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AN NUAL EMPL OYEENOTIEICATIONS
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The Governing Board prohibits unlawful discrimination, intimida-
tion, bullying against and/or harassment of district employees
and job applicants on the basis of actual or perceived race, color,
national origin, ethnicity, nationality, ancestry, religious creed, re-
ligion, age, marital status, pregnancy, physical or mental disabil-
ity, disability, gender identity, gender expression, medical condi-
tion, veteran status, genetics, gender or sexual orientation, sex,
or association with a person or a group with one or more of these
actual or perceived characteristics at any district site and/or ac-
tivity. The Board also prohibits retaliation against any district em-
ployee or job applicant who complains, testifies, or in any way
participates in the district's complaint procedures instituted pur-
suant to this policy. Any district employee who engages in or per-
mits unlawful discrimination or harassment shall be subject to dis-
ciplinary action up to and including dismissal. A district employee
shall be deemed to have permitted unlawful discrimination or har-
assment if he/she fails to report an observed incident of discrim-
ination and/or harassment, whether or not the victim complains.
Any employee or applicant for employment who feels that
he/she or another individual in the district has been sub-
jected to the above should immediately contact his/her su-
pervisor, principal, other district administrator, or the Super-
intendent or designee (Chief Human Resources Officer or
HR Director at (916) 643-9050).



under the District's own account and if applicable their own
user ID.

Employees shall use the system only for purposes related
to their employment with the district. Commercial, political,
and/or personal use of the system is strictly prohibited, in-
cluding computer games, personal email/banking, and per-
sonal on-line activities. The use of signature lines should
include name, title, phone number, etc. Confidentiality no-
tice/disclaimers are allowed. No taglines, slogans, or
quotes are to be included in the signature lines or in the
body of the message. The district reserves the right to mon-
itor any on-





http://www.dir.ca.gov/dlse
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in writing due to conditions such as illiteracy or other disabilities,
district staff shall help him/her to file the complaint. (T5 CCR 4600)
Step 2 Mediation: Within three days of receiving the complaint,
the compliance officer may informally discuss with the complain-
ant the possibility of using mediation. If the complainant agrees
to mediation, the compliance officer shall make all arrangements
for this process. Before initiating the mediation of a discrimination
complaint, the compliance officer shall ensure that all parties
agree to make the mediator a party to related confidential infor-
mation. 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 re-
solving the complaint unless the complainant agrees in writing to
such an extension of time. (T5 CCR 4631)

Step 3 Investigation of Complaint: The compliance officer shall
make all reasonable efforts to hold an investigative meeting
within five days of receiving the complaint or an unsuccessful at-
tempt to mediate the complaint. This meeting shall provide an
opportunity for the complainant and/or his/her representative to
repeat the complaint orally. The complainant and/or his/her rep-
resentative and the district's representatives shall have an oppor-
tunity to present information relevant to the complaint. Parties to
the dispute may discuss the complaint and question each other
or each other's witnesses. (T5 CCR 4631)

Step 4 Response: Within 60 days of receiving the complaint, the
compliance officer shall prepare and send to the complainant a
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8. Time limits specified in these procedures may be revised
only by written mutual agreement of all parties involved. A
reasonable period of time to conduct an investigation will
depend upon the quantity of witnesses and complexity of
the investigation. If the district fails to respond within a spec-
ified or adjusted time limit, a complainant may proceed to
the next level. If a complainant fails to take the complaint to
the next step within the prescribed time, the complaint shall
be considered settled at the preceding step.

Level I: The complainant shall first meet informally with the
principal of the school or department where the allegedly discrim-
inatory act occurred. A complaint regarding discrimination away
from a school site should be discussed informally with an admin-
istrator selected by the Superintendent. If the complainant's con-
cerns are not clear or cannot be resolved through informal dis-
cussion, the principal or other administrator shall prepare, within
10 working days, a written summary of his/her meeting(s) with
the complainant. This report shall be available if requested by the
nondiscrimination coordinator.

Level Il: If a complaint cannot be satisfactorily resolved at

Level I, the complainant may submit a formal written complaint to
the district nondiscrimination coordinator within 10 days of his/her
attempt to resolve the complaint informally. The written complaint
shall include the following: (1) the complainant's signature or that
of his/her representative; (2) the complainant's name, address,
and telephone number; (3) the name and address of the district
staff member who committed the alleged violation; (4) a descrip-
tion of the allegedly discriminatory act(s) or omission(s); (5) the
discriminatory basis alleged; (6) a specific description of the time,
place, nature, participants in, and witnesses to the alleged viola-
tion; (7) other pertinent information which may assist in investi-
gating and resolving the complaint.

The nondiscrimination coordinator shall assign a staff member to









supervisors for information as to the hazardous sub-
stance(s) contained in the pipes, the potential hazards, and
safety precautions which must be taken.

Informing Contractors: To ensure that outside contractors
and their employees work safely in district buildings and
schools, the Superintendent or designee shall inform these
contractors of hazardous substances which are present on
the site and precautions that employees may take to lessen
the possibility of exposure. It shall be the contractor’s re-
sponsibility to disseminate this information to his/her em-
ployees and subcontractors.




“This bill commencing September 1, 2016, would prohibit a per-
son from being employed or volunteering at a day care center
or a family day care home if he or she has not been immunized
against influenza, pertussis, and measles.” To verify that our
employee has met these requirements, employees must pro-
vide the employer with one of the following and/or complete
form PSL-F273 to expedite verification:

— Avyellow immunization card signed/dated by a licensed
physician indicating the date the employee received the im-
munization and when it will expire.

— Formal medical verification that is signed and dated by a Ii-



Board may
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and who was a member of the Armed Forces (including a mem-
ber of the National Guard or Reserves) at any time during the
period of five years preceding the date on which the veteran un-
dergoes that medical treatment, recuperation, or therapy.
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the school and community. This responsibility requires standards
of exemplary professional conduct. It must be recognized that the
professional's actions will be viewed and appraised by the com-
munity, associates, and students. To these ends, the profes-
sional subscribes to the following statements of standards. The
management, supervisory, confidential school employee:

1. Makes the well-being of students the fundamental element
in all decision-making and actions.

2. Fulfills professional responsibilities with honesty and integ-
rity.

3. Supports the principle of due process and equal treatment
under the law.

4.  Obeys local, state, and national laws and does not know-
ingly join or support organizations that advocate, directly or
indirectly, the overthrow of the government.

5. Implements the Governing Board of Education's policies
and administrative rules and regulations.

6. Pursues appropriate measures to correct those laws, poli-
cies, and regulations that are not consistent with sound ed-
ucational goals.

7. Avoids using positions for personal gain through political,
social, religious, economic, or other influence.

8. Accepts academic degrees or professional certification
used in relationship with professional responsibilities only
from duly accredited institutions.

9. Maintains the standards and seeks to improve the effective-
ness of the profession through research and continuing pro-
fessional development.

10. Honors all contracts until fulfillment or release.

11. Seeks to involve the public and keep them honestly in-
formed.

12. Recommends the employment, development, promotion,
and retention of the best possible personnel to assure a
quality educational program.

13. Affirms duty of loyalty to carry out the goals, objectives, pro-
grams, and policies of the Board and the district.

GIFTS TO PERSONNEL (BP 5133)

The intent of this Board Policy is directed at all employees of
the district.

The Governing Board recognizes that a certificated employee
shall not accept any compensation or benefit or thing of value for
the performance of any service which he/she is required to render
in the course of his/her certificated employment.

This shall not apply to or restrict the acceptance of gifts or tokens
of minimal value offered and accepted openly from students, par-
ents/guardians or other persons in recognition or appreciation of
service.

V-ERAEI CATHON :OF-BEMPOY.MEN T
THE WORK NUMBER

The Work Number® is an automated service that provides in-
stant employment and income verification. This fast, secure ser-
vice is used when applying for a mortgage or loan, for reference
checking, leasing an apartment, or any other instance where
proof of employment or income is needed. You benefit from hav-
ing control of the process — authorizing others access to your in-
formation. The Work Number can be used anytime, anywhere,
and is available 24 hours a day, 7 days a week.

Provide Proof of Employment

Give the person seeking your proof of employment, the verifier, the follow-
ing information:
1. The Work Number Access Options:
e www.theworknumber.com
e 1-800-367-5690
2. SCUSD Employer Code: 11367
3. Your Social Security Number

The Work Number Client Service Center
(Monday through Friday, 7:00 a.m. — 8:00 p.m.)
1-800-996-7566 (Voice) 1-800-424-0253 (TTY — Deaf)

Provide Proof of Employment & Income

1. Visit www.theworknumber.com/employees or call 1-800-367-2884
2. Enter: SCUSD Employer Code: 11367
a. Your Social Security Number
b. Your PIN # (the last four digits of your social security number)
3. Select to obtain a Salary Key — Write down the Salary Key
4. Give the person seeking proof of your employment & income:
5. The Work Number Access Options: www.theworknumber.com
e SCUSD Employer Code: 11367 1-800-367-5690
e Your Social Security Number
e Your Salary Key

The Work Number Client Service Center
(Monday through Friday, 7:00 a.m. — 8:00 p.m.)
1-800-996-7566 (Voice) 1-800-424-0253 (TTY — Deaf)

DRESS; ANDLG ROOMEINGLEBR, 4.11.9012 2)

The Governing Board believes that since teachers serve as role
models, they should maintain professional standards of dress
and grooming. Just as overall attitude and instructional compe-
tency contribute to a productive learning environment, so do ap-
propriate dress and grooming.

The Board encourages staff during school hours to wear clothing
that demonstrates their high regard for education and presents
an image consistent with their job responsibilities. Clothes that
may be appropriate for shop instructors or gym teachers may not
be appropriate for classroom teachers.

Risk-Based Authentication -
Enhanced Security Enrollment

Security Enrollment is the process by which you provide the Work

15
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HUMAN RESOURCE SERVICES

' : P.O.Box 246870 « Sacramento, CA95824-6870
Sacramentg (916) 643-9050 « FAX (916) 399-2016
City:Unified

Y Jorge A. Aguilar, Superintendent
School District Cancy McArn, Chief Human Resources Officer

SUBJECT: TITLE IX | SEXUAL HARASSMENT | DISCRIMINATION HR-02
TO: All Employees, Substitutes, and Short-Term Temps
DATE: August 1, 2021

PREPARED BY: Christina Villegas DEPARTMENT:
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Includes Nondiscrimination & Sexual Harassment (BP/AR 0410, 4119.11 & 4030)

The Governing Board prohibits unlawful discrimination, intimidation, bullying against and/or harassment of district
employees, job applicants, and District programs & activities on the basis of actual or perceived race, color, national origin,
nationality, ancestry, ethnicity, ethnic group identification, religious creed, religion, age, marital status, pregnancy, physical or
mental disability, disability, medical condition, veteran status, gender, gender identity,






Confidentiality Rule: Do not delegate calling to anyone else. Do not leave messages that are
detailed. Mark all information regarding this matter CONFIDENTIAL.

Important Note: At any time during the process, the parent/guardian or student may contact
and work


https://www.cde.ca.gov/re/cp/

1. Name of Complainant:
Home Address Zip Home Telephone
School/Office:

2. Nature of Your Complaint: Please describe the action you believe may be in violation of Title IX, or
Title VII and identify any person(s) you believe may be responsible. (Attach additional sheets if
necessary.)

3. Have you discussed your complaint with any Sacramento City Unified School District






Notifications

The Chief Human Resource Officer, Human Resource Services, shall meet the notification requirements
of Title 5 California Code of Regulations 4622, including the annual dissemination of district complaint
procedures and information about available appeals, civil law remedies and conditions under which a com-
plaint may be taken directly to the California Department of Education. The Chief Human Resource Of-
ficer, Human Resource Services, shall ensure that complainants understand that they may pursue other
remedies, including actions before civil courts or other public agencies.

Complainants will receive written acknowledgement identifying the person(s), employee(s), or agency
positions(s), or unit(s) responsible for receiving complaints, investigating complaints and ensuring District
compliance. The written acknowledgement will also include a statement that ensures that such person(s),
employee(s), position(s), or unit(s) responsible for compliance and/or investigation shall be knowledgeable
about the laws/programs that he/she is assigned to investigate. [TSCCR 4621, 4631]

Procedures

The following procedures shall be used to address all complaints which allege that the district has violated
federal or state laws or regulations governing educational programs. Compliance officers shall maintain a
record of each complaint and subsequent related actions, including all information required for compliance
with the Title 5 California Code of Regulations 4632.

All parties involved in allegations shall be notified when a complaint is filed, when a complaint meeting
or hearing is scheduled and when a decision or ruling is made.

Step 1: Filing of Complaint

Any individual, public agency or organization may file a written complaint of alleged noncompliance by
the district.

Complaints alleging unlawful discrimination may be filed by a person who alleges that he/she personally
suffered unlawful discrimination or by a person who believes that an individual or any specific class of
individuals has been subjected to unlawful discrimination. The complaint must be initiated no later than
six months from the date when the alleged discrimination occurred or when the complainant first obtained
knowledge of the facts of the alleged discrimination. [T5 CCR 4630]

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.

If a complainant is unable to put a complaint in writing due to conditions such as illiteracy or other disa-
bilities, district staff shall help him/her to file the complaint. [T5 CCR 4600]

Step 2: Mediation

The Board recognizes that a neutral mediator can often suggest a compromise that is agreeable to all parties
in a dispute. In accordance with uniform complaint procedures, whenever all parties to a complaint agree
to try resolving their problem through mediation, the Superintendent or designee shall initiate mediation.
The Superintendent or designee shall ensure that mediation results are consistent with state and federal
laws and regulations.

Within






Discrimination complaints shall be investigated in a manner that protects the confidentiality of the parties
and the facts. The District ensures that complainants are protected from retaliation and that the identity of
a complainant alleging discrimination will remain confidential as appropriate, except to the extent neces-
sary to carry out the investigation or proceedings, as determined by the Superintendent or designee on a
case-by-case basis. [T5CCR 4621]

The Board prohibits retaliation in any form for participation in complaint procedures, including but not
limited to the filing of a complaint or the reporting of instances of discrimination. Such participation shall
not in any way affect the status, grades or work assignments of the complainant.

Appeals to the California Department of Education

If dissatisfied with the district's decision, the complainant may appeal in writing to the California Depart-
ment of Education within 15 days of receiving the district's decision. For good cause, the Superintendent
of Public Instruction may grant an extension for filing appeals. [T5 CCR 4652]

When appealing to the California Department of Education, the complainant must specify the reason(s)
for appealing the district's decision and must include a copy of the locally filed complaint and the district's
decision. [T5 CCR 4652]

The California Department of Education may directly intervene in the complaint without waiting for action
by the district when one of the conditions listed in 5 CCR 4650 exists. In addition, the California Depart-
ment of Education may also intervene in those cases where the district has not taken action within 60
calendar days of the date the complaint was filed with the district.

Civil Law Remedies


http://www.scusd.edu/




damage creating a hazardous or uninhabitable condition. (Education Code 17592.72 paragraph (1)
of subdivision (c))

Filing of Complaint

A complaint alleging any condition(s) specified above shall be filed with the principal of the school or
his or her designee, in which the complaint arises. The principal or designee shall forward a complaint

about problems beyond his/her authority to the Superintendent or designee within 10 working days.
(Education Code 35186)

The school shall have a complaint form available for such Williams Complaints. (Education Code
35186(a)(1), Title 5 California Code of Regulations (T5CCR) 4680):

The complainant need not use the Williams Complaint form to file a complaint.
The Williams Complaint form shall identify the place for filing the complaint.
The Williams Complaint form will include a space to indicate whether a response is requested.

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)

The Williams complaints may be filed anonymously. If the complainant has indicated on the complaint
form that he/she would like a response to his/her complaint, the principal or designee shall report the
resolution of the complaint to him/her 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)

Upon receipt of a written complaint from an individual, public agency or organization, Williams’s
complaint procedures shall be initiated. The Superintendent or designee shall distribute full infor-
mation about these procedures.



resolution proffered by the principal or Superintendent or designee may file an appeal to the State
Superintendent of Public Instruction within 15 days of receiving the report. (TSCCR 4687)

Reports

The Superintendent or designee shall report summarized data on the nature and resolution of all com-
plaints to the Board and the County Superintendent of Schools on a quarterly basis. The report shall
include the number of complaints by general subject area with the number of resolved and unresolved
complaints. These summaries shall be publicly reported on a quarterly basis at a regularly scheduled
Board meeting. (Education Code 35186, TSCCR 4686)

If a response is requested, the response shall be made to the mailing address of the complainant indi-
cated on the complaint. (Education Code 35186(a)(1), TSCCR 4680)

If Section 48985 if the Education Code is applicable, the response, if requested, and report shall be
written in English and the primary language in which the complaint was filed. (Education Code
5186(a)(1))

Complaints and written responses shall be public records. (Education Code 35186)

The complainant shall comply with the appeal requirements of Title 5 California Code of Regulations
4632 and 4687.

Forms and Notices

The Superintendent or designee shall ensure that the district's complaint form contains a space to in-
dicate 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)

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.

Program Administrators

Christine Baeta, Vacant, Director Dr. Sadie Hedegard, Assistant
Chief Academic Officer Child Development Superintendent, Special Education
(916) 643-9086 (916) 643-7800 (916) 643-9163
Kelley Odipo, Director Nathanial Browning, Director,
State and Federal Programs Facilities and Maintenance
643-9051 (916) 264-4075, Ext. 1008

To obtain further information and forms regarding Williams Uniform Compliant Procedures, please
contact: Compliance Officer: Cancy McArn,


http://www.scusd.edu/
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Christina Pritchett
President
Trustee Area 3

HUMAN RESOURCE SERVICES
P.O. Box 246870 Sacramento, CA 95824-6870
(916) 643-9050 FAX (916) 399-2016

Jorge A. Aguilar, Superintendent
Cancy McArn, Chief Human Resources Officer
Christina Villegas, Director Il
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Lactating Pupil, Regional Occupational Centers and Programs, School Plans for Student Achievement,
School Safety Plans, School-site Councils, State Preschool, and State Preschool Health and Safety Issues in
districts exempt from Licensing.

And any other state or federal education program the State Superintendent of Public Instruction (SSPI) or
designee deems appropriate.

Complaints must be filed in writing with the following compliance officer(s):

Complaints alleging discrimination, harassment, intimidation and/or bullying must be filed within
six (6) months from the date the alleged discrimination, harassment, intimidation and/or bullying
complaint occurred or the date the complainant
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requested. If Section 48985 of the EC is otherwise applicable, the response, if
requested, and report shall be written in English and the primary language in which
the complaint was filed.

e A complaint form for a state preschool health and safety issue pursuant to HSC
Section 1596.7925 shall specify the location for filing a complaint. A complainant
may add as much text to explain the complaint as he or she wishes.

e The District policies and procedures contain the following statements regarding the
Investigation of UCP complaints:

e The preschool program administrator or the designee of the District superintendent
shall (1) make all reasonable efforts to investigate any problem within his or her
authority. Investigations shall begin within 10 days of the receipt of the complaint
and (2) remedy a valid complaint within a reasonable time period, but not to exceed
30 working days from the date the complaint was received and report to the
complainant the resolution of the complaint within 45 working days of the initial
filing. If the preschool program administrator makes this report, he or she shall also
report the same information in the same timeframe to the designee of the District
superintendent.

In order to identify appropriate subjects of state preschool health and safety issues pursuant to HSC section
1596.7925, a notice shall be posted in each California state preschool program classroom in each school in
the District.

e The notice shall (1) state the health and safety requirements under Title 5 of the California Code of
Regulations that apply to California state preschool programs pursuant to HSC section 1596.7925
and (2) state the location at which to obtain a form to file a state preschool health and safety issues
complaint pursuant to HSC section 1596.7925.

The District shall not be prohibited from solicitation of voluntary donations of funds or property, voluntary
participation in fundraising activities, or school districts, schools, and other entities from providing pupils
prizes or other
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eight), the District shall provide
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All Schools

“’ HUMAN RESOURCE SERVICES
Sacramento P.O. Box 246870 Sacramento, CA 95824-6870
LI — T (916) 643-9050 FAX (916) 399-2016

Jorge A. Aguilar, Superintendent
Cancy McArn, Chief Human Resources Officer

Williams Complaints Classroom Notice
Community Relations E 1312.4

Notice to Parents/Guardians, Pupils, Teachers: Complaint Rights

Parents/Guardians, Pupils, and Teachers:

Education Code 35186 requires that the following notice be posted in each classroom:

1. There should be sufficient textbooks and instructional materials. For there to be sufficient textbooks and
instructional materials, each pupil, including English learners, must have a textbook, or instructional materials,
or both, to use in class and to take home to complete required homework assignments.

2. School facilities must be clean, safe, and maintained in good repair. Good repair means that the facility is
maintained in a manner that assures that it is clean, safe, and functional as determined by the Office of Public
School Construction.

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.

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.

4. If you do not think these requirements are being met, a Uniform Complaint from the following web site:
http://www.cde.ca.gov/re/cp/uc

If you have other questions, please contact the following Administrators:
Erin Hanson, Assistant Superintendent, Curriculum and Instruction at (916) 643-9120, or Instructional
Assistant Superintendents: Tu Moua-Carroz at (916) 643-9244, Aprille Shafto at (916) 643-9244,
Tuan Duong at (916) 643-9244, & Chad Sweitzer at (916) 643-9244 or Lisa Allen, Deputy Superintendent at
643-9191.

English/Williams Uniform Complaint Procedure-All Schools (Rev.10-01-21)/
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Complaint Form

For Office Use Only
Check One Case #:

Employee Applicant Parent/Guardian Public Student* Anonymous
Date (mm/dd/yy): / / Response Requested: Yes No
Site/Location: Administrator:

Course or Grade Level: Room Number or Location:

Site/Location Address: Email address:

Name of Complainant (Print):

Complainant Address:

Complainant Home/Work Phone: Location:

Please indicate the type of complaint below: (BP refers to Board Policy; E refers to Exhibit.)

Employee/Applicant: Employment Discrimination/Harassment (BP 1312.3, 4144)
Age Sex Sexual Orientation Ethnic Group Identification
Race Ancestry National Origin Mental or Physical Disability
Religion Color Other: Employee Complaint (BP 4144)

Student *




Parent/Public: Williams Case Complaint Concerning Deficiencies Related to:
(BP 1312.4, E[1] 1312.4): (continued)

Teacher Vacancy or Mis-
assignments

A semester begins and a teacher vacancy exists. (A position to which a single des-
ignated 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 of
which a single designated certificated employee has not been assigned at the be-
ginning of a semester for an entire semester.) (EC 35186[e][2][A], TSCCR 4682)

A teacher who lacks credentials or training to teach English learners is assigned to
teach a class with more than 20% English learner pupils in the class.
(EC 35186[e][2][B], TSCCR 4682)

A teacher assigned to teach a class for which the teacher lacks a subject matter
competency. (EC 35186[e][2][C], T5CCR 4682)

Conditions of Facilities

A condition poses an urgent or emergency threat to the health or safety of pupils or
staff, including: gas leaks, nonfunctioning heating, ventilation, fire sprinklers or
air-conditioning systems, electrical power failure, major sewer line stoppage, ma-
jor 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 pupils or staff, structural damage
creating a hazardous or uninhabitable condition, and any other emergency condi-
tions the school district determines appropriate. (EC 17592.72, TSCCR 4683)

A school restroom has not been maintained or cleaned regularly, is not fully opera-
tional, or has not been stocked at all times with toilet paper, soap, and paper towels
or functional hand dryers. (EC 35292.5[a][1])

The school has not kept restrooms open during school hours when pupils are not in
classes, and has not kept a sufficient number of restrooms open during school
hours when pupils are in classes. This does not apply when temporary closing of
the restroom is necessary for pupil safety or to make repairs. (EC 35292.5)

10.48219.119re f 581.Ir ofpor




Person(s) Involved in Complaint:

2.
Date of Occurrence / / Time: Witness:
(mm/dd/yy):
Ethnicity (if applicable): Age (if applicable): Sex: Male Female

Describe the Specific Nature of the Complaint: (Include as much information you feel is necessary. Attach addi-
tional pages, if necessary.)

Complainant’s Requested Remedy:

*Return student complaints to: Student Hearing and Placement Department, 5735 47" Avenue, Sacramento,
CA 95824, through District Mail to Box Number 760, fax to (916) 399-2029, phone (916) 643-9425.
Return all other complaints to: Human Resource Services, 5735 471
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HUMAN RESOURCE SERVICES
P.O. Box 246870 Sacramento, CA 95824-6870
(916) 643-9050 FAX (916) 399-2016

Jorge A. Aguilar, Superintendent
Cancy McArn, Chief Human Resources Officer

06
TO: All Employees
FROM: CancyMcArn, Chief Human
Resource®fficer HumanResource
ServicedDepartment

SUBJECT: Reporting Child Abuse: 2021-22

This memorandum is sent to all employees as mandated reporters. Please
review below the law requirements of being a mandated reporter and how to
file a report.

Child Abuse Reporting Law Requirements:

The State of California Child Abuse and Neglect Reporting Act (Penal
Code section 11166, et seq.) requires all mandated child abuse reporters to
report known or suspected child abuse or neglect to the proper authorities.
The following is an excerpt from Penal Code section 11166:

...a mandated reporter shall make a report...whenever the mandated
reporter, in the mandated report’s professional capacity or within the
scope of the mandated report’s employment, has knowledge of or
observes a child whom the mandated reporter knows or reasonably
suspects has been the victim of child abuse or neglect.
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model alone or with others for purposes of preparing a film, photograph, negative, slide, drawing, painting or
other pictorial depiction involving obscene sexual conduct; and knowingly depicting a child in, or knowingly
developing, duplicating, printing or exchanging any film, photograph, video tape, negative or slide in which a
child is engaged in an act of obscene sexual conduct. (Penal Code section 11165.1)

Willful Cruelty or Unjustifiable Punishment means a situation where any person willfully causes or permits
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For your reference, the following are some of the agencies to contact:

1. Children’s Protective Services (24 hr. number).................. (916) 875-5437
3701


https://oag.ca.gov/sites/all/files/agweb/pdfs/childabuse/ss_8572.pdf
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Memo—Reporting Child Abuse
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For reports sent to Children’s Protective Services, the reporting party should receive a written response
from the investigating social worker. This written response should be forwarded to Health Services
Department (Mail Box 764) to be attached to the Health Services copy of the original report.

CONFIDENTIALITY MANDATES:

Interview at School: When a representative of Children's Protective Services deems it necessary, a

suspected victim of child abuse or neglect may be interviewed during school hours, on school premises,

concerning a report of suspected child abuse or neglect. The child is given the option of being interviewed

in private or selecting any adult school employee or volunteer aide to be present at the interview. The

purpose of having a staff member at the interview is to lend support to the child and help him/her feel as
comfortable as possible. The staff member cannot participate in the interview or dil4{n)-4(Ccw4a4(Ccww)]TJ O T
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DATE:

TO:

HEALTH SERVICESDEPARTMENT

July 31, 2021

All Employees

57354 7thAvenue Sacamento, CA 95824
(916)643-9412 FAX (916)6439471
JorgeA. Aguilar, Superintendent
Vi
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Bloodborne Pahogens2021-22
INFECTIOUS DISEASES

WHAT IS AIDSHIV INFECTION?

AIDS (Acquired ImmuneDeficiency Syndrome) is theadvanced stage of HIV (Human Immunodeficiency Virus)
infection. The virus attacks the body's immunesystem, leavng theimmunesystem vulneralde to life threatening
opportunistic infections and malighandes.Thevirus aso may directly attack the central nervous system. Personsinfected
with HIV may have noappaent symptoms for upto ten years and may appear to be in good health. More than haf of the
personsin the United States who have been diagnosedo have AIDS (the advanced stage of HIV infection) have died.
Thereis no known curefor AIDS at thistime.

HOW IS HIV_INFECTION SPREAD?

Everyone infectedwith HIV, even a person without apparent symptoms, is capable of transmitti ngtheinfection. HIV
infection canbe transmitted by:

Sexual adivity involving direct contact with blood, semen or vaginal secretions of sameone who isinfected
Shaingintraverous (1V) needlesand/or syringes with saneonewho isinfected

Accidental needle sticks with needescontai ninginfected blood

Directcontact with infected blood on brokenskin or mucots nembrares (eyes, nose, mouth)

Receving abloodtrandusion or blood produds from someonewho is infected (screenng test advarcements have
reducedthis risk)

Shaing o
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Bloodborne Pahogens2021-22
Testing: Anonymou
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Bloodborne Pahogens2021-22
HEPATITIS B VACCINATION:

TheCal-OSHA Bloodbome Pahogens Standard requires employers to offerthe 34 njection Hepetitis B vaccination
seies freeto those employees who aredetermined to be occupaiondly atrisk for exposure to blood andother
patentially infectious materials asaresult of their job duties. Sacramerto City Unified Schod district employeeswho
aredeemined to beatrisk are providedwith specific Bloodorne Pahogen Standard training and writteninformation

about the oppartunity to receive the Vaccination seies.

Initial ard annual re-trainingsare mandaory in orderyd. Gidifj@die@ 0223 @ T/ 83 0 DUBSBIE D ()| V20720 (") ThO GO B |
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OFFICE OF THE SUPERINTENDENT
5735 47th Avenue Sacramento, CA 95824
(916) 6439000 z FAX (916) 3992058
Jorge A. Aguilar Superintendent
Doug Huscher, Assistant Superintendent of Student Support Services
Victoria Flores, Director Ill, Student Support Servic

BOARD OF EDUCATION

Christina Pritchett
President
Trustee Area 3

Lisa Murawski



« If you do not already have an account, click on the link directly
above the login section where it says “Don’t have an account? Click
Here”.

Step 2: Once you arrive at the popup window, fill in the required information and enter
the enrollmenkey: scusd

* You will then be asked to identify your school site and answer a few demographic
guestions.

Step 3: Once you login to your account, choose the appropriate simulation to complete. You
will have access to the required trainingmotional & Mental Wellness and all of theAt-
Risksimulations, should you be interested and/or want to complete additional simulations.
You may start and stop the simulation anytime and will be able to pick back up where you
stopped.

Step 4: Complete the ending &aion, which will automatically generate your certificate of
completion. The system will electronically track your certificate and indicate you have met
the state law mandate.









independent study, assessment is to be completed remotely (phone or video). Use contact
information provided by the referring party. If none was provided, use contact information
in Infinite Campus following the emergency priority listing.

I ofe'ZF <ot — . —<'e ™St | f 77 cY%anf(stdte tole) dad-anfi "t < f o
calling regarding a safety concern about (insert student name).”
T et f%d 7 TETEZ v ede—fZ Z37FZ [ <f =% Zfoe%o—f %ot <o o L fece%

¥ %[+ with the studentjpent and gain access to speak privately with the studeid
conduct the assessment individually with the student. In the event that a parent/guardian
prevents the completion of an assessment, contact Law Enforcement and request the
Mobile Crisis Respons@eam complete a Welfare Check.

3. Once the assessment is completed, the MHP will speak with the parent/guardian and student
—* t:7EZ f "Zfe =" Fee—"% —St e——TFte—ie of"F-—H>4 ‘-S —-SF e——Fte— |
minimum be provided with the following information:

T Suicide Prevention Lifeline: (800) 273-8255(TALK)

I The Source SacramentdCall/Text 1-916-787-
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7. If the student is assessed to be at imminent risk ofii€ide or selfinjury, the mental
health professional will attempt to remain in telecontact with the student until an adult
is present to assist with obtaining emergency mental health care for further assessment
(e.g. parent/guardian will accompany studento ER/Mental Health Urgent Care Clinic, or
call 911). If at this time, parent/guardian refuses to obtain further assessment, refer to
Step #5.

8. After completion of the riskassessment and it is determined that risk is present but not
imminent, the mental health professional should discuss and develop a safety plan with the
student. If assessment is conducted virtually and based upon the developmental and language
capacity ofthe student, theywill be asked to write a safety plan out in their current location

and show the final document on the screen and/or send a photo of the plan after safety
planning has been conducted. MHP will simultaneously fill out the Safety Plan form to
document the agreed upon procedure.
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Health Services Department, Sacramento City Unified School District

Volunteer Agreement to Administer Epinephrine Auto  -Injectors




Health Services Department, Sacramento City Unified School District
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DATE: September 22, 2021 HR-03
TO: All Employees

FROM:  Christina Villegas, Director
Human Resource Services

Keyshun Marshall, Coordinator
Risk Management Department

SUBJECT: Hour-Zero Online Training Resource - Reminder

In efforts to continue to provide our employees with ayoair-fingertips easy online

training resource, the Districg continuing to work with Schools Insurance Authority

(SIA) to provide theonline system called Howtero. HourZero provides online

training in line with mandated requirements to help Districts stay in compliance. As
employees who work in an education setting, we must take the necessary steps requirec
by law on being mandated trained as well as provide for the safety of the students,
families, and staff we serve.

In order to complete the online training go to http://www.kzeno.com/and follow
step
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reporter andthatemployeesire familiar with District’s policiesandreportingprocedures.All
employees of the school district must be trained and must report known or suspected child abuse.

Healthy Schools Act integrated Pest ManagementOnline Training Requirements:

In California, when pesticides are used at schools and childcare centers the Healthy Schools Act
defines requirements for school and childcare center staff, pest management professionals, and th
Department of Pesticide Regulation. The California Legislature originally passed the law in 2000.
The Healthy Schools Act also encourages schools and child care ceatéstively referred to as
sdhool sitesto adopt effective, lowisk pest management practices, also known as integrated pest
management or IPM.

Sexual Harassment PreventierOnline Training Requirement:
The Governing Board prohibits unlawful discrimination, intimidation, bullying against and/or
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For questions regarding the above online training information, emplmaeseach out to Christina
Villegas, Human Resources Director, at ®43-7496 and/or Keyshun Marshall, Risk Management

Coordinator, at 916439421.

As a reminderin order to comple the online training go to http://www.henero.com/and follow
stepby-stepinstructions attached.
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School District

SUBJECT:
TO:
DATE:

PREPARED BY:

REVIEWED BY:

Emily Hanisits,

2020-21 NO. BS-2

DEPARTMENT:

APPROVED:

Rose Ramos,
Chief Business Officer

The Business Services Division established the STARR (Service, Training, Answers, Reliable

»




Business Services
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O Attendance accounting Budget Services

O Budget report monitoring Budget Services

0 Contract process Contracts Office
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0 Escape requisition coding ?)rocess Budget Services
Continuous Improvement &
Accountability Office

O Chargeback/orders/payments Purchasing Services*

0 Managing outstanding requisitions Accounts Payable Office

[0 Petty cash reconciliation General Accounting Office

0 Petty cash reimbursements/policy Accounts Payable Office
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SUBJECT: RESTRICTION FOR VEHICLES USED TO 2020-21 NO. BS-8
TRANSPORT STUDENTS

TO:

DATE:

PREPARED BY: DEPARTMENT:

Management
REVIEWED BY: Rose Ramos APPROVED:
F— o o -+ Rose Ramos. . J
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Please see the following information regarding the District’s restrictions on the use of personal
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MEMORANDUM

DATE: April 25, 2022

TO: Sacramento City Unified School District (District) Staff and Employees
FROM: Legal Services and Technology Services

RE: District Records

The purpose of this memorandum is to share various updates and remind staff and
employees of their obligations concerning District records and District devices. The
District recognizes the importance of securing and retaining its documents in accordance
with law, Board policy, and administrative regulations. See Exhibit A — Board Policy 3580
(District Records); Exhibit B — Administrative Regulation 3580 (District Records).

All records, including electronic records (e.g., email and text messages), related to
District business are subject to the classes defined in Administrative Regulation 3580
(District Records). See Exhibit B. Depending on the class categorization, a record is
considered permanent, optional, or disposable, subject to varying timelines for retention.
Id.

The District destroys electronic records following their third year of existence. As
such, it is critical for employees to classify the records in accordance with Administrative
Regulation 3580 (District Records) and retain any electronic records in a separate file if
such documents are required to be retained for longer than three years. See Exhibit B.

Retaining records is critical for various reasons:

e The California Public Records Act (CPRA, Government Code sections 6250-
6276.48) defines a public record as, “any writing containing information relating to
the conduct of the public’s business prepared, owned, used, or retained by any
state or local agency regardless of physical form or characteristics.” The CPRA
thus applies to email and text messages and requires that District employees
properly identify, manage, and store such communications in accordance with the
classes defined in Administrative Regulation 3580 (District Records). See Exhibit



B. Additionally, because the CPRA applies to electronic communications,
employees’ email and text messages concerning District business are subject to
public disclosure. See City of San Jose v. Superior Court, 2. Cal.5th 608 (2017)
(finding that the emails of the agents of a public entity that concern the business of
the public entity even when using the individual’'s private email are considered
public records).

Litigation/legal holds on records may require the District to suspend its routine
record retention and destruction policy and processes to preserve relevant
documents.

Employees are prohibited from using their District



Exhibit A

Sacramento City USD
Board Policy

District Records

BP 3580
Business and Noninstructional Operations



(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)



49069 Absolute right to access

CIVIL CODE

1798.29 Breach of security involving personal information

CODE OF CIVIL PROCEDURE

1985.8 Electronic Discovery Act

2031.010-2031.060 Civil Discovery Act, scope of discovery demand
2031.210-2031.320 Civil Discovery Act, response to inspection demand
GOVERNMENT CODE

6205-6210 Confidentiality of addr



Exhibit B

Sacramento City USD

Administrative Regulation
District Records

AR 3580
Business and Noninstructional Operations

Classification of Records

Records means all records, maps, books, papers, and documents of a school district required by law
to be prepared or retained as necessary or convenient to the discharge of official duty. (5 CCR
16020)

Records do not include materials not necessary or convenient to the discharge of official duty, such



Class 3 (Disposable). However, no original record that is basic to any required audit may be
destroyed prior to the second July 1st succeeding the completion of the audit. (Education Code
35254)

Class 1 - Permanent Records

The original of each of the following records, or one exact copy of it when the original is required
by law to be filed with another agency, is a Class 1 (Permanent) record and shall be retained
indefinitely unless microfilmed in accordance with 5 CCR 16022: (5 CCR 16023)

1. Annual Reports

a. Official budget

b. Financial reports of all funds, including cafeteria and student body funds

C. Audit of all funds

d. Average daily attendance, including Period 1 and Period 2 reports

e. Other major annual reports, including:

1) Those containing information relating to property, activities, financial condition, or
transactions

@) Those declared by Governing Board minutes to be permanent
(cf. 3100 - Budget)

(cf. 3452 - Student Activity Funds)

(cf. 3460 - Financial Reports and Accountability)

(cf. 3551 - Food Service Operations/Cafeteria Fund)

2. Official Actions

a. Minutes of the Board or Board committees, including the text of rules, regulations, policies,
or resolutions included by reference only

b. The call for and the result of any elections called, conducted, or canvassed by the Board

C. Records transmitted by another agency pertaining to its action with respect to district
reorganization

(cf. 7214 - General Obligation Bonds)
(cf. 9324 - Minutes and Recordings)



3. Personnel Records

Class 1 (Permanent) records include all detailed records relating to employment; assignment;



the prior year records has not been made before January 1 as specified in 5 CCR 16022, all records
of the prior year may be classified as Class 2 (Optional) records pending further review and
classification within one year. (5 CCR 16024)

Class 3 - Disposable Records

All records not classified as Class 1 (Permanent) or as Class 2 (Optional) records shall be classified
as Class 3 (Disposable) records. These include, but are not limited to, detailed records basic to audit,
including those relating to attendance, average daily attendance, or business or financial
transactions; detailed records used in preparing another report; teachers' registers if all information
required by 5 CCR 432 is retained in other records or if the General Records pages are removed
from the register and classified as Class 1 (Permanent) records; and periodic reports, including
daily, weekly, and monthly reports, bulletins, and instructions. (5 CCR 16025)

All Class 3 (Disposable) records shall be destroyed during the third school year after the school year
in which the records originated. In addition, Class 3 (Disposable) records shall not be destroyed
until after the third school year following the completion of any legally required audit or the
retention period required by any agency other than the State of California, whichever is later. A
continuing record shall not be destroyed until the fourth year after it has been classified as a Class 3
(Disposable) record. (5 CCR 16026, 16027)

(cf. 5113.2 - Work Permits)

Electronically Stored Information

All electronically stored information related to the conduct of district business, including
information created, saved, sent, or received on a district employee's or Board member's personal
account or device, shall be saved as an electronic file to a district-provided account or device and
retained in accordance with the section "Classification of Records" above. Such information



(cf. 4040 - Employee Use of Technology)

Any person to whom a district-





