
Item 12.1 
HUENEME ELEMENTARY SCHOOL DISTRICT 

 
 
BOARD AGENDA ITEM: SECOND READING AND APPROVAL OF REVISIONS 

TO THE DISTRICT POLICY MANUAL 
 
BOARD MEETING DATE:  June 13, 2016 
 
FROM:    Dr. Jerry Dannenberg, Superintendent 
 
 

STAFF COMMENT 
 

RECOMMENDATION 
 

It is recommended that, after completing a second reading of proposed policy revisions, 
the Governing Board approve all revisions as submitted and authorize immediate 
dissemination and implementation. 

 
BACKGROUND 
  

Following policy revisions by the California School Boards Association (CSBA), The 
Superintendent reviewed samples of their revised policies to determine the revisions 
needed for district policies.  Policy documents showing revision mark-ups were presented 
to the Board for a first reading at the May 23, 2016 meeting.  As no further changes were 
suggested, the policies were subsequently finalized for a second and final reading.  It is 
now recommended that, unless further discussion and/or change is warranted, the 
following revised policy documents be approved and implemented: 
 
Series 1000: Community Relations 

• BP and AR 1312.3, Uniform Complaint Procedures (Mandated) 
 

Series 3000: Business and Noninstructional Operations 
• BP 3270, Sale and Disposal of Books, Equipment and Supplies 
• BP and AR 3515.2, Disruptions 
• AR 3550, Food Service/Child Nutrition Program 
• BP 3553, Free and Reduced-Price Meals (Mandated) 

 
Series 4000: Personnel 

• AR 4161.1/4361.1, Personal Illness/Injury Leave (Mandated) 
• AR 4161.2/4261.2/4361.2, Personal Leaves (Mandated) 
• AR 4261.1, Personal Illness/Injury Leave 

 
Series 5000: Students 

• BP and AR 5111.1, District Residency  
• BP 5146, Married/Pregnant/Parenting Students  
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Series 6000: Instruction 
• BP and AR 6142.7, Physical Education and Activity 
• BP 6152, Class Assignment 
• AR 6162.51, State Academic Achievement Tests 
• E 6163.4, Student Use of Technology 
• BP 6164.2, Guidance/Counseling Services (Mandated) 
• AR 6173.2, Education of Children of Military Families 

 
 
 

 
 
 
 
  
 

 
 



BP 1312.3 (a) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
The Governing Board recognizes that the district has the primary responsibility to ensure 
compliance with applicable state and federal laws and regulations governing educational programs. 
The Board encourages the early, informal resolution of complaints whenever possible and 
appropriate. To resolve complaints which cannot be resolved through such informal process, the 
Board adopts the uniform system of complaint processes specified in 5 CCR 4600-4670 and the 
accompanying administrative regulation. 
 
The district’s uniform complaint procedures (UCP) shall be used to investigate and resolve the 
following complaints: 
 
1. Any complaint alleging district violation of applicable state or federal law or regulations 
governing  consolidated categorical aid programs, migrant education,  career technical and 
technical education and training programs, child care and development programs, child nutrition 
programs, and special education programs (5 CCR 4610) 
 
(cf. 3553 – Free and Reduced Price Meals)  
(cf. 3555 – Nutrition Program Compliance) 
(cf. 5141.4 – Child Abuse Prevention and Reporting)  
(cf. 5148 – Child Care and Development) 
(cf. 6159 – Individualized Education Program) 
(cf. 6171 – Title I Programs) 
(cf. 6174 – Education for English Language Learners)  
(cf. 6175 – Migrant Education Program) 
(cf. 6178 – Career Technical Education) 
(cf. 6178.1 – Work-Based Learning) 
(cf. 6178.2 – Regional Occupational Center/Program) 
(cf. 6200 – Adult Education) 
 
2. Any complaint alleging the occurrence of unlawful discrimination (such as discriminatory 
harassment, intimidation or bullying) against any person in district programs and activities, 
including, but not limited to, those programs or activities funded directly by or that receive or 
benefit from any state financial assistance, based on the person’s actual or perceived characteristics  
of race or ethnicity, color, ancestry, nationality, national origin, ethnic group identification, age, 
religion,  marital or parental status, physical or mental disability, 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 
his/her association with one or more of these actual or perceived characteristics. (5 CCR 4610) 
 
(cf. 0410 – Nondiscrimination in District Programs and Activities)  
(cf. 4030 – Nondiscrimination in Employment) 
(cf. 5145.3 – Nondiscrimination/Harassment) 
(cf. 5145.7 – Sexual Harassment) 
 



BP 1312.3 (b) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
3. Any complaint alleging district noncompliance with the requirement to provide 
reasonable accommodation to a lactating student on school campus to express breast milk, 
breastfeed an infant child, or address other breastfeeding-related needs of the student (Education 
Code 222) 
 

(cf. 5146 – Married/Pregnant/Parenting Students) 
 
4. Any complaint alleging district noncompliance with the prohibition against requiring 
students to pay fees, deposits, or other charges for participation in educational activities (5 CCR 
4610) 
 
(cf. 3260 – Fees and Charges) 
(cf. 3320 – Claims and Actions Against the District) 
 
5. Any complaint alleging  district noncompliance with legal requirements related to the 
implementation of the local control and accountability plan (Education Code 52075) 
 
(cf. 0460 – Local Control and Accountability Plan) 
 
6. Any complaint, by or on behalf of any student who is a foster youth, alleging district 
noncompliance with any legal requirement applicable to the student regarding placement 
decisions, the responsibilities of the district’s educational liaison to the student, the award of credit 
for coursework satisfactorily completed in another school or district, school transfer, or the grant 
of an exemption from Board-imposed graduation requirements (Education Code 48853, 48853.5, 
49069.5, 51225.1, 51225.2) 
 

(cf. 6173.1 – Education for Foster Youth) 
 

7. Any complaint, by or on behalf of a homeless student as defined in 42 USC 11434a, 
alleging district noncompliance with any requirement applicable to the student regarding the award 
of credit for coursework satisfactorily completed in another school or district or the grant of an 
exemption from Board-imposed graduation requirements (Education Code 51225.1, 51225.2) 
 
(cf. 6173 – Education for Homeless Children) 
 
8. Any complaint alleging district noncompliance with the physical education instructional 
minutes requirement for students in elementary school (Education Code 51210, 51223) 
 

(cf. 6142.7 – Physical Education and Activity) 
 

9. 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  
 
10. Any other complaint as specified in a district policy 



BP 1312.3 (c) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
 
The Board recognizes that alternative dispute resolution (ADR) can, depending on the nature of the 
allegations, offer a process to reach a resolution to the complaint that is acceptable to all parties 
ADR 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. As appropriate for any 
complaint alleging retaliation or unlawful discrimination (such as discriminatory harassment, 
intimidation or bullying), the Superintendent or designee shall keep confidential the identity of the 
complainant and/or the subject of the complaint if he/she is different from the complainant, 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 related requirements, including the steps and timelines specified in 
this policy and the accompanying administrative regulation. 
 
(cf. 4131 – Staff Development) 
(cf. 4231 – Staff Development) 
(cf. 4331 – Staff Development) 
 
The Superintendent or designee shall maintain records of all UCP complaints and the 
investigations of those complaints. All such records shall be destroyed in accordance with 
applicable state law and district policy. 
 
(cf. 3580 – District Records) 
 
Non-UCP Complaints 
 
The following complaints shall not be subject to the district's UCP but shall be referred to the 
specified agency: (5 CCR 4611) 
 



BP 1312.3 (d) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
1. Any complaint alleging child abuse or neglect shall be referred to the County Department 
of Social Services, the County Protective Services Division, and the appropriate law enforcement 
agency. 
 
2. Any complaint alleging health and safety violations by a child development program shall, 
for licensed facilities, be referred to Department of Social Services and shall, for licensing-exempt 
facilities, be referred to the appropriate Child Development regional administrator. 
 
3. Any complaint alleging employment discrimination shall be sent to the California 
Department of Fair Employment and Housing and the compliance officer shall notify the 
complainant by first class mail of the transfer. 
 
4. Any complaint alleging fraud shall be referred to the California Department of Education. 
 
In addition, the district’s Williams Uniform Complaint Procedures, AR 1312.4, shall be used to 
investigate and resolve 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. (Education Code 35186) 
 
(cf. 1312.4 – Williams Uniform Complaint Procedures) 
 
Legal Reference:  
EDUCATION CODE 
200-262.4 Prohibition of discrimination 
222 Reasonable accommodations; lactating students 
8200-8498 Child care and development programs  
8500-8538 Adult basic education 
18100-18203 School libraries 
32289 School safety plan, uniform complaint procedures  
35186 Williams uniform complaint procedures 
48853-48853.5 Foster youth 
48985 Notices in language other than English 
49010-49013 Student fees 
49060-49079 Student records 
49069.5 Rights of parents 
49490-49590 Child nutrition programs 
51210 Courses of study grades 1-6 
51223 Physical education, elementary schools 
51225.1-51225.2 Foster youth and homeless children; course credits; graduation requirements 
51228.1-51228.3 Course periods without educational content 
52060-52077 Local control and accountability plan, especially 
52075 Complaint for lack of compliance with local control and accountability plan requirements 
52160-52178 Bilingual education programs 
52300-52490 Career technical education 



BP 1312.3 (e) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
52500-52616.24 Adult schools 
52800-52870 School-based program coordination  
54400-54425 Compensatory education programs  
54440-54445 Migrant education 
54460-54529 Compensatory education programs  
56000-56867 Special education programs 
59000-59300 Special schools and centers  
64000-64001 Consolidated application process  
GOVERNMENT CODE 
11135 Nondiscrimination in programs or activities funded by state  
12900-12996 Fair Employment and Housing Act 
PENAL CODE 
422.55 Hate crime; definition 
422.6 Interference with constitutional right or privilege  
CODE OF REGULATIONS, TITLE 5 
3080 Application of section 
4600-4687 Uniform complaint procedures 
4900-4965 Nondiscrimination in elementary and secondary education programs  
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  
6301-6577 Title I basic programs 
6801-6871 Title III language instruction for limited English proficient and immigrant students 
7101-7184 Safe and Drug-Free Schools and Communities Act 
7201-7283g Title V promoting informed parental choice and innovative programs  
7301-7372 Title V rural and low-income school programs 
12101-12213 Title II equal opportunity for individuals with disabilities  
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 
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 
106.8 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  
 



BP 1312.3 (f) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 

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, pending 2nd reading 06/16 

Management Resources: 
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS  Dear 
Colleague Letter: Title IX Coordinators, April 2015 
Questions and Answers on Title IX and Sexual Violence, April 2014 
Dear Colleague Letter: Bullying of Students with Disabilities, August 2013  
Dear Colleague Letter: Sexual Violence, April 2011 
Dear Colleague Letter: Harassment and Bullying, October 2010 
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/about/offices/list/ocr 
U.S. Department of Justice: http://www.justice.gov  
 
 
 
  

http://www.csba.org/
http://www.cde.ca.gov/
http://www.ed.gov/about/offices/list/ocr
http://www.justice.gov/


AR 1312.3 (a) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
Except as the Governing Board may otherwise specifically provide in other district policies, 
these uniform complaint procedures (UCP) shall be used to investigate and resolve only the 
complaints specified in BP 1312.3. 
 
(cf. 1312.1 – Complaints Concerning District Employees)  
(cf. 1312.2 – Complaints Concerning Instructional Materials)  
(cf. 1312.4 – Williams Uniform Complaint Procedures) 
(cf. 4030 – Nondiscrimination in Employment) 
 
Compliance Officers 
 
The district designates the individual identified below as the employee responsible for 
coordinating the district's response to complaints and for complying with state and federal civil 
rights laws. This individual also serves as the compliance officer specified in AR 5145.3 – 
Nondiscrimination/Harassment, as the responsible employee to handle complaints regarding sex 
discrimination. The individual shall receive and coordinate the investigation of complaints and 
shall ensure district compliance with law. 
 
(cf. 5145.3 – Nondiscrimination/Harassment)  
(cf. 5145.7 – Sexual Harassment) 
 

| Senior Director, Educational Projects 
| Hueneme Elementary School District 
| 205 North Ventura Road, Port Hueneme, CA 93041 
| (805) 488-3588, Ext. 9-402 
| ivillanueva@huensd.k12.ca.us 

 
The compliance officer who receives a complaint may assign another compliance officer to 
investigate and resolve the complaint. The compliance officer shall promptly notify the 
complainant if another compliance officer is assigned to the complaint. 
 
In no instance shall a compliance officer be assigned to a complaint in which he/she has a bias 
or conflict of interest that would prohibit him/her from fairly investigating or resolving the 
complaint. Any complaint against or implicating a compliance officer may be filed with the 
Superintendent or designee. 
 
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 include 
current state and federal laws and regulations governing the program, applicable processes for 
investigating and resolving complaints, including those involving alleged unlawful 
discrimination (such as discriminatory harassment, intimidation, or bullying), applicable 



AR 1312.3 (b) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
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. 
 
(cf. 4331 – Staff Development) 
(cf. 9124 – Attorney) 
 
The compliance officer or, if necessary, any appropriate administrator, shall determine whether 
interim measures are necessary during and pending the result of an investigation. If interim 
measures are determined to be necessary, the compliance officer or the administrator shall 
consult with the Superintendent, the Superintendent's designee, or, if appropriate, the site 
principal to implement, if possible, one or more interim measures. The interim measures may 
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) 
 
The Superintendent or designee shall annually provide written notification of the district’s UCP, 
including information regarding unlawful student fees, local control and accountability plan 
(LCAP) requirements, and requirements related to the educational rights of foster youth and 
homeless students, to students, employees, parents/guardians, the district advisory committee, 
school advisory committees, appropriate private school officials or representatives, and other 
interested parties. (Education Code 262.3, 48853, 48853.5, 49013, 49069.5, 51225.1, 51225.2, 
52075; 5 CCR 4622) 
 
(cf. 0420 – School Plans/Site Councils)  
(cf. 0460 – Local Control and Accountability Plan) 
(cf. 1220 – Citizen Advisory Committees)  
(cf. 3260 – Fees and Charges) 
(cf. 4112.9/4212.9/4312.9 – Employee Notifications)  
(cf. 5145.6 – Parental Notifications) 
(cf. 6173 – Education for Homeless Children) 
(cf. 6173.1 – Education for Foster Youth) 
 
The annual notification and complete contact information of the compliance officer may be 
posted on the district web site and, if available, provided through district-supported social 
media. 
 
(cf. 1113 – District and School Web Sites) 
(cf. 1114 – District-Sponsored Social Media) 
 



AR 1312.3 (c) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
The Superintendent or designee shall ensure that all students and parents/guardians, including 
students and parents/guardians with limited English proficiency, have access to the relevant 
information provided in the district's policy, regulation, forms, and notices concerning the UCP. 
 
If 15 percent or more of students enrolled in a particular district school speak a single primary 
language other than English, the district's policy, regulation, forms, and notices concerning the 
UCP shall be translated into that language, in accordance with Education Code 234.1 and 48985. 
In all other instances, the district shall ensure meaningful access to all relevant UCP information 
for parents/guardians with limited English proficiency. 
 
The notice shall: 
 
1. Identify the person(s), position(s), or unit(s) responsible for receiving complaints 
 
2. Advise the complainant of any civil law remedies that may be available to him/her 
under state or federal antidiscrimination laws, if applicable 
 
3. Advise the complainant of the appeal process including, if applicable, the complainant's 
right to take a complaint directly to the California Department of Education (CDE) or to pursue 
remedies before civil courts or other public agencies, such as the U.S. Department of 
Education's Office for Civil Rights (OCR) in cases involving unlawful discrimination (such as 
discriminatory harassment, intimidation or bullying) 
 
4. Include statements that: 
 

a. The district has the primary responsibility to ensure compliance with applicable 
state and federal laws and regulations governing educational programs. 
 
b. The complaint review shall be completed within 60 calendar days from the date 
of receipt of the complaint unless the complainant agrees in writing to an extension of 
the timeline. 
 
c. A complaint alleging retaliation, unlawful discrimination (such as discriminatory 
harassment, intimidation, or bullying) must be filed not later than six months from the 
date it occurred, or six months from the date the complainant first obtained knowledge of 
the facts of the alleged 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. 
 
d. A student enrolled in a public school shall not be required to pay a fee for his/her 
participation in an educational activity that constitutes an integral fundamental part of the 
district's educational program, including curricular and extracurricular activities. 
 



AR 1312.3 (d) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 

e. The Board is required to adopt and annually update the LCAP in a manner that 
includes meaningful engagement of parents/guardians, students, and other stakeholders 
in the development and/or review of the LCAP. 
 
f. A foster youth shall receive information about educational rights related to 
his/her educational placement, enrollment in and checkout from school, as well as the 
responsibilities of the district liaison for foster youth to ensure and facilitate these 
requirements and to assist the student in ensuring proper transfer of his/her credits, 
records, and grades when he/she transfers between schools or between the district and 
another district. 
 
g. A foster youth or homeless student who transfers into a district high school or 
between district high schools shall be notified of the district’s responsibility to: 
 
(1) Accept any coursework or part of the coursework that the student has satisfactorily 
completed in another public school, juvenile court school, or a nonpublic, nonsectarian 
school or agency, and to issue full or partial credit for the coursework completed 

 
(2) Not require the student to retake any course or a portion of a course which he/she has 
satisfactorily completed in another public school, juvenile court school, or a nonpublic, 
nonsectarian school or agency 

 
h. The complainant has a right to appeal the district's decision to the CDE by filing 
a written appeal within 15 calendar days of receiving the district's decision. 
 
i. The appeal to the CDE must include a copy of the complaint filed with the 
district and a copy of the district's decision. 
 
j. Copies of the district’s UCP are available free of charge. 

 
District Responsibilities 
 
All UCP-related complaints shall be investigated and resolved within 60 calendar days of the 
district’s receipt of the complaint unless the complainant agrees in writing to an extension of the 
timeline. (5 CCR 4631) 
 
The compliance officer 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. 
 
All parties involved in the allegations shall be notified when a complaint is filed and when a 
decision or ruling is made. However, the compliance officer shall keep all complaints or 
allegations of retaliation or unlawful discrimination (such as discriminatory harassment, 



AR 1312.3 (e) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
intimidation, or bullying) confidential except when disclosure is necessary to carry out the 
investigation, take subsequent corrective action, conduct ongoing monitoring, or maintain the 
integrity of the process. (5 CCR 4630, 4964) 
 
 
Filing of Complaints 
 
The complaint shall be presented to the compliance officer, who shall maintain a log of 
complaints received, providing each with a code number and a date stamp. 
 
All complaints shall be filed in accordance with the following: 
 
1. A written complaint alleging district violation of applicable state or federal law or 
regulations governing consolidated categorical aid programs, migrant education, career technical 
and technical education and training programs, child care and development programs, child 
nutrition programs, and special education programs may be filed by any individual, public 
agency, or organization. (5 CCR 4630) 
 
2. Any complaint alleging noncompliance with law regarding the prohibition against 
requiring students to pay 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. However, any such complaint shall be filed no later than one year from the date the 
alleged violation occurred. (Education Code 49013, 52075; 5 CCR 4630) 
 
3. A complaint alleging unlawful discrimination(such as discriminatory harassment, 
intimidation, or bullying), may be filed only by a person who alleges that he/she personally 
suffered the unlawful discrimination or by a person who believes that an individual or any 
specific class of individuals has been subjected to it. The complaint shall be initiated no later 
than six months from the date when the alleged unlawful discrimination occurred, or six months 
from the date when 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) 
 
4. When a complaint alleging unlawful discrimination (such as discriminatory harassment, 
intimidation, or bullying) is filed anonymously, the compliance officer shall pursue an 
investigation or other response as appropriate, depending on the specificity and reliability of the 
information provided and the seriousness of the allegation. 
 
5. When the complainant or alleged victim of unlawful discrimination (such as 
discriminatory harassment, intimidation, or bullying) requests confidentiality, the compliance 



AR 1312.3 (f) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
officer shall inform him/her 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. 
 
6. If a complainant is unable to put a complaint in writing due to conditions such as a 
disability or illiteracy, district staff shall assist him/her in the filing of the complaint. (5 CCR 
4600) 
 
 
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 his/her representative the opportunity to present the information contained in 
the complaint to the compliance officer and shall notify the complainant and/or his/her 
representative of the opportunity to present the compliance officer with any evidence, or 
information leading to evidence, to support the allegations in the complaint. Such evidence or 
information may be presented at any time during the investigation. 
 
In conducting the investigation, the compliance officer shall collect all available documents and 
review all available records, notes, or statements related to the complaint, including any 
additional evidence or information received from the parties during the course of the 
investigation. He/she 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. To investigate a complaint alleging retaliation or 
unlawful discrimination (such as discriminatory harassment, intimidation, or bullying), the 
compliance officer shall interview the alleged victim(s), any alleged offenders, and other 
relevant witnesses privately, separately, and in a confidential manner. As necessary, additional 
staff or legal counsel may conduct or support the investigation. 
 
A complainant's refusal to provide the district's investigator with documents or other evidence 
related to the allegations in the complaint, failure or refusal to cooperate in the investigation, or 
engagement in any other obstruction of the investigation, may result in the dismissal of the 
complaint because of a lack of evidence to support the allegation. (5 CCR 4631) 
 
In accordance with law, the district shall provide the investigator with access to records and 
other information related to the allegation in the complaint and shall not in any way obstruct the 
investigation. Failure or refusal of the district to cooperate in the investigation may result in a 
finding based on evidence collected that a violation has occurred and in the imposition of a 
remedy in favor of the complainant. (5 CCR 4631) 



AR 1312.3 (g) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
 
The compliance officer shall apply a "preponderance of the evidence" standard in determining 
the veracity of the factual allegations in a complaint. This standard is met if the allegation is 
more likely to be true than not. 
 
Report of Findings 
 
Unless extended by written agreement with the complainant, the compliance officer shall 
prepare and send to the complainant a written report, as described in the section, “Final Written 
Decision,” below, within 60 calendar days of the district’s receipt of the complaint. (5 CCR 
4631) 
 
Final Written Decision 
 
The district's decision on how it will resolve the complaint shall be in writing and sent to the 
complainant. (5 CCR 4631) 
 
In consultation with district legal counsel, information about the relevant part of a decision may 
be communicated to a victim who is not the complainant and to other parties who may be 
involved in implementing the decision or are affected by the complaint, as long as the privacy of 
the parties is protected. 
 
If the complaint involves a limited English-proficient student or parent/guardian and the student 
involved attends a school at which 15 percent or more of the students speak a single primary 
language other than English, then the decision shall also be translated into that language. In all 
other instances, the district shall ensure meaningful access to all relevant information for 
parents/guardians with limited English proficiency. 
 
For all complaints, the decision shall include:  (5 CCR 4631) 
 
1. The findings of fact based on the evidence gathered. In reaching a factual determination, 
the following factors may be taken into account: 
 

a. Statements made by any witnesses 
 
b. The relative credibility of the individuals involved 
 
c. How the complaining individual reacted to the incident 
 
d. Any documentary or other evidence relating to the alleged conduct 
 
e. Past instances of similar conduct by any alleged offenders 
 



AR 1312.3 (h) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 

f. Past false allegations made by the complainant 
 
2. The conclusion(s) of law 
 
3. Disposition of the complaint 
 
4. Rationale for such disposition 
 

For complaints of retaliation or unlawful discrimination (such as discriminatory 
harassment, intimidation, or bullying), the disposition of the complaint shall include a 
determination for each allegation as to whether retaliation or unlawful discrimination has 
occurred. 
 

The determination of whether a hostile environment exists may involve consideration of 
the following: 
 

a. How the misconduct affected one or more students' education 
 
b. The type, frequency, and duration of the misconduct 
 
c. The relationship between the alleged victim(s) and offender(s) 
 
d. The number of persons engaged in the conduct and at whom the conduct was 
directed 
 
e. The size of the school, location of the incidents, and context in which they 
occurred 
 
f. Other incidents at the school involving different individuals 

 
5. Corrective action(s), including any actions that have been taken or will be taken to 
address the allegations in the complaint and including, with respect to a student fees complaint, 
a remedy that comports with Education Code 49013 and 5 CCR 4600 
 

For complaints of unlawful discrimination (such as discriminatory harassment, 
intimidation, or bullying), the decision may, as required by law, include: 
 

a. The corrective actions imposed on the individual found to have engaged in the 
conduct that relate directly to the subject of the complaint 
 
b. Individual remedies offered or provided to the complainant or another person 
who was the subject of the complaint 
 



AR 1312.3 (i) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 

c. Systemic measures the school has taken to eliminate a hostile environment and 
prevent recurrence 

 
6. Notice of the complainant's right to appeal the district's decision to the CDE within 15 
calendar days, and procedures to be followed for initiating such an appeal 
 
The decision may also include follow-up procedures to prevent recurrence or retaliation and for 
reporting any subsequent problems. 
 
For complaints alleging unlawful discrimination based on state law (such as discriminatory 
harassment, intimidation, and bullying), the decision shall also include a notice to the 
complainant that: 
 
1. He/she 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) 
 
2. The 60 days moratorium does not apply to complaints seeking injunctive relief in state 
courts or to discrimination complaints based on federal law. (Education Code 262.3) 
 
3. Complaints alleging discrimination based on race, color, national origin, sex, gender, 
disability, or age may also be filed with the U.S. Department of Education, Office for Civil 
Rights at www.ed.gov/ocr within 180 days of the alleged discrimination. 
 
Corrective Actions 
 
When a complaint is found to have merit, the compliance officer shall adopt any appropriate 
corrective action permitted by law. Appropriate corrective actions that focus on the larger school 
or district environment may include, but are not limited to, actions to reinforce district policies; 
training for faculty, staff, and students; updates to school policies; or school climate surveys. 
 
For complaints involving retaliation or unlawful discrimination (such as discriminatory 
harassment, intimidation, or bullying), appropriate corrective actions that focus on the victim 
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 
 

http://www.ed.gov/ocr


AR 1312.3 (j) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 
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 
 
9. Determination of whether any past actions of the victim that resulted in discipline were 
related to the treatment the victim received and described in the complaint 
 
For complaints involving retaliation or unlawful discrimination (such as discriminatory 
harassment, intimidation, or bullying), appropriate corrective actions that focus on a student 
offender may include, but are not limited to, the following: 
 
1. Transfer from a class or school as permitted by law 
 
2. Parent/guardian conference 
 
3. Education regarding the impact of the conduct on others 
 
4. Positive behavior support 
 
5. Referral to a student success team 
 
6. Denial of participation in extracurricular or co-curricular activities or other privileges as 
permitted by law 
 
7. Disciplinary action, such as suspension or expulsion, as permitted by law 
 
The district may also consider training and other interventions for the larger school community 
to ensure that students, staff, and parents/guardians understand the types of behavior that 
constitute unlawful discrimination (such as discriminatory harassment, intimidation, or 
bullying), that the district does not tolerate it, and how to report and respond to it. 
 
If a complaint alleging noncompliance with the laws regarding student fees, deposits and other 
charges or any requirement related to 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, 51223, 52075)



AR 1312.3 (k) 
Community Relations MANDATED 
 
UNIFORM COMPLAINT PROCEDURES 
 
 

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
Approved: 03/03 Port Hueneme, California 
Revised: 06/07, 09/12, 08/13, 01/15, 09/15, pending 2nd reading 06/16 

For complaints alleging noncompliance with the laws regarding student fees, the district shall 
attempt in good faith, by engaging in reasonable efforts, to identify and fully reimburse all 
affected students and parents/guardians who paid the unlawful student fees within one year prior 
to the filing of the complaint (Education Code 49013; 5 CCR 4600) 
 
Appeals to the California Department of Education 
 
Any complainant who is dissatisfied with the district’s final written decision may file an appeal 
in writing with the CDE within 15 calendar days of receiving the district’s decision. (Education 
Code 222, 48853, 48853.5, 49013, 49069.5, 51223, 51225.1, 51225.2, 51228.3, 52075; 5 CCR 
4632) 
 
The complainant shall specify the basis for the appeal of the decision and whether the facts are 
incorrect and/or the law has been misapplied. The appeal shall be accompanied by a copy of the 
locally filed complaint and a copy of the district's decision. (5 CCR 4632) 
 
Upon notification by the CDE that the complainant has appealed the district's decision, the 
Superintendent or designee shall forward the following documents to the CDE: (5 CCR 4633) 
 
1. A copy of the original complaint 
 
2. A copy of the written decision 
 
3. A summary of the nature and extent of the investigation conducted by the district, if not 
covered by the decision 
 
4. 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 
 
5. A report of any action taken to resolve the complaint 
 
6. A copy of the district's uniform complaint procedures 
 
7. Other relevant information requested by the CDE 



  BP 3270 (a) 
Business and Noninstructional Operations  
 
SALE AND DISPOSAL OF BOOKS, EQUIPMENT AND SUPPLIES 
 
 
The Governing Board recognizes its fiscal responsibility to maximize the use of district 
equipment, supplies, instructional materials, and other personal property while providing up-to-
date resources that facilitate student learning and effective district operations. When the Board, 
upon recommendation of the Superintendent or designee, declares any district-owned personal 
property unusable, obsolete, or no longer needed, the Board shall determine the estimated value 
of the property and shall decide whether the property will be donated, sold, or otherwise 
disposed of as prescribed by law and administrative regulation.  
 
(cf. 0440 – District Technology Plan) 
(cf. 3512 – Equipment) 
(cf. 6161.11 – Supplementary Instructional Materials) 
(cf. 6163.1 – Library Media Centers) 
 
The Board shall approve the price and terms of any sale or lease of personal property of the 
district. 
 
If the Board members who are in attendance at a meeting unanimously agree that the property, 
whether one or more items, does not exceed $2,500 in value, the property may be sold without 
advertising for bids.  (Education Code 17546) 
 
If the Board members who are in attendance at a meeting unanimously find that the value of the 
property is insufficient to defray the costs of arranging a sale, the property may be donated to a 
charitable organization deemed appropriate by the Board or may be disposed of  in the local 
dump.  (Education Code 17546) 
 
Instructional materials shall be considered obsolete or unusable by the district if they have been 
replaced by more recent editions or new materials selected by the Board, are not aligned with the 
district's academic standards or course of study, and have no foreseeable value in other 
instructional areas. Such materials may be sold or donated if they continue to serve educational 
purposes that would benefit others outside the district. Instructional materials are not appropriate 
for sale or donation if they meet any of the following criteria: 
 
1. Contain information rendered inaccurate or incomplete by new research or technologies 
 
2.   Contain demeaning, stereotyping or patronizing references to any group of persons 
protected against discrimination by law or Board policy 
 
3.   Are damaged beyond use or repair 
 
(cf. 0410 – Nondiscrimination in District Programs and Activities) 
(cf. 1312.4 – Williams Uniform Complaint Procedures) 



  BP 3270 (b) 
Business and Noninstructional Operations  
 
SALE AND DISPOSAL OF BOOKS, EQUIPMENT AND SUPPLIES 
 
 

Policy  HUENEME ELEMENTARY SCHOOL DISTRICT 
adopted: 12/02 Port Hueneme, California 
Revised: 08/13, 11/15, pending 2nd reading 06/16 

(cf. 6161.1 – Selection and Evaluation of Instructional Materials) 
(cf. 6011 – Academic Standards) 
(cf. 6143 – Courses of Study) 
 
The Superintendent or designee shall establish procedures to be used whenever the district sells 
equipment or supplies originally acquired under a federal grant or subgrant. Such procedures 
shall be designed to ensure the highest possible return. (34 CFR 80.32) 
 
(cf. 3440 – Inventories) 
 
 
Legal Reference: 
EDUCATION CODE 
17540-17542 Sale or lease of personal property by one district to another 
17545-17555 Sale of personal property 
35168 Inventory, including record of time and mode of disposal 
60510-60530 Sale, donation, or disposal of instructional materials 
GOVERNMENT CODE 
25505 District property; disposition; proceeds 
CODE OF REGULATIONS, TITLE 5 
3944 Consolidated categorical programs, district title to equipment 
3946 Disposal of equipment purchased with state and federal consolidated application funds 
UNITED STATES CODE, TITLE 40 
549 Surplus property 
CODE OF FEDERAL REGULATIONS, TITLE 34 
80.32-80.33 Equipment and supplies acquired under a grant or subgrant 
 
Management Resources: 
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS 
California School Accounting Manual 
Standards for Evaluating Instructional Materials for Social Content, 2013 
WEB SITES 
California Department of Education: http://www.cde.ca.gov  
School Services of California, Inc.: http://www.sscal.com   
 

http://www.cde.ca.gov/
http://www.sscal.com/


BP 3515.2 (a) 
Business and Noninstructional Operations 

 
DISRUPTIONS 
 
 

Policy HUENEME SCHOOL DISTRICT 
adopted: 12/02, pending 2nd reading 06/16 Port Hueneme, California 

The Governing Board is committed to providing a safe and orderly environment for students, staff, 
and others on district property or while engaged in school activities. 
  
The Superintendent or designee shall remove any individual who, by his/her presence or action, 
disrupts or threatens to disrupt normal  operations at a school campus or any other district facility,, 
threatens the health or safety of anyone on district property, or causes or threatens to cause  damage 
to district property or to any property on school grounds. 
 
(cf. 1250 - Visitors/Outsiders) 
(cf. 3515 – Campus Security) 
(cf. 4118 – Dismissal/Suspension/Disciplinary Action) 
(cf. 4158/4258/4258 – Employee Security) 
(cf. 4218 – Dismissal/Suspension/Disciplinary Action) 
(cf. 5131.4 – Student Disturbances) 
 
Any employee who believes that a disruption may occur shall immediately contact the principal.  
The principal or designee shall notify law enforcement in accordance with Education Code 48902 
and 20 USC 7151 and in other situations, as appropriate. 
 
Legal Reference: 
EDUCATION CODE 
32210 Willful disturbance of public school or meeting:  misdemeanor 
32211 Threatened disruption or interference with classes; misdemeanor 
35160 Authority of governing boards 
44810 Willful interference with classroom conduct 
44811 Disruption of classwork or extracurricular activities 
48902 Notification of law enforcement authorities 
51512 Prohibited use of electronic listening or recording device 
PENAL CODE 
243.5 Assault or battery on school property 
415.5 Disturbance of peace of school 
626-626.11 Schools, crimes, especially: 
626.7 Failure to leave campus or facility; wrongful return; penalties; notice; exceptions 
626.8 Disruptive presence at schools 
626.81 Misdemeanor for registered sex offender to come onto school grounds 
626.85 Misdemeanor for specified drug offender presence on school grounds 
626.9 Gun Free School Zone Act 
627-627.10 Access to school premises 
653bg Loitering about schools or public places 
12556 Imitation firearms 



BP 3515.2 (b) 
Business and Noninstructional Operations 

 
DISRUPTIONS 
 
 

Policy HUENEME SCHOOL DISTRICT 
adopted: 12/02, pending 2nd reading 06/16 Port Hueneme, California 

30310 Prohibition against ammunition on school grounds 
UNITED STATES CODE, TITLE 20 
7151 Gun-Free Schools Act 
COURT DECISIONS 
Reeves v. Rocklin Unified School District, (2003) 109 Cal.App.4th 652 
In Re Joseph F., (2000) 85 Cal.App.4th 975 
In Re Jimi A., (1989) 209 Cal.App.3d 482 
In Re Oscar R., (1984) 161 Cal.App.3d 770 
ATTORNEY GENERAL OPINIONS 
79 Ops.Cal.Atty.Gen. 58 (1996) 
 
Management Resources: 
CSBA PUBLICATIONS 
911! A Manual for Schools and the Media During a Campus Crisis, 2001 
U.S. DEPARTMENT OF EDUCATION PUBLICATIONS 
Guide for Developing High-Quality School Emergency Operations Plans, 2013 
WEB SITES 
CSBA: http://www.csba.org 
California Department of Education, Safe Schools Office: http://www.cde.ca.gov/ls/ss 
U.S. Department of Education: http://www.ed.gov 
 
 
 

http://www.csba.org/
http://www.cde.ca.gov/ls/ss
http://www.ed.gov/


AR 3515.2 (a) 
Business and Noninstructional Operations 
 
DISRUPTIONS 
 
 
 
The principal or designee may direct any person, except a student, school employee, or other 
person required by his/her employment to be on school grounds, to leave school grounds or school 
activity if: 
 
1. The principal or designee has reasonable basis for concluding that the person is committing 
or has entered the campus with the purpose of committing an act which is likely to interfere with 
the peaceful conduct, discipline, good order, or administration of the school or a school activity, 
or with the intent of inflicting damage to any person or property.  (Education Code 44810, 44811; 
Penal Code 626.7) 
 
2. The person fights or challenges another person to fight, willfully disturbs another person 
by loud and unreasonable noise, or uses offensive language which could provoke a violent 
reaction.  (Penal Code 415.5) 
 
3. The person, without lawful business for being present, loiters around a school or reenters 
a school within 72 hours after he/she was asked to leave.  (Penal Code 653b) 
 
4. The person is required to register as a sex offender pursuant to Penal Code 290 and does 
not have a lawful purpose and written permission from the principal or designee to be on school 
grounds.  (Penal Code 626.81) 
 
(cf. 1250 – Visitors/Outsiders) 
(cf. 3515.5 – Sex Offender Notification) 
 
5. The person is a specified drug offender, as defined in Penal Code 626.85, and does not 
have written permission from the principal or designee to be on school grounds.  However, such 
specified drug offender may be on school grounds during any school activity if he/she is a student 
or the parent/guardian of a student attending the school.  (Penal Code 626.85) 
 
6. The person willfully or knowingly creates a disruption with the intent to threaten the 
immediate physical safety of students, staff, or others while attending, arriving at, or leaving 
school.  (Penal Code 626.8) 
 
7. The person has otherwise established a continued pattern of unauthorized entry on school 
grounds.  (Penal Code 626.8) 
 
(cf. 1240 – Volunteer Assistance) 
(cf. 3515.3 – District Police/Security Department) 
(cf. 4158/4258/4358 - Employee Security) 



AR 3515.2 (b) 
Business and Noninstructional Operations 
 
DISRUPTIONS 
 
 
(cf. 6145.2 – Athletic Competition) 
 
The principal or designee shall allow a parent/guardian who was previously directed to leave 
school grounds to reenter for the purpose of retrieving his/her child for disciplinary reasons, 
medical attention, or family emergencies, or with the principal or designee’s prior written 
permission.  (Penal Code 626.7, 626.85) 
 
When directing any person to leave school premises, the principal or designee shall inform the 
person that he/she may be guilty of a crime if he/she: (Education Code 32211; Penal Code 626.7, 
626.8, 636.85)  
1. Fails to leave or remains after being direct to leave 
 
2. Returns to the campus without following the school’s posted registration requirements 
 
3. Returns within seven days after being directed to leave 
 
(cf. 0450 – Comprehensive Safety Plan) 
 
Whenever an individual is causing or threatening to cause a disruption at any district facility other 
than a school campus, the Superintendent or designee may direct that individual to leave the facility 
consistent with this regulation and the accompanying Board policy. 
 
 
 
 
 



AR 3515.2 (c) 
Business and Noninstructional Operations 
 
DISRUPTIONS 
 
 

Regulation HUENEME SCHOOL DISTRICT 
approved: 12/02, pending 2nd reading 06/16 Port Hueneme, California 

Appeal Procedure 
 
Any person who is asked to leave a school building or grounds may appeal to the Superintendent 
or designee.  This appeal shall be made no later than the second school day after the person has 
departed from the school building or grounds.  After reviewing the matter with the principal or 
designee and the person making the appeal, the Superintendent or designee shall render his/her 
decision within 24 hours after the appeal is made, and this decision shall be binding.  (Education 
Code 32211) 
 
The decision of the Superintendent or designee may be appealed to the Governing Board.  Such 
an appeal shall be made no later than the second school day after the Superintendent or designee 
has rendered his/her decision.  The Board shall consider and decide the appeal at its next scheduled 
regular or adjourned regular public meeting.  The Board’s decision shall be final.  (Education Code 
32211) 
 
In any circumstance where a person has been directed to leave a school building or ground where 
the Superintendent’s or Board’s office is situated, he/she may nevertheless enter the school 
building or ground solely for the purpose of making the appeal. 



AR 3550 (a) 
Business and Noninstructional Operations 
 
FOOD SERVICE / CHILD NUTRITION PROGRAM 
 

Nutrition Standards for School Meals 
 
Meals or food items provided through the district's food services program shall:  (Education Code 
49430, 49430.5, 49430.7, 49550, 49553; 42 USC 1758, 1773; 7 CFR 210.10, 220.8) 
 
1. Comply with  National School Lunch and/or Breakfast Program standards for meal patterns, 
nutrient levels, and calorie requirements for the ages/grade levels served, as specified in 7 CFR 
210.10 or 220.8, as applicable 
 
2. Not be deep fried, par fried, or flash fried, as defined in Education Code 49430 and 49430.7 
 
(cf. 3552 - Summer Meal Program) 
(cf. 3553 - Free and Reduced Price Meals) 
(cf. 3554 - Other Food Sales) 
(cf. 5030 - Student Wellness) 
(cf. 5141.27 - Food Allergies/Special Dietary Needs) 
 
Drinking Water 
 
The district shall provide access to free, fresh drinking water during meal times in food service areas 
at all district schools, including, but not limited to, areas where reimbursable meals under the 
National School Lunch or Breakfast Program are served or consumed.  (Education Code 38086; 42 
USC 1758) 
 
Food Safety 
 
The Superintendent or designee shall ensure that the district's food service program meets the 
applicable sanitation and safety requirements of the California Retail Food Code as set forth in 
Health and Safety Code 113700-114437.



AR 3550 (b) 
Business and Noninstructional Operations 
 
FOOD SERVICE / CHILD NUTRITION PROGRAM 
 

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
approved: 06/11, pending 2nd reading 06/16 
  Port Hueneme, California 

For all district schools participating in the National School Lunch and/or School Breakfast Program, 
the Superintendent or designee shall implement a written food safety program for the storage, 
preparation, and service of school meals which complies with the national Hazard Analysis and 
Critical Control Point (HACCP) system. The district's HACCP plan shall include, but is not limited 
to, a determination of critical control points and critical limits at each stage of food production, 
monitoring procedures, corrective actions, and recordkeeping procedures. (42 USC 1758; 7 CFR 
210.13, 220.7) 
 
The Superintendent or designee shall provide ongoing staff development on food safety to food 
service managers and employees. Each new employee, including a substitute, or volunteer shall 
complete initial food safety training prior to handling food. The Superintendent or designee shall 
document the date, trainer, and subject of each training. 
 
(cf. 4231 - Staff Development) 
 
Inspection of Food Facilities 
 
All food preparation and service areas shall be inspected in accordance with Health and Safety Code 
113725-113725.1 and applicable county regulations. 
 
Each school participating in the National School Lunch and/or Breakfast Program shall, during each 
school year, obtain a minimum of two food safety inspections conducted by the county 
environmental health agency.  (42 USC 1758; 7 CFR 210.13, 220.7) 
 
The Superintendent or designee shall retain records from the most recent food safety inspection. All 
schools shall post a notice indicating that the most recent inspection report is available to any 
interested person upon request. (Health and Safety Code 113725.1; 42 USC 1758; 7 CFR 210.13, 
210.15, 220.7) 
 
(cf. 1340 - Access to District Records) 
(cf. 3580 - District Records) 
 
 
 
 



BP 3553 (a) 
  
Business and Noninstructional Operations 
 
FREE AND REDUCED PRICE MEALS 
 
 

MANDATED 

The Governing Board recognizes that adequate nutrition is essential to the development, health, and 
learning of all students. The Superintendent or designee shall facilitate and encourage the 
participation of students from low-income families in the district’s food service program. 
 
(cf. 3551 – Food Service Operations/Cafeteria Fund) 
(cf. 3552 – Summer Meal Program) 
(cf. 5030 – Student Wellness) 
(cf. 5148 – Child Care and Development) 
(cf. 5148.2 – Before/After School Programs) 
(cf. 6177 – Summer School) 
 
The district shall provide at least one nutritionally adequate meal each school day, free of charge or 
at a reduced price, for students whose families meet federal eligibility criteria. (Education Code 
49550, 49552) 
 
The Superintendent or designee shall ensure that meals provided through the free and reduced-price 
meals program meet applicable state and/or federal nutritional standards in accordance with law, 
Board policy, and administrative regulation. 
 
(cf. 3550 – Food Service/Child Nutrition Program) 
 
Schools participating in the Special Milk Program pursuant to 42 USC 1772 shall provide milk at no 
charge to students who meet federal eligibility criteria for free or reduced-price meals. 
 
The Board shall approve, and shall submit to the California Department of Education for approval, a 
plan that ensures that students eligible to receive free or reduced-price meals and milk are not treated 
differently from other students. (Education Code 49557) 
 
(cf. 0410 – Nondiscrimination in District Programs and Activities) 
(cf. 3555 – Nutrition Program Compliance) 
(cf. 5145.3 – Nondiscrimination/Harassment) 
 
Confidentiality/Release of Records 
 
All applications and records related to eligibility for the free and reduced-price meals program shall 
be confidential and may not be released except as provided by law and authorized by the Board or 
pursuant to a court order. (Education Code 49558) 
 
(cf. 5125 – Student Records) 
 
 



BP 3553 (b) 
  
Business and Noninstructional Operations 
 
FREE AND REDUCED PRICE MEALS 
 
 

MANDATED 

The Board authorizes designated employees to use individual records pertaining to student eligibility 
for the free and reduced-price meals program for the purposes of:  (Education Code 49558) 
 
1. Disaggregation of academic achievement data 
 
(cf. 6162.51 – State Academic Achievement Tests) 
 
2. In any school identified as a Title I program improvement school pursuant to 20 USC 6316, 
identification of students eligible for school choice and supplemental educational services 
 
(cf. 0520.2 – Title I Program Improvement Schools 
(cf. 6171 – Title I Programs) 
 
If a student transfers from the district to another district, charter school, county office of education 
program, or private school, the Superintendent or designee may share the student’s meal eligibility 
information to the other educational agency to assist in the continuation of the student’s meal 
benefits. 
 
The Superintendent or designee may release the name and eligibility status of a student participating 
in the free or reduced-price meal program to another school district, charter school, or county office 
of education that is serving a student living in the same household for purposes related to program 
eligibility and data used in local control funding formula calculations.  (Education Code 49558) 
 
The Superintendent or designee may release the name and eligibility status of a student participating 
in the free or reduced-price meal program to the Superintendent of Public Instruction for purposes of 
determining allocations under the local control funding formula and for assessing accountability of 
that funding.  (Education Code 49558) 
 
 
The Superintendent or designee may release information on the school lunch program application to 
the local agency that determines eligibility for participation in the Medi-Cal program if the student 
has been approved for free meals or, if included in the agreement with the local agency, for reduced-
price meals.  He/she also may release information on the school lunch application to the local agency 
that determines eligibility for CalFresh or another nutrition assistance program authorized under 7 
CFR 210.1 if the student has been approved for free or reduced-price meals.  Information may be 
released for these purposes only if the student’s parent/guardian consents to the sharing of 
information and the district has entered into a memorandum of understanding with the local agency 
which, at a minimum, includes the roles and responsibilities of the district and local agency and the 
process for sharing the information.   After sharing information with the local agency for purposes of 
determining eligibility for that program, no further information shall be shared unless otherwise 
authorized by law. (Education Code 49557.2, 49557.3, 49558) 



BP 3553 (c) 
  
Business and Noninstructional Operations 
 
FREE AND REDUCED PRICE MEALS 
 
 

MANDATED 

 
(cf. 5141.6 – School Health Services) 
 
Legal Reference: 
EDUCATION CODE 
48980  Notice at beginning of term 
49430-49434  Pupil Nutrition, Health, and Achievement Act of 2001 
49490-49494  School breakfast and lunch programs 
49500-49505  School meals  
49510-49520  Nutrition 
49530-49536  Child Nutrition Act of 1974 
49547-49548.3 Comprehensive nutrition service 
49550-49562  Meals for needy students 
CODE OF REGULATIONS, TITLE 5 
15510  Mandatory meals for needy students 
15530-15535  Nutrition education 
15550-15565  School lunch and breakfast programs 
UNITED STATES CODE, TITLE 20 
1232g Federal Educational Rights and Privacy Act 
6301-6514 Title I programs 
 
UNITED STATES CODE, TITLE 42 
1751-1769j School lunch programs 
1771-1791 Child nutrition, especially: 
1773 School breakfast program 
CODE OF FEDERAL REGULATIONS, TITLE 7 
210.1-210.31  National School Lunch Program 
220.10-220.21  National School Breakfast Program 
245.1-245.13  Determination of eligibility for free and reduced-price meals and free milk 
WELFARE AND INSTITUTIONS CODE 
14005.41 Basic health care 
 
Management Resources: 
CSBA PUBLICATIONS 
Monitoring for Success: A Guide for Assessing and Strengthening Student Wellness Policies, 2012 
Student Wellness: A Healthy Food and Physical Activity Policy Resource Guild, 2012 
CALIFORNIA DEPARTMENT OF EDUCATION MANAGEMENT BULLETINS 
NSD SNP-12-2015 Updated Guidance on Sharing of School Meal Applications and the Passing of 
Assembly Bill 1599, July 2015 
USDA-SNP-07-2010  Change in Free and Reduced-Price Meal Application Approval Process, 
September 2010 



BP 3553 (d) 
  
Business and Noninstructional Operations 
 
FREE AND REDUCED PRICE MEALS 
 
 

MANDATED 

 
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS 
Feed More Kids, Improve Program Participation 
Direct Certification Implementation Checklist, May 2008 



BP 3553 (e) 
  
Business and Noninstructional Operations 
 
FREE AND REDUCED PRICE MEALS 
 
 

Policy HUENEME ELEMENTARY SCHOOL DISTRICT 
adopted: (12/02) Port Hueneme, California 
Revised: 09/03, 06/11, 02/12, pending 2nd reading 06/16 

MANDATED 

U.S. DEPARTMENT OF AGRICULTURE PUBLICATIONS 
Eligibility Manual for School Meals: Determining and Verifying Eligibility, July 2015 
Provision 2 Guidance: National School Lunch and School Breakfast Programs, Summer 2002 
 
WEB SITES 
CSBA:  http://www.csba.org  
California Department of Education, Nutrition Services Division: http://www.cde.ca.gov/ls/nu 
California Healthy Kids Resource Center: http://www.californiahealthykids.org  
California Project LEAN (Leaders Encouraging Activity and Nutrition):  
http://www.californiaprojectlean.org  
U.S. Department of Agriculture, Food and Nutrition Service:  http://www.fns.usda.gov/cnd  

http://www.csba.org/
http://www.cde.ca.gov/ls/nu
http://www.californiahealthykids.org/
http://www.californiaprojectlean.org/
http://www.fns.usda.gov/cnd


AR 4161.1, 4361.1 (a) 
Certificated Personnel MANDATED 
 
PERSONAL ILLNESS/INJURY LEAVE 
 
 

 

Certificated employees employed five school days a week are entitled to 10 days’ leave of absence 
with full pay for personal illness or injury (sick leave), per school year of service. Employees who 
work less than five school days per week (part-time employees) shall be granted sick leave in 
proportion to the time they work. However, any part-time employee who is entitled to less than three 
days of paid sick leave due to the amount of time worked shall be granted sick leave pursuant to 
Labor Code 246, if he/she is eligible.  (Education Code 44978; Labor Code 245-249) 
 
(cf. 4161/4261/4361 – Leaves) 
(cf. 4161.9/4261.9/4361.9 – Catastrophic Leave Program) 
 
Use of Sick Leave 
 
Certificated employees may use sick leave for absences due to: 
 
1. Accident or illness, whether or not the absence arises out of or in the course of employment; 
quarantine which results from contact with other persons having a contagious disease during the 
employee's performance of his/her duties; or temporary inability to perform assigned duties because 
of illness, accident, or quarantine (Education Code 44964) 
 
(cf. 4157.1/4257.1/4357.1 – Work-Related Injuries) 
 
2. Pregnancy, miscarriage, childbirth, and related recovery (Education Code 44965, 44978) 
 
(cf. 4161.8/4261.8/4361.8 – Family Care and Medical Leave) 
 
3. Personal necessity (Education Code 44981) 
 
(cf. 4161.2/4261.2/4361.2 – Personal Leaves) 
 
 
4. In any calendar year, an employee may use the amount of sick leave he/she would accrue 
during six months at his/her current rate of entitlement for the following: (Labor Code 233, 246.5) 
 
a. Need of the employee or his/her family member, as defined in Labor Code 245.5, for the 
diagnosis, care, or treatment of an existing health condition or for preventive care  
 
b. Need of the employee to seek or obtain  any relief or medical attention specified in Labor 
Code 230(c) and/or 230.1(a) for the health, safety, or welfare of the employee, or his/her child, when 
the employee has been a victim of domestic violence, sexual assault, or stalking  
 
An employee may take sick leave at any time during the school year, even if credit for sick leave has 
not yet been accrued. (Education Code 44978) 
 



AR 4161.1, 4361.1 (b) 
Certificated Personnel MANDATED 
 
PERSONAL ILLNESS/INJURY LEAVE 
 
 

 

An employee shall reimburse the district for any unearned sick leave used as of the date of his/her 
termination. 
 
Unused days of sick leave shall be accumulated from year to year without limitation. (Education 
Code 44978) 
 
At the beginning of each school year, employees shall be notified of the amount of sick leave they 
have accumulated. 
 
The district shall not require new employees to waive leave accumulated in a previous district. 
(Education Code 44979, 44980) 
 
The Superintendent or designee shall notify any certificated employee who leaves the district after at 
least one school year of employment that if the employee accepts a certificated position in another 
district, county office of education, or community college district within one year, he/she may 
request that the district transfer his/her accumulated sick leave to the new employer. (Education 
Code 44979, 44980) 
 
Notification of Absence 
 
An employee shall notify the district of his/her need to be absent as soon as such need is known, so 
that substitute services may be secured. This notification shall include an estimate of the expected 
duration of absence. If the absence becomes longer than estimated, the employee shall so notify the 
district. If the duration of absence becomes shorter than estimated, the employee shall notify the 
district not later than three o'clock in the afternoon of the day preceding the day on which he/she 
intends to return to work.  If the employee fails to notify the district and the failure results in a 
substitute being secured, the cost of the substitute shall be deducted from the employee's pay. 
 
(cf. 4121 – Temporary/Substitute Personnel) 
 
Continued Absence After Available Sick Leave Is Exhausted/Differential Pay 
 
During each school year, when a certificated employee has exhausted all available sick leave, 
including all accumulated sick leave, and, due to illness or injury, continues to be absent from 
his/her duties for an additional period up to five school months, the employee shall receive his/her 
regular salary minus the actual cost of a substitute to fill the position. If the district has made every 
reasonable effort to secure the services of a substitute and has been unable to do so, the amount that 
would have been paid to a substitute shall be deducted from the employee's salary.  
 
An employee shall not be provided more than one five-month period per illness or injury. However, 
if the school year ends before the five-month period is exhausted, the employee may take the balance 
of the five-month period in a subsequent school year. (Education Code 44977) 
 



AR 4161.1, 4361.1 (c) 
Certificated Personnel MANDATED 
 
PERSONAL ILLNESS/INJURY LEAVE 
 
 

 

Verification Requirements 
 
After any absence due to illness or injury, the employee shall verify the absence by submitting a 
completed and signed district absence form to his/her immediate supervisor. 
 
The Superintendent or designee may require verification whenever an employee's absence record 
shows chronic absenteeism or a pattern of absences immediately before or after weekends and/or 
holidays or whenever available evidence clearly indicates that an absence is not related to illness or 
injury. 
 
In addition, the Superintendent or designee may require an employee to visit a physician selected by 
the district, at district expense, in order to receive a report on the medical condition of the employee. 
The report shall include a statement as to the employee's need for further leave of absence and a 
prognosis as to when the employee will be able to return to work. If the report concludes that the 
employee's condition does not warrant continued absence, the Superintendent or designee may, after 
giving notice to the employee, deny further leave. 
 
Any district request for additional verification by an employee's physician or a district-selected 
physician shall be in writing and shall specify that the report to be submitted to the district should 
not contain the employee's genetic information. 
 
Any genetic information received by the district on behalf of an employee shall be treated as a 
confidential medical record, maintained in a file separate from the employee's personnel file, and 
shall not be disclosed except in accordance with 29 CFR 1635.9. 
 
Before returning to work, an employee who has been absent for surgery, hospitalization, or extended 
medical treatment may be asked to submit a letter from his/her physician stating that he/she is able to 
return to duty and stipulating any necessary restrictions or limitations. 
 
(cf. 4032 – Reasonable Accommodation) 
(cf. 4113.4/4213.4/4313.4 – Temporary Modified/Light-Duty Assignment) 
 
Healthy Workplaces, Healthy Families Act Requirements 
 
No employee shall be denied the right to use accrued sick days and the district shall not in any 
manner discriminate or retaliate against an employee for using or attempting to use sick leave, filing 
a complaint with the Labor Commissioner, or alleging district violation of Labor Code 245-249. 
 
To ensure the district's compliance with Labor Code 245-249, the Superintendent or designee shall: 
 
1. At a conspicuous location in each workplace, display a poster on paid sick leave that includes 
the following information: 
 



AR 4161.1, 4361.1 (d) 
Certificated Personnel MANDATED 
 
PERSONAL ILLNESS/INJURY LEAVE 
 
 

 

a. That an employee is entitled to accrue, request, and use paid sick days 
 
b. The amount of sick days provided by Labor Code 245-249 
 
c. The terms of use of paid sick days 
 
d. That discrimination or retaliation against an employee for requesting or using sick 

leave is prohibited by law and an employee has the right to file a complaint with the 
Labor Commissioner if the district discriminates or retaliates against him/her 

 
2. Provide at least 24 hours or three days of paid sick leave to each eligible employee to use per 
year and allow eligible employees to use accrued sick leave upon reasonable request 
 
3. Provide eligible employees written notice, on their pay stub or other document issued with 
their pay check, of the amount of paid sick leave they have available 
 
(cf. 4112.9/4212.9/4312.9 – Employee Notifications) 
 
4. Keep a record documenting the hours worked and paid sick days accrued and used by each 
eligible employee for three years 
 
 
Legal Reference: 
EDUCATION CODE 
44964 Power to grant leave of absence in case of illness, accident, or quarantine 
44965 Granting of leaves of absence for pregnancy and childbirth 
44976 Transfer of leave rights when school is transferred to another district 
44977 Salary deduction during absence from duties up to five months after sick leave is exhausted 
44977.5 Salary deduction during absence from duties for maternity or paternity leave up to 12 weeks 
after sick leave is exhausted 
44978 Provisions for sick leave of certificated employees 
44978.1 Inability to return to duty; placement in another position or on reemployment list 
44979 Transfer of accumulated sick leave to another district 
44980 Transfer of accumulated sick leave to a county office of education 
44981 Leave of absence for personal necessity 
44983 Exception to sick leave when district adopts specific rule 
44984 Industrial accident or illness 
44986 Leave of absence for disability allowance applicant 



AR 4161.1, 4361.1 (e) 
Certificated Personnel MANDATED 
 
PERSONAL ILLNESS/INJURY LEAVE 
 
 

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
Approved: 04/15, pending 2nd reading 06/16 Port Hueneme, California 

LABOR CODE 
220 Sections inapplicable to public employees 
230 Jury duty; legal actions by domestic violence, sexual assault and stalking victims, right to time 
off 
230.1 Employers with 25 or more employees; domestic violence, sexual assault and stalking victims, 
right to time off 
233 Illness of child, parent, spouse or domestic partner 
234 Absence control policy 
245-249 Healthy Workplaces, Healthy Families Act of 2014 
CODE OF REGULATIONS, TITLE 5 
5601 Transfer of accumulated sick leave 
UNITED STATES CODE, TITLE 42 
2000ff-2000ff-11 Genetic Information Nondiscrimination Act of 2008 
CODE OF FEDERAL REGULATIONS, TITLE 29 
1635.1-1635.12 Genetic Information Nondiscrimination Act of 2008 
COURT DECISIONS 
Veguez v. Governing Board of Long Beach Unified School District, (2005) 127 Cal.App.4th 406 
 
 



AR 4161.2, 4261.2, 4361.2 (a) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
Personal leaves granted to district employees shall be used as permitted in this administrative 
regulation, other Board-approved policy or district regulation, or applicable collective bargaining 
agreement. 
 
For the purpose of any personal leave offered pursuant to state law, a registered domestic partner 
shall have the same rights, protections, and benefits as a spouse and protections provided to a 
spouse's child shall also apply to a child of a registered domestic partner. (Family Code 297.5) 
 
Whenever possible, employees shall request personal leaves in advance and prepare suitable 
instructions, including lesson plans as applicable, for a substitute employee. 
 
 
(cf. 4121 – Temporary/Substitute Personnel) 
 
Bereavement 
 
Employees are entitled to a leave of up to three days, or five days if out-of-state travel is 
required, upon the death of any member of the employee's immediate family. No deduction shall 
be made from the employee's salary, nor shall such leave be deducted from any other leave to 
which the employee is entitled. (Education Code 44985, 45194) 
 
(cf. 4161/4261/4361 – Leaves) 
 
Members of the immediate family include: (Education Code 44985, 45194) 
 
1. The mother, father, grandmother, grandfather, or grandchild of the employee or of the 
employee’s spouse 
 
2. The employee’s spouse, son, son-in-law, daughter, daughter-in-law, brother, or sister 
 
3.  Any relative living in the employee’s immediate household 
 
At the employee’s request, bereavement leave may be extended under personal necessity leave 
provisions as provided in the section “Personal Necessity” below.  (Education Code 44981, 
45207) 
 
Personal Necessity 
 
Our employee contracts establish the number of days an employee may use for personal 
necessity. 
 



AR 4161.2, 4261.2, 4361.2 (b) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
(cf. 4161.1/4361.1 – Personal Illness/Injury Leave) 
(cf. 4261.1 – Personal Illness/Injury Leave) 
 
Acceptable reasons for the use of personal necessity leave include: 
 
1. Death of a member of the employee’s immediate family when the number of days of 
absence exceeds the limits set by bereavement leave provisions (Education Code 44981, 45207) 
 
2. An accident involving the employee or his/her property or the person or property of a 
member of the employee's immediate family (Education Code 44981, 45207) 
 
3. Illness, preventive care, or other need of a member of the employee's family, as defined 
in Labor Code 245.5 (Education Code 44981; Labor Code 246.5) 
 
(cf. 4161.8/4261.8/4361.8 – Family Care and Medical Leave) 
 
4. A classified employee’s appearance in any court or before any administrative tribunal as 
a litigant, party or witness under subpoena or other order (Education Code 45207) 
 
5. Fire, flood or other immediate danger to the home of the employee 
 
6. Personal business of a serious nature which the employee cannot disregard 
 
Leave for personal necessity may be allowed for other reasons at the discretion of the 
Superintendent or designee. However, personal necessity leave shall not be granted for purposes 
of personal convenience, for the extension of a holiday or vacation, or for matters which can be 
taken care of outside of working hours. The Superintendent or designee shall have final 
discretion as to whether or not a request reflects personal necessity. 
 
Advance permission shall not be required of any employee in any case involving the death of a 
member of the employee's immediate family, an accident involving the employee's person or 
property, or the person or property of a member of his/her immediate family, or the illness, 
preventive care, or other need of a member of the employee’s family. (Education Code 44981, 
45207) 
 
For any leave that is planned, or where the need for leave is foreseeable, an employee shall 
notify the Superintendent or designee in advance.  In all other circumstances, the employee shall 
notify the Superintendent or designee of the need for the leave as soon as practicable. 
 
After any absence due to personal necessity, the employee shall verify the absence by submitting 
a completed and signed district absence form to his/her immediate supervisor.  



AR 4161.2, 4261.2, 4361.2 (c) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
 
Legal Duties 
 
An employee may take time off work in order to:  (Labor Code 230) 
 
1. Serve on an inquest jury or trial jury 
 
2. Comply with a subpoena or other court order to appear as a witness 
 
Notices, summons, and subpoenas for court appearances shall be submitted to the district office 
when requesting leave. 
 
A classified employee called for jury duty shall be granted leave with pay up to the amount of 
the difference between his/her regular earnings and any amount received for jury fees. 
(Education Code 44037) 
 
A certificated employee who is called for jury duty also shall be granted leave  with pay up to the  
difference between his/her regular earnings and any  jury fees he/she received. 
 
An employee shall be granted leave with pay to appear in court as a witness other than a litigant 
or to respond to an official order from another governmental jurisdiction for reasons not brought 
about through the connivance or misconduct of the employee. Such an employee shall receive 
the difference between his/her regular earnings and any witness fees he/she received. 
 
Leaves for Crime Victims 
 
An employee may be absent from work in order to attend judicial proceedings related to a crime 
when he/she is a victim, or an immediate family member , registered domestic partner, or child 
of a registered domestic partner of a victim, of any of the following crimes: (Labor Code 230.2) 
 
1. A violent felony as defined in Penal Code 667.5(c) 
 
2. A serious felony as defined in Penal Code 1192.7(c) 
 
3. A felony provision of law proscribing theft or embezzlement 
 
For these purposes, the employee may use vacation, personal leave, personal illness/injury leave, 
unpaid leave, or compensatory time off that is otherwise available to the employee. (Labor Code 
230.2) 
 



AR 4161.2, 4261.2, 4361.2 (d) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
Prior to taking time off, an employee shall give his/her supervisor a copy of the notice of each 
scheduled proceeding that is provided by the responsible agency, unless advance notice is not 
feasible. When advance notice is not feasible or an unscheduled absence occurs, the employee 
shall, within a reasonable time after the absence, provide documentation evidencing the judicial 
proceeding from the court or government agency setting the hearing, the district attorney or 
prosecuting attorney's office, or the victim/witness office that is advocating on behalf of the 
victim. (Labor Code 230.2)  
 
The district shall keep confidential any records pertaining to the employee's absence from work 
by reason of this leave. (Labor Code 230.2)  
 
Leaves for Victims of Domestic Violence, Sexual Assault and Stalking 
 
An employee who is a victim of domestic violence, sexual assault, or stalking as defined by law 
may use vacation, sick leave, personal leave, or compensatory time off that is otherwise available 
to him/her under the terms of his/her employment to attend to the following activities: (Labor 
Code 230, 230.1, 246.5)  
 
1. Obtain or attempt to obtain any relief, including but not limited to, a temporary 
restraining order, restraining order, or other injunctive relief to help ensure the health, safety or 
welfare of the employee or his/her child.  
 
2. Seek medical attention for injuries caused by domestic violence, sexual assault, or 
stalking 
 
3. Obtain services from a domestic violence shelter, program, or rape crisis center as a result 
of domestic violence, sexual assault, or stalking 
 
4. Obtain psychological counseling related to an experience of domestic violence, sexual 
assault, or stalking 
 
5. Participate in safety planning and take other actions to increase safety from future 
domestic violence, sexual assault, or stalking, including temporary or permanent relocation 
 
Prior to taking time off, an employee shall give reasonable notice to his/her supervisor, unless 
advance notice is not feasible. When an unscheduled absence occurs, the employee shall provide, 
within a reasonable time, certification of the absence in the form of any of the following: (Labor 
Code 230, 230.1) 
 
1. A police report indicating that the employee was a victim of domestic violence, sexual 
assault, or stalking 



AR 4161.2, 4261.2, 4361.2 (e) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
 
2. A court order protecting or separating the employee from the perpetrator of an act of 
domestic violence, sexual assault, or stalking, or other evidence from the court or prosecuting 
attorney that the employee has appeared in court 
 
3. Documentation from a domestic violence or sexual assault counselor as defined in 
Evidence Code 1037.1 or 1035.2, licensed medical professional or health care provider, or 
counselor that the employee was undergoing treatment for physical or mental injuries or abuse 
resulting in victimization from an act of domestic violence, sexual assault, or stalking 
 
The district shall maintain the confidentiality of such an employee to the extent authorized by 
law. (Labor Code 230, 230.1) 
 
Personal Leave for Child-Related Activities 
 
Any employee who is a parent/guardian of one or more children of an age to attend any of grades 
K-12 or  a program offered by a licensed child care provider may use up to 40 hours of personal 
leave, vacation or compensatory time off each school year in order to: (Labor Code 230.8) 
 
1. Find, enroll, or reenroll his/her child in a school or with a licensed child care provider or 
to participate in activities of the school or child care provider, provided the employee gives 
reasonable advance notice of the absence.  Time off for this purpose shall not exceed eight hours 
in any calendar month. 
 
2. Address a school or child care emergency, provided the employee gives notice.  An 
emergency exists when the child cannot remain in school or with a child care provider due to one 
of the following circumstances: 
 
 a. A request by the school or child care provider that the child be picked up 
 
 b. An attendance policy, excluding planned holidays, that prohibits the child from 
attending or requires that the child be picked up from the school or child care provider 
 
 c. Behavioral or discipline problems 
 
 d. Closure or unexpected unavailability of the school or child care provider, excluding 
planned holidays 
 
 e. A natural disaster, including, but not limited to, fire, earthquake, or flood 
 
(cf. 5148 – Child Care and Development) 



AR 4161.2, 4261.2, 4361.2 (f) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
 
For purposes of this leave, parent/guardian includes a parent, guardian, stepparent, foster parent, 
grandparent, or person who stands in loco parentis to a child.  (Labor Code 230.8) 
 
In lieu of using vacation, personal leave, or compensatory time off, eligible employees may take 
unpaid leave for this purpose. 
 
If two or more parent/guardian of a child are employed at the same work site, this leave shall be 
allowed for the parent/guardian who first gives notice to the district. Simultaneous absence by 
another parent/guardian of the child may be granted by the Superintendent or designee. (Labor 
Code 230.8) 
 
Upon request by the Superintendent or designee, the employee shall provide documentation from 
the school or licensed child care provider that he/she engaged in permitted child-related activities 
on a specific date and at a particular time. (Labor Code 230.8) 
 
Service on Education Boards and Committees 
 
Upon request, a certificated employee shall be granted up to 20 school days of paid leave per 
school year for service performed within the state on any education board, commission, 
committee or group authorized by Education Code 44987.3, provided that all of the following 
conditions are met: (Education Code 44987.3) 
 
1. The service is performed within the state. 
 
2. The board, commission, organization or group informs the district in writing of the 
service. 
 
3. The board, commission, organization or group agrees, prior to service, to reimburse the 
district, upon the district's request, for compensation paid to the employee's substitute and for 
actual related administrative costs.  
 
Employee Organization Activities 
 
Upon request, any certificated or classified employee shall be granted a leave of absence without 
loss of compensation to serve as an elected officer of a district employee organization or any 
statewide or national employee organization with which the employee organization is affiliated. 
The leave shall include, but is not limited to, absence for purposes of attending periodic, stated, 
special, or regular meetings of the body of the organization. (Education Code 44987, 45210) 
 
(cf. 4140/4240/4340 – Bargaining Units) 



AR 4161.2, 4261.2, 4361.2 (g) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
(cf. 4143/4243 – Negotiations 
 
Upon request of an employee organization in the district or its state or national affiliate, a 
reasonable number of unelected classified employees shall be granted a leave of absence without 
loss of compensation for the purpose of attending important organizational activities authorized 
by the organization. The employee organization shall provide reasonable notification to the 
Superintendent or designee when requesting a leave of absence for employees for this purpose. 
(Education Code 45210) 
 
When leave is granted for any of the above purposes, the employee organization shall reimburse 
the district within 10 days after receiving the district’s certification of payment of compensation 
to the employee. (Education Code 44987, 45210) 
 
Religious Leave 
 
The Superintendent or designee may grant an employee up to three days of leave per year for 
religious purposes, provided that the leave is requested in advance and that it does not cause 
additional district expenditures, the neglect of assigned duties, or any other unreasonable 
hardship on the district. 
 
The Superintendent or designee shall deduct the cost of hiring a substitute, when required, from 
the wages of the employee who takes religious leave. 
 
No employee shall be discriminated against for using this leave or any additional days of unpaid 
leave granted for religious observances at the discretion of the Superintendent or designee. 
 
Spouse on Leave from Military Deployment 
 
An employee who works an average of 20 hours or more per week and whose spouse is a 
member of the United States Armed Forces, National Guard, or reserves may take up to 10 days 
of unpaid leave during a period that his/her spouse is on leave from deployment during a military 
conflict, as defined in Military and Veterans Code 395.10. (Military and Veterans Code 395.10) 
 
Within two business days of receiving official notice that his/her spouse will be on leave from 
deployment, the employee shall provide the Superintendent or designee with notice of his/her 
intention to take the leave. The employee shall submit written documentation certifying that 
his/her spouse will be on leave from deployment during the time that the leave is requested. 
(Military and Veterans Code 395.10) 
 
 
 



AR 4161.2, 4261.2, 4361.2 (h) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
Leave for Emergency Duty 
 
An employee may take time off to perform emergency duty as a volunteer firefighter, a reserve 
peace officer, or emergency rescue personnel. (Labor Code 230.3) 
 
Any employee who performs duty as a volunteer firefighter, reserve peace officer, or emergency 
rescue personnel shall be permitted to take temporary leaves of absence, not to exceed an 
aggregate total of 14 days per calendar year, for the purpose of engaging in fire, law 
enforcement, or emergency rescue training. (Labor Code 230.4) 
 
Civil Air Patrol Leave 
 
An employee may take up to 10 days of unpaid leave per calendar year, beyond any leave 
otherwise available to him/her, to respond to an emergency operational mission of the California 
Civil Air Patrol, provided that the employee has been employed by the district for at least a 90-
day period immediately preceding the leave. Such leaves shall not exceed three days for a single 
mission, unless an extension is granted by the governmental entity authorizing the mission and is 
approved by the Superintendent or designee. (Labor Code 1501, 1503) 
 
The employee shall give the district as much advance notice as possible of the intended dates of 
the leave. The Superintendent or designee may require certification from the proper Civil Air 
Patrol authority to verify the eligibility of the employee for the leave and may deny the leave if 
the employee fails to provide the required certification. (Labor Code 1503) 
 
Legal Reference: 
EDUCATION CODE 
44036-44037 Leave of absence for judicial and official appearances 
44963 Power to grant leaves of absence (certificated) 
44981 Leave of absence for personal necessity (certificated) 
44985 Leave of Absence due to death in immediate family (certificated) 
44987 Service as officer of employee organization (certificated) 
44987.3 Leave of absence to serve on certain boards, commissions, etc. 
45190 Leave of absence and vacations (classified) 
45194 Bereavement leave of absence (classified) 
45198 Effect of provisions authorizing leaves of absence 
45207 Personal necessity (classified) 
45210 Service as officer of employee organization (classified) 
45240-45320 Merit system, classified employees 
EVIDENCE CODE 
1035.2 Sex assault counselor; definition 
1037.1 Domestic violence counselor; definition 



AR 4161.2, 4261.2, 4361.2 (i) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 
FAMILY CODE 
297-297.5 Registered domestic partner rights, protections, and benefits 
GOVERNMENT CODE 
3543.1 Release time for representatives of employee organizations 
12945.1-12945.2 California Family Rights Act 
LABOR CODE 
230-230.2 Leave for victims of domestic violence, sexual assault or specified felonies 
230.3 Leave for emergency personnel 
230.4 Leave for volunteer firefighters 
230.8 Leave to visit child's school 
233 Illness of child, parent or spouse, domestic partner or domestic partner’s child 
234 Absence control policy 
246.5 Paid sick days, purposes for use 
1500-1507 Civil Air Patrol leave 
MILITARY AND VETERANS CODE 
395.10 Leave when spouse on leave from military deployment 
PENAL CODE 
667.5 Violent felony, defined 
1192.7 Serious felony, defined 
CALIFORNIA CONSTITUTION 
Article 1, Section 8 Religious discrimination 
UNITED STATES CODE, TITLE 29 
2601-2654 Family and Medical Leave Act 
UNITED STATES CODE, TITLE 42 
2000d-2000d-7 Title VII, Civil Rights Act of 1964 
COURT DECISIONS 
Rankin v. Commission on Professional Competence (1988) 24 Cal.3d 167 
 
 



AR 4161.2, 4261.2, 4361.2 (j) 
Personnel MANDATED 
 
PERSONAL LEAVES 
 
 

Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
Approved: 03/04 Port Hueneme, California 
Revised: 06/13, 04/15, pending 2nd reading 06/16 

PUBLIC EMPLOYMENT RELATIONS BOARD DECISIONS 
Berkeley Council of Classified Employees v. Berkeley Unified School District, (2008) PERB 
Decision No. 1954 
 
Management Resources: 
WEB SITES 
California Federation of Teachers:  http://www.cft.org  
California School Employees Association:  http://www.csea.com 
California Teachers Association:  http://www.cta.org  
Public Employment Relations Board: http://www.perb.ca.gov  

http://www.cft.org/
http://www.csea.com/
http://www.cta.org/
http://www.perb.ca.gov/


AR 4261.1 (a) 
Classified Personnel 
 
PERSONAL ILLNESS/INJURY LEAVE 
 
 
Classified employees employed five days per week are entitled to 12 days leave of absence with 
full pay for personal illness or injury (sick leave) per fiscal year. Employees who work less than 
a full fiscal year or fewer than five days a week (part-time employees) shall be granted sick leave 
in proportion to the time they work.  However, any part-time employee whose work hours are so 
few as to entitle him/her to less than 24 hours of paid sick leave per fiscal year shall be granted 
sick leave pursuant to Labor Code 246, if he/she is eligible. (Education Code 45191; Labor Code 
245-249) 
 
(cf. 4161/4261/4361 – Leaves) 
 
Use of Sick Leave 
 
A classified employee may use sick leave for absences due to: 
 
1. Accident or illness, whether or not the absence arises out of or in the course of 
employment, or by quarantine which results from contact with other persons having a contagious 
disease during the employee's performance of his/her duties (Education Code 45199) 
 
2. Pregnancy, childbirth, and recovery (Education Code 45193) 
 
(cf. 4161.8/4261.8/4361.8 – Family Care and Medical Leave) 
 
3. Personal necessity as specified in Education Code 45207 
 
(cf. 4161.2/4261.2/4361.2 – Personal Leaves) 
 
4. Medical or dental appointments, in increments of not less than one hour 
 
5. Industrial accident or illness when leave granted specifically for that purpose has been 
exhausted (Education Code 45192) 
 
(cf. 4261.11 – Industrial Accident/Illness Leave) 
 
6. In any calendar year, an employee may use the amount of sick leave he/she would accrue 
during six months at his/her current rate of entitlement for the following: (Labor Code 233, 
245.5, 246.5) 
 
 a. Need of the employee or his/her family member, as defined in Labor Code 245.5, for 
the diagnosis, care, or treatment of an existing health condition or for preventive care  
 
 b. Need of the employee to  seek or obtain any relief or medical attention specified in 
Labor Code 230(c) and 230.1(a) for the health, safety, or welfare of the employee, or his/her 
child, when the employee has been a victim of domestic violence, sexual assault, or stalking.  



AR 4261.1 (b) 
Classified Personnel 
 
PERSONAL ILLNESS/INJURY LEAVE 
 
 
 
An employee may take leave for personal illness or injury at any time during the year, even if 
credit for such leave has not yet been accrued. However, a new full-time classified employee 
shall not be entitled to more than six days of sick leave until he/she has completed six months of 
active service with the district. (Education Code 45191) 
 
Unused days of sick leave shall be accumulated from year to year without limitation. (Education 
Code 45191) 
 
An employee shall reimburse the district for any unearned sick leave used as of the date of 
his/her termination. 
 
The district shall not require newly employed classified employees to waive leave accumulated 
in a previous district. However, if the employee's previous employment was terminated for 
cause, the transfer of the accumulated leave shall be made only if approved by the Governing 
Board. (Education Code 45202) 
 
The Superintendent or designee shall notify any classified employee whose employment with the 
district is terminated after at least one calendar year for reasons other than for cause that, if 
he/she accepts employment in another district, county office of education, or community college 
district within one year of the termination of employment, he/she shall be entitled to request that 
the district transfer his/her accumulated sick leave to his/her new employer.  (Education Code 
45202) 
 
Notification of Absence 
 
An employee shall notify the Superintendent or the designated manager or supervisor of his/her 
need to be absent as soon as such need is known so that the services of a substitute may be 
secured as necessary.  This notification shall include an estimate of the expected duration of 
absence.  If the absence becomes longer than estimated, the employee shall so notify the district.  
If the duration of absence becomes shorter than estimated, the employee shall notify the district 
not later than three o’clock in the afternoon of the day preceding the day on which he/she intends 
to return to work.  If the employee fails to notify the district and the failure results in a substitute 
being secured, the cost of the substitute shall be deducted from the employee’s pay. 
 
Continued Absence After Available Sick Leave Is Exhausted/Differential Pay 
 
Each year, each regular classified employee shall be credited with no fewer than 100 working 
days of paid leave for personal illness or injury, including current year and accumulated days of 
leave. When the current year and accumulated days at full pay are exhausted, the remainder of 
the 100 days shall be compensated at 50 percent of the employee's regular salary. Any of the 100 
days of leave not used during the year in which they are credited shall be forfeited and shall not 
accumulate from year to year. This paid leave shall be exclusive of any other paid leave, 



AR 4261.1 (c) 
Classified Personnel 
 
PERSONAL ILLNESS/INJURY LEAVE 
 
 
holidays, vacation, or compensatory time to which the employee may be entitled. (Education 
Code 45196) 
 
Extension of Leave 
 
A permanent employee who is absent because of a personal illness or injury and who has 
exhausted all available sick leave, vacation, compensatory overtime, and any other paid leave 
shall be so notified, in writing, and offered an opportunity to request additional leave. The Board 
may grant the employee additional leave, paid or unpaid, for a period not to exceed six months 
and may renew this leave for two additional six-month periods or for lesser periods. The total 
additional leave granted shall not exceed 18 months. (Education Code 45195) 
 
(cf. 4216 – Probationary/Permanent Status) 
 
If the employee is still unable to resume his/her duties after all available paid and unpaid leaves 
have been exhausted, the employee shall be placed on a reemployment list for a period of 39 
months. If during this time the employee becomes able to resume the duties of his/her position, 
he/she shall be offered reemployment in the first vacancy in the classification of his/her previous 
assignment. During the 39 months, the employee's reemployment shall take preference over all 
other applicants except those laid off for lack of work or lack of funds, in which case the 
employee shall be ranked according to his/her seniority. (Education Code 45195) 
 
Verification Requirements 
 
After any absence due to illness or injury, the employee shall submit a completed and signed 
district absence form to his/her immediate supervisor. 
 
The Superintendent or designee may require verification whenever an employee’s absence 
record shows chronic absenteeism or a pattern of absences immediately before or after weekends 
and/or holidays or whenever available evidence clearly indicates that an absence is not related to 
illness or injury. 
 
In addition, the Superintendent or designee may require an employee to visit a physician selected 
by the district, at district expense, in order to receive a report on the medial condition of the 
employee.  The report shall include a statement as to the employee’s need for additional leave of 
absence and a prognosis as to when the employee will be able to return to work.  If the report 
concludes that the employee’s condition does not warrant continued absence, the Superintendent 
or designee may, after giving notice to the employee, deny the request for additional leave. 
 
Any district request for additional verification by an employee’s physician or a district-selected 
physician shall be in writing and shall specify that the report to be submitted to the district 
should not contain the employee’s genetic information. 
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PERSONAL ILLNESS/INJURY LEAVE 
 
 
Any genetic information received by the district on behalf of an employee shall be treated as a 
confidential medical record, maintained in a file separate from the employee’s personnel file, and 
shall not be disclosed except in accordance with 29 CFF 1635.9. 
 
Before returning to work, an employee who has been absent for surgery, hospitalization, or 
extended medical treatment may be asked to submit a letter from his/her physician stating that 
he/she is able to return to work and stipulating any recommended restrictions or limitations. 
 
(cf. 4032 – Reasonable Accommodation) 
(cf. 4113.4/4213.4/4313.4 – Temporary Modified/Light-Duty Assignment) 
 
Short-Term and Substitute Employees 
 
Except for a retired annuitant who is not reinstated to the retirement system, any short-term or 
substitute employee who works for 30 or more days within a year of his/her employment shall be 
entitled to one hour of paid sick leave for every 30 hours worked.  Accrued paid sick days shall 
carry over to the following year of employment, up to a maximum of 48 hours.  (Labor Code 
246) 
 
Any short-term or substitute employee may begin to use accrued paid sick days on the 90th day 
of his/her employment, after which he/she may use the sick days as they are accrued.  (Labor 
Code 246) 
 
A short-term or substitute employee may use accrued sick leave for absences due to: (Labor 
Code 246.5) 
 
1.  His/her own need or the need of a family member, as defined in Labor Code 245.5, for 
the diagnosis, care, or treatment of an existing health condition or for preventive care. 
 
2. Need of the employee to obtain or seek any relief or medical attention specified in Labor 
Code 230(c) and 230.1(a) for the health, safety, or welfare of the employee, or his/her child, 
when the employee has been a victim of domestic violence, sexual assault, or stalking.
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Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
Approved: 04/15, pending 2nd reading 06/16 Port Hueneme, California 

Healthy Workplaces, Healthy Families Act Requirements 
 
No employee, including a short-term or substitute employee, shall be denied the right to use 
accrued sick days and the district shall not in any manner discriminate or retaliate against an 
employee for using or attempting to use sick leave, filing a complaint with the Labor 
Commissioner, or alleging district violation of Labor Code 245-249. 
 
To ensure the district’s compliance with Labor Code 245-249, the Superintendent or designee 
shall: 
 
1.  At a conspicuous location in each workplace, display a poster on paid sick leave that 
includes the following information: 
 

a) That an employee is entitled to accrue, request, and use paid sick days 
 

b) The amount of sick days provided by Labor Code 245-249 
 

c) The terms of use of paid sick days 
 

d) That discrimination or retaliation against an employee for requesting or using sick leave 
is prohibited by law and an employee has the right to file a complaint with the Labor 
Commissioner if the district discriminates or retaliates against him/her 
 

2. Provide at least 24 hours or three days of paid sick leave to each eligible employee to use 
per year and allow eligible employees to use accrued sick leave upon reasonable request 
 
3. Provide eligible employees written notice, on their pay stub or other document issued 
with their pay check, of the amount of paid sick leave they have available. 
 
(cf. 4112.9/4212.9/4312.9 – Employee Notifications) 
 
4. Keep a record documenting the hours worked and paid sick days accrued and used by 
each eligible employee for three years 
 
 
Legal Reference: 
EDUCATION CODE 
45103 Substitute employees 
45190 Leaves of absence and vacations 
45191 Leaves of absence for illness and injury 
45193 Leave of absence for pregnancy (re use of sick leave under certain circumstances) 
45195 Additional leave for nonindustrial accident or illness; reemployment preference 
45196 Salary; deductions during sick leave 
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Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
Approved: 04/15, pending 2nd reading 06/16 Port Hueneme, California 

45202 Transfer of accumulated sick leave and other benefits 
LABOR CODE 
230 Jury duty; legal actions by domestic violence, sexual assault and stalking victims, right to 
time off 
230.1 Employers with 25 or more employees; domestic violence, sexual assault and stalking 
victims, right to time off 
233 Illness of child, parent, spouse or domestic partner 
245-249 Healthy Workplaces, Healthy Families Act of 2014 
COURT DECISIONS 
California School Employees Association v. Colton Joint Unified School District, (2009) 170 
Cal.App.4th 957 
California School Employees Association v. Tustin Unified School District, (2007) 148 
Cal.App.4th 510 
ATTORNEY GENERAL OPINIONS 
53 Ops.Cal.Atty.Gen. 111 (1970) 



BP 5111.1 (a) 
Students 
 
DISTRICT RESIDENCY 
 
 
The Governing Board desires to admit all students who reside within district boundaries or who 
fulfill the district residency requirements through other means as allowed by law.  The 
Superintendent or designee shall develop procedures to facilitate the receipt and verification of 
students’ proof of residency. 
 
(cf. 5116 – School Attendance Boundaries) 
 
The Superintendent or designee shall annually notify parents/guardians of all existing attendance 
options available in the district, including, but not limited to, all options for meeting residency 
requirements for school attendance.  (Education Code 48980) 
 
(cf. 5116.1 – Intradistrict Open Enrollment) 
(cf. 5117 – Interdistrict Attendance) 
(cf. 5145.6 – Parental Notifications) 
 
The Superintendent or designee shall require parents/guardians to provide documentation of the 
student’s residency upon admission to a district school.  A copy of the document or written 
statement offered as verification of residency shall be maintained in the student’s mandatory 
permanent record.  (5 CCR 432) 
 
(cf. 5111 – Admission) 
(cf. 5125 – Student Records 
 
When establishing a student’s residency for enrollment purposes, the Superintendent or designee 
shall not inquire into a student’s citizenship or immigration status. 
 
A student’s enrollment may be denied when the submitted documentation is insufficient to 
establish district residency.  In any such case, the Superintendent or designee shall notify the 
parent/guardian in writing, including specific reasons for the denial. 
 
Investigation of Residency 
 
When the Superintendent or designee reasonably believes that a student’s parent/guardian has 
provided false or unreliable evidence of residency, he/she may make reasonable efforts to 
determine that the student meets district residency requirements.  An investigation may be 
initiated when the Superintendent or designee is able to identify specific, articulable facts 
supporting the belief that the parent/guardian has provided false or unreliable evidence of 
residency.  (Education Code 48204.1, 48204.2) 
 
The Superintendent or designee may assign a trained district employee to conduct the 
investigation.  The investigation may include the examination of records, including public 
records, and/or interviews of persons who may have knowledge of the student’s residency. 
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DISTRICT RESIDENCY 
 
 
If necessary, the Superintendent or designee may employ the services of a private investigator to 
conduct the investigation.  Before hiring a private investigator, the Superintendent or designee 
shall make other reasonable efforts to determine whether the student resides in the district.  
(Education Code 48204.2) 
 
The investigation shall not include the surreptitious collection of photographic or videographic 
images of persons or places subject to the investigation.  However, the use of technology is not 
prohibited if done in open and public view.  (Education Code 48204.2) 
 
Any employee or contractor engaged in the investigation shall truthfully identify himself/herself 
as an investigator to individuals contacted or interviewed during the course of the investigation.  
(Education Code 48204.2) 
 
Appeal of Enrollment Denial 
 
If the Superintendent or designee, upon investigation, determines that a student does not meet 
district residency requirements and denies the student’s enrollment in the district, he/she shall 
provide the student’s parent/guardian an opportunity to appeal that determination.  (Education 
Code 48204.2) 
 
The Superintendent or designee shall send the student’s parent/guardian written notice specifying 
the basis for the district’s determination.  This notice shall also inform the parent/guardian that 
he/she may, within 10 school days, appeal the decision and provide new evidence of residency. 
 
The burden shall be on the parent/guardian to show why the district’s determination to deny 
enrollment should be overruled.  (Education Code 48204.2) 
 
A student who is currently enrolled in the district shall be allowed to remain in attendance at 
his/her school pending the results of the appeal.  A student who is not currently enrolled in the 
district shall not be permitted to attend any district school unless his/her appeal is successful. 
 
In an appeal to the Superintendent of a determination that district residency requirements were 
not met, the Superintendent shall review any evidence provided by the parent/guardian or 
obtained during the district’s investigation and shall make a decision within 10 school days of 
receipt of the parent/guardian’s request for the appeal.  The Superintendent’s decision shall be 
final. 
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Legal Reference: 
EDUCATION CODE 
220 Prohibition of discrimination 
35160.5 Intradistrict open enrollment 
35351 Assignment of students to particular schools 
46600-46611 Interdistrict attendance permits 
48050-48054 Nonresidents 
48200-48208 Compulsory education law, especially: 
48204 Residency requirements 
48204.1-48204.2 Evidence of residency 
48300-48316 Student attendance alternatives, school district of choice program 
48350-48361 Open Enrollment Act transfers 
48852.7 Education of homeless students; immediate enrollment 
48853.5 Education of foster youth; immediate enrollment 
48980 Notifications at beginning of term 
52317 Regional occupational program, admission of persons including nonresidents 
FAMILY CODE 
6550-6552 Caregivers 
GOVERNMENT CODE 
6205-6210 Confidentiality of residence for victims of domestic violence 
CODE OF REGULATIONS, TITLE 5 
432 Retention of student records 
UNITED STATES CODE, TITLE 42 
11431-11435 McKinney-Vento Homeless Assistance Act 
COURT DECISIONS 
Katz v. Los Gatos-Saratoga Joint Union High School District, (2004) 117 Cal.App.4th 47 
 
Management Resources: 
CSBA PUBLICATIONS 
Legal Guidance Regarding International Student Exchange Placement Organizations, April 2014 
OFFICE FOR CIVIL RIGHTS, U.S. DEPARTMENT OF EDUCATION PUBLICATIONS 
Information on the Rights of All Children to Enroll in School: Questions and Answers for States, 
School Districts and Parents, 2012 
WEB SITES 
CSBA: http://www.csba.org  
California Department of Education: http://www.cde.ca.gov  
California Secretary of State, Safe at Home Program: http://www.sos.ca.gove/safeathome 
U.S. Department of Education, Office for Civil Rights:  http://www2.ed.gov/ocr  

http://www.csba.org/
http://www.cde.ca.gov/
http://www.sos.ca.gove/safeathome
http://www2.ed.gov/
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Policy HUENEME ELEMENTARY SCHOOL DISTRICT 
Adopted: pending 2nd reading 06/16 Port Hueneme, California 
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Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
Approved: (05/03)                     Port Hueneme, California 
Revised:   2/08, 03/12, pending 2nd reading 06/16 
 

Criteria for Residency 
 
A student shall be deemed to have complied with district residency requirements for enrollment in a 
district school if he/she meets any of the following criteria: 
 
1. The student's parent/guardian resides within district boundaries. (Education Code 48200) 
 
2. The student is placed within district boundaries in a regularly established licensed children's 

institution, a licensed foster home, or a family home pursuant to a court-ordered commitment 
or placement. (Education Code 48204) 

 
3. The student has been admitted through an interdistrict attendance option, such as an 

interdistrict attendance agreement, “school district of choice” transfer, or Open Enrollment 
Act transfer. (Education Code 46600, 48204, 48301, 48356) 

 
(cf. 5117 - Interdistrict Attendance) 
(cf. 5118 – Open Enrollment Act Transfers) 
 
4. The student is an emancipated minor residing within district boundaries. (Education Code 

48204) 
 
5. The student lives with a caregiving adult within district boundaries and the caregiving adult 

submits an affidavit to that effect. (Education Code 48204) 
 
6. The student resides in a state hospital located within district boundaries. (Education Code 

48204) 
 
7. The student is confined to a hospital or other residential health facility within district 

boundaries for treatment of a temporary disability. (Education Code 48204, 48207) 
 
(cf. 6183 - Home and Hospital Instruction) 
 
8. The student’s parent/guardian resides outside district boundaries but is employed within 

district boundaries and lives with the student at the place of employment for a minimum of 
three days during the school week.  (Education Code 48204) 

 
Residency Based on Parent/Guardian Employment (Allen Bill Transfers) 
 
District residency status may be granted to a student if at least one of his/her parents/guardians is 
physically employed within district boundaries for a minimum of 10 hours during the school week. 
No student seeking residency on this basis shall be denied enrollment based on race, ethnicity, sex, 
parental income, scholastic achievement, or any of the individual characteristics set forth in 
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Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
Approved: (05/03)                     Port Hueneme, California 
Revised:   2/08, 03/12, pending 2nd reading 06/16 
 

Education Code 220.  However, the Superintendent or designee may deny enrollment into the district 
if any of the following circumstances is present: (Education Code 48204) 
 
1. The additional cost of educating the student would exceed the amount of additional state aid 
received as a result of the transfer. 
 
2. Enrollment of the student would adversely affect the district’s court-ordered or voluntary 
desegregation plan as determined by the Governing Board. 
 
3. Other circumstances exist that are not arbitrary. 
 
Such circumstances may include, but are not limited to, overcrowding of school facilities at the 
relevant grade level. 
 
Once a student establishes residency on this basis, he/she shall not be required to reapply for 
enrollment in subsequent years.  The student may continue to attend school in the district through the 
highest grade level offered by the district if the parent/guardian so chooses and if at least one 
parent/guardian of the student continues to be physically employed by an employer situated within 
district boundaries, subject to the exceptions in items #1-3 above.  (Education Code 48204) 
 
The Superintendent or designee may deny a transfer out of the district by a student whose 
parent/guardian is employed within the boundaries of another district if the difference between the 
number of students entering and exiting the district on the basis of parent/guardian employment 
exceeds the limits prescribed in Education Code 48204.  (Education Code 48204) 
 
Proof of Residency 
 
Evidence of residency may be established by documentation showing the name and address of the 
parent/guardian within the district, including, but not limited to, any of the following: (Education 
Code 48204.1) 
 
1. Property tax payment receipt 
 
2. Rental property contract, lease, or payment receipt 
 
3. Utility service contract, statement, or payment receipt 
 
4. Pay stub 
 
5. Voter registration 
 
6. Correspondence from a government agency 
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Approved: (05/03)                     Port Hueneme, California 
Revised:   2/08, 03/12, pending 2nd reading 06/16 
 

 
7. Declaration of residency executed by the student’s parent/guardian 
 
8. If the student is an unaccompanied youth as defined in 42 USC 11434a, a declaration of 
residency executed by the student 
 
9. If the student is residing in the home of a caregiving adult within district boundaries, an 
affidavit executed by the caregiving adult in accordance with Family Code 6552 
 
(cf. 5141 – Health Care and Emergencies) 
 
The Superintendent or designee shall make a reasonable effort to secure evidence that a homeless or 
foster youth resides within the district, including, but not limited to, a utility bill, letter from a 
homeless shelter, hotel/motel receipt, or affidavit from the student's parent/guardian or other 
qualified adult relative. 
 
However, a homeless or foster youth shall not be required to provide proof of residency as a 
condition of enrollment in district schools. (Education Code 48853.5; 42 USC 11432) 
 
(cf. 6173 - Education for Homeless Children) 
(cf. 6173.1 - Education for Foster Youth) 
 
A parent/guardian seeking residency status on the basis of his/her employment within district 
boundaries shall submit proof of the employment which may include, but not be limited to, a 
paycheck stub or letter from his/her employer listing a physical address within district boundaries.  
Such evidence shall also indicate the number of hours or days per school week that the 
parent/guardian is employed at that location. 
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Failure to Verify Residency 
 
When the Superintendent or designee reasonably believes that a student’s parent/guardian has 
provided false or unreliable evidence of residency, he/she may make reasonable efforts to determine 
that the student meets district residency requirements. (Education Code 48204.1) 
 
If the Superintendent or designee, upon investigation, determines that a student's enrollment or 
attempted enrollment is based on false or unreliable evidence of residency, he/she shall deny or 
revoke the student's enrollment. Before any such denial or revocation is final, the parent/guardian 
shall be sent written notice of the facts leading to the decision. This notice also shall inform the 
parent/guardian that he/she may provide new material evidence of residency, in writing, to the 
Superintendent or designee within 10 school days. The Superintendent or designee shall review any 
new evidence and make a final decision within 10 school days. 
 
Safe at Home/Confidential Address Program 
 
When a student or parent/guardian participating in the Safe at Home program requests that the 
district use the substitute address designated by the Secretary of State, the Superintendent or 
designee may request the actual residence address for the purpose of establishing residency within 
district boundaries but shall use the substitute address for all future communications and 
correspondence and shall not include the actual address in the student’s file or any other public 
record. (Government Code 6206, 6207) 
 
(cf. 3580 - District Records) 
 
 

 
 
 



BP 5146 (a) 
Students 
 
MARRIED / PREGNANT / PARENTING STUDENTS 
 
 
The Governing Board recognizes that early marriage, pregnancy or parenting and related 
responsibilities may disrupt a student's education and increase the chance of a student dropping 
out of school. The Board therefore desires to support married, pregnant, and parenting students 
to continue their education, attain strong academic and parenting skills, and promote the healthy 
development of their children. 
 
(cf. 5113.1 – Chronic Absence and Truancy) 
(cf. 5147 – Dropout Prevention) 
(cf. 6011 – Academic Standards) 
(cf. 6146.1 – High School Graduation Requirements) 
(cf. 6146.11 – Alternative Credits Toward Graduation) 
(cf. 6146.2 – Certificate of Proficiency/High School Equivalency) 
(cf. 6164.5 – Student Success Teams) 
 
The district shall not discriminate against any student on the basis of the student’s marital status, 
pregnancy, childbirth, false pregnancy, termination of pregnancy, or related recovery. (Education 
Code 230; 34 CFR 106.40) 
 
(cf. 0410 – Nondiscrimination in District Programs and Activities) 
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MARRIED / PREGNANT / PARENTING STUDENTS 
 
 
Education and Support Services for Pregnant and Parenting Students 
 
Pregnant and parenting students shall retain the right to participate in any comprehensive school 
or educational alternative program. The classroom setting shall be the preferred instructional 
strategy unless an alternative is necessary to meet the needs of the student and/or his/her child. 
 
(cf. 6158 – Independent Study) 
(cf. 6181 – Alternative Schools/Programs of Choice) 
(cf. 6184 – Continuation Education) 
(cf. 6200 – Adult Education) 
 
Any education program or activity that is offered separately to pregnant students, including any 
class or extracurricular activity, shall be equal to that offered to other district students.  A 
student’s participation in such programs shall be voluntary.  (5 CCR 4950) 
 
(cf. 6142.7 – Physical Education and Activity) 
(cf. 6145 – Extracurricular and Cocurricular Activities) 
 
As required for other students with physical or emotional conditions or temporary disabilities, 
the Superintendent or designee may require a student, based on pregnancy, childbirth, false 
pregnancy, termination of pregnancy, or related recovery, to obtain certification from a physician 
indicating that the student is physically and emotionally able to participate in an educational 
program or activity.  (34 CFR 106.40) 
 
Absences 
 
Pregnant or parenting students may be excused for absences related to confidential medical 
appointments in accordance with BP/AR 5113 – Absences and Excuses. 
 
(cf. 5113 – Absences and Excuses) 
 
The Superintendent or designee shall grant a student leave of absence due to pregnancy, 
childbirth, false pregnancy, termination of pregnancy, and related recovery for as long as it is 
deemed medically necessary by a physician. At the conclusion of the leave, the student shall be 
reinstated to the status she held when the leave began. (34 CFR 106.40) 
 
(cf. 5112.3 – Student Leave of Absence) 
 
A parenting student may request exemption from attendance because of personal services that 
must be rendered to a dependent.  
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MARRIED / PREGNANT / PARENTING STUDENTS 
 
 
(cf. 5112.1 – Exemptions from Attendance) 
 
Reasonable Accommodations 
 
When necessary, the district shall provide reasonable accommodations to pregnant and parenting 
students to enable them to access the educational program. 
 
A pregnant student shall have access to any services available to other students with temporary 
disabilities or medical conditions.  (34 CFR 106.40) 
 
(cf. 6183 – Home and Hospital Instruction) 
 
The school shall provide reasonable accommodations to any lactating student to express breast 
milk, breastfeed an infant child, or address other needs related to breastfeeding.  A student shall 
not incur an academic penalty for using any of these reasonable accommodations, and shall be 
provided the opportunity to make up any work missed due to such use.  Reasonable 
accommodations include, but are not limited to: (Education Code 222) 
 
1. Access to a private and secure room, other than a restroom, to express breast milk or 
breastfeed an infant child 
 
2. Permission to bring onto a school campus a breast pump and any other equipment used to 
express breast milk 
 
3. Access to a power source for a breast pump or any other equipment used to express breast 
milk 
 
4. Access to a place to store expressed breast milk safely 
 
5. A reasonable amount of time to accommodate the student’s need to express breast milk or 
breastfeed an infant child 
 
Complaints 
 
Any complaint of discrimination on the basis of pregnancy or marital or parental status shall be 
addressed through the district’s uniform complaint procedures in accordance with 5 CCR 4600-
4687 and BP/AR 1312.3 – Uniform Complaint Procedures. 
 
(cf. 1312.3 – Uniform Complaint Procedures) 
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MARRIED / PREGNANT / PARENTING STUDENTS 
 
 
Any complaint alleging district noncompliance with the requirements to provide reasonable 
accommodations for lactating students also may be filed in accordance with the district’s 
procedures in AR 1312.3 – Uniform Complaint Procedures.  A complainant who is not satisfied 
with the district’s decision may appeal the decision to the California Department of Education 
(CDE).  If the district or the CDE finds merit in an appeal, the district shall provide a remedy to 
the affected student.  (Education Code 222; 5 CCR 4600-4687) 
 
Legal References 
See Next Page 
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EDUCATION CODE 
222 Reasonable accommodations; lactating students 
230 Sex discrimination 
8200-8498 Child Care and Development Services Act 
48205 Excused absences 
48220 Compulsory education requirement 
48410 Persons exempted from continuation classes 
49553 Nutrition supplements for pregnant/lactating students 
51220.5 Parenting skills and education 
51745 Independent study 
52610.5 Enrollment of pregnant and parenting students in adult education 
CIVIL CODE 
51 Unruh Civil Rights Act 
FAMILY CODE 
7002 Description of emancipated minor 
HEALTH AND SAFETY CODE 
104460 Tobacco prevention services for pregnant and parenting students 
CODE OF REGULATIONS, TITLE 5 
4600-4687 Uniform complaint procedures 
4950 Nondiscrimination, marital and parental status 
CODE OF REGULATIONS, TITLE 22 
101151-101239.2 General licensing requirements for child care centers 
101351-101439.1 Infant care centers 
UNITED STATES CODE, TITLE 20 
1681-1688 Title IX, Education Act Amendments 
UNITED STATES CODE, TITLE 42 
1786 Special supplemental nutrition program for women, infants, and children 
CODE OF FEDERAL REGULATIONS, TITLE 7 
246.1-246.28 Special supplemental nutrition program for women, infants, and children 
CODE OF FEDERAL REGULATIONS, TITLE 34 
106.40   Marital or parental status 
ATTORNEY GENERAL OPINIONS 
87 Ops.Cal.Atty.Gen. 168 (2004) 
COURT DECISIONS 
American Academy of Pediatrics et al v. Lungren et al (1997) 16 Cal.4th 307 
 
Management Resources: 
CALIFORNIA WOMEN’S LAW CENTER PUBLICATIONS 
Educational Rights of Pregnant and Parenting Teens: Title IX and California State Law 
Requirements 



BP 5146 (f) 
Students 
 
MARRIED / PREGNANT / PARENTING STUDENTS 
 
 
Pregnant Students and Confidential Medical Services 
The Civil Rights of Pregnant and Parenting Teens in California Schools, 2002 
U.S. DEPARTMENT OF EDUCATION PUBLICATIONS 
Supporting the Academic Success of Pregnant and Parenting Students under Title IX of the 
Education Amendments of 1972, rev. June 2013



BP 5146 (g) 
Students 
 
MARRIED / PREGNANT / PARENTING STUDENTS 
 
 

Policy  HUENEME ELEMENTARY SCHOOL DISTRICT 
Adopted: (06/07)  Port Hueneme, California 
Revised: 04/14, pending 2nd reading 06/16 

WEB SITES 
California Department of Education: http://www.cde.ca.gov  
California Women’s Law Center: http://www.cwlc.org/resources  
U.S. Department of Agriculture, Women, Infants, and Children Program: 
http://www.fns.usda.gov/wic  
U.S. Department of Education: http://www.ed.gov  
 
 
 

http://www.cde.ca.gov/
http://www.cwlc.org/
http://www.fns.usda.gov/wic
http://www.ed.gov/


BP 6142.7 (a) 
Instruction  
 
PHYSICAL EDUCATION AND ACTIVITY 
 
The Governing Board recognizes the positive benefits of physical activity on student health and 
academic achievement.  The district shall provide all students the opportunity to be physically 
active on a regular basis through high-quality physical education instruction and may provide 
additional opportunities for physical activity throughout the school day.  The district’s physical 
education and activity programs shall support the district’s coordinated student wellness program 
and encourage students’ lifelong fitness. 
 
(cf. 5030 – Student Wellness) 
(cf. 6142.8 - Comprehensive Health Education) 
 
 The district’s physical education program shall provide a developmentally appropriate sequence 
of instruction aligned with the state’s model content standards and curriculum framework.  
 
(cf. 6011 – Academic Standards) 
(cf. 6143 - Courses of Study) 
 
The district’s physical education program shall engage students in moderate to vigorous physical 
activity, as defined in the accompanying administrative regulation, for at least 50 percent of class 
or session time.  The Superintendent or designee shall develop strategies to monitor the amount of 
moderate to vigorous physical activity that takes place in the physical education instructional 
program. 
 
The Superintendent or designee shall ensure that the district’s program provides students with 
equal opportunities for instruction and participation regardless of gender in accordance with law. 
 
(cf. 0410 – Nondiscrimination in District Programs and Activities) 
 
 Students with disabilities shall be provided instruction in physical education in accordance with  
their individualized education program or Section 504 accommodation plan. 
 
(cf. 6159 – Individualized Education Program) 
(cf. 6164.6 - Identification and Education Under Section 504) 
 
During air pollution episodes, extreme weather, or other inclement conditions, physical education 
staff shall make appropriate adjustments to the program or shall seek alternative indoor space to 
enable students to participate in active physical education. 
 
(cf. 3514 – Environmental Safety) 
(cf. 5141.7 – Sun Safety) 
 
The Superintendent or designee shall develop strategies to supplement physical education 
instruction with additional opportunities for students to be physically active before, during, and 
after the school day. 



BP 6142.7 (b) 
Instruction  
 
PHYSICAL EDUCATION AND ACTIVITY 
 
 
(cf. 1330.1 – Joint Use Agreements) 
(cf. 5142.2 – Safe Routes to School Program) 
(cf. 5148 – Child Care and Development Program) 
(cf. 5148.2 – Before/After School Programs) 
(cf. 6145 – Extracurricular and Cocurricular Activities) 
 
Staffing 
 
Physical education instruction shall be delivered by appropriately credentialed teachers who may 
be assisted by instructional aides, paraprofessionals, and/or volunteers. 
 
(cf. 1240 – Volunteer Assistance) 
(cf. 4112.2 – Certification) 
(cf. 4112.21 – Interns) 
(cf. 4113 – Assignment) 
(cf. 4222 – Teacher Aides/Paraprofessionals) 
 
The district shall provide physical education teachers with continuing professional development,  
including classroom management and instructional strategies designed to keep students engaged 
and active and to enhance the quality of physical education instruction and assessment. 
 
(cf. 4131 – Staff Development) 
(cf. 5121 – Grades/Evaluation of Student Achievement) 
 
Physical Fitness Testing 
 
The Superintendent or designee shall annually administer the physical fitness test designated by 
the State Board of Education (FITNESSGRAM) to students in grades 5 and 7. (Education Code 
60800; 5 CCR 1041) 
 
 
Temporary Exemptions 
 
The Superintendent or designee may grant a student a temporary exemption from physical 
education under either of the following conditions: (Education Code 51241) 
 
1. The student is ill or injured and a modified program to meet his/her needs cannot be 
provided.   
 
2. The student is enrolled for one-half time or less. 
 
 



BP 6142.7 (c) 
Instruction  
 
PHYSICAL EDUCATION AND ACTIVITY 
 
Legal Reference: 
EDUCATION CODE 
33126 School accountability report card 
33350-33354 CDE responsibilities re: physical education 
35256 School accountability report card 
44250-44277 Credential types 
49066 Grades; physical education class 
51210 Course of study, grades 1-6 
51220 Course of study, grades 7-12 
51222 Physical education 
51223 Physical education, elementary schools 
51241 Temporary or permanent exemption from physical education 
51242 Exemption from physical education for athletic program participants 
52316 Excuse from attending physical education classes 
60800 Physical performance test 
CODE OF REGULATIONS, TITLE 5 
1040-1048 Physical performance test 
3051.5 Adapted physical education for individuals with exceptional needs 
4600-4687 Uniform complaint procedures 
10060 Criteria for high school physical education programs 
80020 Additional assignment authorizations for specific credentials 
80037 Designated subject teaching credential; special teaching authorization in physical education 
80046.1 Added authorization to teach adapted physical education 
UNITED STATES CODE, TITLE 29 
794 Rehabilitation Act of 1973, Section 504 
UNITED STATES CODE, TITLE 42 
1758b Local wellness policy 
ATTORNEY GENERAL OPINIONS 
53 Ops.Cal.Atty.Gen. 230 (1970) 
COURT DECISIONS 
Doe v. Albany Unified School District (2010) 190 Cal.App.4th 668 
Cal200 et al. v. San Francisco Unified School District et al. (2013), San Francisco Superior Court, 
Case No. CGC-13-534975 
Cal200 et al. v. Oakland Unified School District et al. (San Francisco Superior Court, Case No. 
CPF-14-513959) 
 
Management Resources: 
CSBA PUBLICATIONS 
Districts at Risk from Lawsuits Regarding PE Instructional Minute Requirement, Legal Alert, May 
2015 
Monitoring for Success: A Guide for Assessing and Strengthening Student Wellness Policies, 2012 
Student Wellness: A Healthy Food and Physical Activity Policy Resource Guide, rev. 2012 



BP 6142.7 (d) 
Instruction  
 
PHYSICAL EDUCATION AND ACTIVITY 
 
Active Bodies, Active Minds: Physical Activity and Academic Achievement, Fact Sheet, February 
2010 
Maximizing Opportunities for Physical Activity Through Joint Use of Facilities, Policy Brief, rev. 
February 2010 
Maximizing Opportunities for Physical Activity During the School Day, Fact Sheet, November 
2009 
Moderate to Vigorous Physical Activity in Physical Education to Improve Health and Academic 
Outcomes, Fact Sheet, November 2009 
Physical Education and California Schools, Policy Brief, rev. October 2007 
CDE PUBLICATIONS 
Physical Education Framework for California Public Schools: Kindergarten through Grade 12, 
2009 
Physical Education Model Content Standards for California Public Schools: Kindergarten through 
Grade 12, January 2005 
Adapted Physical Education Guidelines for California Schools, 2003 
CENTERS FOR DISEASE CONTROL AND PREVENTION PUBLICATIONS 
School Health Index (SHI): Self-Assessment and Planning Guide 2014 
COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS 
The Administrator’s Assignment Manual, 2007 
U.S. DEPARTMENT OF HEALTH AND HUMAN SERVICES PUBLICATIONS 
2008 Physical Activity Guidelines for Americans, October 2008 
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Instruction  
 
PHYSICAL EDUCATION AND ACTIVITY 
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WEB SITES 
CSBA:   http://www.csba.org  
CDE Physical Fitness Testing: http://www.cde.ca.gov/ta/tg/pf  
California Healthy Kids Resource Center: http://www.californiahealthykids.org  
California Project LEAN (Leaders Encouraging Activity and Nutrition): 
 http://www.californiaprojectlean.org 
Centers for Disease Control and Prevention (CDC): http://www.cdc.gov     
Commission on Teacher Credentialing: http://www.ctc.ca.gov 
Educational Data System, California physical fitness: 
 http://www.eddata.com/projects/ 
Healthy People 2010: http://www.healthypeople.gov 
National Association for Sports and Physical Education: http://www.aahperd.org/naspe 
President’s Council on Physical Fitness and Sports: www.fitness.gov 
U.S. Department of Health and Human Services: http://www.health.gov 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.csba.org/
http://www.cde.ca.gov/ta/tg/pf
http://www.californiahealthykids.org/
http://www.californiaprojectlean.org/
http://www.cdc.gov/
http://www.eddataonline.com/fitness/2007
http://www.aahperd.org/naspe
http://www.fitness.gov/


AR 6142.7 (a) 
Instruction 
 
PHYSICAL EDUCATION AND ACTIVITY 
 
Definitions 
 
Physical education is a sequential educational program that teaches students to understand and 
participate in regular physical activity for developing and maintaining physical fitness throughout 
their lifetime, understand and improve their motor skills, enjoy using their skills and knowledge 
to establish a healthy lifestyle, and understand how their bodies work. 
 
Physical activity is bodily movement that is produced by the contraction of skeletal muscle and 
that substantially increases energy expenditure, including exercise, sport, dance, and other 
movement forms. 
 
Moderate physical activity is any activity which generally requires sustained, rhythmic movements 
and refers to a level of effort a healthy individual might expend while, for example, walking 
briskly, dancing, swimming, or bicycling on level terrain.  A person should feel some exertion but 
should be able to carry on a conversation comfortably during the activity. 
 
Vigorous physical activity is any activity which generally requires sustained rhythmic movements 
and refers to a level of effort a healthy individual might expend while, for example, jogging, 
participating in high-impact aerobic dancing, swimming continuous laps, or bicycling uphill.  
Vigorous physical activity may be intense enough to result in a significant increase in heart and 
respiration rate. 
 
Instructional Time 
 
Instruction in physical education shall be provided for at least the following minimum period of 
time: (Education Code 51210, 51222, 51223) 
 
1. For students in grades 1-6, 200 minutes each 10 school days, exclusive of recesses and the 
lunch period 
 
2. For students in grades 7-8 attending an elementary school, 200 minutes each 10 school 
days, exclusive of recesses and the lunch period 
 
3. For students in grades 7-8 attending a middle school or junior high school, 400 minutes 
each 10 school days 
 
If the instructional minute requirement cannot be met during any 10-day period due to inclement 
weather, a school assembly, field trip, student assessment, or other circumstance, the school shall 
make up those minutes on another day in order to satisfy the instructional minute requirement. 
 



AR 6142.7 (b) 
Instruction 
 
PHYSICAL EDUCATION AND ACTIVITY 
 
The Superintendent or designee shall determine a method to document compliance with the 
required number of instructional minutes.  Such documentation may include, but not be limited to, 
a master schedule, teacher roster, or log for staff or students to record the number of physical 
education minutes completed. 
 
Any complaint alleging noncompliance with the instructional minute requirement for elementary 
schools may be filed in accordance with the district’s procedures in AR 1312.3 – Uniform 
Complaint Procedures.  A complainant not satisfied with the district’s decision may appeal the 
decision to the California Department of Education (CDE).  If the district or the CDE finds merit 
in a complaint, the district shall provide a remedy to all affected students and parents/guardians.  
(Education Code 51210, 51223; 5 CCF 4600-4687) 
 
(cf. 1312.3 – Uniform Complaint Procedures) 
 
Monitoring Moderate to Vigorous Physical Activity 
 
To monitor whether students are engaged in moderate to vigorous physical activity for at least 50 
percent of physical education class or session time, the Superintendent or designee may: 
 
1. Develop methods to estimate the amount of time students spend in moderate to vigorous 
physical activity or the number of students who are inactive during physical education classes 
 
2. Provide physical education teachers with staff development, self-monitoring tools, 
stopwatches, and/or heart rate monitors to assist them in planning and assessing the level of activity 
in the classes 
 
(cf. 4115 – Evaluation/Supervision) 
 
Physical Fitness Testing 
 
During the annual assessment window between the months of February through May, students in 
grades 5 and 7 shall be administered the physical fitness test designated by the State Board of 
Education (FITNESSGRAM).  (Education Code 60800; 5 CCR 1041) 
 
(cf. 6162.5 – Student Assessment) 
 
The Superintendent or designee may provide a make-up date for students who are unable to take 
the test based on absence or temporary physical restriction or limitations, such as students 
recovering from illness or injury. (5 CCR 1043) 
 



AR 6142.7 (c) 
Instruction 
 
PHYSICAL EDUCATION AND ACTIVITY 
 
On or before November 1 of each school year, the Superintendent may designate an employee to 
serve as the district’s physical fitness test coordinator and so notify the test contractor. The test 
coordinator shall serve as the liaison between the district and California Department of Education 
for all matters related to the physical fitness test. His/her duties shall be those specified in 
5 CCR 1043.4, including, but not limited to, overseeing the administration of the test and the 
collection and return of all test data to the test contractor.  (5 CCR 1043.4) 
 
Students shall be provided with their individual results after completing the FITNESSGRAM. The 
test results may be provided in writing or orally as the student completes the testing and shall be 
included in his/her cumulative record. (Education Code 60800; 5 CCR 1043.10, 1044) 
 
(cf. 5125 – Student Records) 
 
Each student’s test results shall also be provided to his/her parents/guardians. 
 
The Superintendent or designee shall report the aggregate results of the FITNESSGRAM in the 
annual school accountability report card required by Education Code 33126 and 35256.  
(Education Code 60800) 
 
(cf. 0510 – School Accountability Report Card) 
 



AR 6142.7 (d) 
Instruction 
 
PHYSICAL EDUCATION AND ACTIVITY 
 
Testing Variations 
 
All students may be administered the FITNESSGRAM with the following test variations: (5 CCR 
1047) 
 
1. Extra time within a testing day 
 
2. Test directions that are simplified or clarified 
 
All students may have the following test variations if they are regularly used in the classroom: 
(5 CCR 1047) 
 
1. Audio amplification equipment 
 
2. Separate testing for individual students provided that they are directly supervised by the 

test examiner. 
 
3. Manually Coded English or American Sign Language to present directions for test 

administration 
 
Students with a physical disability and students who are physically unable to take all of the test 
shall undergo as much of the test as their physical condition will permit. (Education Code 60800; 
5 CCR 1047) 
 
Students with disabilities may be provided the following accommodations if specified in their 
individualized education program (IEP) or Section 504 plan: (5 CCR 1047) 
 
1. Administration of the test at the most beneficial time of day to the student after consultation 

with the test contractor 
 
2. Administration of the test by a test examiner to the student at home or in the hospital 
 
3. Any other accommodation specified in the student’s IEP or Section 504 plan for the 

physical fitness test 
 
(cf. 6159 – Individualized Education Program) 
(cf. 6164.6 – Identification and Education Under Section 504)
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PHYSICAL EDUCATION AND ACTIVITY 
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Identified English learners may be allowed the following additional test variations if regularly used 
in the classroom: (5 CCR 1048) 
 
1. Separate testing with other English learners, provided they are directly supervised by the 

test examiner 
 
2. Test directions translated into their primary language and the opportunity to ask clarifying 

questions about the test directions in their primary language 
 
Additional Opportunities for Physical Activity 
 
The Superintendent or designee shall implement strategies for increasing opportunities for physical 
activity outside the physical education program, which may include, but not be limited to: 
 
1. Training recess and lunch supervisors on methods to engage students in moderate to 
vigorous physical activity 
 
(cf. 1240 – Volunteer Assistance) 
(cf. 4231 – Staff Development) 
(cf. 5030 – Student Wellness) 
 
2. Encouraging teachers to incorporate physical activity into the classroom 
 
3. Establishing extracurricular activities that promote physical activity, such as school clubs, 
intramural athletic programs, dance performances, special events, and competitions 
 
(cf. 6145 – Extracurricular and Cocurricular Activities) 
(cf. 6145.5 – Student Organizations and Equal Access) 
 
4. Incorporating opportunities for physical activity into before- or after-school programs 
and/or child care and development programs 
 
(cf. 5148 – Child Care and Development Program) 
(cf. 5148.2 – Before/After School Programs) 
 
5. Exploring opportunities for joint use of facilities or grounds in order to provide adequate 
space for students and community members to engage in recreational activities 
 
(cf. 1330.1 – Joint Use Agreements) 
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PHYSICAL EDUCATION AND ACTIVITY 
 

 
Regulation  HUENEME SCHOOL DISTRICT 
approved: 04/03, 09/03 Port Hueneme, California 
Revised: 03/04, 02/08, pending 2nd reading 06/16 

6. Developing business partnerships to maximize resources for physical activity equipment 
and programs 
 
(cf. 1700 – Relations Between Private Industry and the Schools) 
 
7. Developing programs to encourage and facilitate walking, bicycling, or other active 
transport to and from school 
 
(cf. 5142.2 - Safe Routes to School Program) 
 
 
 



BP 6152 (a) 
Instruction 
 
CLASS ASSIGNMENT 
 

 

The Governing Board believes students should be assigned to classes and/or grouped in a manner 
that provides the most effective learning environment for all students. 
 
When assigning students to specific courses and classes, the principal or designee may consider 
the following criteria as appropriate for the grade level and course: 
 
1.  Staff recommendation including, but not limited to, the recommendations of teachers and 
counselors 
 
2. Skills and classroom management style of individual teachers 
 
3. Student skill level as indicated by multiple objective academic measures, such as student 
assessment results, grade point average, and grades in prerequisite courses 
 
(cf. 5121 - Grades/Evaluation of Student Achievement)  
  
(6152.1 – Placement in Mathematics Courses) 
(cf. 6162.5 – Student Assessment) 
(cf. 6162.51 – State Academic Achievement Tests) 
 
4.   Balance of high, medium and low academic achievers 
 
5. Student interests, readiness, behavior, and motivation 
 
6. Student/teacher ratios and, if relevant, class size reduction considerations 
 
(cf. 6151 - Class Size) 
 
The principal or designee may accept from parents/guardians any information which would be 
helpful in making placement decisions. However, a parent/guardian who provides such 
information shall be informed that a request for a specific teacher shall be one of many factors 
which may be taken into account when determining his/her child’s placement. 
 
During the school year, the principal or designee may make any adjustments in class placement 
which he/she considers beneficial to the student or the educational program. 
 
 
 



BP 6152 (b) 
Instruction 
 
CLASS ASSIGNMENT 
 

 

Policy  HUENEME ELEMENTARY SCHOOL DISTRICT 
Adopted: 04/03 Port Hueneme, California 
Revised: 03/12, pending 2nd reading 06/16 

Legal Reference: 
EDUCATION CODE 
35020 Duties of employees fixed by governing board 
35160 Authority of the board 
51224.7 California Mathematics Placement Act of 2015 
CODE OF REGULATIONS, TITLE 5 
4600-4687 Uniform complaint procedures 
 
Management Resources: 
WEB SITES 
California Department of Education, Curriculum and Instruction: http://www.cde.ca.gov/ci 
National Association for the Education of Young Children: http://www.naeyc.org 
 
 
 

http://www.cde.ca.gov/ci
http://www.naeyc.org/


Instruction AR 6162.51(a) 
  
STATE ACADEMIC ACHIEVEMENT TESTS 
 
 

 

The Superintendent or designee shall administer the California Assessment of Student Performance 
and Progress (CAASPP) to all district students at applicable grade levels, except those students 
exempted by law. 
 
The students of any charter school that receives its state funding allocation through the district shall 
be tested in coordination with the testing of district students. In addition, the Superintendent or 
designee shall arrange for the testing of students in any alternative education program or program 
conducted off campus, including, but not limited to, non-classroom based programs, continuation 
schools, independent study, community day schools, county community schools, juvenile court 
schools, or nonpublic, nonsectarian schools. No test shall be administered in a home or hospital 
except by a test examiner. (5 CCR 851) 
 
(cf. 0420.4 – Charter School Authorization) 
(cf. 0420.41 – Charter School Oversight) 
(cf. 6158 – Independent Study) 
(cf. 6159.2 – Nonpublic, Nonsectarian School and Agency Services for Special Education) 
(cf. 6181 – Alternative Schools/Programs of Choice) 
(cf. 6183 – Home and Hospital Instruction) 
(cf. 6184 – Continuation Education) 
(cf. 6185 – Community Day School) 
 
On or before July 1 of each year, the Superintendent or designee shall identify any district school(s) 
with students who are unable to access the computer based assessment of a CAASPP test and shall 
report the number of such students to the test contractor.  If available, a paper and pencil version of 
the assessment may be administered to such students.  (5 CCR 853, 857) 
 
On or before July 1 of each year, the Superintendent or designee shall designate a district 
coordinator who shall oversee all matters related to the testing program and serve as the district 
representative and liaison with the test contractor and the California Department of Education 
(CDE). The Superintendent or designee shall also designate a coordinator for each test site. The 
duties of the district and site test coordinators shall include those specified in 5 CRR 857-858. 
(5 CCR 857-858) 
 
The Superintendent or designee also shall appoint trained test administrator(s) to administer the 
CAASPP achievement tests and test examiner(s) to administer the California Alternate Assessments. 
A test examiner shall be a certificated or licensed employee of the district or county office of 
education. (5 CCR 850) 
 
(cf. 4112.2 – Certification) 
(cf. 4113 – Assignment) 
 
As appropriate, the Superintendent or designee shall assign a specially trained district employee to 
serve as a test proctor to assist the test examiner; a specially trained district employee, or other 
person supervised by a district employee, to serve as a translator to translate the test directions into a 



Instruction AR 6162.51(b) 
  
STATE ACADEMIC ACHIEVEMENT TESTS 
 
 

 

student's primary language; and a district employee to serve as a scribe to transcribe a student's 
responses to the format required by the test. A student's parent/guardian or sibling shall not be 
eligible to be that student's translator or scribe. (5 CCR 850) 
 
All test administrators, test examiners, proctors, translators, scribes, district and site test 
coordinators, and other persons having access to any of the CAASPP achievement tests and 
corresponding test materials, assessment technology platform, or tests administered pursuant to 
Education Code 60640 shall acknowledge the limited purpose of their access to the achievement 
tests by signing a test security affidavit.  In addition, all district and site test coordinators shall sign a 
test security agreement before receiving any CAASPP achievement tests and corresponding test 
materials.  The test security affidavit and test security agreement shall be those set forth in 5 CCR 
859 (5 CCR 850, 859) 
 
Tests Included in the State Assessment System 
 
The district shall administer the following CAASPP assessments: (Education Code 60640; 5 CCR 
851.5) 
 
1. The CAASPP achievement tests for English language arts and mathematics in grades 3-8, 
except that: 
 
(cf. 6142.91 – Reading/Language Arts Instruction) 
(cf. 6142.92 – Mathematics Instruction) 
 
a. Recently arrived English learners, defined pursuant to Education Code 60603 as English 
learners who are in their first 12 months of attending a school in the United States, shall be exempted 
from taking the English language arts assessment to the extent allowed by federal law.  A recently 
arrived English learner may be administered the test upon request by his/her parent/guardian. 

 
(cf. 6174 – Education for English Language Learners) 

 
b. Students with disabilities who are unable to participate in the English language arts and 
mathematics assessments, even with the resources described in the section "Testing Variations" 
below, shall be provided an alternate test when designated in their individualized education program 
(IEP), as provided in item #3 below. 
 
(cf. 6159 – Individualized Education Program) 
(cf. 6164.6 – Identification and Education Under Section 504) 
 
2. Science assessments at grades 5 and 8 
 
However, students with disabilities who are unable to participate in the science assessments, even  
with the resources described in the “Testing Variations” section below, shall be provided an alternate  
test when designated in their IEP, as provided in item #3 below. 



Instruction AR 6162.51(c) 
  
STATE ACADEMIC ACHIEVEMENT TESTS 
 
 

 

 
(cf. 6142.93 – Science Instruction) 
 
3. For students with disabilities who are unable to take the tests specified in items #1-2 above 
even with appropriate accommodations or other testing resources, and who have an IEP that 
designates the use of alternate tests at the applicable grade levels: 
 
a. California Alternate Assessment in English language arts and mathematics for students with 
significant cognitive disabilities 
 
b. For the science assessment, either the California Modified Assessment or, for students with 
significant cognitive disabilities, the California Alternate Performance Assessment  
In addition, the Superintendent or designee may administer a primary language assessment to 
English learners.  Administration of this test shall not replace the administration of the above tests, 
administered in English, to English learners.  (Education Code 60640) 
 
The primary language assessment also may be used to assess students in a dual language immersion 
program who are not limited English proficient or who are redesignated fluent English proficient, 
subject to approval by the California Department of Education (CDE) of an agreement between the 
district and the state testing contractor.  (Education Code 60640) 
 
Exemptions 
 
Each year the Superintendent or designee shall notify parents/guardians of their child's participation 
in the CAASPP and of the provisions of Education Code 60615 related to exemptions from testing. 
(5 CCR 852) 
 
(cf. 5145.6 – Parental Notifications) 
 
A parent/guardian may annually submit to the school a written request to excuse his/her child from 
any or all parts of the CAASPP assessments for the school year, and such a request shall be granted 
by the Superintendent or designee. However, district employees shall not solicit or encourage any 
exemption request on behalf of any student or group of students. (Education Code 60615; 5 CCR 
852) 
 
If a parent/guardian submits an exemption request after testing has begun, any test(s) completed 
before the request is submitted will be scored and the results reported to the parent/guardian and 
included in the student's records. (5 CCR 852) 
 
Testing Period 
 
The Superintendent or designee shall establish testing days for district students within the following 
testing windows: (5 CCR 855) 
 



Instruction AR 6162.51(d) 
  
STATE ACADEMIC ACHIEVEMENT TESTS 
 
 

 

1. Assessments in English language arts and mathematics shall  be administered between the 
date on which at least 66 percent of the school's or track’s annual instructional days  for grades 3-8 
have been completed and  the last day of instruction for the regular annual calendar of the school or 
track. 
 
2. All science assessments, including CAPA and CMA, shall be administered during an 
available testing window of 25 instructional days that includes 12 instructional days before and after 
completion of 85 percent of the school's or track's annual instructional days. 
 
3. Beginning in the 2016-17 school year, the CAA shall be administered during the available 
testing windows specified in item #1. 
 
Within the above testing windows, the Superintendent or designee may designate one testing period 
for each school or track or, if a school has multiple tracks, a selected testing period for each track.  
The district shall not exceed six selected testing periods within the available testing window.  The 
testing period shall be no fewer than 25 consecutive instructional days and may be extended up to an 
additional 10 consecutive instructional days if still within the available testing window set forth in 
items #1-3 above.  (5 CCR 855) 
 
Students who are absent during testing shall be provided an opportunity to take the tests within the 
testing window. 
 
Testing Variations 
 
CAASPP achievement tests and the primary language test shall be administered in accordance with 
the manuals or other instructions provided by the test contractor or CDE except that, as appropriate, 
the following testing variations may be used: (5 CCR 850, 853-853.8) 
 
1. Universal tools specified in 5 CCR 853.5 may be used with any student. 
 
2. Designated supports specified in 5 CCR 853.5 and, if an English learner, in 5 CCR 853.7, 
may be used with a student for whom the need has been indicated by an educator or team of 
educators, with parent/guardian and student input as appropriate, or for whom the need is specified 
in the student’s IEP or Section 504 plan.  
 
3. Accommodations specified in 5 CCR 853.5 may be used with a student with disabilities 
when included in the student’s IEP or Section 504 plan as resources that are regularly used in the 
classroom for the student’s instruction and/or assessment(s).  Such accommodations shall be either 
utilized in the assessment environment or consist of changes in procedures or materials that increase 
equitable access during the assessment.
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4. An unlisted resource that has not been specifically identified as an approved universal tool, 
designated support, or accommodation may be used with a student who has an IEP or Section 504 
plan provided that the resource is one that is regularly used  in the classroom for instruction and/or 
assessment and the CDE has approved its use.  At least 10 business days prior to the student’s first 
day of CAASPP testing, the district or school site test coordinator may electronically submit a 
request to the CDE for approval to use that unlisted resource during that year. If the CDE determines 
that the unlisted resource changes the construct being measured, the unlisted resource may 
nevertheless be used with the student in order to generate an individual score report even though the 
student shall not be counted in the participation rate for accountability measures. (5 CCR 853.8) 
 
In the administration of the CAA to a student with significant cognitive disabilities, the student may 
have all instructional supports that may be used in daily instruction or assessment, including 
language and physical supports, with the exception of any inappropriate test practices listed in test 
administration manuals.  (5 CCR 850, 853.6) 
 
Report of Test Results 
 
For any state assessments that produce valid individual student results, the Superintendent or 
designee shall forward or transmit the student's test results to his/her parents/guardians within 20 
working days from receipt of the results from the test contractor or, if the district receives the results 
from the contractor after the last day of instruction for the school year, then within the first 20 
working days of the next school year. The report shall include a clear explanation of the purpose of 
the test, the student's score, and its intended use by the district. An individual student's scores shall 
also be reported to his/her school and teacher(s) and shall be included in his/her student record. 
(Education Code 60641; 5 CCR 863) 
 
(cf. 5125 – Student Records) 
 
With parent/guardian consent, the Superintendent or designee may release a student's test results to a 
postsecondary educational institution for the purposes of credit, placement, determination of 
readiness for college-level coursework, or admission. (Education Code 60641) 
 
The Superintendent or designee shall present districtwide, school-level, and grade-level results to the 
Governing Board at a regularly scheduled meeting. The Board shall not receive individual students' 
scores or the relative position of any individual student. (Education Code 49076, 60641) 
 



E 6163.4 (a) 
Instruction 
 
STUDENT USE OF TECHNOLOGY 
 
 
 

HUENEME ELEMENTARY SCHOOL DISTRICT 
ACCEPTABLE USE AGREEMENT 

AND RELEASE OF DISTRICT FROM LIABILITY (STUDENTS) 
 
 
The Hueneme Elementary School District authorizes students to use technology owned or 
otherwise provided by the district as necessary for instructional purposes. 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 students 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 students may access through the system. 
 
Each student who is authorized to use district technology and his/her parent/guardian shall sign 
this Acceptable Use Agreement as an indication that they have read and understand 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. 
 
Student Obligations and Responsibilities 
 
Students are expected to use district technology safely, responsibly, and for educational purposes 
only. The student in whose name district technology is issued is responsible for its 
proper use at all times. Students 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. 
 
Students 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, libelous, defamatory, 

obscene, sexually explicit, or disruptive 
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2. Bully, harass, intimidate, or threaten other students, staff, or other individuals 

("cyberbullying") 
 
3. Disclose, use, or disseminate personal identification information (such as name, address, 

telephone number, Social Security number, or other personal information) of another 
student, staff member, or other person with the intent to threaten, intimidate, harass, or 
ridicule that person 

 
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 from a teacher or other district personnel, changing 
settings on shared computers) 

 
6. Install unauthorized software 
 
7. "Hack" into the system to manipulate data of the district or other users 
 
8. Engage in or promote any practice that is unethical or violates any law or Board policy, 

administrative regulation, or district practice 
 
Privacy 
 
Since the use of district technology is intended for educational purposes, students shall not 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. 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. Students should be aware that, in most 
instances, their use of district technology (such as web searches and 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 a student on district technology does not create a reasonable 
expectation of privacy. 
 
Personally Owned Devices 
 
If a student uses a personally owned device to access district technology, he/she shall abide by all 
applicable Board policies, administrative regulations, and this Acceptable Use Agreement. Any 
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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. 
 
Reporting 
 
If a student 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 teacher or other district personnel. 
 
Consequences for Violation 
 
Violations of the law, Board policy, or this agreement may result in revocation of a student's access 
to district technology and/or discipline, up to and including suspension or expulsion.  In addition, 
violations of the law, Board policy, or this agreement may be reported to law enforcement agencies 
as appropriate. 
 
All students, and their parents/guardians, are required to read and understand the section, “Online 
Digital Citizenship,” that appears on the following page, and provide their initials to indicate that 
they did read and understand the guidelines. 
 
In addition, all students and the parent(s)/guardian(s) of the student, must acknowledge that they 
have read and understand this Acceptable Use Agreement. 
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ONLINE DIGITAL CITIZENSHIP 
 

 
NETWORK ETIQUETTE: Students 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 our school and district is 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 PRIVACY. Do not reveal your home address or personal phone numbers, or 
personal information about other students or 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. 
 
Student’s Initials: _________  Parent’s/Guardian’s Initials: _____________ 
Date Read:     Date Read:     
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HUENEME ELEMENTARY SCHOOL DISTRICT 

ACCEPTABLE USE AGREEMENT 
AND RELEASE OF DISTRICT FROM LIABILITY (STUDENTS) 

 
 

Student Acknowledgment 
 
I have received, read, understand, and agree to abide by this Acceptable Use Agreement 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. I further 
understand that any violation may result in loss of user privileges, disciplinary action, and/or 
appropriate legal action. 
 
 
Name: ______________________________________   Grade: _______________________ 
 (Please print) 
School: ___________________________________________________________________ 
 
Signature: _____________________________________ Date: _______________________ 
 
 
 

Parent or Legal Guardian Acknowledgment 
 
 
As the parent/guardian of the above-named student, I have read, understand, and agree that my 
child shall comply with the terms of the Acceptable Use Agreement. By signing this Agreement, 
I give permission for my child to use district technology and/or to access the school's computer 
network and the Internet.  I understand that, despite the district's best efforts, it is impossible for 
the school to restrict access to all offensive and controversial materials. I agree to release from 
liability, indemnify, and hold harmless the school, district, and district personnel against all claims, 
damages, and costs that may result from my child's use of district technology or the failure of any 
technology protection measures used by the district. Further, I accept full responsibility for 
supervision of my child's use of his/her access account if and when such access is not in the school 
setting. 
 
 
Name: _______________________________________   Date: _______________________ 
 (Please print) 
Signature: _________________________________________________________________ 
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New Exhibit HUENEME ELEMENTARY SCHOOL DISTRICT 
Approved: 09/15, pending 2nd reading 06/16 Port Hueneme, California 

A parent/guardian who wishes to give permission for their student’s school work or photo to 
appear on the District’s World Wide Web Homepage may sign below. This is not required. 
 
 

PARENT/GUARDIAN SIGNATURE TO USE STUDENT’S 
SCHOOL WORK OR PHOTO ON THE WORLD WIDE WEB 

 
The Hueneme Elementary School District has my permission to use the school work or photo of 
my child on the World Wide Web. I understand that my child’s first name and last initial, the name 
of the school, and/or the teacher’s name and grade may be used. I further understand that there will 
be no compensation for the use of my child’s school work or photo. 
 
 
Student’s Name (Please print):          
 
Parent/Guardian’s Name (Please print):         
 
Signature:         Date:      
   Parent/Guardian 
 
 



BP 6164.2 (a) 
Instruction MANDATED 
 
GUIDANCE/COUNSELING SERVICES 
 
 
The Governing Board recognizes that a structured, coherent and comprehensive 
counseling program promotes academic achievement and serves the diverse needs of all 
district students. Counseling staff shall be available to provide students with 
individualized reviews of their educational progress toward academic and/or career and 
vocational goals and, as appropriate, may discuss social, personal, or other issues that 
may impact student learning. 
 
The Superintendent or designee shall ensure that all persons employed to provide school 
counseling, school psychology, and/or school social work services shall possess the 
appropriate credential from the Commission on Teacher Credentialing authorizing their 
employment in such positions. Responsibilities of each position shall be clearly defined 
in a job description. 
 
(cf. 4112.2 – Certification) 
 
Responsibilities of school counselors include, but are not limited to: 
 
1. Engaging with, advocating for, and providing support for all students with respect 
to learning and achievement 
 
2. Planning, implementing, and evaluating programs to promote the academic, 
career, personal, and social development of all students, including students from low-
income families, foster youth, homeless youth, undocumented youth, and students at all 
levels of academic, social, and emotional abilities 
 
3. Using multiple sources of information to monitor and improve student behavior 
and achievement 
 
4. Collaborating and coordinating with school and community resources 
 
5. Promoting and maintaining a safe learning environment for all students by 
providing restorative justice practices, positive behavior interventions, and support 
services 
 
(cf. 5131 – Conduct) 
(cf. 5131.2 – Bullying) 
(cf. 5138 – Conflict Resolution/Peer Mediation) 
(cf. 5144 – Discipline) 
 
6. Intervening to ameliorate school-related problems, including issues related to 
chronic absences 
 
(cf. 5113.1 – Chronic Absence and Truancy) 
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7. Using research-based strategies to reduce stigma, conflict, and student-to-student 
mistreatment and bullying 
 
8. Improving school climate and student well-being 
 
(cf. 5137 – Positive School Climate) 
 
9. Enhancing students’ social and emotional competence, character, health, civic 
engagement, cultural legacy, and commitment to lifelong learning and the pursuit of 
high-quality educational programs 
 
(cf. 6142.4 – Service Learning/Community Service Classes) 
 
10. Providing counseling interventions and support services for students classified as 
English learners, eligible for free or reduced-priced meals, or foster youth, including 
enhancing equity and access to the education system and community services 
 
(cf. 0460 – Local Control and Accountability Plan) 
(cf. 6173 – Education for Homeless Children) 
(cf. 6173.1 – Education for Foster Youth) 
(cf. 6174 – Education for English Language Learners) 
 
11. Engaging in continued development as a professional school counselor 
 
(cf. 4131 – Staff Development)  
 
 
 
Personal or Mental Health Counseling 
  
Written parent/guardian consent shall be obtained before mental health counseling or 
treatment services are provided to a student, except when the student is authorized to 
consent to the service pursuant to Family Code 6920-6929, Health and Safety Code 
124260, or other applicable law. 
 
Any information of a personal nature disclosed to a school counselor by a student age 12 
years or older or by his/her parent/guardian is confidential and shall not become part of 
the student record without the written consent of the person who disclosed the 
confidential information. The information shall not be revealed, released, discussed, or 
referred to except under the limited circumstances specified in Education Code 49602. 
(Education Code 49602) 
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(cf. 5022 – Student and Family Privacy Rights) 
(cf. 5125 – Student Records) 
 
A counselor shall consult with the Superintendent or designee and, as appropriate, with 
the district's legal counsel whenever unsure of how to respond to a student's personal 
problem or when questions arise regarding the possible release of confidential 
information regarding a student. 
 
Crisis Counseling 
 
The Board recognizes the need for a prompt and effective response when students are 
confronted with a traumatic incident. School counselors shall assist in the development of 
the comprehensive school safety plan, emergency and disaster preparedness plan, and 
other prevention and intervention practices designed to assist students and 
parents/guardians before, during, and after a crisis. 
 
(cf. 0450 – Comprehensive Safety Plan) 
(cf. 3516 – Emergencies and Disaster Preparedness Plan) 
 
In addition, the Superintendent or designee shall identify crisis counseling resources to 
train district staff in effective threat assessment, appropriate response techniques, and/or  
methods to directly help students cope with a crisis if it occurs. 
 
Early identification and intervention plans shall be developed to help identify those 
students who may be at risk for violence so that support may be provided before they 
engage in violent or disruptive behavior. 
 
(cf. 5136 – Gangs) 
(cf. 5141.52 – Suicide Prevention) 
 
 
 
 
Legal Reference 
See next page 
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Legal Reference: 
EDUCATION CODE 
221.5 Prohibited sex discrimination 
44266 Pupil personnel services credential 
48431 Establishing and maintaining high school guidance and placement program 
49600-49604 Educational counseling 
51250-51251 School age military dependents 
51513 Personal beliefs 
FAMILY CODE 
6920-6929 Consent by minor for treatment or counseling 
HEALTH AND SAFETY CODE 
124260 Mental health services; consent by minors age 12 and older 
PENAL CODE 
11166-11170 Reporting known or suspected cases of child abuse 
WELFARE AND INSTITUTIONS CODE 
5850-5883 Mental Health Services Act 
CODE OF REGULATIONS, TITLE 5 
4930-4931 Counseling 
80049-80049.1 Pupil personnel services credential 
80632-80632.5 Preparation programs for pupil personnel services 
UNITED STATES CODE, TITLE 10 
503 Military recruiter access to directory information 
UNITED STATES CODE, TITLE 20 
1232g Family Educational Rights and Privacy Act 
7908 Armed forces recruiter access to students and student recruiting information 
CODE OF FEDERAL REGULATIONS, TITLE 34 
99.1-99.67 Family Educational Rights and Privacy 
 
Management Resources: 
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS 
California Results-Based School Counseling and Student Support Guidelines, 2007 
WEB SITES 
American School Counselor Association: http://www.schoolcounselor.org  
California Association of School Counselors:  http://www.schoolcounselor-ca.org  
California Department of Education:  http://www.cde.ca.gov  
Commission on Teacher Credentialing: http://www.ctc.ca.gov  
U.S. Department of Education, Access to military recruiters: 
http://www.ed.gov/policy/gen/guid/fpco/hottopics/ht10-09-02.html  
 
 

http://www.schoolcounselor.org/
http://www.schoolcounselor-ca.org/
http://www.cde.ca.gov/
http://www.ctc.ca.gov/
http://www.ed.gov/policy/gen/guid/fpco/hottopics/ht10-09-02.html
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Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
approved: 02/10, pending 2nd reading 06/16 Port Hueneme, California 
 

Children of military families are school-aged children in the household of:  (Education Code 
49701) 
 
1.  Members who are in full-time duty status in the active uniformed service of the United 
States, including any member of the National Guard and Reserve on active duty order pursuant 
to 10 USC 1209 or 1211   
 
2. Members or veterans of the uniformed services who are severely injured and medically 
discharged or retired, for one year after their medical discharge or retirement 
 
3. Members of the uniformed services who have died while on active duty or as a result of 
injuries sustained on active duty, for one year after their death 
 
Enrollment  
 
The Superintendent or designee shall facilitate the enrollment of children of military families and 
ensure that they are not placed at a disadvantage due to difficulty in the transfer of their records 
from previous school districts and/or variations in entrance or age requirements.  (Education 
Code 49701) 
 
When a child of a military family is transferring into the district, the Superintendent or designee 
may enroll the child based on the child's placement in the previous district, pending receipt of the 
child's records.  Upon enrollment, the Superintendent or designee shall immediately request the 
student's records from the student's previous district.  The Superintendent or designee shall allow 
the student 30 days from the date of enrollment to obtain all required immunizations.  (Education 
Code 49701) 
 
(cf. 5111 - Admission) 
(cf. 5125 - Student Records) 
(cf. 5141- Health Care and Emergencies) 
(cf. 5141.31- Immunizations) 
 
When a child of a military family is transferring out of the district, the Superintendent or 
designee shall provide the student's parents/guardians with a complete set of the student's records 
or, if the official student record cannot be released, an unofficial or “hand-carried” record.  Upon 
request from the new district, the Superintendent or designee shall provide a copy of the student's 
record to the new district within 10 days.  (Education Code 49701) 
 
(cf. 5117 - Interdistrict Attendance) 
 
A child of an active military duty parent/guardian shall not be prohibited from transferring out of 
the district to any district that has declared itself to be a “school district of choice” pursuant to 
Education Code 48300-48316, if the other school district approves the application for transfer.  
(Education Code 48301) 
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Regulation HUENEME ELEMENTARY SCHOOL DISTRICT 
approved: 02/10, pending 2nd reading 06/16 Port Hueneme, California 
 

 
Placement and Attendance 
 
The Superintendent or designee shall initially honor the placement of any child of a military 
family in educational courses and programs based on the child's enrollment and/or assessment in 
his/her previous school.  The Superintendent or designee may, to the extent permitted by Board 
policy, waive course or program prerequisites, preconditions, and/or application deadlines when 
making decisions regarding placement of children of military families and their eligibility for 
extracurricular academic, athletic, and social activities.  (Education Code 49701) 
 
(cf. 6141.5 - Advanced Placement) 
(cf. 6145 - Extracurricular and Cocurricular Activities) 
(cf. 6145.2 - Athletic Competition) 
(cf. 6146.3 - Reciprocity of Academic Credit) 
(cf. 6172 - Gifted and Talented Student Program) 
(cf. 6174 - Education for English Language Learners) 
 
When a child of a military family transferring into the district has been identified as an individual 
with a disability pursuant to 20 USC 1400-1482, the Superintendent or designee shall provide 
comparable services to the student based on his/her current individualized education program 
until a 30-day placement review is held. In addition, when the child of a military family 
transferring into the district is eligible for services under Section 504 of the federal 
Rehabilitation Act, the Superintendent or designee shall make reasonable accommodations and 
modifications to address the needs of the student subject to the student's existing Section 504 
plan. The district may authorize subsequent evaluations of the student to ensure appropriate 
placement.  (Education Code 49701) 
 
(cf. 6159 - Individualized Education Program) 
(cf. 6164.4 - Identification and Evaluation of Individuals for Special Education) 
(cf. 6164.6 - Identification and Education Under Section 504) 
 
When a student's parent/guardian is an active duty member and is called to duty, is on leave 
from, or is immediately returned from deployment to a combat zone or to combat support 
posting, the Superintendent or designee may grant additional excused absences to the student to 
visit with his/her parent/guardian.  (Education Code 49701) 
 
(cf. 5113 - Absences and Excuses) 
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