, including a copy of the original complaint and the district’s
decision, within 30 calendar 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 laws prohibiting discrimination, harassment, intimidation, or bullying, if applicable

L1. 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 UCP policy, regulation, forms, and notices 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.
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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 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 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, except for a UCP complaint alleging unlawful discrimination,
harassment, intimidation, or bullying, 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, 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. (5 CCR 4630)

5. A complaint alleging unlawful discrimination, harassment, intimidation, or bullying 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)

6. When a complaint alleging unlawful discrimination, 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.

7. When the complainant of unlawful discrimination, harassment, intimidation, or bullying or
the alleged victim, when not the complainant, requests confidentiality, the compliance officer shall



AR 1312.3 (5)
Community Relations MANDATED

UNIFORM COMPLAINT PROCEDURES

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 to resolve the complaint. 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,
harassment, intimidation, or bullying, the compliance officer shall ensure that all parties agree to
permit the mediator access to all relevant confidential information. The compliance ofticer 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
complaint unless the complainant agrees in writing to such an extension of time. If mediation is
successful and the complaint 1s 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.
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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, 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 any
other obstruction of the investigation may result in the dismissal of the complaint because of a lack
of evidence to support the allegation Refusal by the district to provide the investigator with access
to records and/or information related to the allegations in the complaint, failure or refusal to
cooperate in the investigation, or 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)

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 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, harassment, intimidation, and bullying, the
respondent shall be informed of any extension of the timeline agreed to by the complainant, shall
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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)
L. 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 [aw

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, 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, then the district’s
response, if requested by the complainant, and the investigation report shall be written in English
and the primary language in which the complaint was filed.

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

L. 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 the CDE. (Education Code 262.3)
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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, 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, harassment, intimidation, or
bullying involving a student as the respondent, appropriate corrective actions that may be provided
to the student include, but are not limited to, the following:

1. Transfer from a class or school as permitted by law

2. Parent/guardian conference
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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 employee is found to have committed retaliation or unlawful discrimination, 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, 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, by
engaging in reasonable efforts, shall attempt in good faith 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 the 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
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basis for the appeal, including at least one of the following: (5 CCR 4632)
1. The district failed to follow its complaint procedures.

2. Relative to the allegations of the complainant, 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)

L. 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

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)
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