MPUSD
2018-2019

Employee Procedural
Handbook

REVISED MAY 31, 2018

EMPLOYEE HANDBOOK
Our District

1.0

Human Resources

2.0

Employee Benefits

3.0

Workers’ Compensation

4.0

Payroll Information

5.0

Business Office Procedures

6.0

Safety Policies and Procedure

7.0

Classroom/School Related Procedures

8.0

Facilities Procedures

9.0

District Communications

10.0

Board Policies/District Forms

 SEE WEBSITE FOR FORMS/INFO

Appendix

2

TABLE OF CONTENTS
1.0

Our District
1.1
Vision, Beliefs, & Parameters
1.2
History of Monterey Peninsula Unified School District
1.3
Board Members & Administration
1.4
District Schools
1.5
District Organization

2.0

Human Resources
2.1
Attendance & Employee Absences
2.2
Cell Phone Usage
2.3
Change of Address
2.4
Conference/Travel 
2.5
Employee Attire
2.6
Jury Duty
2.7
Leaves
2.8
Mailboxes
2.9
No Child Left Behind (NCLB) Compliance for Highly Qualified Status
2.10 Guest Teachers
2.11 TB Risk Assessment
2.12 Technology Internet Usage
2.13 Work Day/Breaks

3.0

Employee Benefits
3.1
Municipalities, Colleges, School Insurance Group (MCSIG) contacts
3.2
Summary of Medical Benefits 
3.3
Vision Service Plan 
3.4
Delta Dental 
3.5
Section 125

4.0

Workers’ Compensation
4.1
Employee Accident
4.2
Injury Report 
4.3
Incident Reporting

5.0

Payroll Information
5.1
Pay Dates 
5.2
Prep Period Compensation for Certificated Employees, Extra Work Agreements or Overtime for
Classified Employees

6.0

Business Office Procedures
6.1
Donations
6.2
Fundraisers
6.3
Money and Safety of Funds
6.4
Packing Slips
6.5
Purchasing Procedures
6.6
Student Body Funds

 SEE WEBSITE FOR FORMS/INFO

3

7.0

Safety Policies & Procedures
7.1
Animals on District Property
7.2
Bomb Threat
7.3
Uniform Complaint Procedure
7.4
Bullying, Cyberbullying, Hazing and Harassment
7.5
Child Abuse Reporting and Procedures
7.6
Earthquake
7.7
Fighting
7.8
Fire Drill
7.9
Leaving Campus
7.10 Release of Student Information
7.11 Student Accident/Injury Report
7.12 Use of Alcohol and Drugs
7.13 Use of Tobacco
7.14 Visitor’s Campus Pass

8.0

Classroom/School Related Procedures
8.1
Classroom Supervision
8.2
Copyright / Use of Electronic Media
8.3
Field Trips
8.4
Field Trip Drivers
8.5
Athletic Transportation
8.6
Grading Policy
8.7
Failing Grades
8.8
Homework Policy
8.9
Lesson Plans and Assignments
8.10 Course Syllabus
8.11 Safe Learning Environment
8.12 Student Attendance/Tardies
8.13 Student Discipline and Class Management
8.14 Student Dress Code
8.15 Volunteers 
8.16 Teacher Record Keeping Requirements
8.17 Parent Communication

9.0

Facilities Procedures
9.1
Facilities Use 
9.2
Keys
9.3
Maintenance Requests
9.4
Temporary Heat
9.5
Planting/Landscaping
9.6
Surplus Inventory
9.7
Utility Shut-Off
9.8
Warehouse Storage Guidelines
9.9
District Technology Protocols for Programs, Back-Up and Support

 SEE WEBSITE FOR FORMS/INFO

4

10.0

District Communications
10.1 E-Mail Protocols
10.2 Parent Link Protocols
10.3 Voice Mail Protocols
10.4 Personal Calls
10.5 Returning Telephone Calls
10.6 News Media at School
10.7 When Reporters Contact the School
10.8 Inviting the Media
10.9 Communication Resources
10.10 District and School Websites

Appendix
A
B
C
D
E
F

BP 4040/AR 4040 Employee Use of Technology
BP 4119.11/AR 4119.11 Sexual Harassment
BP 4020 Drug and Alcohol-Free Work Place
BP 4119.42 – Exposure Control Plan For Bloodborne Pathogen
MPUSD Audiovisual Permission Form
Internet and Email Acceptable Use Policy

 SEE WEBSITE FOR FORMS/INFO

5

VISIT THE WEB…
www2.mpusd.k12.ca.us

2.4 CONFERENCE/TRAVEL (FISCAL SERVICES TAB)
• Reimbursable Expenses
• Travel Reimbursement Request
2.12 TECHNOLOGY / INTERNET USAGE (PROGRAMS, TECHNOLOGY TAB)
• Technology Plan
• Technology Use Agreement / Information
3.1 MUNICIPALITIES, COLLEGES, SCHOOL INSURANCE GROUP (MCSIG) CONTACTS (HUMAN RESOURCES TAB)
• Reaching MCSIG via phone/web
3.2 SUMMARY OF MEDICAL BENEFITS (HUMAN RESOURCES TAB)
• Summary of Benefits
3.3 VISION SERVICE PLAN (VSP) (HUMAN RESOURCES TAB)
• Summary of Benefits
3.4 DELTA DENTAL (HUMAN RESOURCES TAB)
• Summary of Benefits
4.2 INJURY REPORT
• Injury Report Form
• Worker’s Compensation Benefits
• Division of Worker’s Compensation Claim Form
• Temporary Pharmacy Card
5.1 PAY DATES (ABOUT US, FISCAL SERVICES TAB)
• 2018-2019 Payroll Schedule
7.4 BULLYING, CYBERBULLYING, HAZING AND HARASSMENT (PROGRAMS / TECHNOLOGY TAB)
• Cyberbullying
8.2 COPYRIGHT / USE OF ELECTRONIC MEDIA (HUMAN RESOURCES, STAFF TAB)
• Non-Standard Electronic Media Form
8.9 LESSON PLANS AND ASSIGNMENTS (PROGRAMS, CURRICULUM AND INSTRUCTION / SITE WEBSITES)
• Standards
• Grading Program
• Parent Portal
6

8.10 COURSE SYLLABUS (PROGRAMS, CURRICULUM AND INSTRUCTION / SITE WEBSITES)
• Course Outline
• Grading Program
• Parent Portal
8.15 VOLUNTEERS (ABOUT US, FISCAL SERVICES TAB)
• Liability Form
9.1 FACILITIES USE (ABOUT US, FACILITIES TAB)
• Use of Facilities Application
10.9 COMMUNICATIONS RESOURCES (SCHOOLS TAB, BULLETIN BOARD)
• School Newsletter
• Daily Bulletins
• SARCs
• Parent Portal
• Grads Timeline (Programs, Curriculum and Instruction Tab)
• School Websites

 SEE WEBSITE FOR FORMS/INFO

7

1.0 OUR DISTRICT
1.1

VISION, BELIEFS, & PARAMETERS
MISSION - OUR VISIONARY PURPOSE
Through dynamic, engaging learning experiences and collaborative partnerships
within our diverse Coastal community, the Monterey Peninsula Unified School District
ensures that each student will attain the intellectual, social and personal knowledge
to passionately seek the challenges of the future.

We Believe…
All people have inherent value.
Respect and dignity are basic human needs.
Expectations and beliefs significantly influence performance.
Supportive and caring relationships are essential to community.
Honesty, responsibility and trust are essential for a healthy community.
We need to celebrate success.
We will succeed!
OBJECTIVES
✓ Each student will identify and achieve his or her own personal and academic goals consistent
with our mission.
✓ Each student will demonstrate responsibility to home, school, and community.
✓ Each student will meet or exceed the essential academic standards necessary for success at the
next level.
PARAMETERS
No program or service will be initiated or retained unless:
It is consistent with our strategic direction
Benefits exceed cost
Provision is made for staff learning
Provision is made for regular program assessment
Site-based plans will always be consistent with the strategic plan of MPUSD.
All decisions will be consistent with our mission and beliefs.
Those impacted by decisions will have a voice in the formation and implementation of those
decisions.
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1.2

HISTORY OF MONTEREY PENINSULA UNIFIED SCHOOL DISTRICT

The first school on the Monterey Peninsula was at Colton
Hall on Pacific Street in Monterey. The California
Constitutional Convention was held at Colton Hall in 1849,
six months after the first school had opened. The first
school master was Samuel Hopkins Wiley, Chaplin of the
Convention. His classes contained forty to fifty students
of all ages who spoke only in Spanish. Reverend Wiley is
also credited with establishing the first public library in
California.
Classes continued at Colton Hall until 1897. Classes were then transferred to the Pacific Street School
which was a block away. All grades, including high school, were housed at the Pacific Street School until
1915. That year, a one-story concrete building called Monterey Grammar School was built on the 700
Pacific Street site. The name was changed to Walter Colton School in 1935. In 1953, this complex was
converted to administrative offices.
In the 1920’s, the Monterey Union High School District stretched from the Pajaro River near Watsonville to
the Big Sur River and included all of the Carmel Valley. In 1934, the high school district had twenty-two
elementary school districts within its service area. The Carmel District was formed from a portion of the
Monterey High School District in 1941. Gradually through the years, elementary districts were changed,
combined, or transferred to adjacent districts.
On April 20, 1965, the people voted to combine the Monterey City School District, the Monterey Union
High School District, and the Marina School District. At the time of unification in 1966, only the Marina
Elementary Districts remained within the boundaries of the Monterey High School District. On July 1,
1966, the Monterey Peninsula Unified School District began operation.
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MPUSD BOARD OF TRUSTEES

1.3

Board President:
Clerk Vice-President:
Member:
Member
Member:
Member:
Member:

Alany Myles
Tom Jennings
Jon Hill
Tim Chaney
Debra Gramespacher
Dr. Bettye Lusk
Wendy Root Askew

MPUSD ADMINISTRATION
Superintendent
Dr. Daniel PK Diffenbaugh

Associate Superintendent – Educational Services
Cresta McIntosh

Associate Superintendent – Business Services
Ryan Altemeyer

Assistant Superintendent – Secondary Education
Beth Wodecki

Assistant Superintendent – Human Resources
Bijou S. Beltran

Chief of Communication & Engagement
Marcella McFadden
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1.4

DISTRICT SCHOOLS

Elementary Schools K-5
JC Crumpton School

Del Rey Woods School

Foothill School

Highland School

460 Carmel Avenue
Marina 93933 392-3520
Fax: (831) 384-6952

1281 Plumas Avenue
Seaside 93955 392-3907
Fax: (831) 394-8207

1700 Via Casoli
Monterey 93940 649-1744
Fax: (831) 649-3428

1650 Sonoma Avenue
Seaside 93955 583-2024
Fax: (831) 899-3857

Principal: Sarah Hudson

Principal: Sam Humphrey

Principal: Cathleen Main

Principal: Hecate Rosewood

shudson@mpusd.k12.ca.us

shumphrey@mpusd.k12.ca.us

cmain@mpusd.k12.ca.us

hrosewood@mpusd.k12.ca.us

King School

La Mesa School

Marina Vista School

Marshall School

1713 Broadway Avenue
Seaside 93955 392-3970
Fax: (831) 394-0859

1 La Mesa Way
Monterey 93940 649-1872
Fax: (831) 649-3942

390 Carmel Avenue
Marina 93933 392-3580
Fax: (831) 384-1785

300 Normandy Road
Seaside 93955 899-7052
Fax: (831) 899-4773

Principal: Lynn Ebora

Principal: Phillip Menchaca

Principal: Cristina Campanaro

Principal: Robin Connery

lebora@mpusd.k12.ca.us

pmenchaca@mpusd.k12.ca.us

ccampanaro@mpusd.k12.ca.us

rconnery@mpusd.k12.ca.us

Dual Language Academy of the
Monterey Peninsula, DLAMP – K-8

Monte Vista School

Olson School

Ord Terrace School

251 Soledad Drive
Monterey 93940 392-3890
Fax: (831) 392-3899

261 Beach Road
Marina 93933 392-3590
Fax: (831) 384-2369

1755 La Salle Street
Seaside 93955 392-3922
Fax: (831) 899-7826

Principal: Joseph Ashby

Principal: Drew Coleman

Principal: Joseph Sampson

jashby@mpusd.k12.ca.us

@mpusd.k12.ca.us

jsampson@mpusd.k12.ca.us

225 Normandy Road
Seaside 93955 899-1100
Fax: (831) 899-1892

Principal: Rita Burks
rburks@mpusd.k12.ca.us
Asst. Principal: Leland Hansen
lhansen@mpusd.k12.ca.us

Middle Schools 6-8
Colton Middle School

Seaside Middle School

Los Arboles Middle School

Community Day School

100 Toda Vista Street
Monterey 93940 649-1951
Fax: (831) 649-4692

999 Coe Avenue
Seaside 93955 899-7080
Fax: (831) 899-0663

294 Hillcrest Avenue
Marina 93933 384-3550
Fax: (831) 384-6353

200 Coe Avenue
Seaside 93955 392-3822
Fax: (831) 392-3561

Principal: Joan Kevorkian

Principal: Manuel Nunez

Principal: TBD

Principal: Alan Crawford

jkevorkian@mpusd.k12.ca.us
Asst Principal: TBD
dlimon@mpusd.k2.ca.us

mnunez@mpusd.k12.ca.us
Asst. Prin.: Aaron Sanders
asanders@mpusd.k12.ca.us
Asst. Prin.: Terrance Redfern
tredfern@mpusd.k12.ca.us

@mpusd.k12.ca.us
Asst Prin.: Chris Fowler
cfowler@mpusd.k12.ca.us

acrawford@mpusd.k12.ca.us
Asst. Principal: David Diehl
ddiehl@mpusd.k12.ca.us
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High Schools 9-12

Marina High School

Monterey High School

Seaside High School

298 Patton Parkway
Marina 93933 583-2060
Fax: (831) 384-2288

101 Herrmann Drive
Monterey 93940 392-3801
Main Office Fax: (831) 392-3810
Registrar Office Fax: (831) 392-3460

2200 Noche Buena
Seaside 93955 392-3530
Fax: 899-0212

Principal: Rebecca Tyson
rtyson@mpusd.k12.ca.us
Asst. Principal: Reginald Breland
rbreland@mpusd.k12.ca.us

Principal: Tom Newton
tnewston@mpusd.k12.ca.us
Asst. Principal: Xavier Rodriguez
xrodriguez@mpusd.k12.ca.us

Principal: Carlos Moran
cmoran@mpusd.k12.ca.us
Asst. Principal: TBD
@mpusd.k12.ca.us

Continuation High School

Independent Study

Ed Options

Central Coast High School

Central Coast High School

Community Day School

200 Coe Avenue
Seaside 93955 392-3560
Fax: (831) 392-3561

200 Coe Avenue
Seaside 93955 392-3511
Fax: (831) 392-3561

200 Coe Avenue
Seaside 93955 392-3822
Fax: 392-3561

Principal: Alan Crawford

Principal: Alan Crawford

Principal: Alan Crawford

acrawford@mpusd.k12.ca.us
Asst. Principal: David Diehl
ddiehl@mpusd.k12.ca.us

acrawford@mpusd.k12.ca.us
Asst. Principal: David Diehl
ddiehl@mpusd.k12.ca.us

acrawford@mpusd.k12.ca.us
Asst. Principal: David Diehl
ddiehl@mpusd.k12.ca.us

Child Development Programs
Infant Program
(Special Education – Early Intervention)
222 Casa Verde Way
Monterey 93940 645-1207
Fax: (831) 392-3449

Cabrillo Family Resource Center/State
Preschool/Head Start
1295 La Salle Avenue
Seaside 93955 392-3456
Fax: (831) 899-2925

Marina Child Development Centers/
State Preschools/Head Start
3066 Lake Drive
Marina 93933 384-0255
Fax: (831) 384-7451

Contact: Katie Rivera

Coordinator: Nittaya Robinson

Coordinator: Nittaya Robinson

krivera@mpusd.k12.ca.us

nrobinson@mpusd.k12.ca.us
Head Teacher: Renee Garcia
rgarcia@mpusd.k12.ca.us
Intake Coordinator: Bobbie Elliott
belliott@mpusd.k12.ca.us

nrobinson@mpusd.k12.ca.us
Intake Coordinator: Sandra Batista
sbatista@mpusd.k12.ca.us

Bayview (Birth to 5)
222 Casa Verde Way
Monterey, CA 93940 901-5029
Infant Intake Coordinator: Michelle Sturgill
msturgill@mpusd.k12.ca.us
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Education Centers and Student Services
Adult Education
Career Technical Education/ROP
Regional Occupation Program
District Office – Room 6
700 Pacific Street
Monterey, CA 93940 645-1224
Fax: (831) 392-3445

Student Information Systems

Student Transfers

District Office – Room 32
700 Pacific Street
Monterey 93940 645-1280/1281
Fax: (831) 392-3448

District Office – Room 3
700 Pacific St.
Monterey, CA 93940 645-3983
Fax: (831) 392-3449

Coordinator: Allison Leleua

Contact: Deisi Barajas

aleleua@mpusd.k12.ca.us

dbarajas@mpusd.k12.ca.us

Coordinator: Lisa Glick

Contact: Elaine Atkinson

lglick@pusd.k12.ca.us

eatkinson@mpusd.k12.ca.us

Contact: Cathy Bojorquez-Baker

Contact: Ellen Brown

cbojorquez@mpusd.k12.ca.us

ebrown@mpusd.k2.ca.us

Extended Learning
Opportunities/After School
Programs
1295 La Salle
Seaside, CA 93955
Contact: Francine Stewart

Information Technology (IT)
Instructional Materials Center

Student Records
Instructional Materials Center

540 Canyon Del Rey
Del Rey Oaks, 93940 392-3938
Fax: (831) 899-2165

540 Canyon Del Rey
Del Rey Oaks, CA 93940 392-3925
Fax: (831) 899-7159

fstewart@mpusd.k12.ca.us

Transportation
Instructional Materials Center

Contact: Manny Zamudio

Contact: Jesse Tamayo

cpadilla@mpusd.k12.ca.us

jtamayo@mpusd.k12.ca.us

Nutrition Services

Student Support Services
Specialized Programs

540 Canyon Del Rey
Del Rey Oaks, CA 93940 392-3999
Fax: (831) 392-3450

Instructional Materials Center
540 Canyon Del Rey
Del Rey Oaks, CA 93940 392-3903
Fax: (831) 392-3443

Director: Tom Thorpe

Director: Micha James

tthorpe@mpusd.k12.ca.us
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District Office – Room 36
700 Pacific Street
Monterey, CA 93940 645-1207
Fax: (831) 392-3449

mjames@mpusd.k12.ca.us

Contact: Katie Rivera

Supervisor: Antonio Arellano

krivera@mpusd.k12.ca.us

aarellano@mpusd.k12.ca.us

Contact: Heather Cheatham

Culinary Specialist: TBD

hcheatham@mpusd.k12.ca.us
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1.5

DISTRICT ORGANIZATION
Monterey Peninsula Unified School District
Superintendent’s Administrative Structure 2017-18
Associate Supt.
Business Services

Ryan Altemeyer

Associate Supt.
Educational Services

Cresta McIntosh

Assistant Supt.
Secondary Education

Beth Wodecki

Superintendent/
Dr. Daniel PK Diffenbaugh

Administrative Assistant
Katherine Ruiz

Assistant Superintendent
Human Resources

Bijou S. Beltran
Administrative Secretary
to the Board of Education
Katherine Ruiz
Chief of Communications
& Engagement

Marcella McFadden
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2.0 HUMAN RESOURCES
2.1 ATTENDANCE AND EMPLOYEE ABSENCES
Attendance is very important for students and all personnel. Employees who miss work for any reason are required
to complete the Absence Report Form as soon as they return to work. This form is also used by employees who are
requesting advance approval for use of their personal leave days, vacation, or compensatory time off. These forms
are available in the administrative office at each site. Final approval for the use of Personal Necessity is determined
by Human Resources.
Classified Absences:
Classified employees are to call their immediate supervisor if they must miss work for any reason.
Certificated Absences:
MPUSD utilizes the Aesop Substitute Calling system to record all absences. Aesop is an automated telephone and
online system. To ensure continued success, please be sure to follow the District’s established procedures when
requesting substitute coverage.
▪

▪

▪

You may create an absence by calling the Aesop system at 1-800-942-3767 or by logging onto the website at
https://www.aesoponline.com/login2.asp. Please refer to your employee phone system instruction guide for
proper interaction with the system. You will need your ID and PIN Number; you may get these by contacting
your school office supervisor or Human Resources.
Please note: All absences must be reported 1 hour before your start time. You may phone or log onto the
website any day(s) before, but the system will not allow you to enter in an absence after 1 hour before your
start time on the day of your absence. You will be prompted to contact your Aesop Administrator to enter in
your absence if you have missed the cut-off time.
Inform your immediate supervisor as well.

2.2 CELL PHONE USAGE
An employee shall not use a cellular phone or other mobile communications device for personal business while on
duty, except in emergency situations and/or during scheduled work breaks.
Any employee that uses a cell phone or mobile communications device in violation of law, Board policy, or
administrative regulation shall be subject to discipline and may be referred to law enforcement officials as
appropriate.
District cell phones issued to employees are provided to conduct the business of the District. Employees may be
subject to charges if cell phones are used for any reason that is not work related.

2.3 CHANGE OF ADDRESS
Please notify Human Resources and your site office promptly of any change in your address, telephone, or
emergency contact information by submitting a Personnel Change Form and/or Emergency Contact Form and both
are available on the website. 

2.4 CONFERENCE/TRAVEL
The Governing Board will authorize payment for actual and necessary expenses, including travel, incurred by any
employee performing authorized services for the District. Attendance at a convention, conference, workshop or
meeting must be pre-approved by the immediate supervisor and may be justified by one or more of the following

 SEE WEBSITE FOR FORMS/INFO
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reasons: education/training, information gathering, staff recruitment, presentations, or professional/career
development. Any event that requires overnight travel must be pre-approved by the site administrator and then by
the Superintendent or the Superintendent’s designee. Receipts are required with submission of Travel
Reimbursement Request to Accounts Payable within 45 days from the date the expenses were incurred.  (For
information on obtaining further guidelines/limits on Travel Reimbursement, please see District website:
www.mpusd.k12.ca.us)

2.5 EMPLOYEE ATTIRE
The following guidelines regarding employee attire shall apply to all regular school activities:
 Shoes must be worn at all times, on campus and at school functions. Sandals must have heel straps. Thongs
or backless shoes or sandals are not acceptable.
 Clothing, jewelry and personal items (backpacks, fanny packs, gym bags, water bottles, etc.) shall be free of
writing, pictures or any other insignia which are gang-related, crude, vulgar, profane or sexually suggestive,
which bear reference to violence, drug, alcohol or tobacco promotions and likenesses, or which advocate
racial, ethnic or religious prejudice.
 Head wear, other than hats or caps, will not be allowed at school except for religious purposes or if
appropriate to your work assignment. Hats and/or caps must be removed in the classrooms and worn in the
appropriate manner.
 Clothes shall be sufficient to conceal undergarments at all times. See-through or fish-net fabrics, halter tops,
off-the-shoulder or low-cut tops, bare midriffs are prohibited.
 Appropriately-sized clothing will be worn. Skin-tight apparel, excessively baggy apparel, short shorts (skirts
or shorts shorter than mid-thigh), mini-skirts, and oversized shirts are not allowed.
 Recreational attire is not considered professional attire for the workplace.

2.6 JURY DUTY
A regular employee who is summoned for jury duty shall receive full pay for the period of the jury service, provided
that they comply with the following:
 The employee must present to the District Human Resources Office the actual notice to appear for jury duty.
 The employee must submit to the District Human Resources Office any check or warrant in payment for
court appearance or jury duty, less reimbursement for travel.
 The employee must present to the District Human Resources a statement from the Jury Commissioner’s
Office specifying dates and times that were actually served on the jury.

2.7 LEAVES
Leaves with Pay
Leaves include but are not limited to, sick leave, bereavement, personal necessity leave, industrial accident or illness
leave, maternity/paternity/adoption-leave, jury duty, or training leave. For medical leaves longer than five
workdays, a leave of absence request form must be submitted to Human Resources with a physician’s statement
indicating the anticipated length of absence. To request a leave, contact the District Human Resources office.
Leaves without Pay
Leave of absences without pay may be approved for employees of permanent status when there is a definite intent
upon the part of the employee to return at the end of the designated period. Reasons for leave without pay may
include: travel, research/study, illness or convalescence, for rest, or for other professional activities. Application for
leave must be submitted to the District Human Resources Office in accordance with Bargaining Unit agreements.

 SEE WEBSITE FOR FORMS/INFO

16

2.8 MAILBOXES
Each staff member has a mailbox in the office for mail, bulletins, special notices, and other pertinent information.
Mailboxes should be checked when employees arrive in the morning and before leaving in the afternoon. Students
should not be asked to get material from mailboxes as there may be confidential information in the mailbox.
Mailboxes are not to be used for non-school related activities.

2.9 NO CHILD LEFT BEHIND (NCLB) COMPLIANCE FOR HIGHLY QUALIFIED STATUS
All certificated teachers and classified paraprofessionals must meet the standards of No Child Left Behind legislation.
Teachers must have passed the California Subject Examinations for Teachers (CSET) test for their credential or the
High Objective Uniform State Standard of Evaluation (HOUSSE) criteria in order to teach. All paraprofessionals must
have forty-eight units of post-secondary credits at a community college or a state university to be compliant or
passed a proficiency test in Language Arts, Writing, and Mathematics given through the District or county office.

2.10 GUEST TEACHERS
A guest teacher should be able to take over your class with a minimum of confusion. You should ensure there are
attendance sheets, seating charts, and lesson plans. It is very difficult for a guest teacher if he/she must step into a
strange classroom and rely upon the students for help. Be explicit and clear in your directions.

2.11 TB RISK ASSESSMENT
AB1667 requires a person to submit to a tuberculosis risk assessment, and, if risk factors are identified, would then
require the person to submit to a tuberculosis examination to determine that the person is free of infectious
tuberculosis. AB 1667 allows a person who is subject to these requirements to submit to an examination instead of
submitting to a tuberculosis risk assessment, as specified. It would also make those provisions applicable to persons
under contract in any school or volunteering in a public school, except as specified. Risk Assessment must be done
by a licensed physician or nurse practitioner.

2.12 TECHNOLOGY/INTERNET USAGE – BOARD POLICY INCLUDED (APPENDIX A)
The Governing Board believes that the internet is a powerful tool that can be used to assist with education. The
Governing Board recognizes that technological resources can enhance employee performance by improving access
to and exchange of information, offering effective tools to assist in providing a quality instructional program,
facilitating communications with parents/guardians, students, and the community and supporting District and
school operations. The Board expects all employees to use the available technological resources on a daily basis to
perform their job responsibilities. This includes but is not limited to the District Gmail System, the District Student
Information System and Gradebook and Curriculum and Instruction Software. As needed, employees shall receive
training in the appropriate use of these resources.
Employees shall be responsible for the appropriate use of technology and shall use the District's technological
resources primarily for purposes related to their employment. Employees may not use any personal external system
to perform professional responsibilities such use is a privilege which may be revoked at any time.
Technology hardware, software, and information held therein are considered to be property of the District.
Employees should be notified that computer files, external hard-drives, thumb drives or other peripherals and
communications over electronic networks, including e-mail and voice mail, are not private. These technologies shall
not be used to transmit confidential information about students, employees, or District operations without
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authority. Personal use of technology during work hours is not permitted. Administrative action will be taken for
use of the computer that violates any laws within the Education Code or the State of California.
Online/Internet Services
The Superintendent or designee shall ensure that all District computers with Internet access have a technology
protection measure that prevents access to visual depictions that are obscene or child pornography, and that the
operation of such measures is enforced. The Superintendent or designee may disable the technology protection
measure during use by an adult to enable access for bona fide research or other lawful purpose. (20 USC 6777; 47
USC 254)
To ensure proper use of the system, the Superintendent or designee may monitor the District's technological
resources, including e-mail and voice mail systems, at any time without advance notice or consent. If passwords are
used, they must be known to the Superintendent or designee so that he/she may have system access.
The Superintendent or designee shall establish administrative regulations which outline employee obligations and
responsibilities related to the use of District technology. He/she also may establish guidelines and limits on the use
of technological resources. Inappropriate use shall result in the cancellation of the employee's user privileges,
disciplinary action, and/or legal action in accordance with law, Board policy and Administrative regulations.
The Superintendent or designee shall provide copies of related policies, regulations and guidelines to all employees
who use the District's technological resources. Employees shall be asked to acknowledge in writing that they have
read and understood these policies, regulations, District’s Acceptable Use Agreement and other technology
guidelines.
In the event that the use of an electronic resource affects the working conditions of one or more employees, the
Superintendent or designee shall notify the employees' exclusive representative.

2.13 WORK DAY/BREAKS
The site administrator shall be responsible for establishing start and end times for each work day. Breaks shall be
provided in accordance with Bargaining Unit Agreements and may not be taken at the beginning or end of a work
day.
If an employee does not elect to take his/her lunch period, such voluntary action shall not result in a shortened
workday.
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3.0 Employee Benefits
3.1 MUNICIPALITIES, COLLEGES, SCHOOLS INSURANCE GROUP (MCSIG) CONTACTS
Customer Service Department: 1-831-755-8055
Anthem Blue Cross Customer Service: 1-800-287-1442
Website: https://www.anthem.com/ca/
To find a preferred provider online, visit website, click ‘Menu’, select ‘Care’, then, ‘Find a Doctor’.

3.2 SUMMARY OF MEDICAL BENEFITS
 For Summary of benefits and covered services see MCSIG Website: http://www.mcsig.com/summary-of-benefitsand-coverage/
For assistance in selecting the correct plan summary, contact your benefits representative or call MCSIG at 831-7558055.

3.3 VISION SERVICE PLAN
Customer Service Department: 1-800-877-7195
 For Summary of Benefits, see District website: http://www2.mpusd.k12.ca.us/benefits
 For Listing of VSP providers, see VSP website: https://vsp.com/
Vision Service Plan (VSP) provides an exam, frames, lenses or contact lenses, once a year. By selecting a VSP
provider you will maximize your benefits allowed under the ‘Signature Plan’.

3.4 DELTA DENTAL
Customer Service Department: 800-499-3001
 For Summary of Benefits see District website: http://www2.mpusd.k12.ca.us/benefits
 For Listing of Delta Dental PPO Network providers, see Delta Dental website: https://www.deltadentalins.com/
Delta Dental PPO Plan provides two basic exams and cleanings per calendar year. By selecting PPO network dentists
you will receive up to $2200 of dental work each calendar year. Coverage ranges from 70% - 100% for most benefits
per contract rules and regulations.

3.5 SECTION 125
As a District benefit-eligible employee, you are entitled to participate under any Internal Revenue Code (IRC) Section
125 product. Some products included are Flexible Spending Accounts (FSA) for medical expenses or child care
expenses; deferred retirement accounts such as a 403(b) or 457; and health and welfare premiums. Participation in
an IRC Section 125 benefit allows the employee to contribute on a pre-tax basis. “Pre-Tax” means you pay before
taxes are applied to your salary. Implementing this plan helps you reduce your taxes and increase your spendable
income. Enrollment opportunities are limited to the plan year dates for Monterey Peninsula Unified School District
and are voluntary. Please call the Insurance Department in Human Resources for specific enrollment information.
Rules for Section 125 plans are regulated by the Federal Government.
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4.0 WORKERS’ COMPENSATION
4.1 EMPLOYEE ACCIDENT
In the Event of an Emergency…
1. Be sure first aid is given.
2. If emergency medical treatment is needed, call 911.
3. See that the injured employee is taken to a doctor or hospital, if necessary.
4. Report all injuries immediately to your supervisor and the Workers’ Comp Analyst at the District Office.
5. Contact your employer representative or claim administrator if you have questions about workers’
compensation. You may also contact an Information and Assistance Officer at the State Division of Workers’
Compensation.
6. Hear recorded information and a list of local offices by calling toll-free 800 736-7401 or visit www.dir.ca.gov.

4.2 INJURY REPORT
California law guarantees certain benefits to employees who are injured or become ill because of their jobs.
Any injury or illness that is determined to be job-related is covered. Types of injuries and illnesses covered include,
but may not be limited to, strains, sprains, cuts, cumulative or repetitive fractures, illnesses and aggravations. Some
injuries from voluntary, off duty, recreational, social or athletic activity may not be covered. Check with your
supervisor or claims administrator if you have questions.
All work-related injuries must be reported to your supervisor immediately. If you wait too long, you may lose your
right to benefits. Your employer is required to provide you with a claim form within one working day after learning
about your injury.
It is a misdemeanor for an employer to discriminate against workers who are injured on the job or who testify in
another employee’s case. Any such employee may be entitled to compensation, reinstatement and reimbursement
for lost wages and benefits.
 For further information see District website: www2.mpusd.k12.ca.us

4.3 INCIDENT REPORTING
For the following events you must contact the Superintendent’s Office at 645-1204 or Assistant Superintendent of
Human Resources, at 645-1272, as well as your Site Supervisor as soon as possible.
“Reportable Incidents”:
▪ Any event that results in serious injury to a student.
▪ Any event that results in police or fire department response to District site.
▪ Any event when a MPUSD Board Member may be contacted.
▪ Any event where media is involved.
▪ Any event or situation where the Principal or designee considers it appropriate to do so, bearing in
mind the apparent potential for legal proceedings to result.
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Incident Information
All information is to be treated as confidential. It will be used for purposes of investigating the accident and to help
maintain and improve a safe environment for our students.
Email Information
If e-mail is used to convey incident details, please refrain from conveying personally identifiable information of those
involved.

5.0 PAYROLL INFORMATION
5.1 PAY DATES
Direct Deposit is available for all employees of the District and participation is highly recommended. Paychecks will
be mailed to the address on file of an employee if a pay day falls during a recess period. A fee of $18 will be charged
to replace a lost check mailed to an incorrect address.
Pay day shall be the last working day of each month for all employees
Substitutes shall be paid on the 10th of each month unless the 10th falls on a weekend or holiday, in which case pay
day shall be the prior workday.
 See District website: www.mpusd.net

5.2 PREP PERIOD COMPENSATION FOR CERTIFICATED EMPLOYEES, EXTRA WORK AGREEMENTS OR OVERTIME
FOR CLASSIFIED EMPLOYEES
Except for guest teachers teaching due to the absence of a contract staff member, compensation for any assignment
completed during a certificated preparation period must have advance approval from the site administrator.
Retroactive requests for compensation, for any reason, will not be paid.
Extra-work agreements and overtime hours for classified employees must have prior approval from the site
administrator before any hours are accrued. Employees may not initiate and complete a task without prior approval
and then expect compensation. Retroactive requests for compensation, for any reason, will not be paid.
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6.0 BUSINESS OFFICE PROCEDURES
6.1 DONATIONS
The Governing Board may accept any bequest, gift or donation of money or property on behalf of the District’s
Schools and/or programs. While greatly appreciating suitable donations, the Board discourages any gifts which may
directly or indirectly impair its commitment to providing equal educational opportunities for all District students.
Before accepting a gift, the Board shall consider whether the gift:
▪ has a purpose consistent with the District’s vision and philosophy
▪ begins a program which the Board would be unable to continue when the donated funds are exhausted
▪ entails undesirable and/or excessive costs
▪ implies endorsement of any business or product

6.2 FUNDRAISERS
All fundraising projects by any club, organization, or class must have the approval of site administration, and the
School Board or designee before being implemented. A request giving the essential information about the project
must be submitted for approval. Money raising activities are not to be conducted during regular class hours and
must be financially sound. Fundraisers that involve the sale of food must follow the District’s Wellness Policy and
comply with Education Code regarding food sales.

6.3 MONEY AND SAFETY OF FUNDS
All monies, cash and checks, must be kept in the site office safe and must be counted by two authorized staff and
immediately deposited in the appropriate account. PTSA funds cannot be collected by MPUSD employees;
moreover, District funds and PTSA funds cannot be comingled.

6.4 PACKING SLIPS
Packing slips serve as the District’s Proof of Delivery for an item that was purchased. If you take receipt of any items,
please sign, date, and submit the packing slip to the site secretary who will forward it to the District Office to ensure
appropriate payment.

6.5 PURCHASING PROCEDURES
An approved purchase order is required in order to obligate District funds. To initiate a request, a purchase
requisition must be submitted. Unauthorized purchases will be the responsibility of the employee.
The District Buyer will send all purchase orders to the vendors. It is the sites’ responsibility to follow-up with the
vendor if the item(s) are not received within the expected time frame.

6.6 STUDENT BODY FUNDS
The relationship among booster clubs, foundations, parent-teacher associations, student organizations and a school
district is often confusing. Student organizations such as the Associated Study Body (ASB) is legally considered a part
of a school district and are included in the annual audit of the District and have the benefit of the District’s taxexempt status. There are very strict guidelines regarding the use and appropriate accounting of ASB funds. Be sure
to work closely with the Site Administrator when dealing with ASB accounts.
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7.0 SAFETY POLICIES & PROCEDURES
7.1 ANIMALS ON DISTRICT PROPERTY
Animals brought to school by students shall generally be taken home the same day they are brought to school.
With the consent of the principal or designee, animals may remain at school longer under the following conditions:
1. The animal shall remain in the classroom only for the number of days needed to achieve the educational
goal.
2. The teacher shall provide a plan for the proper care, sanitation, feeding and handling of the animal.
3. The teacher shall be responsible for the animal's care in the event of any school closure and may allow
students to take class pets home over weekends.
4. The teacher shall be familiar with any potential dangers caused by the animal and shall give special
consideration to any students who have allergies to certain animals.
Board Policy 6163.2: Approved 1/12/09

Students shall not bring poisonous or wild animals to school. If wildlife specimens are used in a biology class,
protective gloves and a face shield shall be worn by anyone handling these specimens and the animals' saliva and
neurological tissue shall be treated as infectious.
ANIMALS ON DISTRICT PREMISES
All animals brought to school must be:
1.
In good physical condition.
2.
Vaccinated against transmittable diseases.
3.
In clean, safe and suitable cages or containers or otherwise appropriately controlled.
Students bringing animals to school must first obtain the consent of the teacher and the parent/guardian.
Animals shall not be brought to school on school buses without express permission of the principal or designee.
Such permission shall not be required for seeing-eye dogs or service dogs needed by students.
The District assumes no liability for the safety of animals voluntarily brought to school.
The Governing Board recognizes that animals can be an effective teaching aid. In addition, instruction related to the
care and treatment of animals teaches students a sense of responsibility and promotes the humane treatment of
living creatures.
Animals may be brought to school for educational purposes, subject to rules and precautions specified in
administrative regulations related to health, safety and sanitation. Teachers shall ensure that these rules and
precautions are observed so as to protect both the students and animals.
Seeing-eye dogs and service dogs may accompany students and staff at school as needed.

7.2 BOMB THREAT
The majority of bomb threats received in schools are hoaxes, which result in nothing more than a disruption of
school routine. In any case, the primary concern of school administration must be the safety of the students and
staff.
On receiving a call, the following steps should be taken:
1. Do not hang up the phone.
2. Notify administration.
3. Keep the caller on the line as long as possible.
4. Note the exact time.
5. Note as many characteristics of the caller as possible; be friendly; ask questions.
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The staff and students will be notified to vacate the building by intercom.
1.
2.
3.
4.
5.

Teachers will move students immediately to a location stipulated by administration.
Teachers are to remain with their class.
The maintenance crew will report to their supervisor immediately for direction.
Administrators will serve as liaison with faculty, students, and emergency crews.
The all clear will be one continuous bell indicating a return to the classroom.

7.3 Uniform Complaint Procedures §260
(5 CCR 4622) MPUSD has primary responsibility for ensuring the District complies with state and federal laws and
regulations governing educational programs. The District shall follow uniform complaint procedures when
addressing complaints alleging unlawful discrimination based on age, actual or perceived sex, sexual orientation,
gender, ethnic group identification, race, ancestry, national origin, religion, color, or mental or physical disability, or
on the basis of a person’s association with a person or group with one or more of these actual or perceived
characteristics, in any program or activity that receives or benefits from state financial assistance. Uniform
complaint procedures shall also be used when addressing complaints alleging failure to comply with state and/or
federal laws including but not limited to: Adult Education, programs funded through NCLB, Limited English
Proficient, Safe and Drug-Free Schools and Communities, Innovative Programs-Parental Choice, Career Technical
Education, IDEA, Special Education, 21st Century Community Learning/After School Programs, Gifted and Talented
Education, Child Nutrition Programs, McKinney Vento Homeless Education.
Complaints will be reviewed and mediated or investigated by the District. Employees designated to receive and
investigate complaints are knowledgeable about the laws and programs for which they are responsible. Pupil and
employee rights to privacy are to be respected, and retaliation in any form is prohibited.
The Board encourages the early, informal resolution of complaints at the site level whenever possible. You can visit
the District website at http://www.mpusd.net or ask the school office for a copy of the Uniform Complaint form free
of charge. Complaints should be directed to the District Compliance Officer, Executive Director of Human Resources
at 700 Pacific Street, Monterey, CA 93940-1031. 
Step 1: Filing a Complaint. A complaint must be initiated no later than six months from the time the alleged
discrimination occurred. No fee shall be charged.
Step 2: Mediation. Within three days of receiving the complaint, the Compliance Officer may informally discuss with
the complainant the possibility of using mediation. If mediation does not resolve the problem, the Compliance
Officer shall proceed with the investigation of the complaint adhering to a 60 day timeline.
Step 3: Investigation of Complaint. The Compliance Officer shall hold an investigative meeting within five days of
receiving the complaint or after an unsuccessful attempt to mediate the complaint.
Step 4: Response. Within 60 days of receiving the complaint, the Compliance Officer shall prepare and send to the
complainant a written report of the investigation and decision.
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Step 5: Final Written Decision. The report will be presented in writing in the complainant’s primary language, or if
necessary, interpreted. The report shall include the findings and disposition of the complaint and notice of the
complainant’s right to appeal the decision in writing to the California Department of Education within 15 days.
Complainants may also pursue civil law remedies but such remedies may not be pursued until 60 days after filing an
appeal to the CDE.

7.4 BULLYING, CYBERBULLYING, HAZING, AND HARASSMENT
Education Code prohibits students or others from bullying and engaging in hazing, harassing, or committing any act
that intends to injure, degrade, or disgrace any student. Please make it your business to detect bullying, hazing, and
harassment and refer the matter to administration (Education Code 212.5).
BULLYING / HARASSMENT
Bullying is a form of abuse. It comprises repeated acts over time that involves a real or perceived imbalance of
power with the more powerful individual or group abusing those who are less powerful. Bullying consists of three
basic types of abuse - emotional, verbal and physical.
CYBERBULLYING
Cyberbullying includes the posting of harassing messages, direct threats, social cruelty, or other harmful text or
images on the Internet, social networking sites, or other digital technologies, as well as breaking into another
person's account and assuming that person's identity in order to damage that person's reputation or friendships.
HAZING
Hazing refers to any activity expected of someone joining a group (or to maintain full status in a group) that
humiliates, degrades or risks emotional and/or physical harm, regardless of the person's willingness to participate.
SEXUAL HARASSMENT
The Governing Board is committed to maintaining an educational environment that is free from harassment. The
Board prohibits sexual harassment of students by other students, employees or other persons, at school or at
school-sponsored or school-related activities. The Board also prohibits retaliatory behavior or action against
persons who complain, testify, assist or otherwise participate in the complaint process established pursuant to this
policy and the administrative regulation.
INSTRUCTION/INFORMATION
The Superintendent or designee shall ensure that all District students receive age-appropriate instruction and
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 gender.
2. A clear message that students do not have to endure sexual harassment.
3. Encouragement to report observed instances of sexual harassment, even where the victim of the
harassment has not complained.
4. Information about the person(s) to whom a report of sexual harassment should be made.
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)
Board Policy 5145.7 Approved: 5/12/2015
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SEXUAL HARASSMENT – Board Policy/AR 4119.11 (Appendix B)
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 gender, in the educational setting, when: (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.
Types of conduct which are prohibited in the District and which may constitute sexual harassment include, but are
not limited to:
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Unwelcome leering, sexual flirtations or propositions.
Sexual slurs, epithets, threats, verbal abuse, derogatory comments or sexually degrading descriptions.
Graphic verbal comments about an individual's body, or overly personal conversation.
Sexual jokes, notes, stories, drawings, pictures or gestures.
Spreading sexual rumors.
Teasing or sexual remarks about students enrolled in a predominantly single-gender class.
Massaging, grabbing, fondling, stroking or brushing the body.
Touching an individual's body or clothes in a sexual way.
Purposefully cornering or blocking normal movements.
Displaying sexually suggestive objects.

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).
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).
3. Be provided as part of any orientation program conducted for new students at the beginning of each
quarter, 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).
5. Be provided to employees and employee organizations.
Investigation of Complaints at School (Site-Level Grievance Procedure)
1. The principal or designee shall promptly investigate all complaints of sexual harassment. In so doing, he/she
shall talk individually with:
a.
The student who is complaining.
b.
The person accused of harassment.
c.
Anyone who witnessed the conduct complained of.
d.
Anyone mentioned as having related information.
2. The student who is complaining shall have an opportunity to describe the incident, present witnesses and
other evidence of the harassment, and put his/her complaint in writing.
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3. The principal or designee shall discuss the complaint only with the people described above. When necessary
to carry out his/her investigation or for other good reasons that apply to the particular situation, the
principal or designee also may discuss the complaint with the following persons:
a.
The Superintendent or designee.
b.
The parent/guardian of the student who complained.
c.
If the alleged harasser is a student, his/her parent/guardian.
d.
A teacher or staff member whose knowledge of the students involved may help in determining
who is telling the truth.
e.
Child protective agencies responsible for investigating child abuse reports.
f.
Legal counsel for the District.
4. When the student who complained and the alleged harasser so agree, the principal or designee may arrange
for them to resolve the complaint informally with the help of a counselor, teacher, administrator or trained
mediator. The student who complained shall never be asked to work out the problem directly with the
accused person unless such help is provided and both parties agree.
5. In reaching a decision about the complaint, the principal or designee may take into account:
a.
Statements made by the persons identified above.
b.
The details and consistency of each person's account.
c.
Evidence of how the complaining student reacted to the incident.
d.
Evidence of any past instances of harassment by the alleged harasser.
e.
Evidence of any past harassment complaints that were found to be untrue.
6. To judge the severity of the harassment, the principal or designee may take into consideration:
a.
How the misconduct affected one or more students' education.
b.
The type, frequency and duration of the misconduct.
c.
The number of persons involved.
d.
The age and gender of the person accused of harassment.
e.
The subject(s) of harassment.
f.
The place and situation where the incident occurred.
g.
Other incidents at the school, including incidents of harassment that were not related to gender.
7. The principal or designee shall write a report of his/her findings, decision, and reasons for the decision and
shall present this report to the student who complained and the person accused.
8. The principal or designee shall give the Superintendent or designee a written report of the complaint and
investigation. If the principal or designee verifies that sexual harassment occurred, this report shall describe
the actions taken to end the harassment, address the effects of the harassment on the student harassed,
and prevent retaliation or further harassment.
9. Within two weeks after receiving the complaint, the principal or designee shall determine whether or not
the student who complained has been further harassed. The principal or designee shall keep a record of this
information and shall continue this follow-up.
Enforcement
The Superintendent or designee shall take appropriate actions to reinforce the District's sexual harassment policy.
As needed, these actions may include any of the following:
1.
2.
3.
4.
5.

Removing vulgar or offending graffiti.
Providing staff in-service and student instruction or counseling.
Notifying parents/guardians of the actions taken.
Notifying child protective services.
Taking appropriate disciplinary action. In addition, the principal or designee may take disciplinary measures
against any person who is found to have made a complaint of sexual harassment which he/she knew was
not true.
Board Policy 5145.7 Approved: 5/12/2015
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Complaint Process for all forms of Harassment
Any student who feels that he/she is being or has been subjected to any form of harassment shall immediately
contact his/her teacher or any other employee. A school employee to whom a complaint is made shall, within 24
hours of receiving the complaint, report it to the principal or designee.
Any school employee who observes any incident of harassment involving a student shall report this observation to
the principal or designee, whether or not the victim files a complaint.
In any case of sexual harassment involving the principal or any other District employee to whom the complaint
would ordinarily be made, the employee who receives the student's report or who observes the incident shall report
to the nondiscrimination coordinator or the Superintendent or designee.
The principal or designee to whom a complaint of harassment is reported shall immediately investigate the
complaint in accordance with administrative regulation. Where the principal or designee finds that harassment
occurred, he/she shall take prompt, appropriate action to end the harassment and address its effects on the victim.
The principal or designee shall also advise the victim of any other remedies that may be available. The principal or
designee shall file a report with the Superintendent or designee and refer the matter to law enforcement
authorities, where required.
Disciplinary Measures
Any student who engages in harassment of anyone at school or at a school-sponsored or school-related activity is in
violation of this policy and shall be subject to disciplinary action. For students in grades 4 through 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.
Record-Keeping
The Superintendent or designee shall maintain a record of all reported cases of harassment to enable the District to
monitor, address and prevent repetitive harassing behavior in its schools.

7.5 CHILD ABUSE REPORTING AND PROCEDURES
Every child has the right to live free of physical and emotional abuse, including neglect and sexual assault. Such
abuse has severe consequences for the child, sometimes resulting in the child’s own violent behavior or in drug
addiction. Schools are in a position to promote the prevention of child abuse and its reoccurrence, and to reduce
the general vulnerability of children.
Pursuant to Penal Code 11164 and District policy, school staff shall report known or suspected child abuse to a child
protective agency by telephone immediately or when practically possible and in writing within 36 hours. The
reporting duties are individual and cannot be delegated to another individual except under circumstances set forth
in Penal Code 11166.
Child abuse includes physical injury inflicted by other than accidental means, sexual abuse, cruelty or unjustifiable
punishment of a child, unlawful corporal punishment, and neglect. Failure to safeguard a child from unjustifiable
physical pain or mental suffering is also child abuse.
Mandated reporters are those people defined by law as “child care custodians,” “health practitioners,” “child
visitation monitors,” and “employees of a child protective agency.” Mandated reporters include virtually all school
employees.
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To report known or suspected child abuse, any employee shall report by phone to the local child protective agency
(Phone 1-800-606-6618). The report must be made immediately and include:
▪ The name of the person making the report.
▪ The name of the child.
▪ The present location of the child.
▪ The nature and extent of the injury.
Include the information that led the mandated reporter to suspect child abuse and any other information requested
by the child prevention agency. When the verbal report is made, the reporter shall note the name of the official
contacted, the date and time contracted, and any instructions or advice received.
Within 36 hours of making the verbal report, the mandated reporter shall complete and mail to the local child
protective agency a written report which includes a completed Department of Justice form (DOJ SS 8572).
Instructions are included on the form, and reporters may ask the assistance of the site administrator for help in
completing and mailing it; however, the mandated reporter is personally responsible for ensuring that the written
report is correctly filed.
Employees reporting child abuse to a child protective agency are encouraged, but not required, to notify the site
administrator as soon as possible after the initial verbal report by telephone. When so notified, the site
administrator shall inform the Superintendent or designee.
Administrators so notified shall provide the mandated reporter with any assistance necessary to ensure that the
reporting procedures are carried out in accordance with law and District regulations. At the mandated reporter’s
request, the principal may assist in completing and filing these forms.
Mandated reporters have absolute immunity. School employees required to report are not civilly or criminally liable
for filing a required or authorized report of known or suspected child abuse. If a mandated reporter fails to report
an instance of child abuse that he/she knows to exist or reasonably should have known to exist, he/she is guilty of a
misdemeanor punishable by confinement in jail for up to six months, a fine of up to $1,000 or both.
The duty to report child abuse is an individual duty and no supervisor or administrator may impede or inhibit such
reporting duties. Furthermore, no person making such a report shall be subject to any sanction.
When a child is released to a peace officer or child protective services agent and taken into custody as a victim of
suspected child abuse, the principal shall not notify the parent/guardian as required in other instances of removal of
a child from school. Rather, the principal shall provide the peace officer or agent with the address and telephone
number of the child’s parent/guardian. It is the responsibility of the peace officer or agent to notify the
parent/guardian of the situation. (Education Code 48096)

7.6 EARTHQUAKE
Our area of California does not experience many earthquakes, but aftershocks are often felt. The District and sites
hold earthquake drills throughout the year with the countywide Earthquake Drill held annually. The procedures for
earthquakes in a building include the following:
1. Teacher gives “DROP” command at first indication of impending quake ground movement.
2. In response to the “DROP” command, the students do the following:
a. Get under desk or table where available.
b. Drop to knees with back to windows and knees together.
c. Clasp both hands behind head, covering neck.
d. Bury face in arms protecting head, closing eyes.
e. Stay in this position until teacher or room supervisor says, “All clear.”
3. At the completion of ground movement, the teacher must ascertain possible injury and determine the
ability of class to evacuate.
29
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4. A “buddy” system shall be used so that one teacher may remain with an injured student and request
that a neighboring teacher supervise his/her class evacuation.
5. Upon conclusion of ground movement, the teacher will give the command to evacuate the classroom
and building. Take the most direct route from your classroom to the designated place.

7.7 FIGHTING
Fighting is a safety hazard. Students so involved will be liable for suspension. Teachers are expected to intervene,
use appropriate / safe restraint methods if necessary and assist in getting offenders to the office.

7.8 FIRE DRILL
Each site holds monthly fire drills. At the sound of an alarm, teachers are to take their class outside and away from
buildings in an orderly fashion. The first student to reach the door leading to the outside is to open the door and
hold the door open until all students are out of the room. The teacher checks the room to make sure it is vacated.
In leaving, the teacher is to make certain he/she has the class roll book out of the building. The door to the
classroom is to be shut and lights turned off. Each teacher and his/her class must remain in their safe location until
the all-clear signal is sounded to re-enter the building.

7.9 LEAVING CAMPUS
Students must secure permission from the office when leaving the school grounds during school time. OFF CAMPUS
PASSES ARE ISSUED ONLY BY THE ADMINISTRATION after securing permission of parents. Staff are expected to
remain on the school campus during their regular hours and must inform the school office if they must leave campus
during breaks or lunch.

7.10 RELEASE OF STUDENT INFORMATION
The Family Educational Rights and Privacy Act (“FERPA”) bars the release of students’ educational records
maintained by educational institutions without parental consent.
Educational Records
Under FERPA, “educational records” are records that contain personally identifiable information about a student
and are maintained by a school. The definition of personally identifiable information now includes: date and place
of birth, mother’s maiden name, biometric records (e.g., fingerprints, etc.), and other information that would make
the student’s identification easily traceable.
Disclosure
To receive copies of student records, the parent or other recipient must be on site for identification purposes.
Records cannot be disseminated via email or fax. Schools must use reasonable methods to identify and confirm the
identity of parents and other recipients of records (e.g. requiring a driver’s license or other ID, use a pin, etc.)
Relying solely on recipient’s presented name, date of birth, social security number or student identification number
is no longer sufficient.
Notice to Parents
Schools must now make a reasonable effort to notify a parent (or student, if over 18 years old), regarding a
subpoena or court order, before the school may disclose personally identifiable information. If a police officer or
Child Protective Services agent requests to question a student, they must first check in the school office and with the
site administrator.
If appropriate, the school will make contact to inform the parent but will not impede an investigation.
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Directory Information
Process to go through:
1. Record into the Student Information System, the contact information as received from parents via
emergency card. Emergency cards are distributed and collected during the first week of school.
2. The comprehensive information must be updated for EVERY student in the Student Information System by
October 1. This includes:
a. Contact Information including address, phone number, email address and parent education level.
b. Emergency contact information.
c. Permissions for photo release, internet use, parent notifications guide and military recruiters.
d. Military enter and leave dates (Military families only).
e. Restraining orders and “may not release to” information.
3. When parents request in writing that the contact information not be shared in a school or district directory:
a. Record the request in the Student Information System.
b. Place a copy of the request in the student’s file.
All MPUSD schools will implement consistent practices regarding access to campuses by postsecondary institutions,
employers, and military recruiters.
Colleges and prospective employers, including military recruiters, shall have access to directory information.
Directory information is defined as student name, address, telephone listing, e-mail address, photograph, dates of
attendance, grade level, participating in activities and sports may be released unless a parent requests otherwise.
Military recruiters shall have access to a student’s name, address, and telephone number, unless the
parent/guardian has specified that the information not be released in accordance with law and administrative
regulation. (20 USC 7908; 10 USC 503; Education Code 49603)
Any school that administers the Armed Services Vocational Aptitude Battery (ASVAB), will select Option #8, which
indicates there be no recruiter contact from the listing of student results. Student ASVAB results will not be
released to recruiting military services.
Under no circumstances shall directory information be disclosed to a private profit-making entity.
Private schools and colleges may be given the names and addresses of 12th-grade students and students who are
no longer enrolled provided that they use this information only for purposes directly related to the institution's
academic or professional goals. The schools MUST demonstrate proof of identity before student information is
released.

7.11 STUDENT ACCIDENT/INJURY REPORT
If a student is injured in your classroom or on the playground when you are on duty, it must be reported
immediately to the site secretary and nurse or health aide so that appropriate medical attention can be given and a
Student Incident Report can be made.
If an employee is injured at work, the injury should be promptly reported to the employee’s supervisor so that
appropriate medical action can be taken.
In the event of an accident or incident causing injury, the highest priority must always be caring for the student. The
situation should be evaluated by the responsible adult who is in charge. The principal/site administrator or designee
should be notified immediately.
When a life threatening or serious injury or incident is perceived to exist, a site administrator or designee shall:
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▪
▪
▪
▪

▪

Call 911 and state the nature of the injury and request immediate assistance.
First Aid shall be administered by a nurse, if available, or a staff member.
Contact the parent or legal guardian immediately as listed on the Student Emergency Card.
If necessary, have a site administrator or designee accompany the student to the hospital. In particular, if
parents are not available, a student should never be alone at the hospital without a site administrator or
designee with them.
Do not move the student if possible head or spinal injury is involved or if student is unable to move on their
own.

Parental/Media Inquiries
Under no circumstances are public statements to be made admitting liability or identifying the cause or persons
responsible for the accident. Parents may be informed of the manner in which the accident occurred, but any
background particulars leading to or concerning the accident are matters which the parent or other interested party
may take up with the site administrator.

7.12 USE OF ALCOHOL AND DRUGS – BOARD POLICY 4020 (APPENDIX C)
California Education Code specifically forbids the possession or use of alcohol or other drugs on school grounds. All
employees should remember that these rules apply to all school activities, whether on campus or on another
campus, field trip, etc. The use or possession of alcohol or dangerous drugs in any form at any District site, school or
at school activities is not tolerated.

7.13 USE OF TOBACCO
By State law and District policy, smoking by anyone on a school campus or District property is prohibited.

7.14 VISITOR’S CAMPUS PASS
A visitor’s campus pass is issued in the administrative office for safety reasons. All visitors must wear a pass to be
allowed to be on campus and to visit classrooms.
Parent Visitation Policy: Requests by parents/guardians for timely and reasonable access to observe educational
programs will be considered. All parents or designees will need to submit requests verbally or in writing to a
Principal, Program Manager, or teacher who will then confirm the request and schedule a date/time for the
observations with the parent or designee directly. Timely access does not require the District to schedule
observations on demand, or that parents unilaterally set a schedule of observations. Observations will be limited to
30-minute periods with a maximum of 90 minutes per day. Requests for additional minutes or multiple days of
observation will be considered on a case-by-case basis. Procedures include reporting to the office on the day and
prior to observation to sign the visitor log. Observers will be accompanied by a site or District office staff member
and be asked to sit in a designated area(s) and not participate or engage in the classroom activities or with staff and
students. When the observation time has ended, the observer must then return to the school office and sign out of
the visitors’ log.
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8.0 CLASSROOM/SCHOOL RELATED PROCEDURES
8.1 CLASSROOM SUPERVISION
Be ready to greet students as soon as the bell rings. Keep your students in the classroom (supervised) until the day
and/or instructional period ends. You are liable and responsible for all students in your classroom.
According to Harry and Rosemary Wong in the First Days of School (2005), the effective teacher works on having a
well-managed classroom, trains students to know what they are to do, has students working on task, and has a
classroom with little confusion or wasted time. Paraprofessionals and aides support the teacher in accomplishing
the above tasks. It is expected that students are actively engaged in instruction for the entire instructional period.

8.2 COPYRIGHT / USE OF ELECTRONIC MEDIA
All District staff shall adhere to the provisions of the federal copyright law and maintain the highest ethical standards
in using copyrighted materials. The District shall provide no legal support to any employee who violates the
copyright law. Willful infringement of this law by students or staff may result in disciplinary action. See MPUSD’s
approved list of electronic media – otherwise teachers must obtain permission from the site administrator prior to
viewing.
Use of Electronic Media in the Classroom
The Governing Board recognizes that motion pictures, video clips and other audio visual materials such as CDs, DVDs
may be used in the classroom as long as the showing is part of instruction, is standards-based and not presented for
the recreational or entertainment purposes. If you are planning to use Electronic Media other than that which is in
the adopted material, you must submit the District form for approval to the Principal. (Exhibit D) The following lists
effective strategies:
Electronic Media can be an exceptionally effective resource in the classroom for many reasons. It allows students to
actually see history as it happens. When it is used to enhance visual memory, electronic media can be a very
valuable tool. Electronic media can reach children with a wide variety of learning styles. It can bring fresh and timely
information into the classroom. It can serve to expose students to people, places, and events that other learning
resources can't. Electronic media should never serve as the entire lesson, but rather as an enhancement to the
lesson or unit of study. It is important to remember when using electronic media that the medium needs to be
manipulated to meet specific instructional needs. It does not serve the purpose of something to use to fill time but
rather as a very valuable asset to make the information personal and interesting for the learner. When using
electronic media the following ideas should be considered.
1.

Preview each program first. You must determine what is appropriate and what portions of the electronic
media have application to your lesson. You want to engage the learner, make him/her think and "see" history
in action. Pick the clips that match your objectives, are suitable and will involve the learner in the proposed
lesson. Pay attention during your preview to vocabulary, new concepts and special areas of interest. Look for
the segments that best tell the story and meet your objectives. Also look for segments of the electronic media
that call for student response or interaction. Determine your purpose in showing the electronic media to
motivate students, introduce a new concept, reinforce a previously learned concept, or enhance and expand
current knowledge.

2.

Provide a focus/reason for viewing. Give the students something specific to look for or to listen for in the
electronic media segment. This will focus attention, encourage active viewing, and give the student an
objective or reason for viewing.
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3.

Segment the electronic media. Instructional mediums (CD, DVD, videos) contain a great amount of information.
Usually much more information than the student (or teacher for that matter) can easily digest. Segmenting the
viewing and using clips in a lesson you offer information to students in manageable chunks. By incorporating
hands-on activities, discussion and other types of interaction around these clips or segments, the student is
much more likely to meet the learning objectives of the lesson.

4.

Conduct pre- and post-viewing activities that will integrate the electronic media into the entire lesson
structure. Previewing activities can serve a number of purposes, from checking prior knowledge, introduce
necessary vocabulary, and set the stage for new learning. Post-viewing activities should allow the student to
reinforce, review, apply, or extend their new knowledge in a meaningful, hands-on fashion.

5.

Manipulate the features of the medium to enhance the lesson. Use the pause, rewind, fast forward and
advance features of the projector or computer. The pause can be used to check comprehension, to allow
students to point out things on the screen or to discuss and examine information presented. One of the most
versatile of all the controls, this feature can truly make the medium interactive. This feature will stop the
electronic media at an individual frame. This allows the teacher to use the screen as a electronic media
blackboard. Students can point out details, analyze content, or even write on the picture using clear acetate
over the screen or an overhead marker that will wash off if it is on the blackboard. Teachers can pause the
electronic media for brief discussions or questions during the electronic media. Turning down the audio allows
you to use an electronic media that may include age inappropriate narration but marvelous visuals. You may
either narrate the segment yourself or have the students narrate. This is also a good technique to use for
having students practice prediction and sequencing skills. You can also turn down the brightness control and
have the students listen to the narration and predict visuals. When using electronic media, the teacher is the
producer/director and can manipulate the medium to fit specific needs.

Computer Software
In circumstances where the interpretation of the copyright law is ambiguous, the District shall determine
appropriate use of computer software by referring to the license agreement and/or policy statements contained in
the software packages used in the District. Computer-related instruction for students and staff shall address the
ethical and practical problems caused by software piracy.
The Superintendent shall be the only individual who may sign license agreements for software for District schools.
Each school using licensed software shall have a signed copy of the software agreement.

8.3 FIELD TRIPS
Classroom Field Trips
Requests for field trips must be pre-approved by Site Administration. Requests for buses must be received by
Transportation two (2) weeks in advance of the trip date. This allows time for District approval and time to arrange
for transportation. If a District school bus is not available, the school has the option to make arrangements with a
charter bus company. All overnight trips require prior Board approval. The Field Trip Request form must be
completed and received in Accounts Payable a minimum of 15 working days prior to proposed trip. Failure to
comply with guidelines will result in denial of the request.
Van Requests
Due to the popularity of van use, requests to use vans must be submitted through your site to the Transportation
Department two (2) weeks in advance. This gives the District Transportation team time to service and prepare the
vans.

 SEE WEBSITE FOR FORMS/INFO

34

ALL INFORMATION ON THE FIELD TRIP REQUEST FORM MUST BE COMPLETE INCLUDING BUDGET CODES,
DESTINATION ADDRESS, ESTIMATED MILEAGE AND TRIP COST. Due to the volume of requests received,
incomplete forms will be returned to the site, and the availability of transportation may be impacted by the delay.
 Field Trip Itinerary
Please complete the field trip itinerary form for any trips that include stops at other than the final
destination. Bus drivers are not permitted to make unscheduled stops. Submit this form to be preapproved by Site Administration at least one week in advance of the field trip.


Student Field Trip Permission Slips
All students must have a completed Field Trip Permission Slip on file with the teacher for each field trip.
When a class leaves the school site for a field trip, the certificated staff in charge must have copies of
the students’ Emergency Card. Please see your site administrator for these forms.

8.4 FIELD TRIP DRIVERS
●

MPUSD does not allow parents to drive for field trips. Only school buses and charter buses are to be
used for field trips.

8.5 ATHLETIC TRANSPORTATION
To ensure the safety of our students it is the expectation of the District that students participating in athletic events,
where transportation is being provided, will ride the bus to and from the event. A written request may be
submitted by the parent or guardian of a student, prior to the event, if they will be transporting their child home at
the conclusion of a game. Under no circumstance shall a student be allowed to ride home with someone other than
a parent or guardian if prior approval was not obtained.
For athletic events where District transportation is not being provided, please have the student complete the notice
of “Non-District Transportation” posted on the MPUSD website.  Please contact Executive Director of Human
Resources at 645-1272 for questions concerning the use of the document.

8.6 GRADING POLICY
Parents/guardians and students have the right to receive course grades that represent an accurate evaluation of the
student’s achievement based upon their level of mastery of the established academic standards. Teachers shall
evaluate a student’s work in relation to grade level academic standards and/or as described in the course outline
and/or that apply to all students at his/her grade level.
Teachers shall inform students and parents/guardians how student achievement will be evaluated in the classroom
at the beginning of each school year or semester/quarter/trimester in which a new course begins. Teachers shall
provide to students and their parent/guardian a copy of the course syllabi that includes the following:
1. Skills and Standards to be taught and mastered according to a described sequence.
2. Method for formative and summative assessment to measure progress towards mastery of the standards.
3. Evaluation and grading system to accurately determine the level of mastery of content standards. Grades
serve as a valuable instructional purpose by helping students and parents/guardians to identify the
student’s areas of strength and those areas needing improvement. In a standards-based system, grades
should reflect student attainment of pre-established achievement standards established by the state and
Board of Education. Students have the opportunity to demonstrate this mastery through a variety of
methods. Elementary grades are issued at each trimester and are standards-based. Middle school report
cards are issued on a quarterly basis. For high school, final grades are issued each semester, with a
progress grade midway at the quarter. The following scale is used for academic grade reporting:
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Proficiency level
Advanced Mastery of Course Standards
Proficient Mastery of Course standards
Basic Mastery of Course Standards
Below Mastery of Course Standards
Far Below Mastery of Course Standards
Incomplete

Secondary
A 90-100% (4.0 grade points)
B 80-89% (3.0 grade points)
C 70-79% (2.0 grade points)
D 60-69% (1.0 grade points)
F 01-59% (0 grade points)
0 grade points

Proficiency level
Elementary
Demonstrates extensive understanding of concepts and skills within standard 4
Demonstrates sufficient understanding of concepts and skills within standard 3
Demonstrates partial understanding of concepts and skills within standard
2
Demonstrates minimal understanding of concepts and skills within standard
1

Student behaviors (effort, participation, adherence to class rules, attendance, etc.) should be reflected in the work
habits and /or citizenship section of the report card. The specific number of absences/tardies is reported on a
separate section of the report card.
Grades should be based on impartial, consistent observation of the quality of the student’s work and his/her
mastery of course content standards. Students shall have the opportunity to demonstrate this mastery through a
variety of methods such as classroom participation, homework, tests, portfolios, and other alternative forms of
assessment.
Administrative Regulation 5121 Approved: 5/22/15

8.7 FAILING GRADES
The Board of Education strongly encourages parent/guardian participation in their student’s academic success.
Parent/teacher/student conferences are essential for student success. Students who are performing below the
expected mastery of standards or “C” grade must have documented ongoing parent communication before a
teacher can give a student a “D” or “F” final grade.
At the elementary level, parents/guardians shall be notified when their child is not making adequate progress
towards mastery of the grade level content standards at each of the scheduled parent conferences and at any time
the teacher is aware that the student is performing below grade level, and/or not making adequate progress
towards mastery of the identified standards.
At the secondary level, parents/guardians shall be notified when their child is not making adequate progress
towards mastery of the grade level/course content standards to include students who are performing below a “C”
grade at any time in the grading period. The written progress report alone does not serve as the sole form of
communication to describe the reasons why the student is not making progress towards the mastery of the
standards and the written report must include a plan to improve their performance. This notification shall take
place no later than every 4-5 weeks or mid-way through each quarter.
In addition, all teachers must maintain a parent contact log to record the date/time, name, and brief description of
the meeting or phone conference for each student. Teachers are required to document multiple attempts through
a variety of communication means (phone, e-mail, mail, meeting) that indicate if a student is not making adequate
progress and what services will be provided to support the student to be successful.
Administrative Regulation 5124 Approved: 5/10/10
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8.8 HOMEWORK POLICY
Homework
The Governing Board recognizes that homework contributes toward building responsibility, self-discipline and lifelong learning habits, and that time spent on homework directly influences students' ability to meet the District's
academic standards. Homework should be a routine and an important part of students' daily lives.
Although it is the student's responsibility to do most homework assignments independently, the Board expects
teachers at all grade levels to use parents/guardians as a contributing resource. When students repeatedly fail to do
their homework, parents/guardians shall be notified and asked to contact the teacher. Homework should be done
independently by the student with assistance from another adult or parent/guardian or peer tutor. When students
repeatedly fail to complete homework and/or require assistance, the parent/guardian will be notified and the
teacher will develop an assistance plan to remedy.
Homework Expectations
The assigning of regular homework is a practice regarded as an important part of our educational program and is
defined as planned learning assignments, which require time and effort outside of a student's regular school hours.
Homework reinforces classroom learning and expands upon the classroom experiences, and for grading purposes is
supplemental in terms of evaluating students’ mastery of course content standards. Homework may not count for
over 15% of the student’s academic achievement grade.
The purposes of homework are to:
●
Practice skills already acquired
●
Extend learning beyond the school into the home and community
●
Develop regular study habits and self-discipline basic to effective study and the ability to work
independently
Board Policy 6154 Approved: 5/10/10

Makeup Work
Students whose absences are cleared as either excused or unexcused can make up all work missed; the amount of
time given will be equivalent to the number of days missed (i.e., a student absent two days would be allowed two
days to turn in work). A student, whose absence is not cleared, unauthorized, considered as a truancy, or not due
to a suspension, may not be allowed to complete assignments, tests, or other class work missed as per teacher
discretion. It is the responsibility of the student to make up work missed due to absences. Students are expected
to complete, on time, any class work they were assigned prior to their absence. Please contact the teacher(s) to
make any special arrangements.
If students have been absent for at least two (2) days, parents may phone in a request to pick up work missed. The
work will be available after 2:00 p.m. on the day following the request. If a student is suspended for three (3) days
or more, homework will be available to pick up by the parent after 2:00 p.m.
Students who miss schoolwork because of an excused absence shall be given the opportunity to complete all
assignments and tests that can be reasonably provided. As determined by the teacher, the assignments and tests
shall be reasonably equivalent to, but not necessarily identical to, the assignments and tests missed during the
absence. Students shall receive full credit for work satisfactorily completed within a reasonable period of time.
Students who miss schoolwork because of unexcused absences may be given the opportunity to make up missed
work. Teachers shall assign such makeup work as necessary to ensure academic progress, not as a punitive measure.
The teacher of any class from which a student is suspended may require the student to complete any assignments
and tests missed during the suspension.
Board Policy 6154 Approved: 5/10/10
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8.9 LESSON PLANS AND ASSIGNMENTS
Teachers are expected to develop weekly lesson plans, which will be kept at their desk. These plans should reflect
each day’s lessons and the standards to be taught. The plans should provide for immediate direction if a substitute
teacher were to conduct the class. Clear and definite school assignments boost class morale. Make assignments
explicit and ensure that each lesson has incorporated the five essential instructional practices. Students feel more
secure about their work when they understand that they have a definite task to do, and that they will be held
accountable for completing the task by the assigned date. Grading policies, class guides or syllabi, and standards to
be covered should be given to parents and students at the beginning of each school year and made available on the
school website through the Student Information System, Parent Portal and Grading System.

8.10 COURSE SYLLABUS
The District has adopted a Home/School Communication policy that outlines a variety of expectations for developing
and maintaining effective communication with parents. These include providing parents with a copy of the
approved course syllabus and/or grade level standards to be mastered, the timeline for progress and grade
reporting, the timeline and manner for scheduling parent conferences, and the results of District and State
assessments. The secondary level has Board-approved courses that indicated the key essential standards that will
be taught, method for evaluation and curriculum and instructional practices that will be used in the course.
The District has a common course syllabus template that standardizes practices and ensures equity in terms of how
course information is clearly communicated with students and parents. The course syllabus template outlines the
following information: teacher contact information, brief course description, essential standards to be taught in the
course and curriculum that will be used, timeline/overview of key assignments/projects/ assessments throughout
the course, methods of evaluation and classroom grading policy.
All courses offered at the secondary level will use the District common course syllabus template. Course syllabi will
be completed and distributed to students during the first week of school and handed out to parents at back-toschool night. In addition, the course syllabi will also be posted on the school website under each department and
teacher pages and /or the Student Information System Parent Portal / online Gradebook Tool.
Board Policy 5121 Approved 5/22/15 and Administrative Regulation 5124 Approved: 5/10/2010

8.11 SAFE LEARNING ENVIRONMENT
One of the goals of the Monterey Peninsula Unified School District is to provide a safe learning environment for all
students. To help achieve this goal, we want to model those traits we desire to see reflected in our students:
teamwork, responsibility, respect and the other pillars of character. A clean, organized and attractive classroom
environment is a visual example to the students that they are respected. Additionally, when we, as employees,
show respect and a sense of teamwork to fellow employees, this sends a positive message to students. Each school
will develop and implement a positive learning environment.

8.12 STUDENT ATTENDANCE/TARDIES
The Governing Board believes that regular attendance plays an important role in student achievement. The Board
recognizes its responsibility under the law to ensure that students attend school regularly.
Parents/guardians of children aged 6 to 18 are obligated to send their children to school unless otherwise provided
by law. The Board shall abide by all state attendance laws and may use appropriate legal means to correct the
problems of excessive absence or truancy. It is the classroom teacher’s responsibility under Education Code to take
attendance daily in the Student Information System and the office’s responsibility to verify all absences.
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Excused Absences
Absence from school shall be excused only for health reasons, family emergencies and justifiable personal reasons,
as permitted by law, Board policy and administration regulations.
ATTENDANCE REPORTING - Questions and Answers (Q and A):
● Q: What if the classroom has no printer?
o This does not absolve the teacher of the responsibility of having a copy of the attendance roster.
o The teacher may use an attendance/grade book with verification in the Student Information System.
o The office can print out a copy of the attendance roster for the teacher.
● Q: Primary phone numbers are changing, how is this managed?
o The School Office will submit and obtain an updated emergency card for every student within the
first week of school.
o School office must address this problem and update the phone numbers within 14 days of the
change.
o School office can change phone numbers at any time or when using the Absence Reconciliation
screen under “Edit Contacts”.
● Q: What if the student is later than ten minutes?
o It is the responsibility of the office to mark the student as they are considered “tardy”.
o Teachers only mark present, tardy or absent - the attendance clerk determines further tagging.
● Q: What if the Default in the on-line attendance system is “-“which shows no attendance has been taken?
o Top  Check All box can be used to mark all students present then teacher goes back and changes
the absent students to “A” and late students to “T”, saving each time.
o Three separate steps in all.
● Q: How do Substitutes take attendance?
o Substitutes will obtain a paper copy of the class roster and then submit their attendance to the
office to complete on the Student Information System.
o Long-term Substitutes: Have principal contact the Data Integrity Specialist to determine whether
the length justifies granting the substitute access to the on-line attendance system, or whether
substitute attendance rosters should be used.
● Q: Do we drop a student after 10 days of no-show?
o It is the responsibility of the teacher to inform the office of any students that they know will be
absent or moving.
o It is the office’s responsibility to drop a student after 10 days using the following strategies:
▪ The office may not drop a student if they are involved in truancy until notified by the site
administrator that you may do so.
o If the office has made good faith attempts to contact parents or other contacts and are unable to
verify if they are planning to return to school, students must be dropped after 10 school days with
principal permission.
● Q: When do we ask for a Doctor’s note?
o MPUSD may be liable for the doctor’s bill if we do not provide any other alternative for them to get
the absence excused. They have the option of bringing their child in to be evaluated by school staff
or going to public health. These are the options:
▪ School or public health nurse
▪ Attendance Supervisor
▪ Physician
▪ Principal
▪ Teacher
▪ Any other qualified employee of a district or county superintendent of schools assigned to
make such verifications.
o If the child has excessive excused absences, we will require a doctor’s note and the child may be
referred to home-hospital.
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Tips for Increasing Average Daily Attendance (ADA):
● ADA=students in seats.
● Use the Absence Reconciliation list to clear absences.
● Use Parent Link to call parents.
o Make an appointment with Data Integrity Specialist if you need help on use.
● Use the Truancy Report to track students with absence issues and follow up with the principal.
● Independent Study (short term) allows for ADA and can be used for students going out of town from
5-15 days. The office maintains Independent Study attendance. The teacher monitors the Independent
Study contract. The attendance clerk will mark students as follows:
o Considered “Pending” (K) until work is returned, graded and verified for credit.
o Changed to “I” for the days that they have work for.
o If the work is incomplete or not done the student receives a verified unexcused (V) for some or all of
the days missed.
o If student does not return to school on date specified in contract, only the principal may call the
Independent Study administrator to discuss the issue.
● Principal can develop a motivational system to increase attendance.
o Raffles
o Stickers or other awards
● Principals need to monitor teachers’ attendance taking.
o Education Code requires a teacher to maintain accurate attendance records.
o Attendance clerk can run “Teachers Who Have Not Taken Attendance” and follow up with teacher.
o Principal needs to support clerk in their diligence and follow up with teachers who persistently do
not take attendance.
● Have a system in place for substitute teachers to take accurate attendance.
● Principals need to communicate the expectations of attendance taking to the teachers at the beginning of
every school year and monitor throughout the year.

8.13 STUDENT DISCIPLINE AND CLASS MANAGEMENT
Teachers are expected to carry out all the duties of their position as indicated by California Education Code and by
commonly accepted professional ethics to the best of their ability. This includes proper classroom and general
school discipline, attention to the details of teaching, and the keeping of proper records (attendance, gradebooks
and lesson plans), filing reports, and parent/teacher communication.
In addition to maintaining proper discipline in the classroom, teachers are expected to maintain discipline elsewhere
on the campus. During a school function, it is the responsibility of EVERY teacher, whether in charge or not, to
maintain discipline.
Teachers are expected to take care of problems related to classroom control that are minor in nature; however, a
teacher should not hesitate to refer a student to the office for a serious breach of conduct such as persistent
defiance of authority, profanity, or willful disobedience.
Each student sent to the office for disciplinary reasons must be given a DISCIPLINE REFERRAL. Please do not enter
more than one name on each referral sheet.
If something is happening in a teacher’s classroom that he/she cannot handle, call the office for help. Remember
the teacher’s first responsibility is to remain with his/her class.
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8.14 STUDENT DRESS CODE
DRESS AND GROOMING
In cooperation with teachers, students and parents/guardians, the principal or designee shall establish school rules
governing student dress and grooming which are consistent with law, Governing Board policy and administrative
regulations. These school dress codes shall be regularly reviewed.
Sun Protective Clothing
Each school shall allow students to wear sun-protective clothing, including but not limited to hats, for outdoor use
during the school day provided that sun-protective clothing does not otherwise violate this regulation. (Education
Code 35183.5)
Educationally Appropriate Dress and Grooming
Any apparel, hair style, cosmetic or jewelry, even if not specifically mentioned below, which creates a safety
concern, draws undue attention to the wearer, or tends to detract from the educational process is prohibited unless
addressed elsewhere in this regulation.
In addition, the following guidelines shall apply to all regular school activities:
1. Shoes must be worn at all times on campus and at school functions. Sandals must have heel straps. Thongs
or backless shoes or sandals are not acceptable.
2. Clothing, jewelry and personal items (backpacks, fanny packs, gym bags, water bottles, etc.) shall be free of
writing, pictures or any other insignia which are gang-related, crude, vulgar, profane or sexually suggestive,
which bear reference to violence, drug, alcohol or tobacco promotions and likenesses, or which advocate
racial, ethnic or religious prejudice.
3. Head wear, other than hats or caps, will not be allowed at school except for religious purposes. Hats and/or
caps must be removed in the classrooms or offices and worn in the appropriate manner.
4. Clothes shall be sufficient to conceal undergarments at all times. See-through or fish-net fabrics, halter tops,
off-the-shoulder or low-cut tops, bare midriffs are prohibited.
5. No gang colors or gang attire will be worn. This may include red, blue or identified gang-related colors. This
shall be determined annually in partnership with local law enforcement. These items may include apparel
with sport team logos and/or emblems.
6. Appropriately-sized clothing will be worn. Skin-tight apparel, excessively baggy apparel, short shorts (skirts
or shorts shorter than mid-thigh), mini-skirts, and oversized shirts are not allowed.
7. Gym shorts may not be worn in classes other than physical education.
8. Attire which may be used as a weapon may not be worn, including but not limited to steel-toed boots,
chains, items with spikes or studs, and other items deeded inappropriate by the principal.
9. Hair styles which draw undue attention detract from the educational environment; and therefore, it may be
requested that the individual(s) change or cover that particular cause of distraction (i.e. unusual designs,
colors, mohawk, tails, or unusual razor cuts.)
10. Administrative exceptions may be made in regard to grooming and dress. These exceptions, verified by the
administrator, shall include (but will not be limited to):
a. Sincerely held religious beliefs.
b. Valid medical reasons.

 SEE WEBSITE FOR FORMS/INFO

41

Clothing with Writing, Symbols, Pictures and Insignia
Articles of clothing, jewelry or personal effects (backpacks, fanny packs, gym bags, buttons, water bottles, etc.) are
not allowed if those items contain writing, symbols, pictures or insignia that:
1.
2.
3.
4.
5.
6.

Display gang-related symbols.
Use profanity.
Display products or slogans which promote tobacco, alcohol, drugs or sex.
Substantially disrupt the educational process.
Are obscene, libelous or slanderous.
Create a clear and present danger of commission of unlawful acts, violation of school regulations, or injury
to students, staff or community.
7. Violate state hate-crime laws.
With regard to this section, individual school site personnel do not have the discretion to create stricter dress and
grooming standards at the school site without approval and consultation with the Principal/designee.
Gang-Related Apparel
At individual schools that have a dress code prohibiting gang-related apparel at school or school activities, the
principal, staff and parents/guardians participating in the development of the school disciplinary/safety plan shall
annually define "gang-related apparel" in consultation with local law enforcement and shall limit this definition to
apparel that reasonably could be determined to threaten the health and safety of the school environment if it were
worn or displayed on a school campus. (Education Code 32282)
Because gang-related symbols are constantly changing, definitions of gang-related apparel shall be reviewed at least
once a year and updated whenever related information is received.
Consequences of Dress and Grooming Code Violations
1. Standard Violations. Persistent violations of this regulation or locally adopted supplemental regulations shall be
considered to be willful defiance. As such for multiple violations, students will be subject to discipline as follows:
a. First Violation: Home contact and the violator will be required to change clothing, hair style or cosmetic.
b. Second Violation: Home contact and alternative to suspension or suspension if student refuses
alternative.
c. Third Violation: Home contact and suspension.
d. Fourth Violation: Further disciplinary action, up to and including expulsion, is the discretion of the District
as permitted by state law and/or District policy/regulation.
If a parent/guardian or student disagrees with the site administrator’s decision on a standard violation, the
parent/guardian or student shall attempt to resolve the problem by requesting a personal conference with the site
administrator. If the problem cannot be resolved informally to the parent/guardian or student’s satisfaction, the site
administrator’s decision may be appealed to the Superintendent’s designee, whose decision shall be final.
2. Dangerous or Disruptive Violations
Dress and grooming violations that cause actual disruption of the educational environment; result in actual violation
of law or other school rules, including hate-crime laws; or cause actual injury may result in more serious disciplinary
action, up to and including expulsion without regard to the steps set forth above for standard violations and is at the
discretion of District administration.
The process for appeal of these dangerous or disruptive violations shall be consistent with standard District
disciplinary procedures.
1. Principal Options. Principals have discretion to disallow the wearing of all specific types of clothing (e.g. red
shirts, shorts) school-wide because of frequent student violations of this regulation.
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2. Physical Education Grades. No grade of a student participating in a physical education class shall be adversely
affected due to the fact that the student does not wear standardized physical education apparel where the
failure to wear such apparel arises from circumstances beyond the student’s control. (Education Code 49066.)
(cf. 5121 – Grades/Evaluation of Student Achievement)
Uniforms
In schools where a school wide uniform is required, the principal, staff and parents/guardians of the individual
school shall jointly select the specific uniform to be worn. (Education Code 35183)
At least six months before a school uniform policy is implemented, the principal or designee shall notify
parents/guardians of this policy. (Education Code 35183)
Parents/guardians shall also be informed of their right to have their child exempted.
The principal or designee shall also repeat this notification at the end of the school year so that parents/guardians
are reminded before school clothes are likely to be purchased.
The Superintendent or designee shall establish criteria for determining student eligibility for financial assistance
when purchasing uniforms.
The Superintendent or designee shall establish a method for recycling or exchanging uniforms as students grow out
of them.
Students who participate in a nationally recognized youth organization shall be allowed to wear organization
uniforms on days when the organization has a scheduled meeting. (Education Code 35183)

8.15 VOLUNTEERS
Each school will develop a volunteer plan that will outline how volunteers may be used to support the school.
Volunteer School Aides
Volunteer school aides may supervise students during lunch and/or breakfast periods or may serve as non-teaching
aides under the immediate supervision and direction of certificated personnel to perform non-instructional work
which assists certificated personnel in the performance of teaching and administrative responsibilities. (Education
Code Sections: 35021, 44814, 44815)
Volunteer Classroom Aides
Volunteer classroom aides may assist certificated personnel in the performance of their duties, in the supervision of
students, and in instructional tasks which, in the judgment of the certificated personnel to whom the instructional
aide is assigned, may be performed by a person not licensed as a classroom teacher. These duties shall not include
assignment of grades to students. A volunteer classroom aide need not perform his/her duties in the physical
presence of the teacher, but the teacher retains responsibility for the instruction and supervision of students in
his/her charge. (Education Code Sections: 45343, 45344)
Volunteer Non-paid Coaches
An Activity Supervisor Credential Certificate is required prior to starting a coaching assignment. All Coaching
volunteers must be cleared with Human Resources. Volunteer non-paid coaches may provide assistance in middle
and high school sports that are listed in the extra-curricular and co-curricular duty salary schedule. Under the
direction of the principal or designee, volunteer coaches may provide assistance in such sports under the
supervision of the coach who is hired and in charge of the proper implementation of the sport. Any volunteer in this
category must provide a current TB test, CPR certification, and is subject to a background criminal check prior to

 SEE WEBSITE FOR FORMS/INFO

43

beginning work. If a site anticipates the need for a volunteer (walk-on) coach to drive a vehicle, the District will need
the individual’s driver’s license number to submit to the DMV Pull Notice Program.
Field Trip Volunteer
Volunteer field trip aides are required to complete the Volunteer Liability Release & Agreements form and have
DOJ/FBI fingerprint clearance prior to the field trip. Ample time should be allowed for the process to be completed
prior to the field trip.
Unsupervised Volunteer
Any volunteer participating in an overnight or out-of-state field trip will be considered an unsupervised volunteer
and are required to have DOJ/FBI fingerprint clearance.
Liability Release
All unpaid volunteers shall complete a Liability Release Form for Volunteers as provided by the District Office prior to
serving as a volunteer in any school or program.

8.16 TEACHER RECORD KEEPING REQUIREMENTS
Teachers are required to keep an up-to-date electronic grade book and student attendance records using Illuminate.
Teachers should also maintain a lesson plan book that documents the standards-based content delivered, including
information on instruction and assessment. These types of records should be current and available for discussing
and reviewing student progress with students, parents, and other staff. Gradebooks, assignments, Final grades,
progress reports, report cards and attendance records are to be maintained within our Student Information System
(Illuminate). Teachers are required to post their assignments to the electronic gradebook (Illuminate) and Parent
Portal using our Student Information System, keeping it current every two weeks. At the end of the year, teachers
must submit their gradebook to the office for verification of grades. They should verify that all grades are entered
into the electronic gradebook (Illuminate) and, if necessary, provide a back-up paper copy.

8.17 PARENT COMMUNICATION
The District recognizes the importance of ongoing communication between teachers and parents regarding student
progress. The District has adopted a Home/School Communication policy that outlines a variety of expectations for
developing and maintaining effective communication with parents. These include providing parents with a copy of
the approved course syllabus and/or grade level standards to be mastered, the timeline for progress and grade
reporting, the timeline and manner for scheduling parent conferences, and the results of District and State
assessments.
In addition, all teachers must maintain a parent contact record log to record the date/time, name, and brief
description of the meeting or phone conference for each student. Teachers are required to document multiple
attempts through a variety of communication means (phone, e-mail, mail, meeting) that indicate if a student is not
making adequate progress and what services will be provided to support the student to be successful. As a District
that receives Title I funding, schools are required to develop a District and School Site Parent Involvement Plan
annually with input from parents. This plan will address the parent/teacher/student compact that outlines all the
support services for students who are not performing at grade level. Students who are performing below the
expected mastery of standards or “C” grade must have documented ongoing parent communication before a
teacher can give a student a “D” or “F” final grade.
We use the following communication vehicles to provide consistent and reliable access to information about the
school and district:
●
●
●

School and District web sites
E-mail for all staff
School handbooks
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●
●
●
●

Personal/group meetings and parent conferences
Phone, voicemail, and Auto-Dialer(See related protocols)
Progress reports, daily bulletins; electronic gradebook and Parent Portal signs/banners on school property
(e.g. bulletin boards, marquee reader board)
Weekly information packets and weekly/monthly school newsletters (includes District newsletter)

Reference(s): BP/AR Home/School Communication, BP/AR Grading Practices, BP/AR Parent Involvement Policy,
Communication Protocols Handout and on web. Revised 5/10/10

9.0 FACILITIES PROCEDURE
9.1 FACILITIES USE
Steps for Securing a Facilities Use Permit:
1. A request is made from an outside, non-District organization requesting District facilities use for a school or
District site.
2. Site distributes application packets to applicants and also available on website.
3. Site Administration will verify availability of facility.
4. Applicant will submit application with all necessary information, insurance documents, and applicable fees
to the Facilities Department.
5. Appropriate sites will be notified by Facilities Department of the approved Use Permit.
6. Facilities Department will coordinate with off-site custodian, Nutrition Services, and Audio/Visual staffing, as
needed.
7. The EWR form will be completed by the Facilities Department and forwarded for approval with an attached
approved Application for Use of School Facilities form.
8. The approved timesheet is to be submitted to the Facilities Department for processing
9. There is a $250 deposit for key set, if needed, obtained from Facilities, and must be returned within 24
hours.
10. Any usage fees are due to the Facilities Department 15 days prior to event. Cancellations are nonrefundable.
 Please see website for Use of Facilities Application www2.mpusd.k12.ca.us

9.2 KEYS
Keys, New & Replacement Sets
1. Needed room keys may be requested by secretary or principal and will be supplied without documentation.
2. Master key requests will be accepted from site administrators only. Request must include reason for key
and to who the key is to be assigned.
Keys Lost: Please contact Facilities Department.
Annual Inventory: An annual inventory of all keys will be completed and all keys must be collected and accounted
for.

9.3 MAINTENANCE REQUESTS
Work Order Process
1. Safety issues and other dangerous situations must be reported to the Maintenance Department through the
site administrator, security or head custodian by phone immediately. (If phone is not available, other
electronic devices, student messenger or other emergency methods may be used.)
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Work Order Request:
1. Identify repair issue.
2. Notify Maintenance Department by submitting a work request to your site designee.
3. Include a short description of work needed including location, specific nature of problem if known, and
urgency.
Maintenance Department Procedures / Response Times
1. Maintenance requests from sites are reviewed daily.
2. Urgent and safety-related matters are scheduled daily for immediate repair.
3. Non-urgent and other miscellaneous site requests will be processed in the following manner:
a) Supervisor will review details with appropriate site personnel, if needed.
b) Job materials will be verified in stock or ordered.
c) Arrangements made with contractors or other District personnel, if needed.
d) Request will be scheduled based on priority, school site location, and/or trade.

9.4 TEMPORARY HEAT
Heating, Ventilation, Air Conditioning (HVAC) Programming
A wide variety of thermostats exist in our District. School site custodians should be assigned to check that HVAC
units are not operating past normal settings. If temporary heat is needed, inform your site supervisor so
Maintenance can be contacted through the work order process.

9.5 PLANTING/LANDSCAPING
The planting of landscaping on school sites is generally prohibited unless one of the following conditions is met:
1. Planting is taking place within a school garden area.
2. Planting to be done has been approved by Maintenance Department. For approval, a written request must
be sent including plant/tree types and location of desired planting. Requests will be reviewed and approved
or denied promptly.
3. Campus Beautification and Garden Club activities are conducted at the schools to enhance the landscape of
the school

9.6 SURPLUS INVENTORY
Discard Items/Surplus Items
Technology Equipment:
1. If you have technology equipment that needs to be discarded, please use the Information Technology (IT) help
desk system at helpdesk.mpusd.k12.ca.us. 
2. IT staff will then go to site and check if equipment can be used elsewhere, used for parts, or junk. IT staff will
then remove the asset ID tag and either put a "discard" note or other instructions.
3. IT staff will contact the Maintenance Department to schedule a pick-up date, as appropriate.
*Maintenance staff will not be able to remove any technology equipment unless directed to do so by the IT
Department.
Furniture:
1. Most surplus furniture, broken furniture, and junk removal requests should be sent to the Maintenance
Department as a summer work request. The unwanted items will be removed during the summer.
2. When furniture has been broken or is otherwise unusable and needs to be removed immediately, inform office
staff so that a work order can be initiated.
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Textbooks / Other Outdated Material:
1. If there are textbooks or other outdated instructional material, please assure that you have received the new
adoption with enough materials to serve all students.
2. Collect all outdated books into a central location, mark the books “outdated” inform the library assistant and site
administrator. They will then contact the C & I office for assistance.
3. The books will be picked-up and recycled or donated.

9.7 UTILITY SHUT-OFF
When to Shut-off Site Utilities?
Please contact the Maintenance Department (see 9.3) when contemplating a utility shut-off or if a utility shut-off
has been performed.
-

Whenever there is a major site problem concerning a utility that could potentially harm students, staff, or
structures. Utility should be shut off and appropriate evacuation measures taken.
Whenever directed by public agencies such as police department, fire department, etc.
Whenever there is a major earthquake.

What to Shut Off and How
Water, natural gas, and electricity are the major utilities that come to all sites that could be potentially harmful.
Shut-off procedures for each are listed below. Please contact the Maintenance Department for further information
regarding shut down procedures for your site.
Water- The main water valve is usually constructed of large metal pipes that sit above ground in an inverted “U”
shape. At some sites there is a cage or chain to protect this device. On the top of the inverted “U” are round
handles that, when turned in a clockwise motion, will close the main water valve.
Natural Gas- The main natural gas shutoff for your site is located at the PG&E meter location. Typically, there is a
“tab” or valve on the pipe just above ground level. When in the on position, this “tab” will be parallel with the pipe.
To turn off, using a crescent wrench, turn the tab 90 degrees so that it is perpendicular to the pipe riser.
Electricity- The main electrical shutoff for your site is located at the PG&E meter location. This device will be housed
in a metal cabinet and may be labeled “MSB” or main switchboard. There will be a large handle or red button that
will need to be moved to shut off electricity. The large handle should be moved from the “On” or “Closed” position
to the “Off” or “Open” position.

9.8 WAREHOUSE STORAGE GUIDELINES
Warehouse storage should be used for school records and archives only. If you need to send items from your office
to the warehouse, please use Work Order Request process outlined in 9.3.
Warehouse storage for construction displacement and other special events can be arranged by contacting the
Facilities Department.
Warehouse may be used as a receiving point for special items that have been ordered by school sites. Pre-approval
is needed for the warehouse to accept delivered items. Approval may be attained by contacting the Facilities
Department. Most of these items would be large and would require a loading dock and/or forklift to unload the
truck. Large orders of books, furniture, office supplies, etc. will not be approved for warehouse delivery unless a
loading dock/forklift is needed. All efforts should be made to avoid warehouse deliveries.
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9.9 DISTRICT TECHNOLOGY PROTOCOLS FOR PROGRAMS, BACK-UP AND SUPPORT
The majority of MPUSD staff maintain their files and programs with the support of a District desktop or laptop. In
addition, classrooms are equipped with District peripherals (LCD projectors, document cameras, printers and other
instructional / office support materials). It is the responsibility of the District to ensure that each classroom is
supplied with an internet-ready computer in order for the teacher to take attendance, post assignments and
information to the electronic Parent Portal, for grade-reporting and for teachers to maintain an electronic
gradebook.
Technology Support – If the technology is not working correctly, please contact MPUSD’s Information Technology
Department by submitting a helpdesk request to helpdesk.mpusd.k12.ca.us.
Security - Security on any network is a high priority because of the many people relying on that network.
If you suspect a security problem, notify the appropriate school personnel at once. Never demonstrate the problem
to other users. Never use another individual’s password or account. All network access is logged by username.
Never give your passwords to another person. Any use identified as a security risk will be denied access to the
network and may face disciplinary action.
No Expectation of Privacy - Users of the Monterey Peninsula Unified School District’s network are reminded that the
network is District property and that they have no expectation of privacy. Files on machines connected to the
network may be inspected at any time. Inappropriate and/or unlicensed files/programs will be deleted and
disciplinary action taken as necessary. Users are also reminded that email sent via the District’s network is not
privileged or private and may be reviewed by the District, as the District deems prudent.
Back-up of Programs and Files – If you have important files that are stored on your computer, please be sure to
back-up your work to the school or department server, an external hard-drive, thumb-drive or other form of backup.
Blocked Websites – As part of the District policy for technology use, websites that are not used for instructional
purposes. If there is a website that is blocked, you may submit a request to unblock it on the “Blocked Website”
page.

10.0 DISTRICT COMMUNICATIONS
10.1 E-MAIL PROTOCOLS
E-mail is for sharing information, and one –way communication. Meetings and conversations are for decision making
and two-way learning. If the content of your e-mail is something you would not like to see printed in a newspaper
or distributed publicly, it should not be sent by e-mail.
Before you write, ask yourself
- Is this the best way to send this information? (E-mail is a permanent record and NOT confidential. It can be
used in court and could be in the headlines of a local newspaper.)
- What is the purpose? (Do you need a reply or is it information only?)
- Should I calm down first? (Sometimes we write an e-mail response while we are still upset by the topic.
Perhaps a phone or face-to-face conversation would be better after you cool down.)
- To whom is it going? (Is the message for one person or for a group? Check the tone of your message and
the spelling of names and e-mail addresses.)
- Can you keep it brief (2-3 sentences) or will it require a lot of explanation?
- Would a phone call or face-to-face be better? (Sometimes it is faster and conveys your tone better.)
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E-mail Etiquette and Format
- Make your subject line clear about whether action is needed and the topic you are writing about.
- Keep the message brief and to the point.
- Sign it. Include your first and last name and contact info at the end of your message.
- E-mail etiquette suggests that full caps should not be used as it gives the impression that a person is
shouting.
- Be brief. Few people will bother to read a long message.
- Minimize spelling errors and make sure your message is easy to understand and read.
- Use accurate and descriptive titles for your articles. Tell people what it is about before they read it.
- Get the most appropriate audience for your message, not the widest.
- Remember that humor and satire is very often misinterpreted.
- Remember that if you post to multiple groups, specify all groups in a single message.
- Cite references for any facts you present.
- Remember that all network users are human beings. Don’t “attack” correspondents; persuade them with
facts.
- Post only to groups you know
Replying to E-mail
- Respond within 24 hours.
- Use the Auto Reply function if you will be away from the office for more than a day or two.
- CAUTION! Watch out for “reply all”. Do you want to reply to all or just some?
Storing / Archiving / Backing-Up Email
- If you would like to save emails, you should create folders and file the files accordingly
Junk Emails / Email Filter
- Junk email is automatically filtered through our email filtering system. To access you junk email, use the
SPAM folder. SPAM messages will automatically be deleted after 30 days.
For Assistance
Contact Information Technology using the help desk system at helpdesk.mpusd.k12.ca.us or by calling 831-3923920.

10.2 PARENT LINK PROTOCOLS
Parent Link is the District auto-dialer system that is used as a home-school communication tool. Parent Link has the
capability to send a message to an entire classroom, school, group or District using phone numbers, email addresses,
text messages or a combination of the three. It is the responsibility of the school to maintain and update student
contact information in Illuminate (Parent Link pulls data every morning from Illuminate). All information must be in
the system by the first month of school and then updated within 14 days of any future enrollment or change.
When to Use Parent Link
- To notify parents when a student is marked as unexcused tardy and/or absent from school.
- To broadcast an informative announcement to many families, such as:
●
upcoming school events/meetings
●
important dates/deadlines
●
school safety / emergency announcements
Preparing the Message
- Plan ahead to allow time for script approval, translation, list preparation, recording and auto-dialing. The
office staff is trained in the use of Parent Link and can provide insight as to how much time is required for
the type of message you wish to send.
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-

Audience: Identify the list of families who will be receiving the message and select them from by clicking on
the “To:” button.
Approval: The Superintendent or site administrator must approve all messages that are to be sent via
Parent Link.
Length of message should be no longer than 30 seconds and should include the name of the school.

Sending the Message
- It is best to send messages between Monday and Thursday and to set the time for calling between 3:00 p.m. and
8:00 p.m.

10.3 VOICE MAIL PROTOCOLS
Voice mail is a key communication tool. In the interest of customer service, please:
- Keep your greeting current. If you are going to be out of the office for more than one business day, update
your greeting to say when you will return. Remember to switch to your regular greeting upon your return.
- If you are going to be away from your desk for an extended period, forward your phone to voice mail.
- Check your voice mail at least twice a day.
- Return calls within one business day.

10.4 PERSONAL CALLS
Personal calls, including those using a personal cell phone, should only occur during non-work time, with the
exception of emergencies.

10.5 RETURNING TELEPHONE CALLS
Check for phone messages in the designated areas at your site at least twice every business day and return calls
within one business day.

10.6 NEWS MEDIA AT SCHOOL
The Superintendent or his designee is the primary communicator with the media. The Superintendent or designee
will be the Spokesperson for the District. Report all media contact to the Superintendent’s Office promptly.

10.7 WHEN REPORTERS CONTACT THE SCHOOL
If you are contacted directly by the press, immediately inform your site / department administrator or designee who
will call the Superintendent’s Office to let them know.
Once permission is granted to speak to the press:
- All visitors/reporters to campus must sign in at the office.
- Inquire about what story they are covering and what they would like to do at the school.
- Consider the impact on the instructional day. It is okay to ask the media to wait for District approval and/or
a more convenient day/time.
- Check student records to ensure there is written parent approval for photographing/interviewing students.
(All photo release information is maintained annually in the Student Information System on the student
demographics page.)
- Once the interview is concluded, follow-up with your immediate supervisor so that they can inform the
Superintendent’s Office of the details of the news report.

10.8 INVITING THE MEDIA
-

Contact your immediate supervisor early in the planning stages who will also inform the Superintendent’s
Office.
Plan ahead for the best day and time to have guest reporters and camera person on campus to see the
event/program.
Check student records to ensure there is written parent approval for photographing/interviewing students.

 SEE WEBSITE FOR FORMS/INFO

50

10.9 COMMUNICATION RESOURCES
Information is available to District stakeholders (parents, students, community members, staff) through many
different mediums. It is important that the appropriate medium is demonstrated for the Stakeholder so that they
will know how to access the information. The schools and District Office produce several publications, both in print
and electronically. Legally, information being sent to MPUSD families must be provided in English and Spanish if the
population of Spanish speakers is over 15% of the school population. (If the population of any corresponding
language exceeds 15%, it would be necessary for information to be produced in that language.)
The following is a list of publications / communication tools related to school sites. These publications / face to face
meeting dates should be also posted on the School Website and Parent Portal. The links should be easily identified
and archived when outdated:
-

School Newsletter. School information is sent home weekly, but newsletters may be weekly or monthly.
They are distributed in weekly student packets and published on school websites. It is not necessary to send
paper copies to the District Office but rather to email electronic PDF copies to District administrators as
specified by the Superintendent’s Office.

-

Parent Link Announcements. In addition to its use for phoning families regarding student attendance, this
system is used for school/District wide announcements. Sometimes the announcements are urgent and
short notice, so the system and contact information should be maintained and up to date so that your site
can send such notices quickly.

-

School Accountability Report Cards (SARCs). The Director of Program Evaluation / Information Systems,
initiates production of these mandated reports in October, and they are published by the end of January.
Each school site and department contributes information to comply with required content.

-

Parent Portal. All parents may have electronic access to view their student’s progress, assignments and ongoing information regarding school calendar, timelines and activities. Parents or legal guardians will be
issued a secure password in which to access their student’s information. An email address is required. For
families that may not have internet connectivity, there will be a parent kiosk set-up at the school campus for
their use. All teachers will be required to post assignments every two weeks at the minimum. Parents will
receive a calendar of “posting dates”. Elementary teachers will be asked to post assignments and
announcements. Office staff will be required to post ongoing school news and/or events.

-

Progress Reporting / Report Cards. Report Cards will be distributed to the student’s parent / guardian in
accordance with Reporting (GRADs) Timelines.

-

Face to Face Meetings, Parent Conferences. Parents have the right to request a conference to review
student progress. Regularly scheduled parent conferences will be scheduled in accordance with the GRADS
timeline. Student Study Teams (SST), Individualized Education Plan (IEP) and 504 Plan meetings will be
scheduled by the school office and/or the student case carrier. It is the responsibility of the person
scheduling the meeting to inform all individuals that are invited or required to be in attendance.

-

Monthly / Annual Meetings. Parent Teacher Association (PTA), English Learner Advisory Council (ELAC),
School Site Council (SSC) and other monthly meetings will be scheduled and announced through the
Newsletter and School Website. The same posting will take place for Back to School Night, Open House and
other annual meetings.

-

School Website. Each school will be assigned a school site page which is connected to the District’s main
website. Each school will be responsible for updating and maintaining the content on their website.
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10.10 DISTRICT AND SCHOOL WEBSITES
The purpose of the District website is to provide a service, present information on the District, announce upcoming
District-wide events and meetings, inform staff, families and community members about the District and its
departments, create a forum that addresses a certain issue, and deliver news on a particular subject. The District
website also provides electronic forms and surveys to obtain information from staff, parents and community
members. The District website will provide links to the California Department of Education, Board Policies,
Education Code, as well as provide the required posting of Governing Board meetings and minutes.
The purpose of the school website is to provide a service, present information on the school, make an
announcement regarding upcoming events, newsworthy activities, inform families about your school, create a
forum that addresses a certain issue, and deliver news on a particular subject. The school website will also provide
parents a link to the electronic Parent Portal, School Accountability Report Card (SARC).
-

Always keep in mind the intended audience. Is it for students? For parents? For the community? For the
media? For the District?

-

Process to Go Through. Each school site or department will assign a site Webmaster. The site Webmaster
will be trained on the technical aspects of maintaining a website. The site Webmaster will then train and
provide links for site staff. It is the site Webmaster and Site / Department Supervisor to maintain and
monitor the website for content, to assure that the website is up to date and to archive files that are no
longer needed.

The Website should contain certain elements prescribed by District administration which includes:
●
school/department home page or link
●
school / department name, address, contact numbers
●
name of the department head or school principal
●
message from the principal
●
photo of the school and/or mascot
●
mission statement
●
standard required links for school sites: bell schedule, staff directory with contact info/e-mail links,
school calendar, online newsletter, Electronic Parent Portal, District home page, School Accountability
Report Card (SARC), classroom pages, safety plan, cyberbullying policy, student achievement reports
(API, etc.), student handbook, direct link to Enrollment and Transportation pages.
Additional Optional Links. Menu, specific program information.
Process for Website Assistance and Training.
1. The Principal / Department Head will select 1-2 Webmaster(s).
2. The Webmasters will be trained during the first month of school
3. The Site / Department Webmaster will work with the Department Head / Principal / Assistant Principal to
design and maintain the buttons (links) within the website
4. The Site / Department Webmaster will train the staff and provide Passwords, Buttons and / or pages
accordingly.
**Please check with the school office as to who is the designated webmaster at your respective site**
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Appendix A

Board Policy
Employee Use of Technology
BP 4040
Personnel
The Governing Board believes that the Internet is a powerful tool that can be used to assist with
education. The Board recognizes that technological resources can enhance employee performance by
improving access to and exchange of information, offering effective tools to assist in providing a quality
instructional program, facilitating communications with parents/guardians, students, and the community
and supporting district and school operations. The Board expects all employees to use the available
technological resources on a daily basis to perform their job responsibilities. As needed, employees shall
receive training in the appropriate use of these resources.
(cf. 0440 - District Technology Plan)
(cf. 1113 - District and School Web Sites)
(cf. 4032 - Reasonable Accommodation)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
(cf. 6163.4 - Student Use of Technology)
Employees shall be responsible for the appropriate use of technology and shall use the district's
technological resources primarily for purposes related to their employment. Such use is a privilege which
may be revoked at any time.
(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)
Technology hardware, software, and information held therein are considered to be property of the district.
Employees should be notified that computer files and communications over electronic networks, including
e-mail and voice mail, are not private. These technologies shall not be used to transmit confidential
information about students, employees or district operations without authority.
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 5125 - Student Records)
(cf. 5125.1 - Release of Directory Information)
The Superintendent or designee shall ensure that all district computers with Internet access have a
technology protection measure that prevents access to visual depictions that are obscene or child
pornography, and that the operation of such measures is enforced. The Superintendent or designee may
disable the technology protection measure during use by an adult to enable access for bona fide research
or other lawful purpose. (20 USC 6777; 47 USC 254)
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Online/Internet Services
To ensure proper use of the system, the Superintendent or designee may monitor the district's
technological resources, including e-mail and voice mail systems, at any time without advance notice or
consent. If passwords are used, they must be known to the Superintendent or designee so that he/she
may have system access.
The Superintendent or designee shall establish administrative regulations which outline employee
obligations and responsibilities related to the use of district technology. He/she also may establish
guidelines and limits on the use of technological resources. Inappropriate use shall result in a cancellation
of the employee's user privileges, disciplinary action and/or legal action in accordance with law, Board
policy and Administrative regulations.
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
The Superintendent or designee shall provide copies of related policies, regulations and guidelines to all
employees who use the district's technological resources. Employees shall be asked to acknowledge in
writing that they have read and understood these policies, regulations, district's Acceptable Use
Agreement and other technology guidelines.
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
Use of Cellular Phone or Mobile Communications Device
An employee shall not use a cellular phone or other mobile communications device for personal business
while on duty, except in emergency situations and/or during scheduled work breaks.
Any employee that uses a cell phone or mobile communications device in violation of law, Board policy, or
administrative regulation shall be subject to discipline and may be referred to law enforcement officials as
appropriate.
(cf. 3513.1 - Cellular Phone Reimbursement)
(cf. 3542 - School Bus Drivers)
(cf. 4156.3/4256.3/4356.3 - Employee Property Reimbursement)
In the event that the use of an electronic resource affects the working conditions of one or more
employees, the Superintendent or designee shall notify the employees' exclusive representative.
(cf. 4143/4243 - Negotiations/Consultation)
Legal Reference:
EDUCATION CODE
51870-51874 Education technology
52270-52272 Education technology and professional development grants
52295.10-52295.55 Implementation of Enhancing Education Through Technology grant program
GOVERNMENT CODE
3543.1 Rights of employee organizations
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PENAL CODE
502 Computer crimes, remedies
632 Eavesdropping on or recording confidential communications
VEHICLE CODE
23123 Wireless telephones in vehicles
23123.5 Mobile communication devices; text messaging while driving
23125 Wireless telephones in school buses
UNITED STATES CODE, TITLE 20
6751-6777 Enhancing Education Through Technology Act, Title II, Part D, especially:
6777 Internet safety
UNITED STATES CODE, TITLE 47
254 Universal service discounts (E-rate)
CODE OF FEDERAL REGULATIONS, TITLE 47
54.520 Internet safety policy and technology protection measures, E-rate discounts
Management Resources:
WEB SITES
CSBA: http://www.csba.org
American Library Association: http://www.ala.org
California Department of Education: http://www.cde.ca.gov
Federal Communications Commission: http://www.fcc.gov
U.S. Department of Education: http://www.ed.gov

Policy adopted:
Revised:
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Administrative Regulation
Employee Use Of Technology
AR 4040
Personnel
On-Line Internet Services: User Obligations and Responsibilities
Employees are authorized to use district equipment to access the Internet or on-line services in
accordance with Board policy and the user obligations and responsibilities specified below.
1.
The employee in whose name an on-line services account is issued is responsible for its proper use
at all times. Employees shall keep account information, home addresses and telephone numbers private.
They shall use the system only under their own account number.
2.

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

3.
Employees shall not access, post, submit, publish or display harmful or inappropriate matter that is
threatening, obscene, disruptive or sexually explicit, or that could be construed as harassment or
disparagement of others based on their race/ethnicity, national origin, gender, sexual orientation, age,
disability, religion or political beliefs.
(cf. 4030 - Nondiscrimination in Employment)
(cf. 4031 - Complaints Concerning Discrimination in Employment)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
4.
Employees shall not use the system to promote unethical practices, unauthorized commercial
activities, political activities, or any activity prohibited by law, Board policy or administrative regulations.
Each exclusive bargaining representative shall be limited to communication and activities permitted by the
appropriate collective bargaining agreement and California Law.
(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)
5.
Employees shall not use the system to engage in commercial or other for-profit activities without
permission of the Superintendent or designee.
6.
Copyrighted material shall not be placed on the system without the author's permission.
Employees may download copyrighted material only in accordance with applicable copyright laws.
(cf. 6162.6 - Use of Copyrighted Materials)
7.
Employees shall not intentionally upload, download or create computer viruses and/or maliciously
attempt to harm or destroy district equipment or materials or the data of any other user, including socalled "hacking."
8.

Employees are encouraged to develop any classroom or work-related web sites, blogs, forums, or
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similar online communications representing the district or using district equipment or resources. All such
communication shall be by Superintendent or designee guidelines, aligned with policy and the Employee
Use of Technology Agreement. Such sites shall be subject to rules and guidelines established for district
online publishing activities including, but not limited to, copyright laws, privacy rights, and prohibitions
against obscene, libelous, and slanderous content. Because of the unfiltered nature of blogs, any such site
shall include a disclaimer that the district is not responsible for the content of the messages. The district
retains the right to delete material on any such online communications.
(cf. 1113 - District and School Web Sites)
9.
Employees shall not read other users' electronic mail or files. They shall not attempt to interfere
with other users' ability to send or receive electronic mail, nor shall they attempt to read, delete, copy,
modify or forge other users' mail.
10.
Users shall report any security problem or misuse of the services to the Superintendent or
designee.
(cf. 6163.4 - Student Use of Technology)
11.

Use of the district's electronic information system is a privilege, not a right.

Inappropriate use may result in cancellation of a user's privileges. If the system administrator determines
that a user's privileges should be denied, revoked or suspended, the user may appeal such determination.
Appeal Procedure
1.
Within 10 days after determining that a user engages in inappropriate use, the system
administrator will recommend, in writing, to the Assistant Superintendent that the user's privileged be
denied, revoked or suspended.
2.
The user will then have 10 days to appeal, in writing, the system administrator's recommendation
to the Assistant Superintendent.
3.
After receiving the user's appeal, the Assistant Superintendent shall schedule a meeting within 10
days with the system administrator and the user. During this meeting, the system administrator and the
user may present their positions. The Assistant Superintendent will make a decision that is final and
binding on both the system administrator and the user.

Regulation approved:
Revised:
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Appendix B

Board Policy
Sexual Harassment
BP 4119.11
Personnel
The Governing Board prohibits sexual harassment of district employees and job applicants. The Board also prohibits
retaliatory behavior or action against district employees or other persons who complain, testify or otherwise
participate in the complaint process established pursuant to this policy and administrative regulation.
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4030 - Nondiscrimination in Employment)
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 staff

(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
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. (5 CCR 4964)
Any district employee or job applicant who feels that he/she has been sexually harassed or who has knowledge of
any incident of sexual harassment by or against another employee, a job applicant or a student, shall immediately
report the incident to his/her supervisor, the principal, district administrator or Superintendent.
A supervisor, principal or other district administrator who receives a harassment complaint shall promptly notify the
Superintendent or designee.
Complaints of sexual harassment shall be filed in accordance with AR 4031 - Complaints Concerning Discrimination
in Employment. An employee may bypass his/her supervisor in filing a complaint where the supervisor is the subject
of the complaint.
(cf. 4031 - Complaints Concerning Discrimination 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 against a district employee, job applicant, or student is in violation of
this policy and is subject to disciplinary action, up to and including dismissal.
(cf. 4117.4 - Dismissal)
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(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

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
12950.1 Sexual harassment training
LABOR CODE
1101 Political activities of employees
1102.1 Discrimination: sexual orientation
CODE OF REGULATIONS, TITLE 2
7287.8 Retaliation
7288.0 Sexual harassment training and education
CODE OF REGULATIONS, TITLE 5
4900-4965 Nondiscrimination in elementary and secondary education programs receiving state financial assistance
UNITED STATES CODE, TITLE 42
2000d-2000d-7 Title VI, Civil Rights Act of 1964
2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended
2000h-2-2000h-6 Title IX, 1972 Education Act Amendments
CODE OF FEDERAL REGULATIONS, TITLE 34
106.9 Dissemination of policy
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:
OFFICE OF CIVIL RIGHTS AND NATIONAL ASSOCIATION OF ATTORNEYS GENERAL
Protecting Students from Harassment and Hate Crime, January, 1999
WEB SITES
California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
Equal Employment Opportunity Commission: http://www.eeoc.gov
U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/about/offices/list/ocr/index.html

Policy MONTEREY PENINSULA UNIFIED SCHOOL DISTRICT
adopted: May 14, 2007
Monterey, California
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Appendix B

Administrative Regulation
Sexual Harassment
AR 4119.11
Personnel
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; 5 CCR 4916)
1.

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

2.

Submission to or rejection of such conduct by the individual is used as the basis for an employment
decision affecting him/her

3.

The conduct has the purpose or effect of unreasonably interfering with the other individual's work
performance; creating an intimidating, hostile, or offensive work environment; or adversely
affecting the other individual's evaluation, advancement, assigned duties, or any other condition of
employment or career development

4.

Submission to or rejection of the conduct by the other individual is used as the basis for any
decision affecting him/her regarding benefits, services, honors, programs, or activities available at
or through the district

Other examples of actions that might constitute sexual harassment, whether committed by a supervisor, a
co-worker, or a non-employee, in the work or educational setting, 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 e-mails;
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

Prohibited sexual harassment may also include any act of retaliation against an individual who reports a
violation of the district's sexual harassment policy or who participates in the investigation of a sexual
harassment complaint.
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Training
By January 1, 2006, and every two years thereafter, 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 newly hired or promoted supervisory employees shall receive
training within six months of their assumption of the supervisory position. (Government Code 12950.1)
The district's training and education program for supervisory employees shall include information and
practical guidance regarding the federal and state statutory law on the prohibition against and the
prevention and correction of sexual harassment and the remedies available to the victims of sexual
harassment in employment. The training shall also include practical examples aimed at instructing
supervisors in the prevention of harassment, discrimination, and retaliation. (Government Code 12950.1)
In addition, the Superintendent or designee shall ensure that all employees receive periodic training
regarding the district's sexual harassment policy, particularly the procedures for filing complaints and
employees' duty to use the district's complaint procedures.
Notifications
A copy of the Board policy and this administrative regulation shall: (Education Code 231.5)
1.

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

2.

Be provided to each faculty member, all members of the administrative staff, and all members of
the support staff 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 either a copy of information sheets prepared by the California Department of
Fair Employment and Housing (DFEH) or a copy of district information sheets that contain, 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
(cf. 4031 - Complaints Concerning Discrimination in Employment)

5.

The legal remedies and complaint process available through DFEH and the Equal Employment
Opportunity Commission (EEOC)
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6.

Directions on how to contact DFEH and the EEOC

7.

The protection against retaliation provided by 2 CCR 7287.8 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

Regulation approved:
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Appendix C

Board Policy
Drug And Alcohol-Free Workplace
BP 4020
Personnel
The Governing Board believes that the maintenance of drug- and alcohol-free workplaces is essential to
school and district operations.
No employee shall unlawfully manufacture, distribute, dispense, possess, use or be under the influence of
any alcoholic beverage, drug or controlled substance as defined in 21 USC 81 at any school district
workplace. These prohibitions apply before, during and after school hours. A school district workplace is
any place where school district work is performed, 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 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.
(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)
The Superintendent or designee shall notify employees of these prohibitions. (Government Code 8355; 41
USC 702)
An employee shall abide by the terms of this policy and notify the district, within five days, of any criminal
drug or alcohol statute conviction which he/she receives for a violation occurring in the workplace. (41
USC 702)
The Superintendent or designee shall notify the appropriate federal granting or contracting agencies
within 10 days after receiving notification, from an employee or otherwise, of any conviction for a violation
occurring in the workplace. (41 USC 701)
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. A plea or verdict of guilty, a
finding of guilt by a court in a trial without a jury, or a conviction following a plea of nolo contendere shall
be deemed to be a conviction. (Education Code 44836, 45123)
(cf. 4112 - Appointment and Conditions of Employment)
(cf. 4212 - Appointment and Conditions of Employment)
A classified employee may be reemployed after conviction of such an offense if the Board determines,
from the evidence presented, that the person has been rehabilitated for at least five years. (Education
Code 45123)
The Board may take appropriate disciplinary action, up to and including termination, or require the
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employee to satisfactorily participate in and complete a drug assistance or rehabilitation program
approved by a federal, state or local health, law enforcement or other appropriate agency.
(cf. 4117.4 - Dismissal)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
The Superintendent or designee shall establish a drug- and alcohol-free awareness program to inform
employees about: (Government Code 8355)
1.

The dangers of drug and alcohol abuse in the workplace

2.

The district policy of maintaining drug- and alcohol-free workplaces

3.

Any available drug and alcohol counseling, rehabilitation, and employee assistance programs

(cf. 4159/4259/4359 - Employee Assistance Programs)
4.

The penalties that may be imposed on employees for drug and alcohol abuse violations

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
CODE OF FEDERAL REGULATIONS, TITLE 21
1308.01-1308.49 Schedule of controlled substances

Policy adopted:
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Appendix D

Board Policy
Exposure Control Plan For Blood borne Pathogen
BP 4119.42
Personnel
As part of its commitment to provide a safe and healthful work environment, the Governing Board
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.

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
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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

Policy MONTEREY PENINSULA UNIFIED SCHOOL DISTRICT
adopted: May 14, 2007
Monterey, California
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Appendix E

Monterey Peninsula Unified School District
AUDIOVISUAL PERMISSION FORM
Teachers:
The Monterey Peninsula Unified School District Employee Handbook states that teachers must request permission to use DVDs,
films, and VHS tapes in the classroom that were not purchased as a part of District Board and California State Approved
Curriculum. While these audiovisual materials may enhance and enrich the state curriculum and the teaching of state
standards, the following procedures must be followed in order to use these materials:
✓
✓
✓

✓
✓

The teacher must fill out this form and present it to administration at least ten days in advance of the use of the
audiovisual material, including video streaming.
The teacher must clearly tell what curricular area this DVD, etc. supports and identify the state standard(s) that will be
taught or reviewed through the use of the material.
The teacher must include a copy of the letter that they will send to parents to notify them of the use of the DVD, etc. if
permission is received from administration. The parental letter must be sent home at least five days prior to the
planned use of the film.
The teacher must list the rating of the DVD, etc., such as G for a family audience, PG for parental guidance, etc.
The copyright must allow for classroom use.

TO:

School Site Administrator

DATE:

________________________________________________

TEACHER:

________________________________________________

1.

List the audiovisual material you wish to use:

2.

Does the copyright provide for non-profit student use?

3.

What is the format of this material? (DVD, etc.)

4.

What curricular area will the use of this material support?

5.

Please list the standards that will be taught or reviewed with this material.

6.

Length of time for viewing audiovisual in class ____________

7.

What is the rating by the Motion Picture Classification and Rating Administration (CARA) of the material?

TO:

__________________________________

RE:

Use of Audiovisual Material

____________

I approve the use of this audiovisual material. Send out the letter to parents notifying them of its use.

____________

I do not approve of the use of this audiovisual material.

____________

I need further clarification concerning your use of this audiovisual material. Please see me.

Site Administrator’s Signature _____________________________________________ Date _____________________
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Form Developed 7/2010

Monterey Peninsula Unified School District
Date: ____________________________
Dear Parents and Guardians:
To enrich our current classroom study, I would like to use the audiovisual material described below:
Name of audiovisual material:
Format of audiovisual material:
Date of use:
If a DVD or VHS tape, the rating by the Classification and Rating Administration (CARA) is
This audiovisual material relates to our classroom study of
This material will supplement classroom discussion and/or provide writing topics related to the classroom
study.
If you do not want your child to view this material, please send back the bottom of this sheet. If you feel
that this audiovisual material will aid in your child’s learning, you do not need to return this sheet. I will
assume you have a positive response.
Sincerely,

Dear Instructor,
__________ I do not want my child to view this material. Please find an alternate learning assignment for
my child during this classroom time.
The reasons for your objections would be appreciated by the Instructor:
Name of Student:

Signature of Parent:
Date:
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Appendix F

Monterey Peninsula Unified School District
Network/E-Mail /Internet
Employee Acceptable Use Policy
Please read the following Acceptable Use Policy (AUP) regarding staff use of our District’s networks, e-mail, and
Internet access. In order to gain access to these resources, you must sign the form at the end of this document
and return to the District Human Resources Department.
INTRODUCTION:
The Internet has become a vital part of our information infrastructure. Used daily by educators, businesses,
government agencies, and private individuals, mastery of this relatively new medium has become vital to success in
our daily lives.
The MPUSD Board of Trustees believes that access to District networks, e-mail, and Internet will provide students
and staff with nearly limitless opportunities. The goal is to promote educational excellence by facilitating and
encouraging resource sharing, innovation, collaboration, and communication. The District strongly believes in the
educational value of these technology resources and recognizes the potential of such to support its curriculum,
instruction, and student learning.
MPUSD recognizes the potential for misuse or abuse of our networks, e-mail, and Internet, and is required by law to
make reasonable efforts to protect its students and staff. The District has systems in place that are designed to limit
access to harmful matter on the Internet and to block incoming e-mail that is harmful or inappropriate. Such filtering
software, however, may not adequately protect users from accessing all harmful matter on the Internet or through
e-mail. All users must remain vigilant and diligently guard against inappropriate or illegal interaction with members
of the Internet community.
TERMS AND CONDITIONS OF THIS POLICY:
Please read this portion of the document carefully. If you violate any of these provisions, your access to District
networks, e-mail, and the Internet will be revoked and you may be subject to legal and/or disciplinary action.
1. Personal Responsibility: I accept personal responsibility for my use of District network, e-mail and Internet
services.
2.

Acceptable Use: My use of these services must be in support of education and research and within the
educational goals and objectives of MPUSD.

3. Prohibited Use. The following uses for the networks, e-mail and Internet are prohibited:
a. Any use that violates federal, state or local law. This includes, but is not limited to, the transmission of
copyrighted materials.
b. While using that organization’s network or computing resources, violating any other organization’s rules
for use of its network or computing resources.
c. Knowingly bypassing or penetrating any Internet security measures, including gaining entry or “hacking”
into systems or accessing restricted material without authorization.
d. Any use that assists, supports or promotes another person’s network, e-mail or Internet use in violation of
these rules.
e. Production, transmission or storage of any communication or material that may be considered:

 SEE WEBSITE FOR FORMS/INFO

69

(1) Harmful matter as defined by Penal Code Section 313 meaning “matter, taken as a whole, which
to the average person, applying contemporary statewide standards, appeals to the prurient
interests, and is matter which, taken as a whole, depicts or describes in a patently offensive way
sexual conduct and which, taken as a whole, lacks serious literary, artistic, political, or scientific
value for minors.” Any communication or material otherwise considered pornographic, obscene,
vulgar or sexually explicit is prohibited.
(2) Defamatory, abusive, harassing or threatening toward another person. Communications or
materials that denigrate persons based upon race, ethnicity, religion, gender, or disability are
prohibited.
(3) Promoting, encouraging or supporting the use of controlled substances.
(4) Commercial activities by individuals or for-profit entities.
(5) Violating another person’s right to privacy.
(6) Using a false identity on the Internet.
(7) Otherwise prohibited on a school campus or in a workplace.
f. Accessing any pornographic, obscene, vulgar or sexually explicit material, or any material that promotes,
encourages or supports any unlawful activity.
4. Privileges: Use of the network, e-mail or Internet is a privilege, not a right, and inappropriate use will result
in withholding of privilege. Each person who is granted access must have on file a signed Acceptable Use
Policy form.
Although the Director of Information Technology (under the aegis of the Board of Trustees) shall be the final
arbitrator regarding decisions of appropriateness, this decision shall normally be delegated to site principals.
Principals may deny, revoke, or suspend access to District networks, e-mail, or the Internet for violations of
this policy. Privileges may be suspended pending investigation of suspected violations of this policy.
5. No Expectation of Privacy: Users of District networks, e-mail, or Internet access are reminded that the
network is District property and that they have no expectation of privacy. Files on machines connected to
the network may be inspected at any time. Inappropriate and/or unlicensed files/programs will be deleted
and disciplinary action taken as necessary. Users are reminded that email sent via the District’s network is
not privileged or private and may be reviewed by the District, as the District deems prudent.
6. Network Etiquette: Users are expected to abide by the generally accepted rules of network etiquette. These
rules include, but are not limited to the following:
a. Be Polite. Never send or encourage others to send abusive messages.
b. Use Appropriate Language. Never use vulgarities or any other inappropriate language. Remember that
you are a representative of the District and what you say and do can be viewed globally! Inappropriate
language of any kind is strictly forbidden.
c. Personal Privacy. Do not reveal personal identifying information on the Internet, such as home address or
personal telephone number, or the addresses and telephone numbers of students or colleagues.
d. Disruptions. Do not use the network in any way that would disrupt use of the network by others.
e. Other Considerations:
✓ Be brief. Few people will bother to read a long message.
✓ Minimize spelling errors and make sure messages are easy to understand and read.
✓ Use accurate and descriptive titles for articles.
✓ Remember that humor and satire is very often misinterpreted.
✓ Remember that if you post to multiple groups; specify all groups in a single message.
✓ Cite references for any facts you present.
✓ Forgive the spelling and grammar errors of others.
✓ Post only to groups you know.
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7. Services: MPUSD makes no warranties of any kind, whether expressed or implied, for the technology
resource services it is providing. MPUSD is not responsible for any damages suffered while on our systems.
Damages include loss of data, inability to complete work due to system down time, and loss of privacy. Use
of information obtained via the Internet is at your own risk. MPUSD specifically disclaims any responsibility
for the accuracy of information obtained through its services.
8. Security: Security on any network is a high priority and is everyone’s responsibility. If you suspect a security
problem, notify appropriate school personnel at once. Never demonstrate the problem to other users.
Never use another individual’s password or account. Never give your passwords to another person. Any user
identified as a security risk will be denied access to the network and may face disciplinary action.
9. Vandalism: Vandalism is defined as any malicious attempt to harm or destroy anyone else’s data, or any
attempt to deprive other users of network services or computers. This includes, but is not limited to the
creation and uploading/downloading of viruses or Trojan Horse programs, unauthorized tampering with the
Control Panel setting for computers, or physical damage to any machine. Vandalism will result in the loss of
computer access, disciplinary action, and legal referral.
10. Updating: The Information Technology Department may occasionally update this document as necessary to
reflect changing requirements.
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EMPLOYEE SIGNATURE PAGE
EMPLOYEE:
I will take personal responsibility to abide by the provisions and conditions of MPUSD’s Acceptable Use Policy and
the acceptable and the prohibited uses outlined therein. I recognize that it is impossible for the MPUSD to prevent
access to all controversial materials, and I will not hold the District responsible for materials found or acquired on
the network.
I understand that my duty for student supervision during student Internet access in the classroom is the same as my
duty for any other classroom activity. I will not be held responsible for student's access to the Internet without my
knowledge or consent during times when I am not present or responsible for the supervision of students. I further
understand that if I violate this policy, my access may be revoked and appropriate disciplinary and/or legal action
may be taken.
USER INFORMATION:
Name: (Please print clearly) _________________________________________________________
School or Site: ___________________________________ Position: _________________________
By signing this form, you are stating that you have read the Acceptable Use Policy and will abide by its conditions.
Your response will be kept on file for future reference.

Employee Signature: ______________________________ Date: ____________________________
Note: Please send this form via intra-district mail to the Human Resources Department at the District Office.

FOR HUMAN RESOURCES AND INFORMATION TECHNOLOGY
DEPARTMENT USE ONLY!
Received By HR:

Date Received:

Processed By IT:

Date Processed:
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