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Employee Handbook Overview
It is a pleasure to extend a warm welcome to you as an employee of the East Whittier City
School District. We are pleased that you have chosen to be on our team and to share our goal of
providing a quality education for all students. This handbook was prepared specifically for you,
so that you might know how the East Whittier City School District is organized, the benefits to
which you are entitled and your responsibilities as an employee. It is our hope that this handbook
is a helpful source of information that will serve to make your employment satisfying and
rewarding.
This handbook is designed to be a resource guide for all employees. Please use it in conjunction
with Board Policies, the Collective Bargaining Agreements of the East Whittier Education
Association (EWEA) or the California School Employees Association, Chapter #87 (CSEA), and
with additional information supplied by your supervisor.
This handbook fulfills the District’s legal obligation to inform you annually of several policies,
procedures, and unit member responsibilities. If handbook statements are found to be in conflict
with existing or future state or federal laws, Board Policies of the East Whittier City School
District, or with the respective negotiated agreements, such laws, policies, and agreements will
supersede any statements made in this Employee Handbook.
This employee handbook is a working document and will be updated annually.
Please sign the Handbook Acknowledgment Form. This form must be turned in to your
supervisor, it will then be sent to Personnel Services.
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Mission Statement
The East Whittier City School District is a learning organization of valued members whose
mission, in partnership with the whole community, is to ensure that every one of our students is
prepared for success in high school and beyond by preparing them to be 21st Century Learners.
Our focus is on Critical Thinking, Communication, Collaboration, Creativity, and Community,
so that we can Open the Door to Every Child’s Future.

Why Are We Here
•
•
•
•

To provide quality service to our students, families, and community.
To be part of a highly effective team that works together to achieve the District’s mission.
To maximize our resources in providing the services that support quality instruction.
To perform at an optimal level and make a commitment to continuous improvement.
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District Administration
Marc Patterson
Dr. Douglas Staine
Gabriela Tavitian
Santhasundari Rajiv
Monica Valenzuela
Alane Calhoun
Maria Calderon
Jason Zahariades
Michael Chapko
Corrin Conley
Lorena Duran

Superintendent
Assistant Superintendent, Personnel Services
Assistant Superintendent, Educational Support Services
Assistant Superintendent, Business Services
Director, Budget and Accounting
Director, Categorical and Assessment
Director, Curriculum and Instruction
Director, Nutrition Services
Director, Information Services
Director, Maintenance, Operations and Facilities
Director, Personnel Services
Director, Student Services

Julie Gonzalez
Gabriela Aldana
Skarlette Torres
Justin Mayernik
Andrew Alvidrez
Elisa Clarke
Santa Acuna
Scott Blackwell
Virginia Terreri
Tim Strand
Kim Songer
Renee Mackay
Kelli Rytky
Paul White

Principal, Ceres Elementary
Principal, East Whittier Middle School
Principal, Evergreen Elementary
Principal, Granada Middle School
Principal, Hillview Middle School
Principal, La Colima Elementary
Principal, Laurel Elementary
Principal, Leffingwell Elementary
Principal, Mulberry Elementary
Principal, Murphy Ranch Elementary
Principal, Ocean View Elementary
Principal, Orchard Dale Elementary
Principal, Scott Ave. Elementary
Administrator, STEP/MTSS

3

Professional Standards
The Board of Education expects District employees to maintain the highest ethical standards,
follow District policies and regulations, and abide by state and federal laws. Employee conduct
should enhance the integrity of the District and advance the goals of the educational programs.
District personnel are expected to adhere to the highest ethical standards and behavior in their
relations with students, parents, the community, and colleagues. The Governing Board fully
supports Professional Standards for the District based on the twelve principals of Respect,
Honesty, Trustworthiness, Loyalty, Courtesy, Self-Discipline, Integrity, Fairness, Responsibility,
Cooperation, Citizenship, and Compassion.
(BP 4119.21, 4219.21, 4319.21)

Dress and Grooming
The Board of Education believes that appropriate dress and grooming by district employees
contribute to a productive learning environment and model positive behavior. During school
hours and at school activities, employees shall maintain professional standards of dress and
grooming that demonstrate their high regard for education, present an image consistent with the
job responsibilities and assignment, and not endanger the health or safety of the employees or
students. All employees shall be held to the same standards unless their assignment provides for
modified dress as approved by their supervisor.
(BP 4119.22, 4219.22, 4319.22)
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Employment Documents
The following legal compliance documents are required conditions for employment:
• Offer of Employment Contract or Assignment
• Every employee must receive fingerprint clearance from the Department of Justice and
Federal Bureau of Investigation (BP 4112.5, 4212.5, 4312.5)
• Employees with a Sex Offense (Ed. Code 44010) or Controlled Substance Violation
(Ed. Code 44011) are ineligible for employment with the District
• All employees must have a current TB clearance on file (Ed. Code 49406)
• Certificated employees must submit a Certificate of a Medical Examination
(Ed. Code 44839)
• Employees may be required to submit to a lumbar spine exam or lifting exam for specific
classified positions
• Affirmation of the Oath of Allegiance must be on record (BP 4112.3, 4212.3, 4312.3)
• Notice of compliance for Equal Employment Opportunities/ADA requirements
• Acknowledgment of legal mandated employment documents received, including:
•
Communicable Disease Control Information
•
Hazardous Materials Communication Program*
•
Mandated Child Abuse Reporting*
•
Tobacco-Free Workplace*
•
Drug- and Alcohol-Free Policy*
•
Non-Discrimination Policy*
•
Uniform Complaint Procedures*
•
Williams Complaint Procedures*
•
Sexual Harassment Policy*
*The corresponding Board Policy can be found in the Appendix.
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Relationship Between Employee and Supervisor
Your supervisor will work to help you effectively learn and perform your job duties. He/She will
familiarize you with new policies, practices, and District culture and procedures. Your supervisor
will assign your work, introduce you to other employees, orient you to the job responsibilities,
and explain the regulations concerning lunch breaks, rest periods, reporting absences, scheduling
vacations, and other job-related information that you will need to know. When you want advice
on a problem or an answer to a question, your supervisor will be able to help you. If not, he/she
will find the answer or direct you to someone who can assist you. Any questions you may have
regarding your employment can be answered by Personnel Services.

Employee Responsibilities and Expectations
• Report change of personal and contact information to Personnel Services.
• Have a current emergency form on file with your site and Personnel Services.
• Take responsibility for a healthy, safe and clear work environment: think safety,
work smart! Contact your supervisor to report any unsafe working conditions.
• Know the emergency procedures at your site.
• Respect and value ALL confidential and private information of both students and
employees; any employee who willfully releases confidential/privileged
information about the District, students or staff shall be subject to disciplinary
action. (BP 4119.23, 4219.23, 4319.23)
• Understand your job duties and responsibilities.
• Understand your supervisor’s expectations and maintain ongoing communication.
• Understand your job performance as it relates to the District, department, site, and
personal goals.
• Understand the evaluation process, timelines, and purpose; know who will evaluate
you and be familiar with the evaluation form.
• Understand your probationary period and any important dates.
• Maintain a professional standard of dress and grooming that demonstrates your high
regard for education and presents an image consistent with your job responsibilities.
• Be proactive. Take the initiative to communicate with your supervisor if you need
assistance.
• Know the procedures for attendance reporting and signing in.
• Know the person to contact if you are out for illness or personal reasons.
• Know how to enter an absence in Absence Management, and request a substitute if one is
required.
• Know your union or association representative’s name and contact information.
The collective bargaining agreements are on the District website, they are also available at each
site and in Personnel Services.

6

Confidentiality
The Board of Education recognizes the importance of keeping confidential information
confidential. Staff shall maintain the confidentiality of information acquired in the course of their
employment. Confidential/privileged information shall be released only to the extent authorized
by law.
An employee who willfully releases confidential/privileged information about the District,
students, or staff shall be subject to disciplinary action.
No employee shall disclose confidential information acquired in the course of his/her duties.
Confidential information includes information that is not a public record subject to disclosure
under the Public Records Act, information that by law may not be disclosed, or information that
may have a material financial effect on employees.
Any action by an employee which inadvertently or carelessly results in release of
confidential/privileged information shall be recorded, and the record shall be placed in the
employee’s personnel file. Depending on the circumstances, the Superintendent or designee may
deny the employee further access to any privileged information and shall take any steps
necessary to prevent any further unauthorized release of such information.
(BP 4119.23, 4219.23, 4319.23)

Annual Employee Notification
The District is required by Education Code to notify employees annually about Communicable
Disease Control, the Hazardous Materials Communication Program, Mandated Child Abuse
Reporting, Tobacco-Free Workplace, Drug- and Alcohol-Free Policy, Non-Discrimination
Policy, Uniform Complaint Procedures, Williams Complaint Procedures, and the Sexual
Harassment Policy. Also included in this handbook, though not required by Ed Code, are
Employee Assistance Service for Education, Industrial Accident Reporting including Medical
Provider Network notification, and Acceptable Use Policy for Electronic Resources.
Employees are expected to read, comply, and acknowledge receipt of this notification by
completing the Annual Employee Notification Acknowledgment form.
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Communicable Disease Control Information
Universal Precautions for Dealing with Bodily Fluids to Prevent Transmissions of Diseases:
Since we cannot identify all individuals infected with bloodborne diseases, blood and bodily
fluid precautions should be used consistently for ALL people.
1.

2.
3.
4.

5.

6.

All staff should routinely use appropriate barrier precautions to prevent skin and
mucous membrane exposure when in contact with blood or other body fluids of
any person. Gloves must be worn for touching blood and body fluids, mucous
membranes, or non-intact skin of all people and for handling items or surfaces
soiled with blood or body fluids.
Gloves must be changed after contact with each person. Hands should be
washed immediately after gloves are removed.
Hands and other skin surfaces should be washed immediately and thoroughly if
contaminated with blood or other body fluids.
In situations where lancets, needles or syringes are used, “Sharps Containers”
must be used for disposal. Recapping or breaking of needles is no longer an
acceptable practice. “Sharps Containers” must be locked up. Needles or sharp
items should NEVER be disposed of in a plastic bag.
The nurse’s office should have a separate, bag-lined waste container with a
“step-on” type opening lid used for soiled dressings, bandages, or cotton balls
with blood on them. The trash bag should be tied and disposed of each day. All
above mentioned materials from classrooms and other areas should be brought
to this special container rather than being disposed of in the classroom trash
cans, UNLESS the materials have been double bagged.
Playground supervisors should have gloves and facial tissue in their pocket for
playground injuries in which there is bleeding.

Environmental Precautions:
1. Surfaces exposed to blood or body fluids should be cleaned while wearing
gloves. First wash the area/article with soap and water, then clean with a
solution of 1 part household bleach and 10 parts water, or an EPA approved
product i.e. “Sani-cloth Plus”, “Dispatch”, or “Envirocide.” Dispose of all
materials used in the cleaning process in a plastic bag which is tied closed and
disposed of. Do not contaminate or handle the outside of the bag. Disinfect
mops immediately and carefully.
2. Carpets and other areas that cannot withstand the bleach solution can be
effectively cleaned with commercial carpet cleaning solution.
3. Women’s bathrooms should have a plastic or metal container lined with a
plastic bag for disposal of sanitary items. This bag should be tied closed and
disposed of daily.
4. It is safe to dispose of blood and other body fluids carefully down a drain. Clean
sink afterwards with cleaners.
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Laundry Instructions
The most important factor in laundering clothing contaminated in the school setting is
elimination of potentially infectious agents by soap and water. The addition of bleach will further
reduce the number of potentially infectious agents. Clothing soaked with body fluids should be
washed separately from other items. Presoaking may be required for heavily soiled clothing.
Otherwise, wash and dry as usual. If the material is bleachable, add ½ cup household bleach to
the wash cycle. If material is not colorfast, add ½ cup non-chlorine bleach (e.g. Clorox II,
Borateem) to the wash cycle.
What is AIDS/HIV Infection?
AIDS (Acquired Immune Deficiency Syndrome) is the advanced stage of HIV (Human
Immunodeficiency Virus) infection. The virus attacks the body’s immune system, leaving it
vulnerable to life-threatening opportunistic infections and malignancies. The virus also may
directly attack the central nervous system. Persons infected with HIV frequently have no
apparent symptoms and usually appear to be in good health. More than half of the people in the
United States who have been diagnosed with AIDS (the advanced stage of HIV infection) have
died.
How is HIV Infection Spread?
Everyone infected with HIV, even a person without apparent symptoms, is capable of
transmitting the infection. HIV infection is transmitted by:
1.
2.
3.
4.
5.

6.

Any sexual activity involving direct contact with semen, blood or vaginal
secretion of someone who is infected.
Sharing intravenous (IV) needles and/or syringes with someone who is infected.
Penetrating the skin with needles that have been used to inject an infected
person.
Direct contact on broken skin or mucous membrane with infected blood.
Receiving blood transfusions or blood products from someone who is infected.
(To keep blood safe, blood banks carefully screen donated blood. The risk of
catching a virus from a blood transfusion is low; the risk is 1 in 2 million for
HIV and 1 in 200,000 to 360,000 for Hepatitis B.)
Being born to an infected mother.

What is Hepatitis B?
Hepatitis B is an infection of the liver caused by a virus present in the blood and other body
fluids of an infected person. Not all people infected with the Hepatitis B virus show symptoms of
illness. Some people will have symptoms such as fatigue, mild fever, muscle or joint aches,
nausea, vomiting, loss of appetite, and abdominal pain. In some people, urine turns dark and skin
will turn yellow. The onset of symptoms may take between six weeks and six months after
transmission. People infected with Hepatitis B run a high risk of developing a chronic liver
disease such as cirrhosis and/or cancer of the liver.
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How is Hepatitis B Spread?
An infected person can transmit Hepatitis B as long as the virus remains in the blood.
Transmission may occur as early as four weeks before any symptoms present. A small number of
people will carry the virus in their blood for years and are known as chronic carriers. Hepatitis B
is transmitted by:
1.
2.
3.
4.
5.
6.
7.
8.

Sexual activity involving semen, blood, or vaginal secretions.
Sharing unsterile instruments used to penetrate the skin such as those used for
tattooing, ear piercing, and razors with an infected person.
Sharing intravenous (IV) needles and/or syringes with someone who is infected.
Direct contact of infected blood with mucous membrane of the eye and mouth.
Direct contact of infected blood with broken skin (e.g. cuts).
Accidental needle sticks with needles containing blood from a virus carrier.
Sharing toothbrushes.
Being born to an infected mother.

How Can HIV and Hepatitis B Infections Be Prevented?
A vaccine for Hepatitis B is available from health care providers. The cost of the vaccine is often
covered by the employee's individual health care plan. Workers determined to be at high risk by
their employers may be eligible to receive the vaccine through their employer.
Spread of Hepatitis B may occasionally occur in special education settings and classrooms
attended by developmentally delayed students who become Hepatitis B carriers while in hospital
or residential facilities. The risk of Hepatitis transmission in these special education classroom
settings can be almost eliminated by good environmental and personal hygiene (Universal
Precautions). Hepatitis B vaccination of susceptible personnel and students can reduce the risk to
virtually zero.
Since sexual intercourse and sharing of intravenous equipment are the major behaviors that
transmit the viruses that cause Hepatitis B and HIV infections, abstinence from these activities
eliminates the major risk of exposure for most people. Mutually monogamous sexual
relationships between uninfected partners are safe. Properly used condoms combined with waterbased lubricants containing spermicides greatly reduce the risk of transmission during sexual
intercourse with an infected person. Intravenous equipment and any equipment used to penetrate
the skin should not be shared. For persons who continue to share intravenous equipment,
cleaning with household bleach solution and rinsing with water can also reduce transmission by
this route.
HIV infection, Hepatitis B, and several other viruses are transmitted through sexual intercourse,
sharing of blood, and from infected women to their babies during pregnancy or at the time of
birth. Essentially all risk of these infections is outside of the work and school environments.
However, there is some, although very small, risk of blood exposure at work and at school.
Carriers of these viruses do not often show outward signs of infection and often are not aware of
being infected themselves. Therefore, ALL blood or blood-containing body fluids must be
considered potentially infectious.
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Hazardous Materials Communication Program
In order to maintain a safe and healthful work environment the East Whittier City School District
maintains a Hazard Communication Program that complies with Cal/OSHA General Industry
Safety Orders, California Code of Regulations, Title 8, Section 5194. The full program is
available by request to all employees or their designated representatives, Cal/OSHA personnel,
and other authorized people as required by California law. By making employee safety a high
priority for every employee, injuries and illness can be reduced, productivity can be increased,
and a safer and healthier environment can be promoted for all individuals at East Whittier City
School District.
Diligent implementation of this program will produce many benefits for East Whittier City
School District and its employees. Most notably, it will:
1.
2.
3.
4.
5.

Protect the health and safety of employees, and decrease the potential risk of
disease, illness, injury, and harmful exposures to district personnel.
Reduce workers’ compensation claims and costs.
Improve efficiency by reducing the time spent replacing or reassigning injured
employees, as well as reduce the need to find and train replacement employees.
Improve employee morale and efficiency as employees see that their safety is
important to management.
Minimize the potential for penalties assessed by various enforcement agencies by
maintaining compliance with Health and Safety Codes.

The Director of Maintenance, Operations and Facilities has the authority and the responsibility
for implementing and maintaining this Hazardous Materials Communication Program for the
East Whittier City School District.
All workers, including managers and supervisors, are responsible for complying with safe and
healthful work practices. All managers and supervisors are responsible for communicating with
all workers about occupational safety and health in a manner that is easily understandable to all
workers. Our communication system encourages all workers to inform their managers and
supervisors about workplace hazards without fear of reprisal.
General workplace safety and health practices include, but are not limited to, the following:
1.
2.
3.
4.
5.
6.
7.

Implementation and maintenance of the Hazardous Materials Communication
Program.
Emergency action and fire prevention plan.
Provisions for medical services and first aid, including emergency procedures.
Proper housekeeping, such as keeping stairways and aisles clear, work areas
neat and orderly, and promptly cleaning up spills.
Proper storage, preventing the need to stack goods in an unstable manner and/or store
goods against doors, exits, fire extinguishing equipment and electrical panels.
Proper reporting of hazards and accidents to supervisors.
Hazard communications, including worker awareness of potential chemical hazards,
and proper labeling of containers.
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8.

Proper storage and handling of toxic and hazardous substances including prohibiting
eating or storing food and beverages in areas where they can become contaminated.

Hazard Assessment
Periodic inspections to identify and evaluate workplace hazards shall be performed by a
competent observer in the areas of our workplace. Any workplace hazards shall be reported to
your supervisor, administrator, or Maintenance and Operations Supervisor (M&O).
District-wide Safety Data Sheets (SDS) are available in the Purchasing Department. Site-specific
SDS files/binders are available at each site. Facilities Services SDS files/binders are available at
M&O.
Hazard Correction
Unsafe or unhealthy work conditions shall be corrected in a timely manner based on the severity
of the hazards.
When a hazard is observed or discovered you should immediately report it to your site office.
The office will then submit a work order to Maintenance & Operations.
If an imminent hazard exists which cannot be immediately abated without endangering any
employee and/or property, we will remove all exposed workers from the area except those
necessary to correct the existing condition. Workers who are required to correct the hazardous
condition shall be provided with the necessary protection.
Accident/Exposure Reporting and Investigation
In the event of a workplace accident, bloodborne pathogens, bodily fluids and hazardous
substance exposure you should:
1.
2.

Report all accidents, injuries/illnesses and exposures to your supervisor or
administrator immediately after occurrence.
Secure and complete the necessary paperwork including State and District forms and
submit to your supervisor or administrator.

Procedures for investigating workplace accidents and hazardous substance exposures include:
1.
2.
3.
4.
5.

Interviewing injured workers and witnesses.
Examining the workplace for factors associated with the accident/exposure.
Determining the cause of the accident/exposure.
Taking corrective action to prevent the accident/exposure from reoccurring.
Recording the findings and actions taken.
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Mandated Child Abuse Reporting
All East Whittier City School District employees are mandated reporters, and required to
report suspected child abuse.
Child abuse is legally defined as any act of omission or commission that endangers or impairs a
child’s physical or emotional health and development. Child abuse is physical, sexual and mental
abuse, and neglect, perpetrated by an adult or older child. Sibling rivalry is not considered abuse.
Categories include:
Physical abuse: unlawful corporal punishment or injury.
Physical neglect: general and severe neglect.
Sexual Abuse: sexual assault; exploitation.
Emotional maltreatment/deprivation: willful cruelty or unjustifiable punishment.
Indicators of suspected child abuse are listed below to assist in recognizing potential or existing
problems.
Physical Abuse:
• Bruises, burns, abrasions, lacerations or swelling caused by other than accidental means.
• Belt buckle marks, handprints, bite marks and pinches.
• History of recurring injuries.
• Unexplained injuries: conflicting explanations or reasons for injury.
Physical Neglect:
• Child is lacking adequate medical or dental care.
• Child is often sleepy or hungry or appears malnourished.
• Child is often unsupervised. The conditions in the home are unsafe or unsanitary.
Sexual Abuse:
• Child makes statements about sexual activity with parents, relatives, friends of the family
or other adults. Unusually seductive with classmates and/or adults.
• Child shows an early or exaggerated awareness of sex.
• Child is known to be a victim of other forms of abuse.
Emotional Abuse:
• Child is frightened of parents/caretakers or at the other extreme is overprotective of
parents/caretakers. Child is frightened of going home.
• Child is extremely passive, overly compliant, apathetic, withdrawn or fearful or at the
other extreme, excessively aggressive, destructive or physically violent.
• Child is clingy and forms indiscriminate attachments, or is wary of physical contact.
As mandated reporters for suspected child abuse, employees are not required to prove suspicions,
nor are they to conduct an investigation, reporters are NOT investigators. The Whittier Police
Department, Los Angeles County Sheriff’s Department, and the Department of Children &
Family Services are child protective agencies and as such, are required to investigate reports of
suspected child abuse.
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All District employees are mandated by law to report child abuse to the Child Abuse Hotline by
telephone as soon as practically possible and to file a written report within 36 hours when the
staff member has suspicion or knowledge of such abuse.
Reporting suspected abuse is an individual responsibility. Employees are required to report
suspicions, even if the suspected victim is not under their jurisdiction. All reports are kept
confidential and may be disclosed only to persons or agencies to whom disclosure of the identity
of the reporting party is permitted under Penal Code 1116. All persons reporting suspected child
abuse are immune to liability (PC 11172). Any person who has suspicion or knowledge of abuse
and does not report it is liable to a fine of $1,000 fine and/or six months in jail confinement.
Procedures for Suspected Child Abuse Reporting
You may consult with your site administrator or counselor/social worker, however, the first
person who is made aware of child abuse concerns is the mandated reporter and must be the one
to report it immediately. The provided information will help you through the process. Be sure to
safeguard copies of any child abuse reports you make in your private records.
*If the child is fearful of going home and/or there are significant bruises/visible marks, it is
highly advised to consult the site administrator and the counselor/social worker immediately and
report it as soon as possible.
BEFORE YOU CALL:
1. Write down notes and details of the situation (what you would like to tell the hotline).
2. Take a copy of the Student’s Emergency Card (front/ back) or have the Aeries Demographics
ready, as you will need:
a. Name of Child(ren), Grade Level, DOB, Address (if the student has special needs)
b. Parent(s) Name(s), Address, Phone Number(s)
c. Sibling(s) Name(s), Age(s) or DOB
3. Have the school name and address available.
WHEN READY TO FILE THE REPORT:
1. Call the DCFS Hotline (Department of Children and Family Services, Los Angeles County) at
1-800-540-4000. Note the time of the call: ___________________.
Listen to the automated system. Push the number corresponding to your need:
• Report child abuse OR
• Consult (because you are not sure if it is an actual report)
2. Inform the operator that you are a mandated reporter wishing to report child abuse. You will
be asked about the situation and will need to provide your name, occupation, and the school
name and address.
3. Note the name of the Children’s Social Worker** (CSW): ____________________________.
4. If the Social Worker took the referral, note the 19-digit reference number:
___________________________, and move forward with completing an online report.
If no referral was taken, note any recommendations.
**At times, there is a long wait to speak to a social worker. The hotline may offer you the
option to leave a message for “call back”. If this option is available, you may need to leave a
personal number that you can be reached at when you are called back after school hours.
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A person may answer identifying him or herself as the “overflow desk”, this person will take
some information down and have a social worker call you back. In this case, you may also
need to leave your personal number, as you may get a call back after school hours.
Don’t forget to take your information sheet home for reference if you are going to be receiving
a call back.
COMPLETEING AN ONLINE REPORT:
1. Complete an online report within 36 hours of your call at: https://mandreptla.org/
You will need the 19-digit number to log in. (It may take over an hour for your report to
appear online.) Press “submit” when you are done.
2. You will be prompted to print the “confirmation”. We recommend printing 2 copies of the
report: one copy for your personal records and one copy for the front office coordinator (black
out your name and contact information on the office copy).
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Tobacco-Free Workplace Policy
The East Whittier City School District is a tobacco-free district. In order to receive funding from
any state or federal categorical program, the District must sign assurances that all buildings,
vehicles, properties, and activities will be tobacco-free. Notices are posted at each site to remind
our parents and community visitors that we are tobacco-free. We appreciate the cooperation of
parent and community participants in providing a tobacco-free environment for our students.
Tobacco use is prohibited in all facilities owned and/or operated by the East Whittier City School
District, including indoors, outdoors and in all District vehicles whether located on or off the
premises. This policy prohibits the use of tobacco and nicotine related products at all times on
District grounds. The prohibition applies to all employees, students and visitors at any activity
or athletic event on property owned, leased or rented by or from the District. The District will
provide a list of resources to assist individuals who wish to stop using tobacco products. Other
District health benefit providers offer tobacco cessation classes. Thank you to all East Whittier
City School District employees for your help in complying with this requirement.
(BP 3513.3)

Drug- and Alcohol-Free Policy
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 schoolowned 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.
(BP 4020)
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Employee Assistance Service for Education
The Employee Assistance Service for Education (EASE) program is a confidential program and
is available to all employees and their families.
EASE counselors specialize in:
• Family troubles
• Emotional distress
• Drug/alcohol problems
• Job anxieties and stress
• Grief, loss, transition
You may contact the EASE by calling 800-882-1341. Please feel free to visit their web site at
www.lacoe.edu//ease to learn more about the Employee Assistance Service for Education
program. Brochures and information are available at each site, in the Personnel Services
Department, and through a link on our District web page.
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Non-Discrimination Policy
One of the District's traditions has always been its policy of treating people with respect, dignity,
and understanding. The District does not discriminate on the basis of race, creed, religion, ethnic
origin, age, sex, disability, or sexual orientation. The District maintains a workplace that is free
from drugs and sexual harassment.

Schools Offer Equal Opportunity to All Students
East Whittier School District complies with Title IX Educational Amendments of 1972, as
required by federal law. Title IX prohibits discrimination on the basis of sex in any educational
program or activity receiving federal financial assistance.
It is the District’s policy to provide equal educational, athletic and counseling opportunities to
students regardless of their sex.

Equal Employment Opportunity/ADA
The East Whittier City School District, an Affirmative Action Equal Opportunity Employer, does
not discriminate on the basis of actual or perceived race, color, national origin, ancestry, religion,
age, marital status, pregnancy, physical or mental disability, medical condition, veteran status,
gender, sex or sexual orientation in any of its policies, procedures, practices or programs.
Furthermore, the District recognizes the Americans with Disabilities Act (ADA) and
acknowledges that reasonable accommodations for the employment of qualified persons with a
physical disability or medical condition are necessary.
If an employee has been determined to be a qualified injured worker (QIW), pursuant to Labor
Code Section 139.5, and unable to return to the employee’s usual and customary position, with
or without restriction, the following shall apply:
• An effort will be made to find another suitable alternative position with the District for
which the employee is qualified.
• In the event that no such alternative position can be identified, the employee shall be
provided with rehabilitation benefits pursuant to Labor Code Section 139.5.
• Upon commencement of rehabilitation services, such as training and/or placement, the
employee shall be deemed to have resigned from the District, and all accrued benefits per
the Education Code shall be paid upon resignation.
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Uniform Complaint Procedures
Pursuant to Title 5, California Code of Regulations, Section 4600 et seq, any individual, public
agency or organization may file a written complaint of alleged noncompliance with the
requirements of specified programs or activities, which receive state or federal funding, or a
written complaint of unlawful discrimination as set forth in Section 4610, with the District’s
Uniform Complaint Officer:
Gabriela Tavitian
Assistant Superintendent, ESS
14535 Whittier Blvd.
Whittier, CA 90605
562-907-5939
If a complainant is unable to put a complaint in writing, District staff will help them file the
complaint.
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Williams Complaint Procedures
The District shall not illegally discriminate against employees on any basis. Uniform complaint
procedures are established to address allegations of unlawful discrimination, as well as
complaints alleging violation of state and federal laws and the Williams Settlement. Employees
and members of the public may file complaints regarding insufficiency of instructional materials,
facilities conditions that pose a threat to health or safety, as well as teacher misassignments. The
Governing Board designates the Superintendent as the uniform complaint compliance officer, to
receive and delegate investigation to the proper department of all complaints and ensure
compliance with the law. Employees may contact the school office or the District office to obtain
a copy of the District's complaint procedures. Procedures can also be found in the appendix.
Notice to Parents/Guardians/Pupils/Teachers
Important Information about Your Complaint Rights
Williams Uniform Complaint Process, Education Code Section 35186(f)
This notice is provided to inform you of the following:
1.

2.
3.

4.

Every school must provide sufficient textbooks and instructional materials. Every
student, including English learners, must have textbooks or instructional materials, or
both, to use in class and to take home or use after class.
School facilities must be clean, safe and maintained in good repair.
Each class should be assigned a teacher and not a series of substitutes or other
temporary teachers. The teacher should have the proper credential and subject matter
training to teach the class, including training to teach English Learners, if present.
Teacher vacancy means a position to which a single designated certificated employee
has not been assigned at the beginning of the year for an entire year or, if the position
is for a one-semester course, a position to which a single designated certificated
employee has not been assigned at the beginning of a semester for an entire semester.
Misassignment means the placement of a certificated employee in a teaching or
services position for which the employee does not hold a legally recognized
certificate or credential or the placement of a certificated employee in a teaching or
services position that the employee is not otherwise authorized by statute to hold.
A complaint form may be obtained at the school office or the District office. You
may also download a copy of the California Department of Education complaint from
the following website: http://www.cde.ca.gov/re/cp/uc.
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Sexual Harassment Policy
East Whittier City School District is committed to maintaining a learning and working
environment that is free from sexual harassment. Sexual harassment is considered to be any
unwanted, unwelcome, or unsolicited sexual conduct imposed on a person who regards it as
offensive or undesirable. The key word in defining sexual harassment is unwelcome.
(AR 4119.11, 4219.11, 4319.11).
Employee to Employee Sexual Harassment is not tolerated and may lead to disciplinary action.
Employee to Student Sexual Harassment is not tolerated and may lead to disciplinary action.
Student to Student Sexual Harassment should be reported to the site administrator.
Contact your immediate supervisor or the Personnel Services Department if the harassment
involves your supervisor.
How do you know it is Sexual Harassment?
If someone's words or actions…
•
•
•

Are unwelcome or offensive to you
Make you feel uncomfortable or threatened
Affect your job performance

…then it may be Sexual Harassment and should be reported to your immediate
supervisor for investigation.
Sexual Harassment Takes Many Forms

Verbal
•
•
•
•
•
•

threats or insults
offensive comments
offensive jokes
pressure for dates
propositions
suggestion of a sexual nature

Non-Verbal
•
•
•
•
•
•

gestures/looks
staring/leering
posters/photos
drawings of sexual nature
emails
cartoons

Physical
•
•
•
•
•
•
•

cornering
pinching
grabbing
touching
assault
hugging
kissing

Be careful, you may never know who is offended by your comments or actions. Nothing
employees do at work is really ever “private”, including: conversations, telephone calls, websites
visited, email that are sent. Any employee who permits engages in, or fails to report sexual
harassment shall be subject to disciplinary action up to and including dismissal.
For a copy of the District’s sexual harassment policy or to report incidences of sexual harassment
please contact the District Office at 562-907-5900.
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Sexual Harassment Complaint Procedure
If any employee perceives comments, gestures or actions deemed offensive from any other
employee, including supervisors or members of management, the employee should notify the
immediate supervisor or the Assistant Superintendent of Personnel Services. Immediate
supervisors will promptly report any complaint to the Assistant Superintendent of Personnel
Services. No employee is required to file any complaint with the alleged harasser. The
complainant may present such complaint orally or in writing. However, if the complaint is not
resolved informally, the complainant must present such complaint in writing to the Assistant
Superintendent of Personnel Services. The statement shall be a clear, concise detailing of the
complaint and the circumstances involved. The District will promptly and thoroughly investigate
any complaints of harassment, and will take immediate action to resolve such complaints.
(BP 4119.11, 4219.11, 4319.11/AR4119.11, 4219.11, 4319.11)
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Industrial Accident Reporting
Workers’ Compensation
• For an emergency, call 911 immediately.
• Report all injuries to your supervisor/administrator immediately.
• The supervisor/administrator will provide and assist with the completion of claim and
incident report forms.
• If medical attention is required, authorization for medical treatment at Healthpointe will
be provided once the claim is made through your site. If it is after hours and you don’t
have an authorization form to be treated at Healthpointe, treatment will be provided at St
Jude Hospital Emergency Department or Presbyterian Hospital Emergency Department.
Healthpointe
16702 Valley View Ave.
La Mirada, CA 90638
562-921-0341
Open 24 hours – you must have a school district authorization form to go to
Healthpointe
St Jude Hospital – Emergency
101 E Valencia Mesa Dr.
Fullerton, CA 92835
714-871-3280

Presbyterian Hospital – Emergency
12401 Washington Blvd.
Whittier, CA 90602
562-698-0811

• You may pre-designate a qualifying personal physician to treat you in the case of a workrelated injury (LC 4600: see below). Pre-designation must take place prior to your date of
injury. Written verification that your personal physician meets the requirements and
agrees to be pre-designated must be provided.
• Claims for Workers’ Compensation are managed by third party administrator, York Risk
Services Group.
York Risk Services Group
P.O. Box 619079.
Roseville, CA 95661
951-892-7200
• For any questions or additional information regarding Workers’ Compensation you may
contact Terri Yox, 562-907-5906.
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Workers’ Compensation: Pre-Designation of Personal Physician Form
If you are injured on the job, you have the right to be treated by your personal physician if you
notify your employer, in writing, prior to the injury. Per Labor Code 4600, to qualify as your
pre-designated personal physician, the physician must agree in writing, to treat you for a workrelated injury, must have previously directed your medical care and must retain your medical
history and records. Your pre-designated physician must be a general practitioner, family
practitioner, board certified or board eligible internist, pediatrician, obstetrician-gynecologist or
multi-specialty medical group, whose practice is predominantly for non-occupational injuries or
illnesses.
Pre-designation is optional. Pre-designations remain in effect until such time as an alternate predesignation is received. It is not necessary to repeat the pre-designation on an annual basis if
your physician remains the same and continues to meet the stated requirements.

Change of Information
It is required that any changes in personal contact information be reported to the Personnel
Services Department. You can update changes made to your name, address, and telephone
number by contacting Katrina Granado at 562-907-5961 for certificated, or Terri Yox at
562-907-5906 for classified. Emergency Contact Forms can be obtained from your school site
secretary, on the EWCSD website under district forms (Emergency Information), or
Personnel Services. It is very important that your personal contact information is current.
For more information, please contact Personnel Services at 562-907-5904.
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Leaves
Request for Leaves must be submitted to the Personnel Services Department prior to an
employee taking a leave in accordance with EWEA or CSEA contract language.
Child Care Leave
Notify Personnel Services Department as early as possible so we can assist you.
Sick Leave
Must be reported on your time sheet and on an Absence Verification form. All Teacher,
Instructional Assistant III-RSP/SDC and Instructional Assistant IV-SH employees who require a
substitute are to request a substitute through Absence Management.
By Phone: 800-942-3767
Online: https://www.aesoponline.com
OR by clicking the Aesop link on the EWCSD Staff Portal page
All other requests for a substitute must be made to the School Office Coordinator by 4:00 p.m.
Requests for a substitute after 4:00 p.m. must be made through the District switchboard.
*Employees accrue one paid sick day per month, prorated for part-time employees in proportion
to full-time employment.
Family Medical Leave Act (FMLA) and the California Family Rights Act (CFRA)
FMLA and CFRA are designed to assist an employee with taking personal time off work when a
member of their family has a “Serious Health Condition” (illness, injury, impairment, or physical
or mental condition). Leave without pay may be granted for up to 12 weeks. Employee must
have a qualifying condition to be eligible, and have met the minimum 1,250 hours in the prior 12
month period, defined as July 1 through June 30.
(BP 4161.8, 4261.8, 4361.8)
Catastrophic Leave
Designed so that other employees may donate sick days to a unit member who is experiencing a
catastrophic illness, or whose immediate family member is experiencing a catastrophic illness.
Employee must have a qualifying condition to be eligible.
Employees must notify Personnel Services and attach all the necessary documentation required
to process a leave request. In addition, employees should refer to their respective contract
language for additional information.
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Resignations and Retirements
Any certificated employee resigning from a position must provide a written resignation to
Personnel Services no later than June 30. Resignation received on July 1 or later for that current
school year may not be accepted.
Classified employees must notify the Personnel Services Department upon retirement or
resignation and notify their supervisor as early as possible.
Formal notice of resignation or retirement is required by completing a resignation/retirement
form, available from your supervisor or online at www.ewcsd.org. The form shall be processed
through the supervisor/administrator and forwarded to the Personnel Services Department.
Employees who plan to retire should check their EWEA or CSEA contract for qualification
toward retiree benefits.
Employees are required to turn in all District items including telephones, keys to any facility or
vehicle, computer equipment, identification badges and other school or office property before the
final salary warrant will be released.
Prior to retirement or resignation, retirement benefits, insurance coverage, and unemployment
insurance benefits may be discussed with Katrina Granado in the Personnel Services
Department.
It is recommended that an employee see a STRS or PERS counselor for specific retirement
information. The District does not provide STRS/PERS counseling information regarding
retirement benefits. Each individual person has a unique situation and the District is not in a
position to provide counseling services.
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Technology Use Policy
Technology use has become a critical component of every job in fulfilling our responsibilities
and duties. Our District website has expanded immensely this past year and provides a wide
range of information to our employees and the public. All employees are advised to be familiar
with the Employee Technology Use Policy, Board Policy/Administrative Regulation 4040.

Cell Phone Use Policy
The use of a cell phone or other communications device for personal business while on duty shall
be used primarily in emergency situations and/or during scheduled work breaks.
Any employee that uses a cell phone or communications device in violation or law, Board
policy, or administrative regulation shall be subject to discipline and may be referred to law
enforcement officials as appropriate.
Guidelines for Possession and Use of Cell Phones on School Campuses
1.
2.
3.

Except in the case of an immediate emergency, staff shall not use cellular telephones
in classrooms or in a setting which may interfere with any school program.
All cell phones should be turned off or in a vibrate (non-auditory) mode when in a
classroom or at a school activity where students are present.
Staff are expected to use cell phones during their free time or breaks, except in an
emergency situation.

Recognizing that staff may be in possession of cellular telephones on school campuses, the
District does not assume liability if such devices are damaged, lost or stolen.
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Social Media Guidelines
Purpose for Staff Social Media Guidelines
East Whittier City School District (EWCSD) realizes that part of 21st century learning is
adapting to the changing methods of communication. The importance of staff, students and
parents engaging, collaborating, learning and sharing in these digital environments is a part of
21st century learning. Therefore, EWCSD supports the use of online social media to facilitate
District programs, departments, and school sites in building a more successful parent,
community, student, and staff network.
The purpose of this document is to promote awareness of how our personal use of social media
can impact the professional aspect of our lives and to offer some best practices/protocols.
What Is Social Media?
“Social Media” includes online technology that enables people to communicate easily over the
internet, sharing information, resources, and opinions. Social media can include text, audio,
video, images, podcasts, and other multimedia communications. These websites usually allow
interaction through user-generated content.
Examples of social media sites include:
Facebook (http://www.facebook.com)
Flickr (http://www.flickr.com/)
Twitter (http://www.twitter.com)
Instagram (http://www.instagram.com)
YouTube (http://www.youtube.com)
LinkedIn (http://www.linkedin.com)
Blogs (Web Logs)
Staff Responsibility
Social media can be a powerful communication and educational tool for staff, students, and
parents.
Please remember that the lines between public and private, personal and professional, are
sometimes blurred in the digital world. By virtue of identifying yourself as an EWCSD employee
online, you are now connected to colleagues, students, parents, and the school community. You
should ensure that content associated with you is consistent with your work at EWCSD.
Therefore, EWCSD requires staff with a personal online presence to be mindful of the
information they post. Your online behavior should reflect the same standards of honesty,
respect, and consideration that you use face-to-face. Please be aware that even if you delete
information, it still may be accessible on the Internet for a longer period of time.
While staff members enjoy free speech guaranteed by the First Amendment of the United States
Constitution, certain types of communication, typically by virtue of their subject matter, may not
fall within that same criteria. This is particularly true with those related to duties as an employee
of the District (Coomes, supra, quoting Lane v. Franks (2014) 134 S.Ct. 2369, 2379).
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Free speech protects individuals who want to participate in social media, but the laws and courts
have ruled that school districts can discipline employees if their speech, including online
postings, can potentially disrupt school operations.
When using District technology (i.e. technology owned and provided by the District), electronic
communication is governed by the EWCSD’s acceptable use policy, which will be enforced.
Staff should not expect privacy in the contents of their personal files on the District’s network or
other District technology, including email. District technology is to be used primarily for District
business. Use of District technology is a privilege, not a right.
Use of personal technology (i.e. non-District technology and personal online accounts) may
violate the EWCSD’s acceptable use policy if the District reasonably believes the conduct or
speech will cause actual or material disruption of school activities or a staff member’s ability to
effectively perform his or her job duties.
General Guidelines for Using Social Media
The following are general guidelines for using social media whether personally or professionally.
Be Transparent
How you represent yourself online is an extension of yourself. Do not misrepresent yourself by
using someone else’s identity. Be honest about who you are, where you work, and what you do.
Always a District Employee
Again, the lines between public and private, personal and professional, are blurred in the digital
world. You will always be considered to be a District employee. Whether it is clearly
communicated or not, you will be identified as an employee of EWCSD in what you do and say
online.
Because online content can be spread in mere seconds to a mass audience, the District
encourages employees to be reflective and ask themselves, before posting any information
online, whether they would be comfortable having this information printed in the newspaper
alongside their photo. In other words, if you don’t want it on the 10:00 news – it may not be wise
to share it online.
Another good rule of thumb is if you would not bring it into the classroom, do not post it online.
School Values
Represent the District’s values. Express ideas and opinions in a respectful manner. All
communications should be done in good taste. Build trust and responsibility in your
relationships. Do not denigrate or insult others including students, staff, administrators, parents,
community members or other districts. Consider carefully what you post through comments and
photos.
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Build Community/Positively Represent the School District and Your Profession
Represent the District and the students and parents you serve in the best light. Respect the
privacy and the feelings of others. Under no circumstance should offensive comments be made
about students or colleagues (including administrators) nor the District in general. Negative
comments about people may amount to cyber-bullying and could be deemed a disciplinary
offense. Your posts and comments should help build and support the school community. Do not
comment on nor forward unsupported information, e.g. rumors. You are responsible for what
you and others post, even if on a personal page, be certain it is accurate and appropriate. It is a
good idea to monitor your profile page to ensure that all material posted by others doesn’t violate
these guidelines. Once posted you can’t take it back.
Share Your Expertise
Write what you know to be accurate. Add value to the discussion. Post something useful. Provide
worthwhile information and perspective. A school district’s most valuable asset is its staff. What
you publish may reflect on the school. Speak in the first person with your own voice and
perspective.
Respect and Responsibility
Employees, parents, and students reflect a diverse set of customs, values, and points of view. Be
respectful of others’ opinions in your posts and comments. You are responsible for the content
you post. Do your tags, descriptions, and image portray you and the District in a professional
manner?
Own and Correct Mistakes
If you make a mistake, admit the mistake and correct it quickly. Share your error with your
administrator and Personnel Services so they can help address the issue effectively. Clearly state
if you’ve corrected a previous post. Even though damage may have been done, it is best to admit
your mistake and correct it. Apologize if appropriate.
Confidential Information
Online postings and conversations are not private. Do not share confidential information,
whether it is internal school discussions or specific information about students or other staff.
What you post will be seen by others and will be online for a long time, it can be forwarded or
shared in just a few clicks. Do not write about colleagues or students without their expressed
permission.
School Logos
Obtain permission from the Superintendent before using any school or District logos or images.
School and District logos may only be used in a professional capacity.
Posting Photos or Movies without Permission
Do not post or tag photos or movies of others without their permission. Photos of students are
prohibited unless there is written permission on file. If you have questions in this regard, please
contact the Student Services Department.
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Responding to Negative Comments and Criticism
How you respond to a negative comment or criticism will say more about you and your character
than what you post. When in doubt, it’s best not to give it credibility by acknowledging it with a
response publicly; perhaps a private response would be more appropriate.
Spell-check and Abbreviations
Any online contribution should be well written. What you post will be online for the world to
read. Follow writing conventions including proper grammar, capitalization, and punctuation. Be
cautious about using common abbreviations. While your circle of friends may understand what
you are saying, you may have readers from across the world who won’t understand. When in
doubt, define the abbreviation at least once in a post or include a definitions page on your site.
Copyright and Fair Use
Respect copyright and fair use guidelines. Share what others have said by linking to the source
and using embedded content. Be sure to cite your source when quoting. When using a hyperlink
confirm that link goes where it should and that the content is appropriate.
Personal Information
Be careful about sharing too much personal information. People seem to share personal
information such as their pet names, their parents and children’s names, where they grew up, and
more. This information may help a hacker guess your passwords. If you share that you will be
out of town, a criminal may use this to target your home for a burglary. Do not share with a
student your personal problems that would normally be discussed with adults. Be thoughtful and
don’t share too much information.
Video
The Internet is becoming an increasingly popular educational tool and place to share personally
created movies. You are responsible for all you do, say, and post online including video.
Anything you post online should represent you in a professional manner as others will see you as
connected to the District. Anything you show in your classroom should be previewed by you in
its entirety, prior to any student seeing it. Consult your supervisor if you feel the content may be
questionable.
Staff-Student Relations
Employees are prohibited from establishing personal relationships with students that are
unprofessional and thereby inappropriate. Examples of unprofessional relationships include, but
are not limited to: employees fraternizing or communicating with students as if employees and
students were peers; writing personal letters or emails to students; personally texting or calling
students, or allowing students to make personal calls to them unrelated to homework, classwork,
or other school-related business; sending inappropriate pictures to students; discussing or
revealing to students personal matters about their private lives or inviting students to do the same
(other than professional counseling by a school counselor); and engaging in sexualized dialogue,
whether in person, by phone, via the Internet, or in writing. Employees who post information on
Facebook, Instagram, Twitter, Snapchat or similar websites that include inappropriate personal
information such as, but not limited to: provocative photographs, sexually explicit messages,
abuse of alcohol, drugs, or anything students are prohibited from doing must understand that if
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students, parents or other employees obtain access to such information, their case will be
investigated by school and District officials.
Staff Use of Personal Technology and Social Media
Limit On-Duty Use
Staff members are encouraged to limit their personal technology use during duty hours. Use of
personal technology for non-District business should be limited to off-duty time and designated
breaks.
Student Photographs
Without explicit parental permission, staff members may not send, share, or post pictures, text
messages, emails or other material that personally identifies District students in electronic or any
other form. Staff members may not use images of students, emails, or other personally
identifiable student information for personal gain or profit.
Professional Effectiveness
District employees must be mindful that any Internet information is ultimately accessible to the
world. To avoid jeopardizing their professional effectiveness, employees are encouraged to
familiarize themselves with the privacy policies, settings, and protections on any social
networking websites to which they choose to subscribe and be aware that information posted
online, despite privacy protections, is easily and often reported to administrators or exposed to
District students.
Before employees join and participate in an online social network, they should ask themselves
whether they would be comfortable if a ‘friend’ decided to send the information to their students,
the students’ parents, or their supervisor. Educators must give serious thought to the implications
of joining any online social network.
Responsible Online Identity Monitoring
Employees are encouraged to monitor their ‘online identity’ by performing search engine
research on a routine basis in order to prevent their online profiles from being fraudulently
compromised or simply to track information posted about them online. Often, if there is
unwanted information posted about the employee online, that employee can contact the site
administrator in order to request its removal.
Friending District Students
Employees should not have online interactions with students on social networking sites outside
of those forums dedicated to academic use. District employees’ social networking profiles and
personal blogs should not be linked to District students’ online profiles. Additionally, District
employees should use appropriate discretion when using social networks for personal
communications and should limit this activity to off-duty hours and the use of their own
electronic communication devices.
Contacting Students
District employees should never contact students through personal technology and/or personal
social media accounts. District employees should only contact District students through District
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technology for educational purposes.
Please note that it is unprofessional and inappropriate to use email, text messaging, instant
messaging or social networking sites to discuss with a student a matter that does not pertain to
school-related activities. Appropriate discussions would include the student’s homework, class
activity, school sport or club, or other school-sponsored activity. Electronic communications
with students are to be sent simultaneously to multiple recipients and not to just one student,
except where the communication is clearly school-related and inappropriate for persons other
than the individual student to receive (for example, emailing a message about a student’s grades).
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Tutoring
To preclude conflicts of interest, teachers may not accept any kind of remuneration for tutoring a
student enrolled in any of their classes. Teachers who tutor other students must perform this
service outside of school facilities and make their own arrangements with parents/guardians for
the fees to be charged. The Board encourages teachers to tutor only in subjects or grade levels for
which they are certificated. Employees shall not solicit District staff, students or their families
with the intent to sell services.
(BP 4137)

Payroll and Pay Stub Information
• Pay Warrants are distributed to your prime job location, unless directed otherwise.
Substitute Pay warrants will be mailed home, unless substitute is enrolled in Direct
Deposit.
• Direct Deposit is encouraged. For more information, contact Payroll at 562-907-5965.
• Time sheets must be submitted with authorized signatures to Payroll for warrants to be
issued.
• PERS Deduction: Classified employees can get more information at
http://www.calpers.ca.gov
• STRS Deduction: Certificated employees can get more information at
http://www.calstrs.com
• State and Federal Taxes are deducted based on your W-4 form, unless DE 4 has been
filed for State Taxes.
• Credit Union deductions are available. Payroll has these forms.

Benefits Information
All newly hired employees will be given information regarding benefits when they meet with the
certificated and classified personnel technicians.
The District’s primary responsibility is to make sure that all eligible employees are provided the
opportunity to enroll in the appropriate plan. Once you have received confirmation and are
signed up for the benefits plan, it is suggested that you visit your healthcare provider’s website to
become familiar with their services and contact your health provider directly for specific
information.
The District provides Medical, Dental, Vision, Life Insurance benefits.
For additional information contact Katrina Granado at 562-907-5961.
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Employee Property Reimbursement
The Board of Education does not authorize payment for the reimbursement of employee personal
property which may be stolen or intentionally destroyed or damaged while being used for workrelated purposes.
(BP 4156.3, 4256.3, 4356.3)

California Public Employee Disaster Service Worker
All East Whittier City School District Employees are Public Employee Disaster Service Workers
according to California Government Code Section 3100-3109. All employees sign this oath or
affirmation during the hiring process. The brochure describing the duties can be found in the
appendix.

Additional Information You Need to Know
• Student information or photos cannot be released to any person. See your supervisor for
assistance.
• Release of Social Security numbers and personal information is prohibited by law and is
restricted to conducting District business such as processing employees.
• If transporting students, appropriate forms must be on file at the site level for those
employees; employees must be authorized to transport students.
• Field trips must be authorized by the District. Unauthorized trips may not be taken.
• Approval of outside speakers, visitors, and supplemental material handouts must meet
Board policies and be approved by the site administrator.
• Political activities are not permitted on District property including use of District
communication system and email. (BP/AR 4119.25, 4219.25, 4319.25)
• Employees have the right to due process for disciplinary action. Employees have the right
to read the complaint, respond before action is taken, and to appeal. Review your
respective contract language.
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APPENDIX
Annual Notifications
Communicable Disease Control Information (see page 8)
Hazardous Materials Communication Program
• Hazardous Substances, Board Policy 3514.1
Mandated Child Abuse Reporting
• Child Abuse Reporting Requirements & Procedures
• Board Policy 5141.4
Tobacco-Free Workplace
• Tobacco-Free Schools, Board Policy 3513.3
Drug- and Alcohol-Free Policy
• Drug- and Alcohol-Free Workplace, Board Policy 4020
Employee Assistance Service for Education (EASE)
Policies Pertaining to Nondiscrimination
• Board Statement of the District’s Support and Adherence to a Policy of Nondiscrimination
• Vision, Board Policy 0000
• Nondiscrimination in District Programs and Activities, Board Policy 0410
• Nondiscrimination in Employment, Board Policy 4030
• Nondiscrimination/Harassment, Board Policy 5145.3
Complaints Concerning School Personnel, Board Policy 1312.1
Uniform Complaint Procedures, Board Policy 1312.3
Williams Complaint Procedures, Administrative Regulation 1312.4
Sexual Harassment
• Sexual Harassment, Board Policy 4119.11, 4219.11, 4319.11
Industrial Accident Reporting (Workers’ Compensation)
• Employee Industrial Accident Reporting – Employee’s Responsibilities (see page 23)
• WellComp Medical Provider Network (MPN) pamphlet
• Workers’ Compensation: Pre-Designation of Personal Physician
• Workers’ Compensation Claim Form & Notice of Potential Eligibility
Other Appendices
Professional Standards, Board Policy 4119.21, 4219.21, 4319.21
Dress and Grooming, Board Policy 4119.22, 4219.22, 4319.22
Confidentiality, Board Policy 4119.23, 4219.23, 4319.23
Employee Technology Acceptable Use Policy
Classified Employees: Reading Your Payroll Earnings Statement (Stub)
District School Year Calendar
District Disaster Service Worker
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Business and Non-Instructional Operations

BP 3514.1 (a)

HAZARDOUS SUBSTANCES
The Board of Education desires to provide a safe school environment that protects students and
employees from exposure to potentially hazardous substances that may be used in the district's
educational program and in the maintenance and operation of district facilities and equipment.
(cf. 3514 - Environmental Safety)
(cf. 4119.42/4219.42/4219.42 - Exposure Control Plan for Bloodborne Pathogens)
(cf. 4157/4257/4357 - Employee Safety)
(cf. 5141.22 - Infectious Diseases)
(cf. 5142 - Safety)
(cf. 6161.3 - Toxic Art Supplies)
Insofar as reasonably possible, the Superintendent or designee shall minimize the quantities of
hazardous substances stored and used on school property. When hazardous substances must be
used, the Superintendent or designee shall give preference to materials that cause the least risk to
people and the environment.
(cf. 3510 - Green School Operations)
(cf. 3514.2 - Integrated Pest Management)
The Superintendent or designee shall ensure that all potentially hazardous substances on district
properties are inventoried, used, stored, and regularly disposed of in a safe and legal manner.
The Superintendent or designee shall develop, implement, and maintain a written hazard
communication program in accordance with 8 CCR 5194 and shall ensure that employees,
students, and others as necessary are fully informed about the properties and potential hazards of
substances to which they may be exposed.
(cf. 1240 - Volunteer Assistance)
The Superintendent or designee shall develop specific measures to ensure the safety of students
and staff in school laboratories where hazardous chemicals are used. Such measures shall include
the development and implementation of a chemical hygiene plan in accordance with 8 CCR 5191
and instruction to students about proper handling of hazardous substances.
(cf. 6142.93 - Science Instruction)

BP 3514.1 (b)
HAZARDOUS SUBSTANCES (continued)
Legal Reference:
EDUCATION CODE
49340-49341 Hazardous substances education
49401.5 Legislative intent; consultation services
49411 Chemical listing; compounds used in school programs; determination of shelf life;
disposal
FOOD AND AGRICULTURAL CODE
12981 Regulations re pesticides and worker safety
HEALTH AND SAFETY CODE
25163 Transportation of hazardous wastes; registration; exemptions; inspection
25500-25520 Hazardous materials release response plans; inventory
LABOR CODE
6360-6363 Hazardous Substances Information and Training Act
6380-6386 List of hazardous substances
CODE OF REGULATIONS, TITLE 8
339 List of hazardous substances
3203 Illness and injury prevention program
3204 Records of employee exposure to toxic or harmful substances
5139-5230 Control of hazardous substances, especially
5154.1-5154.2 Ventilation
5161 Definitions
5162 Emergency eyewash and shower equipment
5163 Control of spills
5164 Storage of hazardous substances
5191 Occupational exposure to hazardous chemicals in laboratories; chemical hygiene
plan
5194 Hazard communication
CODE OF REGULATIONS, TITLE 22
67450.40-67450.49 School hazardous waste collection, consolidation, and accumulation
facilities
Management Resources:
CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS
Science Safety Handbook for California Public Schools, 2012
WEB SITES
CSBA: http://www.csba.org
California Department of Education: http://cde.ca.gov
Department of Industrial Relations, Cal/OSHA: http://www.dir.ca.gov/dosh
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Business and Non-Instructional Operations

AR 3514.1 (a)

HAZARDOUS SUBSTANCES
Cautionary Notice: Government Code 17581.5 relieves districts from the obligation to perform
specified mandated activities when the Budget Act does not provide reimbursement during that
fiscal year. The Budget Act of 2015 (AB 93, Ch. 10, Statutes of 2015) extends the suspension of
these requirements through the 2015-16 fiscal year. As a result, certain provisions of the
following administrative regulation related to the removal of chemicals may be suspended.
Hazardous substance means a substance, material, or mixture which is likely to cause illness or
injury by reason of being explosive, flammable, poisonous, corrosive, oxidizing, an irritant, or
otherwise harmful. Hazardous substances, as identified by the Department of Industrial
Relations, are listed in 8 CCR 339. (8 CCR 339, 5161)
Storage and Disposal of Chemicals
The Superintendent or designee shall adopt measures to ensure that hazardous substances on any
district property are stored and disposed of properly in accordance with law. Such measures shall
include, but are not limited to, the following: (8 CCR 5164)
1.

Substances which react violently or evolve toxic vapors or gases when mixed, or which in
combination become toxic, flammable, explosive, or otherwise hazardous, shall be
separated from each other in storage by distance, partitions, secondary containment, or
otherwise so as to preclude accidental contact between them.

2.

Hazardous substances shall be stored in containers which are chemically inert to and
appropriate for the type and quantity of the hazardous substance.

3.

Containers of hazardous substances shall not be stored in such locations or manner as to
result in physical damage to or deterioration of the container or where they are exposed to
heat sufficient to rupture the container or to cause leakage.

4.

Containers used to package a substance which gives off toxic, poisonous, corrosive,
asphyxiant, suffocant, or anesthetic fumes, gases, or vapors in hazardous amounts,
excluding small quantities of such materials kept in closed containers or materials kept in
tank cars or trucks, shall not be stored in locations where it could be reasonably anticipated
that persons would be exposed.

(cf. 3514 - Environmental Safety)
The Superintendent or designee shall regularly remove and dispose of all chemicals whose
estimated shelf life has elapsed. (Education Code 49411)

AR 3514.1 (b)
HAZARDOUS SUBSTANCES (continued)
Hazard Communication Program
The district's written hazard communication program shall include at least the components listed
below and shall be available upon request to all employees and their designated representatives.
The program shall apply to any hazardous substance which is known to be present in the
workplace in such a manner that employees may be exposed under normal conditions of use or in a
reasonably foreseeable emergency resulting from workplace operations. (8 CCR 5194)
1.

Container Labeling

No container of hazardous substance, unless exempted by law, shall be accepted by the district or
any district school unless labeled, tagged, or marked by the supplier with the identity of the
hazardous substance, hazard warning statements, and the name and address of the chemical
manufacturer or importer. No label on an incoming container shall be removed or intentionally
defaced unless the container is immediately marked with the required information.
Whenever hazardous substances are transferred from their original containers to other
containers, the secondary containers shall likewise be labeled with the identity and hazard warning
statement, unless the substances are intended only for the immediate use of the employee who
performs the transfer.
2.

Safety Data Sheets

Upon receiving a hazardous substance or mixture, the Superintendent or designee shall ensure that
the manufacturer or importer has furnished a safety data sheet (SDS) as required by law. If the SDS
is missing or obviously incomplete, the Superintendent or designee shall, within seven working
days of noting the missing or incomplete information, request a new SDS from the manufacturer or
importer. If a response is not received within 25 working days, the Superintendent or designee
shall send a copy of the district's written inquiry to the California Occupational Safety and Health
Division (Cal/OSHA). (8 CCR 5194)
The Superintendent or designee shall maintain the required SDS for each hazardous substance in
the workplace and shall ensure that it is readily accessible to employees in their work area during
working hours. The SDS may be maintained in paper copy, electronically, or through other means,
provided that employees have immediate access and understand how to use the alternative system.
3.

Employee Information and Training

Employees shall receive information and training on hazardous substances in their work area at the
time of their initial assignment and whenever a new hazard is introduced into their work area.
The information and training shall include, but are not limited to, the following topics:
(8 CCR 5194)

AR 3514.1 (c)
HAZARDOUS SUBSTANCES (continued)
Hazard Communication Program (continued)
a.

The requirements of 8 CCR 5194, including employee rights described therein.

b.

The location and availability of the district's written hazard communication program,
including the list of hazardous materials and all SDS.

c.

Any operations in the work area where hazardous substances are present.

d.

The physical and health effects of the hazardous substances in the work area.

e.

Methods and observations that may be used to detect the presence or release of
hazardous substances in the work area.

f.

Measures that employees can take to protect themselves from exposure to hazardous
substances, including specific procedures the district has implemented to protect
employees, such as appropriate work practices, emergency procedures, and personal
protective equipment to be used.

g.

How to read and use the labels and SDS.

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
4.

List of Hazardous Substances

The written hazard communication program shall include a list of the hazardous substances known
to be present in the workplace as a whole or for individual work areas. (8 CCR 5194)
5.

Hazardous Nonroutine Tasks

When employees are required to perform hazardous nonroutine tasks or to work on unlabeled
pipes that contain hazards, they shall first receive information about the specific hazards to which
they may be exposed during this activity and the protective/safety measures which must be used,
such as ventilation, respirators, other personal protective equipment, and/or the presence of
another employee. They shall also receive information about emergency procedures to follow if
accidentally exposed to the hazardous substance.
6.

Information to Contractors

To ensure that outside contractors and their employees work safely in district facilities, the
Superintendent or designee shall inform contractors of hazardous substances which are present on
the site and precautions that they may take to lessen the possibility of exposure. It shall be the
contractor's responsibility to disseminate this information to his/her employees and
subcontractors.

AR 3514.1 (d)
HAZARDOUS SUBSTANCES (continued)
Chemical Hygiene Plan
The district's chemical hygiene plan shall address exposure to hazardous chemicals in school
laboratories and shall include the following components: (8 CCR 5191)
1.

Standard operating procedures relevant to safety and health considerations to be followed
when laboratory work involves the use of hazardous chemicals.

2.

Criteria that the district will use to determine and implement control measures to reduce
exposure to hazardous chemicals, including engineering controls, the use of personal
protective equipment, and hygiene practices.

3.

A requirement that protective equipment comply with state regulations and that specific
measures be taken to ensure proper and adequate performance of such equipment.

4.

Provision of specified information at the time of an employee's initial assignment to a work
area where hazardous chemicals are present and prior to assignments involving new
exposure situations.

5.

Provision of specified employee training in accordance with the schedule determined by
the Superintendent or designee.

6.

The circumstances under which a particular laboratory operation, procedure, or activity
shall require prior approval of the Superintendent or designee before implementation.

7.

Provisions for medical consultations and examinations whenever there is evidence, as
specified, that the employee may have been exposed to a hazardous chemical.

8.

Designation of an employee, who is qualified by training or experience, to serve as the
district's chemical hygiene officer to provide technical guidance in the development and
implementation of the chemical hygiene plan.

9.

Provisions for additional employee protection for work with particularly hazardous
substances, as specified.

The plan shall be readily available to employees and employee representatives, and, upon request,
to Cal/OSHA. (8 CCR 5191)
The Superintendent or designee shall review and evaluate the effectiveness of the chemical
hygiene plan at least annually and shall update it as necessary. (8 CCR 5191)
Regulation
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BP 5141.4 (a)

CHILD ABUSE PREVENTION AND REPORTING
Child Abuse Prevention
The Board of Education recognizes the district's responsibility to educate students about the
dangers of child abuse so that they will acquire the skills and techniques needed to identify unsafe
situations and to react appropriately and promptly.
The Superintendent or designee shall seek to incorporate community resources into the district's
child abuse prevention programs. To the extent feasible, the Superintendent or designee shall use
these community resources to provide parents/guardians with instruction in parenting skills and
child abuse prevention.
Child Abuse Reporting
The Board recognizes that child abuse has severe consequences and that the district has a
responsibility to protect students by facilitating the prompt reporting of known and suspected
incidents of child abuse. The Superintendent or designee shall establish procedures for the
identification and reporting of such incidents in accordance with law.
Procedures for reporting child abuse shall be included in the district and/or school comprehensive
safety plan. (Education Code 32282).
District employees who are mandated reporters, as defined by law and administrative regulation,
are obligated to report all known or suspected incidents of child abuse and neglect. Mandated
reporters shall not investigate any suspected incidents but rather shall cooperate with agencies
responsible for investigating and prosecuting cases of child abuse and neglect.
The Superintendent or designee shall provide training regarding the reporting duties of mandated
reporters.
Legal Reference (see next page)

BP 5141.4 (b)
CHILD ABUSE PREVENTION AND REPORTING (continued)
Legal Reference:
EDUCATION CODE
32280-32288 Comprehensive school safety plan
33308.1 Guidelines on procedure for filing child abuse complaints
44690-44691 Staff development in the detection of child abuse and neglect
44807 Duty concerning conduct of students
48906 Notification when student released to peace officer
48987 Dissemination of reporting guidelines to parents
49001 Prohibition of corporal punishment
51220.5 Parenting skills education
PENAL CODE
151.3 Duty to report murder, rape, or lewd or lascivious act
273a Willful cruelty or unjustifiable punishment of child; endangering life or health
288 Definition of lewd or lascivious act requiring reporting
11164-11174.4 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
15630-15637 Dependent adult abuse reporting
CODE OF REGULATIONS, TITLE 5
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CHILD ABUSE REPORTING GUIDELINES
Section 11166 of the Penal Code requires any child care custodian, medical practitioner,
nonmedical practitioner, or employee of a child protective agency who has knowledge of or
observes a child in his or her professional capacity or within the scope of his or her employment
whom he or she knows or reasonably suspects has been the victim of child abuse to report the
known or suspected instance of child abuse to a child protective agency immediately or as soon as
practically possible by telephone and to prepare and send a written report thereof within 36 hours
of receiving the information concerning the incident.
“Child care custodian” includes teachers, administrative officers, supervisors of child welfare and
attendance, or certificated pupil personnel employees of any public or private school;
administrators of a public or private day camp; licensed day care workers; administrators or
community care facilities licensed to care for children; headstart teachers; licensing workers or
licensing evaluators; public assistance workers; employees of a child care institution including, but
not limited to, foster parents, group home personnel, and personnel of residential care facilities;
and social workers or probation officers.

PENAL CODE SECTION 11166: REPORT; DUTY; TIME
(a) Except as provided in subdivision (b), any child care custodian, medical practitioner,
nonmedical practitioner, or employee of a child protective agency who has knowledge or the scope
of his or her employment whom he or she knows or reasonably suspects has been the victim of
child abuse shall report the known or suspected instance of child abuse to a child protective agency
immediately or as soon as practically possible by telephone and shall prepare and send a written
report thereof within 36 hours of receiving the information concerning the incident. For the
purposes of this article, “reasonable suspicion” means that it is objectively reasonable for a person
to entertain such a suspicion, based upon facts that could cause a reasonable person in a like
position, drawing when appropriate on his or her training and experience, to suspect child abuse.
(b) Any child care custodian, medical practitioner, nonmedical practitioner, or employee of a child
protective agency who has knowledge of or who reasonably suspects that mental suffering has
been inflicted on a child or his or her emotional well-being is endangered in any other way, may
report such known or suspected instance of child abuse to a child protective agency.
(c) Any commercial film or photographic print processor who has knowledge of or observes,
within the scope of his or her professional capacity or employment, any film, photograph, video
tape, negative or slide depicting a child under the age of 14 years engaged in an act of sexual
conduct, shall report such instance of suspected child abuse to the law enforcement agency having
jurisdiction over the case immediately or as soon as practically possible by telephone and shall
prepare and send a written report of it with a copy of the film, photograph, video tape, negative or
slide attached within 36 hours of receiving the information concerning the incident. As used in this
subdivision, “sexual conduct” means any of the following:
1.

Sexual intercourse, including genital-genital, oral-genital, or oral-anal, whether between
persons of the same or opposite sex between humans and animals.

2.

Penetration of the vagina or rectum by any object.

3.

Masturbation, for the purpose of sexual stimulation of the viewer.

4.

Sadomasochistic abuse for the purpose of sexual stimulation of the viewer.

5.

Exhibition of the genitals, pubic or rectal areas of any person for the purpose of sexual
stimulation of the viewer.

Students

AR 5141.4 (a)

CHILD ABUSE PREVENTION AND REPORTING
Definitions
Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)
1.

A physical injury or death inflicted by other than accidental means on a child by another
person.

2.

Sexual abuse of a child, including sexual assault or sexual exploitation, as defined in Penal
Code 11165.1.

3.

Neglect of a child as defined in Penal Code 11165.2 .

4.

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

5.

Unlawful corporal punishment or injury as defined in Penal Code 11165.4.

Child abuse or neglect does not include:
1.

A mutual conflict between minors. (Penal Code 11165.6)

2.

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

3.

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

4.

An injury caused by a school employee's use of force that is reasonable and necessary to
quell a disturbance threatening physical injury to persons or damage to property, to protect
himself/herself, or to obtain weapons or other dangerous objects within the control of the
student. (Education Code 49001)

5.

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

6.

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

Mandated reporters include, but are not limited to, teachers; instructional aides; teacher's aides or
assistants; classified employees; certificated pupil personnel employees; administrative officers or
supervisors of child attendance; athletic coaches, administrators, and directors; administrators and
employees of a licensed day care facility; Head Start teachers; district police or security officers;
licensed nurses or health care providers; and administrators, presenters, or counselors of a child
abuse prevention program. (Penal Code 11165.7)

AR 5141.4 (b)
CHILD ABUSE PREVENTION AND REPORTING (continued)
Reasonable suspicion means that it is objectively reasonable for a person to entertain a suspicion,
based upon facts that could cause a reasonable person in a like position, drawing when appropriate
on his/her training and experience, to suspect child abuse or neglect. However, reasonable
suspicion does not require certainty that child abuse or neglect has occurred nor does it require a
specific medical indication of child abuse or neglect. (Penal Code 11166)
Reportable Offenses
A mandated reporter shall make a report using the procedures provided below whenever, in his/her
professional capacity or within the scope of his/her employment, he/she has knowledge of or
observes a child whom the mandated reporter knows or reasonably suspects has been the victim of
child abuse or neglect. (Penal Code 11166)
Any mandated reporter who has knowledge of or who reasonably suspects that a child is suffering
serious emotional damage or is at a substantial risk of suffering serious emotional damage, based
on evidence of severe anxiety, depression, withdrawal, or untoward aggressive behavior toward
self or others, may make a report to the appropriate agency.
(Penal Code 11166.05, 11167)
Any district employee shall notify a peace officer if he/she reasonably believes that he/she has
observed the commission of a murder, rape, or lewd or lascivious act by use of force, violence,
duress, menace, or fear of immediate and unlawful bodily injury, where the victim is a child under
age 14. (Penal Code 152.3, 288)
Responsibility for Reporting
The reporting duties of mandated reporters are individual and cannot be delegated to another
person. (Penal Code 11166)
When two or more mandated reporters jointly have knowledge of a known or suspected instance of
child abuse or neglect, the report may be made by a member of the team selected by mutual
agreement and a single report may be made and signed by the selected member of the reporting
team. Any member who has knowledge that the member designated to report has failed to do so
shall thereafter make the report. (Penal Code 11166)
No supervisor or administrator shall impede or inhibit a mandated reporter from making a report.
(Penal Code 11166)
Any person not identified as a mandated reporter who has knowledge of or observes a child whom
he/she knows or reasonably suspects has been a victim of child abuse or neglect may report the
known or suspected instance of child abuse or neglect to the appropriate agency.
(Penal Code 11166)

AR 5141.4 (c)
CHILD ABUSE PREVENTION AND REPORTING (continued)
Reporting Procedures
1.

Initial Telephone Report

Immediately or as soon as practicably possible after knowing or observing suspected child abuse
or neglect, a mandated reporter shall make an initial report by telephone to any police department
(excluding a school District police/security department), sheriff's department, county probation
department if designated by the county to receive such reports, or county welfare department.
(Penal Code 11165.9, 11166)
Department Children Family Services
10355 Slusher Dr.
Santa Fe Springs, CA 90670
(562) 903-5000 Main Office
(800) 540-4000 Los Angeles County Child Abuse Hotline
Norwalk Sheriff's Department
12335 Civic Center Dr.
Norwalk, CA 90650
(562) 863-8711
Whittier Police Department
13200 Penn Street
Whittier, CA 90602
(562) 567-9200
When the initial telephone report is made, the mandated reporter shall note the name of the official
contacted, the date and time contacted, and any instructions or advice received.
2.

Written Report

Within 36 hours of knowing or observing the information concerning the incident, the mandated
reporter shall then prepare, and either send, fax, or electronically submit to the appropriate agency,
a written follow-up report, which includes a completed Department of Justice form
(SS 8572). (Penal Code 11166, 11168)
Mandated reporters may obtain copies of the Department of Justice form from either the District or
the appropriate agencies, such as the county probation or welfare department or the police or
sheriff's department.

AR 5141.4 (d)
CHILD ABUSE PREVENTION AND REPORTING (continued)
Reports of suspected child abuse or neglect shall include, if known: (Penal Code 11167)
a.

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

b.

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

c.

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

d.

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

e.

The name, address, telephone number, and other relevant personal information about
the person(s) who might have abused or neglected the child.

The mandated reporter shall make a report even if some of this information is not known or is
uncertain to him/her. (Penal Code 11167)
The mandated reporter may give to an investigator from an agency investigating the case,
including a licensing agency, any information relevant to the incident of child abuse or neglect or
to a report made for serious emotional damage pursuant to Penal Code 11166.05.
(Penal Code 11167)
3.

Internal Reporting

The mandated reporter shall not be required to disclose his/her identity to his/her supervisor, the
principal, or the Superintendent or designee. (Penal Code 11166)
Employees reporting child abuse or neglect to an appropriate agency are encouraged, but not
required, to notify the principal or designee as soon as possible after the initial telephone report to
the appropriate agency.
The principal or designee so notified shall provide the mandated reporter with any assistance
necessary to ensure that reporting procedures are carried out in accordance with law, Board policy,
and administrative regulation. At the mandated reporter's request, the principal may assist in
completing and filing the necessary forms.
He/she may provide or mail a copy of the written report to the principal or Superintendent or
designee without his/her signature or name.

AR 5141.4 (e)
CHILD ABUSE PREVENTION AND REPORTING (continued)
Reporting Procedures (continued)
Reporting the information to an employer, supervisor, principal, school counselor, co-worker, or
other person shall not be a substitute for making a mandated report to the appropriate agency.
(Penal Code 11166)
Training
Within the first six weeks of each school year, the Superintendent or designee shall provide
training on mandated reporting requirements to district employees and persons working on their
behalf who are mandated reporters. Any school personnel hired during the school year shall
receive such training within the first six weeks of employment.
(Education Code 44691; Penal Code 11165.7)
The Superintendent or designee shall use the online training module provided by the California
Department of Social Services. However, if the online training module is not used, the
Superintendent or designee is required to report to the California Department of Education
regarding the training being used in its place. (Education Code 44691)
Training of mandated reporters shall include, but not necessarily be limited to, training in
identification and reporting of child abuse and neglect. In addition, the training shall include
information that failure to report an incident of known or reasonably suspected child abuse or
neglect as required by law is a misdemeanor punishable by imprisonment and/or a fine as
specified. (Education Code 44691; Penal Code 11165.7)
The Superintendent or designee shall obtain and retain proof of each mandated reporter's
completion of the training. (Education Code 44691)
In addition, at least once every three years, school personnel may receive training in the prevention
of child abuse, including sexual abuse, on school grounds, by school personnel, or in
school-sponsored programs. (Education Code 44691)
Victim Interviews by Social Services
Whenever a representative of a government agency investigating suspected child abuse or neglect
deems it necessary, a suspected victim may be interviewed during school hours, on school
premises, concerning a report of suspected child abuse or neglect that occurred within the child's
home or out-of-home care facility. The child shall be given the choice of being interviewed in
private or in the presence of any adult school employee selected by the child.
(Penal Code 11174.3)

AR 5141.4 (f)
CHILD ABUSE PREVENTION AND REPORTING (continued)
Victim Interviews by Social Services (continued)
A staff member selected by a child may decline to be present at the interview. If the selected
person accepts, the principal or designee shall inform him/her of the following requirements:
(Penal Code 11174.3)
1.

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

2.

The selected person shall not participate in the interview.

3.

The selected person shall not discuss the facts or circumstances of the case with the child.

4.

The selected person is subject to the confidentiality requirements of the Child Abuse and
Neglect Reporting Act, a violation of which is punishable as specified in Penal Code
11167.5.

If a staff member agrees to be present, the interview shall be held at a time during school hours.
(Penal Code 11174.3)
Release of Child to Peace Officer
When a child is released to a peace officer and taken into custody as a victim of suspected child
abuse or neglect, the Superintendent or designee and/or principal shall not notify the
parent/guardian, but rather shall provide the peace officer with the address and telephone number
of the child's parent/guardian. It is the responsibility of the peace officer or agent to notify the
parent/guardian of the situation. (Education Code 48906)
Peace officers shall be asked to sign an appropriate release or acceptance of responsibility form.
Parent/Guardian Complaints
Upon request, the Superintendent or designee shall provide parents/guardians with procedures that
describe how to report suspected child abuse occurring at a school site to appropriate agencies.
For parents/guardians whose primary language is other than English, such procedures shall be in
their primary language and, when communicating orally regarding those procedures, an interpreter
shall be provided.
To file a complaint against a District employee or other person suspected of child abuse or neglect
at a school site, parents/guardians may file a report by telephone, in person, or in writing with any
appropriate agency identified above under “Reporting Procedures.” If a parent/guardian makes a
complaint about an employee to any other employee, the employee receiving the information shall
notify the parent/guardian of procedures for filing a complaint with the appropriate agency. The
employee also is obligated pursuant to Penal Code 11166 to file a report himself/herself using the
procedures described above for mandated reporters.

AR 5141.4 (g)
CHILD ABUSE PREVENTION AND REPORTING (continued)
Parent/Guardian Complaints (continued)
In addition, if the child is enrolled in special education, a separate complaint may be filed with the
California Department of Education pursuant to 5 CCR 4650.
Notifications
The Superintendent or designee shall provide all new employees who are mandated reporters a
statement that informs them of their status as mandated reporters, informs them of their reporting
obligations under Penal Code 11166, and of their confidentiality rights under Penal Code 11167.
The district shall also provide these new employees with a copy of Penal Code 11165.7, 11166,
and 11167. (Penal Code 11165.7, 11166.5)
Before beginning employment, any person who will be a mandated reporter by virtue of his/her
position shall sign the statement indicating that he/she has knowledge of the reporting obligations
under Penal Code 11166 and will comply with those provisions. The signed statements shall be
retained by the Superintendent or designee. (Penal Code 11166.5)
The Superintendent or designee shall also notify all employees that:
1.

A mandated reporter who reports a known or suspected instance of child abuse or neglect
shall not be held civilly or criminally liable for making a report and this immunity shall
apply even if the mandated reporter acquired the knowledge or reasonable suspicion of
child abuse or neglect outside of his/her professional capacity or outside the scope of
his/her employment. Any other person making a report shall not incur civil or criminal
liability unless it can be proven that he/she knowingly made a false report or made a report
with reckless disregard of the truth or falsity of the report. (Penal Code 11172)

2.

If a mandated reporter fails to timely report an incident of known or reasonably suspected
child abuse or neglect, he/she may be guilty of a crime punishable by a fine and/or
imprisonment. (Penal Code 11166)

3.

No employee shall be subject to any sanction by the District for making a report unless it
can be shown that he/she knowingly made a false report or made a report with reckless
disregard of the truth or falsity of the report. (Penal Code 11166)
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BP 3513.3 (a)

TOBACCO-FREE SCHOOLS
The Board of Education recognizes that smoking and other uses of tobacco and nicotine products
constitute a serious public health hazard and are inconsistent with district goals to provide a
healthy environment for students and staff.
(cf. 3514 - Environmental Safety)
(cf. 4159/4259/4359 - Employee Assistance Programs)
(cf. 5030 - Student Wellness)
(cf. 5131.62 - Tobacco)
(cf. 5141.23 - Asthma Management)
(cf. 6142.8 - Comprehensive Health Education)
(cf. 6143 - Courses of Study)
The Board prohibits smoking and/or the use of tobacco products at any time in district-owned or
leased buildings, on district property, and in district vehicles.
(Health and Safety Code 104420, 104559)
These prohibitions apply to all employees, students, and visitors at any school-sponsored
instructional program, activity, or athletic event held on or off district property. Any written joint
use agreement governing community use of district facilities or grounds shall include notice of the
district's tobacco-free schools policy and consequences for violations of the policy.
(cf. 1330 - Use of School Facilities)
(cf. 1330.1 - Joint Use Agreements)
Smoking means inhaling, exhaling, burning, or carrying of any lighted or heated cigar, cigarette,
pipe, tobacco, or plant product intended for inhalation, whether natural or synthetic, in any manner
or form, and includes the use of an electronic smoking device that creates aerosol or vapor or of
any oral smoking device for the purpose of circumventing the prohibition of smoking. (Business
and Professions Code 22950.5; Education Code 48901)
Tobacco products include: (Business and Professions Code 22950.5; Education Code 48901)
1.

Any product containing, made, or derived from tobacco or nicotine that is intended for
human consumption, whether smoked, heated, chewed, absorbed, dissolved, inhaled,
snorted, sniffed, or ingested by any other means, including, but not limited to, cigarettes,
cigars, little cigars, chewing tobacco, pipe tobacco, or snuff.

2.

An electronic device that delivers nicotine or other vaporized liquids to the person inhaling
from the device, including, but not limited to, an electronic cigarette, cigar, pipe, or
hookah.

BP 3513.3 (b)
TOBACCO-FREE SCHOOLS (continued)
3.

Any component, part, or accessory of a tobacco product, whether or not sold separately

This policy does not prohibit the use or possession of prescription products and other cessation
aids that have been approved by the U.S. Department of Health and Human Services, Food and
Drug Administration, such as nicotine patch or gum.
Smoking or use of any tobacco-related product or disposal of any tobacco-related waste is
prohibited within 25 feet of any playground, except on a public sidewalk located within 25 feet of
the playground. In addition, any form of intimidation, threat, or retaliation against a person for
attempting to enforce this policy is prohibited. (Health and Safety Code 104495)

Legal Reference:
EDUCATION CODE
48900 Grounds for suspension/expulsion
48901 Prohibition against tobacco use by students
BUSINESS AND PROFESSIONS CODE
22950.5 Stop Tobacco Access to Kids Enforcement Act; definitions
HEALTH AND SAFETY CODE
39002 Control of air pollution from nonvehicular sources
104350-104495 Tobacco use prevention, especially:
104495 Prohibition of smoking and tobacco waste on playgrounds
104559 Tobacco use prohibition
119405 Unlawful to sell or furnish electronic cigarettes to minors
LABOR CODE
3300 Employer, definition
6304 Safe and healthful workplace
6404.5 Occupational safety and health; use of tobacco products
UNITED STATES CODE, TITLE 20
6083 Nonsmoking policy for children's services
7111-7122 Student Support and Academic Enrichment Grants
CODE OF FEDERAL REGULATIONS, TITLE 21
1140.1-1140.34 Unlawful sale of cigarettes and smokeless tobacco to minors
PUBLIC EMPLOYMENT AND RELATIONS BOARD RULINGS
Eureka Teachers Assn. v. Eureka City School District (1992) PERB Order #955 (16 PERC
23168)
CSEA #506 and Associated Teachers of Metropolitan Riverside v. Riverside Unified
School District (1989) PERB Order #750 (13 PERC 20147)

BP 3513.3 (c)
TOBACCO-FREE SCHOOLS (continued)
Management Resources:
WEB SITES
California Department of Education, Alcohol, Tobacco and Other Drug Prevention:
http://www.cde.ca.gov/ls/he/at
California Department of Education, Tobacco-Free School District Certification:
http://www.cde.ca.gov/ls/he/at/tobaccofreecert.asp
California Department of Public Health, Tobacco Control:
http://www.cdph.ca.gov/programs/tobacco
Occupational Safety and Health Standards Board:
http://www.dir.ca.gov/OSHSB/oshsb.html
U.S. Environmental Protection Agency:
http://www.epa.gov
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BP 4020 (a)

DRUG AND ALCOHOL-FREE WORKPLACE
The Board of Education believes that the maintenance of a drug- and alcohol-free workplace is
essential to staff and student safety and to help ensure a productive and safe work and learning
environment.
(cf. 4112.41/4212.41/4312.41 - Employee Drug Testing)
(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers)
An employee shall not unlawfully manufacture, distribute, dispense, possess, or use any controlled
substance in the workplace. (Government Code 8355; 41 USC 8103)
Employees are prohibited from being under the influence of controlled substances or alcohol while
on duty. For purposes of this policy, on duty means while an employee is on duty during both
instructional and noninstructional time in the classroom or workplace, at extracurricular or
cocurricular activities, or while transporting students or otherwise supervising them. Under the
influence means that the employee's capabilities are adversely or negatively affected, impaired, or
diminished to an extent that impacts the employee's ability to safely and effectively perform
his/her job.
(cf. 4032 - Reasonable Accommodation)
The Superintendent or designee shall notify employees of the district's prohibition against drug use
and the actions that will be taken for violation of such prohibition.
(Government Code 8355; 41 USC 8103)
An employee shall abide by the terms of this policy and shall notify the district, within five days, of
his/her conviction for violation in the workplace of any criminal drug statute.
(Government Code 8355; 41 USC 8103)
The Superintendent or designee shall notify the appropriate federal granting or contracting agency
within 10 days after receiving notification, from an employee or otherwise, of any conviction for a
violation occurring in the workplace. (41 USC 8103)
In accordance with law and the district's collective bargaining agreements, the Superintendent or
designee shall take appropriate disciplinary action, up to and including termination, against an
employee for violating the terms of this policy and/or shall require the employee to satisfactorily
participate in and complete a drug assistance or rehabilitation program approved by a federal,
state, or local public health or law enforcement agency or other appropriate agency.
(cf. 4112 - Appointment and Conditions of Employment)
(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4212 - Appointment and Conditions of Employment)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

BP 4020 (b)
DRUG AND ALCOHOL-FREE WORKPLACE (continued)
Drug-Free Awareness Program
The Superintendent or designee shall establish a drug-free awareness program to inform
employees about: (Government Code 8355; 41 USC 8103)
1.

The dangers of drug abuse in the workplace.

2.

The district's policy of maintaining a drug-free workplace.

3.

Available drug counseling, rehabilitation, and employee assistance programs.

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

The penalties that may be imposed on employees for drug abuse violations occurring in the
workplace.

Legal Reference:
EDUCATION CODE
44011 Controlled substance offense
44425 Conviction of controlled substance offenses as grounds for revocation of
credential
44836 Employment of certificated persons convicted of controlled substance offenses
44940 Compulsory leave of absence for certificated persons
44940.5 Procedures when employees are placed on compulsory leave of absence
45123 Employment after conviction of controlled substance offense
45304 Compulsory leave of absence for classified persons
GOVERNMENT CODE
8350-8357 Drug-free workplace
UNITED STATES CODE, TITLE 20
7111-7117 Safe and Drug Free Schools and Communities Act
UNITED STATES CODE, TITLE 21
812 Schedule of controlled substances
UNITED STATES CODE, TITLE 41
8101-8106 Drug-Free Workplace Act
CODE OF FEDERAL REGULATIONS, TITLE 21
1308.01-1308.49 Schedule of controlled substances
COURT DECISIONS
Cahoon v. Board of Education of Ventura USD, (2009) 171 Cal.App.4th 381
Ross v. RagingWire Telecommunications, Inc., (2008) 42 Cal.4th 920

BP 4020 (c)
DRUG AND ALCOHOL-FREE WORKPLACE (continued)
Management Resources:
WEB SITES
California Department of Alcohol and Drug Programs: http://www.adp.ca.gov
California Department of Education: http://www.cde.ca.gov
U.S. Department of Labor: http://www.dol.gov
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1-800-882-1341

Free confidential help for
• Family Troubles
• Emotional Distress
• Drug/Alcohol Problems
• Job Stress

help when you need it

ease

Prepared by LACOE Communications

Debra Duardo, M.S.W., Ed.D., superintendent

9300 Imperial Highway
Downey, California 90242-2890
Phone: (562) 922-6111
www.lacoe.edu

A service of the Los Angeles County
Office of Education and member school
districts

Employee Assistance Service
for Education
8345 Firestone Blvd., #205
Downey, CA 90241
Phone: (562) 922-6683
www.lacoe.edu/ease

Let our
Counselors help.

Strength is the
courage to reach out.

also your immediate family members too.

ease services are not only for you, but

paid for by your district.

specialized program available to you; it is

ease is an additional benefit and

If long-term assistance is needed, our
counselors can help you locate an
appropriate specialist, self-help group, or
other community resource. Some self-help
groups are free; other services may be
covered by your health insurance.

• family troubles with spouse or children
• emotional distress
• drug or alcohol abuse
• on-the-job anxieties and stress
• grief, loss, and transitions

who can help school district employees
with the following problems:

ease provides professional counselors

ease

1-800-882-1341

No one can help you with your personal
problems until you ask for assistance.
Getting help begins with you. Make that
call to ease today. Our services are
immediate and confidential.

Put yourself at

• problem resolution (our specialty)
• critical incident stress management
• anger management
• phone consultations
• legal or financial referrals
• community referrals

ease can help in many ways

ease.

Should you wish information to be
released to a specific person, a consent
form signed by you must be on file with

Our offices are separate from school
district sites and the Los Angeles
County Office of Education. No one
will be told of your contact with ease.

Personal problems getting you down?

your source of
assistance in
times of trouble
Interfering with your work? ease
counselors will discuss your problem with
you, help you find new ways of dealing
with it and support your steps toward
resolving it.

ease respects your privacy

ease is there for you

ease:

Division of Human Resources Services

Employee Assistance Service for Education
8345 Firestone Blvd., #205 • Downey, CA 90241 • 562/922-6683

“Strength is the courage… to reach out!”
Personal or job stress getting you down? Interfering with your job performance?

THERE IS HELP AVAILABLE
As an employee of your district, you have access to the EASE program, a specialized
counseling service…
✔
✔
✔
✔

paid for by your district
endorsed by labor and management
staffed by professional counselors
voluntary and CONFIDENTIAL

EASE provides face-to-face counseling, phone consultations and community referrals.
Immediate family members are included.

1-800-882-1341
EASE counselors specialize in:
• family troubles
• emotional distress
• drug/alcohol problems

• job anxieties and stress
• grief, loss, transitions

EASE is primarily an assessment and brief counseling service and is best deﬁned as a
pre-treatment service. The emphasis is on early identiﬁcation of problems affecting work
performance, consultation with managers, labor representatives, employees and proactive intervention. EASE is not a substitute for a district’s health-care plan. It is, however,
a beneﬁcial and effective extension of the provider plan.
Los Angeles County Ofﬁce of Education
9300 Imperial Highway, Downey, California 90242-2890
Phone (562) 922-6683 Fax (562) 922-6690
www.lacoe.edu/ease
Debra Duardo, M.S.W., Ed.D., superintendent
Darren McDufﬁe, Ed.D., chief human resources ofﬁcer

The Labor Commissioner’s Office

EMPLOYERS MUST PROVIDE THIS INFORMATION TO NEW WORKERS
WHEN HIRED AND TO OTHER WORKERS WHO ASK FOR IT

RIGHTS OF VICTIMS OF DOMESTIC VIOLENCE,
SEXUAL ASSAULT AND STALKING
Your Right to Take Time Off:









You have the right to take time off from work to get help to protect you and your
children’s health, safety or welfare. You can take time off to get a restraining order or
other court order.
If your company has 25 or more workers, you can take time off from work to get medical
attention or services from a domestic violence shelter, program or rape crisis center,
psychological counseling, or receive safety planning related to domestic violence,
sexual assault, or stalking.
You may use available vacation, personal leave, accrued paid sick leave or
compensatory time off for your leave unless you are covered by a union agreement
that says something different. Even if you don’t have paid leave, you still have the right
to time off.
In general, you don’t have to give your employer proof to use leave for these reasons.
If you can, you should tell your employer before you take time off. Even if you cannot
tell your employer before, your employer cannot discipline you if you give proof
explaining the reason for your absence within a reasonable time. Proof can be a police
report, court order or doctor’s or counselor’s note or similar document.

Your Right to Reasonable Accommodation:


You have the right to ask your employer for help or changes in your workplace to make
sure you are safe at work. Your employer must work with you to see what changes
can be made. Changes in the workplace may include putting in locks, changing your
shift or phone number, transferring or reassigning you, or help with keeping a record of
what happened to you. Your employer can ask you for a signed statement certifying
that your request is for a proper purpose, and may also request proof showing your
need for an accommodation. Your employer cannot tell your coworkers or anyone else
about your request.

Your Right to Be Free from Retaliation and Discrimination:
Your employer cannot treat you differently or fire you because:




You are a victim of domestic violence, sexual assault, or stalking.
You asked for leave time to get help.
You asked your employer for help or changes in the workplace to make sure you are
safe at work.

You can file a complaint with the Labor Commissioner’s Office against your employer if
he/she retaliates or discriminates against you.
For more information, contact the California Labor Commissioner’s Office. We can help you by phone at 213-897-6595, or
you can find a local office on our website: www.dir.ca.gov/dlse/DistrictOffices.htm. If you do not speak English, we will
provide an interpreter in your language at no cost to you. This Notice explains rights contained in California Labor Code
sections 230 and 230.1. Employers may use this Notice or one substantially similar in content and clarity.

Labor Commissioner’s Office Victims of Domestic Violence, Sexual Assault and Stalking Notice

5/2017

EAST WHITTIER CITY SCHOOL DISTRICT
Board Statement of the District’s Support and Adherence to a Policy of Nondiscrimination

The District supports and adheres to a policy of nondiscrimination on the basis of gender, sex,
race, color, religion, national origin, ethnic group identification, ancestry, marital or parental
status, physical or mental disability, sexual orientation or the perception of one or more such
characteristics. It is recommended practice that the Board of Education review Board
Policies/Administrative Regulations that are significant to the operation of the District on a
regular basis to determine compliance with the State of California Education Code and to
determine their adequacy for governance of the school district. The District currently has the
following policies that support nondiscrimination:





Board Policy 0000 – Philiosophy, Goals, Objectives and Comprehensive Plans
Board Policy 0410 – Nondiscrimation in District Programs and Activities
Board Policy/Administrative Regulation 4030 – Nondiscrimination in Employment
Board Policy 5145.3 – Nondiscrimination/Harassment

It is recommended by the Coordinated Compliance Review (CCR), VI-CTE 34 that the District
provide nondiscrimination policies that have been approved by the Board and that such policies
are announced annually.

Philosophy, Goals, Objectives and Comprehensive Plans

BP 0000

VISION
In order to provide a clear focus for district programs, activities and operations, the Board of
Education shall adopt a long-range vision that sets direction for the district which is focused on
student learning and describes what the Board wants its schools to achieve. This vision may be
incorporated in various documents, including the district's mission or purpose statement,
philosophy, long-term goals, short-term objectives, and/or comprehensive plans.
(cf. 0100 - Philosophy)
(cf. 0200 - Goals for the School District)
(cf. 0400 - Comprehensive Plans)
(cf. 9000 - Role of the Board)
The Superintendent or designee shall recommend an appropriate process for establishing and/or
reviewing the district's vision statement which is inclusive of parents/guardians, students, staff and
community members.
The Board shall review the district vision statements at least every three years or whenever a new
Board member or Superintendent joins the district. Following these reviews the Board may
revise or reaffirm the direction it has established for the district.
The Superintendent or designee shall communicate the district's vision to staff, parents/guardians
and the community and shall regularly report to the Board regarding district progress toward the
vision.
(cf. 0500 - Accountability)
(cf. 1100 - Communication with the Public)

Management Resources:
CSBA PUBLICATIONS
Maximizing School Board Leadership: Vision, 1996
WEB SITES
CSBA: http://www.csba.org
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Philosophy, Goals, Objectives and Comprehensive Plans

BP 0410 (a)

NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES
The Board of Education is committed to providing equal opportunity for all individuals in
education. District programs, activities, and practices shall be free from unlawful discrimination,
including discrimination against an individual or group based on race, color, ancestry, nationality,
national origin, ethnic group identification, age, religion, marital, pregnancy, or parental status,
physical or mental disability, sex, sexual orientation, gender, gender identity or expression, or
genetic information; a perception of one or more of such characteristics; or association with a
person or group with one or more of these actual or perceived characteristics.
(cf. 1240 - Volunteer Assistance)
(cf. 4030 - Nondiscrimination in Employment)
(cf. 4032 - Reasonable Accommodation)
(cf. 4033 - Lactation Accommodation)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
(cf. 4161.8/4261.8/4361.8 - Family Care and Medical Leave)
(cf. 5131.2 - Bullying)
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)
(cf. 5146 - Married/Pregnant/Parenting Students)
(cf. 6145 - Extracurricular and Cocurricular Activities)
(cf. 6145.2 - Athletic Competition)
(cf. 6164.4 - Identification and Evaluation of Individuals for Special Education)
(cf. 6164.6 - Identification and Education Under Section 504)
(cf. 6178 - Career Technical Education)
(cf. 6200 - Adult Education)
District programs and activities shall also be free of any racially derogatory or discriminatory
school or athletic team names, mascots, or nicknames.
Annually, the Superintendent or designee shall review district programs and activities to ensure
the removal of any derogatory or discriminatory name, image, practice, or other barrier that may
unlawfully prevent an individual or group in any of the protected categories stated above from
accessing district programs and activities. He/she shall take prompt, reasonable actions to remove
any identified barrier. The Superintendent or designee shall report his/her findings and
recommendations to the Board after each review.
(cf. 1330 - Use of Facilities)
All allegations of unlawful discrimination in district programs and activities shall be investigated
and resolved in accordance with the procedures specified in AR 1312.3 - Uniform Complaint
Procedures.
(cf. 1312.3 - Uniform Complaint Procedures)

BP 0410 (b)
NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES (continued)
Pursuant to 34 CFR 104.8 and 34 CFR 106.9, the Superintendent or designee shall notify students,
parents/guardians, employees, employee organizations, applicants for admission and employment,
and sources of referral for applicants about the district's policy on nondiscrimination and related
complaint procedures. Such notification shall be included in each announcement, bulletin, catalog,
handbook, application form, or other materials distributed to these groups and, as applicable, to the
public. As appropriate, such notification shall be posted in district schools and offices, including
staff lounges, student government meeting rooms, and other prominent locations and shall be
posted on the district's web site and, when available, district-supported social media.
(cf. 1113 - District and School Web Sites)
(cf. 1114 - District-Sponsored Social Media)
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
(cf. 5145.6 - Parental Notifications)
The district's nondiscrimination policy and related informational materials shall be published in a
format that parents/guardians can understand. In addition, when 15 percent or more of a school's
students speak a single primary language other than English, those materials shall be translated
into that other language.
Access for Individuals with Disabilities
District programs and facilities, viewed in their entirety, shall be in compliance with the
Americans with Disabilities Act (ADA) and any implementing standards and/or regulations.
When structural changes to existing district facilities are needed to provide individuals with
disabilities access to programs, services, activities, or facilities, the Superintendent or designee
shall develop a transition plan that sets forth the steps for completing the changes.
(cf. 6163.2 - Animals at School)
(cf. 7110 - Facilities Master Plan)
(cf. 7111 - Evaluating Existing Buildings)
The Superintendent or designee shall ensure that the district provides appropriate auxiliary aids
and services when necessary to afford individuals with disabilities equal opportunity to participate
in or enjoy the benefits of a service, program, or activity. These aids and services may include, but
are not limited to, qualified interpreters or readers, assistive listening devices, assistive
technologies or other modifications to increase accessibility to district and school web sites,
notetakers, written materials, taped text, and Braille or large print materials. Individuals with
disabilities shall notify the Superintendent or principal if they have a disability that requires special
assistance or services. Reasonable notification should be given prior to a school-sponsored
function, program, or meeting.

BP 0410 (c)
NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES (continued)
Access for Individuals with Disabilities (continued)
(cf. 6020 - Parent Involvement)
(cf. 9320 - Meetings and Notices)
(cf. 9322 - Agenda/Meeting Materials)
The individual identified in AR 1312.3 - Uniform Complaint Procedures as the employee
responsible for coordinating the district's response to complaints and for complying with state and
federal civil rights laws is hereby designated as the district's ADA coordinator. He/she shall
receive and address requests for accommodation submitted by individuals with disabilities, and
shall investigate and resolve complaints regarding their access to district programs, services,
activities, or facilities.
Superintendent or Designee
14535 Whittier Blvd.
Whittier, CA 90605
(562) 907-5959
superintendent@ewcsd.org

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
48985 Notices to parents in language other than English
51007 Legislative intent: state policy
GOVERNMENT CODE
11000 Definitions
11135 Nondiscrimination in programs or activities funded by state
11138 Rules and regulations
12900-12996 Fair Employment and Housing Act
54953.2 Brown Act compliance with Americans with Disabilities Act
PENAL CODE
422.55 Definition of hate crime
422.6 Interference with constitutional right or privilege
CODE OF REGULATIONS, TITLE 5
4600-4687 Uniform complaint procedures
4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20
1400-1482 Individuals with Disabilities in Education Act
1681-1688 Discrimination based on sex or blindness, Title IX
2301-2415 Carl D. Perkins Vocational and Applied Technology Act
6311 State plans
6312 Local education agency plans

BP 0410 (d)
NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES (continued)
Legal Reference (continued)
UNITED STATES CODE, TITLE 29
794 Section 504 of the Rehabilitation Act of 1973
UNITED STATES CODE, TITLE 42
2000d-2000d-7 Title VI, Civil Rights Act of 1964
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2000h-6 Title IX
12101-12213 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 Americans with Disabilities Act
36.303 Auxiliary aids and services
CODE OF FEDERAL REGULATIONS, TITLE 34
100.1-100.13 Nondiscrimination in federal programs, effectuating Title VI
104.1-104.39 Section 504 of the Rehabilitation Act of 1973
106.1-106.61 Discrimination on the basis of sex, effectuating Title IX, especially:
106.9 Dissemination of policy
Management Resources:
CSBA PUBLICATIONS
Updated Legal Guidance: Protecting Transgender and Gender Nonconforming Students
Against Sex Discrimination, July 2016
Providing a Safe, Nondiscriminatory School Environment for Transgender and
Gender-Nonconforming Students, Policy Brief, February 2014
Safe Schools: Strategies for Boards of Education to Ensure Student Success, 2011
CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING
PUBLICATIONS
California Law Prohibits Workplace Discrimination and Harassment
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Dear Colleague Letter: Transgender Students, May 2016
Examples of Policies and Emerging Practices for Supporting Transgender Students, May
2016
Dear Colleague Letter: Title IX Coordinators, April 2015
Dear Colleague Letter: Harassment and Bullying, October 2010
Dear Colleague Letter: Electronic Book Readers, June 29, 2010
Notice of Non-Discrimination, January 1999
Protecting Students from Harassment and Hate Crime, January 1999
Nondiscrimination in Employment Practices in Education, August 1991
U.S. DEPARTMENT OF JUSTICE PUBLICATIONS
2010 ADA Standards for Accessible Design, September 2010
Accessibility of State and Local Government Websites to People with Disabilities, June
2003

BP 0410 (e)
NONDISCRIMINATION IN DISTRICT PROGRAMS AND ACTIVITIES (continued)
Management Resources (continued)
WORLD WIDE WEB CONSORTIUM PUBLICATIONS
Web Content Accessibility Guidelines, December 2008
WEB SITES
CSBA: http://www.csba.org
California Department of Education: http://www.cde.ca.gov
California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
Safe Schools Coalition: http://www.casafeschools.org
Pacific ADA Center: http://www.adapacific.org
U.S. Department of Education, Office for Civil Rights:
http://www.ed.gov/about/offices/list/ocr
U.S. Department of Justice, Civil Rights Division, Americans with Disabilities Act:
http://www.ada.gov
U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov
World Wide Web Consortium, Web Accessibility Initiative: http://www.w3.org/wai
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BP 4030 (a)

NONDISCRIMINATION IN EMPLOYMENT
The Board of Education is determined to provide district employees and job applicants a safe,
positive environment where they are assured of full and equal employment access and
opportunities, protection from harassment or intimidation, and freedom from any fear of reprisal or
retribution for asserting their employment rights in accordance with law. The Board prohibits
district employees from discriminating against or harassing any other district employee or job
applicant on the basis of the person's actual or perceived race, religious creed, color, national
origin, ancestry, age, marital status, pregnancy, physical or mental disability, medical condition,
genetic information, military and veteran status, gender, gender identity, gender expression, sex,
or sexual orientation, or association with a person or group with one or more of these actual or
perceived characteristics.
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4119.41/4219.41/4319.41 - Employees with Infectious Disease)
The Board also prohibits discrimination against any employee or job applicant in compensation,
terms, conditions, and other privileges of employment and the taking of any adverse employment
action, including, but not limited to, termination or the denial of employment, promotion, job
assignment, or training, against an employee or job applicant based on any of the categories listed
above.
(cf. 4032 - Reasonable Accommodation)
(cf. 4154/4254/4354 - Health and Welfare Benefits)
Prohibited discrimination on the basis of religious creed includes discrimination based on an
employee's or job applicant's religious belief or observance, including his/her religious dress or
grooming practices. In accordance with Government Code 12940, prohibited discrimination on
the basis of religious creed also includes the district's failure or refusal to use reasonable means to
accommodate an employee's or job applicant's religious belief, observance, or practice which
conflicts with an employment requirement. However, the district shall not accommodate an
employee's religious dress practice or religious grooming practice if it requires segregation of the
individual from other employees or the public or if it would result in a violation of this policy or
any law prohibiting discrimination.
Prohibited sex discrimination includes discrimination based on an employee's or job applicant's
pregnancy, childbirth, breastfeeding, or any related medical condition.
(cf. 4033 - Lactation Accommodation)

BP 4030 (b)
NONDISCRIMINATION IN EMPLOYMENT (continued)
Harassment consists of unwelcome verbal, physical, or visual conduct that is based on any of the
prohibited categories of discrimination listed above and that is so severe or pervasive that it
adversely affects an individual's employment opportunities, has the purpose or effect of
unreasonably interfering with the individual's work performance, or creates an intimidating,
hostile, or offensive work environment.
The Board also prohibits retaliation against any district employee or job applicant who opposes
any discriminatory employment practice by the district or its employee, agent, or representative or
who complains, testifies, assists, or in any way participates in the district's complaint procedures
pursuant to this policy. No employee or job applicant who requests an accommodation for any
protected characteristic listed in this policy shall be subjected to any punishment or sanction,
regardless of whether the request was granted. (Government Code 12940)
Complaints concerning employment discrimination, harassment, or retaliation shall immediately
be investigated in accordance with procedures specified in the accompanying administrative
regulation.
Any supervisory or management employee who observes or has knowledge of an incident of
prohibited discrimination or harassment shall report the incident to the Superintendent or
designated district coordinator as soon as practical after the incident. All other employees are
encouraged to report such incidents to their supervisor immediately. The district shall protect any
employee who does report such incidents from retaliation.
The Superintendent or designee shall use all appropriate means to reinforce the district's
nondiscrimination policy. He/she shall provide training and information to employees about how
to recognize harassment and discrimination, how to respond appropriately, and components of the
district's policies and regulations regarding discrimination. The Superintendent or designee shall
regularly review the district's employment practices and, as necessary, shall take action to ensure
district compliance with the nondiscrimination laws.
Any district employee who engages in prohibited discrimination, harassment, or retaliation or who
aids, abets, incites, compels, or coerces another to engage or attempt to engage in such behavior in
violation of this policy shall be subject to disciplinary action, up to and including dismissal.
(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
CIVIL CODE
51.7 Freedom from violence or intimidation

BP 4030 (c)
NONDISCRIMINATION IN EMPLOYMENT (continued)
Legal Reference (continued)
GOVERNMENT CODE
11135 Unlawful discrimination
11138 Rules and regulations
12900-12996 Fair Employment and Housing Act
PENAL CODE
422.56 Definitions, hate crimes
CODE OF REGULATIONS, TITLE 2
11019 Terms, conditions and privileges of employment
CODE OF REGULATIONS, TITLE 5
4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20
1681-1688 Title IX of the Education Amendments of 1972
UNITED STATES CODE, TITLE 29
621-634 Age Discrimination in Employment Act
794 Section 504 of the Rehabilitation Act of 1973
UNITED STATES CODE, TITLE 42
2000d-2000d-7 Title VI, Civil Rights Act of 1964, as amended
2000e-2000e-17 Title VII, Civil Rights Act of 1964, as amended
2000ff-2000ff-11 Genetic Information Nondiscrimination Act of 2008
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964
6101-6107 Age discrimination in federally assisted programs
12101-12213 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 34
100.6 Compliance information
104.7 Designation of responsible employee for Section 504
104.8 Notice
106.8 Designation of responsible employee and adoption of grievance procedures
106.9 Dissemination of policy
110.1-110.39 Nondiscrimination on the basis of age
COURT DECISIONS
Thompson v. North American Stainless LP, (2011) 131 S.Ct. 863
Shephard v. Loyola Marymount, (2002) 102 Cal.App.4th 837

BP 4030 (d)
NONDISCRIMINATION IN EMPLOYMENT (continued)
Management Resources:
CALIFORNIA DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING
PUBLICATIONS
California Law Prohibits Workplace Discrimination and Harassment, December 2014
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Notice of Non-Discrimination, August 2010
U.S. EQUAL EMPLOYMENT OPPORTUNITY COMMISSION PUBLICATIONS
Questions and Answers: Religious Discrimination in the Workplace, 2008
New Compliance Manual Section 15: Race and Color Discrimination, April 2006
Enforcement Guidance: Vicarious Employer Liability for Unlawful Harassment by
Supervisors, June
WEB SITES
California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
U.S. Department of Education, Office for Civil Rights:
http://www.ed.gov/about/offices/list/ocr
U.S. Equal Employment Opportunity Commission: http://www.eeoc.gov
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EAST WHITTIER CITY SCHOOL DISTRICT
Whittier, California

Students

BP 5145.3 (a)

NONDISCRIMINATION/HARASSMENT
The Board of Education desires to provide a safe school environment that allows all students equal
access and opportunities in the district's academic, extracurricular, and other educational support
programs, services, and activities. The Board prohibits, at any district school or school activity,
unlawful discrimination, including discriminatory harassment, intimidation, and bullying, targeted
at any student by anyone, based on the student's actual or perceived race, color, ancestry, national
origin, nationality, ethnicity, ethnic group identification, age, religion, marital or parental status,
physical or mental disability, sex, sexual orientation, gender, gender identity, or gender expression
or association with a person or group with one or more of these actual or perceived characteristics.
This policy shall apply to all acts related to school activity or to school attendance occurring within
a district school, and to acts which occur off campus or outside of school-related or
school-sponsored activities but which may have an impact or create a hostile environment at
school.
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 5131 - Conduct)
(cf. 5131.2 - Bullying)
(cf. 5137 - Positive School Climate)
(cf. 5145.9 - Hate-Motivated Behavior)
(cf. 5146 - Married/Pregnant/Parenting Students)
(cf. 6164.6 - Identification and Education Under Section 504)
Unlawful discrimination, including discriminatory harassment, intimidation, or bullying, may
result from physical, verbal, nonverbal, or written conduct based on any of the categories listed
above. Unlawful discrimination also includes the creation of a hostile environment through
prohibited conduct that is so severe, persistent, or pervasive that it affects a student's ability to
participate in or benefit from an educational program or activity; creates an intimidating,
threatening, hostile, or offensive educational environment; has the effect of substantially or
unreasonably interfering with a student's academic performance; or otherwise adversely affects a
student's educational opportunities.
Unlawful discrimination also includes disparate treatment of students based on one of the
categories above with respect to the provision of opportunities to participate in school programs or
activities or the provision or receipt of educational benefits or services.
The Board also prohibits any form of retaliation against any individual who reports or participates
in the reporting of unlawful discrimination, files or participates in the filing of a complaint, or
investigates or participates in the investigation of a complaint or report alleging unlawful
discrimination. Retaliation complaints shall be investigated and resolved in the same manner as a
discrimination complaint.

BP 5145.3 (b)
NONDISCRIMINATION/HARASSMENT (continued)
The Superintendent or designee shall facilitate students' access to the educational program by
publicizing the district's nondiscrimination policy and related complaint procedures to students,
parents/guardians, and employees. He/she shall provide training and information on the scope and
use of the policy and complaint procedures and take other measures designed to increase the
school community's understanding of the requirements of law related to discrimination. The
Superintendent or designee shall regularly review the implementation of the district's
nondiscrimination policies and practices and, as necessary, shall take action to remove any
identified barrier to student access to or participation in the district's educational program. He/she
shall report his/her findings and recommendations to the Board after each review.
(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 1330 - Use of Facilities)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
(cf. 6145 - Extracurricular and Cocurricular Activities)
(cf. 6145.2 - Athletic Competition)
(cf. 6164.2 - Guidance/Counseling Services)
Regardless of whether a complainant complies with the writing, timeline, and/or other formal
filing requirements, all complaints alleging unlawful discrimination, including discriminatory
harassment, intimidation, or bullying, shall be investigated and prompt action taken to stop the
discrimination, prevent recurrence, and address any continuing effect on students.
Students who engage in unlawful discrimination, including discriminatory harassment,
intimidation, retaliation, or bullying, in violation of law, Board policy, or administrative regulation
shall be subject to appropriate consequence or discipline, which may include suspension or
expulsion when the behavior is severe or pervasive as defined in Education Code 48900.4. Any
employee who permits or engages in prohibited discrimination, including discriminatory
harassment, intimidation, retaliation, or bullying, shall be subject to disciplinary action, up to and
including dismissal.
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4119.21/4219.21/4319.21 - Professional Standards)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
(cf. 5144 - Discipline)
(cf. 5144.1 - Suspension and Expulsion/Due Process)
(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities))
(cf. 5145.2 - Freedom of Speech/Expression)

BP 5145.3 (c)
NONDISCRIMINATION/HARASSMENT (continued)
Record-Keeping
The Superintendent or designee shall maintain a record of all reported cases of unlawful
discrimination, including discriminatory harassment, intimidation, or bullying, to enable the
district to monitor, address, and prevent repetitive prohibited behavior in district schools.
(cf. 3580 - District Records)

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
48900.3 Suspension or expulsion for act of hate violence
48900.4 Suspension or expulsion for threats or harassment
48904 Liability of parent/guardian for willful student misconduct
48907 Student exercise of free expression
48950 Freedom of speech
48985 Translation of notices
49020-49023 Athletic programs
51500 Prohibited instruction or activity
51501 Prohibited means of instruction
60044 Prohibited instructional materials
CIVIL CODE
1714.1 Liability of parents/guardians for willful misconduct of minor
PENAL CODE
422.55 Definition of hate crime
422.6 Crimes, harassment
CODE OF REGULATIONS, TITLE 5
432 Student record
4600-4687 Uniform complaint procedures
4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20
1681-1688 Title IX of the Education Amendments of 1972
12101-12213 Title II equal opportunity for individuals with disabilities
UNITED STATES CODE, TITLE 29
794 Section 504 of Rehabilitation Act of 1973
UNITED STATES CODE, TITLE 42
2000d-2000e-17 Title VI and Title VII Civil Rights Act of 1964, as amended
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964
6101-6107 Age Discrimination Act of 1975
CODE OF FEDERAL REGULATIONS, TITLE 28
35.107 Nondiscrimination on basis of disability; complaints

BP 5145.3 (d)
NONDISCRIMINATION/HARASSMENT (continued)
Legal Reference (continued)
CODE OF FEDERAL REGULATIONS, TITLE 34
99.31 Disclosure of personally identifiable information
100.3 Prohibition of discrimination on basis of race, color or national origin
104.7 Designation of responsible employee for Section 504
106.8 Designation of responsible employee for Title IX
106.9 Notification of nondiscrimination on basis of sex
COURT DECISIONS
Donovan v. Poway Unified School District, (2008) 167 Cal.App.4th 567
Flores v. Morgan Hill Unified School District, (2003) 324 F.3d 1130
Management Resources:
CSBA PUBLICATIONS
Providing a Safe, Nondiscriminatory School Environment for Transgender and
Gender-Nonconforming Students, Policy Brief, February 2014
Final Guidance Regarding Transgender Students, Privacy, and Facilities, March 2014
Safe Schools: Strategies for Boards of Education to Ensure Student Success, 2011
FIRST AMENDMENT CENTER PUBLICATIONS
Public Schools and Sexual Orientation: A First Amendment Framework for Finding
Common Ground, 2006
NATIONAL SCHOOL BOARDS ASSOCIATION PUBLICATIONS
Dealing with Legal Matters Surrounding Students' Sexual Orientation and Gender
Identity, 2004
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Dear Colleague Letter: Transgender Students, May 2016
Examples of Policies and Emerging Practices for Supporting Transgender Students, May
2016
Dear Colleague Letter: Title IX Coordinators, April 2015
Dear Colleague Letter: Harassment and Bullying, October 2010
Notice of Non-Discrimination, January 1999
WEB SITES
CSBA: http://www.csba.org
California Department of Education: http://www.cde.ca.gov
California Safe Schools Coalition: http://www.casafeschools.org
First Amendment Center: http://www.firstamendmentcenter.org
National School Boards Association: http://www.nsba.org
U.S. Department of Education, Office for Civil Rights:
http://www.ed.gov/about/offices/list/ocr

Policy
adopted: August 28, 2017

EAST WHITTIER CITY SCHOOL DISTRICT
Whittier, California

Community Relations

BP 1312.1 (a)

COMPLAINTS CONCERNING SCHOOL PERSONNEL
Complaints concerning school personnel should be made directly by the complainant to the person
against whom the complaint is lodged. This complaint should be made within ten (10) working
days after the alleged incident.
If the complaint is not resolved at this level, the complainant is requested to seek, within ten (10)
working days, the help of the supervisor or principal prior to putting the complaint in writing.
If the complaint, after review by the supervisor, remains unresolved, the complainant shall put the
complaint in writing and direct it to the administrative supervisor who shall review the complaint
within ten (10) working days.
If the complaint, after review by the administrative supervisor, remains unresolved, the
administrative supervisor, within ten (10) working days, shall refer the written complaint, together
with the supervisor's report and analysis of the situation, to the Superintendent or his/her designee.
The Superintendent's decision shall be final unless the complainant, the employee or the
Superintendent requests a closed hearing before the Board of Education on the complaint. If the
employee so requests, an open hearing will be held.
Every effort should be made to resolve the complaint at the lowest possible level.
Failure to the complainant to put the complaint in writing will be considered by the district as a
dropping of the complaint.
The employee about whom the complaint is made shall have the opportunity to respond in writing
at any time during the complaint procedure.
Hearing
No hearing, either open or closed, will be held by the Board on any complaint unless and until the
Board has received the Superintendent's written report concerning the complaint. The
Superintendent's report shall contain, but not be limited to:
1.

The name of each employee involved.

2.

A brief but specific summary of the nature of the complaint and the facts surrounding it,
sufficient to inform the Board and the employee(s) the precise nature of the complaint and
to allow the employee(s) to prepare a defense.

3.

A true copy of the signed original of the complaint itself.

4.

A summary of the action taken by the Superintendent in connection with the complaint
with the Superintendent's specific finding that disposition of the case at the
Superintendent's level has not been possible and the reasons therefore.

BP 1312.1 (b)
COMPLAINTS CONCERNING SCHOOL PERSONNEL (continued)
Hearing (continued)
The district administration shall be available to assist the complainant in the procedures regarding
the submission and handling of complaints.
If a hearing is requested, all parties involved, including the school and/or district administrator,
shall be requested to attend the hearing for the purposes of presentation of all available evidence,
allowing every opportunity to clarify the issue.
The decision of the Board following the hearing shall be final, except that the employee through
the association may, within ten (10) working days of receipt of the Board, appeal the decision as to
whether the Board had just cause to issue its decision, and, in addition, whether the complaint and
other documents relating to the complaint and hearing held before the Board should remain a part
of the employee's file. The appeal to arbitration, if any, shall follow the procedures set forth in the
applicable Collective Bargaining Agreement.
Complaints Regarding Management Personnel
Complaints concerning management personnel should be made directly by the complainant to the
administrator/supervisor against whom the complaint is lodged. This complaint should be made
within ten (10) working days after the alleged incident.
Any complaints reaching Board members regarding management personnel shall be referred to the
Superintendent. A Board member will also request that the complainant address his/her
complaint directly to the administrator/supervisor against whom the complaint is lodged.
Procedures
First Level: The Superintendent shall refer the complaint to the manager's immediate supervisor
who shall discuss the matter with the manager and refer it to him/her for resolution. The
concerned manager shall discuss the complaint promptly with the complainant. The concerned
manager shall make every effort to provide the complainant with a reasoned explanation or take
appropriate action for resolution within his/her authority and district rules and regulations.
The concerned manager shall advise the complainant of the next step in the appeal process in the
event the complainant is not satisfied. The concerned manager shall report the result of the
discussion and whatever action may have been taken to his/her immediate supervisor.
Second Level: If the complaint cannot be satisfactorily resolved at the first level, the complainant
shall discuss the matter with the assistant superintendent-personnel within ten (10) working days
and prior to putting the complaint in writing.

BP 1312.1 (c)
COMPLAINTS CONCERNING SCHOOL PERSONNEL (continued)
Procedures (continued)
Third Level: If the complaint cannot be satisfactorily resolved at the second level, the complainant
shall, within ten (10) working days, request in writing a conference with the Superintendent with a
copy to the Board. The request shall state:
1.

The specific nature of the complaint and a brief statement of the fact giving rise to it.

2.

The manner in which it is alleged that the complainant (or child of the complainant) has
been affected adversely, if any.

3.

The action which the complainant wishes taken and the reasons why it is felt that such
action be taken.

Should the matter be resolved in conference with the Superintendent, the Board shall be advised of
the resolution.
Fourth Level: Should the matter still not be resolved or if it is one beyond the Superintendent's
authority and requires a Board decision or action, the complainant shall request in writing a
hearing by the Board.
Failure of the complainant to put the complaint in writing will be considered by the district as a
dropping of the complaint.

Legal Reference:
EDUCATION CODE
35146 Closed sessions
35160.5 Requirement of school district policies: parental complaints re employees
35203 Duty of district attorney to defend in certain cases
35204 Contract with attorney in private practice
44811 Upbraiding, insulting and abusing teachers
44932-44949 Resignation, dismissal and leaves of absence (rights of employee;
procedures to follow)
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EAST WHITTIER CITY SCHOOL DISTRICT
Whittier, California

Community Relations

BP 1312.3 (a)

UNIFORM COMPLAINT PROCEDURES
The Board of Education recognizes that the district has the primary responsibility to ensure
compliance with applicable state and federal laws and regulations governing educational
programs. The Board encourages early resolution of complaints whenever possible. To resolve
complaints which may require a more formal process, the Board adopts the uniform system of
complaint processes specified in 5 CCR 4600-4670 and the accompanying administrative
regulation.
The district's uniform complaint procedures (UCP) shall be used to investigate and resolve the
following complaints:
1.

Any complaint alleging district violation of applicable state or federal law or regulations
governing adult education programs, after school education and safety programs, migrant
education, career technical and technical education and training programs, child care and
development programs, child nutrition programs, special education programs,
consolidated categorical aid programs, and any other district-implemented program which
is listed in Education Code 64000(a). (5 CCR 4610)

(cf. 3553 - Free and Reduced Price Meals)
(cf. 3555 - Nutrition Program Compliance)
(cf. 5141.4 - Child Abuse Prevention and Reporting)
(cf. 5148 - Child Care and Development)
(cf. 5148.2 - Before/After School Programs)
(cf. 6159 - Individualized Education Program)
(cf. 6171 - Title I Programs)
(cf. 6174 - Education for English Language Learners)
(cf. 6175 - Migrant Education Program)
(cf. 6178 - Career Technical Education)
(cf. 6178.1 - Work-Based Learning)
(cf. 6178.2 - Regional Occupational Center/Program)
(cf. 6200 - Adult Education)
2.

Any complaint alleging the occurrence of unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying) against any student, employee, or other person
participating in district programs and activities, including, but not limited to, those
programs or activities funded directly by or that receive or benefit from any state financial
assistance, based on the person's actual or perceived characteristics of race or ethnicity,
color, ancestry, nationality, national origin, ethnic group identification, age, religion,
marital, pregnancy, or parental status, physical or mental disability, sex, sexual orientation,
gender, gender identity, gender expression, or genetic information, or any other
characteristic identified in Education Code 200 or 220, Government Code 11135, or Penal
Code 422.55, or based on his/her association with a person or group with one or more of
these actual or perceived characteristics. (5 CCR 4610)

BP 1312.3 (b)
UNIFORM COMPLAINT PROCEDURES (continued)
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)
3.

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

(cf. 5146 - Married/Pregnant/Parenting Students)
4.

Any complaint alleging district noncompliance with the prohibition against requiring
students to pay fees, deposits, or other charges for participation in educational activities.
(5 CCR 4610)

(cf. 3260 - Fees and Charges)
(cf. 3320 - Claims and Actions Against the District)
5.

Any complaint alleging district noncompliance with legal requirements related to the
implementation of the local control and accountability plan. (Education Code 52075)

(cf. 0460 - Local Control and Accountability Plan)
6.

Any complaint, by or on behalf of any student who is a foster youth, alleging district
noncompliance with any legal requirement applicable to the student regarding placement
decisions, the responsibilities of the district's educational liaison to the student, the award
of credit for coursework satisfactorily completed in another school or district, school
transfer, or the grant of an exemption from Board-imposed graduation requirements.
(Education Code 48853, 48853.5, 49069.5, 51225.1, 51225.2)

(cf. 6173.1 - Education for Foster Youth)
7.

Any complaint, by or on behalf of a homeless student as defined in 42 USC 11434a,
alleging district noncompliance with any requirement applicable to the student regarding
the award of credit for coursework satisfactorily completed in another school or district or
the grant of an exemption from Board-imposed graduation requirements.
(Education Code 51225.1, 51225.2)

(cf. 6173 - Education for Homeless Children)
(cf. 6152 - Class Assignment)

BP 1312.3 (c)
UNIFORM COMPLAINT PROCEDURES (continued)
8.

Any complaint alleging district noncompliance with the physical education instructional
minutes requirement for students in elementary school. (Education Code 51210, 51223)

(cf. 6142.7 - Physical Education and Activity)
9.

Any complaint alleging retaliation against a complainant or other participant in the
complaint process or anyone who has acted to uncover or report a violation subject to this
policy.

10.

Any other complaint as specified in a district policy.

The Board recognizes that alternative dispute resolution (ADR) can, depending on the nature of
the allegations, offer a process to reach a resolution to the complaint that is acceptable to all
parties. ADR such as mediation may be offered to resolve complaints that involve more than one
student and no adult. However, mediation shall not be offered or used to resolve any complaint
involving sexual assault or where there is a reasonable risk that a party to the mediation would feel
compelled to participate. The Superintendent or designee shall ensure that the use of ADR is
consistent with state and federal laws and regulations.
The district shall protect all complainants from retaliation. In investigating complaints, the
confidentiality of the parties involved shall be protected as required by law. As appropriate for any
complaint alleging retaliation or unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying), the Superintendent or designee shall keep confidential the identity of the
complainant and/or the subject of the complaint if he/she is different from the complainant, as long
as the integrity of the complaint process is maintained.
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 5125 - Student Records)
(cf. 9011 - Disclosure of Confidential/Privileged Information)
When an allegation that is not subject to the UCP is included in a UCP complaint, the district shall
refer the non-UCP allegation to the appropriate staff or agency and shall investigate and, if
appropriate, resolve the UCP-related allegation(s) through the district's UCP.
The Superintendent or designee shall provide training to district staff to ensure awareness and
knowledge of current law and related requirements, including the steps and timelines specified in
this policy and the accompanying administrative regulation.
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

BP 1312.3 (d)
UNIFORM COMPLAINT PROCEDURES (continued)
The Superintendent or designee shall maintain records of all UCP complaints and the
investigations of those complaints in accordance with applicable law and district policy.
(cf. 3580 - District Records)
Non-UCP Complaints
The following complaints shall not be subject to the district's UCP but shall be referred to the
specified agency: (5 CCR 4611)
1.

Any complaint alleging child abuse or neglect shall be referred to the County Department
of Social Services, the County Protective Services Division, and the appropriate law
enforcement agency.

2.

Any complaint alleging health and safety violations by a child development program shall,
for licensed facilities, be referred to Department of Social Services and shall, for
licensing-exempt facilities, be referred to the appropriate Child Development regional
administrator.

3.

Any complaint alleging employment discrimination shall be sent to the California
Department of Fair Employment and Housing and the compliance officer shall notify the
complainant by first class mail of the transfer.

4.

Any complaint alleging fraud shall be referred to the California Department of Education.

In addition, the district's Williams Uniform Complaint Procedures, AR 1312.4, shall be used to
investigate and resolve any complaint related to sufficiency of textbooks or instructional materials,
emergency or urgent facilities conditions that pose a threat to the health or safety of students or
staff, or teacher vacancies and misassignments. (Education Code 35186)
(cf. 1312.4 - Williams Uniform Complaint Procedures)

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
222 Reasonable accommodations; lactating students
8200-8498 Child care and development programs
8500-8538 Adult basic education
18100-18203 School libraries
32289 School safety plan, uniform complaint procedures
35186 Williams uniform complaint procedures
48853-48853.5 Foster youth

BP 1312.3 (e)
UNIFORM COMPLAINT PROCEDURES (continued)
Legal Reference (continued)
48985 Notices in language other than English
49010-49013 Student fees
49060-49079 Student records
49069.5 Rights of parents
49490-49590 Child nutrition programs
51210 Courses of study grades 1-6
51223 Physical education, elementary schools
51225.1-51225.2 Foster youth and homeless children; course credits; graduation
requirements
51228.1-51228.3 Course periods without educational content
52060-52077 Local control and accountability plan, especially:
52075 Complaint for lack of compliance with local control and accountability plan
requirements
52160-52178 Bilingual education programs
52300-52490 Career technical education
52500-52616.24 Adult schools
52800-52870 School-based program coordination
54400-54425 Compensatory education programs
54440-54445 Migrant education
54460-54529 Compensatory education programs
56000-56867 Special education programs
59000-59300 Special schools and centers
64000-64001 Consolidated application process
GOVERNMENT CODE
11135 Nondiscrimination in programs or activities funded by state
12900-12996 Fair Employment and Housing Act
PENAL CODE
422.55 Hate crime; definition
422.6 Interference with constitutional right or privilege
CODE OF REGULATIONS, TITLE 5
3080 Application of section
4600-4687 Uniform complaint procedures
4900-4965 Nondiscrimination in elementary and secondary education programs
UNITED STATES CODE, TITLE 20
1221 Application of laws
1232g Family Educational Rights and Privacy Act
1681-1688 Title IX of the Education Amendments of 1972
6301-6577 Title I basic programs
6801-6871 Title III language instruction for limited English proficient and immigrant
students
7101-7184 Safe and Drug-Free Schools and Communities Act

BP 1312.3 (f)
UNIFORM COMPLAINT PROCEDURES (continued)
Legal Reference (continued)
7201-7283g Title V promoting informed parental choice and innovative programs
7301-7372 Title V rural and low-income school programs
12101-12213 Title II equal opportunity for individuals with disabilities
UNITED STATES CODE, TITLE 29
794 Section 504 of Rehabilitation Act of 1973
UNITED STATES CODE, TITLE 42
2000d-2000e-17 Title VI and Title VII Civil Rights Act of 1964, as amended
2000h-2-2000h-6 Title IX of the Civil Rights Act of 1964
6101-6107 Age Discrimination Act of 1975
CODE OF FEDERAL REGULATIONS, TITLE 28
35.107 Nondiscrimination on basis of disability; complaints
CODE OF FEDERAL REGULATIONS, TITLE 34
99.1-99.67 Family Educational Rights and Privacy Act
100.3 Prohibition of discrimination on basis of race, color or national origin
104.7 Designation of responsible employee for Section 504
106.8 Designation of responsible employee for Title IX
106.9 Notification of nondiscrimination on basis of sex
110.25 Notification of nondiscrimination on the basis of age
Management Resources:
U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS
Dear Colleague Letter: Title IX Coordinators, April 2015
Questions and Answers on Title IX and Sexual Violence, April 2014
Dear Colleague Letter: Bullying of Students with Disabilities, August 2013
Dear Colleague Letter: Sexual Violence, April 2011
Dear Colleague Letter: Harassment and Bullying, October 2010
Revised Sexual Harassment Guidance: Harassment of Students by School Employees,
Other Students, or Third Parties, January 2001
U.S. DEPARTMENT OF JUSTICE PUBLICATIONS
Guidance to Federal Financial Assistance Recipients Regarding Title VI Prohibition
Against National Origin Discrimination Affecting Limited English Proficient Persons,
2002
WEB SITES
CSBA: http://www.csba.org
California Department of Education: http://www.cde.ca.gov
Family Policy Compliance Office: http://familypolicy.ed.gov
U.S. Department of Education, Office for Civil Rights: http://www.ed.gov/ocr
U.S. Department of Justice: http://www.justice.gov
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EAST WHITTIER CITY SCHOOL DISTRICT
Whittier, California

Community Relations

AR 1312.3 (a)

UNIFORM COMPLAINT PROCEDURES
Except as the Board of Education may otherwise specifically provide in other district policies,
these uniform complaint procedures (UCP) shall be used to investigate and resolve only the
complaints specified in BP 1312.3.
(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 1312.2 - Complaints Concerning Instructional Materials)
(cf. 1312.4 - Williams Uniform Complaint Procedures)
(cf. 4030 - Nondiscrimination in Employment)
Compliance Officers
The district designates the individual(s) identified below as the employee(s) responsible for
coordinating the district's response to complaints and for complying with state and federal civil
rights laws. The individual(s) also serve as the compliance officer(s) specified in AR 5145.3 Nondiscrimination/Harassment as the responsible employee to handle complaints regarding
unlawful discrimination (such as discriminatory harassment, intimidation, or bullying). The
individual(s) shall receive and coordinate the investigation of complaints and shall ensure district
compliance with law.
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)
Superintendent or designee
14535 Whittier Blvd.
Whittier, CA 90605
(562) 907-5959
superintendent@ewcsd.org
The compliance officer who receives a complaint may assign another compliance officer to
investigate and resolve the complaint. The compliance officer shall promptly notify the
complainant and respondent, if applicable, if another compliance officer is assigned to the
complaint.
In no instance shall a compliance officer be assigned to a complaint in which he/she has a bias or
conflict of interest that would prohibit him/her from fairly investigating or resolving the
complaint. Any complaint against a compliance officer or that raises a concern about the
compliance officer's ability to investigate the complaint fairly and without bias shall be filed with
the Superintendent or designee who shall determine how the complaint will be investigated.

AR 1312.3 (b)
UNIFORM COMPLAINT PROCEDURES (continued)
The Superintendent or designee shall ensure that employees assigned to investigate and resolve
complaints receive training and are knowledgeable about the laws and programs at issue in the
complaints to which they are assigned. Training provided to such employees shall include current
state and federal laws and regulations governing the program, applicable processes for
investigating and resolving complaints, including those alleging unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying), applicable standards for reaching decisions
on complaints, and appropriate corrective measures. Assigned employees may have access to
legal counsel as determined by the Superintendent or designee.
(cf. 4331 - Staff Development)
(cf. 9124 - Attorney)
The compliance officer or, if necessary, any appropriate administrator shall determine whether
interim measures are necessary during and pending the result of an investigation. If interim
measures are determined to be necessary, the compliance officer or the administrator shall consult
with the Superintendent, the Superintendent's designee, or, if appropriate, the site principal to
implement one or more interim measures. The interim measures shall remain in place until the
compliance officer determines that they are no longer necessary or until the district issues its final
written decision, whichever occurs first.
Notifications
The district's UCP policy and administrative regulation shall be posted in all district schools and
offices, including staff lounges and student government meeting rooms. (Education Code 234.1)
The Superintendent or designee shall annually provide written notification of the district's UCP,
including information regarding unlawful student fees, local control and accountability plan
(LCAP) requirements, and requirements related to the educational rights of foster youth and
homeless students, to students, employees, parents/guardians, the district advisory committee,
school advisory committees, appropriate private school officials or representatives, and other
interested parties.
(Education Code 262.3, 48853, 48853.5, 49013, 49069.5, 51225.1, 51225.2, 52075; 5 CCR 4622)
(cf. 0420 - School Plans/Site Councils)
(cf. 0460 - Local Control and Accountability Plan)
(cf. 1220 - Citizen Advisory Committees)
(cf. 3260 - Fees and Charges)
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
(cf. 5145.6 - Parental Notifications)
(cf. 6173 - Education for Homeless Children)
(cf. 6173.1 - Education for Foster Youth)

AR 1312.3 (c)
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The annual notification and complete contact information of the compliance officer(s) may be
posted on the district web site and, if available, provided through district-supported social media.
(cf. 1113 - District and School Web Sites)
(cf. 1114 - District-Sponsored Social Media)
The Superintendent or designee shall ensure that all students and parents/guardians, including
students and parents/guardians with limited English proficiency, have access to the relevant
information provided in the district's policy, regulation, forms, and notices concerning the UCP.
If 15 percent or more of students enrolled in a particular district school speak a single primary
language other than English, the district's policy, regulation, forms, and notices concerning the
UCP shall be translated into that language, in accordance with Education Code 234.1 and 48985.
In all other instances, the district shall ensure meaningful access to all relevant UCP information
for parents/guardians with limited English proficiency.
The notice shall:
1.

Identify the person(s), position(s), or unit(s) responsible for receiving complaints

2.

Advise the complainant of any civil law remedies that may be available to him/her under
state or federal antidiscrimination laws, if applicable

3.

Advise the complainant of the appeal process, including, if applicable, the complainant's
right to take a complaint directly to the California Department of Education (CDE) or to
pursue remedies before civil courts or other public agencies, such as the U.S. Department
of Education's Office for Civil Rights (OCR) in cases involving unlawful discrimination
(such as discriminatory harassment, intimidation, or bullying).

4.

Include statements that:
a.

The district has the primary responsibility to ensure compliance with applicable state
and federal laws and regulations governing educational programs.

b.

The complaint review shall be completed within 60 calendar days from the date of
receipt of the complaint unless the complainant agrees in writing to an extension of the
timeline.

c.

A complaint alleging retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying) must be filed not later than six months from the
date it occurred, or six months from the date the complainant first obtained knowledge
of the facts of the alleged unlawful discrimination. The time for filing may be extended
for up to 90 days by the Superintendent or designee for good cause upon written request
by the complainant setting forth the reasons for the extension.

AR 1312.3 (d)
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d.

Complaints should be filed in writing and signed by the complainant. If a complainant
is unable to put his/her complaint in writing, for example, due to conditions such as a
disability or illiteracy, district staff shall assist him/her in the filing of the complaint.

e.

If a complaint is not filed in writing but the district receives notice of any allegation that
is subject to the UCP, the district shall take affirmative steps to investigate and address
the allegations, in a manner appropriate to the particular circumstances.
If the allegation involves retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying) and the investigation reveals that discrimination
has occurred, the district will take steps to prevent recurrence of discrimination and
correct its discriminatory effects on the complainant, and on others, if appropriate.

f.

A student enrolled in a public school shall not be required to pay a fee for his/her
participation in an educational activity that constitutes an integral fundamental part of
the district's educational program, including curricular and extracurricular activities.

g.

The Board is required to adopt and annually update the LCAP in a manner that includes
meaningful engagement of parents/guardians, students, and other stakeholders in the
development and/or review of the LCAP.

h.

A foster youth shall receive information about educational rights related to his/her
educational placement, enrollment in and checkout from school, as well as the
responsibilities of the district liaison for foster youth to ensure and facilitate these
requirements and to assist the student in ensuring proper transfer of his/her credits,
records, and grades when he/she transfers between schools or between the district and
another district.

i.

A foster youth or homeless student who transfers into a district high school or between
district high schools shall be notified of the district's responsibility to:
(1)

Accept any coursework or part of the coursework that the student has
satisfactorily completed in another public school, juvenile court school, or a
nonpublic, nonsectarian school or agency, and to issue full or partial credit for the
coursework completed

(2)

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

(3)

If the student has completed his/her second year of high school before the
transfer, provide the student information about district-adopted coursework and
Board-imposed graduation requirements from which he/she may be exempted
pursuant to Education Code 51225.1

AR 1312.3 (e)
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j.

The complainant has a right to appeal the district's decision to the CDE by filing a
written appeal within 15 calendar days of receiving the district's decision.
In any complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying), the respondent also shall have the right to file an appeal with
the CDE in the same manner as the complainant, if he/she is dissatisfied with the
district's decision.

k.

The appeal to the CDE must include a copy of the complaint filed with the district and
a copy of the district's decision.

l.

Copies of the district's UCP are available free of charge.

District Responsibilities
All UCP-related complaints shall be investigated and resolved within 60 calendar days of the
district's receipt of the complaint unless the complainant agrees in writing to an extension of the
timeline. (5 CCR 4631)
For complaints alleging unlawful discrimination (such as discriminatory harassment, intimidation,
or bullying), the district shall inform the respondent when the complainant agrees to an extension
of the timeline for investigating and resolving the complaint.
The compliance officer shall maintain a record of each complaint and subsequent related actions,
including steps taken during the investigation and all information required for compliance with 5
CCR 4631 and 4633.
All parties involved in the allegations shall be notified when a complaint is filed and when a
decision or ruling is made. However, the compliance officer shall keep all complaints or
allegations of retaliation or unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) confidential except when disclosure is necessary to carry out the
investigation, take subsequent corrective action, conduct ongoing monitoring, or maintain the
integrity of the process. (5 CCR 4630, 4964)
Filing of Complaints
The complaint shall be presented to the compliance officer who shall maintain a log of complaints
received, providing each with a code number and a date stamp.
All complaints shall be filed in writing and signed by the complainant. If a complainant is unable
to put a complaint in writing due to conditions such as a disability or illiteracy, district staff shall
assist him/her in the filing of the complaint. (5 CCR 4600)
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Filing of Complaints (continued)
Complaints shall also be filed in accordance with the following rules, as applicable:
1.

A complaint alleging district violation of applicable state or federal law or regulations
governing adult education programs, consolidated categorical aid programs, migrant
education, career technical and technical education and training programs, child care and
development programs, child nutrition programs, and special education programs may be
filed by any individual, public agency, or organization. (5 CCR 4630)

2.

Any complaint alleging noncompliance with law regarding the prohibition against
requiring students to pay student fees, deposits, and charges or any requirement related to
the LCAP may be filed anonymously if the complaint provides evidence, or information
leading to evidence, to support an allegation of noncompliance. A complaint about a
violation of the prohibition against the charging of unlawful student fees may be filed with
the principal of the school or with the Superintendent or designee. However, any such
complaint shall be filed no later than one year from the date the alleged violation occurred.
(Education Code 49013, 52075; 5 CCR 4630)

3.

A complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) may be filed only by a person who alleges that he/she personally
suffered the unlawful discrimination or by a person who believes that an individual or any
specific class of individuals has been subjected to it. The complaint shall be initiated no
later than six months from the date when the alleged unlawful discrimination occurred, or
six months from the date when the complainant first obtained knowledge of the facts of the
alleged unlawful discrimination. The time for filing may be extended for up to 90 days by
the Superintendent or designee for good cause upon written request by the complainant
setting forth the reasons for the extension. (5 CCR 4630)

4.

When a complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) is filed anonymously, the compliance officer shall pursue an
investigation or other response as appropriate, depending on the specificity and reliability
of the information provided and the seriousness of the allegation.

5.

When the complainant of unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) or the alleged victim, when he/she is not the complainant,
requests confidentiality, the compliance officer shall inform him/her that the request may
limit the district's ability to investigate the conduct or take other necessary action. When
honoring a request for confidentiality, the district shall nevertheless take all reasonable
steps to investigate and resolve/respond to the complaint consistent with the request.
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Mediation
Within three business days after the compliance officer receives the complaint, he/she may
informally discuss with all the parties the possibility of using mediation. Mediation shall be
offered to resolve complaints that involve more than one student and no adult. However, mediation
shall not be offered or used to resolve any complaint involving an allegation of sexual assault or
where there is a reasonable risk that a party to the mediation would feel compelled to participate. If
the parties agree to mediation, the compliance officer shall make all arrangements for this process.
Before initiating the mediation of a complaint alleging retaliation or unlawful discrimination (such
as discriminatory harassment, intimidation, or bullying), the compliance officer shall ensure that
all parties agree to make the mediator a party to relevant confidential information. The
compliance officer shall also notify all parties of the right to end the informal process at any time.
If the mediation process does not resolve the problem within the parameters of law, the compliance
officer shall proceed with his/her investigation of the complaint.
The use of mediation shall not extend the district's timelines for investigating and resolving the
complaint unless the complainant agrees in writing to such an extension of time. If mediation is
successful and the complaint is withdrawn, then the district shall take only the actions agreed to
through the mediation. If mediation is unsuccessful, the district shall then continue with
subsequent steps specified in this administrative regulation.
Investigation of Complaint
Within 10 business days after the compliance officer receives the complaint, the compliance
officer shall begin an investigation into the complaint.
The compliance officer shall provide the complainant and/or his/her representative with the
opportunity to present the information contained in the complaint to the compliance officer and
shall notify the complainant and/or his/her representative of the opportunity to present the
compliance officer with any evidence, or information leading to evidence, to support the
allegations in the complaint. Such evidence or information may be presented at any time during the
investigation.
In conducting the investigation, the compliance officer shall collect all available documents and
review all available records, notes, or statements related to the complaint, including any additional
evidence or information received from the parties during the course of the investigation. He/she
shall individually interview all available witnesses with information pertinent to the complaint,
and may visit any reasonably accessible location where the relevant actions are alleged to have
taken place. At appropriate intervals, the compliance officer shall inform both parties of the status
of the investigation.
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Investigation of Complaint (continued)
To investigate a complaint alleging retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), the compliance officer shall interview the alleged victim(s),
any alleged offenders, and other relevant witnesses privately, separately, and in a confidential
manner. As necessary, additional staff or legal counsel may conduct or support the investigation.
A complainant's refusal to provide the district's investigator with documents or other evidence
related to the allegations in the complaint, failure or refusal to cooperate in the investigation, or
engagement in any other obstruction of the investigation may result in the dismissal of the
complaint because of a lack of evidence to support the allegation. Similarly, a respondent's refusal
to provide the district's investigator with documents or other evidence related to the allegations in
the complaint, failure or refusal to cooperate in the investigation, or engagement in any other
obstruction of the investigation may result in a finding, based on evidence collected, that a
violation has occurred and in the imposition of a remedy in favor of the complainant.
(5 CCR 4631)
In accordance with law, the district shall provide the investigator with access to records and other
information related to the allegation in the complaint and shall not in any way obstruct the
investigation. Failure or refusal of the district to cooperate in the investigation may result in a
finding based on evidence collected that a violation has occurred and in the imposition of a remedy
in favor of the complainant. (5 CCR 4631)
The compliance officer shall apply a "preponderance of the evidence" standard in determining the
veracity of the factual allegations in a complaint. This standard is met if the allegation is more
likely to be true than not.
Report of Findings
Unless extended by written agreement with the complainant, the compliance officer shall prepare
and send to the complainant, and respondent if there is one, a written report, as described in the
section "Final Written Decision" below, within 60 calendar days of the district's receipt of the
complaint. (5 CCR 4631)
In resolving any complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, and bullying), the respondent also shall be sent the district's decision and, in the same
manner as the complainant, may file a complaint with the Board if dissatisfied with the decision.
Final Written Decision
The district's decision on how it will resolve the complaint shall be in writing and shall be sent to
the complainant and respondent. (5 CCR 4631)
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Final Written Decision (continued)
In consultation with district legal counsel, information about the relevant part of a decision may be
communicated to a victim who is not the complainant and to other parties who may be involved in
implementing the decision or are affected by the complaint, as long as the privacy of the parties is
protected. In a complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, and bullying), notice of the district's decision to the alleged victim shall include
information about any sanction to be imposed upon the respondent that relates directly to the
alleged victim.
If the complaint involves a limited-English-proficient student or parent/guardian and the student
involved attends a school at which 15 percent or more of the students speak a single primary
language other than English, then the decision shall also be translated into that language. In all
other instances, the district shall ensure meaningful access to all relevant information for
parents/guardians with limited English proficiency.
For all complaints, the decision shall include: (5 CCR 4631)
1.

The findings of fact based on the evidence gathered. In reaching a factual determination,
the following factors may be taken into account:
a.

Statements made by any witnesses.

b.

The relative credibility of the individuals involved.

c.

How the complaining individual reacted to the incident.

d.

Any documentary or other evidence relating to the alleged conduct.

e.

Past instances of similar conduct by any alleged offenders.

f.

Past false allegations made by the complainant.

2.

The conclusion(s) of law.

3.

Disposition of the complaint.

4.

Rationale for such disposition.
For complaints of retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), the disposition of the complaint shall include a
determination for each allegation as to whether retaliation or unlawful discrimination has
occurred.
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Final Written Decision (continued)
The determination of whether a hostile environment exists may involve consideration of
the following:
a.

How the misconduct affected one or more students' education.

b.

The type, frequency, and duration of the misconduct.

c.

The relationship between the alleged victim(s) and offender(s).

d.

The number of persons engaged in the conduct and at whom the conduct was directed.

e.

The size of the school, location of the incidents, and context in which they occurred.

f.

Other incidents at the school involving different individuals.

5.

Corrective action(s), including any actions that have been taken or will be taken to address
the allegations in the complaint and including, with respect to a student fees complaint, a
remedy that comports with Education Code 49013 and 5 CCR 4600.
For complaints of unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying), the decision may, as required by law, include:

6.

a.

The corrective actions imposed on the respondent.

b.

Individual remedies offered or provided to the complainant or another person who was
the subject of the complaint, but this information should not be shared with the
respondent.

c.

Systemic measures the school has taken to eliminate a hostile environment and prevent
recurrence.
Notice of the complainant's and respondent's right to appeal the district's decision to the
CDE within 15 calendar days, and procedures to be followed for initiating such an appeal.

The decision may also include follow-up procedures to prevent recurrence or retaliation and for
reporting any subsequent problems.
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Final Written Decision (continued)
For complaints alleging unlawful discrimination based on state law (such as discriminatory
harassment, intimidation, and bullying), the decision shall also include a notice to the complainant
that:
1.

He/she may pursue available civil law remedies outside of the district's complaint
procedures, including seeking assistance from mediation centers or public/private interest
attorneys, 60 calendar days after the filing of an appeal with the CDE.
(Education Code 262.3)

2.

The 60 days moratorium does not apply to complaints seeking injunctive relief in state
courts or to discrimination complaints based on federal law. (Education Code 262.3)

3.

Complaints alleging discrimination based on race, color, national origin, sex, gender,
disability, or age may also be filed with the U.S. Department of Education, Office for Civil
Rights at www.ed.gov/ocr within 180 days of the alleged discrimination.

Corrective Actions
When a complaint is found to have merit, the compliance officer shall adopt any appropriate
corrective action permitted by law. Appropriate corrective actions that focus on the larger school
or district environment may include, but are not limited to, actions to reinforce district policies;
training for faculty, staff, and students; updates to school policies; or school climate surveys.
For complaints involving retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), appropriate remedies that may be offered to the victim but
not communicated to the respondent may include, but are not limited to, the following:
1.

Counseling.

2.

Academic support.

3.

Health services.

4.

Assignment of an escort to allow the victim to move safely about campus.

5.

Information regarding available resources and how to report similar incidents or
retaliation.

6.

Separation of the victim from any other individuals involved, provided the separation does
not penalize the victim.
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Corrective Actions (continued)
7.

Restorative justice.

8.

Follow-up inquiries to ensure that the conduct has stopped and there has been no
retaliation.

9.

Determination of whether any past actions of the victim that resulted in discipline were
related to the treatment the victim received and described in the complaint.

For complaints involving retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), appropriate corrective actions that focus on a student
offender may include, but are not limited to, the following:
1.

Transfer from a class or school as permitted by law.

2.

Parent/guardian conference.

3.

Education regarding the impact of the conduct on others.

4.

Positive behavior support.

5.

Referral to a student success team.

6.

Denial of participation in extracurricular or co-curricular activities or other privileges as
permitted by law.

7.

Disciplinary action, such as suspension or expulsion, as permitted by law.

When an employee is found to have committed retaliation or unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying), the district shall take appropriate
disciplinary action, up to and including dismissal, in accordance with applicable law and collective
bargaining agreement.
The district may also consider training and other interventions for the larger school community to
ensure that students, staff, and parents/guardians understand the types of behavior that constitute
unlawful discrimination (such as discriminatory harassment, intimidation, or bullying), that the
district does not tolerate it, and how to report and respond to it.
If a complaint alleging noncompliance with the laws regarding student fees, deposits, and other
charges, physical education instructional minutes for students in elementary schools, or any
requirement related to the LCAP is found to have merit, the district shall provide a remedy to all
affected students and parents/guardians subject to procedures established by regulation of the State
Board of Education. (Education Code 49013, 51223, 52075)
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For complaints alleging noncompliance with the laws regarding student fees, the district shall
attempt in good faith, by engaging in reasonable efforts, to identify and fully reimburse all affected
students and parents/guardians who paid the unlawful student fees within one year prior to the
filing of the complaint. (Education Code 49013; 5 CCR 4600)
Appeals to the California Department of Education
Any complainant who is dissatisfied with the district's final written decision may file an appeal in
writing with the CDE within 15 calendar days of receiving the district's decision.
(Education Code 222, 48853, 48853.5, 49013, 49069.5, 51223, 51225.1, 51225.2, 51228.3, 52075;
5 CCR 4632)
When a respondent in any complaint alleging unlawful discrimination (such as discriminatory
harassment, intimidation, and bullying) is dissatisfied with the district's final written decision,
he/she, in the same manner as the complainant, may file an appeal with the CDE.
The complainant or respondent shall specify the basis for the appeal of the decision and whether
the facts are incorrect and/or the law has been misapplied. The appeal shall be accompanied by a
copy of the locally filed complaint and a copy of the district's decision. (5 CCR 4632)
Upon notification by the CDE that the complainant or respondent has appealed the district's
decision, the Superintendent or designee shall forward the following documents to the CDE:
(5 CCR 4633)
1.

A copy of the original complaint.

2.

A copy of the written decision.

3.

A summary of the nature and extent of the investigation conducted by the district, if not
covered by the decision.

4.

A copy of the investigation file including, but not limited to, all notes, interviews, and
documents submitted by the parties and gathered by the investigator.

5.

A report of any action taken to resolve the complaint.

6.

A copy of the district's uniform complaint procedures.

7.

Other relevant information requested by the CDE.

Regulation
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AR 1312.4 (a)

WILLIAMS UNIFORM COMPLAINT PROCEDURES
Types of Complaints
The district shall use the procedures described in this administrative regulation only to investigate
and resolve the following: (Education Code 35186; 5 CCR 4680-4683)
1.

Complaints regarding the insufficiency of textbooks and instructional materials, including
any complaint alleging that:
a.

A student, including an English learner, does not have standards-aligned textbooks or
instructional materials or state- or district-adopted textbooks or other required
instructional materials to use in class.

b.

A student does not have access to textbooks or instructional materials to use at home or
after school. This does not require two sets of textbooks or instructional materials for
each student.

c.

Textbooks or instructional materials are in poor or unusable condition, have missing
pages, or are unreadable due to damage.

d.

A student was provided photocopied sheets from only a portion of a textbook or
instructional materials to address a shortage of textbooks or instructional materials.

(cf. 6161.1 - Selection and Evaluation of Instructional Materials)
2.

Complaints regarding teacher vacancy or misassignment, including any complaint alleging
that:
a.

A semester begins and a teacher vacancy exists.

b.

A teacher who lacks credentials or training to teach English learners is assigned to
teach a class with more than 20 percent English learners in the class.

(cf. 4112.22 - Staff Teaching English Language Learners)
c.

A teacher is assigned to teach a class for which the teacher lacks subject matter
competency.

Teacher vacancy means a position to which a single designated certificated employee has not been
assigned at the beginning of the year for an entire year or, if the position is for a one-semester
course, a position to which a single designated certificated employee has not been assigned at the
beginning of the semester for an entire semester. (Education Code 35186; 5 CCR 4600)
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Types of Complaints (continued)
Beginning of the year or semester means the first day classes necessary to serve all the students
enrolled are established with a single designated certificated employee assigned for the duration of
the class, but not later than 20 working days after the first day students attend classes for that
semester. (5 CCR 4600)
Misassignment means the placement of a certificated employee in a teaching or services position
for which the employee does not hold a legally recognized certificate or credential or the
placement of a certificated employee in a teaching or services position that the employee is not
otherwise authorized by statute to hold. (Education Code 35186; 5 CCR 4600)
(cf. 4112.2 - Certification)
(cf. 4113 - Assignment)
3.

Complaints regarding the condition of school facilities, including any complaint alleging
that:
a.

A condition poses an emergency or urgent threat to the health or safety of students or
staff.

Emergency or urgent threat means structures or systems that are in a condition that poses a threat
to the health and safety of students or staff while at school, including, but not limited to, gas leaks;
nonfunctioning heating, ventilation, fire sprinklers, or air-conditioning systems; electrical power
failure; major sewer line stoppage; major pest or vermin infestation; broken windows or exterior
doors or gates that will not lock and that pose a security risk; abatement of hazardous materials
previously undiscovered that pose an immediate threat to students or staff; structural damage
creating a hazardous or uninhabitable condition; or any other condition deemed appropriate.
(Education Code 17592.72)
b.

A school restroom has not been cleaned, maintained, or kept open in accordance with
Education Code 35292.5.

Clean or maintained school restroom means a school restroom has been cleaned or maintained
regularly, is fully operational, or has been stocked at all times with toilet paper, soap, or paper
towels or functional hand dryers. (Education Code 35292.5)
Open restroom means the school has kept all restrooms open during school hours when students
are not in classes and has kept a sufficient number of restrooms open during school hours when
students are in classes. This does not apply when the temporary closing of the restroom is
necessary for student safety or to make repairs. (Education Code 35292.5)

AR 1312.4 (c)
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Types of Complaints (continued)
(cf. 3514 - Environmental Safety)
(cf. 3517 - Facilities Inspection)
Filing of Complaint
A complaint alleging any condition(s) specified in the section “Types of Complaints” above shall
be filed with the principal or designee at the school in which the complaint arises. The principal
or designee shall forward a complaint about problems beyond his/her authority to the
Superintendent or designee in a timely manner, but not to exceed 10 working days.
(Education Code 35186; 5 CCR 4680)
Investigation and Response
The principal or designee shall make all reasonable efforts to investigate any problem within
his/her authority. He/she shall remedy a valid complaint within a reasonable time period not to
exceed 30 working days from the date the complaint was received.
(Education Code 35186; 5 CCR 4685)
Complaints may be filed anonymously. If the complainant has indicated on the complaint form
that he/she would like a response to the complaint, the principal or designee shall report the
resolution of the complaint to him/her at the mailing address indicated on the complaint form
within 45 working days of the initial filing of the complaint. At the same time, the principal or
designee shall report the same information to the Superintendent or designee.
(Education Code 35186; 5 CCR 4680, 4685)
When Education Code 48985 is applicable and the complainant has requested a response, the
response shall be written in English and in the primary language in which the complaint was filed.
(Education Code 35186)
If a complainant is not satisfied with the resolution of a complaint, he/she has the right to describe
the complaint to the Board of Education at a regularly scheduled meeting.
(Education Code 35186; 5 CCR 4686)
For any complaint concerning a facilities condition that poses an emergency or urgent threat to the
health or safety of students or staff as described in item #3a in the section "Types of Complaints"
above, a complainant who is not satisfied with the resolution proffered by the principal or
Superintendent or designee may file an appeal to the Superintendent of Public Instruction within
15 days of receiving the district's response. The complainant shall comply with the appeal
requirements specified in 5 CCR 4632. (Education Code 35186; 5 CCR 4687)
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Investigation and Response (continued)
All complaints and written responses shall be public records.
(Education Code 35186; 5 CCR 4686)
(cf. 1340 - Access to District Records)
Reports
On a quarterly basis, the Superintendent or designee shall report, to the Board at a regularly
scheduled public Board meeting and to the County Superintendent of Schools, summarized data
on the nature and resolution of all complaints. The report shall include the number of complaints
by general subject area with the number of resolved and unresolved complaints.
(Education Code 35186; 5 CCR 4686)
Forms and Notices
The Superintendent or designee shall ensure a Williams complaint form is available at each school.
However, complainants need not use the district's complaint form in order to file a complaint.
(Education Code 35186; 5 CCR 4680)
The Superintendent or designee shall ensure that the district's complaint form contains a space to
indicate whether the complainant desires a response to his/her complaint and specifies the location
for filing a complaint. A complainant may add as much text to explain the complaint as he/she
wishes. (Education Code 35186; 5 CCR 4680)
The Superintendent or designee shall ensure that a notice is posted in each classroom in each
school containing the components specified in Education Code 35186. (Education Code 35186)

Legal Reference:
EDUCATION CODE
234.1 Prohibition of discrimination, harassment, intimidation, and bullying
1240 County superintendent of schools, duties
17592.72 Urgent or emergency repairs, School Facility Emergency Repair Account
33126 School accountability report card
35186 Williams uniform complaint procedures
35292.5 Restrooms, maintenance and cleanliness
48985 Notice to parents in language other than English
60119 Hearing on sufficiency of instructional materials
CODE OF REGULATIONS, TITLE 5
4600-4670 Uniform complaint procedures
4680-4687 Williams uniform complaint procedures

AR 1312.4 (e)
WILLIAMS UNIFORM COMPLAINT PROCEDURES (continued)
Management Resources:
WEB SITES
CSBA: http://www.csba.org
California County Superintendents Educational Services Association:
http://www.ccsesa.org
California Department of Education, Williams case: http://www.cde.ca.gov/eo/ce/wc
State Allocation Board, Office of Public School Construction: http://www.opsc.dgs.ca.gov

Regulation
approved: August 28, 2017

EAST WHITTIER CITY SCHOOL DISTRICT
Whittier, California

Community Relations

E(1) 1312.4 (a)

WILLIAMS UNIFORM COMPLAINT PROCEDURES
NOTICE TO PARENTS/GUARDIANS, STUDENTS, AND TEACHERS: COMPLAINT
RIGHTS
Parents/Guardians, Students, and Teachers:
Pursuant to Education Code 35186, you are hereby notified that:
1.

There should be sufficient textbooks and instructional materials. That means each student,
including an English learner, must have a textbook or instructional materials, or both, to
use in class and to take home.

2.

School facilities must be clean, safe, and maintained in good repair.

3.

There should be no teacher vacancies or misassignments. There should be a teacher
assigned to each class and not a series of substitutes or other temporary teachers. The
teacher should have the proper credential to teach the class, including the certification
required to teach English learners, if present.
Misassignment means the placement of a certificated employee in a teaching or services
position for which the employee does not hold a legally recognized certificate or credential
or the placement of a certificated employee in a teaching or services position that the
employee is not otherwise authorized by statute to hold.
Teacher vacancy means a position to which a single designated certificated employee has
not been assigned at the beginning of the year for an entire year or, if the position is for a
one-semester course, a position to which a single designated certificated employee has not
been assigned at the beginning of a semester for an entire semester.

4.

A complaint form may be obtained at the school office or district office, or downloaded
from the school or district web site. You may also download a copy of the California
Department of Education complaint form from the following web site:
http://www.cde.ca.gov/re/cp/uc. However, a complaint need not be filed using either the
district's complaint form or the complaint form from the California Department of
Education.

Exhibit
version: August 28, 2017

EAST WHITTIER CITY SCHOOL DISTRICT
Whittier, California

E(2) 1312.4 (b)
COMPLAINT FORM: WILLIAMS UNIFORM COMPLAINT PROCEDURES
Education Code 35186 creates a procedure for the filing of complaints concerning deficiencies
related to instructional materials, conditions of facilities that are not maintained in a clean or safe
manner or in good repair, or teacher vacancy or misassignment. The complaint and response are
public documents as provided by law. Complaints may be filed anonymously. However, if you
wish to receive a response to your complaint, you must provide the contact information below.
Response requested? __ Yes

__ No

Contact information: (if response is requested)
Name:
Address:
Phone number: Day:
E-mail address, if any:
Date problem was observed:

Evening:

Location of the problem that is the subject of this complaint:
School name/address:
Course title/grade level and teacher name:
Room number/name of room/location of facility:
Only the following issues may be the subject of this complaint process. If you wish to
complain about an issue not specified below, please contact the school or district for the
appropriate district complaint procedure.
Specific issue(s) of the complaint: (Please check all that apply. A complaint may contain more
than one allegation.)
1. Textbooks and instructional materials: (Education Code 35186; 5 CCR 4681)
__ A student, including an English learner, does not have standards-aligned textbooks or
instructional materials or state- or district-adopted textbooks or other required instructional
materials to use in class.
__ A student does not have access to textbooks or instructional materials to use at home or after
school. This does not require two sets of textbooks or instructional materials for each student.
__ Textbooks or instructional materials are in poor or unusable condition, have missing pages,
or are unreadable due to damage.
__ A student was provided photocopied sheets from only a portion of a textbook or
instructional materials to address a shortage of textbooks or instructional materials.
2. Teacher vacancy or misassignment: (Education Code 35186; 5 CCR 4682)
__ A semester begins and a teacher vacancy exists. A teacher vacancy is a position to which a
single designated certificated employee has not been assigned at the beginning of the school
year for an entire year or, if the position is for a one-semester course, a position to which a
single designated certificated employee has not been assigned at the beginning of a semester
for an entire semester.
__ A teacher who lacks credentials or training to teach English learners is assigned to teach a
class with more than 20 percent English learners in the class.
__ A teacher is assigned to teach a class for which the teacher lacks subject matter competency.

E(2) 1312.4 (c)
3. Facilities conditions: (Education Code 17592.72, 35186, 35292.5; 5 CCR 4683)
__ A condition exists that poses an emergency or urgent threat to the health or safety of
students or staff including gas leaks; nonfunctioning heating, ventilation, fire sprinklers, or
air-conditioning systems; electrical power failure; major sewer line stoppage; major pest or
vermin infestation; broken windows or exterior doors or gates that will not lock and that pose a
security risk; abatement of hazardous materials previously undiscovered that pose an
immediate threat to students or staff; structural damage creating a hazardous or uninhabitable
condition; and any other condition deemed appropriate by the district.
__ A school restroom has not been cleaned or maintained regularly, is not fully operational, or
has not been stocked at all times with toilet paper, soap, or paper towels or functional hand
dryers.
__ The school has not kept all restrooms open during school hours when students are not in
classes and has not kept a sufficient number of restrooms open during school hours when
students are in classes. This does not apply when temporary closing of the restroom is
necessary for student safety or to make repairs.
Please describe the issue of your complaint in detail. You may attach additional pages and
include as much text as necessary to fully describe the situation. For complaints regarding
facilities conditions, please describe the emergency or urgent facilities condition and how that
condition poses a threat to the health or safety of students or staff.
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
_______________________________________________________________________
________________________________________________________________________
Please file this complaint at the following location:
Superintendent or designee
14535 Whittier Blvd.
Whittier, CA 90605

Please provide a signature below. If you wish to remain anonymous, a signature is not required.
However, all complaints, even anonymous ones, should be dated.

_______________________________________
(Signature)

Exhibit
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_______________________
(Date)

EAST WHITTIER CITY SCHOOL DISTRICT
Whittier, California

Personnel

BP 4119.11 (a)
BP 4219.11 (a)
BP 4319.11 (a)

SEXUAL HARASSMENT
The Board of Education 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 4030 - Nondiscrimination
in Employment. An employee may bypass his/her supervisor in filing a complaint where the
supervisor is the subject of the complaint.
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.

SEXUAL HARASSMENT (continued)

BP 4119.11 (b)
BP 4219.11 (b)
BP 4319.11 (b)

(cf. 4118 - Dismissal/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
11021 Retaliation
11023 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

SEXUAL HARASSMENT (continued)

BP 4119.11 (c)
BP 4219.11 (c)
BP 4319.11 (c)

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
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If you disagree with the diagnosis or treatment plan determined
by the third opinion physician, you may file the completed
MPN Independent Medical Review Application form with
the Administrative Director of the Division of Workers’
Compensation. You may contact your claims examiner or the
WellComp Patient Services Department for information about
the Independent Medical Review process and the form to request
an Independent Medical Review.

Review (IMR)

n Obtaining an Independent Medical

If the 2nd/3rd opinion doctor agrees with your need for a treatment
or test, you may be allowed to receive that recommended
treatment or test from a provider inside or outside the MPN,
including the 2nd or 3rd opinion physician.

If the Second/Third opinion doctor feels that your injury is outside
of the type of injury he or she normally treats, the doctor’s office
will notify your employer or insurer. You will get another list of
MPN doctors or specialists so you can make another selection.

If you disagree with the diagnosis or treatment plan determined
by your treating physician or your second opinion physician, and
would like a second or third opinion, you must take the following
steps:
ü Notify your claims examiner who will provide you with a
regional area listing of physicians and/or specialists within
the WellComp Network who have the recognized expertise
to evaluate or treat your injury or condition.
ü Select a physician or specialist from the list.
ü Within 60 days of receiving the list, schedule an
appointment with your selected physician or specialist
from the list provided by your claims examiner. Should
you fail to schedule an appointment within 60 days, your
right to seek another opinion will be waived.
ü Inform your claims examiner of your selection and the
appointment date so that we can ensure your medical
records can be forwarded in advance of your appointment
date. You may also request a copy of your medical records.
ü You will be provided information and a request form
regarding the Independent Medical Review (IMR) process
at the time you select a third opinion physician. Information
about the IMR process can be found in the MPN Employee
Handbook.

n Obtaining Second and Third Opinions

If you disagree with your doctor or do not like your
doctor for any reason, you may always choose another
doctor in the MPN.

Second Opinion, Third
Opinion and Independent
Medical Review Process:

Emergency services including outpatient
and out-of area emergency care

Examples of ancillary care providers include: diagnostic lab
or x-ray services, physical medicine, occupational therapy,
medical and surgical equipment, counseling, nursing, medically
appropriate home care, medication.

Ancillary Care services

Examples of inpatient hospital and outpatient surgery center
providers include: acute hospital services, general nursing care,
operating room and related facilities, intensive care unit and
services, diagnostic lab or x-ray services, necessary therapies.

Inpatient Hospital and Outpatient
Surgery Center services

Examples of primary treating or specialty providers include:
general medical practitioners, chiropractors, dentists,
orthopedists, surgeons, psychologists, internists, psychiatrists,
cardiologists, neurologists.

Primary treating and specialty services
including consultations and referrals

The following is a summary of Workers’ Compensation medical
services that are available to employees covered by the
WellComp Network.

Covered Medical Services:

WellComp has providers throughout California. If a situation
arises which takes you out of the coverage area, such as
temporary work, travel for work, or living temporarily or
permanently outside the MPN geographic service area, please
contact the WellComp Patient Services Department, your
claims examiner, or your primary treating provider, and they will
provide you with a selection of at least 3 approved out-of-network
providers from whom you can obtain treatment or get second and
third opinions from the referred selection of physicians.

n Treatment Outside of the Geographic Area

Any physician chosen outside of the WellComp Network must be
within reasonable geographic area. The treatment or diagnostic
test is limited to the recommendation of the MPN/ IMR.

If the second opinion, third opinion or IMR agrees with your
treating doctor, you will need to continue to receive medical
treatment with a network physician if MPN contains a physician
who can provide the recommended treatment. If the IMR does
not agree with your treating network physician, you will be
allowed to receive that medical treatment from a provider either
inside or outside of the WellComp Network.

Patient Services Department
P.O. Box 59914
Riverside, CA 92517
Toll Free (800) 544-8150
fax: (888) 620-6921 or
e-mail: info@WellComp.com

WellComp
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WellComp has individuals available to answer
questions, provide website assistance, and
generate provider listings. Medical Access
Assistants are available to assist with finding
an MPN physicians of your choice, including
scheduling
and
confirming
physician
appointments. Assistants are available 7am to
8pm Pacific Standard Time, Monday through
Saturday at the contact information below:

For questions about the use of MPN’s or
complaints The MPN contact is: Gale Chmidling,
MPN Manager (800)544-8150

WellComp Information

For more information about the MPN including
access to a roster of all treating physicians in
the MPN, go to www.WellComp.com where
you can search by medical specialty, zip code,
physician or provider group. For website
assistance or to access a hard copy of the
regional area listing and/or an electronic copy
of the complete WellComp directory, please
contact WellComp (your employer’s designated
medical provider network administrator):

WellComp Provider Directory

Este folleto esta disponible en el Español. Para una copia gratis,
favor de llamar a WellComp Medical Provider Network

This pamphlet is available in Spanish. For a free copy, please
contact WellComp Medical Provider Network.

MPN Identification Number:

Find out if you are covered
ü Access medical care
ü Learn about continuity of care
ü Choose your own physician
ü Transfer into the WellComp Network
ü Contact WellComp
ü

This pamphlet contains important information
on accessing the WellComp Medical Provider
Network:

Employee Notification

In the event that you experience a work-related injury or
illness, immediately notify your supervisor and obtain medical
authorization from your employer to designate an initial care
provider within the network. If you are unable to reach your
supervisor or employer, please contact the patient services
department at WellComp. For non-emergency services, the MPN
must ensure that you are provided an appointment for initial
treatment within 3 business days of your employer’s or MPN
receipt of request for treatment within the MPN.

If you find it necessary to change your treating physician and it is
determined that you require ongoing medical care for your injury
or illness, you may select a new physician from the WellComp
Directory and schedule an appointment. Once your appointment
is scheduled, immediately contact WellComp Patient Services
who will then coordinate the transfer of your medical records to
your new provider.

n Changing Primary Treating Physician

If you are having difficulty scheduling an appointment with
your initial provider or subsequent provider, please contact the
Medical Access Assistant in the WellComp Patient Services
Department or your Claims Examiner.

n Scheduling Appointments

n Initial Care

In case of an emergency, you should call 911 or go to the
closest emergency room.

This pamphlet is not required to receive medical services

n Choosing a Treating Physician

Your primary treating provider in the WellComp Network
can make all of the necessary arrangements and referrals for
specialists, inpatient hospital, outpatient surgery center services,
and ancillary care services.

n Hospital and Specialty Care

In an emergency, defined as a medical condition starting with
the sudden onset of severe symptoms that without immediate
medical attention could place your health in serious jeopardy, go
to the nearest healthcare provider regardless of whether they are a
WellComp participant. If your injury is work-related, advise your
emergency care provider to contact WellComp to arrange for a
transfer of your care to a WellComp provider at the medically
appropriate time.

n Emergency Care

If you still need treatment following your initial evaluation,
you may be treated by a physician of your choice, or the initial
physician may refer you to a medically and geographically
appropriate specialist within the network who can provide
the appropriate treatment for your injury or condition. Your
employer is required to provide you with at least three physicians
of each specialty expected to treat common injuries experienced
by injured employees based on your occupation or industry.
These physicians will be available within 30 minutes or 15 miles
of your workplace or residence and specialists will be available
within 60 minutes or 30 miles of your residence or workplace.
For a directory of providers, please visit www.WellComp.com or
call WellComp Patient Services.

n Subsequent Care

If the contract with your doctor was terminated or not renewed
by WellComp for reasons relating to medical disciplinary cause
or reason, fraud or criminal activity, you will not be allowed to
complete treatment with that doctor. For a complete copy of the
Continuity of Care policy in English or Spanish, please visit
www.WellComp.com or call WellComp Patient Services.

If any of the above conditions exist, WellComp may require your
doctor to agree in writing to the same terms he or she agreed to
when he or she was a provider in the WellComp Network. If the
doctor does not, he or she may not be able to continue to treat
you.

• (Pending Surgery) You already have a surgery or other procedure that has
been authorized by your employer or insurer that will occur within 180 days of
the MPN contract termination date.

• (Terminal) You have an incurable illness or irreversible condition that is likely
to cause death within one year or less.

• (Serious or Chronic) Your injury or illness is one that is serious and
continues for at least 90 days without full cure or worsens and requires
ongoing treatment. You may be allowed to be treated by your current treating
doctor for up to one year, until a safe transfer of care can be made.

• (Acute) A medical condition that includes a sudden onset of symptoms that
require prompt care and has a duration of less than 90 days.

Your employer has a written “Continuity of Care” Policy that
may allow you to continue treatment with your doctor if your
doctor is no longer actively participating in WellComp.
If you are being treated for a work-related injury in the
WellComp Network and your doctor no longer has a contract
with WellComp, your doctor may be allowed to continue to
treat you if your injury or illness meets one of the following
conditions:

What if I am being treated by a WellComp doctor and the
doctor leaves WellComp?

n Continuity of Care

For non-emergency specialist services, the MPN must ensure
that you are provided an appointment within 20 business days
of your employer’s or MPN receipt of a referral to a specialist
within the MPN.

If your primary treating provider makes a referral to a type of
specialist not included in the network, you may select a specialist
from outside the network.

1. Your primary treating provider in the WellComp Network can make all of
the necessary arrangements for referrals to a specialist. This referral will
be made within the network or outside of the network if needed.
2. You may select an appropriate specialist by accessing the WellComp
Directory.
3. You may contact your Medical Access Assistants in the WellComp
Patient Services who can help coordinate necessary arrangements.

As long as you continue to require medical treatment for your
injury or illness, there are alternatives for obtaining a referral to
a specialist:

n Obtaining a Specialist Referral

If your treating doctor agrees that your condition does not meet
one of those listed above, the transfer of care will go forward
while you continue to disagree with the decision. If your treating
doctor believes that your condition does meet one of those listed
above, you may continue to treat with him or her until the dispute
is resolved.

Notice of determination, from the employer or claims examiner,
shall be sent to the covered employee’s address and a copy
of the letter shall be sent to the covered employee’s primary
treating physician. The notification shall be written in English
and Spanish and use layperson’s terms to the maximum extent
possible. If WellComp is going to transfer your care and you
disagree, you may ask your treating doctor for a report that
addresses whether you are in one of the categories listed above.
Your treating physician shall provide a report to you within
twenty calendar days of the request. If the treating physician
fails to issue the report, then you will be required to select a new
provider from within the MPN. If either WellComp or you do
not agree with your treating doctor’s report, this dispute will be
resolved according to Labor Code Section 4062. You must notify
WellComp Patient Services Department if you disagree with this
report.

n Care Transfer Disputes

• For a complete copy of the Transfer of Care policy in English or Spanish,
please visit www.WellComp.com or call WellComp Patient Services.

• (Pending Surgery) You already have a surgery or other procedure that has
been authorized by your employer or insurer that will occur within 180 days of
the MPN effective date.

• (Terminal) You have an incurable illness or irreversible condition that is likely
to cause death within one year or less. Treatment will be provided for the
duration of the terminal illness.

• (Serious or Chronic) Your injury or illness is one that is serious and
continues without full cure or worsens over 90 days. You may be allowed to
be treated by your current treating doctor for up to one year from the date of
receipt of the notification that you have a serious chronic condition.

• (Acute) The treatment for your injury or illness will be completed in less than
90 days.

You will not be transferred to a doctor in WellComp if your
injury or illness meets any of the following conditions:

Your employer has a “Transfer of Care” policy which describes
what will happen if you are currently treating for a work-related
injury with a physician who is not a member of the WellComp
Network. If your current treating doctor is a member of
WellComp, then you may continue to treat with this doctor and
your treatment will be under WellComp. If your current treating
physician is not a participating physician within WellComp and
you have not yet been transferred into the MPN, your physician
can make referrals to providers within or outside the MPN.
Your current doctor may be allowed to become a member of
WellComp.

What if you are already being treated for a work-related
injury before the WellComp Network begins?

n Transfer of Ongoing Care

Access to Medical Care

If you still require treatment after your initial evaluation with your
employer’s designated provider, you may access the WellComp
Directory and select an appropriate physician of your choice
who can provide the necessary treatment for your condition or
illness. For assistance determining physician options, please
contact the Medical Access Assistant in the WellComp Patient
Services Department or discuss your options with your initial
care provider.

In the event that you have an injury or illness,
you may carry this pamphlet with you to
present to your medical service provider for
access to care.

Your employer has elected to provide you
with the choice of a broad scope of medical
services for work-related injuries and illnesses
by implementing a Medical Provider Network
(MPN), called WellComp. WellComp delivers
quality medical care through your choice of a
provider who is part of an exclusive network
of healthcare providers, each of whom
possess a deep understanding of the California
workers’ compensation system and the impact
their decisions have on you. Your employer
has received the approval from the State of
California to cover your workers’ compensation
medical care needs through the WellComp
Network. You are automatically covered by
the WellComp Network if your date of injury
or illness is on or after your employer’s MPN
implementation date and if you have not
properly pre-designated a personal physician
prior to your injury or illness.

Welcome to WellComp

PRINT CLEAR

PREDESIGNATION OF PERSONAL PHYSICIAN
In the event you sustain an injury or illness related to your employment, you may be treated for such injury or illness
by your personal medical doctor (M.D.), doctor of osteopathic medicine (D.O.) or medical group if:
•
•

•
•
•

on the date of your work injury you have health care coverage for injuries or illnesses that are not work
related;
the doctor is your regular physician, who shall be either a physician who has limited his or her practice of
medicine to general practice or who is a board-certified or board-eligible internist, pediatrician,
obstetrician-gynecologist, or family practitioner, and has previously directed your medical treatment, and
retains your medical records;
your “personal physician” may be a medical group if it is a single corporation or partnership composed of
licensed doctors of medicine or osteopathy, which operates an integrated multispecialty medical group
providing comprehensive medical services predominantly for nonoccupational illnesses and injuries;
prior to the injury your doctor agrees to treat you for work injuries or illnesses;
prior to the injury you provided your employer the following in writing: (1) notice that you want your
personal doctor to treat you for a work-related injury or illness, and (2) your personal doctor's name and
business address.

You may use this form to notify your employer if you wish to have your personal medical doctor or a doctor of
osteopathic medicine treat you for a work-related injury or illness and the above requirements are met.
NOTICE OF PREDESIGNATION OF PERSONAL PHYSICIAN
Employee: Complete this section.
To: ____________________________ (name of employer) If I have a work-related injury or illness, I choose to be
treated by:
_________________________________________________________________
(name of doctor)(M.D., D.O., or medical group)
_________________________________________________________________ (street address, city, state, ZIP)
__________________________________________________ (telephone number)
Employee Name (please print):
_____________________________________________________________________________________________
Employee's Address:
_____________________________________________________________________________________________
Name of Insurance Company, Plan, or Fund providing health coverage for nonoccupational injuries or illnesses:

Employee's Signature ________________________________Date: __________
Physician: I agree to this Predesignation:
Signature: _____________________________________________Date: __________
(Physician or Designated Employee of the Physician or Medical Group)
The physician is not required to sign this form, however, if the physician or designated employee of the physician or
medical group does not sign, other documentation of the physician's agreement to be predesignated will be required
pursuant to Title 8, California Code of Regulations, section 9780.1(a)(3).
Title 8, California Code of Regulations, section 9783.

DWC FORM 9783 (7/2014)

Workers’ Compensation Claim Form (DWC 1) & Notice of Potential Eligibility
Formulario de Reclamo de Compensación de Trabajadores (DWC 1) y Notificación de Posible Elegibilidad
If you are injured or become ill, either physically or mentally, because of your job,
including injuries resulting from a workplace crime, you may be entitled to
workers’ compensation benefits. Use the attached form to file a workers’
compensation claim with your employer. You should read all of the information
below. Keep this sheet and all other papers for your records. You may be eligible
for some or all of the benefits listed depending on the nature of your claim. If you
file a claim, the claims administrator, who is responsible for handling your claim,
must notify you within 14 days whether your claim is accepted or whether
additional investigation is needed.
To file a claim, complete the “Employee” section of the form, keep one copy and
give the rest to your employer. Do this right away to avoid problems with your
claim. In some cases, benefits will not start until you inform your employer about
your injury by filing a claim form. Describe your injury completely. Include every
part of your body affected by the injury. If you mail the form to your employer,
use first-class or certified mail. If you buy a return receipt, you will be able to
prove that the claim form was mailed and when it was delivered. Within one
working day after you file the claim form, your employer must complete the
“Employer” section, give you a dated copy, keep one copy, and send one to the
claims administrator.
Medical Care: Your claims administrator will pay for all reasonable and
necessary medical care for your work injury or illness. Medical benefits are
subject to approval and may include treatment by a doctor, hospital services,
physical therapy, lab tests, x-rays, medicines, equipment and travel costs. Your
claims administrator will pay the costs of approved medical services directly so
you should never see a bill. There are limits on chiropractic, physical therapy, and
other occupational therapy visits.
The Primary Treating Physician (PTP) is the doctor with the overall
responsibility for treatment of your injury or illness.

If you previously designated your personal physician or a medical group,
you may see your personal physician or the medical group after you are
injured.

If your employer is using a medical provider network (MPN) or Health Care
Organization (HCO), in most cases, you will be treated in the MPN or HCO
unless you predesignated your personal physician or a medical group. An
MPN is a group of health care providers who provide treatment to workers
injured on the job. You should receive information from your employer if
you are covered by an HCO or a MPN. Contact your employer for more
information.

If your employer is not using an MPN or HCO, in most cases, the claims
administrator can choose the doctor who first treats you unless you
predesignated your personal physician or a medical group.

If your employer has not put up a poster describing your rights to workers’
compensation, you may be able to be treated by your personal physician
right after you are injured.
Within one working day after you file a claim form, your employer or the claims
administrator must authorize up to $10,000 in treatment for your injury, consistent
with the applicable treating guidelines until the claim is accepted or rejected. If
the employer or claims administrator does not authorize treatment right away, talk
to your supervisor, someone else in management, or the claims administrator. Ask
for treatment to be authorized right now, while waiting for a decision on your
claim. If the employer or claims administrator will not authorize treatment, use
your own health insurance to get medical care. Your health insurer will seek
reimbursement from the claims administrator. If you do not have health insurance,
there are doctors, clinics or hospitals that will treat you without immediate
payment. They will seek reimbursement from the claims administrator.
Switching to a Different Doctor as Your PTP:

If you are being treated in a Medical Provider Network (MPN), you may
switch to other doctors within the MPN after the first visit.

If you are being treated in a Health Care Organization (HCO), you may
switch at least one time to another doctor within the HCO. You may switch
to a doctor outside the HCO 90 or 180 days after your injury is reported to
your employer (depending on whether you are covered by employerprovided health insurance).

If you are not being treated in an MPN or HCO and did not predesignate,
you may switch to a new doctor one time during the first 30 days after your
injury is reported to your employer. Contact the claims administrator to
switch doctors. After 30 days, you may switch to a doctor of your choice if
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Si Ud. se lesiona o se enferma, ya sea físicamente o mentalmente, debido a su
trabajo, incluyendo lesiones que resulten de un crimen en el lugar de trabajo, es
posible que Ud. tenga derecho a beneficios de compensación de trabajadores.
Utilice el formulario adjunto para presentar un reclamo de compensación de
trabajadores con su empleador. Ud. debe leer toda la información a
continuación. Guarde esta hoja y todos los demás documentos para sus archivos.
Es posible que usted reúna los requisitos para todos los beneficios, o parte de
éstos, que se enumeran dependiendo de la índole de su reclamo. Si usted presenta
un reclamo, l administrador de reclamos, quien es responsable por el manejo de su
reclamo, debe notificarle dentro de 14 días si se acepta su reclamo o si se necesita
investigación adicional.
Para presentar un reclamo, llene la sección del formulario designada para el
“Empleado,” guarde una copia, y déle el resto a su empleador. Haga esto de
inmediato para evitar problemas con su reclamo. En algunos casos, los beneficios
no se iniciarán hasta que usted le informe a su empleador acerca de su lesión
mediante la presentación de un formulario de reclamo. Describa su lesión por
completo. Incluya cada parte de su cuerpo afectada por la lesión. Si usted le envía
por correo el formulario a su empleador, utilice primera clase o correo certificado.
Si usted compra un acuse de recibo, usted podrá demostrar que el formulario de
reclamo fue enviado por correo y cuando fue entregado. Dentro de un día laboral
después de presentar el formulario de reclamo, su empleador debe completar la
sección designada para el “Empleador,” le dará a Ud. una copia fechada, guardará
una copia, y enviará una al administrador de reclamos.
Atención Médica: Su administrador de reclamos pagará por toda la atención
médica razonable y necesaria para su lesión o enfermedad relacionada con el
trabajo. Los beneficios médicos están sujetos a la aprobación y pueden incluir
tratamiento por parte de un médico, los servicios de hospital, la terapia física, los
análisis de laboratorio, las medicinas, equipos y gastos de viaje. Su administrador
de reclamos pagará directamente los costos de los servicios médicos aprobados de
manera que usted nunca verá una factura. Hay límites en terapia quiropráctica,
física y otras visitas de terapia ocupacional.
El Médico Primario que le Atiende (Primary Treating Physician- PTP) es el
médico con la responsabilidad total para tratar su lesión o enfermedad.
 Si usted designó previamente a su médico personal o a un grupo médico,
usted podrá ver a su médico personal o grupo médico después de lesionarse.
 Si su empleador está utilizando una red de proveedores médicos (Medical
Provider Network- MPN) o una Organización de Cuidado Médico (Health
Care Organization- HCO), en la mayoría de los casos, usted será tratado en
la MPN o HCO a menos que usted hizo una designación previa de su médico
personal o grupo médico. Una MPN es un grupo de proveedores de
asistencia médica quien da tratamiento a los trabajadores lesionados en el
trabajo. Usted debe recibir información de su empleador si su tratamiento es
cubierto por una HCO o una MPN. Hable con su empleador para más
información.
 Si su empleador no está utilizando una MPN o HCO, en la mayoría de los
casos, el administrador de reclamos puede elegir el médico que lo atiende
primero a menos de que usted hizo una designación previa de su médico
personal o grupo médico.
 Si su empleador no ha colocado un cartel describiendo sus derechos para la
compensación de trabajadores, Ud. puede ser tratado por su médico personal
inmediatamente después de lesionarse.
Dentro de un día laboral después de que Ud. Presente un formulario de reclamo,
su empleador o el administrador de reclamos debe autorizar hasta $10000 en
tratamiento para su lesión, de acuerdo con las pautas de tratamiento aplicables,
hasta que el reclamo sea aceptado o rechazado. Si el empleador o administrador
de reclamos no autoriza el tratamiento de inmediato, hable con su supervisor,
alguien más en la gerencia, o con el administrador de reclamos. Pida que el
tratamiento sea autorizado ya mismo, mientras espera una decisión sobre su
reclamo. Si el empleador o administrador de reclamos no autoriza el tratamiento,
utilice su propio seguro médico para recibir atención médica. Su compañía de
seguro médico buscará reembolso del administrador de reclamos. Si usted no
tiene seguro médico, hay médicos, clínicas u hospitales que lo tratarán sin pago
inmediato. Ellos buscarán reembolso del administrador de reclamos.
Cambiando a otro Médico Primario o PTP:
 Si usted está recibiendo tratamiento en una Red de Proveedores Médicos
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your employer or the claims administrator has not created or selected an
MPN.
Disclosure of Medical Records: After you make a claim for workers'
compensation benefits, your medical records will not have the same level of
privacy that you usually expect. If you don’t agree to voluntarily release medical
records, a workers’ compensation judge may decide what records will be released.
If you request privacy, the judge may "seal" (keep private) certain medical
records.



Problems with Medical Care and Medical Reports: At some point during your
claim, you might disagree with your PTP about what treatment is necessary. If
this happens, you can switch to other doctors as described above. If you cannot
reach agreement with another doctor, the steps to take depend on whether you are
receiving care in an MPN, HCO, or neither. For more information, see “Learn
More About Workers’ Compensation,” below.



If the claims administrator denies treatment recommended by your PTP, you may
request independent medical review (IMR) using the request form included with
the claims administrator’s written decision to deny treatment. The IMR process is
similar to the group health IMR process, and takes approximately 40 (or fewer)
days to arrive at a determination so that appropriate treatment can be given. Your
attorney or your physician may assist you in the IMR process. IMR is not
available to resolve disputes over matters other than the medical necessity of a
particular treatment requested by your physician.
If you disagree with your PTP on matters other than treatment, such as the cause
of your injury or how severe the injury is, you can switch to other doctors as
described above. If you cannot reach agreement with another doctor, notify the
claims administrator in writing as soon as possible. In some cases, you risk losing
the right to challenge your PTP’s opinion unless you do this promptly. If you do
not have an attorney, the claims administrator must send you instructions on how
to be seen by a doctor called a qualified medical evaluator (QME) to help resolve
the dispute. If you have an attorney, the claims administrator may try to reach
agreement with your attorney on a doctor called an agreed medical evaluator
(AME). If the claims administrator disagrees with your PTP on matters other than
treatment, the claims administrator can require you to be seen by a QME or AME.
Payment for Temporary Disability (Lost Wages): If you can't work while you
are recovering from a job injury or illness, you may receive temporary disability
payments for a limited period. These payments may change or stop when your
doctor says you are able to return to work. These benefits are tax-free. Temporary
disability payments are two-thirds of your average weekly pay, within minimums
and maximums set by state law. Payments are not made for the first three days
you are off the job unless you are hospitalized overnight or cannot work for more
than 14 days.
Stay at Work or Return to Work: Being injured does not mean you must stop
working. If you can continue working, you should. If not, it is important to go
back to work with your current employer as soon as you are medically able.
Studies show that the longer you are off work, the harder it is to get back to your
original job and wages. While you are recovering, your PTP, your employer
(supervisors or others in management), the claims administrator, and your
attorney (if you have one) will work with you to decide how you will stay at work
or return to work and what work you will do. Actively communicate with your
PTP, your employer, and the claims administrator about the work you did before
you were injured, your medical condition and the kinds of work you can do now,
and the kinds of work that your employer could make available to you.
Payment for Permanent Disability: If a doctor says you have not recovered
completely from your injury and you will always be limited in the work you can
do, you may receive additional payments. The amount will depend on the type of
injury, extent of impairment, your age, occupation, date of injury, and your wages
before you were injured.
Supplemental Job Displacement Benefit (SJDB): If you were injured on or
after 1/1/04, and your injury results in a permanent disability and your employer
does not offer regular, modified, or alternative work, you may qualify for a
nontransferable voucher payable for retraining and/or skill enhancement. If you
qualify, the claims administrator will pay the costs up to the maximum set by state
law.
Death Benefits: If the injury or illness causes death, payments may be made to a
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(Medical Provider Network- MPN), usted puede cambiar a otros médicos
dentro de la MPN después de la primera visita.
Si usted está recibiendo tratamiento en un Organización de Cuidado Médico
(Healthcare Organization- HCO), es posible cambiar al menos una vez a otro
médico dentro de la HCO. Usted puede cambiar a un médico fuera de la
HCO 90 o 180 días después de que su lesión es reportada a su empleador
(dependiendo de si usted está cubierto por un seguro médico proporcionado
por su empleador).
Si usted no está recibiendo tratamiento en una MPN o HCO y no hizo una
designación previa, usted puede cambiar a un nuevo médico una vez durante
los primeros 30 días después de que su lesión es reportada a su empleador.
Póngase en contacto con el administrador de reclamos para cambiar de
médico. Después de 30 días, puede cambiar a un médico de su elección si su
empleador o el administrador de reclamos no ha creado o seleccionado una
MPN.

Divulgación de Expedientes Médicos: Después de que Ud. presente un reclamo
para beneficios de compensación de trabajadores, sus expedientes médicos no
tendrán el mismo nivel de privacidad que usted normalmente espera. Si Ud. no
está de acuerdo en divulgar voluntariamente los expedientes médicos, un juez de
compensación de trabajadores posiblemente decida qué expedientes serán
revelados. Si usted solicita privacidad, es posible que el juez “selle” (mantenga
privados) ciertos expedientes médicos.
Problemas con la Atención Médica y los Informes Médicos: En algún
momento durante su reclamo, podría estar en desacuerdo con su PTP sobre qué
tratamiento es necesario. Si esto sucede, usted puede cambiar a otros médicos
como se describe anteriormente. Si no puede llegar a un acuerdo con otro médico,
los pasos a seguir dependen de si usted está recibiendo atención en una MPN,
HCO o ninguna de las dos. Para más información, consulte la sección “Aprenda
Más Sobre la Compensación de Trabajadores,” a continuación.
Si el administrador de reclamos niega el tratamiento recomendado por su PTP,
puede solicitar una revisión médica independiente (Independent Medical ReviewIMR), utilizando el formulario de solicitud que se incluye con la decisión por
escrito del administrador de reclamos negando el tratamiento. El proceso de la
IMR es parecido al proceso de la IMR de un seguro médico colectivo, y tarda
aproximadamente 40 (o menos) días para llegar a una determinación de manera
que se pueda dar un tratamiento apropiado. Su abogado o su médico le pueden
ayudar en el proceso de la IMR. La IMR no está disponible para resolver disputas
sobre cuestiones aparte de la necesidad médica de un tratamiento particular
solicitado por su médico.
Si no está de acuerdo con su PTP en cuestiones aparte del tratamiento, como la
causa de su lesión o la gravedad de la lesión, usted puede cambiar a otros médicos
como se describe anteriormente. Si no puede llegar a un acuerdo con otro médico,
notifique al administrador de reclamos por escrito tan pronto como sea posible.
En algunos casos, usted arriesg perder el derecho a objetar a la opinión de su PTP
a menos que hace esto de inmediato. Si usted no tiene un abogado, el
administrador de reclamos debe enviarle instrucciones para ser evaluado por un
médico llamado un evaluador médico calificado (Qualified Medical EvaluatorQME) para ayudar a resolver la disputa. Si usted tiene un abogado, el
administrador de reclamos puede tratar de llegar a un acuerdo con su abogado
sobre un médico llamado un evaluador médico acordado (Agreed Medical
Evaluator- AME). Si el administrador de reclamos no está de acuerdo con su PTP
sobre asuntos aparte del tratamiento, el administrador de reclamos puede exigirle
que sea atendido por un QME o AME.
Pago por Incapacidad Temporal (Sueldos Perdidos): Si Ud. no puede trabajar,
mientras se está recuperando de una lesión o enfermedad relacionada con el
trabajo, Ud. puede recibir pagos por incapacidad temporal por un periodo
limitado. Estos pagos pueden cambiar o parar cuando su médico diga que Ud. está
en condiciones de regresar a trabajar. Estos beneficios son libres de impuestos.
Los pagos por incapacidad temporal son dos tercios de su pago semanal promedio,
con cantidades mínimas y máximas establecidas por las leyes estales. Los pagos
no se hacen durante los primeros tres días en que Ud. no trabaje, a menos que Ud.
sea hospitalizado una noche o no puede trabajar durante más de 14 días.
Permanezca en el Trabajo o Regreso al Trabajo: Estar lesionado no significa
que usted debe dejar de trabajar. Si usted puede seguir trabajando, usted debe
hacerlo. Si no es así, es importante regresar a trabajar con su empleador actual tan
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spouse and other relatives or household members who were financially dependent
on the deceased worker.
It is illegal for your employer to punish or fire you for having a job injury or
illness, for filing a claim, or testifying in another person's workers' compensation
case (Labor Code 132a). If proven, you may receive lost wages, job reinstatement,
increased benefits, and costs and expenses up to limits set by the state.
Resolving Problems or Disputes: You have the right to disagree with decisions
affecting your claim. If you have a disagreement, contact your employer or claims
administrator first to see if you can resolve it. If you are not receiving benefits,
you may be able to get State Disability Insurance (SDI) or unemployment
insurance (UI) benefits. Call the state Employment Development Department at
(800) 480-3287 or (866) 333-4606, or go to their website at www.edd.ca.gov.
You Can Contact an Information & Assistance (I&A) Officer: State I&A
officers answer questions, help injured workers, provide forms, and help resolve
problems. Some I&A officers hold workshops for injured workers. To obtain
important information about the workers’ compensation claims process and your
rights and obligations, go to www.dwc.ca.gov or contact an I&A officer of the
state Division of Workers’ Compensation. You can also hear recorded information
and a list of local I&A offices by calling (800) 736-7401.
You can consult with an attorney. Most attorneys offer one free consultation. If
you decide to hire an attorney, his or her fee will be taken out of some of your
benefits. For names of workers' compensation attorneys, call the State Bar of
California at (415) 538-2120 or go to their website at www.
californiaspecialist.org.
Learn More About Workers’ Compensation: For more information about the
workers’ compensation claims process, go to www.dwc.ca.gov. At the website,
you can access a useful booklet, “Workers’ Compensation in California: A
Guidebook for Injured Workers.” You can also contact an Information &
Assistance Officer (above), or hear recorded information by calling 1-800-7367401.

pronto como usted pueda medicamente hacerlo. Los estudios demuestran que
entre más tiempo esté fuera del trabajo, más difícil es regresar a su trabajo original
y a sus salarios. Mientras se está recuperando, su PTP, su empleador
(supervisores u otras personas en la gerencia), el administrador de reclamos, y su
abogado (si tiene uno) trabajarán con usted para decidir cómo va a permanecer en
el trabajo o regresar al trabajo y qué trabajo hará. Comuníquese de manera activa
con su PTP, su empleador y el administrador de reclamos sobre el trabajo que
hizo antes de lesionarse, su condición médica y los tipos de trabajo que usted
puede hacer ahora y los tipos de trabajo que su empleador podría poner a su
disposición.
Pago por Incapacidad Permanente: Si un médico dice que no se ha recuperado
completamente de su lesión y siempre será limitado en el trabajo que puede hacer,
es posible que Ud. reciba pagos adicionales. La cantidad dependerá de la clase de
lesión, grado de deterioro, su edad, ocupación, fecha de la lesión y sus salarios
antes de lesionarse.
Beneficio Suplementario por Desplazamiento de Trabajo (Supplemental Job
Displacement Benefit- SJDB): Si Ud. se lesionó en o después del 1/1/04, y su
lesión resulta en una incapacidad permanente y su empleador no ofrece un trabajo
regular, modificado, o alternativo, usted podría cumplir los requisitos para recibir
un vale no-transferible pagadero a una escuela para recibir un nuevo un curso de
reentrenamiento y/o mejorar su habilidad.
Si Ud. cumple los requisios, el
administrador de reclamos pagará los gastos hasta un máximo establecido por las
leyes estatales.
Beneficios por Muerte: Si la lesión o enfermedad causa la muerte, es posible que
los pagos se hagan a un cónyuge y otros parientes o a las personas que viven en el
hogar que dependían económicamente del trabajador difunto.
Es ilegal que su empleador le castigue o despida por sufrir una lesión o
enfermedad laboral, por presentar un reclamo o por testificar en el caso de
compensación de trabajadores de otra persona. (Código Laboral, sección 132a.)
De ser probado, usted puede recibir pagos por pérdida de sueldos, reposición del
trabajo, aumento de beneficios y gastos hasta los límites establecidos por el
estado.
Resolviendo problemas o disputas: Ud. tiene derecho a no estar de acuerdo con
las decisiones que afecten su reclamo. Si Ud. tiene un desacuerdo, primero
comuníquese con su empleador o administrador de reclamos para ver si usted
puede resolverlo. Si usted no está recibiendo beneficios, es posible que Ud. pueda
obtener beneficios del Seguro Estatalde Incapacidad (State Disability InsuranceSDI) o beneficios del desempleo (Unemployment Insurance- UI). Llame al
Departamento del Desarrollo del Empleo estatal al (800) 480-3287 o (866) 3334606, o visite su página Web en www.edd.ca.gov.
Puede Contactar a un Oficial de Información y Asistencia (Information &
Assistance- I&A): Los Oficiales de Información y Asistencia (I&A) estatal
contestan preguntas, ayudan a los trabajadores lesionados, proporcionan
formularios y ayudan a resolver problemas. Algunos oficiales de I&A tienen
talleres para trabajadores lesionados. Para obtener información importante sobre
el proceso de la compensación de trabajadores y sus derechos y obligaciones, vaya
a www.dwc.ca.gov o comuníquese con un oficial de información y asistencia de la
División Estatal de Compensación de Trabajadores. También puede escuchar
información grabada y una lista de las oficinas de I&A locales llamando al (800)
736-7401.
Ud. puede consultar con un abogado. La mayoría de los abogados ofrecen una
consulta gratis. Si Ud. decide contratar a un abogado, los honorarios serán
tomados de algunos de sus beneficios. Para obtener nombres de abogados de
compensación de trabajadores, llame a la Asociación Estatal de Abogados de
California (State Bar) al (415) 538-2120, o consulte su página Web en
www.californiaspecialist.org.
Aprenda Más Sobre la Compensación de Trabajadores: Para obtener más
información sobre el proceso de reclamos del programa de compensación de
trabajadores, vaya a www.dwc.ca.gov. En la página Web, podrá acceder a un
folleto útil, “Compensación del Trabajador de California: Una Guía para
Trabajadores Lesionados.” También puede contactar a un oficial de Información
y Asistencia (arriba), o escuchar información grabada llamando al 1-800-7367401.
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State of California
Department of Industrial Relations
DIVISION OF WORKERS’ COMPENSATION
WORKERS’ COMPENSATION CLAIM FORM (DWC 1)
Employee: Complete the “Employee” section and give the form to your
employer. Keep a copy and mark it “Employee’s Temporary Receipt” until
you receive the signed and dated copy from your employer. You may call the
Division of Workers’ Compensation and hear recorded information at (800)
736-7401. An explanation of workers' compensation benefits is included in
the Notice of Potential Eligibility, which is the cover sheet of this form.
Detach and save this notice for future reference.
You should also have received a pamphlet from your employer describing
workers’ compensation benefits and the procedures to obtain them. You may
receive written notices from your employer or its claims administrator about
your claim. If your claims administrator offers to send you notices
electronically, and you agree to receive these notices only by email, please
provide your email address below and check the appropriate box. If you later
decide you want to receive the notices by mail, you must inform your
employer in writing.
Any person who makes or causes to be made any knowingly false or
fraudulent material statement or material representation for the
purpose of obtaining or denying workers’ compensation benefits or
payments is guilty of a felony.

CLEAR

Estado de California
Departamento de Relaciones Industriales
DIVISION DE COMPENSACIÓN AL TRABAJADOR
PETITION DEL EMPLEADO PARA DE COMPENSACIÓN DEL
TRABAJADOR (DWC 1)
Empleado: Complete la sección “Empleado” y entregue la forma a su
empleador. Quédese con la copia designada “Recibo Temporal del
Empleado” hasta que Ud. reciba la copia firmada y fechada de su empleador.
Ud. puede llamar a la Division de Compensación al Trabajador al (800) 7367401 para oir información gravada. Una explicación de los beneficios de
compensación de trabajadores está incluido en la Notificación de Posible
Elegibilidad, que es la hoja de portada de esta forma. Separe y guarde esta
notificación como referencia para el futuro.
Ud. también debería haber recibido de su empleador un folleto describiendo
los benficios de compensación al trabajador lesionado y los procedimientos
para obtenerlos. Es posible que reciba notificaciones escritas de su
empleador o de su administrador de reclamos sobre su reclamo. Si su
administrador de reclamos ofrece enviarle notificaciones electrónicamente, y
usted acepta recibir estas notificaciones solo por correo electrónico, por
favor proporcione su dirección de correo electrónico abajo y marque la caja
apropiada. Si usted decide después que quiere recibir las notificaciones por
correo, usted debe de informar a su empleador por escrito.
Toda aquella persona que a propósito haga o cause que se produzca
cualquier declaración o representación material falsa o fraudulenta con
el fin de obtener o negar beneficios o pagos de compensación a
trabajadores lesionados es culpable de un crimen mayor “felonia”.

Employee—complete this section and see note above
Empleado—complete esta sección y note la notación arriba.
1. Name. Nombre. ___________________________________________________ Today’s Date. Fecha de Hoy. ____________________________________________
2. Home Address. Dirección Residencial. _____________________________________________________________________________________________________
3. City. Ciudad. _______________________________________ State. Estado. _____________________

Zip. Código Postal. ______________________________

4. Date of Injury. Fecha de la lesión (accidente). ________________________________ Time of Injury. Hora en que ocurrió. ____________a.m. ___________p.m.
5. Address and description of where injury happened. Dirección/lugar dónde occurió el accidente. _______________________________________________________
_______________________________________________________________________________________________________________________________________
6. Describe injury and part of body affected. Describa la lesión y parte del cuerpo afectada. ____________________________________________________________
_______________________________________________________________________________________________________________________________________
7. Social Security Number. Número de Seguro Social del Empleado. _______________________________________________________________________________
8.  Check if you agree to receive notices about your claim by email only.  Marque si usted acepta recibir notificaciones sobre su reclamo solo por correo
electrónico. Employee’s e-mail. _____________________________________ Correo electrónico del empleado. __________________________________________.
You will receive benefit notices by regular mail if you do not choose, or your claims administrator does not offer, an electronic service option. Usted recibirá
notificaciones de beneficios por correo ordinario si usted no escoge, o su administrador de reclamos no le ofrece, una opción de servicio electrónico.
9. Signature of employee. Firma del empleado. ________________________________________________________________________________________________
Employer—complete this section and see note below. Empleador—complete esta sección y note la notación abajo.
East Whittier City School District
10. Name of employer. Nombre del empleador. ________________________________________________________________________________________________
14535 E. Whittier Blvd. Whittier, CA 90605
11. Address. Dirección. __________________________________________________________________________________________________________________
12. Date employer first knew of injury. Fecha en que el empleador supo por primera vez de la lesión o accidente. ___________________________________________
13. Date claim form was provided to employee. Fecha en que se le entregó al empleado la petición. ______________________________________________________
14. Date employer received claim form. Fecha en que el empleado devolvió la petición al empleador._____________________________________________________
15. Name and address of insurance carrier or adjusting agency. Nombre y dirección de la compañía de seguros o agencia adminstradora de seguros. _______________
York Risk Services Group, Inc. P.O. Box 619079, Roseville, CA 95661
_______________________________________________________________________________________________________________________________________
16. Insurance Policy Number. El número de la póliza de Seguro.___________________________________________________________________________________
17. Signature of employer representative. Firma del representante del empleador. ____________________________________________________________________
(888) 221-2402
18. Title. Título. _________________________________________ 19. Telephone. Teléfono. ___________________________________________________________
Employer: You are required to date this form and provide copies to your insurer
or claims administrator and to the employee, dependent or representative who
filed the claim within one working day of receipt of the form from the employee.
SIGNING THIS FORM IS NOT AN ADMISSION OF LIABILITY

Empleador: Se requiere que Ud. feche esta forma y que provéa copias a su
compañía de seguros, administrador de reclamos, o dependiente/representante de
reclamos y al empleado que hayan presentado esta petición dentro del plazo de
un día hábil desde el momento de haber sido recibida la forma del empleado.
EL FIRMAR ESTA FORMA NO SIGNIFICA ADMISION DE RESPONSABILIDAD

Employer copy/Copia del Empleador Employee copy/Copia del Empleado Claims Administrator/Administrador de Reclamos Temporary Receipt/Recibo del Empleado
Rev. 1/1/2016

Personnel

BP 4119.21 (a)
BP 4219.21 (a)
BP 4319.21 (a)

PROFESSIONAL STANDARDS
The Board of Education expects district employees to maintain the highest ethical standards,
exhibit professional behavior, follow district policies and regulations, abide by state and federal
laws, and exercise good judgment when interacting with students and other members of the school
community. Employee conduct should enhance the integrity of the district, advance the goals of
the district’s educational programs, and contribute to a positive school climate.
(cf. 0200 - Goals for the School District)
(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights)
(cf. 5131 - Conduct)
(cf. 5137 - Positive School Climate)
The Board encourages district employees to accept as guiding principles the professional
standards and codes of ethics adopted by educational or professional associations to which they
may belong.
(cf. 2111 - Superintendent Governance Standards)
(cf. 9005 - Governance Standards)
Each employee should make a commitment to acquire the knowledge and skills necessary to fulfill
his/her responsibilities and should focus on his/her contribution to the learning and achievement of
district students.
(cf. 4112.2 - Certification)
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)
Inappropriate employee conduct includes, but is not limited to:
1.

Engaging in any conduct that endangers students, staff, or others, including, but not limited
to, physical violence, threats of violence, or possession of a firearm or other weapon.

(cf. 0450 - Comprehensive Safety Plan)
(cf. 4158/4258/4358 - Employee Security)
2.

Engaging in harassing or discriminatory behavior towards students, parents/guardians,
staff, or community members, or failing or refusing to intervene when an act of
discrimination, harassment, intimidation, or bullying against a student is observed.

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

PROFESSIONAL STANDARDS (continued)

BP 4119.21 (b)
BP 4219.21 (b)
BP 4319.21 (b)

(cf. 5131.2 - Bullying)
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)
3.

Physically abusing, sexually abusing, neglecting, or otherwise willfully harming or
injuring a child.

4.

Engaging in inappropriate socialization or fraternization with a student or soliciting,
encouraging, or maintaining an inappropriate written, verbal, or physical relationship with
a student.

5.

Possessing or viewing any pornography on school grounds, or possessing or viewing child
pornography or other imagery portraying children in a sexualized manner at any time.

6.

Using profane, obscene, or abusive language against students, parents/guardians, staff, or
community members.

7.

Willfully disrupting district or school operations by loud or unreasonable noise or other
action.

8.

Using tobacco, alcohol, or an illegal or unauthorized substance, or possessing or
distributing any controlled substance, while in the workplace or at a school-sponsored
activity.

(cf. 3513.3 - Tobacco-Free Schools)
(cf. 4020 - Drug and Alcohol Free Workplace)
(cf. 4112.41/4212.41/4312.41 - Employee Drug Testing)
(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers)
9.

Dishonesty with students, parents/guardians, staff, or members of the public, including, but
not limited to, falsification of information in employment records or other school records.

10.

Divulging confidential information about students, district employees, or district
operations to persons not authorized to receive the information.

(cf. 3580 - District Records)
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 5125 - Student Records)
(cf. 5125.1 - Release of Directory Information)
11.

Using district equipment or other district resources for the employee's own commercial
purposes or for political activities.

PROFESSIONAL STANDARDS (continued)
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(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)
12.

Using district equipment or communications devices for personal purposes while on duty,
except in an emergency, during scheduled work breaks, or for personal necessity.
Employees shall be notified that computer files and all electronic communications,
including, but not limited to, email and voice mail, are not private. To ensure proper use,
the Superintendent or designee may monitor employee usage of district technological
resources at any time without the employee's consent.

(cf. 4040 - Employee Use of Technology)
13.

Causing damage to or engaging in theft of property belonging to students, staff, or the
district.

14.

Wearing inappropriate attire.

(cf. 4119.22/4219.22/4319.22 - Dress and Grooming)
An employee who observes or has evidence of another employee’s inappropriate conduct shall
immediately report such conduct to the principal or Superintendent or designee. An employee who
has knowledge of or suspects child abuse or neglect shall file a report pursuant to the district's child
abuse reporting procedures as detailed in AR 5141.4 - Child Abuse Prevention and Reporting.
(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 5141.4 - Child Abuse Prevention and Reporting)
Any reports of employee misconduct shall be promptly investigated. Any employee who is found
to have engaged in inappropriate conduct in violation of law or Board policy shall be subject to
disciplinary action and, in the case of a certificated employee, may be subject to a report to the
Commission on Teacher Credentialing. The Superintendent or designee shall notify local law
enforcement as appropriate.
(cf. 4117.7/4317.7 - Employment Status Reports)
(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
An employee who has knowledge of but fails to report inappropriate employee conduct may also
be subject to discipline.

PROFESSIONAL STANDARDS (continued)
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The district prohibits retaliation against anyone who files a complaint against an employee or
reports an employee's inappropriate conduct. Any employee who retaliates against any such
complainant, reporter, or other participant in the district's complaint process shall be subject to
discipline.
The Board fully supports Professional Standards for the district based on the twelve principles of
Respect, Honesty, Trustworthiness, Loyalty, Courtesy, Self-Discipline, Integrity, Fairness,
Responsibility, Cooperation, Citizenship and Compassion.
The ethical standards, which should guide the actions of all staff members, are contained in a series
of guiding principles. In certain cases, the principles are more appropriate to the actions of
certificated staff members; in other cases to classified; and in other cases to management. All
staff members, however, are expected to adhere to the Professional Standards as it speaks to their
conduct.
Guiding Principles
1.

Commitment to the Student

District personnel work to stimulate the spirit of inquiry, the acquisition of knowledge and
understanding, and the thoughtful formulation of worthy goals; serve as a model of ethical
standards and strive through fair and just treatment to help each student achieve and succeed by
fulfillment of the following obligations to students.
a.

Encourage the student to seek independent action in the pursuit of learning.

b.

Provide relevant subject matter that will promote student progress.

c.

Make every effort to protect the student from conditions harmful to learning or to
health and safety.

d.

Protect the student from embarrassment and disparagement.

e.

Maintain confidentiality regarding any student information obtained in the course of
professional service, unless disclosure is required by law.

f.

Guard diligently against unfair treatment of any student on the basis of race, ethnicity,
creed, gender, sexual orientation or disability.

g.

Use professional relationships with students only for student benefit and not in any way
for private advantage.

PROFESSIONAL STANDARDS (continued)
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Guiding Principles (continued)
2.

Commitment to the Students’ Parents and Families

District personnel know that it is essential for the school and home to interact frequently and
effectively. Such personnel, therefore, form a partnership of responsibility with parents in order
to acknowledge, respect, and appreciate each other so that the task of helping our youth to
understand and find a place in the adult world becomes a collaborative mutual goal.
Curriculum, school practices and discussions must incorporate this goal by fulfillment of the
following obligations to the parents and families:

3.

a.

Maintain regular communication with parents regarding student progress or problems
and respond in a timely manner to any special request from parents for information or
communication.

b.

Keep parents/guardians informed of all educational opportunities offered by the district
to their children.

c.

Ensure that all communication to parents is comprehensible, including translation into
other languages when needed and feasible.

d.

Treat all students equitably and free from bias or a defensive, retaliatory manner in
cases of negative parental involvement or conflict.

e.

Develop open lines of communication and actively participate in discussions with
parents to assure that their point of view, needs and desires are being heard, understood,
and taken into consideration.

f.

Provide opportunities for parents to become involved in a meaningful way in the
education of their children, and encourage parents/guardians to share their experiences
and expertise at site and district levels.

g.

Refrain from any relationship with parents which is or may be perceived to be for
personal advantage.
Commitment to the Profession

District personnel believe the quality of the services provided in the education profession directly
influences the nation and its citizens. Therefore, every effort is expected to be exerted to raise
professional judgment, and to achieve conditions which attract persons worthy of trust and careers
in education by fulfillment of the following obligations to the profession:

PROFESSIONAL STANDARDS (continued)
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Guiding Principles (continued)

4.

a.

Act and speak at all times in a manner which exemplifies personal integrity, dignity,
and mutual respect.

b.

Accept academic degrees or professional certification only from duly accredited
institutions.

c.

Present professional qualifications accurately and completely.

d.

Give prompt notice to the district's Personnel Division of any change in availability of
service.

e.

Pursue appropriate measures to align laws, policies and regulations with sound
educational goals.

f.

Conduct professional business through proper channels.

g.

Use time granted for the purpose for which it is intended.

h.

Maintain a commitment to professional development and keep abreast of current
research in the field.

i.

Strive to align actions with professional values and beliefs to enhance personal and
organizational effectiveness.

j.

Adhere to established professional standards.

k.

Work and share collaboratively with colleagues and professional associations to
improve the quality of teaching and learning.

l.

Refrain from accepting or offering gifts or favors that might impair or appear to impair
professional judgment or obtain special advantage.

m.

Accurately represent official policies of the school district when speaking or writing
about policies.

n.

Clearly distinguish private views from the official position of the district.

Commitment to Certificated and Classified

PROFESSIONAL STANDARDS (continued)
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Guiding Principles (continued)
District personnel exemplify work relationships with colleagues that accord just and equitable
treatment to all by fulfillment of the following obligations to colleagues:
a.

Accord just and equitable treatment to all district personnel in the exercise of their
professional rights and responsibilities.

b.

Exercise vigilance in avoiding any special treatment in order to influence professional
decisions of colleagues.

c.

Maintain confidentiality regarding information obtained about colleagues in the course
of professional service, unless disclosure is required by law.

d.

Protect fellow employees from intentional embarrassment or disparagement.

e.

Act in a spirit of collaboration with fellow colleagues.

f.

Treat all staff equitably and free from bias and/or a defensive, retaliatory manner.

g.

Develop open lines of communication and actively participate in discussions with
colleagues to assure that their points of view, needs and desires are being heard,
understood, and taken into consideration.

h.

Present perspectives and opinions on work-related issues in ways that do not
undermine the integrity and decisions of supervisors and colleagues.

i.

Consider no personal success legitimate or ethical which is secured by taking unfair
advantage of another.

j.

Refrain from making false or malicious statements about a colleague.

5.

Commitment to the Business Community

District personnel, in contacts with members of the business community, exemplify conduct which
demonstrates the highest level of professional conduct and an understanding of sound business
practices by fulfillment of the following obligations to the business community:
a.

Act in a manner which demonstrates a personal commitment to the highest ethical
standards.

b.

Deal with each supplier, vendor, contractor, purveyor, or other business professional in
a manner which demonstrates the district's "Commitment to Excellence."

PROFESSIONAL STANDARDS (continued)
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Guiding Principles (continued)
c.

Act with and model exemplary personal integrity in all business relationships.

d.

Place the needs of the schools and district facilities foremost in making
recommendations and decisions about district business matters.

e.

Operate fairly without any personal agenda in all matters involving the business
relationships of the district.

f.

Obey the law in its word, spirit, and intent at all times while performing duties.

g.

Exercise great care and good professional judgment in order to avoid situations that
may compromise the reputation of the district.

h.

Seek guidance, advice, and training from other professional associates inside and
outside the district, regarding current school business practices.

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
44242.5 Reports and review of alleged misconduct
PENAL CODE
11164-11174.4 Child Abuse and Neglect Reporting Act
CODE OF REGULATIONS, TITLE 5
80303 Reports of dismissal, resignation and other terminations for alleged misconduct
80331-80338 Rules of conduct for professional educators
Management Resources:
COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS
California Professional Standards for Educational Leaders, February 2014
California Standards for the Teaching Profession, 2009
COUNCIL OF CHIEF STATE SCHOOL OFFICERS PUBLICATIONS
Educational Leadership Policy Standards: ISLLC 2008, 2008
NATIONAL EDUCATION ASSOCIATION PUBLICATIONS
Code of Ethics of the Education Profession, 1975
WESTED PUBLICATIONS
Moving Leadership Standards into Everyday Work: Descriptions of Practice, 2003
WEB SITES
CSBA: http://www.csba.org
Association of California School Administrators: http://www.acsa.org

PROFESSIONAL STANDARDS (continued)
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Management Resources (continued)
California Department of Education: http://www.cde.ca.gov
California Federation of Teachers: http://www.cft.org
California School Employees Association: http://www.csea.com
California Teachers Association: http://www.cta.org
Commission on Teacher Credentialing: http://www.ctc.ca.gov
Council of Chief State School Officers: http://www.ccsso.org
WestEd: http://www.WestEd.org
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Personnel
DRESS AND GROOMING

The Board of Education believes that appropriate dress and grooming by district employees
contribute to a productive learning environment and model positive behavior. During school
hours and at school activities, employees shall maintain professional standards of dress and
grooming that demonstrate their high regard for education, present an image consistent with their
job responsibilities and assignment, and not endanger the health or safety of employees or
students. All employees shall be held to the same standards unless their assignment provides for
modified dress as approved by their supervisor.
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
(cf. 5132 - Dress and Grooming)

Legal Reference:
EDUCATION CODE
35160 Authority of governing boards
35160.1 Broad authority of school districts
GOVERNMENT CODE
3543.2 Scope of representation
12949 Dress standards, consistency with gender identity
COURT DECISIONS
San Mateo City School District v. PERB (1983) 33 Cal. 3d 850
Domico v. Rapides Parish School Board (5th Cir. 1982) 675 F.2d 100
East Hartford Education Assn. v. Board of Education (2d Cir. 1977) 562 F. 2d 856
Finot v. Pasadena Board of Education (1967) 250 Cal.App.2d 189
PUBLIC EMPLOYMENT RELATIONS BOARD DECISIONS
Santa Ana Unified School District (1998) 22 PERC P29, 136
Inglewood Unified School District (1985) 10 PERC P17, 000
Management Resources:
WEB SITES
Public Employment Relations Board: http://www.perb.ca.gov
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Personnel
BP 4219.23 (a)
BP 4319.23 (a)
UNAUTHORIZED RELEASE OF CONFIDENTIAL/PRIVILEGED INFORMATION
The Board of Education recognizes the importance of keeping confidential information
confidential. Staff shall maintain the confidentiality of information acquired in the course of their
employment. Confidential/privileged information shall be released only to the extent authorized
by law.
Disclosure of Closed Session Information
An employee shall not disclose confidential information acquired by being present during a closed
session to a person not entitled to receive such information, unless the Board authorizes disclosure
of that information. (Government Code 54963)
Confidential information means a communication made in a closed session that is specifically
related to the basis for the Board to meet lawfully in closed session. (Government Code 54963)
(cf. 9011 - Disclosure of Confidential/Privileged Information)
(cf. 9321 - Closed Session Purposes and Agendas)
An employee who willfully discloses confidential information acquired during a closed session
may be subject to disciplinary action if he/she has received training or notice as to the requirements
of this policy. (Government Code 54963)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
The district shall not take disciplinary action against any employee for disclosing confidential
information acquired in a closed session, nor shall the disclosure be considered a violation of the
law or Board policy, when the employee is: (Government Code 54963)
1.

Making a confidential inquiry or complaint to a district attorney or grand jury concerning a
perceived violation of law, including disclosing facts necessary to establish the illegality or
potential illegality of a Board action that has been the subject of deliberation during a
closed session.

(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights)
2.

Expressing an opinion concerning the propriety or legality of Board action in closed
session, including disclosure of the nature and extent of the illegal or potentially illegal
action.

3.

Disclosing information that is not confidential

BP 4119.23 (b)
BP 4219.23 (b)
BP 4319.23 (b)
UNAUTHORIZED RELEASE OF CONFIDENTIAL/PRIVILEGED INFORMATION
(continued)
Other Disclosures
An employee who willfully releases confidential/privileged information about the district,
students or staff shall be subject to disciplinary action.
No employee shall disclose confidential information acquired in the course of his/her official
duties. Confidential information includes information that is not a public record subject to
disclosure under the Public Records Act, information that by law may not be disclosed, or
information that may have a material financial effect on the employee.
(cf. 4112.6/4212.6/4312.6 - Personnel Files)
(cf. 4112.5/4212.5/4312.5 - Criminal Record Check)
(cf. 4143/4243 - Negotiations/Consultation)
(cf. 5125 - Student Records)
(cf. 5125.1 - Release of Directory Information)
(cf. 5141.4 - Child Abuse Prevention and Reporting)
(cf. 6164.2 - Guidance/Counseling Services)
Any action by an employee which inadvertently or carelessly results in release of
confidential/privileged information shall be recorded, and the record shall be placed in the
employee's personnel file. Depending on the circumstances, the Superintendent or designee may
deny the employee further access to any privileged information and shall take any steps necessary
to prevent any further unauthorized release of such information.
Legal Reference:
EDUCATION CODE
35010 Control of district; prescription and enforcement of rules
35146 Closed sessions
35160 Authority of governing boards
44031 Personnel file contents and inspection
44932 Grounds for dismissal of permanent employees
44933 Other grounds for dismissal
45113 Rules and regulations for classified service
49060-49079 Pupil records
GOVERNMENT CODE
1098 Public officials and employees: confidential information
6250-6270 Inspection of public records
54950-54963 Brown Act
UNITED STATES CODE, TITLE 20
1232g Family Education Rights and Privacy Act

BP 4119.23 (c)
BP 4219.23 (c)
BP 4319.23 (c)
UNAUTHORIZED RELEASE OF CONFIDENTIAL/PRIVILEGED INFORMATION
(continued)

Management Resources:
WEB SITES
CSBA: http://www.csba.org
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EAST WHITTIER CITY SCHOOL DISTRICT
Whittier, California

East Whittier City School District
Employee Technology Acceptable Use Agreement

The East Whittier City School District authorizes district employees to use technology owned or
otherwise provided by the district as necessary to fulfill the requirements of their position. The
use of district technology is a privilege permitted at the district's discretion and is subject to the
conditions and restrictions set forth in applicable Board policies, administrative regulations, and
this Acceptable Use Agreement. The district reserves the right to suspend access at any time,
without notice, for any reason.
The district expects all employees to use technology responsibly in order to avoid potential
problems and liability. The district may place reasonable restrictions on the sites, material, and/or
information that employees may access through the system.
The district makes no guarantee that the functions or services provided by or through the district
will be without defect. In addition, the district is not responsible for financial obligations arising
from unauthorized use of the system.
Each employee who is authorized to use district technology shall sign this Acceptable Use
Agreement as an indication that he/she has read and understands the agreement.
Definitions
District technology includes, but is not limited to, computers, the district's computer network
including servers and wireless computer networking technology (wi-fi), the Internet, email, USB
drives, wireless access points (routers), tablet computers, smartphones and smart devices,
telephones, cellular telephones, personal digital assistants, pagers, MP3 players, wearable
technology, any wireless communication device including emergency radios, and/or future
technological innovations, whether accessed on or off site or through district-owned or
personally owned equipment or devices.
Employee Obligations and Responsibilities
Employees are expected to use district technology safely, responsibly, and primarily for workrelated purposes. Any incidental personal use of district technology shall not interfere with
district business and operations, the work and productivity of any district employee, or the safety
and security of district technology. The district is not responsible for any loss or damage incurred
by an employee as a result of his/her personal use of district technology.
The employee in whose name district technology is issued is responsible for its proper use at all
times. Employees shall not share their assigned online services account information, passwords,
or other information used for identification and authorization purposes, and shall use the system
only under the account to which they have been assigned. Employees shall not gain unauthorized
access to the files or equipment of others, access electronic resources by using another person's
name or electronic identification, or send anonymous electronic communications. Furthermore,
employees shall not attempt to access any data, documents, emails, or programs in the district's
system for which they do not have authorization.

Employees are prohibited from using district technology for improper purposes, including, but
not limited to, use of district technology to:
1. Access, post, display, or otherwise use material that is discriminatory, defamatory, obscene,
sexually explicit, harassing, intimidating, threatening, or disruptive
2. Disclose or in any way cause to be disclosed confidential or sensitive district, employee, or
student information without prior authorization from a supervisor
3. Engage in personal commercial or other for-profit activities without permission of the
Superintendent or designee
4. Engage in unlawful use of district technology for political lobbying
5. Infringe on copyright, license, trademark, patent, or other intellectual property rights
6. Intentionally disrupt or harm district technology or other district operations (such as
destroying district equipment, placing a virus on district computers, adding or removing a
computer program without permission, changing settings on shared computers)
7. Install unauthorized software
8. Engage in or promote unethical practices or violate any law or Board policy, administrative
regulation, or district practice
Privacy
Since the use of district technology is intended for use in conducting district business, no
employee should have any expectation of privacy in any use of district technology.
The district reserves the right to monitor and record all use of district technology, including, but
not limited to, access to the Internet or social media, communications sent or received from
district technology, or other uses within the jurisdiction of the district. Such
monitoring/recording may occur at any time without prior notice for any legal purposes
including, but not limited to, record retention and distribution and/or investigation of improper,
illegal, or prohibited activity. Employees should be aware that, in most instances, their use of
district technology (such as web searches or emails) cannot be erased or deleted.
All passwords created for or used on any district technology are the sole property of the district.
The creation or use of a password by an employee on district technology does not create a
reasonable expectation of privacy.
Personally Owned Devices
An employee may request authorization from the IS Department to connect a personally owned
device to a specifically designated wireless network. The connecting of unauthorized devices to
any District network is prohibited.
If an employee uses a personally owned device to access district technology or conduct district
business, he/she shall abide by all applicable Board policies, administrative regulations, and this
Acceptable Use Agreement. Any such use of a personally owned device may subject the contents

of the device and any communications sent or received on the device to disclosure pursuant to a
lawful subpoena or public records request.
Records
Any electronically stored information generated or received by an employee which constitutes a
district or student record shall be classified, retained, and destroyed in accordance with BP/AR
3580 - District Records, BP/AR 5125 - Student Records, or other applicable policies and
regulations addressing the retention of district or student records.
Reporting
If an employee becomes aware of any security problem (such as any compromise of the
confidentiality of any login or account information) or misuse of district technology, he/she shall
immediately report such information to the Superintendent or designee.
Consequences for Violation
Violations of the law, Board policy, or this Acceptable Use Agreement may result in revocation
of an employee's access to district technology and/or discipline, up to and including termination.
In addition, violations of the law, Board policy, or this agreement may be reported to law
enforcement agencies as appropriate.
Employee Acknowledgment
I have received, read, understand, and agree to abide by this Acceptable Use Agreement, BP
4040 - Employee Use of Technology, and other applicable laws and district policies and
regulations governing the use of district technology. I understand that there is no expectation of
privacy when using district technology or when my personal electronic devices use district
technology. I further understand that any violation may result in revocation of user privileges,
disciplinary action, and/or appropriate legal action.
I hereby release the district and its personnel from any and all claims and damages arising from
my use of district technology or from the failure of any technology protection measures
employed by the district.

Name: ___________________________________ Position: _________________________
(Please print)
School/Work Site: ___________________________________________________________
Signature: _____________________________________ Date: _______________________
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Understanding Your Pay Warrant
Classified Employees
 You are a monthly paid employee.
 You will receive two pay warrants a month.
 Pay dates are the 10th and the 25th.
 THE PAY WARRANT ON THE 25th
Is an ESA (Earned Salary Advancement). This means you had to have worked half of the
month to earn the salary advancement.
 THE PAY WARRANT ON THE 10th
Is your actual monthly salary, less the earned salary advancement. Any deductions or
additions will be on this warrant.
Deductions: dock time, reductions, taxes, benefits, and dues.
Additions: additional hours and longevity.

Example: Month of February
You have worked every day of the month, and you even worked some additional hours.
On February 25th – you receive your ESA.
On March 10th – you receive your monthly salary, along with additional hours you worked. All
deductions are taken.

Payroll Stub
Field Explanations

(A)

This section contains district information and employee name, I.D. number
and tax withholding status.

(B)

Earnings and Compensation: This section contains the code for employee
type (certificated, non-certificated) and pay basis (monthly, hourly, etc).
This field also displays up to 44 lines of individual earnings detail with the
last line used to summarize any overflow data. The field also contains the
rate of pay, unit of pay and the extended amount.

(C)

Employee Pre-Tax Reductions: All pre-tax withholding for the current
period and year-to-date totals for those items. If a reduction is not used for
the current period, the year-to-date amount will not display. In the case of
multiple entries for the same element, the year-to-date will display the final
total in each line.

(D)

Employee Deductions: All employee tax and other miscellaneous
deductions are contained in this field. Displays current and year-to-date for
each line. Year-to-date will not display if there is no current period entry.

(E)

Employer Contributions:
Contains the current and year-to-date
district-paid employer contributions to each tax and benefit category for the
individual employee.

(F)

Bottom area contains several detail boxes: Leave Balances is not
currently in use. It will be researched at a later date as a possible future
enhancement. Other boxes are the Current & YTD Taxable Balances
(used to calculate the tax withholding for the period) and the Current Pay
Summary (display of the summary totals used to arrive at the net payment).
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East Whittier City School District
2018-2019 Instructional Calendar
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April 2019
F
1
8
15*
22
29

S
2
9
16
23
30

S
7
14
21
28

M
1
8
15
22
29

T
2
9
16
23
30

S

M

T

W

2
9
16
23

3
10
17
24

4
11
18
25

5
12
19
26

May 2019
T
2
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16
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October 12
November 9
December 19
March 1
March 15

HOLIDAYS
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GRADING PERIODS
End of 1st Quarter
End of 1st Trimester
End of 1st Semester
End of 2nd Trimester
End of 3rd Quarter*

February 2019
F
4
11
18
25

March 2019
S

August 2-7,10,13
August 8
August 9
August 14
September 21
September 24-28
October 8
November 1
November 19-23
Dec 20 - Jan 4
March 11-15
March 25-29
April 19
April 22
May 3
June 7

December 2018

W

January 2019
S

Floating Work Days (1 of these days)-Certificated
Teacher Training Day
Mandatory Work Day - Certificated
First Day of School
Parent Conference - No Students
Parent Conference - Minimum Days
No School
Teacher Training Day
Thanksgiving Break
Winter Break
Parent Conference - Minimum Days
Spring Break
No School
No School
Teacher Training Day
Last Day of School - Minimum Day

June 2019
F
3
10
17
24
31

S
4
11
18
25

30

4th of July
Labor Day
Veterans Day (Sunday Nov 11)
Thanksgiving Holiday
Christmas Eve
Christmas
In Lieu of Admissions Day (Classified only)
New Year's Eve
New Year's Day
Martin Luther King
Lincoln's Birthday
Washington's Birthday
Good Friday (1/2 day for Classified)
Memorial Day

July 4
September 3
November 12
November 22 -23
December 24
December 25
December 26
December 31
January 1
January 21
February 11
February 18
April 19
May 27

Governors Oﬃce of Emergency Services
http://www.oes.ca.gov/Operational/OESHome.nsf/PDF/
Laws&RegsCalCodePDFs/$ﬁle/Ch2.3_%20
DSW.pdf

The California Constitution Oath or Aﬃrmation
http://www.leginfo.ca.gov/.const/.article_20

California Government Code 3100-3109
http://www.leginfo.ca.gov/cgl-bin/displaycode?section=gov
&group=03001-04000&ﬁle=3100-3109

California Emergency Services Act
http://www.leginfo.ca.gov/cgi-bin/displaycode?section=go
v&group=08001-09000&ﬁle=8550-8551

For more information, please visit the following websites:

Did you know?
Distributed by the Orange County Department of Education 200 Kalmus Drive Costa Mesa, California 92626

California Government Code
Section 3100-3109

DISASTER
SERVICE
WORKERS

California Public Employee

As a California city, county, or state agency or public district employee, you may be called upon
as a disaster service worker in the event of an emergency. The information contained in this
pamphlet will help you understand your role and obligation.

All public employees are included in the disaster service
worker status which are all persons employed by any
county, city, state agency or public district.

Any public employees performing duties as a disaster
service worker shall be considered to be acting within the
scope of disaster service duties while assisting any unit of
the organization or performing any act contributing to the
protection of life or property or mitigating the aﬀects of
an emergency.

Who is included in
the disaster service
worker status?

What are the
scope of duties of
employee disaster
service workers?

http://www.leginfo.ca.gov/cgi-bin/displaycode?section=gov&group=08001-09000&ﬁle=8550-8551

*California Emergency Services Act

Disaster service means all activities authorized by and
carried out pursuant to the California Emergency
Services Act*.

What does disaster
service mean?

All disaster service workers shall, before they enter upon the duties of their
employment, take and subscribe to the oath or aﬃrmation...

It is hereby declared that the protection of the health and safety and preservation of
the lives and property of the people of the state from the eﬀects of natural, manmade, or war-caused emergencies which result in conditions of disaster or extreme
peril to life, property, and resources is of paramount state importance...in protection of its citizens and resources, all public employees are hereby
declared to be disaster service workers...

Section 3100-3109

California Government Code

Public Employee Disaster Service Worker Status

For further information, please visit the websites listed on the back.

As a public employee,
you may be called upon
to assist in the event of
ﬁre, ﬂood, earthquake,
or other natural or manmade disasters.

Claims sustained by public employees while performing disaster services shall be ﬁled as worker
compensation claims under the same authorities and
guidelines as with all employees within their agency.

Public employee disaster service workers for nonproﬁt organizations and government cannot be held
liable for their actions during a disaster while acting
within the scope of their responsibilities.

Can disaster service
workers be sued for
actions taken while
performing duties?

What if public employees
are injured while acting
as disaster service
workers?

Public employees acting as disaster service workers
get paid only if they have taken and subscribed to the
oath or aﬃrmation.

Most public employees sign the oath or aﬃrmation during the hiring process and it is kept with the
employer.

When do public employees take the oath
or aﬃrmation?
Do public employees
acting as disaster service workers get paid?

Before entering upon the duties of employment, all
public employees take and subscribe to the oath or
aﬃrmation set forth in the California Constitution
that declares them to be disaster service workers in
time of need.

What is the oath or
aﬃrmation referred
to in the government
code?

disaster.

How are public employ- Public employees are assigned disaster service activities by their superiors or by law to assist the agency
ees assigned disaster
in carrying out its responsibilities during times of
service activities?

