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NOTICE OF NON-DISCRIMINATION 

West Sonoma County Union High School District policy prohibits discrimination and/or harassment of students, employees and job applicants  
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This Employee Handbook (“Handbook”) is intended to guide and direct the  

relationship between the West Sonoma County Union High School District  

(“District”) and each employee. It is not intended to, nor does it, operate as a  

contract of employment, express or implied. 
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A Message to New Staff                       
Welcome to the West Sonoma County Union High School District! 

 

Our district is widely known and highly regarded for our outstanding educational programs. Student achievement and measures 

of school quality in WSCUHSD are regularly the best among Sonoma County high schools. 

 

The district’s two comprehensive high schools, Analy High School and El Molino High School have been recognized multiple 

times by U.S. News and World Report as two of America’s Best High Schools and each has been named a California 

Distinguished School four times.  Laguna Continuation High School has received the State Model Continuation High School 

award five times. In addition to the comprehensive and continuation high schools, the district offers a district wide independent 

study program. In all of our locations we serve a diverse population across suburban and rural areas.  We have worked hard to 

expand and develop programs to best serve the needs of our student population.  

 

WSCUHSD employs approximately 200 people including classroom teachers, counselors, health technicians, librarians, career 

technicians, para-educators, behavior assistants, outreach therapists, food service workers, clerical staff, maintenance and 

operations staff, psychologists, administrators, and staff in the special education consortium. 

 

Providing the necessary resources for effective instruction is a top priority for the sites and for the school board. In addition to 

district funding, the West County community supports our schools with local tax measures, donations and active volunteers. 

 

The District has a variety of special programs, for example: 

• Compensatory Education 

• Teacher and Principal Training and Recruitment 

• English Language Learners 

• Safe and Drug Free Schools 

• Economic Impact Aid 

• Carl Perkins Vocational Education Grant 

• Agriculture Incentive Grant 

• Peer Assistance and Review 

• Workability 

 

In November 2010, the West County community passed Measure I, a school bond to pursue facility improvements. A solar 

project for all district sites was completed in August 2011. Restroom renovations at all school sites, El Molino science lab 

improvements and Analy main building improvements were completed during the summer of 2013. Three capital projects: the 

Analy High School Stadium and synthetic turf field, the El Molino High School Stadium and synthetic turf field as well as the 

Analy band classroom were completed and ready for students for the 2016-2017 school year. 

 

In March 2020, the west county community passed a Parcel Tax to fund needs at the high schools that would usually come out 

of the general fund. The Parcel Tax enables Analy, El Molino and Laguna High Schools to continue offering high-quality, diverse 

courses and educational services to West County high school students. The Parcel Tax will keep the schools’ libraries open; 

maintain and improve wood shop, culinary, technology, and other career education classes; maintain and improve art, music and 

drama classes; maintain and improve the high schools’ college prep courses; and maintain student counseling services. 

 

On behalf of the district, I extend a warm welcome to you. Please don’t hesitate to contact any member of the district office staff 

or me for assistance. We welcome your questions and comments. I hope that your experience as a WSCUHSD employee will be 

pleasant, productive, and long lasting! 

 

Sincerely, 

 

Toni Beal 

 

Toni Beal 

Superintendent 
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District Belief Statements                                                              

Students: 
Our students are our most precious asset. With regard to each student, the District believes the following: 

 

• High expectations - All students can learn. Each student has the ability to rise to a higher level and we should 

expect this of each student. 

• Fair and equal treatment - Every student, regardless of academic standing, should be treated fairly and 

equally. 

• Civic responsibility - These are values inherent in good citizenship. Therefore, students need to interact within 

our school community and provide meaningful service to the greater community. 

• Uniqueness of each student - Each student is an individual with unique talents, abilities, and learning styles 

that need to be recognized and addressed. 

• Academic engagement - Each student should be presented with an academically challenging, yet supportive, 

environment that is not merely entertaining, but which engages and motivates each individual to reach his or 

her highest potential. Learning excitement should be present in each class. 

• Skill development - Students should develop on an equal basis both academic and pro-social skills (active 

listening, ability to express feelings, communication), including a solid work ethic. 

• Model respect - Respect for the individual should be modeled and taught by all members of our school district, 

both adult and student. 

• Power solving tools - Each student should be empowered with basic tools to recognize a problem, and then 

formulate a positive solution to the problem. 

 

Curriculum and Instruction: 
With regards to curriculum and instruction for out students, the District believes: 

 

• Rigor and relevancy - All students can learn when they have access to a curriculum that provides both rigor 

and relevancy. The District’s students will be able to recognize a problem and also be able to formulate a 

solution to the problem. The use of technology as a tool will be emphasized. 

• Standards - The curriculum provided to our students will be research-based and will exceed national, state 

and local standards for content and performance. 

• Learning styles - The curriculum will honor the different learning styles of our students. It will also be designed 

to engage the different levels of human intelligences. Our schools will teach and model respect for the 

individual. 

• Accountability and assessment - Student achievement is the focal point of our curriculum and instructional 

programs. With that in mind, the District will use a variety of measurement devices to assess student 

performance. In addition to standardized tests and teacher designed tests, the District will urge teachers to use 

a variety of authentic assessment instruments to measure student achievement. The District expects students to 

know, to understand, and to be able to do. Students will be taught that technology is a powerful tool in being 

able to retrieve information and catalogue their newly acquired knowledge. 

• Communications - Students will communicate by reading, writing, speaking, listening reflectively and 

critically, and by using technology. 

Staff: 

In partnership with our most valued human resources, our staff, the District believes: 

 

• Shared governance - Unity and mutual respect in the District is best achieved by honest communication among 

all levels of staff. All interested stakeholders including staff, administration, students, parents, community 

members, and board members must be encouraged to participate in the decision making processes of the 

District. 

• Morale - Staff members will be most effective in their jobs, to the extent they feel valued by the community, 

students, their colleagues, administration and the board members. Elements in maintaining high staff morale 

include: establishing reasonable, obtainable, and measurable performance expectations; a positive and fair 

evaluation process; recognition for a job well done; and the opportunity for professional growth and renewal. 
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• Skills - The District must provide for and encourage on-going staff development in curricular, instructional 

and professional qualities which serve all learning styles and students, while maintaining consistency with the 

District’s vision and guiding principles. 

• Human Resource Needs - It is critical to the current and future students of our schools that District leaders, 

both staff and administration, work collaboratively to attract new and retain employees who are dedicated to 

the education of our students. Equally important, we recognize the need to support and acknowledge staff 

members who demonstrate professional commitment to our district. 

 

WSCUHSD Guiding Principles         
The following Guiding Principles are to be used when making changes and/or solving problems: 

 

• Make decisions that are best for kids 

• Model respect and dignity in how we treat others 

• Hold people accountable for doing what they agree to do 

• Be responsive and responsible to all members of our constituency 

• Enhance the sense of pride and inclusion throughout the District 

• Consider both short and long term district needs 
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Who to call at the District Office: 
Superintendent’s Office 

Toni Beal - Superintendent 

Karen Lamb – Administrative Assistant - 6412 
•Appeals to the Superintendent (suspension/ 

credit/attendance/expulsion) 

•Board agendas and minutes 

•Board member correspondence 

•Board Policies 

•Brown Act compliance 

•District office meeting agendas 

•Assist with District Webpage 

•Expulsion documents 

•Inter-/Intra-district request 

•Overnight chaperone clearances 

•Parental Annual Notice 

•Superintendent’s calendar 

•Superintendent’s correspondence 

•Student field trips 

Business Services Office 

Jeff Ogstonr - Chief Business Official - 6415                                     

•Audits 

•Board Policies (3000, 7000 series) 

•Bond Oversight Committee/Accountability 

•Budget Advisory Committee 

•Budget Development 

•Consolidated Application (Titles I, II, III, etc.) 

•Consortium Business Services 

•District Web Page 

•Enrollment Projections  

•Insurance administration 

•Medi Cal Accounting 

•Negotiations Support (WSCTA and CSEA) 

•Parcel Tax Reporting/Accountability/Exemptions 

•Requisition to Purchase Order process 

•RESIG liaison   

•Special Education Consortium accounting and budgeting   

•Supervise Business Services and Food  

•Transportation 

Jing Liu– Accountant/Analyst - 6417 

•Accounting and Budgeting for site allocations 

•Accounts payable/receivable 

•Budget transfers, journal entries 

•Certificates of Insurance 

•Develop fee collection 

•District student accounting 

•Encumbrance increases/decreases 

•Food Service Budgets 

•Monthly GL reviews 

•Requisitions for District Office 

•Site Categorical Programs 

•Site checking accounts oversight 

•Special projects & assistance to Business Manager 

•Student Body oversight 

•Textbook ordering coordination 

•Vendor database maintenance 

•Vendor statements and inquiries 

•Health Benefits receipts/deposits in ESCAPE 

Paula Dillon – SIS Data Coordinator - 6418                                               

•Back up District Secretary 

•AERIES Help Desk 

•CalPADS Coordinator 

 Facilities, Maintenance and Operations Department 

Jennie Bruneman – Director of Facilities, Maintenance & 

Operations - 7915 

•Plans, oversees all functions of facilities design, 

construction, renovation, remodeling and daily plant 

operations 

•Manages the day to day routine and reoccurring 

maintenance, custodial and grounds needs of the campuses 

•Responsible for routine inspections with District’s insurance 

carrier and the annual Facility Inspection Tool 

•Manages the operations of the District safety, integrated pest 

management, and hazardous waste programs 

•Directs energy programs and facility use requests/approval  

•Facility planning and management of building and facility 

construction projects including the supervision and 

coordination of consultants, facilitation of staff planning and 

leadership of District committees, communication with 

parents, and the general community 

•Deferred maintenance 

•Facility construction projects 

•Facility use contracts 

•Property/Liability Insurance 

 

Denise Fisher-Facilities & Bond Construction Coordinator 

- 6414 

 Coordinates facility use for all District sites. 

 Performs regular inspections of buildings and grounds 

 Selects, trains, supervises, motivates and evaluates 

personnel of the custodial staff; provides or coordinates 

staff trainings 

 Coordinates and implements District integrated pest 

management and hazardous waste programs 

 Maintains department budget and is responsible for 

purchasing supplies, materials and equipment for 

grounds/custodial meant for maintaining the physical plan. 

 Serves as a liaison for custodial operations with the Director 

of Facilities and Bond Construction Management and site 

administrators 

 Works in conjunction with administrators to develop an 

annual custodial operations plan for each site 

 Coordinates repair and maintenance of department vehicles 

and other specialized equipment 

 Assists the Director of Facilities and Bond Construction 

Management in managing and coordinating large and/or 

complex remodeling, modernization, construction projects 

through all phases of design, permitting and construction 

 Assists in the coordination of projects with architects, 

building inspectors, contractors and other entities that are 

related to school construction 

 Assists in ensuring the timely completion of facility 

projects, according to approved schedule and budget 

recommendations related to construction and modernization 

activities 

 Assists with State applications and justification documents 

for new construction, renovation projects and deferred 

maintenance plans. 

Joe Silveira-Technology Maintenance/Systems Coordinator 

– 6406 

 Supervises and evaluates the District’s Technology 

Assistants 

 Maintains communication and works in a collaborative 

manner with District administrators, principals, and 
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•District course files 

•District Database 

•District student attendance 

•District Attendance Calendar 

•Food Service POS/AERIES Updates 

•NPS Registrar 

•Student Accident Reports 

•Summer student transcripts 

•Summer student work permits 

•Reviews all MIS information for the SELPA Program and 

provides support for District 

•Provides assistance to Case-Managers with SEIS use as needed 

•Maintains SELPA MIS information for the District 

•Monitors and provides reports regarding IEP schedules, 

compliance issues and notifications 

•Set up and maintain confidential student files who are enrolled 

in a Non-Public School or Residential Treatment Center 

•Principal Apportionment Data Collection (P1, P2 & P-annual) 

•Checking Account batches for compliances 

•Coordinate with foster, migrant and homeless Liaisons 

•Update and distribute Special Program forms 

•Manage Portal for UC Course Management 

•Input student numbers into USAC database 

      Human Resources Office 

Mia Del Prete – Director of Human Resources - 6411 

•Supervises Human Resources Department 

•Certificated and Classified Recruitment 

•Assist site with staff screening, interviewing, reference checks 

and selection 

•Administration of leaves (medical/unpaid/etc.) 

•Board Policies (4000 series) 

•Credentialing  

•District Newsletter 

•Oversee Human Resources Webpage 

•Employee Association contracts 

•Employee Health and Wellness Program 

•Oversee Health Benefits 

•Negotiations (WSCTA and CSEA) 

•New employee sign-up/orientation 

•Personnel issues/problems/concerns 

•Staffing/class size overage 

•Special Ed. Consortium HR issues 

•Title IX Complaints 

•Uniform Complaint Process 

•Units for salary increments 

•Worker’s Compensation Insurance 

Jennifer Guerrero– Payroll Technician/HR Assistant - 6416                                  

•Payroll for student workers and substitutes 

•Aesop Administrator 

•Annual Paper Order 

•Budget Review and Updates – Retiree Costs 

•Budget Review and Updates – Salary/Benefits 

•Bonus Days (tracking/preparation/grant) 

•Catastrophic leave recordkeeping 

•Employee absence recording 

•Health benefits enrollment billing/receipts in ESCAPE 

•J-90 Report 

•Payroll, W2-s, payroll taxes 

•Retirement Plans/Tax Shelter Plans (403B) 

•Retiree health benefit tracking/processing  

•Salary Notices 

•Special Projects & assistance to Director of HR and CBO 

•State/Federal Compliance Reporting 

•Comp time/vacation record keeping 

directors to facilitate decision-making and problem solving 

in the areas of computer and technology services 

 Provides leadership in developing a comprehensive District 

Technology Plan 

 Participates in development and implementation of 

departmental goals, objectives, policy priorities, standards 

and procedures 

 Directs and coordinates staff development in technology 

 Maintains District technology budget ensuring efficient 

program operations and complying with established fiscal 

guidelines 

 Evaluates hardware and software to ensure suitability, 

compatibility and economy prior to purchase 

 Coordinates the assessment of current and future 

technology requirements of the District 

 Directs and helps maintain the District website 

 Serves as network administrator responsible for 

documentation, backup and restoration, security, virus 

protection, performance monitoring and use access rights 

 Plans, installs configure, maintains and updates network or 

application software including operating systems, security, 

utilities and file management 

 Coordinates departmental and district training needs 

relative to technology 

 Plans, installs, configures, maintains and troubleshoots 

network hardware including cabling, servers, workstation 

network interface cards, bulbs, tape back-up units, bridges 

and routers 

 Coordinates with County Office of Education in technology 

matters. 

District Special Education Department 

Laura Schmitt-District Director of Special Ed. – 6405 

 Represents WSCUHSD at SELPA Governance Committees 

and other agency meetings as needed 

 Participates in the recruitment and selection of special 

education personnel 

 Coordinate long term and short term Special Education 

budget planning with the WSCUHSD Chief Business 

Official, Accountant/Analyst and Superintendent 

 Develop coordinated special education program model for 

the District. Conduct program reviews as requested, 

participate in teacher evaluation 

 Coordinate District programs with West County 

Consortium programs 

 Provide training for special education staff regarding new 

legal mandates, best practices, etc. 

 Review caseloads with district staff on a regular basis to 

ensure consistency, compliance, and maximization of 

resources throughout the District 

 Coordinate the supervision and evaluation of certificated 

(District school psychologist and teachers) and classified 

staff (para-educators/behavior assistants) in coordination 

with site administrators 

 Represents the District at complex IEP meetings where 

there may be disagreement or conflict 

 Coordinate non-public school, residential treatment center 

and all out of district placements 

 Serve as a proactive force for systemic change in the 

manner in which special education services and programs 

are delivered 

 Convene regular monthly meetings of professional teams to 

promote best practices 

 Coordinate LEA Medi-Cal and MAA procedures, protocols 

and billings/disbursements 
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•Assist with new employee orientation 

•SDI/SUI Quarterly taxes 

•Quarterly multi-work site report 

•Collection of retiree portion of medical/dental and vision 

benefits 

•Monthly reconciliation of medical benefits and employee 

deductions 

•HFA record keeping/granting/reporting 

•ACA record keeping/granting/reporting 

 

 Monitors attendance systems with the district 

 Lead professional development in MTSS and tiered system 

of support for socio-emotional, behavioral and academic 

programs 

 Coordinates the 504 program. 
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Information For All Employees                                                       
 
Employment Requirements       
 T.B. Clearance 

All employees are required to have on file with the District an intradermal tuberculin test showing negative results. 

Renewal is required every four years. If an employee tests positive to the intradermal test, he/she must undergo a 

chest x-ray, the results of which will be reported to the Human Resources Office. Once an employee has a documented 

positive skin test which has been followed by an x-ray, the foregoing examination is no longer required. (Education 

Code 49406) 

Tuberculosis Tests -New Employees 

No applicant shall be initially employed in a classified or certificated position unless he/she has submitted to an 

intradermal or other tuberculin test licensed by the Food and Drug Administration within the past sixty (60) days and, 

if that test was positive, has subsequently obtained an X-ray of the lungs. The applicant shall submit to the district a 

certificate signed by the examining licensed physician indicating that he/she is free of active tuberculosis.   

 

The cost of the pre-employment tuberculosis examination shall be paid by the applicant. 

 

An applicant who was previously employed in another California school district may fulfill the tuberculosis 

examination requirement by either producing a certificate showing that he/she was examined within the last four 

years and found to be free of active tuberculosis or by having his/her previous school district employer verify that it 

has on file a certificate which contains that evidence.  (Education Code 49406) 

Tuberculosis Tests - Regular Employees 

Once hired by the district, employees who test negative on the initial intradermal or other tuberculin tests shall 

undergo a tuberculosis examination at least once every four years, or more often if so directed by the Governing 

Board upon recommendation of the county health officer, for as long as the employee’s test remains negative.  An 

employee with a documented positive test for tuberculosis infection shall no longer be required to submit to the 

examination and shall be referred to the county health officer within thirty (30) days of the examination to determine 

the need for follow-up care. 

 

Tuberculosis tests for employees shall be provided by the district or at district expense.  (Education Code 44839, 

45122, 49406) 

 

If an employee's religious belief prevents him/her from undergoing a tuberculosis examination, the employee shall 

file an affidavit stating that he/she adheres to the faith or teachings of any well-recognized religious sect, 

denomination, or organization and in accordance with its creed, tenets, or principles depends for healing upon prayer 

in the practice of religion, and that to the best of his/her knowledge or belief he/she is free from active tuberculosis.  

In order to exempt the individual, the Governing Board shall determine by resolution, after a hearing, that the health 

of students would not be jeopardized.  (Education Code 49406) 

 

The superintendent or designee may exempt a pregnant employee from the requirement that a positive tuberculin test 

be followed by an X-ray of the lungs, for a period not to exceed sixty (60) days following termination of the 

pregnancy. (Education Code 49406) 

 

 Fingerprint Clearance 
Fingerprint clearance is required of all employees prior to beginning their employment with the District. The District 

will provide a live-scan form and information regarding getting the fingerprinting done.  

 

 Medical Assessment 
The positions of Special Education Instructional Assistant, Custodian, Maintenance Worker, Food Service Worker 

and specific Special Education Teachers, require a post-offer, pre-employment medical assessment. This assessment 
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is completed through Kaiser Permanente and is offered at no cost to the prospective employee. Assessment is done 

to assure that the prospective employee can perform the physical requirements of the position. 

 

Nondiscrimination Notice       
The West Sonoma County Union High School District does not discriminate on the basis of actual or perceived race, 

color, national origin, ancestry, religion, age, marital status, pregnancy, physical or mental disability, medical 

condition, veteran status, gender, sex, or sexual orientation in any of its policies, procedures or practices, nor does it 

condone such conduct by its officers, employees, agents, or students. This policy is in compliance with Title VI of 

the Civil Rights Act of 1964, Title VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 

1972, Section 504 of the Rehabilitation Act of 1973, and the Age Discrimination Act of 1975. This nondiscrimination 

policy covers admission and access to, and treatment and employment in, the District’s programs and activities. 

 

Title IX Provisions              
No person shall, on the basis of sex, be excluded from participation in, be denied the benefits of, or be subjected to 

discrimination under any academic, extracurricular, research, occupational, training, or other education program or 

activity operated by a recipient which receives or benefits from federal financial assistance. The District’s Title IX 

Officer is Mia Del Prete, Director of Human Resources, 824-6411. 

 

School Closures Due to Inclement Weather                                  
In the event of severe winter storms or floods, listen to radio station KSRO, 1350 AM. This station will announce if 

any district schools have been closed due to weather conditions. If your site is closed, the announcement will indicate 

whether or not you are to report to work. If your site is open, report to work as usual. If, however, your site is open 

but you are unable to report to work due to weather conditions, you will need to use a personal necessity leave day. 

If you require a substitute, please logon to the Aesop system. 

 

Employee Property Reimbursement                    
The Governing Board does not authorize payment for the reimbursement of employee personal property which may 

be stolen or intentionally destroyed or damaged while being used for work-related purposes. 

 

Health and Welfare Benefits       
 Medical, Dental and Vision Coverage 
Certificated employees hired prior to July 1, 2015 who work 60% or more, or hired on or after July 1, 2015 who work 

80% or more and classified employees who work six (6) hours or more per day receive health and welfare benefits. 

Certificated employees hired prior to July 1, 2015 will contribute 10% towards CVT Blue Cross or Kaiser. 

Certificated employees hired on or after July 1, 2015 will have a cap for CVT Blue Cross and Kaiser.  The cap for 

medical benefits changes each year.  

 

Management, Confidential/Supervisory and Classified employees receive district paid benefits at the Kaiser 

composite rate. Benefits cover the employee, spouse and dependent children. The District also extends benefits to 

domestic partners and dependent children upon completion of the appropriate notarized Affidavit.  Effective October 

1, 2018, Management and Confidential/Supervisory employees will have a $19,500 annual cap for medical benefits.  

Effective October 1, 2018, Classified employees will contribute 10% toward their medical benefits. 

 

You will enroll in the various benefit plans through the Payroll Office. Coverage for the District health and welfare 

plans will be effective on the first day of the month after employment. If you do not enroll within thirty (30) days 

after employment, you must wait for the open enrollment period which is August of each year for benefits to be in 

effect October 1. Certificated employees who retire or laid off from District at the end of the school year in June will 

receive coverage through August.  If you are a temporary employee whose contract is renewed for the next school 

year, there will be no break in health and welfare coverage. 
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Reporting Changes: Report any changes, such as marriage, divorce, birth of dependent, etc., to the Payroll Technician 

immediately. You have 30 days from the event to make a change. If you do not report a change or addition within 

30 days you will have to wait for the next open enrollment period. 

 

Benefits offered by the District are listed below. For a complete description of the level of benefit coverage, refer to 

various benefit brochures. 

 

Certificated Staff:  
Effective October 1, 2015, for unit members employed in a regular position before July 1, 2015, the District will 

contribute up to 90% of any CVT medical plan stipulated in the contract.  For unit members eligible for benefits 

having a first day of paid service on or after July 1, 2015, the District will annually contribute up to $21,602 for 

medical benefits for certificated employees who have at least eight-tenths (8/10) of a regular full-time position shall 

be paid by the District.  Premiums for other part-time certificated employees shall be prorated on the basis of their 

assignment to full-time. 

 

Effective October 1, 2020, unit members will contribute 15% for an employee plus 1 and employee plus family.  There 

is no contribution for an employee only. 

 

CVT Kaiser 

 Plan 6 with optical coverage 

 Plan 8 

 

CVT Blue Cross 

 2C 

 5C 

 7C 

 10C 

 

The District pays the premium for dental and vision benefits for employee only, employee plus 1 and 

employee plus family: Delta Dental - $2100 in network maximum per year. 

VSP Vision through District except for those enrolled in CVT Kaiser Plan 6 which has an optical 

component. 

 

Classified Staff:  

Effective October 1, 2018, classified members will contribute 10% towards their medical benefits from a tiered rate 

of employee only, employee plus 1 and employee plus family:   

 RESIG Kaiser 

 Traditional HMO $0 co-pay  

 Traditional HMO $10 co-pay 

 Deductible HMO $500 deductible 

 HSA $1,500 deductible  

 SISC Blue Shield 

 100% PPO 

 90% PPO 

 80% PPO 

 HSA Plan B 

 Anchor Bronze HSA 

 

The District pays the premium for dental and vision benefits for employee only, employee plus 1 and employee plus 

family:  

Delta Dental - $2100 maximum per year  

VSP Vision - $5 co-pay, 1 exam per year 
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Management and Confidential/Supervisory Staff:  
RESIG Kaiser 

 Traditional HMO $10 co-pay 

 Traditional HMO $30 co-pay 

 DHMO $1000/$3000 deductible 

 HAS Plan B 

 

SISC Blue Shield 

 100% PPO 

 90% PPO 

 80% PPO 

 HSA Plan B 

 Anchor Bronze HSA 

  

The District pays the premium for dental and vision benefits for employee only, employee plus 1 and employee plus 

family: 

Delta Dental - $2100 maximum per year  

VSP Vision - $5 co-pay, 1 exam per year 

Life Insurance - $25,000 

 

Your Rights Regarding COBRA                    
In 1986, a Federal law was enacted [Public Law 99-727, Title X] requiring that most employers sponsoring group 

health plans offer employees and their families the opportunity to continue their coverage for a specified amount of 

time at group rates in certain instances where coverage under the plan would otherwise end. This notice is intended 

to inform you, in a summary fashion, of your rights and obligations under the continuation coverage provisions of the 

law.  

 

An employee, spouse, domestic partner or dependent covered by a health plan offered by the District, has the right to 

choose to purchase continuation coverage if the health coverage is lost due to: 

•  Termination of employment (for reasons other than gross misconduct) 

•  Reduction of hours 

•  Employee’s death 

•  Divorce/legal separation 

•  Employee becoming eligible for Medicare 

 

Under the law, the employee or a family member has the responsibility to inform the Trust Administrator of a divorce, 

legal separation, or a child losing dependent status. The District has the responsibility to notify the Trust Administrator 

of the employee’s death, termination of employment or reduction in hours, or Medicare eligibility. When the Trust 

Administrator is notified that one of these events has happened, they will in turn notify you that you have the right to 

purchase continuation of coverage. Under the law, you have at least sixty (60) days from the date you would lose 

coverage because of one of the events described above to inform the Trust Administrator that you want to continue 

coverage. Specifics regarding the length of time you may purchase coverage will be provided to you by the Trust 

Administrator. The Trust Administrator for the District is: 

 Certificated Staff   Classified, Confidential/Supervisory, and Management Staff 

 California’s Valued Trust (CVT) Redwood Empire Schools Insurance Group (RESIG) 

 520 E. Herndon Ave.   5760 Slylane Blvd., Suite 100 

 Fresno, CA  93720   Windsor, CA  95492 

 800-288-9870    707-836-0779 

 

Reporting Child Abuse              
Definition: Child abuse means a physical injury which is inflicted by other than accidental means on a child by 

another person. Child abuse also means sexual abuse of a child, neglect of a child, or abuse in out-of-home care. 
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California child abuse laws [P.C. 11166(a)] require designated persons to report any suspected child abuse. School 

district employees are among those persons required to report. Failure to report is punishable by six months in jail 

and/or a fine of up to $1,000. In addition, professionals failing to report may be found civilly liable for subsequent 

injuries that occur due to the failure to report. 

 

You are required to immediately report the suspected child abuse by phone to the Sebastopol Police Department (829-

4400). You are expected to notify your immediate supervisor regarding the report.  

 

Annual Notifications                       
Each year all staff receives mandated notification via District e-mail. The notifications that are sent out are: 

 

Child Abuse Reporting Statement, Penal Code Sections 11166 and 11167, Sexual Harassment brochure from the 

Department of Fair Employment and Housing, Board Policy 4119.11 and 5145.7 regarding Sexual Harassment, Board 

Policy 4030 Non-Discrimination in Employment, Board Policy 4020 Drug- and Alcohol-Free Workplace, Board 

Policy 3513.3 Tobacco-Free Schools, and Board Policy 1312.3 Uniform Complaint Procedures. 

 

Additionally, the following notifications are e-mailed to all new employees when completing employment sign-up 

and acknowledgment of receipt of applicable notifications is required. 

 

All Staff: Child Abuse Reporting Statement, Penal Code Sections 11166 and 11167, Sexual Harassment brochure 

from the Department of Fair Employment and Housing, Board Policy 4119.11 Sexual Harassment-Personnel, 5145.7 

Sexual Harassment-Students, 4030 Non-Discrimination, 4020 Drug-Alcohol Free Workplace, 3513.3 Tobacco Free 

Schools, and 1312.3 Uniform Complaint Procedures, 4119.42 Exposure Control Plan for Bloodborne Pathogens, 

4112.6 Personnel Files. 

 

Certificated Staff Only: 4154 Health and Welfare Benefits, 4115 Evaluation/Supervision, 4112.2 Certification, 4117.3 

Personnel Reduction, 4118 Suspension/Disciplinary Action, 4158 Employee Security. 

 

Classified Staff Only: 4212 Appointment and Conditions of Employment, 4217.3 Layoff/Rehire, 4261.1 Personal 

Illness and Injury Leave, 4261.11 Industrial Accident/Illness Leave, 4218 Dismissal/Suspension/disciplinary Action. 

 

Administrative Staff Only: 4313.2 Promotion/Demotion/Reclassification, 4315 Evaluation/ Supervision, 4317.3 

Personnel Reduction. 

 

Travel Expense Reimbursement                    
Travel includes attendance at workshops, seminars, conventions, conferences or other meetings of interest to the 

District. Expenditures incurred for curricular, special services and other activities must be legally authorized to be 

performed by the superintendent or designee. 

 

Reimbursement for travel and or meal expenses shall be based upon actual and necessary expense. District employees, 

while on school business, may receive mileage reimbursement at the IRS-approved rate for use of their own vehicles 

when approved in advance. 

 

The following are approved meal limitations: Breakfast = $10.00; Lunch = $21.00; Dinner = $33.00. Gratuities may 

be paid if the total payment of the meal and gratuity do not exceed the limit for meal reimbursement. 

 

Lodging shall be reimbursement for the employee only. If a spouse is in attendance, reimbursement shall not exceed 

the rate for single occupancy. 

 

Economy, standard, tourist, or similar air fare rates are allowed. The employee has the option of selecting the mode 

of transportation, but the District shall make reimbursement for the mode of transportation least costly to the District. 
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The employee is responsible for securing proper authorization for travel, and is required to prepare a claim which 

shows in detail all expenditures incurred. Receipts for expenses incurred shall be attached to the claim and the 

claimant shall certify by signature that all amounts were actual and necessary. 

 

Claims shall be filed within 30 days after return from travel or be considered null and void. 

 

Supplemental Pay Claim                      
When a classified or certificated employee is authorized by the site principal to provide additional work at a paid rate, 

a Classified or Certificated Supplemental Time Sheet must be completed by the employee. These time sheets are 

available on the District website, www.wscuhsd.k12.ca.us. 

 

Claim for Reimbursement                     
A Claim for Reimbursement may be completed when an employee has made an out-of-pocket purchase that has been 

authorized by the site principal. The forms are available on the District website, www.wscuhsd.k12.ca.us. Please 

contact the Business Office regarding restrictions that may apply before making any out-of-pocket purchases. 

Employees will not be reimbursed for unauthorized purchases. 
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Board Policies and Administrative Regulations          
 
All Personnel            BP 4030(a) 

 

NONDISCRIMINATION IN EMPLOYMENT 

 

The Board of Trustees is determined to provide a safe, positive environment where all district employees are assured 

of full and equal employment access and opportunities, protection from harassment and intimidation, and freedom 

from any fear of reprisal or retribution for asserting their employment rights in accordance with law. For purposes of 

this policy, employees include job applicants, interns, volunteers, and persons who contracted with the district to 

provide services, as applicable. 

 

(cf. 1240 - Volunteer Assistance) 

(cf. 3312 - Contracts) 

(cf. 3600 - Consultants) 

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

 

No district employee shall be discriminated against or harassed by any coworker, supervisor, manager, or other person 

with whom the employee comes in contact in the course of employment, on the basis of the employee's actual or 

perceived race, color, ancestry, national origin, age, religious creed, marital status, pregnancy, physical or mental 

disability, medical condition, genetic information, military and veteran status, sex, sexual orientation, gender, gender 

identity, gender expression, or association with a person or group with one or more of these actual or perceived 

characteristics. 

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

 

The district shall not inquire into any employee's immigration status nor discriminate against an employee on the 

basis of immigration status, unless there is clear and convincing evidence that it is necessary to comply with federal 

immigration law.  (2 CCR 11028) 

 

Discrimination in employment based on the characteristics listed above is prohibited in all areas of employment and 

in all employment-related practices, including the following: 

 

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

 
(cf. 4151/4251/4351 - Employee Compensation) 

(cf. 4154/4254/4354 - Health and Welfare Benefits) 

 

2. Taking of an adverse employment action, such as termination or the denial of employment, promotion, job 

assignment, or training 

 

3. Unwelcome conduct, whether verbal, physical, or visual, that is so severe or pervasive as to adversely affect 

an employee's employment opportunities, or that has the purpose or effect of unreasonably interfering with 

the individual's work performance or creating an intimidating, hostile, or offensive work environment 

 

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

11006-11086, such as: 

 

a. Sex discrimination based on an employee's pregnancy, childbirth, breastfeeding, or any related 

medical condition or on an employee's gender, gender expression, or gender identity, including 

transgender status 
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(cf. 4033 - Lactation Accommodation) 

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

 

b. Religious creed discrimination based on an employee's religious belief or observance, including 

religious dress or grooming practices, or based on the district's failure or refusal to use reasonable 

means to accommodate an employee's religious belief, observance, or practice which conflicts with 

an employment requirement 

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

 

c. Requirement for a medical or psychological examination of a job applicant, or an inquiry into whether 

a job applicant has a mental or physical disability or a medical condition or as to the severity of any 

such disability or condition, without the showing of a job-related need or business necessity 

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

 

d. Failure to make reasonable accommodation for the known physical or mental disability of an 

employee, or to engage in a timely, good faith, interactive process with an employee who has 

requested such accommodations in order to determine the effective reasonable accommodations, if 

any, to be provided to the employee 

 
(cf. 4032 - Reasonable Accommodation) 

 

The Board also prohibits retaliation against any district employee who opposes any discriminatory employment 

practice by the district or its employees, agents, or representatives or who complains, testifies, assists, or in any way 

participates in the district's complaint process pursuant to this policy. No employee who requests an accommodation 

for any protected characteristic listed in this policy shall be subjected to any punishment or sanction, regardless of 

whether the request was granted.  (Government Code 12940; 2 CCR 11028) 

 

No employee shall, in exchange for a raise or bonus or as a condition of employment or continued employment, be 

required to sign any document that releases the employee's right to file a claim against the district or to disclose 

information about harassment or other unlawful employment practices.  (Government Code 12964.5) 

 

Complaints concerning employment discrimination, harassment, or retaliation shall immediately be investigated in 

accordance with procedures specified in the accompanying administrative regulation. 

 

Any supervisory or management employee who observes or has knowledge of an incident of prohibited discrimination 

or harassment, including harassment of an employee by a nonemployee, shall report the incident to the Superintendent 

or designated district administrator as soon as practical after the incident. All other employees are encouraged to 

report such incidents to their supervisor immediately. The district shall protect any employee who reports such 

incidents from retaliation. 

 

The Superintendent or designee shall use all appropriate means to reinforce the district's nondiscrimination policy, 

including providing training and information to employees about how to recognize harassment, discrimination, or 

other related conduct, how to respond appropriately, and components of the district's policies and regulations 

regarding discrimination. The Superintendent or designee shall regularly review the district's employment practices 

and, as necessary, shall take action to ensure district compliance with the nondiscrimination laws. 

 

Any district employee who engages in prohibited discrimination, harassment, or retaliation or who aids, abets, incites, 

compels, or coerces another to engage or attempt to engage in such behavior in violation of this policy shall be subject 

to disciplinary action, up to and including dismissal. 

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

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



  

19  

 

Legal Reference: 

EDUCATION CODE 

200-262.4  Prohibition of discrimination 

CIVIL CODE 

51.7  Freedom from violence or intimidation 

GOVERNMENT CODE 

11135  Unlawful discrimination 

11138  Rules and regulations 

12900-12996  Fair Employment and Housing Act, especially: 

12940-12952  Unlawful employment practices 

12960-12976  Unlawful employment practices; complaints 

PENAL CODE 

422.56  Definitions, hate crimes 

CODE  OF REGULATIONS, TITLE 2 

11006-11086  Discrimination in employment, especially: 

11013  Recordkeeping 

11019  Terms, conditions and privileges of employment 

11023  Harassment and discrimination prevention and correction 

11024  Sexual harassment training and education 

11027-11028  National origin and ancestry discrimination 

CODE OF REGULATIONS, TITLE 5 

4900-4965  Nondiscrimination in elementary and secondary education programs 

UNITED STATES CODE, TITLE 20 

1681-1688  Title IX of the Education Amendments of 1972 

UNITED STATES CODE, TITLE 29 

621-634  Age Discrimination in Employment Act 

794  Section 504 of the Rehabilitation Act of 1973 

UNITED STATES CODE, TITLE 42 

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

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

2000ff-2000ff-11  Genetic Information Nondiscrimination Act of 2008 

2000h-2-2000h-6  Title IX of the Civil Rights Act of 1964 

6101-6107  Age discrimination in federally assisted programs 

12101-12213  Americans with Disabilities Act 

CODE OF FEDERAL REGULATIONS, TITLE 28 

35.101-35.190  Americans with Disabilities Act 

CODE OF FEDERAL REGULATIONS, TITLE 34 

100.6  Compliance information 

104.7  Designation of responsible employee for Section 504 

 

CODE OF FEDERAL REGULATIONS, TITLE 34  (continued) 

104.8  Notice 

106.8  Designation of responsible employee and adoption of grievance procedures 

106.9  Dissemination of policy 

110.1-110.39  Nondiscrimination on the basis of age 

COURT DECISIONS 

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

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

 

Management Resources: 

CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING PUBLICATIONS 

California Law Prohibits Workplace Discrimination and Harassment 

Transgender Rights in the Workplace 

Workplace Harassment Guide for California Employers 

Your Rights and Obligations as a Pregnant Employee 

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

U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS 

EEOC Compliance Manual 

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

WEB SITES 

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

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

U.S. Equal Employment Opportunity Commission:  http://www.eeoc.gov 
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All Personnel BP 4119.11(a) 

 4219.11 

SEXUAL HARASSMENT 4319.11 

 

The Board of Trustees 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 may 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 
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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. 

 

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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WEST SONOMA COUNTY UNION HIGH SCHOOL DISTRICT, Sebastopol, California 
Adopted:  October 9, 2019  

All Personnel AR 4119.11(a) 

 4219.11 

SEXUAL HARASSMENT 4319.11 

 

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) 
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(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 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 
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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 

 

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) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WEST SONOMA COUNTY UNION HIGH SCHOOL DISTRICT, Sebastopol, California 
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Approved:  October 9, 2019 

Students BP 5145.7(a) 

 

SEXUAL HARASSMENT 

 

The Board of Trustees is committed to maintaining a safe school environment that is free from harassment and 

discrimination. The Board prohibits, at school or at school-sponsored or school-related activities, sexual harassment 

targeted at any student by anyone. The Board also prohibits retaliatory behavior or action against any person who 

reports, files a complaint or testifies about, or otherwise supports a complainant in alleging sexual harassment. 

 

The district strongly encourages any student who feels that he/she is being or has been sexually harassed on school 

grounds or at a school-sponsored or school-related activity by another student or an adult, or who has experienced 

off-campus sexual harassment that has a continuing effect on campus to immediately contact his/her teacher, the 

principal, or any other available school employee. Any employee who receives a report or observes an incident of 

sexual harassment shall notify the principal or a district compliance officer. Once notified, the principal or compliance 

officer shall take the steps to investigate and address the allegation, as specified in the accompanying administrative 

regulation. 

 

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

(cf. 1312.1 - Complaints Concerning District Employees) 

(cf. 5131 - Conduct) 

(cf. 5131.2 - Bullying) 

(cf. 5137 - Positive School Climate) 

(cf. 5141.4 - Child Abuse Prevention and Reporting) 

(cf. 5145.3 - Nondiscrimination/Harassment) 

(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction) 

 

The Superintendent or designee shall take appropriate actions to reinforce the district's sexual harassment policy. 

 

Instruction/Information 

 

The Superintendent or designee shall ensure that all district students receive age-appropriate information on sexual 

harassment. Such instruction and information shall include: 

 

1. What acts and behavior constitute sexual harassment, including the fact that sexual harassment could occur 

between people of the same sex and could involve sexual violence 

 

2. A clear message that students do not have to endure sexual harassment under any circumstance 

 

3. Encouragement to report observed incidents of sexual harassment even where the alleged victim of the 

harassment has not complained 

 

4. A clear message that student safety is the district's primary concern, and that any separate rule violation 

involving an alleged victim or any other person reporting a sexual harassment incident will be addressed 

separately and will not affect the manner in which the sexual harassment complaint will be received, 

investigated, or resolved 

 

5. A clear message that, regardless of a complainant's noncompliance with the writing, timeline, or other formal 

filing requirements, every sexual harassment allegation that involves a student, whether as the complainant, 

respondent, or victim of the harassment, shall be investigated and prompt action shall be taken to stop any 

harassment, prevent recurrence, and address any continuing effect on students  

 

6. Information about the district's procedure for investigating complaints and the person(s) to whom a report of 
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sexual harassment should be made 

 

7. Information about the rights of students and parents/guardians to file a civil or criminal complaint, as 

applicable, including the right to file a civil or criminal complaint while the district investigation of a sexual 

harassment complaint continues 

 

8. A clear message that, when needed, the district will take interim measures to ensure a safe school environment 

for a student who is the complainant or victim of sexual harassment and/or other students during an 

investigation and that, to the extent possible, when such interim measures are taken, they shall not 

disadvantage the complainant or victim of the alleged harassment 

 

Complaint Process and Disciplinary Actions 

 

Sexual harassment complaints by and against students shall be investigated and resolved in accordance with law and 

district procedures specified in AR 1312.3 - Uniform Complaint Procedures. Principals are responsible for notifying 

students and parents/guardians that complaints of sexual harassment can be filed under AR 1312.3 and where to 

obtain a copy of the procedures. 

 
(cf. 1312.3 - Uniform Complaint Procedures) 

 

Upon investigation of a sexual harassment complaint, any student found to have engaged in sexual harassment or 

sexual violence in violation of this policy shall be subject to disciplinary action. For students in grades 4-12, 

disciplinary action may include suspension and/or expulsion, provided that, in imposing such discipline, the entire 

circumstances of the incident(s) shall be taken into account. 

 

(cf. 5144 - Discipline) 

(cf. 5144.1 - Suspension and Expulsion/Due Process) 

(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities)) 

 

Upon investigation of a sexual harassment complaint, any employee found to have engaged in sexual harassment or 

sexual violence toward any student shall have his/her employment terminated in accordance with law and the 

applicable collective bargaining agreement. 

 

(cf. 4117.7/4317.7 - Employment Status Report) 

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

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

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

 

Record-Keeping 

 

The Superintendent or designee shall maintain a record of all reported cases of sexual harassment to enable the district 

to monitor, address, and prevent repetitive harassing behavior in district schools. 

 
(cf. 3580 - District Records) 

 

Legal Reference:  

EDUCATION CODE 

200-262.4  Prohibition of discrimination on the basis of sex 

48900  Grounds for suspension or expulsion 

48900.2  Additional grounds for suspension or expulsion; sexual harassment 

48904  Liability of parent/guardian for willful student misconduct 

48980  Notice at beginning of term 

CIVIL CODE 

51.9  Liability for sexual harassment; business, service and professional relationships 
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1714.1  Liability of parents/guardians for willful misconduct of minor 

GOVERNMENT CODE 

12950.1  Sexual harassment training 

CODE OF REGULATIONS, TITLE 5 

4600-4670  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, discrimination 

UNITED STATES CODE, TITLE 42 

1983  Civil action for deprivation of rights 

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

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

CODE OF FEDERAL REGULATIONS, TITLE 34 

99.1-99.67 Family Educational Rights and Privacy 

106.1-106.71 Nondiscrimination on the basis of sex in education programs 

COURT DECISIONS 

Donovan v. Poway Unified School District, (2008) 167 Cal.App.4th 567 

Flores v. Morgan Hill Unified School District, (2003, 9th Cir.) 324 F.3d 1130 

Reese v. Jefferson School District, (2001, 9th Cir.) 208 F.3d 736 

Davis v. Monroe County Board of Education, (1999) 526 U.S. 629 

Gebser v. Lago Vista Independent School District, (1998) 524 U.S. 274 

Oona by Kate S. v. McCaffrey, (1998, 9th Cir.) 143 F.3d 473 

Doe v. Petaluma City School District, (1995, 9th Cir.) 54 F.3d 1447 

 

Management Resources: 

CSBA PUBLICATIONS 

Providing a Safe, Nondiscriminatory School Environment for Transgender and Gender-Nonconforming Students, Policy Brief, 

February 2014 

Safe Schools:  Strategies for Governing Boards to Ensure Student Success, 2011 

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS 

Q&A on Campus Sexual Misconduct, September 2017 

Examples of Policies and Emerging Practices for Supporting Transgender Students, May 2016 

Dear Colleague Letter:  Title IX Coordinators, April 2015 

Sexual Harassment:  It's Not Academic, September 2008 

Revised Sexual Harassment Guidance: Harassment of Students by School Employees, Other Students, or Third Parties, January 

2001 

WEB SITES 

CSBA:  http://www.csba.org 

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

U.S. Department of Education, Office for Civil Rights:  http://www.ed.gov/about/offices/list/ocr 
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WEST SONOMA COUNTY UNION HIGH SCHOOL DISTRICT, Sebastopol, California 
Adopted:  October 9, 2019 

Students AR 5145.7(a) 

 

SEXUAL HARASSMENT 

 

The district designates the following individual(s) as the responsible employee(s) to coordinate its efforts to comply 

with Title IX of the Education Amendments of 1972 and California Education Code 234.1, as well as to investigate 

and resolve sexual harassment complaints under AR 1312.3 - Uniform Complaint Procedures. The 

coordinator/compliance officer(s) may be contacted at: 

 

Director of Human Resources 

462 Johnson St. 

Sebastapol, CA 95472 

 
(cf. 1312.3 - Uniform Complaint Procedures) 

 

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 educational setting, under any of the following conditions:  (Education Code 212.5; 

5 CCR 4916) 

 

1. Submission to the conduct is explicitly or implicitly made a term or condition of a student's academic status 

or progress. 

 

2. Submission to or rejection of the conduct by a student is used as the basis for academic decisions affecting 

the student. 

 

3. The conduct has the purpose or effect of having a negative impact on the student's academic performance or 

of creating an intimidating, hostile, or offensive educational environment. 

 

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

student regarding benefits and services, honors, programs, or activities available at or through any district 

program or activity. 

 

(cf. 5131 - Conduct) 

(cf. 5131.2 - Bullying) 

(cf. 5137 - Positive School Climate) 

(cf. 5145.3 - Nondiscrimination/Harassment) 

(cf. 6142.1 - Sexual Health and HIV/AIDS Prevention Instruction) 

 

Examples of types of conduct which are prohibited in the district and which may constitute sexual harassment include, 

but are not limited to: 

 

1. Unwelcome leering, sexual flirtations, or propositions 

 

2. Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments, or sexually degrading 

descriptions 

 

3. Graphic verbal comments about an individual's body or overly personal conversation 

 

4. Sexual jokes, derogatory posters, notes, stories, cartoons, drawings, pictures, obscene gestures, or computer-

generated images of a sexual nature 
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5. Spreading sexual rumors 

 

6. Teasing or sexual remarks about students enrolled in a predominantly single-sex class 

 

7. Massaging, grabbing, fondling, stroking, or brushing the body 

 

8. Touching an individual's body or clothes in a sexual way 

 

9. Impeding or blocking movements or any physical interference with school activities when directed at an 

individual on the basis of sex 

 

10. Displaying sexually suggestive objects 

 

11. Sexual assault, sexual battery, or sexual coercion 

 

12. Electronic communications containing comments, words, or images described above 

 

Any prohibited conduct that occurs off campus or outside of school-related or school-sponsored programs or activities 

will be regarded as sexual harassment in violation of district policy if it has a continuing effect on or creates a hostile 

school environment for the complainant or victim of the conduct. 

 

Reporting Process and Complaint Investigation and Resolution 

 

Any student who believes that he/she has been subjected to sexual harassment by another student, an employee, or a 

third party or who has witnessed sexual harassment is strongly encouraged to report the incident to his/her teacher, 

the principal, or any other available school employee. Within one school day of receiving such a report, the school 

employee shall forward the report to the principal or the district's compliance officer identified in AR 1312.3. In 

addition, any school employee who observes an incident of sexual harassment involving a student shall, within one 

school day, report his/her observation to the principal or a district compliance officer. The employee shall take these 

actions, whether or not the alleged victim files a complaint. 

 

When a report or complaint of sexual harassment involves off-campus conduct, the principal shall assess whether the 

conduct may create or contribute to the creation of a hostile school environment. If he/she determines that a hostile 

environment may be created, the complaint shall be investigated and resolved in the same manner as if the prohibited 

conduct occurred at school. 

 

When a verbal or informal report of sexual harassment is submitted, the principal or compliance officer shall inform 

the student or parent/guardian of the right to file a formal written complaint in accordance with the district's 

uniform complaint procedures. Regardless of whether a formal complaint is filed, the principal or compliance 

officer shall take steps to investigate the allegations and, if sexual harassment is found, shall take prompt action to 

stop it, prevent recurrence, and address any continuing effects. 

 

If a complaint of sexual harassment is initially submitted to the principal, he/she shall, within two school days, 

forward the report to the compliance officer to initiate investigation of the complaint.  The compliance officer shall 

contact the complainant and investigate and resolve the complaint in accordance with law and district procedures 

specified in AR 1312.3. 

 

In investigating a sexual harassment complaint, evidence of past sexual relationships of the victim shall not be 

considered, except to the extent that such evidence may relate to the victim's prior relationship with the respondent. 

 

In any case of sexual harassment involving the principal, compliance officer, or any other person to whom the 

incident would ordinarily be reported or filed, the report may instead be submitted to the Superintendent or designee 

who shall determine who will investigate the complaint. 
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(cf. 5141.4 - Child Abuse Prevention and Reporting) 

 

Confidentiality 

 

All complaints and allegations of sexual harassment shall be kept confidential except as necessary to carry out the 

investigation or take other subsequent necessary action.  (5 CCR 4964) 

 

However, when a complainant or victim of sexual harassment notifies the district of the harassment but requests 

confidentiality, the compliance officer shall inform him/her that the request may limit the district's ability to 

investigate the harassment or take other necessary action. When honoring a request for confidentiality, the district 

will nevertheless take all reasonable steps to investigate and respond to the complaint consistent with the request. 

 

When a complainant or victim of sexual harassment notifies the district of the harassment but requests that the district 

not pursue an investigation, the district will determine whether or not it can honor such a request while still providing 

a safe and nondiscriminatory environment for all students. 

 

(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information) 

(cf. 5125 - Student Records) 

 

Response Pending Investigation 

 

When an incident of sexual harassment is reported, the principal or designee, in consultation with the compliance 

officer, shall determine whether interim measures are necessary pending the results of the investigation. The 

principal/designee or compliance officer shall take immediate measures necessary to stop the harassment and protect 

students and/or ensure their access to the educational program. To the extent possible, such interim measures shall 

not disadvantage the complainant or victim of the alleged harassment. Interim measures may include placing the 

individuals involved in separate classes or transferring a student to a class taught by a different teacher, in accordance 

with law and Board policy. The school should notify the individual who was harassed of his/her options to avoid 

contact with the alleged harasser and allow the complainant to change academic and extracurricular arrangements as 

appropriate. The school should also ensure that the complainant is aware of the resources and assistance, such as 

counseling, that are available to him/her.  As appropriate, such actions shall be considered even when a student 

chooses to not file a formal complaint or the sexual harassment occurs off school grounds or outside school-sponsored 

or school-related programs or activities.  

 

Notifications 

 

A copy of the district's sexual harassment policy and regulation shall: 

 

1. Be included in the notifications that are sent to parents/guardians at the beginning of each school year  

(Education Code 48980; 5 CCR 4917) 

 

(cf. 5145.6 - Parental Notifications) 

 

2. Be displayed in a prominent location in the main administrative building or other area where notices of district 

rules, regulations, procedures, and standards of conduct are posted  (Education Code 231.5) 

 

 A copy of the district's sexual harassment policy and regulation shall be posted on district and school web 

sites and, when available, on district-supported social media. 

 

(cf. 1113 - District and School Web Sites) 

(cf. 1114 - District-Sponsored Social Media) 

 

3. Be provided as part of any orientation program conducted for new students at the beginning of each quarter, 
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semester, or summer session  (Education Code 231.5) 

 

4. Appear in any school or district publication that sets forth the school's or district's comprehensive rules, 

regulations, procedures, and standards of conduct (Education Code 231.5) 
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WEST SONOMA COUNTY UNION HIGH SCHOOL DISTRICT, Sebastopol, California 
Approved:  October 9, 2019  

 

 

All Personnel BP 4020(a) 

 

DRUG AND ALCOHOL-FREE WORKPLACE 

 

 

The Board of Trustees 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 8103) 

 

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 8103) 

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

 

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 8103) 

 

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 8103) 

 

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. 4118 - Dismissal/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 8103) 
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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 

 
(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 

8101-8106   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 Education: http://www.cde.ca.gov 

California Department of Health Care Services: http://www.dhcs.ca.gov 

U.S. Department of Labor: http://www.dol.gov 
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Adopted:  October 9, 2019  

 

All Personnel E 4020(a) 

 

DRUG AND ALCOHOL-FREE WORKPLACE 
 

NOTICE TO EMPLOYEES 

 

YOU ARE HEREBY NOTIFIED that it is a violation of Board policy for any employee at a school district workplace 

to unlawfully manufacture, distribute, dispense, possess, use or be under the influence of any alcoholic beverage, 

drug or controlled substance as defined in the Controlled Substances Act and Code of Federal Regulations. 

 

"School district workplace" is defined as any place where school district work is performed, including a school 

building or other school premises; any school-owned or school-approved vehicle used to transport students to and 

from school or school activities; any off-school sites when accommodating a school-sponsored or school-approved 

activity or function, such as a field trip or athletic event, where students are under district jurisdiction; or during any 

period of time when an employee is supervising students on behalf of the district or otherwise engaged in district 

business. 

 

As a condition of your continued employment with the district, you will comply with the district's policy on Drug and 

Alcohol-Free Workplace and will, any time you are convicted of any criminal drug or alcohol statute violation 

occurring in the workplace, notify your supervisor of this conviction no later than five days after such conviction. 

 

Pursuant to 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. 

 

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

 

List of people/agencies to help with drug/alcohol abuse: 

 

1. Private medical doctor 

 

2. Kaiser Hospital, Santa Rosa (depending on insurance) 571-4000 
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3. Sonoma County Alcohol Service - Orenda Center 

2759 Bennett Valley Road 

Santa Rosa, CA 95404 

565-7460 

 

4. Drug Abuse Alternative Center 

2403 Professional Dr. 

Santa Rosa, CA 95401 

544-3295 

 

5. Local Alcoholic Anonymous  

544-1300 

 

6. Local Narcotics Anonymous  

324-4062 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WEST SONOMA COUNTY UNION HIGH SCHOOL DISTRICT, Sebastopol, California 
Adopted:  October 9, 2019  



  

37  

 

Safety                                                                                  
Workers’ Compensation       
The Redwood Empire Schools Insurance Group provides Worker’s Compensation coverage for the District. All 

employees of the District are covered by the insurance for illness/injury that occurs because of your job. 

 

The California workers’ compensation law guarantees you three kinds of benefits: 

• Medical treatment to cure the injury . . . and no deductibles. 

• Tax-free payments to help replace lost wages while you’re temporarily disabled. Additional payments are made 

if the injury results in a permanent disability or death. 

• Rehabilitation services necessary to get you back to work. The amount of the payments, and when and how 

they’re paid, are part of state law. Only the state Legislature can change the amounts. 

 

WORKERS’ COMPENSATION FRAUD IS A FELONY 

Anyone who knowingly files or assists in the filing of a false workers’  

compensation claim may be fined up to $50,000 and sent to prison  

for up to five years (Insurance Code section 1871.4). 

 

 

Illness and Injury Prevention       
In accordance with SB 198, the District has in place an Illness and Injury Prevention Plan.   It is available for 

employees to review in the main office of each school site, and in Facilities, Maintenance & Operations Office. Forms 

for reporting unsafe working conditions can be obtained from those offices, and will also be available in each site’s 

lunch room. The District works with RESIG to rectify safety problems as quickly as possible once reported. You may 

contact the Director of Facilities, Maintenance & Operations if you have questions about the plan. 

 

 

All Personnel           BP 4119.42 

                  4219.42 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS                      4319.42 

 

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

importance of developing an exposure control plan. The Superintendent or designee shall establish a written exposure 

control plan in accordance with state and federal standards for dealing with potentially infectious materials in the 

workplace to protect employees from possible infection due to contact with bloodborne pathogens, including but not 

limited to hepatitis B virus, hepatitis C virus and human immunodeficiency virus (HIV). 

 

(cf. 4119.43/4219.43/4319.43 - Universal Precautions) 

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

 

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

pathogens and other potentially infectious materials. In accordance with the district's exposure control plan, 

employees having occupational exposure shall be offered the hepatitis B vaccination. 

 

The Superintendent or designee may exempt designated first aid providers from pre-exposure hepatitis B vaccination 

under the conditions specified by state regulations.  (8 CCR 5193(f)) 

 

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

to the Superintendent or designee to be included in the training and hepatitis B vaccination program.  The 

Superintendent or designee may deny a request when there is no reasonable anticipation of contact with any infectious 

material. 
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Legal Reference: 

LABOR CODE 

142.3  Authority of Cal/OSHA to adopt standards 

144.7  Requirement to amend standards 

CODE OF REGULATIONS, TITLE 8 

3204  Access to employee exposure and medical records 

5193  California bloodborne pathogens standards 

CODE OF FEDERAL REGULATIONS, TITLE 29 

1910.1030  OSHA bloodborne pathogens standards 

 

Management Resources: 

CDE ADVISORIES 

1016.89  Guidelines for Informing School Employees about Preventing the Spread of Infectious Diseases, including Hepatitis B and 

AIDS/HIV Infections and Policies for Dealing with HIV-Infected Persons in School Settings 

WEB SITES 

OSHA:  http://www.osha.gov 

Cal/OSHA: http://www.dir.ca.gov/occupational_safety.html 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WEST SONOMA COUNTY UNION HIGH SCHOOL DISTRICT, Sebastopol, California 
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All Personnel AR 4119.42(a) 

  4219.42 

 



  

39  

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  4319.42 

 

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 #1b 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 
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(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 

 

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 
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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 CCR 5193(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 CCR 5193(f)) 

 

Sharps Injury Log 

 

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 
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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) 

 

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)) 
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

WEST SONOMA COUNTY UNION HIGH SCHOOL DISTRICT, Sebastopol, California 
Approved:  October 9, 2019  
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  Information for Classified Employees                                 
 

 Employment Sign-up 
Employees will meet individually or in a group with the Director of Human Resources to complete appropriate 

paperwork to sign-up as a district employee. The following items are required to complete employee sign-up: 

• Driver’s license 

• Social Security Identification card 

• Verification of TB clearance 

• Receipt of fingerprints taken 

• Mandated Reporting Certificate 

• Medical exam (when required) 

 

 Probationary Period 

Upon employment, classified employees serve a probationary period for nine (9) months for the purpose of assessing 

their ability to perform the job. The nine (9) month probationary period may be extended through the evaluation 

process. Probationary employees may be released for no cause during the probationary period.  

 

Upon successful completion of the probationary period, the probationary employee becomes a regular employee of 

the District. 

 

 Evaluations 
An employee is evaluated twice during the nine-month probationary period. Thereafter, evaluations are given 

annually prior to May 1st. 

 

 Salary Placement 

New employees with no prior experience in the job for which hired shall be initially placed on the first step of the 

appropriate salary range. 

 

New employees with previous acceptable experience in the job for which hired may be given up to two (2) years 

credit (placed as high as the third salary step) on the classified salary schedule.  If the new employee has a minimum 

of five (5) years of experience in the same or similar classification, the Superintendent or Designee will have the 

discretion to place the new employee on a step higher than 3. 

 

 Pay Period    

Pay warrants are awarded on the last working day of each month for work performed during that month. Employees 

receive pay warrants only for those months in which work is performed. 

 

Overtime, or other supplementary work, is paid on the supplementary payroll. The deadline for submitting claim 

forms for payment is the last workday of each month for payment on the 10th of the following month. 

 

Employees may elect to have their pay warrants deposited directly to their bank account by choosing the Direct 

Deposit option. See the Payroll/Accountant. 

 

 Holidays  
Regular, full time employees who work 12 months a year are entitled to fourteen (14) paid holidays per year. All 

other classified employees will receive thirteen (13) paid holidays per year. 

 

 Longevity 
Longevity payments as specified on the Classified Salary Schedule are made after the completion of 10, 15, 20, and 

25 years of continuous employment with the district: 
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 Work Year, Work Hours and Rest Periods 

Classified employees are hired for various work years from school year to twelve month. The variations are listed 

below, with their equivalent number of work days per year. The work year totals shown below include an employee’s 

work days, holidays and vacation days. 

 School Year = same as the number of student instruction days plus one (2) days 

 10 month = 220 days per year 

 10.5 month = 230 days per year 

 11 month = 240 days per year 

 12 month = 261 days per year  

   

Work hours per day are designated by the District per position not less than two (2) hours per day. 

 

Rest periods (breaks) are granted at the rate of fifteen (15) minutes per four (4) hours worked, and are normally 

granted once during each four (4) hour block of work.  

 

An employee working four (4) hours or more in a day shall be entitled to a 30 minute uninterrupted lunch period 

which shall not count as part of the employee’s regular work day. Employees working more than five (5) hours per 

day are required to schedule a 30 minute uninterrupted lunch period which shall not count as part of the employee’s 

regular work day. 

 

Overtime will be paid in accordance with Board policy, the bargaining unit contract, and state and federal law. 

 

 Sick Leave 

Sick leave is awarded at one day per month worked. A “day” for an employee equals the number of hours of regular 

work in a work day. Sick leave may be accumulated without limit and translated into service credit upon retirement. 

Employees may use up to seven (7) days of accumulated sick leave for personal necessity and up to three (3) days of 

personal necessity leave for personal business. Sick leave and/or personal necessity may be taken in increments of 

not less than 15 minutes. Probationary employees may use no more than six (6) days of sick leave during the 

probationary period. 

 

Your sick leave balance is recorded monthly on your pay stub in the form of hours. Please review this monthly and 

bring any discrepancies to the attention of the Director of Human Resources. 

 

If you leave this district and become employed at another school district within a year, you may have your sick leave 

balance transferred to your new district. 

 

 Personal Necessity Leave 
Sick leave may be used in cases of personal necessity. Allowable personal necessity is defined in the CSEA Contract, 

Section 9.6. Additionally, sick leave may be used for the employee to care for the illness of a child, spouse, or parent. 

Personal Necessity may not be used for the sole purpose of extending a vacation or holiday. 

 

 Personal Business Leave for Classified Employees 

Classified Employees may use up to three (3) of the allowed personal necessity days annually for personal business 

left to the discretion of the employee. 

 

 Aesop - Reporting Absences 

When you are absent from your job for any period of time and for any reason, you are required to notify your 

immediate supervisor. Notification of an absence should be given at least two hours prior to the start of your work 

shift, or earlier if possible. All employees are required to access the Aesop system the same day as the absence to 

record the absence. 
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 Requests for Sick Leave/Vacation Balance 

Your sick leave balance is printed on your paycheck stub each month. You may also track your sick leave balance 

through AESOP under Absence Reasons. 

 

 Medical Leaves of Absence 

Should you become ill or injured and unable to perform the duties of your job, please notify the Director of Human 

Resources. You may be entitled to leaves of absence under Education Code, bargaining unit contract, or state or 

federal law. 

 

 Maternity Leave 
Female employees are eligible for unpaid maternity leave beyond sick leave benefits. The employee shall provide the 

District with documentation from the physician verifying the commencement and termination date of the leave. 

 

 Bereavement Leave 
Employees are granted paid bereavement leave not to exceed three days, or five days if travel over 400 miles is 

required, for the death of any member of the employee’s immediate family. (See CSEA Contract, Section 9.5 for 

definition of family.) 

 

 Vacation 
All classified employees earn vacation time. School year employees are paid an amount equal to their vacation time, 

rather than given the time off. Vacation is accrued at the following rate for employees working at least 11 months per 

year: 

Years Completed  Days Earned 

 0-3 10 

 4-7 15 

 8-10  18 

 11+  21 

 

Employees employed for less than 11 months shall accrue vacation on a pro-rated basis in such proportion as the 

number of months they work bears to twelve calendar months. 

 

 Overtime/Comp Time 
Prior authorization is required before an employee may work overtime. The authorization must state if the employee 

is to be paid in comp time or overtime. Overtime is time worked in excess of 8 hours in any one day, or time worked 

in excess of 40 hours in any calendar week. Overtime hours are compensated at a rate equal to time-and-one-half the 

regular rate of pay. Overtime performed on a holiday will be paid at a rate equal to double-time. An employee may 

elect to accrue comp time in lieu of payment for overtime. However, overtime pay, not compensatory time, shall be 

provided for unit members who provide services outside the regular work day for outside groups and for non-school 

events. Comp time shall be calculated at the rate of one-and-one-half hours for each overtime hour worked. If an 

employee is asked by their direct supervisor to work on a holiday, the employee shall receive in addition to their 

regular holiday pay, 1 ½ times the regular rate of pay. Comp time must be used with supervisor’s approval by August 

31 of the fiscal year following the fiscal year in which it is earned. 

 

 Bonus Days 
An employee who does not use any annual sick leave during the full year and who works five (5) days per week earns 

two bonus days to be used the following year. One bonus day is earned if the employee has one to three occurrences 

of use of sick leave. An employee who work less than five (5) days per week is eligible to earn no more than one (1) 

bonus day per year. 
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 Professional Growth Program 

The Professional Growth Recognition Program rewards all participating classified employees for training outside of 

the normal workday. The training recognized must be pre-approved by the site principal or Director of Human 

Resources, and must be directly related to the position currently occupied by the employee.  Employees may earn 

yearly salary increments of $300 per six (6) units of college credit earned. The total maximum number of units that 

may be earned shall be eighteen (18), for a total annual salary increment of $900. Units credited cannot exceed six 

(6) per year. Forms and detailed instructions are available from the Human Resources Office. 

 

 Retirement 
Classified employees are members of the Public Employees’ Retirement System (PERS). Bargaining Unit personnel 

who are fifty-five (55) years old or older on or before June 30 of any school year, shall be eligible for an early 

retirement incentive to be paid one time in one lump sum equal to $100.00 per year of service with the district. 
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Information for Certificated Employees                               
 

 Employment Sign-up 
Employees will meet individually or in a group with the Director of Human Resources to complete appropriate 

paperwork to sign-up as a district employee. The following items are required to complete employee sign-up: 

• Driver’s license 

• Social Security Identification card 

• Verification of TB clearance 

• Mandated Reporting Certificate 

• Receipt of fingerprints taken 

• Copy of credential 

• Official Transcripts 

• Verification of teaching experience 

• CBEST card 

 

 Hiring Status 
Teachers hired in the District are hired at Temporary status to fill district wide needs. Temporary teachers hired to 

replace a permanent or probationary teacher on a leave may be kept at temporary status as long as he/she is filling a 

vacancy caused by a leave. (EC 44918(c)). 

 

A teacher may be hired as a “temporary” to: 

1. Fill teaching sections normally taught by one or more district teachers who are on a leave of absence. 

2. Fill teaching sections for a limited one-semester assignment.  

 

Each year the district must keep a balance between the number of (Full Time Equivalent) FTE’s of leaves and the 

number of FTE’s of temporary teachers. If the total FTE’s of temporary teachers exceeds the total FTE’s of leaves, 

then that number of temporary teachers must be moved to probationary to again bring the FTE’s into balance. 

 

At the start of each school year the Superintendent, Director of Human Resources and site principals review the leave 

and temporary teacher lists to determine which teachers will be recommended for probationary status, given the 

number of temporary teachers that must be moved to balance the temporary and leaves lists. The group reviews hire 

date, credentials held and district need. The names of those teachers who are recommended for probationary status 

are taken to the Board for approval. Once approved, those teachers are moved to probationary status effective: (1) at 

the start of the current year (or their hire date, if later) if they are fully credentialed; or (2) at the start of the previous 

year, or hire date of that year, if they served at least 75% of that school year, if they are fully credentialed, or (3) the 

date they are fully credentialed if they are recommended for probationary status while serving under an Intern permit. 

 

 Salary Placement 
Employees are given credit for years of experience as follows: eight years of full time service with a maximum credit 

of eight years for placement on Step 9. Movement across the salary schedule is at 30, 45, 60, and 75 units.  

 

 Pay Period    

Pay warrants are awarded on the last working day of each month for work performed during that month. Full-time 

employees may choose 11-pay or deferred net pay.  Supplementary work is paid on the supplementary payroll. The 

deadline for submitting claim forms for payment is the last working day of each month for payment on the 10th of 

the following month. 

 

Employees may elect to have their pay warrants deposited directly to their bank account by choosing the Direct 

Deposit option. See the Payroll Technician/HR Assistant. 
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 Salary Credit for College Units 
Any course work/workshop being taken for salary purposes shall be subject to approval by the principal and the 

superintendent/designee. A Request for Approval of College Courses form must be completed and submitted to the 

Director of Human Resources prior to completing the course/workshop.  

 

A teacher may receive salary credit for up to 15 units per year, but no more than 6 units per semester during the 

regular school year. Units in excess of 15 earned in one school year may be carried over to the next school year.  

 

All movements across columns will be made as of September 1 following verification by college transcripts of units 

earned. Verification must be submitted to the Director of Human Resources by September 1st to receive salary credit 

for that school year. 

 

 Stipends 
Stipends are paid as follows: 

•     Activity Stipends: 1/2 paid on December 10th payroll; 1/2 paid on May 10th payroll 

•     Coaching Stipends:  Full amount paid at conclusion of sport 

 

Signed pay claim forms must be submitted in order for payment to be made. 

 

 Credential 

It is the responsibility of the individual teacher to keep his/her teaching credential current. Renewals should be done 

approximately six months prior to expiration. In accordance with Education Code Section 45034, the district may 

only issue pay warrants to a teacher who holds a valid, current credential.  

 

 Aesop – Reporting an Absence and Securing a Substitute 

Aesop is an integrated web and phone based substitute placement system.   All District employees are required to 

access Aesop to register an absence and request a substitute teacher. Access the Aesop system as soon as such need 

is known. If the absence becomes longer than estimated, you must again access the Aesop system of the need for a 

substitute. If the duration of absence is unknown and becomes shorter than estimated, you must notify the district of 

your intent to return by at least 3:00 p.m. of the working day proceeding the day you return.  

 

 If No Substitute is Available 

If the district is unable to secure a substitute to cover a teacher absence, teachers on their prep periods may be asked 

to cover the classes of the absent teacher. As compensation for providing that coverage, the teacher receives an in-

lieu coverage slip.  

 

 Sick Leave 

Ten (10) days of sick leave are awarded to full time certificated employees and is prorated for part-time employees. 

Sick leave may be accumulated without limit and translated into service credit upon retirement. Your sick leave 

balance is recorded monthly on your pay stub in the form of hours. Please review this monthly and bring any 

discrepancies to the attention of the Director of Human Resources. 

 

If you leave this district and become employed at another school district within a year, you may have your sick leave 

balance transferred to your new district. 

 

 Personal Business Leave 
Ten (10) days of personal necessity days may be used for personal business left to the discretion of the employee.  

Personal Business days are not intended to be used to extend a weekend or vacation. 

 

 Requests for Sick Leave Balance 

Your sick leave balance is printed on your paycheck stub each month. You may also track your sick leave balance 

through AESOP under Absence Reasons. 
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 Medical Leaves of Absence 

Should you become ill or injured and unable to perform the duties of your job, please notify the Director of Human 

Resources. You may be entitled to leaves of absence under Education Code, bargaining unit contract, or state or 

federal law. 

 

 Maternity/Adoption/Infant Care Leave 
Female employees are eligible for twelve weeks of maternity leave. All employees are eligible for twelve weeks of 

adoption/infant care leave. Employees are entitled to use their sick leave during maternity.  Once the sick leave has 

been exhausted, employees on such leave will be paid the difference between their salary and what is paid to a 

replacement teacher. The employee shall provide the District with a written statement indicating the beginning and 

ending dates of the proposed leave. Certain restrictions apply to this leave. Please review contract sections 9.7.6, 9.6.1 

Maternity/Infant Care Leave, and 9.7.1 Adoption/Infant Care Leave. 

 

 Bereavement Leave 
Employees are granted paid bereavement leave not to exceed three (3) days if the funeral is within the state of 

California, or for up to five (5) days for out of state funerals, for the death of any member of the employee’s immediate 

family or any person considered by virtue of a past or present relationship as a family member. (See WSCTA Contract, 

Section 9.13 for definition of family.) 

 

 Bonus Days 
Employees who have no occurrences of use of their sick leave during a school year will receive two (2) bonus days 

to be used the following school year. One to three occurrences of sick leave use allows the employee to receive one 

(1) bonus day. 

 

 In-Lieu Days 
If an employee is asked to cover a class during his/her prep period, the employee will be given a coupon (in-lieu) 

entitling him/her to one period off. When sufficient periods to equal the employee’s work day are awarded, the 

employee may take an in-lieu day off. (See WSCTA contract section 9.9) 

 

 Retirement 
Certificated employees are members of the State Teachers’ Retirement System (STRS). Upon retirement, bargaining 

unit members who are 55 years old on or before June 30 of any school year, and who submit an irrevocable letter of 

resignation by March 1 of that school year for the purpose of retirement at the end of that school year, will receive a 

payment of $7,500. Said funds will not be counted toward retirement credit. 

 

Retired certificated employees may be eligible for continuation of health benefits after retirement. Please refer to 

WSCTA contract section 14.2. 

 

 


