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Welcome to the Windsor Unified School District
On behalf of the Board of Trustees, we welcome you to the Windsor Unified School District. You are members of one of
the most progressive and focused school Districts within Northern California.
Windsor employees are dedicated to creating a district that values education as a shared community partnership – a
District that seeks to provide engaged learning opportunities for all students, while reinforcing academic excellence and
personal growth.
Should you have questions or concerns on District policies or practices, do not hesitate to contact us at 837-7703.
Excellence can only be achieved through our cooperative efforts.

Our Employees are Our Most Valuable Resource
This staff handbook was developed to provide you with valuable information so we can work together to provide outstanding service
to our students. Within this document, you will find policies, suggestions and resources that promote employee satisfaction as well as
academic success for each of our students.
Educating our children is a noble mission. Each employee, regardless of his or her role, is vital to the success of our school district.
Each morning, students are greeted with a smile by bus drivers, secretaries and teachers. Custodians maintain our campuses and food
service employees feed our children so they are ready to learn. Teaching assistants and coaches provide academic and social support
to promote student accomplishments in the classroom and on the field.
We are proud of the significant accomplishments of our school District. Our schools have earned “Distinguished School”
designations, and our teachers have been recognized by state and local organizations for their outstanding service to children. Windsor
High School has been identified as one of the 10 Most Promising High Schools in California.
Parent satisfaction with our schools is evident in the growing number of families who elect to send their children to Windsor from
neighboring communities. Our District continues to construct state-of-the-art, award-winning, school buildings to better serve our
students and staff.
The future looks bright for education in Windsor. Thank you for your important contribution. Together, we enrich the lives of the
children within our community.
Human Resources Department
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WINDSOR UNIFIED SCHOOL DISTRICT
MISSION STATEMENT

It is the Mission of the Windsor Unified School District to provide a supportive and nurturing environment for all students.
Students shall acquire the basic skills of knowledge, along with the thinking skills needed for problem solving and decision
making relevant to a changing world.
Windsor students shall exhibit personal and social maturity through responsible behavior, developed from understanding and
respect for the diversity of all life, and a genuine caring for others.

For a complete text of the Board Vision and Goals, please contact Jen Cox, Executive Assistant to the Superintendent, at 707-837-7701
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WINDSOR UNIFIED SCHOOL DISTRICT
150 YEARS OF SERVICE TO THE COMMUNITY
The Russian River Township (Windsor) was first settled in the 1850’s during the height of the California Gold Rush. The first
schoolhouse was built near Shiloh Cemetery and served the area from 1853-1863. The school’s first head master was John Pruitt and,
as was the custom, the school was soon named after him.
Starr School, located on the southern end of Starr Road, was built in 1880, and Sotoyome School on Eastside road was established in
April 1872. In 1908, a new Windsor School was built in front of the existing school for $10,000, and served 90 students. Local
documents identify the school as one of the most modern rural schools in California. The school bell monument that is currently
located at Windsor Creek Elementary School came from the original bell tower. The bell monument has now been incorporated into
the school district’s logo.
The “new” Starr School (presently Cali Calimécac Language Academy) was built and occupied in January 1968. It originally opened
as a 5th and 6th grade campus with Kindergarten. It was later converted to a 7th and 8th grade middle school.
In 1986, the District opened a dual immersion program, later to be named Cali Calmécac Immersion School. The English/Spanish
immersion school was moved to the Starr School site in 1991, eventually providing instruction to students, grades K-8, and quickly
developing into a model program for language acquisition throughout California. Acknowledged by Sonoma State University as a
Jack London Award winner, Cali Calmécac became a charter school under the District umbrella in 1998 and remains one of the largest
charter schools in the state.
Brooks Elementary School opened in 1988 with Joe Taylor, a native “Windsor Boy” serving as its first principal. The community
continued to grow and many new subdivisions were added, contributing to the newly incorporated town of Windsor.
On May 8, 1991, the Windsor Union School District Board of Trustees received a petition from the Windsor residents requesting
unification of the district to serve its students from kindergarten through 12th grade. In April 1992, Windsor voters overwhelmingly
passed the ballot measure to unify the district and eventually open the town’s first high school.
In 1993, the community was growing rapidly and it opened another elementary school: K-1 Mattie Washburn Elementary School. The
school was named after the first woman school administrator in Windsor schools.
By 1998, a new middle school was opened on Brooks Road; however, it housed high school students until a high school was designed
and completed. The construction of the new high school began in the summer of 1997, with students occupying the campus in the fall
of 1999. The first high school class graduated in 1999 from the middle school site, never having had the opportunity to attend the
permanent campus.
From 1995-1999, Windsor High School students’ education took place in offices, makeshift classrooms, borrowed labs, and adopted
campuses while the campus was under construction. Windsor High School students were true pioneers in the tradition of the early
Gold Rush community that originally formed the Windsor Township of the 1850’s.
In 2000, Windsor Middle School occupied the new campus on Brooks Road providing a location for a new elementary school –
Windsor Creek Elementary. A recipient of a Distinguished School Award, Windsor Creek served students in grades 2 and 3.
In 2005, the State Superintendent of Public Instruction and the Bill and Melinda Gates Foundation selected Windsor High School as
one of California’s 10 Most Promising High Schools and one of only 75 Promising High Schools in the nation. This selection was
made based on the school’s innovative scheduling and grade cluster cores.
In 2006, the Governor of California recognized the Windsor Unified School District and the Town of Windsor with the State’s
Environmental and Economic Leadership Award. This award recognized the joint agency cooperation of how school districts and
municipalities can work together and design replicable environmental models that enhance a community’s quality of life.
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By 2008, the District reached 5,300 students and was in need of more facilities and upgrades in technology and equipment. After an
extensive community outreach campaign, the voters overwhelmingly approved a $50 million bond project to help the District
transition into the first quarter of the 21st century.
Windsor Creek was closed at the end of the 2018-19 school year. For the 2019-20 school year, second grade students stayed at Mattie
Washburn Elementary and third grade students move on to Brooks Elementary
Today, Windsor Schools have four California Distinguished School Awards, two California Golden Bell Awards, and offer some of
the best academic programs in the area.
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WINDSOR UNIFIED SCHOOL DISTRICT DIRECTORY
DISTRICT-WIDE PERSONNEL
SUPERINTENDENT’S OFFICE
Brandon Krueger, Superintendent ......................................................... 837-7701
Jen Cox, Superintendent’s Secretary .............................................. 837-7701
Fax ................................................................................................. 837-7712
EDUCATIONAL SERVICES
Lisa Saxon, Director .................................................................................. 837-7721
Lori Haggstrom, Secretary IV ....................................................... 837-7707
Allison Griggs, Student Services Coordinator ................................ 837-7000x1018
Fax ................................................................................................. 838-4031
HUMAN RESOURCES
Mary Berkey, Director………………………………………………….....837-7165
Joan Robertson, Personnel Services Coordinator ........................... 837-7703
Xochitl Pardo – Valdivia, Personnel Technician III……………….837-7716 x1019
Kristina Becker, Secretary III-Human Resources ........................... 837-7716
Fax ................................................................................................. 838-4031
BUSINESS SERVICES
Lois Standring, Chief Business Officer...................................................... 837-7708
Bonnie Peirsol, Administrative Analyst.......................................... 837-7708
Lanette Zootis, Budget Analyst ...................................................... 837-7734
Heather Lazzarini, Certificated Payroll Analyst II.......................... 837-7710
Tami Inman, Classified Payroll Analyst ......................................... 837-7711
Marisol Vigil, Accounts Payable Technician III............................. 837-7702
Patrice Hann, Accounts Payable Technician II ............................... 837-7746
Fax ................................................................................................. 838-4031
MAINTENANCE AND OPERATIONS
R.C. Cummins, Director……. ................................................................... 837-7796
Jacque Alejos, Facilities Analyst .................................................... 837-7796
Fax ................................................................................................. 431-8287
FOOD AND NUTRITION SERVICES
Anne Marie Norris, Director ..................................................................... 837-7780
TRANSPORTATION SERVICES
Eric Magaña, Director ............................................................................... 837-7795
Shawn Marshal, Transportation Coordinator II .............................. 837-7795
TBD., Transportation Coordinator I ............................................... 837-8528
Fax ................................................................................................. 431-2966
SPECIAL EDUCATION
Kathryn Hill, Director ................................................................................ 837-7704
Amory Verroulx, Program Specialist ............................................. 837-7737 x 8327
Cindy Flack, Secretary IV .............................................................. 837-7704
Gillian Hornbostel, Secretary III……………..………………… ... 837-8528
Fax ................................................................................................. 837-7791
ALTERNATIVE EDUCATION
Susan Nystrom, Principal ............................................................... 837-7771 x.2501
Yvette James, Secretary III ............................................................ 837-7771 x 2500
PSYCHOLOGY SERVICES
Sergio Aguirre (MWE) ................................................................... 837-7732 x 7118
Mary Burkhardt, School Psychologist (WOA/WHS) ..................... 837-7767 x 2138
Bethany Deniz, School Psychologist (BES) ................................... 837-7717 x 5126
Ashley Hansen, School Psychologist (CCLA)................................ 837-7767 x 4184
Court Hickman, School Psychologist (WHS) ................................. 837-7767 x 2153
Annalise Puentes, School Psychologist (BES)................................ 837-7727 x 5136
Jolene Rodriguez School Psychologist (WHS)……………………837-7767 x 2201
Cara Vidano, School Psychologist (NCC) ...................................... 837-7727 x 7233
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TECHNOLOGY AND INFORMATION SERVICES
Chris Moghtaderi, Director ........................................................................ 837-7181 x 1117
Paul Ringlein, Technology Systems Specialist II ........................... 837-7181 x 1115
K.C. Green, Technology Network Administrator ........................... 837-7181 x 1124
Jennifer Welch, Data Integration Technician ................................. 837-7181 x 1119
Tessa Murray, Tech Coordinator ................................................... 837-7181 x 1116
Mario Roman Rodriguez, Tech Technician ................................... 837-7181 x 1118
Justin Thompson, Tech Technician ............................................... 837-7181 x 1110

SCHOOLS 2019-2020
Mattie Washburn Elementary (K – 2)

Brooks Elementary (3-5)

Windsor Middle School (6 – 8)

75 Pleasant Avenue
Santa Rosa, CA 95403
837-7727
837-7732 (fax)
Julie Stearn, Principal
Laurie Mauney, School Secretary I

750 Natalie Drive
Windsor, CA 95492
837-7717
837-7722 (fax)
Annette Zucconi, Principal
Donna Ercolini, School Secretary I

9500 Brooks Road South
Windsor, CA 95492
837-7737
837-7743 (fax)
Brian Williams, Principal
Carol Ballard, Asst. Principal
Madeline Cleaver, Secretary

Cali Calimécac Charter School (K – 8)

North Bay Met Academy/Windsor Oaks
Academy
8681 Windsor Road
Windsor, CA 95492
837-7709
837-7700 (fax)
Susan Nystrom, Principal
Yvette James, Secretary III

Windsor High School (9 – 12)

9491 Starr Road
Windsor, CA 95492
837-7747
837-7752 (fax)
Sharon Ferrer, Principal
Lidia Teruel-Albert, Asst. Principal
Hilda Rizo, Charter Administrative Assist.

North County Consortium
75 Pleasant Ave
Santa Rosa, CA 95403
837-7704
837-7498 (fax)
Vicki Long, Principal
Cindy Flack, Secretary IV
Gillian Hornbostel, Secretary III
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8695 Windsor Road
Windsor, CA 95492
837-7767
837-7773 (fax)
Lamar Collins, Principal
Amy Zigler, Asst. Principal
Grace Curtin, Asst. Principal
Pete, Sullivan, Asst. Principal
Sheila Womack, Secretary III

FOR QUESTIONS ABOUT:

CONTACT:

ALTERNATIVE EDUCATION

Alternative Education

837-7771

BUDGETS

Business Services

837-7708

BUILDING/CAPITAL PROJECTS

Business Services

837-7708

BUS PASSES

Business Services

431-2966

BUS ROUTES

Transportation

837-7795

CATEGORICAL PROGRAMS

Educational Services

837-7707

CUSTODIAL

Maintenance

837-7796

DIRECT DEPOSIT

Payroll

837-7710

DRUG FREE WORKPLACE

Human Resources

837-7165

EMPLOYEE REIMBURSEMENT

Accounts Payable

837-7702

ENGLISH LANGUAGE LEARNERS Educational Services

837-7707

EXPULSIONS

Educational Services

837-7707

FACILITIES USE

Specific Sites

FOOD SERVICE

Food Service

837-7780

125 FLEX PLAN

Human Resources

837-7703

GENERAL INFORMATION

Superintendent’s Secretary

837-7701

HEALTH BENEFITS

Human Resources

837-7703

IEP’s/TESTING

Special Ed.

837-7704

INTERDISTRICT TRANSFERS

Educational Services

837-7707

INVENTORY TAGS

Maintenance and Operations 837-7795

NEW TEACHER INDUCTION/

Human Resources

837-7165

PAYROLL

Payroll Department

837-7711

PURCHASE ORDERS

Accounts Payable

837-7702

SAFETY ISSUES

Site Principals

SCHOOL BOARD MEETINGS

Superintendent’s Secretary

837-7701

SECTION 504

Special Education

837-7704

STAFF DEVELOPMENT

Educational Services

837-7707

STUDENT ACCIDENT REPORTS

Site Principal

STUDENT REGISTRATION

Specific Sites

STUDENT TESTING

Educational Services

837-7707

SUBSTITUTE TEACHERS

Human Resources

837-7716

SUMMER SCHOOL

Educational Services

837-7707

SUSPENSIONS

Site Principal

TEXTBOOKS

Educational Services

837-7707

TITLE IX

Human Resources

837-7165

TRAVEL REIMBURSEMENTS

Accounts Payable

837-7702

UNIFORM COMPLAINT PROC.

Human Resources

837-7165

VENDOR PAYMENTS

Accounts Payable

837-7702

VOLUNTARY DEDUCTIONS

Payroll

837-7710

WORK PERMITS (Students)

Career Center - WHS

837-7767

WORKERS COMPENSATION

Human Resources

837-7703
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EMPLOYMENT PRACTICES
DISTRICT GOVERNANCE
The Windsor Unified School District is governed by a Board of Trustees elected by the citizens of Windsor. Each member serves a 4-year term. The
Board meets on the first and third Tuesday of each month in the Town of Windsor’s Council Chambers at 9291 Old Redwood Highway, Building
500. The Board governs the District through the adoption and implementation of District policies and budget. The Superintendent is the chief
administrative officer of the District, with District/site administrators as responsible agents of the Board to implement District policies, regulations
and contracts.
Board packets are available on the District website at least 72 hours prior to each board meeting.
EQUAL OPPORTUNITY EMPLOYER
The Windsor Unified School District (WUSD) community is comprised of a rich diversity of residents. WUSD is determined to provide a safe
and positive work environment where employees and job applicants are assured of full and equal employment access and opportunities, protected
from harassment or intimidation, and free from any fear of reprisal or retribution for asserting their employment rights in accordance with the law.
WUSD prohibits District employees from discriminating against or harassing any other district employee or job applicant on the basis of the person's
actual or perceived race, religious creed, color, national origin, ancestry, age, marital status, pregnancy, physical or mental disability, medical
condition, genetic information, military and veteran status, gender, gender identity, gender expression, sex, or sexual orientation, or association with
a person or group with one or more of these actual or perceived characteristics. Employment will not be denied solely because of a disability that
does not affect an applicant’s ability to perform the essential functions of the position for which they have applied (with or without a reasonable
accommodation). When notified, a reasonable accommodation will be provided during the application process to qualified applicants with a
disability, except when undue hardship would result to the District.
PROFESSIONAL BEHAVIOR
The Governing Board expects district employees to maintain the highest ethical standards, exhibit professional behavior, follow District policies and
regulations, abide by state and federal laws, and exercise good judgment when interacting with students and other members of the school community.
Employee conduct should enhance the integrity of the District, advance the goals of the District's educational programs, and contribute to a positive
school and District climate.
DRESS & GROOMING
All District employees are expected to dress appropriately in order to contribute to a productive learning environment. Employees are expected to
give proper attention to personal cleanliness and to wear clothing that is appropriate to their job responsibilities. Professional employee appearance
contributes to a positive perception in the community.
EMPLOYMENT STATUS

CERTIFICATED
All regular Windsor Unified School District employees who are performing teaching or administrative duties which require a credential are known as
“certificated” employees.
During their first two years with the District, certificated employees are designated as either temporary or probationary employees. When certificated
employees have served two complete consecutive school years in regular probationary assignments with satisfactory evaluations and have maintained
a valid credential, permanency will be considered.
Employees who have served one or more complete, consecutive school year(s) in a regular temporary assignment [ex: provisional, intern] and one
complete school year in a regular probationary assignment with satisfactory evaluations, and have maintained a valid credential will be considered
for permanent status.
A service year means a complete school year consisting of time served in at least 75% of the number of days in the teacher work year. The
certificated contract contains more detailed information.
CLASSIFIED
All classified employees enter the district in probationary status, and shall be considered probationary for their first 180 days. Probationary
employees may be released at anytime during their probationary period.
Probationary employees who remain employed with the district beyond the end of their probationary period earn permanent status. The specific
rights afforded permanent employees are described in detail in the Collective Bargaining Agreement.

11

CHANGE OF NAME, ADDRESS OR PHONE NUMBER
Employees who move, change telephone numbers, or legally change their name by marriage or otherwise, shall report this information immediately
to their principal and to the Human Resources Department at 837-7716 so that records may be kept accurate and up-to-date.
EVALUATION (OF PERFORMANCE)

The District implements a program of evaluation for all employees. The District will follow the procedures outlined in the certificated and classified
Collective Bargaining Agreements regarding evaluation schedules. Refer to the WDEA or CSEA Collective Bargaining Agreements for details.
RESIGNATION
Ample written notice of intention to resign should be given by an employee who plans to leave the district. Normally, notice of intention to resign a
position for the next school year shall be given prior to the close of the current school year. Certificated Resignations after July 1 of a new school
year, will be accepted when/if a suitable high quality replacement is hired. This may require reporting to the Commission on Teacher Credentialing.
JOB CLASSIFICATION
The Board of Trustees shall classify all positions as administrative, certificated, classified, or confidential. Each position shall have a designated title,
assigned hours per day, days per week, and months per year. A specific statement of the duties required and the regular salary ranges shall be
established for each position. A binder containing all district job descriptions is on file and available at the district office for employee review. As
updates occur, the new job descriptions and salary schedules will be available on the District website.
JOB OPENINGS
All job openings are emailed and posted “in house” at each site and at the district office for five (5) business days. Current employees have the first
opportunity to view all openings and to apply accordingly. In many cases, current employees have priority rights to transfer and promotion as
outlined in the Collective Bargaining Agreements. Remaining vacancies, after the “in house” posting process, will be advertised in “out of district”
publications designed to reach a diversity-rich pool of potential candidates for posted positions.
EMPLOYEE INFORMATION SHEET
Each employee is required to complete an Employee Information Sheet upon employment. The sheet contains emergency contact information. It is
the employee’s responsibility to notify the Human Resources Department @ 837-7703 when he/she changes emergency contact information or
medical information.
MAIL
All personal letters, papers, magazines, etc., should be delivered to home addresses rather than to work sites. Site personnel are responsible for
official mail and are not authorized to assume responsibility for personal mail.
E-MAIL
E-mail and Internet access is monitored by District policy. Employees should limit all use of district technology to business-related purposes.
Employees should use appropriate e-mail etiquette and avoid broad responses to e-mails that are intended for specific colleagues.
TECHNOLOGY
The District retains its proprietary rights on all its computers, servers, and software equipment. Employees are agents of the District and need to sign
an Acceptable Use Policy (pg. 13), acknowledging compliance with federal regulations. Employees may not install or operate wireless or network
devices on District computers without the expressed permission of the District’s Technology Department.
TELEPHONES
Telephone calls should be answered promptly and courteously. Answer with the name of your department and your name. Tact, diplomacy, courtesy
and a friendly manner should be used in all conversations. District/school phones are to be used for District/school business and personal use should
be kept to a minimum. Maximize the use of instructional time by engaging students in learning from the tardy bell through the dismissal bell. Nonemergency interruptions from cell phones deprive our students of educational opportunities. The District expects that students and staff will turn off
their cell phones during instructional time, except under unusual circumstances.

12

CONDITIONS OF EMPLOYMENT
All new employees must participate in a District orientation and must meet the following legal requirements for employment: proof of citizenship or
legal alien status, examination for tuberculosis, security fingerprint identification check, child abuse reporting affidavit, and loyalty oath pursuant to
Government Code 3100. Some job classifications may be required to provide: “No Child Left Behind” or “Every Student Succeeds Act” subject
matter competency test, pre-placement physical examination, proof of appropriate credentials, and CPR or First Aid certificates.
TUBERCULOSIS CHECK
Employment will not be considered official by the District unless the person has submitted to an examination within sixty days prior to hire or
immediately after hire to determine freedom from active tuberculosis. This examination shall consist of an x-ray of the lungs, an approved
intradermal tuberculin test, or a tuberculosis screening performed and verified by a medical professional.
FINGERPRINTING
All new employees of the Windsor Unified School District shall be fingerprinted. An employee may not begin work until a criminal record report is
obtained from the Department of Justice. Fingerprinting expenses are the responsibility of the District. California Justice Department fingerprint
reports that indicate a criminal history record may exclude individuals from employment.
CREDENTIALS - FILING & RENEWAL
It is the responsibility of the employee to register his/her credential with the Credentials Specialist, Sonoma County Office of Education, 5340
Skylane Boulevard, Santa Rosa, CA 95403, and with the Windsor Unified School District Human Resources Department.
Applications for renewal should be made at least six months in advance to ensure proper action by the State Board of Education. Employees can
renew credentials online through the California Commission on Teacher Credentialing at www.ctc.ca.gov. The online process is faster than
applications submitted by mail and is usually completed within 10 days. Applying in advance will not shorten the length of the current or subsequent
credential.
All classroom teachers are required to maintain English Language Learner certification. No Child Left Behind /Every Student Succeeds Act
certification is required for all teachers of core content, as defined by federal law.
EMERGENCY PROCEDURES
Emergency procedures vary from school to school in accordance to type of emergency and age of student. The office of the Principal is the
command center for all emergencies at school sites and instructions and directives will originate from that office. In the event of an emergency,
employees need to direct information back to the Principal’s office in order to promote a coordinated emergency response. The Superintendent’s
office serves as the command center for the entire district and direction and information must flow in and out of this office in the event of an
emergency.

SAFETY AND SECURITY
ACCIDENTS AND SAFETY

It is the responsibility of all employees to observe safety rules and regulations. All employees are expected to exercise appropriate safety practices in
the performance of their duties and encourage the use of safety practices by students and other staff.
Accidents or injuries occurring on District property or on a field trip, even minor injuries, must be reported. If an employee is injured or if an
employee witnesses an accident, the employee must report the accident to the site administrator who will give the employee further instructions.
Employees should be alert at all times to safety hazards and correct them or notify the site administrator. Each campus has a Safety Committee to
create and implement the school’s Safe Schools’ Plan. Employees may see the Principal for more information.
MAINTAINING CONFIDENTIALITY

Confidentiality is an ethical, legal and professional responsibility of every school employee. Access to student and employee records is strictly
limited in accordance with Board Policy and Education Code. Access to an individual student’s records is limited to the student’s parent/legal
guardian, the student (if 16 or older, and/or completed the 10th grade), school officials, and other persons with a legitimate educational interest or a
court order. (E.C. 49076)
All employees are expected to maintain the confidentiality of personal information relating to students and staff at all times and should refrain from
discussing confidential matters in public places, where comments can be overheard.
CHILD ABUSE IDENTIFICATION AND REPORTING

As an employee of a school District, you are considered a mandated reporter of child abuse or neglect. If you have a reasonable suspicion that a child
has been abused or neglected, you have a legal obligation to immediately make a report to Child Protective Services (CPS) or as soon as is
practicably possible by telephone. You are also required by law to prepare and send, fax or electronically transmit a written report within 36 hours
of receiving the information regarding the incident.
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You are encouraged to contact an administrator to discuss the suspected abuse in order to gather more information regarding the student’s
circumstances. School administrators will provide you with the proper reporting forms. You will have immunity from criminal and civil liabilities for
any report you make to CPS. The law allows for school employees to submit a single group report to CPS if various employees suspect abuse of a
single child. Mandated Reporter Training is provided and required on a yearly basis.
HATE-MOTIVATED BEHAVIOR

Staff who become aware of hate-motivated behavior shall notify the Principal, Superintendent or other administrator immediately. Any member of
our school community demonstrating hate-motivated behavior shall be subject to discipline in accordance with Board Policy and Administrative
Regulation.
PERSONNEL FILES

Employee personnel files are kept in locked file cabinets in the district office. An employee may access their personnel file by contacting the Human
Resources Department.
KEYS AND SECURITY

Employees are charged with a special responsibility for the care and protection of school property. Keys to school/district facilities, buildings or
offices are issued only to those employees whose duties necessitate access to school/district premises. Extreme care must be exercised against loss of
keys or allowing their use by unauthorized people.
Employees may contact the school secretary to determine which staff member distributes keys. Employees should not give keys to students or leave
them where they might be taken. Staff members are not to loan school keys to parents or other community members. NO SCHOOL DISTRICT
KEYS ARE TO BE DUPLICATED BY SCHOOL STAFF. Report any lost keys to the school office immediately. Employees are to turn keys into
their site administrator at the end of each school year.
INTRUSION ALARM SYSTEM

An intrusion alarm system has been installed in all schools in the district. This has reduced break-ins and has lowered the district’s annual
insurance premiums. The alarm can be turned on and off only by authorized personnel. The system is activated when custodians leave in the
evening, and on weekends and holidays. If a person forgets and enters the school, thus tripping the alarm, the alarm company is
automatically called.
The employee will be required to provide adequate identification to prove to the police officer’s satisfaction that he/she is indeed an
employee of that school. If “false alarms” occur often, the district could be fined. Employees should make prior arrangements with their
Principals to gain access to the school if it becomes necessary for them to work at times when the system would normally be activated.
TITLE IX OFFICER
The Windsor Unified School District shall be free of discrimination in its employment practices. Discrimination on the basis of gender in any
program or activity of this district is not permitted. All district employees are required to comply with all provisions of Title IX Policies. Issues
related to Title IX should be directed immediately to the District Title IX Officer or to the Superintendent.
Title IX Officer, Mary Berkey
Director of Human Resources - 707-837-7165
SEXUAL HARASSMENT
Sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual favors or other unwanted verbal, visual
or physical conduct of a sexual nature made against another person of the same or opposite gender, in the work or educational setting. (Ed. Code
212.5)
Concerns about sexual harassment should be directed to your immediate supervisor or the Human Resources Department. Employees may also
contact the Department of Fair Employment and Housing at www.dfeh.ca.gov or the Equal Employment Opportunity Commission at www.eeoc.gov
to report incidents of sexual harassment.
The initiation of an allegation of sexual harassment will, in no way, reflect negatively upon the individual reporting the incident or upon a witness to
the incident. The school District considers retaliation to be a separate incident of sexual harassment, and subject to further disciplinary action.
COMPLAINT AGAINST SCHOOL PERSONNEL
The District places trust in its employees, and desires to support their actions in such a manner that employees are free from unwarranted criticism
and complaints.
Members of the community have the right to lodge complaints against school personnel and to expect the School District will investigate and attempt
to resolve such complaints fairly and promptly. The District Board Policy regarding complaints concerning school personnel outlines a
comprehensive process to protect employee rights and encourage a prompt resolution. (Board Policy 1312.1) Employees are encouraged to contact
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the Director of Human Resources with their concerns regarding complaints against school personnel or acts of unlawful discrimination.
COMPUTER ACCEPTABLE-USE POLICY
The Windsor Unified School District has implemented a district-wide computer network which also supports Internet access. Employees are
provided access to the Windsor Unified School District network and the Internet and, barring disciplinary actions, are entitled to maintain access
privileges as long as they are employed in the Windsor Unified School District.
When accessing the network or the Internet, there is no guarantee of privacy. Network administrators will have access to all user accounts, including
email, and may monitor or examine all system activities to ensure proper use of the system. As today’s students become more and more
technologically savvy and use the Internet and other technologies for social purposes (sending e-mail, creating web sites, posting in blogs, sending
text messages and images via cell phones, contacting each other through instant messages, chatting in chat rooms and posting to social networking
sites), it is not surprising that these technologies are sometimes used to bully other students or harass school staff.
Districts have the right and obligation to supervise and monitor students’ use of technological resources, and should be on the lookout for improper
use of the system to “cyberbully.” Students who misuse the system should be subject to loss of their computer privileges and other forms of
discipline as appropriate. See BP 5131-Conduct and BP/AR 6163.4-Student Use of Technology.
CONTROVERSIAL MATERIALS
The Board encourages teachers to use supplementary materials which are relevant to curriculum objectives and appropriate for students' ages and
abilities. By using such materials, teachers can introduce content and instructional strategies that enrich the curriculum, enhance learning, help
students make critical judgments, and stimulate their intellectual growth.
When selecting supplementary materials for classroom use, teachers should carefully review them and provide appropriate introductory and followup activities. Supplementary materials should not supplant the use of basic texts or teaching activities. Films must be used within legal copyright
limits and if found to be educationally suitable when previewed by the teacher.
The Motion Picture Association of America (MPAA), the Recording Industry Association of America Parental Advisory Group (RIAA) and TV
Parental Guidelines provide the criteria used and judgment employed by the District to determine the use of supplementary instructional materials.
The guidelines governing the use of audio/visual media shall also apply outside of instructional time to any school sponsored club/school/assembly.
Pre-recorded audio/visual media (e.g., videos, films, DVDs, television broadcasts, CDs, mp3s) and plays may be shown within these rating
guidelines:
a. Elementary (K-5): “G” rated or “TV-G” rated
b. Middle School (grade 6-8): “G”, “PG” rated or “TV-G, “TV-PG” rated
c. High School (grade 9-12): “G”, “PG”, and “PG-13” rated or “TV-G”, TV-PG”, “TV-14” rated
d. Selected “R” rated audio/visual media may be shown at the high school level only. Such selections are to be offered only with prior approval
of the principal and Superintendent or Superintendent’s designee. If an individual wishes to appeal the decision of the principal, he/she must
use the process outlined in BP 1312.2: Complaints Covering Instructional Materials.
Instructional staff must receive positive parental permission to allow any student to view approved “R” rated media (online resources will be cited
that describe the content of individual films). Students who are 18 years or older may sign their own permission slip.
Parental notices shall be given, at a minimum, five days prior to its showing. It is recommended that teachers list the titles of supplementary material
and their ratings when updating their course syllabi for annual distribution to students and parents.
An alternative assignment must be made available to students who “opt out” or haven’t secured parental permission to view the selection.
Unrated media and plays shall be evaluated using the same general. If there is a question to media appropriateness, it must be submitted to the
principal for approval. The principal will consult with the Superintendent if there is any question regarding the industry ratings.
Lyrical content shall be judged for appropriateness by the industry standard established by RIAA. Lyrical material identified as containing “explicit
content” by the RIAA is inappropriate for classroom or school activity use.
Pre-recorded television broadcasts shall be judged for appropriateness by the industry standard established by TV Parental Guidelines.
DOGS/ANIMALS AT SCHOOL
All animals brought to school must be in good physical condition, vaccinated against transmittable diseases, in clean, safe and suitable cages or
containers or otherwise appropriately controlled, and properly contained so there is no possibility of the animal biting or harming a student or staff
member.

Students bringing animals to school must first obtain the consent of the teacher, the principal, and the parent/guardian. Animals brought to school
must meet an educational goal within the scope of the grade level curriculum.
Animals shall not be brought to school without express permission of the principal or designee. Such permission shall not be required for seeing-eye
dogs or service dogs needed by students.
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Animals brought to school by students shall generally be taken home the same day they are brought to school.
With the consent of the principal or designee, animals may remain at school longer under the following conditions:
1. The animal shall remain in the classroom only for the number of days needed to achieve the educational goal.
2. The teacher shall provide a plan for the animal’s proper care (including a site map/location of animal), sanitation, feeding and handling.
3. The teacher shall be responsible for the animal's care in the event of any school closure and may allow students to take class pet’s home
over weekends.
4. The teacher shall be familiar with any potential dangers caused by the animal.
5. The teacher shall give special consideration to any students who have allergies to certain animals.
6. Animals may not be transported on school buses. Students with service dogs must have the transport of the animal written into the
Individualized Education Plan (IEP) or 504 Plan of the student.
Community members are prohibited, where posted from bringing dogs on campus. Because of health and safety issues and local ordinances, dogs-atlarge (on or off leash) are not permitted.
Staff bringing a dog on campus to work after normal school hours (6:00 p.m. on weekdays, and on weekends) may do so with the consent of the site
administrator and must keep the dog under leash at all times and confined to the workspace of the individual.
SMOKING POLICY
The use of tobacco products is prohibited at all times on District property and in District vehicles. This prohibition applies to all employees, students,
visitors, and other persons at any school or school-sponsored activity or athletic event. This policy applies to any meeting on any property owned,
leased or rented by or from the District. All individuals on District premises share in the responsibility of adhering to this policy and informing
appropriate school officials of any violation.
DRUG & ALCOHOL FREE WORKPLACE
The Governing Board believes that the maintenance of drug and alcohol-free workplaces is essential to school and District operations.
No employee shall unlawfully manufacture, distribute, dispense, possess, use or be under the influence of any alcoholic beverage, drug or controlled
substance as defined in the Controlled Substances Act and Code of Federal Regulations before, during or after school hours at school or in any other
district workplace. (See Appendix B for the District Drug & Alcohol Free Workplace Notice to employees)
BLOODBORNE PATHOGENS
All human blood and bodily fluids shall be treated as if known to be infectious. The term “body fluids” includes: blood, semen, drainage from
scrapes and cuts, feces, urine, vomitus, respiratory secretions (such as nasal drainage) and saliva. All employees are expected to use “universal
precautions” as their approach to infection control. Thorough hand washing is the single most important factor in preventing the spread of infectious
diseases and should be practiced routinely by all school personnel and taught to students as routine hygiene practice.
All staff should wash their hands in the following circumstances:
• Before handling food, drinking, eating or smoking
• After toileting
• After contact with body fluids or items soiled with body fluids
• After touching or caring for students, especially those with nose, mouth, or other discharge
Scheduling time for students to wash hands before eating is strongly suggested. Classroom instruction about proper hand washing can be integrated
into health instruction at all grade levels.
If you feel you may have been exposed to any communicable disease via bodily fluids, please contact the Human Resources Department
immediately.
HAZARDOUS CHEMICALS
School employees may be exposed to common chemicals used in cleaning products, duplicating machines, or art products as part of their daily
routine. Employees at the secondary level may be exposed to chemicals commonly found in science labs or art classrooms. The District routinely
selects materials which minimize exposure to hazardous materials if used properly.
Important information pertaining to each product containing potentially hazardous substances can be found on Material Safety Data Sheets (MSDS)
located in binders at each job site in a prominent location. Please contact your administrator for access to this information.
EMPLOYEE ORGANIZATIONS
Certificated, non-managerial, non-substitute, employees are represented by the Windsor District Educators Association (WDEA) including
counselors, speech therapist and nurses.
Classified employees are represented by the California School Employees Association (CSEA Chapter #673).

16

Management, substitutes, short term, and confidential employees exclusively employed in such capacity, apprentices and professional experts
employed on a temporary basis for a specific project are not part of CSEA membership.
All eligible members of WDEA and CSEA shall pay an association fee through payroll deduction. Association members may take part in the
planning of the collective bargaining agreement, may participate in voting for issues related to the bargaining unit contract and may take advantage of
assistance from the state organization. The District shall provide you access to an online copy of each Bargaining Unit Agreement.
PROFESSIONAL GROWTH
The District encourages employees to develop new skills and widen knowledge in order to provide better service to our students and the District.
Both classified and certificated employees who take advantage of our professional growth programs are compensated as outlined in the Collective
Bargaining Agreements.
WELLNESS FOR STUDENTS AND STAFF

The District promotes the wellness of employees and students by establishing policies (BP 5030, 3552, 3550, 3554) and practices that support health.
Employees and parents can support this effort by adhering to the following guidelines:
BRING ONLY HEALTHY FOOD PRODUCTS TO SCHOOL
Replace pastries, donuts, cookies, candy, etc. with fresh fruits and vegetables, whole grain products, nuts, lean meats and non-fat dairy

products.
Replace sodas and caffeinated drinks with water or 100% vegetable or fruit juices.

INCORPORATE HEALTHY MEETING PRACTICES
Offer 3-5 minute structured stretch breaks in meetings 60 minutes or longer.

Incorporate walking into meetings whenever possible.

The District encourages all employees to set personal health and fitness goals. Contact the HR Department for District-sponsored wellness activities.
HEALTH BENEFITS
The district offers a comprehensive package for all eligible employees (eligibility requirements vary; consult your contract for further information.)
The benefit package includes medical, vision and dental insurance. For full-time employees, the District contribution is 100% of the vision and
dental premium and at least 80% of the medical insurance premium, depending on the selected health care provider and plan. Part-time eligible
employees are offered this package on a pro-rata basis. If you need to contact your insurance carrier, please call:
California’s Valued Trust………………………………………800-288-9870
Delta Dental...…………………………………………………...888-335-8227
Kaiser Permanente……………………………………………...800-464-4000
Vision Service Plan (VSP)…………………………………….. 800-877-7195
Caremark Pharmacy/Mail Order……………………………. 888-354-6390
PPO Claims Processing………………………………………..800-442-7247
Anthem BlueCross………………………………………………800-234-4333
Upon ending employment, health benefits will continue through the last day of the last month of paid employment (for example, if the last day of
paid employment is on May 25, benefits will end on May 31 and if the last day of paid employment is on June 3, benefits will end on June 30.
Permanent or probationary certificated employees (excluding retirees) who resign their position as of the end of the school year will receive health
benefits through August 31st if they notify the District, in writing, by March 15th.
The District complies with the Consolidated Omnibus Budget Reconciliation Act (COBRA). COBRA contains provisions giving certain former
employees, retirees, spouses, and dependent children the right to temporary continuation of health coverage at group rates. COBRA offers come
directly from California’s Valued Trust.
MEDICAL PRIVACY LAW
Department of Health and Human Services (HHS) and the Health Insurance Portability and Accountability Act of 1996 (HIPPA), the Privacy Rules
of HIPAA require covered entities to implement new safeguards to protect the security and confidentiality of a person’s health information. The
Windsor Unified School District prescribes to these practices and does not provide access to any medical information on employees.
SECTION 125 PLAN
Employees may elect to participate in the IRS Section 125 Plan to reduce taxes and increase spendable income. Section 125 allows employees to use
“pre-tax” dollars to pay for qualified expenses. Examples of expenses that may be included in a Section 125 Plan are: dependent day care expenses,
out-of-pocket medical or dental expenses and any benefit costs or insurance premiums you pay. The district plan offers an annual open enrollment
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period as well as an opportunity to meet with a representative when hired.
PAYROLL PROCESSING
The District processes two payrolls for each monthly pay period. The first payroll is called the regular payroll and is paid on the last working day of
the month. This payroll pays all employees who have been hired to work in on-going, salaried positions in the District. The District offers a wide
variety of employee-approved voluntary deductions from paychecks on the regular payroll. Theses items include: 403(b) accounts, donations to
United Way, payments and deposits to established credit unions, contributions to IRS Section 125 accounts, private salary protection, life insurance
and supplemental medical insurance policies, bargaining unit dues, and employee portions of health benefit premiums.
Changes to the regular payroll are due to the Payroll Department by the 15th of the month in which you want the change initiated.
The second payroll is called the supplemental payroll and is paid on the 10th of the month following the end of the monthly pay period. This payroll
pays all temporary and substitute employees and all “regular” employees who have performed extra duty, overtime or stipend positions. Employees
must submit a time card for payment on the supplemental payroll.
Time cards for payment on the supplemental payroll are due to the Payroll Department on the 24th day of the month to be paid the following 10th of
the month.
Employees may contact the Payroll Department at 837-7710 (certificated) or 837-7711 (classified) with any questions.
AUTOMATIC PAYROLL DEPOSITS
The vast majority of District employees take advantage of automatic payroll deposit. The process allows employees to instruct the payroll
department to automatically deposit their payroll check into a checking account each month rather than receiving an actual paycheck. Employees
receive an “Advice of Deposit” e-mail each month that provides all details of monthly pay.

CERTIFICATED LEAVES AND ABSENCES
If an employee is ill or an emergency prevents an employee from reporting to work, they should call the AESOP at (800) 942-3767 or enter an
absence at www.aesoponline.com . If you need a Login ID and Pin, please email Kristina Becker at kbecker@wusd.org. Remember to follow the
instructions in your brochure or the automatic prompts on the phone, and a substitute will be provided
State staff development days are no longer required. However, sites and the District may designate activities for staff development. Part-time
teachers are expected to participate in all staff development days and will be paid their full per diem rate of pay for such participation.
Absences on staff development days shall be limited to serious situations such as personal illness of a staff member, illness of an immediate family
member, which requires the presence of the employee, accident, bereavement or jury duty. Such absences must be reported to school site
administration in writing.
SICK LEAVE
Ten (10) days of sick leave credit are provided annually for employees working full-time for a full contract year. This leave is prorated if an
employee works less than a full year.
Earned sick leave may be accumulated from year-to-year and transferred to or from other California school districts.
PERSONAL NECESSITY/PREVIOUSLY REFERRED TO AS COMPELLING PERSONAL BUSINESS LEAVE
Certificated personnel may use up to seven (7) days of accumulated sick leave during each contract year for personal necessity pursuant to Ed. Code
44981. Personal Necessity Leave shall be taken for reasons that the employee cannot reasonably be expected to ignore, and cannot be dealt with
outside of the regular workday.
Personal Necessity Leave is a classification of leave within employees’ sick leave days accumulated. Personal Necessity Leave does not accrue (in
other words, if an employee uses 5 out of the allowable 7 days of PN/CPB leave this year, the remaining 2 days that were unused do not carry over
for next year. The next year’s allowance for PN/CPB leave is still 7 days, not 9). Again, it is a classification/way to describe more specifically how
sick leave was used. Sick leave still accrues as usual.
Up to seven (7) days of accumulated sick leave may be used by an employee, at his/her election, in cases of compelling personal necessity. Personal
Necessity Leave shall be taken for reasons that employees cannot reasonably be expected to ignore and cannot be dealt with outside of the regular
workday. Acceptable reasons for the use of Personal Necessity Leave days as prescribed by District Regulation and Education Code include:
1. Death of a member of the immediate family when the number of days of absence exceeds the limits set by bereavement leave
provisions.
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2.
3.
4.
5.
6.

An accident involving the employee’s person or property, or the person or property of a member of the immediate family.
A serious illness of a member of the employee’s immediate family.
Required court appearance.
Fire, flood, or other immediate danger to the home of the employee.
Personal legal business of a serious nature that the employee cannot disregard.

One example of what WOULD NOT be considered a Personal Necessity Leave day would be a day (or more) taken for a vacation.
Personal Necessity Leave may be used for personal and professional reasons and, as such, a stated reason for the leave will not be required.
Personal Necessity Leave days shall not be used solely as an extension of any holiday or vacation.
Employees shall not be required to secure advance permission for leave taken for a) death or serious illness of a member of his/her immediate family
(as defined in the collective bargaining agreements) or b) accident, involving his/her person, property or a member of the immediate family.
All other Personal Necessity/ Leave requests shall be made at least 48 hours prior (except in unusual circumstances) to the effective date of the
request.
BEREAVEMENT
Each certificated employee shall be entitled to three (3) days bereavement leave, or five (5) days leave when travel is out-of-state, or when travel
exceeds 300 miles one way. Bereavement leave is available when such absence is caused by the death of a member of his/her immediate family and
is fully paid. Bereavement leave is extended to five (5) days following the death of a spouse, child or parent.
JURY DUTY
In the event that any certificated employee is called for jury service or for service as a subpoenaed non-litigant witness in a court of law or any other
tribunal for which provision is made in the Statutes of the State of California, the District shall pay the unit member’s regular salary. Employees are
required to provide proof of jury service.
UNPAID LEAVE
The District may grant an un-paid leave upon written request when it is deemed to provide a future value to the District. Examples of unpaid leaves
that will be considered include; study leave, health or disability leave, political leave, association leave, and extended emergency leave.
OTHER LEAVES
Other leaves include pregnancy disability leave, adoption leave, parenting leave, military leave, child rearing leave and Family Care Leave. For more
information, refer to the WDEA Collective Bargaining Agreement or call the Human Resources Office.

CLASSIFIED LEAVES & ABSENCES
If a classified employee is ill or an emergency prevents an employee from reporting to work, they should call the AESOP at (800) 942-3767 or enter
an absence at www.aesoponline.com . If you need a Login ID and Pin, please email Kristina Becker at kbecker@wusd.org. Please follow the
instructions in your brochure or the automatic prompts on the phone, and a substitute will be provided.
In addition, the District requests that you notify your school at least sixty (60) minutes prior to your regular duty hours.
All personnel must notify their immediate supervisor by 4:00 p.m. on the day preceding their return to work.
Windsor High School
837-7767
Brooks Elementary School 837-7717
Mattie Washburn School
837-7727
Windsor Middle School
837-7737
Cali Calimécac Charter
837-7747
Technology Department
837-7707
North Bay Met & WOA
837-7771
Maintenance Department
837-7796
Transportation Department 837-7795
District Office
837-7703
Bus Drivers:
Call and leave a message @ 837-7795
Custodians, Grounds, Maintenance Staff
Call and leave a message @ 837-7796
Food Service Staff:
Call and leave a message @ 837-7780
Special Education Staff:
Call and leave a message @ 837-7704
North County Consortium
Call and leave a message @ 837- 7423
SICK LEAVE & EXTENDED LEAVE
Full time employees shall be entitled to one (1) day of sick leave for each month of service. Part-time employees shall accumulate and receive sick
leave on the basis of the number of hours they work per day. Employees may refer to the collective bargaining agreement for more information.
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INDUSTRIAL ACCIDENT & ILLNESS LEAVE
An employee suffering an injury or illness arising out of and in the course and scope of his/her employment shall be entitled to a leave of up to 60
working days in any one fiscal year for the same accident or illness. The industrial accident or illness leave is to be used in lieu of normal sick leave
benefits. Any time a unit member on industrial accident or illness leave is able to return to work, he/she shall be reinstated to his/her position without
loss of pay or benefits.
MATERNITY/PATERNITY LEAVE
Employees in need of maternity/paternity leave have a variety of options available (i.e., Family Care Leave, sick leave, unpaid leave). Employees
may refer to the collective bargaining agreement or call the Human Resources Department for more information.
BEREAVEMENT
Each classified employee shall be entitled to three (3) days bereavement leave, or five (5) days leave when travel is out-of-state, or when travel
exceeds 300 miles one way. Bereavement leave is available when such absence is caused by the death of a member of his/her immediate family and
is fully paid. Bereavement leave is extended to five (5) days following the death of a spouse, child or parent.
PERSONAL NECESSITY LEAVE
Personal Necessity Leave is a classification of leave within employees’ accumulated sick leave days. Personal Necessity Leave does not accrue (in
other words, if an employee uses 5 out of the allowable 7 days of PN/CPB leave this year, the remaining 2 days that were unused do not carry over
for next year. The next year’s allowance for PN/CPB leave is still 7 days, not 9). Again, it is a classification/way to describe more specifically how
sick leave was used. Sick leave still accrues as usual.
Up to seven (7) days of accumulated sick leave may be used by an employee, at his/her election, in cases of compelling personal necessity. Personal
Necessity Leave shall be taken for reasons that employees cannot reasonably be expected to ignore and cannot be dealt with outside of the regular
workday. Acceptable reasons for the use of Personal Necessity Leave days as prescribed by District Regulation and Education Code include:
1. Death of a member of the immediate family when the number of days of absence exceeds the limits set by bereavement leave
provisions.
2. An accident involving the employee’s person or property, or the person or property of a member of the immediate family.
3. A serious illness of a member of the employee’s immediate family.
4. Required court appearance.
5. Fire, flood, or other immediate danger to the home of the employee.
6. Personal legal business of a serious nature that the employee cannot disregard.
One example of what WOULD NOT be considered a Personal Necessity Leave day would be a day (or more) taken for a vacation.
Personal necessity leave may be used for personal and professional reasons and, as such, a stated reason for the leave will not be required. Personal
necessity days shall not be used solely as an extension of any holiday or vacation.
Employees shall not be required to secure advance permission for leave taken for a) death or serious illness of a member of his/her immediate family
(as defined in the collective bargaining agreements) or b) accident, involving his/her person, property or a member of the immediate family.
All other Personal Necessity Leave requests shall be made at least 48 hours prior (except in unusual circumstances) to the effective date of the
request.
JURY DUTY
Employees who are called to serve on a jury shall be entitled to be absent from duty without loss of pay. Employees must provide proof of jury
service.
MILITARY LEAVE
Employees shall be entitled to any military leave provided by law and shall retain all rights and privileges granted by law arising out of the exercises
of military leave.
UNPAID LEAVE
All unpaid leave requests shall be submitted in writing to the Human Resources Department. Unpaid leave for up to ten (10) working days shall be
granted at the discretion of the Superintendent/designee. Unpaid leave for a period of more than ten (10) working days shall be submitted to the
Board of Trustees for action.
HOLIDAY LEAVE
The District shall provide a minimum of twelve (12) holidays during each fiscal year at the same rate of pay as would have been received for that day
if it had been worked. A unit member shall be eligible for holiday pay if he/she is in paid status on either the workday immediately preceding or
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immediately succeeding the holiday(s). Unit members who are assigned to academic programs that are in recess during a winter or spring vacation
period shall be eligible for any holidays that fall during such a recess, provided they are in paid status on the workday immediately preceding or
immediately succeeding the winter or spring recess period.
The following holidays for classified unit members shall be included on the annual school year calendar:
Independence Day
Labor Day
Veterans Day
Wednesday prior to Thanksgiving
Thanksgiving Day
Day after Thanksgiving (in lieu of Admission Day)
Christmas Day
New Year’s Day
Martin Luther King Day
Lincoln’s Birthday
Washington’s Birthday
Memorial Day

OTHER PERSONNEL TOPICS
GRIEVANCE PROCEDURES
The Windsor Unified School District is committed to adhering to the agreements laid out in the bargaining unit contracts. Should a problem arise
that is not clearly addressed in the contracts, the grievance procedure is intended to enhance personal communication between unit members and
administrators. For swift resolution of such a problem, employees should promptly present the issue to their supervisor in an informal discussion.
Efforts will be made to resolve the problem at this level. In the rare instance that a resolution is not to be found, the collective bargaining agreements
outline specific grievance procedures by which contract disputes may be resolved.
All employees within the classified or certificated bargaining units may be accompanied by a union representative during any or all meetings. It is
the responsibility of the employee to request union representation.
WORKERS’ COMPENSATION
All employees are entitled to Workers’ Compensation benefits under related California Workers Compensation Law. These benefits include medical
treatment, temporary or permanent disability compensation and other benefits related to work related injuries. Employees injured at work must
immediately report their injury to their supervisor and telephone the workers’ compensation carrier at 836-0779 ext. 0 to speak to the nurse on duty
for further instructions. If more information is needed, contact the Human Resources Department.
RETIREMENT & RETIREMENT SAVINGS PLANS
It is never too soon to plan for your retirement. In general, all certificated employees and classified employees who work four (4) hours or more, are
enrolled in the appropriate retirement system. (California State Teacher Retirement System, (CalSTRS) or California Public Employee System (Cal
PERS) Employees seeking to exercise retirement benefits need to begin the process 6 months prior to their retirement date in order to receive their
first retirement compensation in a timely manner.
In addition to receiving retirement benefits through CalSTRS or CalPERS, the District can assist employees in participating in a 403b retirement
savings plan. Under the 403b tax provision, public employees may elect to save for retirement by allocating pre-tax income toward a wide variety of
investment options. For more information see www.403bcompare.com and contact the payroll department.
NEWS RELEASES
News releases affecting more than one school are issued by the Superintendent. Releases affecting only one school may be issued by the Principal of
that school. The Principal must also approve all news releases initiated by school personnel assigned to his/her school and send a copy to the
Superintendent. Circulars issued for school distribution must be approved by the Superintendent’s office prior to distribution.
FUND RAISING
Solicitations made on behalf of schools must comply with the State disclosure law (Business and Professions Code 17510-17510.7). This law is
complicated and requires a great deal of disclosure depending upon who is doing the soliciting (child age restrictions) and the type of solicitation
(restricted activities).
All classes, grade levels, groups or school organizations utilizing students, personnel, facilities and equipment need to have site/district approval by
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the Board thirty (30) days prior to the collection or promotion of any fund raising in excess of $200 (Ed. Code 51520/51521). These funds need to be
recorded (receipts) and deposited daily. No funds are to remain in the classrooms overnight. The appropriate designee will credit class/organization
accounts after receipts and totals are verified.
Events that raise less then $200 (i.e., book orders, etc.) need the site administrator’s and District’s approval. These smaller types of fund raising
solicitations may be approved through a school master list submitted to the District Office with the Principal’s signature and must still conform to all
State accounting practices (receipts and daily deposits)
USE OF SCHOOL FACILITIES
The Governing Board recognizes that District facilities are a community resource whose primary purpose is to promote school programs and is
governed by the Civic Center Act.
When staff members need to use facilities beyond the normal instructional program (i.e., private drama troupes, sports clubs, dance/music lessons,
etc.), they need to comply with the District use of facilities request and insurance forms. This ensures equal access to all groups within the public and
private sector of the community as governed by the Civic Center Act. Contract your school secretary for facility use forms or contact the business
office for further information.
FIELD TRIPS
Student field trips are an important part of the educational process. In order to ensure student safety and minimize liability to employees and the
District, the following procedures have been established. The Governing Board recognizes four (4) types of field trips/excursions as follows:
1.
One-day trip taken on a school day
2.
One-day trip taken on a non-school day.
3.
Overnight (one or more) trip taken on any days.
4.
Trip to another state or foreign nation.
Types 1 and 2 require advanced approval of the administrative staff while types 3 and 4 require advanced approval of the Governing Board as well as
the site principal and district administration. Appropriate field trip permission forms must be completed prior to any students’ participation in the
field trip. All field trip request forms may be secured at each school site. After approval by administration, the school office should be notified as to
the date and time of the field trip.
The District encourages parent or volunteer participation on school field trips. Any parent or volunteer who chaperones overnight field trips must
have fingerprint clearance. Fingerprinting of volunteers should be arranged through the school office at least 45 days prior to the trip.
District transportation is available by contacting the Transportation Department at 837-7795. District employees may not contract for transportation
services outside of the District. All field trips needing District transportation should check with the transportation office for bus availability.
Transporting more than eight (8) students in a single vehicle (van, limousine, etc.) is illegal unless the vehicle is certified as a school bus and meets
all the school bus transportation standards.
Volunteer adult drivers may transport students on field trips if appropriate certification and insurance has been verified and the appropriate forms
(K&L) have been submitted. Students may not transport other students to or from field trips. However, students may transport other students on
trips other than field trips under the “special circumstance provision” identified on Form L of the Guide to Planning Field Trips. Contact the Director
of Educational Services for more information.
Extended study trips (overnight) need Board approval no later than 45 days before the event in order to provide for the safety of students and to
ensure the field trip has educational value. All chaperones on overnight field trips must receive fingerprint clearance before the trip.
Overnight field trips or field trips which involve a dangerous activity, as defined in Administrative Regulations 6153 require school board approval
and must be submitted at least six (6) weeks in advance. Day field trips of more than 100 miles require the approval of the Director of Educational
Services. Field trips that involve swimming or exposure to a body of water require additional approval. Contact the Educational Services Department
for the appropriate forms.
PERSONAL PROPERTY
The District does not provide reimbursement for private property which is lost, stolen or damaged at school but the District will take reasonable steps
to minimize the potential for loss of employee property.
AUTOMOBILE INSURANCE
The District’s insurance policies protect all employees acting within the scope of their duties. However, when an employee uses his/her automobile
on district business, his/her own automobile insurance is primary in covering the employee. The District’s insurance is secondary, covering the
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employee as soon as his/her own coverage is exhausted. The same condition exists for non-employees using their own cars for District-sanctioned
business. The District does not provide the attorney for an employee or non-employee in the event of a suit. Employees transporting students are
required to possess a valid California driver’s license and automobile bodily injury liability insurance of at least $100,000 per person $300,000 per
occurrence and $50,000 property damage coverage.
PURCHASES
Purchases made with District funds or funds collected under the District’s authority, become the property of the District.
PURCHASES & REIMBURSEMENTS
The District encourages the use of purchase orders for all necessary classroom purchases. Employees must fill out a Requisition Request Form and
return it to their site accounting clerk for approval and processing. The order will arrive at the site and must be verified by signing the receiving copy
of the purchase order. The site accounting clerk will forward the signed receiver to the District Accounts Payable department for invoice payment.
Most vendors accept purchase orders. Employee reimbursements should only be used when absolutely necessary. All employee reimbursements must
have the original receipt attached. No personal purchases should be on the receipt. Fill out a District Reimbursement Form, attach the original
receipt, sign and submit to your site accounting clerk. The site accounting clerk will forward the reimbursement to the District Accounts Payable
department for processing. The reimbursement check will arrive at the site during workdays or the check will be mailed to the employee’s home
during recesses.
CONFERENCE EXPENSE
Attendance at conferences must be approved by the employee’s supervisor. Reimbursement for conferences and associated expenses may be
approved pending confirmation of available funds and supervisor approval.
Conference expense reimbursements must have original receipts. Fill out a District Conference Expense Report form, attach all original receipts,
sign and submit to your site account clerk. Check with your site accounting clerk for meal allowances. The district will not reimburse drinks that
contain alcohol. Mileage cost is reimbursed at the Internal Revenue Service (IRS) rate per mile. Your site accounting clerk will forward your
conference reimbursement to the District Accounts Payable department for processing. Your reimbursement check will arrive at your site during
workdays or your check will be mailed to your home during recesses.
MILEAGE
Any employee required to use his/her own vehicle on District business shall be reimbursed at the Internal Revenue Service (IRS) rate per mile. The
mileage computation shall include mileage necessary to return to the employee’s normal work site. Mileage Reimbursement Request forms are
obtainable at school site offices and are to be turned in to site account clerks by the end of each month. Requests will be forwarded to the District
Accounts Payable Department for processing. Reimbursement checks will be sent to sites during workdays or mailed during recess.
DISASTER AND SAFE SCHOOLS PREPAREDNESS
Under Government Code 3100, all public employees (which includes all school personnel), are considered disaster service workers and are subject to
disaster service activities which may be assigned to them. If a disaster occurs during school hours, they may be required to remain at school by the
Superintendent. Employees are to remain on school grounds during an emergency, until personally released by the Superintendent or designee.
It is the responsibility of all employees to be familiar with emergency and safe school procedures and their role in carrying out the directives
provided in the plan. A Safe Schools Plan is available for review in each school office. In the event of a disaster or school emergency each
employee has been given a specific assignment. Employee assignments are included in the individual school plans of the Safe School Plan.

PUPIL-RELATED MATTERS
STUDENT BEHAVIOR
The school District is committed to providing an orderly and caring environment in which students feel comfortable and take pride in their school
and their achievements. Students may be suspended from school for a variety of infractions that are specifically outlined in the California Ed. Code
48900. School District employees are expected to monitor student behavior and take appropriate action whenever the safety and order of a campus
are threatened. Various consequences may be imposed as a result of inappropriate student behavior.
Teachers of any student being suspended will be notified of the reason for the suspension. All school employees have access to records pertaining to
student suspensions and expulsions by contacting their site administrator. The teacher of any class from which a student is suspended may require
the suspended student to complete assignments and tests missed during the suspension (Ed. Code 48913). Make up work may be provided at the
teacher’s discretion.
Teachers may exclude a student from class for acts such as defiance or disruption for the day of the infraction and the day following. Such exclusions
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from class shall be considered a “suspension” and requires the teacher to notify the parent within 24 hours. The teacher shall also document the
infraction and immediately notify their site administrator.
PUPIL ACCIDENTS
Many employees are required to hold first aid and CPR certification. In the event of a student injury, employees are expected to use professional
judgment as to the level of care needed. When in doubt, employees must seek assistance and not move the student unless safe to do so. Accident
report forms must be completed for each injury and are available at all school site offices.
STUDENT RECORDS
The following persons or agencies shall have access to records which are relevant to the legitimate educational interests of the requestor:
• Natural parents
• Adoptive parents or legal guardians
• Students 16 or older, or who have completed the 10th grade
• School officials
• Employees of various defined agencies
Student records shall remain confidential to all other persons who are not specifically given access to student records. Contact a site administrator or
the Director of Educational Services for more detailed information regarding student records.
STUDENT EXPRESSION
Free inquiry and exchange of ideas are essential parts of a democratic education. Windsor Unified School District students have the right to express
ideas and opinions, take stands, and support causes, whether controversial or not, through their speech, their writing, and the printed materials they
choose to distribute.
Student freedom of expression shall be limited only as allowed by law in order to maintain an orderly school environment and to protect the rights,
health and safety of all members of the school community. Students shall not be disciplined solely on the basis of constitutionally protected speech
or other communication.
CAMPUS VISITORS
All campus visitors are required to register at the main office immediately upon entering the campus. The Principal or designee will provide visible
identification to be used by all visitors while on school premises. All staff members should watch for strangers or unauthorized persons on or in the
vicinity of school grounds. All staff members are authorized to question unidentified visitors and to instruct them to report to the office. Employees
are expected to inform the Principal or designee of these unauthorized visitors.
SEX OFFENDER NOTIFICATION
Any staff member who receives information directly from law enforcement regarding registered sex offenders shall immediately contact the
Superintendent or liaison in order to help ensure that the district is able to respond appropriately.
If an identified sex offender is seen on or near school grounds or around any student, staff shall immediately contact law enforcement and the district
liaison.

24

Appendix A
COMMON EDUCATIONAL ACRONYMS
ACSA
Association of California School Administrators
ADA
Americans with Disabilities Act
ADA
Average Daily Attendance
AFDC
Aid to Families with Dependent Children (eligible for free & reduced meals)
API
Academic Performance Index
ASCD
Association for Supervision & Curriculum Development
AVID
Advancement Via Individual Determination
BTSA
Beginning Teacher Support and Assessment (now referred to as New Teacher Induction)
CALPADS
California Longitudinal Pupil Achievement Data System
CBEDS
California Basic Educational Data System
CBET
Community Based English Teaching
CCR
Coordinated Compliance Review
CELDT
California English Language Development Test
CESA
California Emergency Services Act
CH
Communicatively Handicapped
CLAS
California Learning Assessment System (Grades 4,5 and 8)
CSBA
California School Boards Association
CSEA
Classified School Employees Association
CSR
Class Size Reduction
CTA
California Teachers Association
CTBS
Comprehensive Test of Basic Skills
DATE
Drug, Alcohol, and Tobacco Education
DLT
District Leadership Team - WUSD
DSA
Department of State Architect
EEOC
Equal Employment Opportunity Commission
EIA
Economic Impact Aid
EISS
Early Intervention for School Success
ESSA
Every Student Succeeds Act (NCLB reform)
ELL
English Language Learners
EO
English Only
FEP
Fluent English Proficient
FTE
Full Time Equivalent
GATE
Gifted and Talented Education
IEP
Individualized Education Program
JPA
Joint Powers Agreement/Agency
LEP
Limited English Proficient
LH
Learning Handicapped
LIA
Local Incentive Award
MSDS
Material Safety Data Sheet
NCLB
No Child Left Behind (federal status) [replaced by ESSA]
NEA
National Educators Association
NEP
Non-English Proficient
OSHA
Occupational Safety and Health Act
OT
Occupational Therapist
PAC
Parent Advisory Committee
PAR
Peer Assistance and Review
PERS
Public Employment Retirement System
PIP
Primary Intervention Program
PQR
Program Quality Review
PTA
Parent Teacher Association
RSP
Resource Specialist Program
SARB
School Attendance Review Board
SARC
School Accountability Report Card
SBAC
Smarter Balanced Assessment Consortium [replaced STAR, replaced CST, replaced CTBS]
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SBCP
SCOE
SDC
SELPA
SDL
SST
STAR
STRS
TITLE I
TITLE II
TITLE III
TITLE IV
TITLE VI
TUPE
WASC
WDEA
WUSD

School Based Coordinated Plan
Sonoma County Office of Education
Special Day Class
Special Education Local Plan Association
Severe Disorder of Language
Student Study Team
Standardized Testing and Reporting Program (replaced by SBAC)
State Teachers’ Retirement System
Helping Disadvantaged Children
Improving Teacher Quality
Bilingual Education
Safe & Drug Free Schools
Improving Teacher Quality
Tobacco Use Prevention Education
Western Association of Schools and Colleges
Windsor District Education Association
Windsor Unified School District
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Appendix B
ALCOHOL AND DRUG-FREE WORKPLACE
Notice to Employees:
YOU ARE HEREBY NOTIFIED that it is a violation of Board policy for any employee at a school District workplace to unlawfully manufacture,
distribute, dispense, possess, use or be under the influence of any alcoholic beverage, drug or controlled substance as defined in the Controlled
Substances Act and Code of Federal Regulations.
“School District workplace” is defined as any place where school District work is performed, including a school building or other school premises;
any school-owned or school-approved vehicle used to transport students to and from school or school activities; any off-school sites when
accommodating a school-sponsored or school-approved activity or function, such as a field trip or athletic event, where students are under District
jurisdiction; or during any period of time when an employee is supervising students on behalf of the District or otherwise engaged in District
business.
As a condition of your continued employment with the District, you will comply with the District’s policy on Drug and Alcohol-Free Workplace and
will, any time you are convicted of any criminal drug or alcohol statute violation occurring in the workplace, notify your supervisor of this conviction
no later than five days after such conviction.
Pursuant to California Education Code 44836 and 45123, the Board may not employ or retain in employment persons convicted of a controlled
substance offense as defined in Education Code 44011. If any such conviction is reversed and the person acquitted in a new trial or the charges
dismissed, his/her employment is no longer prohibited.
Pursuant to Education Code 45123, the District may employ for classified service a person who has been convicted of a controlled substance offense
only if it determines, from evidence presented, that the person has been rehabilitated for at least five years. The Board shall determine the type and
manner of presentation of the evidence, and the Board’s determination as to whether or not the person has been rehabilitated is final.
Pursuant to Education Code 44425, whenever the holder of any credential issued by the State Board of Education or the Commission for Teacher
Preparation and Licensing has been convicted of a controlled substance offense as defined in Education Code 44011, the commission shall forthwith
suspend the credential. Pursuant to Education Code 44065, the district may not employ noncertificated persons in positions requiring a certificate.
When the conviction becomes final or when imposition of sentence is suspended, the commission shall revoke the credential. (Education Code
44425)
Pursuant to Education Code 44940 and 45304, the district must immediately place on compulsory leave of absence any employee charged with
involvement in the sale, use or exchange to minors of certain controlled substances.
Pursuant to Education Code 44940 and 45304, the District may immediately place on compulsory leave of absence any employee charged with
certain controlled substance offenses.
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Appendix C
AR 4119.42, 4219.42, 4319.42 – EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS
Definitions
Occupational exposure means reasonably anticipated skin, eye, mucous membrane, or parenteral contact with blood or
other potentially infectious materials that may result from the performance of an employee's duties. (8 CCR 5193(b))
Exposure incident means a specific eye, mouth, other mucous membrane, nonintact skin, or parenteral contact with blood
or other potentially infectious materials that result from the performance of an employee's duties. (8 CCR 5193 (b))
Parenteral contact means piercing mucous membranes or the skin barrier through such events as needlesticks, human
bites, cuts, and abrasions. (8 CCR 5193(b))
A sharp is any object that can be reasonably anticipated to penetrate the skin or any other part of the body and to result in
an exposure incident. (8 CCR 5193(b))
A sharps injury is any injury caused by a sharp, including but not limited to cuts, abrasions or needlesticks. (8
CCR 5193(b))
Work practice controls are controls that reduce the likelihood of exposure by defining the manner in which a task is
performed. (8 CCR 5193(b))
Engineering controls are controls, such as sharps disposal containers, needleless systems, and sharps with engineered
sharps injury protection, that isolate or remove the bloodborne pathogens hazard from the workplace. (8 CCR 5193(b))
Engineered sharps injury protection is a physical attribute built into a needle device or into a non-needle sharp which
effectively reduces the risk of an exposure incident. (8 CCR 5193(b))
Exposure Control Plan
The district's exposure control plan shall contain at least the following components: (8 CCR 5193(c))
1. A determination of which employees have occupational exposure to blood or other potentially infectious materials
The district's exposure determination shall be made without regard to the use of personal protective equipment and shall
include a list of:
a. All job classifications in which all employees have occupational exposure
b. Job classifications in which some employees have occupational exposure
c. All tasks and procedures, or groups of closely related tasks and procedures, in which occupational exposure occurs
and which are performed by employees listed in item #b above
2. The schedule and method of implementing:
a. Methods of compliance required by 8 CCR 5193(d), such as universal precautions, general and specific engineering
and work practice controls, and personal protective equipment
(cf. 4119.43/4219.43/4319.43 - Universal Precautions)
b. Hepatitis B vaccination
c. Bloodborne pathogen post-exposure evaluation and follow-up
d. Communication of hazards to employees, including labels, signs, information and training
e. Recordkeeping
3. The district's procedure for evaluating circumstances surrounding exposure incidents
4. An effective procedure for gathering information about each exposure incident involving a sharp, as required for the log
of sharps injuries
5. An effective procedure for periodically determining the frequency of use of the types and brands of sharps involved in
exposure incidents documented in the sharps injury log
6. An effective procedure for identifying currently available engineering controls and selecting such controls as
appropriate for the procedures performed by employees in their work areas or departments
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7. An effective procedure for documenting instances when a licensed healthcare professional directly involved in a
patient's care determines, in the reasonable exercise of clinical judgment, that the use of an engineering control would
jeopardize an individual's safety or the success of a medical, dental or nursing procedure involving the individual
8. An effective procedure for obtaining the active involvement of employees in reviewing and updating the exposure
control plan with respect to the procedures performed by employees in their respective work areas or departments
The exposure control plan shall be reviewed and updated at least annually and whenever necessary to: (8 CCR 5193(c))
1. Reflect new or modified tasks and procedures affecting occupational exposure
2. To the extent that sharps are used in the district, reflect progress in implementing the use of needleless systems and
sharps with engineered sharps injury protection
3. Include new or revised employee positions with occupational exposure
4. Review and evaluate the exposure incidents which occurred since the previous update
5. Review and respond to information indicating that the exposure control plan is deficient in any area
The district's exposure control plan shall be accessible to employees upon request. (8 CCR 3204(e))
Preventive Measures
The Superintendent or designee shall use engineering and work practice controls to eliminate or minimize employee
exposure, and shall regularly examine and update controls to ensure their effectiveness. (8 CCR 5193(d))
Hepatitis B Vaccination
The hepatitis B vaccination and vaccination series shall be made available at no cost to all employees who have
occupational exposure. The hepatitis B vaccination shall be made available after an employee with occupational exposure
has received the required training and within 10 working days of initial assignment, unless the employee has previously
received the complete hepatitis B vaccination series, or antibody testing has revealed that the employee is immune, or
vaccination is contraindicated by medical reasons. (8 CCR 5193(f))
Employees who decline to accept the vaccination shall sign the hepatitis B declination statement. (8 CCR 5193(f))
The Superintendent or designee may exempt designated first aid providers from the pre-exposure hepatitis B vaccine in
accordance with 8 CCR 5193 (f).
Information and Training
The Superintendent or designee shall ensure that all employees with occupational exposure participate in a training
program containing the elements required by state regulations, during working hours and at no cost to the employee. This
program shall be offered at the time of initial assignment to tasks where occupational exposure may take place, at least
annually thereafter, and whenever a change of tasks or procedures affects the employee's exposure. (8 CCR 5193(g))
Designated first aid providers shall receive training that includes the specifics of reporting first-aid incidents which
involve blood or body fluids which are potentially infectious. (8 CCR5193(g))
Reporting Incidents
All exposure incidents shall be reported as soon as possible to the Superintendent or designee.
Unvaccinated designated first aid providers must report any first aid incident involving the presence of blood or other
potentially infectious material, regardless of whether an exposure incident occurred, by the end of the work shift. The full
hepatitis B vaccination series shall be made available to such employees no later than 24 hours after the first aid incident.
(8 CCR5193(f))
Sharps Injury Log
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The Superintendent or designee shall establish and maintain a log recording each exposure incident involving a sharp. The
exposure incident shall be recorded within 14 working days of the date the incident is reported to the district. (8
CCR 5193(c))
The information recorded shall include the following, if known or reasonably available: (8 CCR 5193(c))
1. Date and time of the exposure incident
2. Type and brand of sharp involved in the exposure incident
3. A description of the exposure incident, including:
a. Job classification of the exposed employee
b. Department or work area where the exposure incident occurred
c. The procedure that the exposed employee was performing at the time of the incident
d. How the incident occurred
e. The body part involved in the incident
f. If the sharp had engineered sharps injury protection, whether the protective mechanism was activated and whether the
injury occurred before, during or after the protective mechanism was activated
g. If the sharp had no engineered sharps injury protection, the injured employee's opinion as to whether and how such a
mechanism could have prevented the injury
h. The employee's opinion about whether any other engineering, administrative or work practice could have prevented the
injury
Post-Exposure Evaluation and Follow-up
Following a report of an exposure incident, the Superintendent or designee shall immediately make available to the
exposed employee, at no cost, a confidential medical evaluation, post-exposure evaluation and follow-up. The
Superintendent or designee shall, at a minimum: (8 CCR 5193(f))
1. Document the route(s) of exposure and the circumstances under which the exposure incident occurred
2. Identify and document the source individual, unless that identification is infeasible or prohibited by law
3. Provide for the collection and testing of the employee's blood for hepatitis B, hepatitis C and HIV serological status
4. Provide for post-exposure prophylaxis, when medically indicated, as recommended by the U.S. Public Health Service
5. Provide for counseling and evaluation of reported illnesses
The Superintendent or designee shall provide the health care professional with a copy of 8 CCR 5193; a description of the
employee's duties as they relate to the exposure incident; documentation of the route(s) of exposure and circumstances
under which exposure occurred; results of the source individual's blood testing, if available; and all medical records
maintained by the district relevant to the appropriate treatment of the employee, including vaccination status. (8
CCR 5193(f))
The district shall maintain the confidentiality of the affected employee and the exposure source during all phases of the
post-exposure evaluation. (8 CCR 5193(f))
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 9011 - Disclosure of Confidential/Privileged Information)
Records
Upon an employee's initial employment and at least annually thereafter, the Superintendent or designee shall inform
employees with occupational exposure of the existence, location and availability of related records; the person responsible
for maintaining and providing access to records; and the employee's right of access to these records. (8 CCR 3204)
(cf. 1340 - Access to District Records)
(cf. 3580 - District Records)
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Medical records for each employee with occupational exposure shall be kept confidential and not disclosed or reported
without the employee's written consent to any person within or outside the workplace except as required by law. (8
CCR 5193(h))
Upon request by an employee, or a designated representative with the employee's written consent, the Superintendent or
designee shall provide access to a record in a reasonable time, place and manner, no later than 15 days after the request is
made. (8 CCR 3204(e))
Records shall be maintained as follows: (8 CCR 3204(d), 5193(h))
1. Medical records shall be maintained for the duration of employment plus 30 years.
2. Training records shall be maintained for three years from the date of training.
3. The sharps injury log shall be maintained five years from the date the exposure incident occurred.
4. Exposure records shall be maintained for at least 30 years.
5. Each analysis using medical or exposure records shall be maintained for at least 30 years.
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: September 21, 1999 Windsor, California
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Appendix D
BP 5141.4 – CHILD ABUSE PREVENTION AND REPORTING
The Governing Board is committed to supporting the safety and well-being of district students and desires to facilitate the
prevention of and response to child abuse and neglect. The Superintendent or designee shall develop and implement
strategies for preventing, recognizing, and promptly reporting known or suspected child abuse and neglect.
The Superintendent or designee may provide a student who is a victim of abuse with school-based mental health services
or other support services and/or may refer the student to resources available within the community as needed.
(cf. 1020 - Youth Services)
(cf. 5141.6 - School Health Services)
(cf. 6164.2 - Guidance/Counseling Services)
Child Abuse Prevention
The district's instructional program shall include age-appropriate and culturally sensitive child abuse prevention
curriculum. This curriculum shall explain students' right to live free of abuse, include instruction in the skills and
techniques needed to identify unsafe situations and react appropriately and promptly, inform students of available support
resources, and teach students how to obtain help and disclose incidents of abuse. (Education Code 51220.5)
(cf. 6142.8 - Comprehensive Health Education)
(cf. 6143 - Courses of Study)

The district's program also may include age-appropriate curriculum in sexual abuse and sexual assault awareness and
prevention. Upon written request of a student's parent/guardian, the student shall be excused from taking such instruction.
(Education Code 51900.6)
The Superintendent or designee shall, to the extent feasible, seek to incorporate community resources into the district's
child abuse prevention programs and may use these resources to provide parents/guardians with instruction in parenting
skills and child abuse prevention.
Child Abuse Reporting
The Superintendent or designee shall establish procedures for the identification and reporting of known and suspected
child abuse and neglect in accordance with law.
(cf. 4119.21/4219.21/4319.21 - Professional Standards)
(cf. 5145.7 - Sexual Harassment)

Procedures for reporting child abuse shall be included in the district and/or school comprehensive safety plan. (Education
Code 32282)
(cf. 0450 - Comprehensive Safety Plan)
District employees who are mandated reporters, as defined by law and administrative regulation, are obligated to report all
known or suspected incidents of child abuse and neglect.
The Superintendent or designee shall provide training regarding the duties of mandated reporters.
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Legal Reference:
EDUCATION CODE
32280-32288 Comprehensive school safety plans
33195 Heritage schools, mandated reporters
33308.1 Guidelines on procedure for filing child abuse complaints
44252 Teacher credentialing
44691 Staff development in the detection of child abuse and neglect
44807 Duty concerning conduct of students
48906 Notification when student released to peace officer
48987 Dissemination of reporting guidelines to parents
49001 Prohibition of corporal punishment
51220.5 Parenting skills education
51900.6 Sexual abuse and sexual assault awareness and prevention
PENAL CODE
152.3 Duty to report murder, rape, or lewd or lascivious act
273a Willful cruelty or unjustifiable punishment of child; endangering life or health
288 Definition of lewd or lascivious act requiring reporting
11164-11174.3 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
15630-15637 Dependent adult abuse reporting
CODE OF REGULATIONS, TITLE 5
4650 Filing complaints with CDE, special education students
UNITED STATES CODE, TITLE 42
11434a McKinney-Vento Homeless Assistance Act; definitions
COURT DECISIONS
Camreta v. Greene (2011) 131 S.Ct. 2020
Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
Health Education Content Standards for California Public Schools, Kindergarten Through Grade Twelve
Health Framework for California Public Schools, Kindergarten Through Grade Twelve
WEB SITES
California Attorney General's Office, Suspected Child Abuse Report
Form: http://www.ag.ca.gov/childabuse/pdf/ss_8572.pdf
California Department of Education, Safe Schools: http://www.cde.ca.gov/ls/ss/ap
California Department of Social Services, Children and Family Services Division: http://www.childsworld.ca.gov
U.S. Department of Health and Human Services, Child Welfare Information Gateway: https://www.childwelfare.gov/can
Policy WINDSOR UNIFIED SCHOOL DISTRICT
adopted: February 2, 2016 Windsor, California
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AR 5141.4

Child Abuse Prevention And Reporting

Definitions
Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)
1. A physical injury or death inflicted by other than accidental means on a child by another person
2. Sexual abuse of a child, including sexual assault or sexual exploitation, as defined in Penal Code 11165.1
3. Neglect of a child as defined in Penal Code 11165.2
4. Willful harming or injuring of a child or the endangering of the person or health of a child as defined in Penal
Code 11165.3
5. Unlawful corporal punishment or injury as defined in Penal Code 11165.4
(cf. 4119.21/4219.21/4319.21 - Professional Standards)
(cf. 5145.7 - Sexual Harassment)
Child abuse or neglect does not include:
1. A mutual affray between minors (Penal Code 11165.6)
2. An injury caused by reasonable and necessary force used by a peace officer acting within the course and scope of
his/her employment (Penal Code 11165.6)
(cf. 3515.3 - District Police/Security Department)
3. An injury resulting from the exercise by a teacher, vice principal, principal, or other certificated employee of the same
degree of physical control over a student that a parent/guardian would be privileged to exercise, not exceeding the amount
of physical control reasonably necessary to maintain order, protect property, protect the health and safety of students, or
maintain proper and appropriate conditions conducive to learning (Education Code 44807)
4. An injury caused by a school employee's use of force that is reasonable and necessary to quell a disturbance threatening
physical injury to persons or damage to property, to protect himself/herself, or to obtain weapons or other dangerous
objects within the control of a student (Education Code 49001)
(cf. 5131.7 - Weapons and Dangerous Instruments)
(cf. 5144 - Discipline)
(cf. 6159.4 - Behavioral Interventions for Special Education Students)
5. Physical pain or discomfort caused by athletic competition or other such recreational activity voluntarily engaged in by
a student (Education Code 49001)
(cf. 6142.7 - Physical Education and Activity)
(cf. 6145.2 - Athletic Competition)
6. Homelessness or classification as an unaccompanied minor (Penal Code 11165.15)
Mandated reporters include, but are not limited to, teachers; instructional aides; teacher's aides or assistants; classified
employees; certificated pupil personnel employees; administrative officers or supervisors of child attendance; athletic
coaches, administrators, and directors; administrators and employees of a licensed child day care facility; Head Start
teachers; district police or security officers; licensed nurses or health care providers; and administrators, presenters, and
counselors of a child abuse prevention program. (Penal Code 11165.7)
Reasonable suspicion means that it is objectively reasonable for a person to entertain a suspicion, based upon facts that
could cause a reasonable person in a like position, drawing when appropriate on his/her training and experience, to
suspect child abuse or neglect. However, reasonable suspicion does not require certainty that child abuse or neglect has
occurred nor does it require a specific medical indication of child abuse or neglect. (Penal Code 11166)
Reportable Offenses
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A mandated reporter shall make a report using the procedures provided below whenever, in his/her professional capacity
or within the scope of his/her employment, he/she has knowledge of or observes a child whom the mandated reporter
knows or reasonably suspects has been the victim of child abuse or neglect. (Penal Code 11166)
Any mandated reporter who has knowledge of or who reasonably suspects that a child is suffering serious emotional
damage or is at a substantial risk of suffering serious emotional damage, based on evidence of severe anxiety, depression,
withdrawal, or untoward aggressive behavior toward self or others, may make a report to the appropriate agency. (Penal
Code 11166.05,11167)
Any district employee who reasonably believes that he/she has observed the commission of a murder, rape, or lewd or
lascivious act by use of force, violence, duress, menace, or fear of immediate and unlawful bodily injury against a victim
who is a child under age 14 shall notify a peace officer. (Penal Code 152.3, 288)
Responsibility for Reporting
The reporting duties of mandated reporters are individual and cannot be delegated to another person. (Penal Code 11166)
When two or more mandated reporters jointly have knowledge of a known or suspected instance of child abuse or neglect,
the report may be made by a member of the team selected by mutual agreement and a single report may be made and
signed by the selected member of the reporting team. Any member who has knowledge that the member designated to
report has failed to do so shall thereafter make the report. (Penal Code 11166)
No supervisor or administrator shall impede or inhibit a mandated reporter from making a report. (Penal Code 11166)
Any person not identified as a mandated reporter who has knowledge of or observes a child whom he/she knows or
reasonably suspects has been a victim of child abuse or neglect may report the known or suspected instance of child abuse
or neglect to the appropriate agency. (Penal Code 11166)
(cf. 1240 - Volunteer Assistance)
Reporting Procedures
1. Initial Telephone Report
Immediately or as soon as practicable after knowing or observing suspected child abuse or neglect, a mandated reporter
shall make an initial report by telephone to any police department (excluding a school district police/security department),
sheriff's department, county probation department if designated by the county to receive such reports, or county welfare
department. (Penal Code 11165.9, 11166)

Child Protective Services (CPS)
1747 Copperhill Pkwy
Santa Rosa, CA 95403
707-565-4300
When the initial telephone report is made, the mandated reporter shall note the name of the official contacted, the date and
time contacted, and any instructions or advice received.
2. Written Report
Within 36 hours of knowing or observing the information concerning the incident, the mandated reporter shall then
prepare and either send, fax, or electronically submit to the appropriate agency a written follow-up report, which includes
a completed Department of Justice form (SS 8572). (Penal Code 11166, 11168)
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The Department of Justice form may be obtained from the district or school office or other appropriate agencies, such as
the county probation or welfare department or the police or sheriff's department.
Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167)
a. The name, business address, and telephone number of the person making the report and the capacity that makes the
person a mandated reporter
b. The child's name and address, present location, and, where applicable, school, grade, and class
c. The names, addresses, and telephone numbers of the child's parents/guardians
d. The name, address, telephone number, and other relevant personal information about the person who might have abused
or neglected the child
e. The information that gave rise to the reasonable suspicion of child abuse or neglect and the source(s) of that information
The mandated reporter shall make a report even if some of this information is not known or is uncertain to him/her. (Penal
Code 11167)
The mandated reporter may give to an investigator from an agency investigating the case, including a licensing agency,
any information relevant to an incident of child abuse or neglect or to a report made for serious emotional damage
pursuant to Penal Code 11166.05. (Penal Code 11167)
3. Internal Reporting
The mandated reporter shall not be required to disclose his/her identity to his/her supervisor, the principal, or the
Superintendent or designee. (Penal Code 11166)
However, employees reporting child abuse or neglect to an appropriate agency are encouraged, but not required, to notify
the principal as soon as possible after the initial telephone report to the appropriate agency.
The principal so notified shall provide the mandated reporter with any assistance necessary to ensure that reporting
procedures are carried out in accordance with law, Board policy, and administrative regulation. At the mandated reporter's
request, the principal may assist in completing and filing the necessary forms.
Reporting the information to an employer, supervisor, principal, school counselor, co-worker, or other person shall not be
a substitute for making a mandated report to the appropriate agency. (Penal Code 11166)
Training
Within the first six weeks of each school year, the Superintendent or designee shall provide training on mandated
reporting requirements to district employees and persons working on their behalf who are mandated reporters. Any school
personnel hired during the school year shall receive such training within the first six weeks of employment. (Education
Code 44691; Penal Code 11165.7)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

The Superintendent or designee may use the online training module provided by the California Department of Social
Services. (Education Code 44691)
The training shall include, but not necessarily be limited to, training in identification and reporting of child abuse and
neglect. In addition, the training shall include information that failure to report an incident of known or reasonably
suspected child abuse or neglect as required by law is a misdemeanor punishable by imprisonment and/or a fine as
specified. (Education Code44691; Penal Code 11165.7)
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The Superintendent or designee shall obtain and retain proof of each mandated reporter's completion of the training.
(Education Code 44691)
Victim Interviews by Social Services
Whenever the Department of Social Services or another government agency is investigating suspected child abuse or
neglect that occurred within the child's home or out-of-home care facility, the student may be interviewed by an agency
representative during school hours, on school premises. The Superintendent or designee shall give the student the choice
of being interviewed in private or in the presence of any adult school employee or volunteer aide selected by the student.
(Penal Code 11174.3)
A staff member or volunteer aide selected by a child may decline to be present at the interview. If the selected person
accepts, the principal or designee shall inform him/her of the following requirements: (Penal Code 11174.3)
1. The purpose of the selected person's presence at the interview is to lend support to the child and enable him/her to be as
comfortable as possible.
2. The selected person shall not participate in the interview.
3. The selected person shall not discuss the facts or circumstances of the case with the child.
4. The selected person is subject to the confidentiality requirements of the Child Abuse and Neglect Reporting Act, a
violation of which is punishable as specified in Penal Code 11167.5.

If a staff member agrees to be present, the interview shall be held at a time during school hours when it does not involve
an expense to the school. (Penal Code 11174.3)
Release of Child to Peace Officer
When a child is released to a peace officer and taken into custody as a victim of suspected child abuse or neglect, the
Superintendent or designee and/or principal shall not notify the parent/guardian, but rather shall provide the peace officer
with the address and telephone number of the child's parent/guardian. (Education Code 48906)
(cf. 5145.11 - Questioning and Apprehension by Law Enforcement)
Parent/Guardian Complaints
Upon request, the Superintendent or designee shall provide parents/guardians with procedures for reporting suspected
child abuse occurring at a school site to appropriate agencies. For parents/guardians whose primary language is not
English, such procedures shall be in their primary language and, when communicating orally regarding those procedures,
an interpreter shall be provided.
To file a complaint against a district employee or other person suspected of child abuse or neglect at a school site,
parents/guardians may file a report by telephone, in person, or in writing with any appropriate agency identified above
under "Reporting Procedures." If a parent/guardian makes a complaint about an employee to any other employee, the
employee receiving the information shall notify the parent/guardian of procedures for filing a complaint with the
appropriate agency. The employee also is obligated pursuant to Penal Code 11166 to file a report himself/herself using the
procedures described above for mandated reporters.
(cf. 1312.1 - Complaints Concerning District Employees)
In addition, if the child is enrolled in special education, a separate complaint may be filed with the California Department
of Education pursuant to 5 CCR 4650.
(cf. 1312.3 - Uniform Complaint Procedures)
Notifications
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The Superintendent or designee shall provide to all new employees who are mandated reporters a statement that informs
them of their status as mandated reporters, their reporting obligations under Penal Code 11166, and their confidentiality
rights under Penal Code 11167. The district also shall provide these new employees with a copy of Penal
Code 11165.7, 11166, and 11167. (Penal Code 11165.7, 11166.5)
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
Before beginning employment, any person who will be a mandated reporter by virtue of his/her position shall sign a
statement indicating that he/she has knowledge of the reporting obligations under Penal Code 11166 and will comply with
those provisions. The signed statement shall be retained by the Superintendent or designee. (Penal Code 11166.5)
Employees who work with dependent adults shall be notified of legal responsibilities and reporting procedures pursuant to
Welfare and Institutions Code 15630-15637.
The Superintendent or designee also shall notify all employees that:
1. A mandated reporter who reports a known or suspected instance of child abuse or neglect shall not be held civilly or
criminally liable for making a report and this immunity shall apply even if the mandated reporter acquired the knowledge
or reasonable suspicion of child abuse or neglect outside of his/her professional capacity or outside the scope of his/her
employment. Any other person making a report shall not incur civil or criminal liability unless it can be proven that he/she
knowingly made a false report or made a report with reckless disregard of the truth or falsity of the report. (Penal
Code 11172)
2. If a mandated reporter fails to timely report an incident of known or reasonably suspected child abuse or neglect, he/she
may be guilty of a crime punishable by a fine and/or imprisonment. (Penal Code 11166)
3. No employee shall be subject to any sanction by the district for making a report unless it can be shown that he/she
knowingly made a false report or made a report with reckless disregard of the truth or falsity of the report. (Penal
Code 11166)
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: February 2, 2016 Windsor, California
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Appendix E
BP 1312.1 - COMPLAINTS CONCERNING SCHOOL PERSONNEL
The Governing Board places trust in its employees and desires to support their actions in such manner that employees are
freed from unwarranted criticism and complaints.
The Superintendent shall develop regulations that will permit the public to lodge criticism against staff members, assure a
complete hearing, and protect the rights of the staff members and the district.
(cf. 1250 - Visits to the School)
Verbal complaints against an employee initially made to a Board member or at a Board meeting will be referred to the
Superintendent for appropriate consideration and action according to administrative regulations.
This policy shall not apply when a public complaint involves accusations of child abuse. When a school employee is
accused of child abuse, it shall be dealt with according to BP 5141.4.
(cf. 5141.4 - Child Abuse and Neglect (Reporting Procedures)
The Board prohibits retaliation against complainants. The Superintendent or designee at his/her discretion may keep a
complainant's identity confidential, except to the extent necessary to investigate the complaint. The district will not
investigate anonymous complaints unless it so desires.
The Board shall annually review policies and regulations regarding complaints against school personnel.
(cf. 6144 - Controversial Issues)
Legal Reference:
EDUCATION CODE
33308.1 Guidelines on procedure for filing child abuse complaints
35146 Closed sessions
44031 Personnel file contents and inspection
44811 Disruption of public school activities
44932-44949 Resignation, dismissal and leaves of absence (rights of employee; procedures to follow)
48987 Child abuse guidelines
GOVERNMENT CODE
54957 Closed session; complaints re employees
54957.6 Closed session; salaries or fringe benefits
PENAL CODE
273 Cruelty or unjustifiable punishment of child
11164-11174.3 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
300 Minors subject to jurisdiction of juvenile court
Management Resources:
CDE LEGAL ADVISORIES
0910.93 Guidelines for parents to report suspected child abuse by school district employees or other persons against a
pupil at school site (LO:4-93)
Policy WINDSOR UNIFIED SCHOOL DISTRICT
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Adopted: August 2, 2011 Windsor, California

AR 1312.1 Complaints Concerning School Personnel
In order to promote fair and constructive communication, the following procedures shall govern the resolution of
complaints. Every effort should be made to resolve a complaint at the earliest possible stage.
Informal
Individuals with complaints (the complainants) concerning school personnel are encouraged but not required to
communicate directly to the person against whom the complaint is lodged. Complainants are encouraged to attempt to
verbally resolve concerns with the staff members personally.
Formal-Level 1
If the complaint is not resolved at the informal level, the complainant may submit the complaint verbally or in writing to
the site administrator or district designee. When necessary, district administration shall assist in the preparation of the
written complaint so as to meet the requirement of this regulation. Administrative staff shall inform the complainant that
such assistance is available if he/she is unable to prepare the written complaint without help.
A written complaint must include the name of each employee involved and a summary of the complaint and the facts
surrounding it. It must also include a specific description of any prior attempt to discuss the complaint with the employee
involved and the failure to resolve the matter.
All written complaints regarding district personnel other than administrators shall be initially filed with the principal. If
the complaint regards an administrator the complaint shall be initially filed with the Superintendent or designee. If the
complaint concerns the Superintendent, it shall be initially filed with the Board.
The site administration and district designee is responsible for overseeing the investigation of complaints and will attempt
to resolve the complaint to the satisfaction of the person(s) involved. If the complaint is resolved, the site administration
or district designee will so advise all concerned parties, including the Superintendent or designee.
Staff responsible for investigating complaints shall attempt to resolve the complaint to the satisfaction of the parties
involved within 30 days.
Formal-Level 2
If the complaint remains unresolved after review by the site administrator or the district designee, the site administration
and district designee shall refer the complaint together with a report and analysis of the situation, to the Superintendent or
designee. Complainants should consider and accept the Superintendent or designee's decision as final. However, the
complainant, the employee, or the Superintendent may ask to address the Governing Board regarding the complaint.
Except when a complaint is directed against the Superintendent the Board will not publicly or privately conduct a review
of the complaint either in closed or open session until the Board has received and reviewed the Superintendent's or
designee's report. The Superintendent or designee's report shall contain, but not be limited to:
1. The full name of each employee involved
2. A brief but specific summary of the complaint and the facts surrounding it
3. A specific description of any prior attempt to discuss the complaint with the employee and the failure to resolve the
matter

Staff responsible for investigating complaints shall attempt to resolve the complaint to the satisfaction of the parties
involved within 30 calendar days.
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Formal Level 3
Both the complainant and the employee against whom the complaint was made may appeal a decision by the site
administrator or district designee to the Superintendent or designee, who shall attempt to resolve the complaint to the
satisfaction of the person involved within 30 calendar days. Parties should consider and accept the Superintendent or
designee's decision as final. However, the complainant, the employee, or the Superintendent or designee may ask to
address the Board regarding the complaint.
Before any Board consideration of a complaint, the Superintendent or designee shall submit to the Board a written report
concerning the complaint, including but not limited to:
1. The full name of each employee involved
2. A summary of the complaint and
3. A copy of the signed original complaint
4. A summary of the action taken by the Superintendent or designee, together with his/her specific finding that the
problem has not been resolved and the reasons
The Board may uphold the Superintendent's decision without hearing the complaint.
All parties to a complaint may be asked to attend a Board meeting in order to clarify the issue and present all available
evidence.
A closed session may be held to hear the complaint in accordance with law.
(cf. 9321 - Closed Session Purposed and Agendas)
(cf. 9323 - Meeting Conduct)
The decision of the Board shall be final.
Any complaint of child abuse or neglect alleged against a district employee shall be reported to the appropriate local
agencies in accordance with law, Board policy and administrative regulation.
(cf. 5141.4 - Child Abuse Reporting Procedures)
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: September 20, 2016 Windsor, California
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Appendix F
BP 1312.3 - 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 early resolution of complaints
whenever possible. To resolve complaints which may require a more formal process, the Board adopts the uniform system
of complaint processes specified in 5 CCR 4600-4670 and the accompanying administrative regulation.
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 adult education
programs, after school education and safety programs, migrant education, career technical and technical education and
training programs, child care and development programs, child nutrition programs, special education programs,
consolidated categorical aid programs, Agricultural Vocational Education, Career Technical and Technical Education;
Career Technical; Technical Training, Career Technical Education, Special Education, American Indian Education
Centers and Early Childhood Education Program Assessments, Bilingual Education, California Peer Assistance and
Review Programs for Teachers, Compensatory Education, Course Periods without Educational Content (for grades 9-12),
Economic Impact Aid, Education of Pupils in Foster Care, Pupils who are Homeless, and former Juvenile Court Pupils
now enrolled in a school district, English Learner Programs, Every Student Succeeds Act/No Child Left Behind (Titles IVII), Local Control and Accountability Plans (LCAP), Physical Education Instructional Minutes (for grades 1-6), Pupil
Fees, Reasonable Accommodations to a Lactating Pupil, Regional Occupational Center and Programs, School Safety
Plans, State Pre-School, Tobacco-Use Prevention Education, and any other district-implemented program which is listed
in Education Code 64000(a) (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. 5148.2 - Before/After School Programs)
(cf. 6159 - Individualized Education Program)
(cf. 6171 - Title I Programs)
(cf. 6174 - Education for English 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 student, employee, or other person participating 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, pregnancy, 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 422.55, or based on his/her association with a
person or group with one or more of these actual or perceived characteristics (5 CCR 4610)
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)
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 breastfeedingrelated needs of the student (Education Code 222)
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(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, by or on behalf of a former juvenile court school student who transfers into the district after his/her
second year of high school, alleging district noncompliance with any requirement applicable to the student regarding the
award of credit for coursework satisfactorily completed in the juvenile court school or the grant of an exemption from
Board-imposed graduation requirements (Education Code 51225.1, 51225.2)
(cf. 6173.3 - Education for Juvenile Court School Students)
9. Any complaint alleging district noncompliance with the requirements of Education Code 51228.1 and 51228.2 that
prohibit the assignment of a student to a course without educational content for more than one week in any semester or to
a course the student has previously satisfactorily completed, without meeting specified conditions (Education
Code 51228.3)
(cf. 6152 - Class Assignment)
10. 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)
11. 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
12. Any other complaint as specified in a district policy
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
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resolve complaints that involve more than one student and no adult. However, mediation shall not be offered or used to
resolve any complaint involving sexual assault or where there is a reasonable risk that a party to the mediation would feel
compelled to participate. The Superintendent or designee shall ensure that the use of ADR is consistent with state and
federal laws and regulations.
The district shall protect all complainants from retaliation. In investigating complaints, the confidentiality of the parties
involved shall be protected as required by law. For any complaint alleging retaliation or unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying), the Superintendent or designee shall keep the identity of the
complainant, and/or the subject of the complaint if he/she is different from the complainant, confidential when appropriate
and as long as the integrity of the complaint process is maintained.
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 5125 - Student Records)
(cf. 9011 - Disclosure of Confidential/Privileged Information)
When an allegation that is not subject to the UCP is included in a UCP complaint, the district shall refer the non-UCP
allegation to the appropriate staff or agency and shall investigate and, if appropriate, resolve the UCP-related allegation(s)
through the district's UCP.
The Superintendent or designee shall provide training to district staff to ensure awareness and knowledge of current law
and 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 in
accordance with applicable 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)
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)
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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, homeless children, and former juvenile court school students; 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
52500-52616.24 Adult schools
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 2
11023 Harassment and discrimination prevention and correction
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
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6801-7014 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 Act
100.3 Prohibition of discrimination on basis of race, color or national origin
104.7 Designation of responsible employee for Section 504
CODE OF FEDERAL REGULATIONS, TITLE 34
106.8 Designation of responsible employee for Title IX
106.9 Notification of nondiscrimination on basis of sex
110.25 Notification of nondiscrimination on the basis of age
Management Resources:
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/ocr
U.S. Department of Justice: http://www.justice.gov
Policy WINDSOR UNIFIED SCHOOL DISTRICT

Adopted: June 26, 2018 Windsor, California
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Appendix G
BP 4020 – DRUG AND ALCOHOL-FREE WORKPLACE
The Governing Board believes that the maintenance of a drug- and alcohol-free workplace is essential to staff
and student safety and to help ensure a productive and safe work and learning environment.
(cf. 4112.41/4212.41/4312.41 - Employee Drug Testing)
(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers)
An employee shall not unlawfully manufacture, distribute, dispense, possess, or use any controlled substance in
the workplace. (Government Code 8355; 41 USC 701)
Employees are prohibited from being under the influence of controlled substances or alcohol while on duty. For
purposes of this policy, on duty means while an employee is on duty during both instructional and
noninstructional time in the classroom or workplace, at extracurricular or cocurricular activities, or while
transporting students or otherwise supervising them. Under the influence means that the employee's capabilities
are adversely or negatively affected, impaired, or diminished to an extent that impacts the employee's ability to
safely and effectively perform his/her job.
(cf. 4032 - Reasonable Accommodation)
The Superintendent or designee shall notify employees of the district's prohibition against drug use and the
actions that will be taken for violation of such prohibition. (Government Code 8355; 41 USC 701)
An employee shall abide by the terms of this policy and shall notify the district, within five days, of his/her
conviction for violation in the workplace of any criminal drug statute. (Government Code 8355; 41 USC 701)
The Superintendent or designee shall notify the appropriate federal granting or contracting agency within 10
days after receiving notification, from an employee or otherwise, of any conviction for a violation occurring in
the workplace. (41 USC 701)
In accordance with law and the district's collective bargaining agreements, the Superintendent or designee shall
take appropriate disciplinary action, up to and including termination, against an employee for violating the
terms of this policy and/or shall require the employee to satisfactorily participate in and complete a drug
assistance or rehabilitation program approved by a federal, state, or local public health or law enforcement
agency or other appropriate agency.
(cf. 4112 - Appointment and Conditions of Employment)
(cf. 4117.4 - Dismissal)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4212 - Appointment and Conditions of Employment)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
Drug-Free Awareness Program
The Superintendent or designee shall establish a drug-free awareness program to inform employees about:
(Government Code 8355; 41 USC 701)
1. The dangers of drug abuse in the workplace
2. The district's policy of maintaining a drug-free workplace
3. Available drug counseling, rehabilitation, and employee assistance programs
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(cf. 4159/4259/4359 - Employee Assistance Programs)
4. The penalties that may be imposed on employees for drug abuse violations occurring in the workplace
Legal Reference:
EDUCATION CODE
44011 Controlled substance offense
44425 Conviction of controlled substance offenses as grounds for revocation of credential
44836 Employment of certificated persons convicted of controlled substance offenses
44940 Compulsory leave of absence for certificated persons
44940.5 Procedures when employees are placed on compulsory leave of absence
45123 Employment after conviction of controlled substance offense
45304 Compulsory leave of absence for classified persons

GOVERNMENT CODE
8350-8357 Drug-free workplace
UNITED STATES CODE, TITLE 20
7111-7117 Safe and Drug Free Schools and Communities Act
UNITED STATES CODE, TITLE 21
812 Schedule of controlled substances
UNITED STATES CODE, TITLE 41
701-707 Drug-Free Workplace Act
CODE OF FEDERAL REGULATIONS, TITLE 21
1308.01-1308.49 Schedule of controlled substances
COURT DECISIONS
Cahoon v. Governing Board of Ventura USD, (2009) 171 Cal.App.4th 381
Ross v. RagingWire Telecommunications, Inc., (2008) 42 Cal.4th 920
Management Resources:
WEB SITES
California Department of Alcohol and Drug Programs: http://www.adp.ca.gov
California Department of Education: http://www.cde.ca.gov
U.S. Department of Labor: http://www.dol.gov
Policy WINDSOR UNIFIED SCHOOL DISTRICT
Adopted: February 1, 2011 Windsor, California
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Appendix H
E 4112.9 - EMPLOYEE NOTIFICATIONS
Note: The following exhibit lists notices which the law requires be provided to employees. See the referenced Board
policy, administrative regulation, or Board bylaw for further information about related program and notice requirements.
I. To All Employees
When/Whom to Notify: At the beginning of school year or upon employment
Education or Other Legal Code: Education Code 231.5, Government Code 12950, 2 CCR 11024
Board Policy/Administrative Regulation #: AR 4119.11/4219.11/4319.11
Subject: The district's policy on sexual harassment, legal remedies, complaints
When/Whom to Notify: Annually to all employees and 72 hours before pesticide application
Education or Other Legal Code: Education Code 17612
Board Policy/Administrative Regulation #: AR 3514.2
Subject: Use of pesticide product, active ingredients, Internet address to access information
When/Whom to Notify: To all employees, prior to implementing year-round schedule
Education or Other Legal Code: Education Code 37616
Board Policy/Administrative Regulation #: BP 6117
Subject: Public hearing on year-round implementing year-round program schedule
When/Whom to Notify: To all employees, prior to implementing alternative schedule
Education or Other Legal Code: Education Code 46162
Board Policy/Administrative Regulation #: AR 6112
Subject: Public hearing on alternative schedule
When/Whom to Notify: To all employees
Education or Other Legal Code: Education Code 49013; 5 CCR 4622
Board Policy/Administrative Regulation #: AR 1312.3; BP 0460; BP 3260
Subject: Uniform complaint procedures, appeals, civil law remedies, coordinator, complaints about student fees and local
control accountability plan
When/Whom to Notify: To all employees
Education or Other Legal Code: Education Code 49414
Board Policy/Administrative Regulation #: AR 5141.21
Subject: Request for volunteers to be trained to administer epinephrine auto-injectors
When/Whom to Notify: At least once per year
Education or Other Legal Code: Education Code 49414.3
Board Policy/Administrative Regulation #: AR 5141.21
Subject: Request for volunteers to be trained to administer opioid antagonist
When/Whom to Notify: To all employees
Education or Other Legal Code: Government Code 1126
Board Policy/Administrative Regulation #: BP 4136/4236/4336
Subject: Prohibition of activities that are inconsistent, incompatible, in conflict with, or inimical to duties; discipline;
appeal
When/Whom to Notify: Prior to beginning employment
Education or Other Legal Code: Government Code 3102
Board Policy/Administrative Regulation #: AR 4112.3/4212.3/4312.3
Subject: Oath or affirmation of allegiance required of disaster service workers
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When/Whom to Notify: To all employees
Education or Other Legal Code: Government Code 8355; 41 USC 8102; 34 CFR 84.205, 84.210
Board Policy/Administrative Regulation #: BP 4020, BP 4159/4259/4359
Subject: District's drug- and alcohol-free workplace; actions that will be taken if violated; available employee assistance
programs
When/Whom to Notify: Upon employment
Education or Other Legal Code: Government Code 21029
Board Policy/Administrative Regulation #: None
Subject: Right to purchase PERS service credit for military service performed prior to public employment
When/Whom to Notify: Upon placement of automated external defibrillator (AED) in school, annually thereafter
Education or Other Legal Code: Health and Safety Code 1797.196
Board Policy/Administrative Regulation #: AR 5141
Subject: Proper use of AED; location of all AEDs on campus, sudden cardiac arrest, school's emergency response plan
When/Whom to Notify: To all employees, if the district receives Tobacco-Use Prevention Education funds
Education or Other Legal Code: Health and Safety Code 104420
Board Policy/Administrative Regulation #: AR 3513.3
Subject: District's tobacco-free schools policy and enforcement procedures
When/Whom to Notify: Annually to all employees, or more frequently if there is new information
Education or Other Legal Code: Health and Safety Code 120875, 120880
Board Policy/Administrative Regulation #: AR 4119.43/4219.43/4319.43
Subject: AIDS and hepatitis B, methods to prevent exposure
When/Whom to Notify: To all employees, with each paycheck
Education or Other Legal Code: Labor Code 246
Board Policy/Administrative Regulation #: AR 4161.1/4261.1/4361.1
Subject: Amount of sick leave available
When/Whom to Notify: To covered employees and former employees
Education or Other Legal Code: Labor Cod e2800.2
Board Policy/Administrative Regulation #: AR 4154/4254/4354
Subject: Availability of COBRA/Cal-COBRA continuation and conversion coverage; statement encouraging careful
examination of options before declining coverage
When/Whom to Notify: To every new employee, either at the time employee is hired or by end of first pay period
Education or Other Legal Code: Labor Code 3551
Board Policy/Administrative Regulation #: BP 4157.1/4257.1/4357.1
Subject: Workers' compensation benefits, how to obtain medical care, role of primary physician, form for reporting
personal physician/chiropractor
When/Whom to Notify: Prior to beginning employment
Education or Other Legal Code: Penal Code 11165.7, 11166.5
Board Policy/Administrative Regulation #: AR 5141.4
Subject: Status as a mandated reporter of child abuse, reporting obligations, confidentiality rights, copy of law
When/Whom to Notify: Upon employment, and when employee goes on leave for specified reasons
Education or Other Legal Code: Unemployment Insurance Code 2613
Board Policy/Administrative Regulation #: AR 4154/4254/4354
Subject: Disability insurance rights and benefits
When/Whom to Notify: To all employees and job applicants
Education or Other Legal Code: 2 CCR 11023; 34 CFR 104.8, 106.9
Board Policy/Administrative Regulation #: BP 0410, BP 4030
Subject: District's policy on nondiscrimination and related complaint procedures
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When/Whom to Notify: To all employees via employee handbook, or to each new employee
Education or Other Legal Code: 2 CCR 11091, 11095; 29 CFR 825.300
Board Policy/Administrative Regulation #: AR 4161.8/4261.8/4361.8
Subject: Benefits through Family and Medical Leave Act (FMLA) and California Family Rights Act (CFRA); obligation
to provide 30 days' notice of need for leave when possible
When/Whom to Notify: Annually to all employees
Education or Other Legal Code: 40 CFR 763.84, 763.93
Board Policy/Administrative Regulation #: AR 3514
Subject: Availability of asbestos management plan; any inspections, response actions or post-response actions planned or
in progress
II. To Certificated Employees
When/Whom to Notify: To eligible certificated employees in a timely manner, and to part-time and substitute certificated
employees within 30 days of hire
Education or Other Legal Code: Education Code 22455.5
Board Policy/Administrative Regulation #: AR 4121
Subject: Criteria for membership in retirement system; right to elect membership at any time
When/Whom to Notify: Upon employment of a retired certificated individual
Education or Other Legal Code: Education Code 22461
Board Policy/Administrative Regulation #: AR 4117.14/4317.14
Subject: Postretirement earnings limitation or employment restriction; monthly report of compensation
When/Whom to Notify: To certificated employees
Education or Other Legal Code: Education Code 35171
Board Policy/Administrative Regulation #: AR 4115, BP 4315
Subject: District regulations related to performance evaluations
When/Whom to Notify: 30 days before last day of school year for instructional staff, or by June 30 for noninstructional
certificated staff, in any year in which employee is evaluated
Education or Other Legal Code: Education Code 44663
Board Policy/Administrative Regulation #: AR 4115
Subject: Copy of employee's evaluation
When/Whom to Notify: To a certificated employee with unsatisfactory evaluation, once per year for probationary
employee or at least once every other year for permanent employee
Education or Other Legal Code: Education Code 44664
Board Policy/Administrative Regulation #: AR 4115
Subject: Notice and description of the unsatisfactory performance
When/Whom to Notify: By May 30, if district elects to issue reemployment notices to certificated employees
Education or Other Legal Code: Education Code 44842
Board Policy/Administrative Regulation #: AR 4112.1
Subject: Request that the employee notify district of intent to remain in service next year
When/Whom to Notify: To certificated employees upon employment and to nonpermanent employees in July of each
school year
Education or Other Legal Code: Education Code 44916
Board Policy/Administrative Regulation #: AR 4112.1, AR 4121
Subject: Employment status and salary
When/Whom to Notify: To probationary employees in district with ADA of 250 or more, by March 15 of employee's
second consecutive year of employment
Education or Other Legal Code: Education Code 44929.21
Board Policy/Administrative Regulation #: AR 4117.6
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Subject: Whether or not employee is reelected for next school year
When/Whom to Notify: When certificated employee is subject to disciplinary action for cause, at any time of year or, for
charge of unsatisfactory performance, during instructional year
Education or Other Legal Code: Education Code 44934, 44934.1, 44936
Board Policy/Administrative Regulation #: BP 4118; AR 4118
Subject: Notice of charges, procedures, and employee rights; intent to dismiss or suspend 30 days after notice
When/Whom to Notify: To certificated employee charged with unprofessional conduct, at least 45 days prior to
suspension/dismissal notice
Education or Other Legal Code: Education Code 44938
Board Policy/Administrative Regulation #: BP 4118
Subject: Notice of deficiency and opportunity to correct
When/Whom to Notify: To certificated employee charged with unsatisfactory performance, at least 90 days prior to
suspension/dismissal notice or prior to last quarter of school year
Education or Other Legal Code: Education Code 44938
Board Policy/Administrative Regulation #: BP 4118
Subject: Notice of deficiency and opportunity to correct
When/Whom to Notify: To certificated employee charged with mandatory leave of absence offense, within 10 days of
entry of judgment in proceedings
Education or Other Legal Code: Education Code 44940.5
Board Policy/Administrative Regulation #: AR 4118
Subject: Notice of intent to dismiss 30 days from notice unless employee demands hearing
When/Whom to Notify: To probationary employees 30 days prior to dismissal during school year, but not later than
March 15 for second- year probationary employees
Education or Other Legal Code: Education Code 44948.3
Board Policy/Administrative Regulation #: AR 4118
Subject: Reasons for dismissal and opportunity to appeal
When/Whom to Notify: By March 15 when necessary to reduce certificated personnel, with final notice by May 15
Education or Other Legal Code: Education Code 44949, 44955
Board Policy/Administrative Regulation #: BP 4117.3
Subject: Reasons for personnel reduction and employees' right to hearing; final notice of Board decision re: termination
When/Whom to Notify: On or before June 30, to temporary employee who served 75 percent of school year but will be
released
Education or Other Legal Code: Education Code 44954
Board Policy/Administrative Regulation #: BP 4121
Subject: District's decision not to reelect employee for following school year
When/Whom to Notify: To teacher, when a student engages in or is reasonably suspected of specified acts
Education or Other Legal Code: Education Code 49079
Board Policy/Administrative Regulation #: AR 4158/4258/4358
Subject: Student has committed specified act that constitutes ground for suspension or expulsion
When/Whom to Notify: To certificated employee upon change in employment status due to alleged misconduct
Education or Other Legal Code: 5 CCR 80303
Board Policy/Administrative Regulation #: AR 4117.7/4317.7
Subject: Contents of state regulation re: report to Commission on Teacher Credentialing
III. To Classified Employees
When/Whom to Notify: To classified employee charged with mandatory leave of absence offense, in merit system district
Education or Other Legal Code: Education Code 44940.5
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Board Policy/Administrative Regulation #: AR 4218
Subject: Notice of intent to dismiss in 30 days
When/Whom to Notify: When classified employee is subject to disciplinary action for cause, in nonmerit district
Education or Other Legal Code: Education Code 45113
Board Policy/Administrative Regulation #: AR 4218
Subject: Notice of charges, procedures, and employee rights
When/Whom to Notify: To classified employees at least 60 days prior to layoff, or by April 29 if specially funded
program that expires at end of school year
Education or Other Legal Code: Education Code 45117
Board Policy/Administrative Regulation #: AR 4217.3
Subject: Notice of layoff and reemployment rights
When/Whom to Notify: To classified employees upon employment and upon each change in classification
Education or Other Legal Code: Education Code 45169
Board Policy/Administrative Regulation #: AR 4212
Subject: Employee's class specification, salary data, assignment or work location, duty hours, prescribed workweek
When/Whom to Notify: To classified permanent employee whose leave is exhausted
Education or Other Legal Code: Education Code 45192, 45195
Board Policy/Administrative Regulation #: AR 4261.1, AR 4261.11
Subject: Exhaustion of leave, opportunity to request additional leave
When/Whom to Notify: To school bus drivers and school activity bus drivers prior to expiration of specified documents
Education or Other Legal Code: 13 CCR 1234
Board Policy/Administrative Regulation #: AR 3542
Subject: Expiration date of driver's license, driver's certificate and medical certificate; need to renew
When/Whom to Notify: To school bus drivers and school activity bus drivers upon employment and at least once per year
thereafter
Education or Other Legal Code: 13 CCR 2480
Board Policy/Administrative Regulation #: AR 3542
Subject: Limitations on vehicle idling; consequences of not complying
When/Whom to Notify: To school bus drivers, prior to district drug testing program and thereafter upon employment
Education or Other Legal Code: 49 CFR 382.601
Board Policy/Administrative Regulation #: BP 4112.42/4212.42/4312.42
Subject: Explanation of federal requirements for drug testing program and district's policy
IV. To Administrative/Supervisory Personnel
When/Whom to Notify: To deputy, associate, or assistant superintendent or senior manager of classified service, at least
45 days before expiration of contract
Education or Other Legal Code: Education Code 35031
Board Policy/Administrative Regulation #: BP 4312.1
Subject: Decision not to reelect or reemploy upon expiration of contract or term
When/Whom to Notify: Upon request by administrative or supervisory employee transferred to teaching position
Education or Other Legal Code: Education Code 44896
Board Policy/Administrative Regulation #: AR 4313.2
Subject: Statement of the reasons for the release or reassignment
When/Whom to Notify: By March 15 to employee who may be released/reassigned the following school year
Education or Other Legal Code: Education Code 44951
Board Policy/Administrative Regulation #: AR 4313.2
Subject: Notice that employee may be released or reassigned the following school year
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V. To Individual Employees Under Special Circumstances
When/Whom to Notify: In the event of a breach of security of district records to affected employees
Education or Other Legal Code: Civil Code 1798.29
Board Policy/Administrative Regulation #: BP 3580
Subject: Types of records affected, date of breach, description of incident, and, as applicable, contact information for
credit reporting agencies
When/Whom to Notify: Prior to placing derogatory information in personnel file
Education or Other Legal Code: Education Code 44031
Board Policy/Administrative Regulation #: AR 4112.6/4212.6/4312.6
Subject: Notice of derogatory information, opportunity to review and comment
When/Whom to Notify: To employees who volunteer to administer epinephrine auto-injector
Education or Other Legal Code: Education Code 49414
Board Policy/Administrative Regulation #: AR 5141.21
Subject: Defense and indemnification from civil liability by the district
When/Whom to Notify: To employees returning from military leave of absence, within 30 days of return
Education or Other Legal Code: Government Code 20997
Board Policy/Administrative Regulation #: AR 4161.5/4261.5/4361.5
Subject: Right to receive PERS service credit for military service; application form
When/Whom to Notify: 24 hours before Board meets in closed session to hear complaints or charges against employee
Education or Other Legal Code: Government Code 54957
Board Policy/Administrative Regulation #: BB 9321
Subject: Employee's right to have complaints/charges heard in open session
When/Whom to Notify: When taking disciplinary action against employee for disclosure of confidential information
Education or Other Legal Code: Government Code 54963
Board Policy/Administrative Regulation #: BP 4119.23/4219.23/4319.23
Subject: Law prohibiting disclosure of confidential information obtained in closed session
When/Whom to Notify: Within one working day of work-related injury or victimization of crime
Education or Other Legal Code: Labor Code 3553, 5401
Board Policy/Administrative Regulation #: BP 4157.1/4257.1/4357.1
Subject: Potential eligibility for workers' compensation benefits, claim form
When/Whom to Notify: When adverse employment action is based on DOJ criminal history information or subsequent
arrest notification
Education or Other Legal Code: Penal Code 11105, 11105.2
Board Policy/Administrative Regulation #: AR 4112.5/4212.5/4312.5
Subject: Copy of DOJ notification
When/Whom to Notify: To any employee with exposure to blood or potentially infectious materials, upon initial
employment and at least annually thereafter
Education or Other Legal Code: 8 CCR 3204, 5193
Board Policy/Administrative Regulation #: AR 4119.42/4219.42/4319.42
Subject: The existence, location, and availability of exposure and medical records; person responsible for maintaining and
providing access to records; right to access records
When/Whom to Notify: To any employee assigned to a work area where hazardous chemical are present, upon initial
assignment and upon new exposure situation
Education or Other Legal Code: 8 CCR 5191
Board Policy/Administrative Regulation #: AR 3514.1
Subject: Location and availability of chemical hygiene plan, exposure limits, signs and symptoms of exposure, location of
reference material
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When/Whom to Notify: To any employee who may be exposed to hazardous substances in the work area, upon initial
assignment and when new hazard is introduced into work area
Education or Other Legal Code: 8 CCR 5194
Board Policy/Administrative Regulation #: AR 3514.1
Subject: Any presence of hazardous substances in the work area, location and availability of hazard communication
program, new material safety data sheet, employee rights
When/Whom to Notify: To employee eligible for military leave
Education or Other Legal Code: 38 USC 4334
Board Policy/Administrative Regulation #: AR 4161.5/4261.5/4361.5
Subject: Notice of rights, benefits, and obligations under military leave
When/Whom to Notify: Within five days of employee's request for family care and medical leave, receipt of supporting
information, or district's knowledge that the requested leave may qualify as FMLA leave
Education or Other Legal Code: 29 CFR 825.300; 2 CCR 11049, 11091
Board Policy/Administrative Regulation #: AR 4161.8/4261.8/4361.8
Subject: Designation of leave as FMLA or non-FMLA; if not eligible, reason not eligible; requirement to use paid leave;
any requirement for fitness-for-duty certification; any subsequent changes in designation notice
When/Whom to Notify: Whenever notice of eligibility for FMLA is provided to employee
Education or Other Legal Code: 29 CFR 825.300
Board Policy/Administrative Regulation #: AR 4161.8/4261.8/4361.8
Subject: Rights and responsibilities re: use of FMLA; consequences of failure to meet obligations
Exhibit WINDSOR UNIFIED SCHOOL DISTRICT
Version: June 27, 2017 Windsor, California

55

Appendix I
BP 4040 – EMPLOYEE (ACCEPTABLE) USE OF TECHNOLOGY
The Governing Board recognizes that technological resources enhance employee performance by offering effective tools
to assist in providing a quality instructional program; facilitating communications with parents/guardians, students, and
the community; supporting district and school operations; and improving access to and exchange of information. The
Board expects all employees to learn to use the available technological resources that will assist them in the performance
of their job responsibilities. As needed, employees shall receive professional development in the appropriate use of these
resources.
(cf. 0440 - District Technology Plan)
(cf. 1100 - Communication with the Public)
(cf. 1113 - District and School Web Sites)
(cf. 1114 - District-Sponsored Social Media)
(cf. 4032 - Reasonable Accommodation)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
Employees shall be responsible for the appropriate use of technology and shall use district technology primarily for
purposes related to their employment.
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
(cf. 4119.21/4219.21/4319.21 - Professional Standards)
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)
(cf. 5125 - Student Records)
(cf. 5125.1 - Release of Directory Information)
(cf. 6162.6 - Use of Copyrighted Materials)
(cf. 6163.4 - Student Use of Technology)
District technology includes, but is not limited to, computers, the district's computer network including servers and
wireless computer networking technology (wi-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.
The Superintendent or designee shall establish an Acceptable Use Agreement which outlines employee obligations and
responsibilities related to the use of district technology. Upon employment and whenever significant changes are made to
the district's Acceptable Use Agreement, employees shall be required to acknowledge in writing that they have read and
agreed to the Acceptable Use Agreement.
Employees shall not use district technology to access, post, submit, publish, or display harmful or inappropriate matter
that is threatening, obscene, disruptive, sexually explicit, or unethical or that promotes any activity prohibited by law,
Board policy, or administrative regulations.
Harmful matter includes matter, taken as a whole, which to the average person, applying contemporary statewide
standards, appeals to the prurient interest and is matter which depicts or describes, in a patently offensive way, sexual
conduct and which lacks serious literary, artistic, political, or scientific value for minors. (Penal Code 313)
The Superintendent or designee shall ensure that all district computers with Internet access have a technology protection
measure that protects against access to visual depictions that are obscene, child pornography, or harmful to minors and
that the operation of such measures is enforced. The Superintendent or designee may disable the technology protection
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measure during use by an adult to enable access for bona fide research or other lawful purpose. (20 USC 6777; 47 USC
254)
The Superintendent or designee shall annually notify employees in writing that they have no reasonable expectation of
privacy in the use of any equipment or other technological resources provided by or maintained by the district, including,
but not limited to, computer files, email, text messages, instant messaging, and other electronic communications, even
when provided their own password. To ensure proper use, the Superintendent or designee may monitor employee usage of
district technology at any time without advance notice or consent and for any reason allowed by law.
In addition, employees shall be notified that records maintained on any personal device or messages sent or received on a
personal device that is being used to conduct district business may be subject to disclosure, pursuant to a subpoena or
other lawful request.
Employees shall report any security problem or misuse of district technology to the Superintendent or designee.
Inappropriate use of district technology may result in a cancellation of the employee's user privileges, disciplinary action,
and/or legal action in accordance with law, Board policy, and administrative regulation.
(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
Legal Reference:
EDUCATION CODE
52295.10-52295.55 Implementation of Enhancing Education Through Technology grant program
GOVERNMENT CODE
3543.1 Rights of employee organizations
PENAL CODE
502 Computer crimes, remedies
632 Eavesdropping on or recording confidential communications
VEHICLE CODE
23123 Wireless telephones in vehicles
23123.5 Mobile communication devices; text messaging while driving
23125 Wireless telephones in school buses
UNITED STATES CODE, TITLE 20
6751-6777 Enhancing Education Through Technology Act, Title II, Part D, especially:
6777 Internet safety
UNITED STATES CODE, TITLE 47
254 Universal service discounts (E-rate)
CODE OF FEDERAL REGULATIONS, TITLE 47
54.520 Internet safety policy and technology protection measures, E-rate discounts
COURT DECISIONS
City of Ontario v. Quon et al. (2010) 000 U.S. 08-1332
Management Resources:
WEB SITES
CSBA: http://www.csba.org
American Library Association: http://www.ala.org
California Department of Education: http://www.cde.ca.gov

57

Federal Communications Commission: http://www.fcc.gov
U.S. Department of Education: http://www.ed.gov
Policy WINDSOR UNIFIED SCHOOL DISTRICT
Adopted: March 1, 2016 Windsor, California
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Appendix J
BP 4158, 4258, 4358 - EMPLOYEE SECURITY
The Governing Board desires to provide a safe and orderly work environment for all employees. As part of the district's
comprehensive safety plan, the Superintendent or designee shall develop strategies for protecting employees from
potentially dangerous persons and situations and for providing necessary assistance and support when emergency
situations occur.
(cf. 0450 - Comprehensive Safety Plan)
(cf. 3515 - Campus Security)
(cf. 5131.4 - Student Disturbances)
Any employee against whom violence or any threat of violence has been directed in the workplace shall notify the
Superintendent or designee immediately. As appropriate, the Superintendent or designee shall initiate legal and security
measures to protect the employee and others in the workplace.
The Superintendent or designee may pursue legal action on behalf of an employee against a student or his/her
parent/guardian to recover damages to the employee or his/her property caused by the student's willful misconduct that
occurred on district property, at a school or district activity, or in retaliation for lawful acts of the employee in the
performance of his/her duties. (Education Code 48904, 48905)
(cf. 3320 - Claims and Actions Against the District)
(cf. 3515.4 - Recovery for Property Loss or Damage)
(cf. 4156.3/4256.3/4356.3 - Employee Property Reimbursement)
(cf. 5125.2 - Withholding Grades, Diploma or Transcripts)
The Superintendent or designee shall ensure that employees receive training in crisis prevention and intervention
techniques in order to protect themselves and students. Staff development may include training in classroom management,
effective communication techniques, procedures for responding to an active shooter situation, and crisis resolution.
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

The Superintendent or designee also shall inform teachers, in accordance with law, of crimes and offenses committed by
students who may pose a danger in the classroom. (Education Code 48201, 49079; Welfare and Institutions Code 827)
The Superintendent or designee may make available at appropriate locations, including, but not limited to, district and
school offices, gyms, and classrooms, communication devices that would enable two-way communication with law
enforcement and others when emergencies occur.
(cf. 5141 - Health Care and Emergencies)
Use of Pepper Spray
Employees shall not carry or possess pepper spray on school property or at school activities, except when authorized by
the Superintendent or designee for self-defense purposes. When allowed, an employee may only possess pepper spray in
accordance with administrative regulations and Penal Code 22810. Any employee who is negligent or careless in the
possession or handling of pepper spray shall be subject to appropriate disciplinary measures.
(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
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Reporting of Injurious Objects
The Board requires employees to take immediate action upon being made aware that any person is in possession of a
weapon or unauthorized injurious object on school grounds or at a school-related or school-sponsored activity. The
employee shall use his/her own judgment as to the potential danger involved and shall do one of the following:
1. Confiscate the object and deliver it to the principal immediately
2. Immediately notify the principal, who shall take appropriate action
3. Immediately call 911 and the principal
(cf. 3515.7 - Firearms on School Grounds)
(cf. 5131.7 - Weapons and Dangerous Instruments)
(cf. 5144 - Discipline)
(cf. 5144.1 - Suspension and Expulsion/Due Process)
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities))
When informing the principal about the possession or seizure of a weapon or dangerous device, the employee shall report
the name(s) of persons involved, witnesses, location, and the circumstances of any seizure.
Legal Reference:
EDUCATION CODE
32210-32212 Willful disturbance, public schools or meetings
32225-32226 Communication devices
35208 Liability insurance
35213 Reimbursement for loss, destruction or damage of school property
44014 Report of assault by pupil against school employee
44807 Duty concerning conduct of students
48201 Transfer of student records
48900-48926 Suspension or expulsion
49079 Notification to teacher; student who has engaged in acts re: grounds suspension or expulsion
49330-49335 Injurious objects
CIVIL CODE
51.7 Freedom from violence or intimidation
CODE OF CIVIL PROCEDURE
527.8 Workplace violence safety
GOVERNMENT CODE
995-996.4 Defense of public employees
3543.2 Scope of representation
PENAL CODE
71 Threatening public officers and employees and school officials
240-246.3 Assault and battery, especially:
241.3 Assault against school bus drivers
241.6 Assault on school employee including board member
243.3 Battery against school bus drivers
243.6 Battery against school employee including board member
245.5 Assault with deadly weapon against school employee including board member
290 Registration of sex offenders
601 Trespass by person making credible threat
626-626.11 School crimes
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646.9 Stalking
22810 Purchase, possession, and use of tear gas
WELFARE AND INSTITUTIONS CODE
827 Juvenile court proceedings; reports; confidentiality
828.1 District police or security department, disclosure of juvenile records
COURT DECISIONS
City of San Jose v. William Garbett, (2010) 190 Cal. App. 4th 526
Management Resources:
WEB SITES
CSBA: http://www.csba.org
California Department of Education, Safe Schools and Violence Prevention Office: http://www.cde.ca.gov/ls/ss
Policy WINDSOR UNIFIED SCHOOL DISTRICT
Adopted: June 26, 2018 Windsor, California
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Appendix K
BP 3514 - ENVIRONMENTAL SAFETY
The Governing Board recognizes its obligation to provide a safe and healthy environment at school facilities for students,
staff, and community members. The Superintendent or designee shall regularly assess school facilities to identify
environmental health risks and shall develop strategies to prevent and/or mitigate environmental hazards. He/she shall
consider the proven effectiveness of various options, anticipated short-term and long-term costs and/or savings to the
district, and the potential impact on staff and students, including the impact on student achievement and attendance.
(cf. 0200 - Goals for the School District)
(cf. 0400 - Comprehensive Plans)
(cf. 1312.4 - Williams Uniform Complaint Procedures)
(cf. 3516 - Emergencies and Disaster Preparedness Plan)
(cf. 3516.3 - Earthquake Emergency Procedure System)
(cf. 3517 - Facilities Inspection)
(cf. 4157/4257/4357 - Employee Safety)
(cf. 5142 - Safety)
(cf. 7111 - Evaluating Existing Buildings)
Such strategies shall focus on maximizing healthy indoor air quality; monitoring the quality of outdoor air and adjusting
outdoor activities as necessary; reducing exposure to vehicle emissions; minimizing exposure to lead and mercury;
reducing the risk of unsafe drinking water; inspecting and properly abating asbestos; appropriately storing, using, and
disposing of potentially hazardous substances; using effective least toxic pest management practices; reducing the risk of
foodborne illness; and addressing any other environmental hazards identified during facilities inspections.
(cf. 3510 - Green School Operations)
(cf. 3513.3 - Tobacco-Free Schools)
(cf. 3514.1 - Hazardous Substances)
(cf. 3514.2 - Integrated Pest Management)
(cf. 3516.5 - Emergency Schedules)
(cf. 3540 - Transportation)
(cf. 3541.1 - Transportation for School-Related Trips)
(cf. 3542 - School Bus Drivers)
(cf. 3550 - Food Service/Child Nutrition Program)
(cf. 5141.23 - Asthma Management)
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(cf. 5141.7 - Sun Safety)
(cf. 5142.2 - Safe Routes to School Program)
(cf. 6142.7 - Physical Education and Activity)
(cf. 6163.2 - Animals at School)
(cf. 7150 - Site Selection and Development)
In developing strategies to promote healthy school environments, the Superintendent or designee may consult and
collaborate with local environmental protection agencies, health agencies, water boards, and other community
organizations.
(cf. 1020 - Youth Services)
The Superintendent or designee shall provide the district's maintenance and facilities staff, bus drivers, food services staff,
teachers, and other staff as appropriate with professional development regarding their responsibilities in implementing
strategies to improve and maintain environmentally safe and healthy schools.
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
The Superintendent or designee shall notify the Board, staff, parents/guardians, students, and/or governmental agencies, as
appropriate, if an environmental hazard is discovered at a school site. The notification shall provide information about the
district's actions to remedy the hazard and may recommend health screening of staff and students.
(cf. 5141.6 - School Health Services)
Legal Reference:
EDUCATION CODE
17002 Definition of "good repair"
17070.75 Facilities inspection
17582 Deferred maintenance fund
17590 Asbestos abatement fund
17608-17614 Healthy Schools Act of 2000, least toxic pest management practices
32080-32081 Carbon monoxide devices
32240-32245 Lead-Safe Schools Protection Act
48980.3 Notification of pesticides
49410-49410.7 Asbestos materials containment or removal
FOOD AND AGRICULTURAL CODE
11401-12408 Pest control operations and agricultural chemicals
13180-13188 Healthy Schools Act of 2000, least toxic pest management practices
GOVERNMENT CODE
3543.2 Scope of representation; right to negotiate safety conditions
HEALTH AND SAFETY CODE
105400-105430 Indoor environmental quality
113700-114437 California Retail Food Code, sanitation and safety requirements
116277 Lead testing of potable water at schools and requirements to remedy
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CODE OF REGULATIONS, TITLE 5
14010 Standards for school site selection
CODE OF REGULATIONS, TITLE 8
337-339 Hazardous substances list
340-340.2 Occupational safety and health, rights of employees
1528-1537 Construction safety orders; exposure to hazards
5139-5223 Control of hazardous substances
CODE OF REGULATIONS, TITLE 13
2025 Retrofitting of diesel school buses
2480 Vehicle idling
CODE OF REGULATIONS, TITLE 17
35001-36100 Lead abatement services
CODE OF REGULATIONS, TITLE 22
64670-64679 Lead and copper in drinking water
CODE OF REGULATIONS, TITLE 24
915.1-915.7 California Building Standards Code; carbon monoxide devices
UNITED STATES CODE, TITLE 7
136-136y Use of pesticides
UNITED STATES CODE, TITLE 15
2601-2629 Control of toxic substances
2641-2656 Asbestos Hazard Emergency Response Act
UNITED STATES CODE, TITLE 42
1758 Food safety and inspections
CODE OF FEDERAL REGULATIONS, TITLE 40
141.1-141.723 Drinking water standards
745.61-745.339 Lead-based paint standards
763.80-763.99 Asbestos-containing materials in schools
763.120-763.123 Asbestos worker protections
Management Resources:
CSBA PUBLICATIONS
Indoor Air Quality: Governing Board Actions for Creating Healthy School Environments, Policy Brief, July 2008
Asthma Management in the Schools, Policy Brief, March 2008
Food Safety Requirements, Fact Sheet, October 2007
Sun Safety in Schools, Policy Brief, July 2006
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
School Site Selection and Approval Guide, 2000
Indoor Air Quality, A Guide for Educators, 1995
CALIFORNIA DEPARTMENT OF HEALTH SERVICES PUBLICATIONS
Report to the Legislature: Lead Hazards in California's Public Elementary Schools and Child Care Facilities, April 1998
CALIFORNIA ENVIRONMENTAL PROTECTION AGENCY: AIR RESOURCES BOARD PUBLICATIONS
Facts about Truck and Bus Regulation School Bus Provisions, rev. March 22, 2011
CALIFORNIA STATE WATER RESOURCES CONTROL BOARD PUBLICATIONS
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Frequently Asked Questions about Lead Testing of Drinking Water in California Schools; Updated for Assembly Bill
746/Health and Safety Code 116277, December 15, 2017
DIVISION OF THE STATE ARCHITECT PUBLICATIONS
K-12 Occupancy Classification and Load Factors, IR A-26, rev. April 18, 2012
U.S. ENVIRONMENTAL PROTECTION AGENCY PUBLICATIONS
A Citizen's Guide to Radon: The Guide to Protecting Yourself and Your Family from Radon, 2016
Healthy School Environments Assessment Tool, rev. 2015
Indoor Air Quality Tools for Schools, rev. 2009
Mold Remediation in Schools and Commercial Buildings, September 2008
The ABCs of Asbestos in Schools, rev. August 2003
How to Manage Asbestos in School Buildings: AHERA Designated Person's Self-Study Guide, 1996
WEB SITES
CSBA: http://www.csba.org
AirNow: http://www.airnow.gov
American Association of School Administrators: http://www.aasa.org
California Air Resources Board: http://www.arb.ca.gov
California Building Standards: http://www.bsc.ca.gov/codes.aspx
California Department of Education, Health and Safety: http://www.cde.ca.gov/ls/fa/hs
California Department of Pesticide Regulation: http://www.cdpr.ca.gov
California Department of Public Health: http://www.cdph.ca.gov
California State Water Resources Control Board: https://www.waterboards.ca.gov
Centers for Disease Control and Prevention: http://www.cdc.gov
Consumer Product Safety Commission: http://www.cpsc.gov
National Center for Environmental Health: http://www.cdc.gov/nceh
Occupational Safety and Health Administration: http://www.osha.gov
U.S. Environmental Protection Agency: http://www.epa.gov
Policy WINDSOR UNIFIED SCHOOL DISTRICT
Adopted: June 26, 2018 Windsor, California
________________________________________________________________________________________________

AR 3514
The Superintendent may designate and train one or more employees to oversee and coordinate the district's environmental
safety program(s). The responsibilities of the coordinator(s) shall include, but are not limited to, overseeing assessments
of district facilities, recommending strategies for the prevention and mitigation of environmental health risks, ensuring
effective implementation of environmental safety strategies, and reporting to the Superintendent regarding the district's
progress in addressing environmental safety concerns.
(cf. 3510 - Green School Operations)
(cf. 3511 - Energy and Water Management)
(cf. 3517 - Facilities Inspection)
(cf. 4157/4257/4357 - Employee Safety)
(cf. 5142 - Safety)
(cf. 7111 - Evaluating Existing Buildings)
(cf. 7150 - Site Selection and Development)
Indoor Air Quality
In order to provide proper ventilation, humidity, and temperature in school facilities and to reduce indoor air
contaminants, the Superintendent or designee shall ensure that the following strategies are implemented:
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1. Mechanically driven heating, ventilation, and air conditioning systems shall be operated continuously during working
hours except under the circumstances specified in 8 CCR 5142. The systems shall be inspected at least annually and
problems corrected within a reasonable time. Where the air supply is filtered, the filters shall be replaced or cleaned
regularly to prevent significant reductions in airflow. Documentation of inspections, tests of ventilation rates, and
maintenance shall be retained for at least five years. (8 CCR 5142-5143)
(cf. 3580 - District Records)
Staff shall ensure that airflow is not obstructed by the blocking of ventilators with posters, furniture, books, or other
obstacles.
2. School facilities shall be regularly inspected for water damage, spills, leaks in plumbing and roofs, poor drainage, and
improper ventilation so as to preclude the buildup of mold and mildew. Wet building materials and furnishings shall be
dried within 48 hours if possible to prevent mold growth. When evidence of mold or mildew is found, maintenance staff
shall locate and repair the source of water intrusion and remove or clean moldy materials.
3. Exterior wall and foundation cracks and openings shall be sealed as soon as possible to minimize seepage of radon into
buildings from surrounding soils.
4. Least toxic pest management practices shall be used to control and manage pests at school sites. (Education
Code 17608-17614; Food and Agriculture Code 13182)
(cf. 3514.2 - Integrated Pest Management)
5. The Superintendent or designee shall install a carbon monoxide detector or alarm in all school buildings that contain a
fuel-burning appliance, fireplace, or forced-air furnace. The device or alarm shall be located in close proximity to the
appliance in order to accurately detect and alert school personnel of any leakage of carbon monoxide. (24 CCR 915.1915.7)
6. Schedules and practices for routine housekeeping and maintenance shall be designed to effectively reduce levels of
dust, dirt, and debris. Plain water, soap and water, or low-emission cleaning products shall be used whenever possible.
Aerosols, including air fresheners and other products containing ozone, shall be avoided to the extent possible.
(cf. 5141.23 - Asthma Management)
7. Painting of school facilities and maintenance or repair activities that require the use of potentially harmful substances
shall be limited to those times when school is not in session. Following any such activity, the facility shall be properly
ventilated with adequate time allowed prior to reopening for use by any person.
8. Paints, adhesives, and solvents shall be used and stored in well-ventilated areas. These items shall be purchased in small
quantities to avoid storage exposure.
(cf. 3514.1 - Hazardous Substances)
9. To the extent possible, printing and duplicating equipment that may generate indoor air pollutants, such as methyl
alcohol or ammonia, shall be placed in locations that are well ventilated and not frequented by students and staff.
10. The district's tobacco-free schools policy shall be consistently enforced in order to reduce the health risks caused by
second-hand smoke.
(cf. 3513.3 - Tobacco-Free Schools)
11. Staff and students shall be asked to refrain from bringing common irritants such as furred or feathered animals, stuffed
toys that may collect dust mites, scented candles, incense, or air fresheners and from using perfume or cologne, scented
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lotion or hair spray, nail polish or nail polish remover, or other personal care products that are not fragrance-free in
classrooms or other enclosed areas or buildings.
(cf. 6163.2 - Animals at School)
Outdoor Air Quality
The Superintendent or designee may monitor local health advisories and outdoor air quality alerts, including forecasts of
ozone levels, particle pollution, ultraviolet radiation levels, and/or temperature and humidity.
Whenever these measures indicate a significant health risk, the Superintendent or designee shall communicate with each
principal so that outdoor activities, especially those requiring prolonged or heavy exertion, may be avoided, limited in
duration, or modified as necessary for all persons or for persons who may be particularly susceptible to the health risk
involved.
(cf. 5141.7 - Sun Safety)
(cf. 6142.7 - Physical Education and Activity)
(cf. 6145 - Extracurricular and Cocurricular Activities)
(cf. 6145.2 - Athletic Competition)
Vehicle Emissions
In order to reduce public exposure to toxic air contaminants, school bus drivers and other drivers of commercial motor
vehicles shall limit unnecessary idling of vehicles at or near schools in accordance with 13 CCR 2480. The Superintendent
or designee may also request parents/guardians to turn off their vehicles when they are idling on school grounds and
encourage students to walk and/or bicycle to school.
(cf. 3540 - Transportation)
(cf. 3541.1 - Transportation for School-Related Trips)
(cf. 3542 - School Bus Drivers)
(cf. 5142.2 - Safe Routes to School Program)

Any diesel-fueled, dual-fueled, or alternative diesel-fueled school bus with a gross vehicle weight rating over 14,000
pounds shall be equipped with a particulate filter designed to reduce particulate matter emissions, oxides of nitrogen
emissions, and other pollutants. (13 CCR 2025)
Drinking Water
The quality and safety of the district's drinking water sources shall be regularly assessed, and drinking fountains shall be
regularly cleaned and maintained to avoid the presence of dirt, mold, or other impurities or health concerns.
Whenever any contaminants in the drinking water are determined to be a concern, the Superintendent or designee shall
take reasonable steps to identify the source and mitigate the concern to ensure the availability of safe drinking water. As
needed, the Superintendent or designee shall provide alternative sources of drinking water, such as bottled water, to
ensure that students have access to fresh drinking water at mealtimes and at other times throughout the day.
(cf. 3550 - Food Service/Child Nutrition Program)
Whenever testing of drinking water finds concentrations of lead that exceed federal and state standards, the
Superintendent or designee shall notify parents/guardians and take immediate steps to make inoperable any fountains or
faucets where excess lead levels may exist. (Health and Safety Code 116277)
Lead Exposure
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In addition to keeping school facilities as dust-free and clean as possible, the following steps shall be taken to minimize
potential exposure to lead in school facilities:
1. Lead-based paint, lead plumbing and solders, or other potential sources of lead contamination shall not be used in the
construction of any new school facility or the modernization or renovation of any existing school facility. (Education
Code 32244)
2. Lead exposure hazards shall be evaluated before any renovation or remodeling is begun, and children shall not be
allowed in or near buildings in which these activities may create lead dust. Contractors and workers shall comply with
state and federal standards related to the handling and disposal of lead debris and the clean-up and containment of dust
within the construction area.
3. Lead-based painted surfaces that are in good condition shall be kept intact. If lead-based paint is peeling, flaking, or
chalking, contractors or workers shall follow state and federal standards for safe work practices to minimize
contamination when removing the paint.
4. Soil with low lead content may be covered with grass, other plantings, concrete, or asphalt. For soil with high lead
content, removal and abatement are required.
5. Drinking water shall be regularly tested for lead and remediated as provided in the section "Drinking Water" above.
Any action to abate existing lead hazards, excluding containment or cleaning, shall be taken only by contractors,
inspectors, and workers certified by the California Department of Public Health in accordance with 17 CCR 35001-35099.
(Education Code 32243)
The Superintendent or designee shall notify parent/guardians, teachers, and staff members if significant risk factors for
lead exposure are found. (Education Code 32243)
Mercury Exposure
The Superintendent or designee shall identify any products containing mercury that are present in district facilities and, to
the extent possible, shall replace them with mercury-free alternatives.
Staff shall receive information about proper procedures to follow in the event of a mercury spill. Clean-up instructions, a
clearly labeled kit with necessary clean-up supplies, and a list of local resources shall be readily accessible.
In the event of a spill, staff shall evacuate all students from the immediate area of the spill, ensure that any clothing or
other items with mercury on them remain in the room, open windows to the outside, and close doors to other parts of the
school. Staff who are trained in proper clean-up procedures may carefully clean a small spill. As needed for larger or
difficult-to-clean spills, the Superintendent or designee shall use an experienced professional referred by the local health
department or environmental agency.
Any products containing mercury shall be properly disposed at an appropriate hazardous waste collection facility.
Asbestos Management
The Superintendent shall designate an employee who shall ensure that the district's responsibilities related to asbestos
inspection and abatement are implemented in accordance with federal and state regulations. This employee shall receive
adequate training to perform these duties, including, as necessary, training on the health effects of asbestos; detection,
identification, and assessment of asbestos-containing materials; options for controlling asbestos-containing building
materials; asbestos management programs; and relevant federal and state regulations. (40 CFR 763.84)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
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The designated employee shall ensure that the district complies with the following requirements:
1. School facilities shall be inspected for asbestos-containing materials as necessary in accordance with the following:
a. Any school building that is leased, acquired, or otherwise used by the district shall be inspected for asbestos-containing
materials prior to its use as a school building, unless exempted by federal regulations. (40 CFR 763.85, 763.99)
b. At least once every six months, the district shall conduct a periodic surveillance consisting of a visual inspection of
each school building that contains or is assumed to contain asbestos-containing building materials. (40 CFR 763.92)
c. At least once every three years, the district shall conduct a re-inspection of all known or assumed asbestos-containing
building materials in each school building. (40 CFR 763.85)
2. Based on the results of the inspection, an appropriate response which is sufficient to protect human health and the
environment shall be determined from among the options specified in 40 CFR 763.90. The district may select the least
burdensome response, taking into consideration local circumstances, including occupancy and use patterns within the
school building and economic concerns such as short-term and long-term costs. (40 CFR 763.90)
3. An asbestos management plan for each school site shall be maintained and regularly updated to keep it current with
ongoing operations and maintenance, periodic surveillance, inspection, re-inspection, and response action activities. (15
USC 2643; 40 CFR 763.93)
The asbestos management plan shall be available for inspection in district and school offices during normal business
hours. Parent/guardian, teacher, and employee organizations shall be annually informed of the availability of these plans.
(40 CFR 763.84, 763.93)
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
(cf. 5145.6 - Parental Notifications)
4. Staff, students, and parents/guardians shall be informed at least once each school year about any inspections, response
actions, and post-response actions, including periodic re-inspection and surveillance activities, that are planned or in
progress. (40 CFR 763.84)
5. Inspections, re-inspections, periodic surveillance, and response actions, including operations and maintenance, shall be
conducted in compliance with state and federal regulations for the protection and safety of workers and all other
individuals. (Education Code 49410.5; 40 CFR 763.84)
Asbestos inspection and abatement work, preparation of a management plan, and any maintenance activities that may
disturb asbestos-containing building materials, except for emergency repairs or small-scale, short-duration maintenance
activities, shall be completed by state-certified asbestos inspectors or contractors. (15 USC 2646; 40
CFR 763.84, 763.85, 763.91)
6. All custodial and maintenance employees shall be properly trained in accordance with applicable federal and/or state
regulations. (40 CFR 763.84)
All district maintenance and custodial staff who may work in a building that contains asbestos-containing materials,
regardless of whether they are required to work with such materials, shall receive at least two hours of related asbestos
awareness training. New maintenance and custodial staff shall receive such training within 60 days after beginning
employment. Any maintenance or custodial staff who conduct activities that will disturb asbestos-containing materials
shall receive 14 hours of additional training. The trainings shall address the topics specified in 40 CFR 763.92. (15
USC 2655; 40 CFR 763.84, 763.92)
7. Short-term workers, such as telephone repair workers, utility workers, or exterminators, who may come in contact with
asbestos in a school shall be provided information regarding the locations of known or suspected asbestos-containing
building materials. (40 CFR 763.84)
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8. Warning labels shall be posted immediately adjacent to any known or suspected asbestos-containing building material
located in routine maintenance areas in accordance with 40 CFR 763.95. (40 CFR 763.84)
The district shall maintain, in both the district and school offices and for a period of three years, records pertaining to each
preventive measure and response action taken; staff training; periodic surveillances conducted; cleaning, operations, and
maintenance activities; and any fiber release episode. (40 CFR 763.94)
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: June 26, 2018 Windsor, California
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Appendix L
AR 3514.1 – HAZARDOUS SUBSTANCES
Cautionary Notice 2013-14: AB 110 (Ch. 20, Statutes of 2013) amended Government Code 17581.5 to relieve districts
from the obligation, until July 1, 2014, to perform any activities that are deemed to be reimbursable state mandates under
that section. As a result, certain provisions of the following policy or administrative regulation that reflect those
requirements may be suspended.
Hazardous substance means a substance, material, or mixture which is likely to cause illness or injury by reason of being
explosive, flammable, poisonous, corrosive, oxidizing, an irritant, or otherwise harmful. Hazardous substances, as
identified by the Department of Industrial Relations, are listed in 8 CCR 339. (8 CCR 339, 5161)
Storage and Disposal of Chemicals
The Superintendent or designee shall adopt measures to ensure that hazardous substances on any district property are
stored and disposed of properly in accordance with law. Such measures shall include, but are not limited to, the following:
(8 CCR 5164)
1. Substances which react violently or evolve toxic vapors or gases when mixed, or which in combination become toxic,
flammable, explosive, or otherwise hazardous, shall be separated from each other in storage by distance, partitions,
secondary containment, or otherwise so as to preclude accidental contact between them.
2. Hazardous substances shall be stored in containers which are chemically inert to and appropriate for the type and
quantity of the hazardous substance.
3. Containers of hazardous substances shall not be stored in such locations or manner as to result in physical damage to or
deterioration of the container or where they are exposed to heat sufficient to rupture the container or to cause leakage.
4. Containers used to package a substance which gives off toxic, poisonous, corrosive, asphyxiant, suffocant, or anesthetic
fumes, gases, or vapors in hazardous amounts, excluding small quantities of such materials kept in closed containers or
materials kept in tank cars or trucks, shall not be stored in locations where it could be reasonably anticipated that persons
would be exposed.
(cf. 3514 - Environmental Safety)
The Superintendent or designee shall regularly remove and dispose of all chemicals whose estimated shelf life has
elapsed. (Education Code 49411)
Hazard Communication Program
The district's written hazard communication program shall include at least the components listed below and shall be
available upon request to all employees and their designated representatives. The program shall apply to any hazardous
substance which is known to be present in the workplace in such a manner that employees may be exposed under normal
conditions of use or in a reasonably foreseeable emergency resulting from workplace operations. (8 CCR 5194)
1. Container Labeling
No container of hazardous substance, unless exempted by law, shall be accepted by the district or any district school
unless labeled, tagged, or marked by the supplier with the identity of the hazardous substance, hazard warning statements,
and the name and address of the chemical manufacturer or importer. No label on an incoming container shall be removed
or intentionally defaced unless the container is immediately marked with the required information.
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Whenever hazardous substances are transferred from their original containers to other containers, the secondary containers
shall likewise be labeled with the identity and hazard warning statement, unless the substances are intended only for the
immediate use of the employee who performs the transfer.
2. Safety Data Sheets
Upon receiving a hazardous substance or mixture, the Superintendent or designee shall ensure that the manufacturer or
importer has furnished a safety data sheet (SDS) as required by law. If the SDS is missing or obviously incomplete, the
Superintendent or designee shall, within seven working days of noting the missing or incomplete information, request a
new SDS from the manufacturer or importer. If a response is not received within 25 working days, the Superintendent or
designee shall send a copy of the district's written inquiry to the California Occupational Safety and Health Division
(Cal/OSHA). (8 CCR 5194)
The Superintendent or designee shall maintain the required SDS for each hazardous substance in the workplace and shall
ensure that it is readily accessible to employees in their work area during working hours. The SDS may be maintained in
paper copy, electronically, or through other means, provided that employees have immediate access and understand how
to use the alternative system.
3. Employee Information and Training
Employees shall receive information and training on hazardous substances in their work area at the time of their initial
assignment and whenever a new hazard is introduced into their work area. The information and training shall include, but
are not limited to, the following topics: (8 CCR 5194)
a. The requirements of 8 CCR 5194, including employee rights described therein
b. The location and availability of the district's written hazard communication program, including the list of hazardous
materials and all SDS
c. Any operations in the work area where hazardous substances are present
d. The physical and health effects of the hazardous substances in the work area
e. Methods and observations that may be used to detect the presence or release of hazardous substances in the work
area
f. Measures that employees can take to protect themselves from exposure to hazardous substances, including specific
procedures the district has implemented to protect employees, such as appropriate work practices, emergency
procedures, and personal protective equipment to be used
g. How to read and use the labels and SDS
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
4. List of Hazardous Substances
The written hazard communication program shall include a list of the hazardous substances known to be present in the
workplace as a whole or for individual work areas. (8 CCR 5194)
5. Hazardous Nonroutine Tasks
When employees are required to perform hazardous nonroutine tasks or to work on unlabeled pipes that contain hazards,
they shall first receive information about the specific hazards to which they may be exposed during this activity and the
protective/safety measures which must be used, such as ventilation, respirators, other personal protective equipment,
and/or the presence of another employee. They shall also receive information about emergency procedures to follow if
accidentally exposed to the hazardous substance.
6. Information to Contractors
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To ensure that outside contractors and their employees work safely in district facilities, the Superintendent or designee
shall inform contractors of hazardous substances which are present on the site and precautions that they may take to lessen
the possibility of exposure. It shall be the contractor's responsibility to disseminate this information to his/her employees
and subcontractors.
Chemical Hygiene Plan
The district's chemical hygiene plan shall address exposure to hazardous chemicals in school laboratories and shall
include the following components: (8 CCR 5191)
1. Standard operating procedures relevant to safety and health considerations to be followed when laboratory work
involves the use of hazardous chemicals
2. Criteria that the district will use to determine and implement control measures to reduce exposure to hazardous
chemicals, including engineering controls, the use of personal protective equipment, and hygiene practices
3. A requirement that protective equipment comply with state regulations and that specific measures be taken to ensure
proper and adequate performance of such equipment
4. Provision of specified information at the time of an employee's initial assignment to a work area where hazardous
chemicals are present and prior to assignments involving new exposure situations
5. Provision of specified employee training in accordance with the schedule determined by the Superintendent or designee
6. The circumstances under which a particular laboratory operation, procedure, or activity shall require prior approval of
the Superintendent or designee before implementation
7. Provisions for medical consultations and examinations whenever there is evidence, as specified, that the employee may
have been exposed to a hazardous chemical
8. Designation of an employee, who is qualified by training or experience, to serve as the district's chemical hygiene
officer to provide technical guidance in the development and implementation of the chemical hygiene plan
9. Provisions for additional employee protection for work with particularly hazardous substances, as specified
The plan shall be readily available to employees and employee representatives, and, upon request, to Cal/OSHA. (8
CCR 5191)
The Superintendent or designee shall review and evaluate the effectiveness of the chemical hygiene plan at least annually
and shall update it as necessary. (8 CCR 5191)
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: January 22, 2014 Windsor, California
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Appendix M
BP 0410 - NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES
The Governing Board is committed to providing equal opportunity for all individuals in district programs and activities.
District programs, activities, and practices shall be free from unlawful discrimination, including discrimination against an
individual or group based on race, color, ancestry, nationality, national origin, immigration status, ethnic group
identification, ethnicity, age, religion, marital status, pregnancy, parental status, physical or mental disability, sex, sexual
orientation, gender, gender identity, gender expression, or genetic information; a perception of one or more of such
characteristics; or association with a person or group with one or more of these actual or perceived characteristics.
(cf. 1240 - Volunteer Assistance)
(cf. 4030 - Nondiscrimination in Employment)
(cf. 4032 - Reasonable Accommodation)
(cf. 4033 - Lactation Accommodation)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
(cf. 4161.8/4261.8/4361.8 - Family Care and Medical Leave)
(cf. 5131.2 - Bullying)
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)
(cf. 5145.9 - Hate-Motivated Behavior)
(cf. 5146 - Married/Pregnant/Parenting Students)
(cf. 6145 - Extracurricular and Cocurricular Activities)
(cf. 6145.2 - Athletic Competition)
(cf. 6164.4 - Identification and Evaluation of Individuals for Special Education)
(cf. 6164.6 - Identification and Education Under Section 504)
(cf. 6178 - Career Technical Education)
(cf. 6200 - Adult Education)

All individuals shall be treated equitably in the receipt of district and school services. Personally identifiable information
collected in the implementation of any district program, including, but not limited to, student and family information for
the free and reduced-price lunch program, transportation, or any other educational program, shall be used only for the
purposes of the program, except when the Superintendent or designee authorizes its use for another purpose in accordance
with law. Resources and data collected by the district shall not be used, directly or by others, to compile a list, registry, or
database of individuals based on race, gender, sexual orientation, religion, ethnicity, national origin, or immigration status
or any other category identified above.
(cf. 3540 - Transportation)
(cf. 3553 - Free and Reduced Price Meals)
(cf. 5145.13 - Response to Immigration Enforcement)
District programs and activities shall be free of any racially derogatory or discriminatory school or athletic team names,
mascots, or nicknames.
The Superintendent or designee shall annually review district programs and activities to ensure the removal of any
derogatory or discriminatory name, image, practice, or other barrier that may unlawfully prevent an individual or group in
any of the protected categories stated above from accessing district programs and activities. He/she shall take prompt,
reasonable actions to remove any identified barrier. The Superintendent or designee shall report his/her findings and
recommendations to the Board after each review.
(cf. 1330 - Use of Facilities)
All allegations of unlawful discrimination in district programs and activities shall be investigated and resolved in
accordance with the procedures specified in AR 1312.3 - Uniform Complaint Procedures.
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(cf. 1312.3 - Uniform Complaint Procedures)
Pursuant to 34 CFR 104.8 and 34 CFR 106.9, the Superintendent or designee shall notify students, parents/guardians,
employees, employee organizations, applicants for admission and employment, and sources of referral for applicants
about the district's policy on nondiscrimination and related complaint procedures. Such notification shall be included in
the annual parental notification distributed pursuant to Education Code 48980 and, as applicable, in announcements,
bulletins, catalogs, handbooks, application forms, or other materials distributed by the district. The notification shall also
be posted on the district's web site and social media and in district schools and offices, including staff lounges, student
government meeting rooms, and other prominent locations as appropriate.
(cf. 1113 - District and School Web Sites)
(cf. 1114 - District-Sponsored Social Media)
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
(cf. 5145.6 - Parental Notifications)
In addition, the annual parental notification shall inform parents/guardians of their children's right to a free public
education regardless of immigration status or religious beliefs, including information on educational rights issued by the
California Attorney General. Alternatively, such information may be provided through any other cost-effective means
determined by the Superintendent or designee. (Education Code 234.7)
The district's nondiscrimination policy and related informational materials shall be published in a format that
parents/guardians can understand. In addition, when 15 percent or more of a school's students speak a single primary
language other than English, those materials shall be translated into that other language.
Access for Individuals with Disabilities
District programs and facilities, viewed in their entirety, shall be in compliance with the Americans with Disabilities Act
(ADA) and any implementing standards and/or regulations. When structural changes to existing district facilities are
needed to provide individuals with disabilities access to programs, services, activities, or facilities, the Superintendent or
designee shall develop a transition plan that sets forth the steps for completing the changes.
(cf. 6163.2 - Animals at School)
(cf. 7110 - Facilities Master Plan)
(cf. 7111 - Evaluating Existing Buildings)
The Superintendent or designee shall ensure that the district provides appropriate auxiliary aids and services when
necessary to afford individuals with disabilities equal opportunity to participate in or enjoy the benefits of a service,
program, or activity. These aids and services may include, but are not limited to, qualified interpreters or readers, assistive
listening devices, assistive technologies or other modifications to increase accessibility to district and school web sites,
note takers, written materials, taped text, and Braille or large-print materials. Individuals with disabilities shall notify the
Superintendent or principal if they have a disability that requires special assistance or services. Reasonable notification
should be given prior to a school-sponsored function, program, or meeting.
(cf. 6020 - Parent Involvement)
(cf. 9320 - Meetings and Notices)
(cf. 9322 - Agenda/Meeting Materials)
The individual identified in AR 1312.3 - Uniform Complaint Procedures as the employee responsible for coordinating the
district's response to complaints and for complying with state federal civil rights laws is hereby designated as the district's
ADA coordinator. He/she shall receive and address requests for accommodation submitted by individuals with
disabilities, and shall investigate and resolve complaints regarding their access to district programs, services, activities, or
facilities.
Director of Human Resources
9291 Old Redwood Hwy., Bldg. 500,
Windsor, CA 95492
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(707) 837-7700
Web Address: https://wusd.org/index.php/contact/
Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
48980 Parental notifications
48985 Notices to parents in language other than English
51007 Legislative intent: state policy
GOVERNMENT CODE
8310.3 California Religious Freedom Act
11000 Definitions
11135 Nondiscrimination in programs or activities funded by state
12900-12996 Fair Employment and Housing Act
54953.2 Brown Act compliance with Americans with Disabilities Act
PENAL CODE
422.55 Definition of hate crime
422.6 Interference with constitutional right or privilege
CODE OF REGULATIONS, TITLE 5
4600-4670 Uniform complaint procedures
4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20
1400-1482 Individuals with Disabilities in Education Act
1681-1688 Discrimination based on sex or blindness, Title IX
2301-2415 Carl D. Perkins Vocational and Applied Technology Act
6311 State plans
6312 Local education agency plans
UNITED STATES CODE, TITLE 29
794 Section 504 of the Rehabilitation Act of 1973
UNITED STATES CODE, TITLE 42
2000d-2000d-7 Title VI, Civil Rights Act of 1964
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2000h-6 Title IX
12101-12213 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 Americans with Disabilities Act
36.303 Auxiliary aids and services
CODE OF FEDERAL REGULATIONS, TITLE 34
100.1-100.13 Nondiscrimination in federal programs, effectuating Title VI
104.1-104.39 Section 504 of the Rehabilitation Act of 1973
106.1-106.61 Discrimination on the basis of sex, effectuating Title IX, especially:
106.9 Dissemination of policy
Management Resources:
CSBA PUBLICATIONS
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Updated Legal Guidance: Protecting Transgender and Gender Nonconforming Students Against Sex Discrimination, July
2016
CALIFORNIA OFFICE OF THE ATTORNEY GENERAL PUBLICATIONS
Promoting a Safe and Secure Learning Environment for All: Guidance and Model Policies to Assist California's K-12
Schools in Responding to Immigration Issues, April 2018
CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING PUBLICATIONS
California Law Prohibits Workplace Discrimination and Harassment
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Examples of Policies and Emerging Practices for Supporting Transgender Students, May 2016
Dear Colleague Letter: Title IX Coordinators, April 2015
Dear Colleague Letter, May 26, 2011
Dear Colleague Letter: Harassment and Bullying, October 2010
Notice of Non-Discrimination, Fact Sheet, August 2010Dear Colleague Letter: Electronic Book Readers, June 29, 2010
Nondiscrimination in Employment Practices in Education, August 1991
U.S. DEPARTMENT OF JUSTICE PUBLICATIONS
2010 ADA Standards for Accessible Design, September 2010
Accessibility of State and Local Government Websites to People with Disabilities, June 2003
WORLD WIDE WEB CONSORTIUM PUBLICATIONS
Web Content Accessibility Guidelines, December 2008
WEB SITES
CSBA: http://www.csba.org
California Office of the Attorney General: http://oag.ca.gov
California Department of Education: http://www.cde.ca.gov
California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
Safe Schools Coalition: http://www.casafeschools.org
Pacific ADA Center: http://www.adapacific.org
U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr
U.S. Department of Justice, Civil Rights Division, Americans with Disabilities Act: http://www.ada.gov
U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov
World Wide Web Consortium, Web Accessibility Initiative: http://www.w3.org/wai
Policy WINDSOR UNIFIED SCHOOL DISTRICT
Adopted: June 26, 2018 Windsor, California
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Appendix N
AR 4312.3 - OATH OR AFFIRMATION
All district employees are declared by law to be disaster service workers and thus shall take the oath or
affirmation required for disaster service workers before beginning employment with the district. In the event of
natural, manmade or war-caused emergencies which result in conditions of disaster or extreme peril to life,
property and resources, all district employees are subject to disaster service activities as assigned to them by
their supervisors or by law. (Government Code 3100-3102)
(cf. 3516 - Emergencies and Disaster Preparedness Plan)
(cf. 9224 - Oath or Affirmation)
Legally employed noncitizens shall be exempt from taking this oath. (Government Code 3101)
At the advice of legal counsel, the Superintendent or designee may exempt an employee from taking the oath if
he/she raises a valid religious objection.
The Superintendent, director, principal or other person authorized in Education Code 60 shall administer the
oath or affirmation when a district employee is hired.
In the case of intermittent, temporary, emergency or successive employments, the Superintendent or designee
may determine that the oath shall be effective for all successive periods of employment which begin within one
calendar year from the date that the oath was subscribed. (Government Code 3102)
(cf. 4121 - Temporary/Substitute Personnel)
The Superintendent or designee shall file the executed oath or affirmation within 30 days of the date on which it
is taken and subscribed. An employee's oath or affirmation may be destroyed five years after the termination of
employment. (Government Code 3105)
Reimbursement of Expenses for Disaster Service Workers
Whenever an employee seeks compensation or reimbursement of expenses as a disaster service worker, the
Superintendent or designee shall ascertain and certify that the employee has taken the oath or affirmation.
(Government Code 3107)
Legal Reference:
EDUCATION CODE
60 Persons authorized to administer and certify oaths
44334 Oath or affirmation required for credential
44354 Administration of oath required for credential
GOVERNMENT CODE
3100-3109 Oath or affirmation of allegiance
CALIFORNIA CONSTITUTION
Article 20, Section 3 Oath of office
COURT DECISIONS
Chilton v. Contra Costa Community College District 55 Cal. App. 3d 544 (1976)
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Vogel v. County of Los Angeles (1967) 68 Cal. 2d 18, 22
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: October 7, 2003 Windsor, California

79

Appendix O
BP 4119.21 – PROFESSIONAL STANDARDS
The Governing Board expects district employees to maintain the highest ethical standards, behave professionally, follow
district policies and regulations, abide by state and federal laws, and exercise good judgment when interacting with
students and other members of the school community. Employees shall engage in conduct that enhances the integrity of
the district, advances the goals of the district's educational programs, and contributes to a positive school climate.
(cf. 0200 - Goals for the School District)
(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights)
(cf. 5131 - Conduct)
(cf. 5137 - Positive School Climate)

The Board encourages district employees to accept as guiding principles the professional standards and codes of ethics
adopted by educational or professional associations to which they may belong.
(cf. 2111 - Superintendent Governance Standards)
(cf. 9005 - Governance Standards)
Each employee is expected to acquire the knowledge and skills necessary to fulfill his/her responsibilities and to
contribute to the learning and achievement of district students.
(cf. 4112.2 - Certification)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
Inappropriate Conduct
Inappropriate employee conduct includes, but is not limited to:
1. Engaging in any conduct that endangers students, staff, or others, including, but not limited to, physical violence,
threats of violence, or possession of a firearm or other weapon
(cf. 0450 - Comprehensive Safety Plan)
(cf. 3515.7 - Firearms on School Grounds)
(cf. 4158/4258/4358 - Employee Security)
2. Engaging in harassing or discriminatory behavior towards students, parents/guardians, staff, or community members, or
failing or refusing to intervene when an act of discrimination, harassment, intimidation, or bullying against a student is
observed
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
(cf. 5131.2 - Bullying)
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)
3. Physically abusing, sexually abusing, neglecting, or otherwise willfully harming or injuring a child
4. Engaging in inappropriate socialization or fraternization with a student or soliciting, encouraging, or maintaining an
inappropriate written, verbal, or physical relationship with a student
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5. Possessing or viewing any pornography on school grounds, or possessing or viewing child pornography or other
imagery portraying children in a sexualized manner at any time
6. Using profane, obscene, or abusive language against students, parents/guardians, staff, or community members
7. Willfully disrupting district or school operations by loud or unreasonable noise or other action
(cf. 3515.2 - Disruptions)
8. Using tobacco, alcohol, or an illegal or unauthorized substance, or possessing or distributing any controlled substance,
while in the workplace, on district property, or at a school-sponsored activity
(cf. 3513.3 - Tobacco-Free Schools)
(cf. 3513.4 - Drug and Alcohol Free Schools)
(cf. 4020 - Drug and Alcohol-Free Workplace)
(cf. 4112.41/4212.41/4312.41 - Employee Drug Testing)
(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers)
9. Being dishonest with students, parents/guardians, staff, or members of the public, including, but not limited to,
falsifying information in employment records or other school records
10. Divulging confidential information about students, district employees, or district operations to persons or entities not
authorized to receive the information
(cf. 3580 - District Records)
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 5125 - Student Records)
(cf. 5125.1 - Release of Directory Information)
11. Using district equipment or other district resources for the employee's own commercial purposes or for political
activities
(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)
12. Using district equipment or communications devices for personal purposes while on duty, except in an emergency,
during scheduled work breaks, or for personal necessity
Employees shall be notified that computer files and all electronic communications, including, but not limited to, email and
voice mail, are not private. To ensure proper use, the Superintendent or designee may monitor employee usage of district
technological resources at any time without the employee's consent.
(cf. 4040 - Employee Use of Technology)
13. Causing damage to or engaging in theft of property belonging to students, staff, or the district
14. Wearing inappropriate attire
(cf. 4119.22/4219.22/4319.22 - Dress and Grooming)
Reports of Misconduct
An employee who observes or has evidence of another employee's inappropriate conduct shall immediately report such
conduct to the principal or Superintendent or designee. An employee who has knowledge of or suspects child abuse or
neglect shall file a report pursuant to the district's child abuse reporting procedures as detailed in AR 5141.4 - Child Abuse
Prevention and Reporting.
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(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 5141.4 - Child Abuse Prevention and Reporting)
Any reports of employee misconduct shall be promptly investigated. Any employee who is found to have engaged in
inappropriate conduct in violation of law or Board policy shall be subject to disciplinary action and, in the case of a
certificated employee, may be subject to a report to the Commission on Teacher Credentialing. The Superintendent or
designee shall notify local law enforcement as appropriate.
(cf. 4117.7/4317.7 - Employment Status Reports)
(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
An employee who has knowledge of but fails to report inappropriate employee conduct may also be subject to discipline.
The district prohibits retaliation against anyone who files a complaint against an employee or reports an employee's
inappropriate conduct. Any employee who retaliates against any such complainant, reporter, or other participant in the
district's complaint process shall be subject to discipline.
Notifications
The section(s) of the district's employee code of conduct addressing interactions with students shall be provided to
parents/guardians at the beginning of each school year and shall be posted on school and/or district web sites. (Education
Code 44050)
(cf. 1113 - District and School Web Sites)
(cf. 5145.6 - Parental Notifications)
Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
44050 Employee code of conduct; interaction with students
44242.5 Reports and review of alleged misconduct
48980 Parental notifications
PENAL CODE
11164-11174.4 Child Abuse and Neglect Reporting Act
CODE OF REGULATIONS, TITLE 5
80303 Reports of dismissal, resignation and other terminations for alleged misconduct
80331-80338 Rules of conduct for professional educators
Management Resources:
COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS
California Professional Standards for Educational Leaders, February 2014
California Standards for the Teaching Profession, 2009
COUNCIL OF CHIEF STATE SCHOOL OFFICERS PUBLICATIONS
Professional Standards for Educational Leaders, 2015
NATIONAL EDUCATION ASSOCIATION PUBLICATIONS
Code of Ethics of the Education Profession, 1975
WESTED PUBLICATIONS
Moving Leadership Standards into Everyday Work: Descriptions of Practice, 2003
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WEB SITES
CSBA: http://www.csba.org
Association of California School Administrators: http://www.acsa.org
California Department of Education: http://www.cde.ca.gov
California Federation of Teachers: http://www.cft.org
California School Employees Association: http://www.csea.com
California Teachers Association: http://www.cta.org
Commission on Teacher Credentialing: http://www.ctc.ca.gov
Council of Chief State School Officers: http://www.ccsso.org
WestEd: http://www.wested.org
Policy WINDSOR UNIFIED SCHOOL DISTRICT
Adopted: June 26, 2018 Windsor, California
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Code Of Ethics Of The Education Profession
Preamble
The educator, believing in the worth and dignity of each human being, recognizes the supreme importance of the pursuit
of truth, devotion to excellence, and the nurturing of democratic principles. Essential to these goals is the protection of
freedom to learn and to teach and the guarantee of equal educational opportunity for all. The educator accepts the
responsibility to adhere to the highest ethical standards.
The educator recognizes the magnitude of the responsibility inherent in the teaching process. The desire for the respect
and confidence of one's colleagues, of students, of parents, and of the members of the community provides the incentive
to attain and maintain the highest possible degree of ethical conduct. The Code of Ethics of the Education Profession
indicates the aspiration of all educators and provides standards by which to judge conduct.
Principle I. Commitment to the Student
The educator strives to help each student realize his/her potential as a worthy and effective member of society. The
educator therefore works to stimulate the spirit of inquiry, the acquisition of knowledge and understanding, and the
thoughtful formulation of worthy goals.
In fulfillment of the obligation to the student, the educator:
1.
2.
3.
4.
5.
6.

Shall not unreasonably restrain the student from independent action in the pursuit of learning
Shall not unreasonably deny the student access to varying points of view
Shall not deliberately suppress or distort subject matter relevant to the student's progress
Shall make reasonable effort to protect the student from conditions harmful to learning or to health and safety
Shall not intentionally expose the student to embarrassment or disparagement
Shall not on the basis of race, color, creed, gender, national origin, marital status, political or religious beliefs,
family, social, or cultural background, or sexual orientation, unfairly:
a. Exclude any student from participation in any program
b. Deny benefits to any student
c. Grant any advantage to any student
7. Shall not use professional relationships with students for private advantage
8. Shall not disclose information in the course of professional service unless disclosure serves a compelling
professional purpose or is required by law
Principle II. Commitment to the Profession
The education profession is vested by the public with a trust and responsibility requiring the highest ideals of professional
service.
In the belief that the quality of the services of the education profession directly influences the nation and its citizens, the
educator shall exert every effort to raise professional standards, to promote a climate that encourages the exercise of
professional judgment, to achieve conditions that attract persons worthy of the trust to careers in education, and to assist in
preventing the practice of the profession by unqualified persons.
In fulfillment of the obligation of the profession, the educator:
1. Shall not in any application for a professional position deliberately make a false statement or fail to disclose a
material fact related to competency and qualifications
2. Shall not misrepresent his/her professional qualifications
3. Shall not assist any entry into the profession of a person known to be unqualified in respect to character,
education, or other relevant attribute
4. Shall not knowingly make a false statement concerning the qualifications of a candidate for a professional
position
5. Shall not assist a noneducator in the unauthorized practice of teaching
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6. Shall not disclose information about colleagues obtained in the course of professional service unless disclosure
serves a compelling professional purpose or is required by law
7. Shall not knowingly make false or malicious statements about a colleague
8. Shall not accept any gratuity, gift, or favor that might impair or appear to influence professional decisions or
action
Source: National Education Association, 1975
Exhibit WINDSOR UNIFIED SCHOOL DISTRICT
Version: February 5, 2002 Windsor, California

85

Appendix P
BP 4119.11, 4219.11, 4319.11 – SEXUAL HARASSMENT
The Governing Board is committed to providing a safe work environment that is free of harassment and intimidation. The
Board prohibits sexual harassment against district employees and retaliatory behavior or action against any person who
complains, testifies, or otherwise participates in the complaint process established for the purpose of this policy.
Sexual harassment includes, but is not limited to, harassment that is based on the gender, gender identity, gender
expression, or sexual orientation of the victim.
This policy shall apply to all district employees and to other persons on district property or with some employment
relationship with the district, such as interns, volunteers, contractors, and job applicants.
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4030 - Nondiscrimination in Employment)
Any district employee who engages or participates in sexual harassment or who aids, abets, incites, compels, or coerces
another to commit sexual harassment in violation of this policy is subject to disciplinary action, up to and including
dismissal.
(cf. 4117.7/4317.7 - Employment Status Reports)
(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
The Superintendent or designee shall take all actions necessary to ensure the prevention, investigation, and correction of
sexual harassment, including but not limited to:
1. Providing training to employees in accordance with law and administrative regulation
2. Publicizing and disseminating the district's sexual harassment policy to employees and others to whom the policy may
apply
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
3. Ensuring prompt, thorough, and fair investigation of complaints
4. Taking timely and appropriate corrective/remedial action(s), which may require interim separation of the complainant
and the alleged harasser and subsequent monitoring of developments
The Superintendent or designee shall periodically evaluate the effectiveness of the district's strategies to prevent and
address harassment. Such evaluation may involve conducting regular anonymous employee surveys to assess whether
harassment is occurring or is perceived to be tolerated, partnering with researchers or other agencies with the needed
expertise to evaluate the district's prevention strategies, and using any other effective tool for receiving feedback on
systems and/or processes. As necessary, changes shall be made to the harassment policy, complaint procedures, or
training.
Sexual Harassment Reports and Complaints
Any district employee who feels that he/she has been sexually harassed in the performance of his/her district
responsibilities or who has knowledge of any incident of sexual harassment by or against another employee shall
immediately report the incident to his/her direct supervisor, another supervisor, the district's coordinator for
nondiscrimination, the Superintendent, or, if available, a complaint hotline or an ombudsman. A supervisor or
administrator who receives a harassment complaint shall promptly notify the coordinator.
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Complaints of sexual harassment shall be filed and investigated in accordance with the complaint procedure specified in
AR 4030 - Nondiscrimination in Employment. An employee may bypass his/her supervisor in filing a complaint where
the supervisor is the subject of the complaint.
All complaints and allegations of sexual harassment shall be kept confidential to the extent necessary to carry out the
investigation or to take other subsequent necessary actions. (2 CCR 11023)
Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination on the basis of sex
GOVERNMENT CODE
12900-12996 Fair Employment and Housing Act, especially:
12940 Prohibited discrimination
12950 Sexual harassment; distribution of information
12950.1 Sexual harassment training
LABOR CODE
1101 Political activities of employees
1102.1 Discrimination: sexual orientation
CODE OF REGULATIONS, TITLE 2
11009 Employment discrimination
11021 Retaliation
11023 Harassment and discrimination prevention and correction
11024 Sexual harassment training and education
11034 Terms, conditions, and privileges of employment
CODE OF REGULATIONS, TITLE 5
4900-4965 Nondiscrimination in elementary and secondary education programs receiving state financial assistance
UNITED STATES CODE, TITLE 20
1681-1688 Title IX prohibition against discrimination
UNITED STATES CODE, TITLE 42
2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended
CODE OF FEDERAL REGULATIONS, TITLE 34
106.1-106.9 Nondiscrimination on the basis of sex in education programs or activities
106.51-106.61 Nondiscrimination on the basis of sex in employment in education program or activities
COURT DECISIONS
Department of Health Services v. Superior Court of California, (2003) 31 Cal.4th 1026
Faragher v. City of Boca Raton, (1998) 118 S.Ct. 2275
Burlington Industries v. Ellreth, (1998) 118 S.Ct. 2257
Gebser v. Lago Vista Independent School District, (1998) 118 S.Ct. 1989
Oncale v. Sundowner Offshore Serv. Inc., (1998) 118 S.Ct. 998
Meritor Savings Bank, FSB v. Vinson et al., (1986) 447 U.S. 57
Management Resources:
U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS
Promising Practices for Preventing Harassment, November 2017
WEB SITES
California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
Equal Employment Opportunity Commission: http://www.eeoc.gov
U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr/index.html
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AR 4119.11
This administrative regulation shall apply to all allegations of sexual harassment involving employees, interns, volunteers,
and job applicants, but shall not be used to resolve any complaint by or against a student.
Definitions
Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual
favors, or other unwanted verbal, visual, or physical conduct of a sexual nature made against another person of the same
or opposite sex in the work or educational setting when: (Education Code 212.5; Government Code 12940; 2 CCR 11034)
1. Submission to the conduct is made explicitly or implicitly a term or condition of the individual's employment.
2. Submission to or rejection of the conduct is used as the basis for an employment decision affecting the individual.
3. Submission to or rejection of the conduct is used as the basis for any decision affecting the individual regarding
benefits, services, honors, programs, or activities available at or through the district.
Prohibited sexual harassment also includes conduct which, regardless of whether or not it is motivated by sexual desire, is
so severe or pervasive as to unreasonably interfere with the victim's work performance or create an intimidating, hostile,
or offensive work environment.
Examples of actions that might constitute sexual harassment in the work or educational setting, whether committed by a
supervisor, a co-worker, or a non-employee, include, but are not limited to:
1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments about an individual's body;
overly personal conversations or pressure for sexual activity; sexual jokes or stories; unwelcome sexual slurs, epithets,
threats, innuendoes, derogatory comments, sexually degrading descriptions, or the spreading of sexual rumors
2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually explicit emails; displaying sexually
suggestive objects
3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or brushing the body; touching an
individual's body or clothes in a sexual way; cornering, blocking, leaning over, or impeding normal movements
Training
The Superintendent or designee shall ensure that all employees receive training regarding the district's sexual harassment
policies when hired and periodically thereafter. The training shall include how to recognize prohibited or harassing
conduct, the procedures for reporting and/or filing complaints involving an employee, employees' duty to use the district's
complaint procedures, and employee obligations when a sexual harassment report involving a student is made to the
employee. The training shall also include information about processes for employees to informally share or obtain
information about harassment without filing a complaint.
(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 4030 - Nondiscrimination in Employment)
(cf. 5145.7 - Sexual Harassment)
Every two years, the Superintendent or designee shall ensure that supervisory employees receive at least two hours of
classroom or other effective interactive training and education regarding sexual harassment. All such newly hired or
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promoted employees shall receive training within six months of their assumption of the new position. (Government
Code 12950.1)
A supervisory employee is any employee having the authority, in the interest of the district, to hire, transfer, suspend, lay
off, promote, discharge, assign, reward, or discipline other employees, or the responsibility to direct them, adjust their
grievances, or effectively recommend such action, when the exercise of the authority is not of a merely routine or clerical
nature, but requires the use of independent judgment. (Government Code 12926)
(cf. 4300 - Administrative and Supervisory Personnel)
The district's sexual harassment training and education program for supervisory employees shall be aimed at assisting
them in preventing and effectively responding to incidents of sexual harassment, as well as implementing mechanisms to
promptly address and correct wrongful behavior. The training shall include, but is not limited to, the following:
(Government Code 12950.1; 2 CCR 11024)
1. Information and practical guidance regarding federal and state laws on the prohibition, prevention, and correction of
sexual harassment, the remedies available to sexual harassment victims in civil actions, and potential district and/or
individual exposure or liability
2. The types of conduct that constitute sexual harassment and practical examples which illustrate sexual harassment,
discrimination, and retaliation using training modalities such as role plays, case studies, and group discussions, based on
factual scenarios taken from case law, news and media accounts, and hypotheticals based on workplace situations and
other sources
3. A supervisor's obligation to report sexual harassment, discrimination, and retaliation of which he/she becomes aware
and what to do if the supervisor himself/herself is personally accused of harassment
4. Strategies for preventing harassment, discrimination, and retaliation and appropriate steps to ensure that remedial
measures are taken to correct harassing behavior, including an effective process for investigation of a complaint
5. The essential elements of the district's anti-harassment policy, including the limited confidentiality of the complaint
process and resources for victims of unlawful sexual harassment, such as to whom they should report any alleged sexual
harassment, and how to use the policy if a harassment complaint is filed
6. A copy of the district's sexual harassment policy and administrative regulation, which each participant shall
acknowledge in writing that he/she has received
7. The definition and prevention of abusive conduct that addresses the use of derogatory remarks, insults, or epithets,
other verbal or physical conduct that a reasonable person would find threatening, intimidating, or humiliating, and the
gratuitous sabotage or undermining of a person's work performance
8. Practical examples of harassment based on gender identity, gender expression, and sexual orientation
The Superintendent or designee shall retain for at least two years the records of any training provided to supervisory
employees. Such records shall include the names of trained employees, date of the training, the type of training, and the
name of the training provider. (2 CCR 11024)
Notifications
A copy of the Board policy and this administrative regulation shall: (Education Code 231.5)
1. Be displayed in a prominent location in the main administrative building, district office, or other area of the school
where notices of district rules, regulations, procedures, and standards of conduct are posted
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2. Be provided to every district employee at the beginning of the first quarter or semester of the school year or whenever a
new employee is hired
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
3. Appear in any school or district publication that sets forth the school's or district's comprehensive rules, regulations,
procedures, and standards of conduct
All employees shall receive a copy of an information sheet prepared by the California Department of Fair Employment
and Housing (DFEH) or the district that contains, at a minimum, components on: (Government Code 12950)
1. The illegality of sexual harassment
2. The definition of sexual harassment under applicable state and federal law
3. A description of sexual harassment, with examples
4. The district's complaint process available to the employee
5. The legal remedies and complaint process available through DFEH and the Equal Employment Opportunity
Commission (EEOC)
6. Directions on how to contact DFEH and the EEOC
7. The protection against retaliation provided by 2 CCR 11021 for opposing harassment prohibited by law or for filing a
complaint with or otherwise participating in an investigation, proceeding, or hearing conducted by DFEH and the EEOC
In addition, the district shall post, in a prominent and accessible location, the DFEH poster on discrimination in
employment and the illegality of sexual harassment and the DFEH poster regarding transgender rights. (Government
Code 12950)
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: June 26, 2018 Windsor, California
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Appendix Q
BP 5131.62 - TOBACCO
The Governing Board recognizes the serious health risks presented by tobacco use and desires to ensure that, through
adoption of consistent policies, district students are made aware of those risks and, to the extent possible, protected from
them. The Superintendent or designee shall establish a coordinated school health system which includes a comprehensive
behavioral health education component that teaches students the knowledge, skills, and attitudes they need in order to lead
healthy lives and avoid high-risk behaviors, such as tobacco use.
(cf. 5141.23 - Asthma Management)
The Superintendent or designee shall provide prevention, intervention, and cessation education, information, activities,
and/or referrals to district students and shall ensure consistent enforcement of district policies prohibiting student
possession and use of tobacco products.
Prohibition Against Tobacco Use
Students shall not possess, smoke, or use tobacco or any product containing tobacco or nicotine while on campus, while
attending school-sponsored activities, or while under the supervision and control of district employees. (Education
Code 48900, 48901)
(cf. 3513.3 - Tobacco-Free Schools)
(cf. 5131 - Conduct)
(cf. 5144 - Discipline)
(cf. 5144.1 - Suspension and Expulsion/Due Process)
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities))
Smoking means inhaling, exhaling, burning, or carrying of any lighted or heated cigar, cigarette, pipe, tobacco, or plant
product intended for inhalation, whether natural or synthetic, in any manner or form, and includes the use of an electronic
smoking device that creates aerosol or vapor or of any oral smoking device for the purpose of circumventing the
prohibition of smoking. (Business and Professions Code 22950.5; Education Code 48901)
Tobacco products include: (Business and Professions Code 22950.5; Education Code 48901)
1. A product containing, made, or derived from tobacco or nicotine that is intended for human consumption, whether
smoked, heated, chewed, absorbed, dissolved, inhaled, snorted, sniffed, or ingested by any other means, including, but not
limited to, cigarettes, cigars, little cigars, chewing tobacco, pipe tobacco, or snuff
2. An electronic device that delivers nicotine or other vaporized liquids to the person inhaling from the device, including,
but not limited to, an electronic cigarette, cigar, pipe, or hookah
3. Any component, part, or accessory of a tobacco product, whether or not sold separately
These prohibitions do not apply to a student's possession or use of his/her own prescription products. However, student
possession or use of prescription products in school shall be subject to the district's policy and regulation for addressing
the administration of medications on campus. (Education Code 48900)
(cf. 5141.21 - Administering Medication and Monitoring Health Conditions)
Prevention Instruction
The district shall provide developmentally appropriate tobacco-use prevention instruction for students at selected grade
levels from K-12 pursuant to Education Code 51202. Such instruction shall be aligned with state content standards and the
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state curriculum framework for health education and with any requirements of state and/or federal grant programs in
which the district participates.
(cf. 6142.8 - Comprehensive Health Education)
(cf. 6143 - Courses of Study)
Intervention/Cessation Services
The district may provide or refer students to counseling, intensive education, and other intervention services to assist in
the cessation of tobacco use. Such intervention services shall be provided as an alternative to suspension for tobacco
possession.
(cf. 1020 - Youth Services)
(cf. 5141.6 - School Health Services)
(cf. 5146 - Married/Pregnant/Parenting Students)
(cf. 6164.2 - Guidance/Counseling Services)
Program Planning
The district's tobacco-use prevention and intervention program shall be based on an assessment of tobacco-use problems
in district schools and the community, an examination of existing services and activities in the community, and a
determination of high-risk student populations that are most in need of district services.
The Superintendent or designee may coordinate with the local health department and county office of education in
program planning and implementation.
(cf. 1220 - Citizen Advisory Councils)
(cf. 1400 - Relations Between Other Governmental Agencies and the Schools)
The Superintendent or designee also shall coordinate the district's tobacco-use prevention and intervention program with
other district efforts to reduce students' use of illegal substances and to promote student wellness.
(cf. 5030 - Student Wellness)
(cf. 5131.6 - Alcohol and Other Drugs)
(cf. 5131.63 - Steroids)
The Superintendent or designee shall select tobacco-use prevention programs based on the model program designs
identified by the California Department of Education (CDE) and may adapt the model to meet district needs. (Health and
Safety Code 104420)
The Superintendent or designee shall not accept for distribution any materials or advertisements that promote the use or
sale of tobacco products. He/she also shall not accept tobacco-use prevention or intervention funds or materials from the
tobacco industry or from any entity which is known to have received funding from the tobacco industry.
(cf. 1325 - Advertising and Promotion)
(cf. 3290 - Gifts, Grants and Bequests)
(cf. 6161.1 - Selection and Evaluation of Instructional Materials)
Program Evaluation
To evaluate the effectiveness of the district's program and ensure accountability, the Superintendent or designee shall
biennially administer the California Healthy Kids Survey or other appropriate student survey at selected grade levels in
order to assess student attitudes toward tobacco and student use of tobacco. He/she also shall annually report to the Board,
and to the CDE if required, the data specified in Health and Safety Code 104450.
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(cf. 0500 - Accountability)
(cf. 5022 - Student and Family Privacy Rights)
(cf. 6162.8 - Research)
The results of program evaluations shall be used to refine program goals and objectives and make changes as needed to
strengthen program implementation.
Legal Reference:
EDUCATION CODE
8900 Suspension or expulsion (grounds)
48900.5 Suspension, limitation on imposition; exception
48901 Smoking or use of tobacco prohibited
51202 Instruction in personal and public health and safety
60041 Instructional materials, portrayal of effects of tobacco use
BUSINESS AND PROFESSIONS CODE
22950.5 Stop Tobacco Access to Kids Enforcement Act; definitions
HEALTH AND SAFETY CODE
104350-104495 Tobacco-use prevention education
104559 Tobacco use prohibition
119405 Unlawful to sell or furnish electronic cigarettes to minors
PENAL CODE
308 Minimum age for tobacco possession
CODE OF REGULATIONS, TITLE 17
6800 Definition, health assessment
6844-6847 Child Health and Disability Prevention program; health assessments
UNITED STATES CODE, TITLE 20
7111-7122 Student Support and Academic Enrichment Grants
CODE OF FEDERAL REGULATIONS, TITLE 21
1140.1-1140.34 Unlawful sale of cigarettes and smokeless tobacco to minors
ATTORNEY GENERAL OPINIONS
88 Ops.Cal.Atty.Gen. 8 (2005)
Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
TUPE Acceptance of Funds Guidance
Health Education Content Standards for California Public Schools: Kindergarten Through Grade Twelve, 2008
Health Framework for California Public Schools: Kindergarten Through Grade Twelve, 2003
Getting Results: Part II California Action Guide to Tobacco Use Prevention Education, 2000
WEST ED PUBLICATIONS
Guidebook for the California Healthy Kids Survey
WEB SITES
CSBA: http://www.csba.org
California Department of Education, Tobacco-Use Prevention Education: http://www.cde.ca.gov/ls/he/at/tupe.asp
California Department of Public Health, Tobacco Control: http://www.cdph.ca.gov/programs/tobacco
California Healthy Kids Resource Center: http://www.californiahealthykids.org
California Healthy Kids Survey: http://www.wested.org/hks
Centers for Disease Control and Prevention, Smoking and Tobacco Use: http://www.cdc.gov/tobacco
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U.S. Surgeon General: http://www.surgeongeneral.gov
Policy WINDSOR UNIFIED SCHOOL DISTRICT
Adopted: December 6, 2016 Windsor, California

AR 5131.62
Tobacco-Use Prevention Education Program
The district's tobacco-use prevention program shall provide students in grades 6-12 instruction which addresses the
following topics: (Health and Safety Code 104420)
1.
2.
3.
4.

Immediate and long-term undesirable physiologic, cosmetic, and social consequences of tobacco use
Reasons that adolescents say they smoke or use tobacco
Peer norms and social influences that promote tobacco use
Refusal skills for resisting social influences that promote tobacco use

(cf. 5131.6 - Alcohol and Other Drugs)
(cf. 6142.8 - Comprehensive Health Education)
(cf. 6143 - Courses of Study)
As appropriate, the district shall provide or refer students in grades 7-12 to tobacco-use intervention and cessation
activities. (Health and Safety Code 104420)
(cf. 1020 - Youth Services)
(cf. 5141.6 - School Health Services)
(cf. 6164.2 - Guidance/Counseling Services)
These services shall be directed toward current users and shall be voluntary for students who desire assistance in ceasing
the use of tobacco.
In addition to targeting students who currently use tobacco, the district's program shall target students most at risk for
beginning to use tobacco as identified through a local needs assessment.
The district shall provide or refer every pregnant and parenting minor enrolled in the district to tobacco-use prevention
services. Such services may be integrated with existing programs for pregnant and parenting minors and shall include:
(Health and Safety Code 104460)
1.
2.
3.
4.
5.
6.
7.
8.

Referral to perinatal and related support services
Outreach services and assessment of smoking status
Individualized counseling and advocacy services
Motivational messages
Cessation services, if appropriate
Incentives to maintain a healthy lifestyle
Follow-up assessment
Maintenance and relapse prevention services

(cf. 5146 - Married/Pregnant/Parenting Students)
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: October 6, 2009 Windsor, California
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Appendix R
AR 4157.1, 4257.1, 4357.1 - WORK RELATED INJURIES (Worker’s Compensation)
In order to provide medical benefits, temporary or permanent disability benefits, wage replacement, retraining or skill
enhancement, and/or death benefits in the event that an employee becomes injured or ill in the course of employment, the
district shall provide all employees with insurance and workers' compensation benefits in accordance with law. The
Superintendent or designee shall develop an efficient claims handling process that reduces costs and facilitates employee
recovery.
(cf. 3320 - Claims and Actions Against the District)
(cf. 4032 - Reasonable Accommodation)
(cf. 4113.4/4213.4/4313.4 - Temporary Modified/Light-Duty Assignment)
(cf. 4154/4254/4354 - Health and Welfare Benefits)
(cf. 4157/4257/4357 - Employee Safety)
(cf. 4157.2/4257.2/4357.2 - Ergonomics)
(cf. 4161.11/4261.11/4361.11 - Industrial Accident/Illness Leave)
The Superintendent or designee shall notify every new employee, at the time of hire or by the end of the first pay period,
of his/her right to receive workers' compensation benefits if injured at work. (Labor Code 3551; 8 CCR 15596)
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
In addition, a notice regarding workers' compensation benefits shall be posted in a conspicuous location frequented by
employees, where the notice may be easily read during the workday. (Labor Code 3550)
In the event that an employee is injured or becomes ill in the course of employment, he/she shall report the work-related
injury or illness to the Superintendent or designee as soon as practicable.
Within one working day of receiving notice or knowledge of any injury to an employee in the course of employment, the
Superintendent or designee shall provide a claim form and notice of potential eligibility for workers' compensation
benefits to the employee or, in the case of the employee's death, to his/her dependents. The claim form and notice shall be
provided personally or by first class mail. (Labor Code 5401)
The Superintendent or designee shall additionally ensure that any employee who is a victim of a crime that occurred at the
place of employment is given written notice personally or by first class mail within one working day of the crime, or when
the district reasonably should have known of the crime, that the employee is eligible for workers' compensation benefits
for injuries, including psychiatric injuries, that may have resulted from the crime. (Labor Code 3553)
The Superintendent or designee shall ensure that all employee notices described above are in the form prescribed by the
Department of Industrial Relations (DIR), Division of Workers Compensation.
Upon learning of a work-related injury or illness, or injury or illness alleged to have arisen out of and in the course of
employment, the Superintendent or designee shall report the incident to the district's insurance carrier within five days
after obtaining knowledge of the injury or illness. If a subsequent death arises as a result of the reported injury or illness,
an amended report indicating the death must be filed with the insurance carrier within five days after being notified of or
learning about the death. (Labor Code 6409.1)
In addition, in every case involving death or serious injury or illness, the Superintendent or designee shall immediately
make a report by telephone or email to the Division of Occupational Safety and Health. (Labor Code 6409.1)
Legal Reference:
EDUCATION CODE
44984 Industrial accident and illness leaves, certificated employees
45192 Industrial accident and illness leaves, classified employees
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LABOR CODE
3200-4855 Workers' compensation, especially:
3550-3553 Employee notice
3600-3605 Conditions of liability
3760 Report of injury to insurer
4600 Provision of medical and hospital treatment by employer
4906 Disclosures and statements
5400-5413 Notice of injury or death
6409.1 Reports
CODE OF REGULATIONS, TITLE 8
15596 Notice of employee rights
Management Resources:
DEPARTMENT OF INDUSTRIAL RELATIONS PUBLICATIONS
A Guidebook for Injured Workers, 2016
Notice to Employees -- Injuries Caused by Work
Time of Hire Pamphlet
Workers' Compensation Claim Form (DWC 1) & Notice of Potential Eligibility
WEB SITES
California Department of Industrial Relations, Division of Occupational Safety and Health: http://www.dir.ca.gov/dosh
California Department of Industrial Relations, Division of Workers Compensation:
http://www.dir.ca.gov/dwc
Regulation WINDSOR UNIFIED SCHOOL DISTRICT
Approved: February 6, 2017 Windsor, California
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