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Gridley Unified School District
General Employment Policies
Definitions of Employment Status
The following terms will be used to describe the classification of employees and their
employment status:
 Substitute – hired to work a position currently being held by a regular employee
of the District and/or a vacant position in active recruitment status
 Probationary – newly hired regular employee required to be on probation which
is six (6) months of actual service for classified employees and two (2) years for
certificated staff
 Permanent – regular employee of the District; successfully completed probation
Employment Responsibilities
As a GUSD employee, you are expected to maintain the highest ethical standards and follow
district policies and regulations in place to keep the educational system for our students
functioning at its peak and maintain the district’s integrity.
Public education is a cooperative venture involving the services of many people. GUSD
functions best when there is a spirit of cooperation among all employees – when the employees
have confidence in and respect for the rights and responsibilities of others.
Absence Reporting
All absences will be reported using the AESOP system procedures. All employees must report
his/her absence by logging into AESOP at https://app.frontlineeducation.com/ or by calling into
the AESOP system at 1-800-942-3767 and selecting the appropriate absence reasons. Please note
that the system will not allow absences to be entered in if it is within one (1) hour of your
absence time. Therefore, it is important that absences are entered in as soon as you are aware you
will not be able to come in for your shift. If you miss this deadline, please call your supervisor
and the District Office (extension 8197) regarding your absence as soon as possible. Additional
information for reporting absences after the cutoff time is at the back of this handbook.
A doctor’s release must be provided for employees returning from a Medical Leave of Absence.
An employee will not be allowed to return to duties without this release.
The following absences require advanced approval:
 Compelling Personal Importance Leave (at least 72 hours in advance)
 Unpaid leave
 Vacation (at leave five working days in advance)
You must also have advanced approval to work OVERTIME and/or COMP TIME.

Pay period
Employees are paid on the last working day of each month. Employees working less than 12
months per year will receive payment in equal installments for each regular check. If resignation
is provided mid-year, the last check will be prorated as necessary based on the number of days
worked in the contract fiscal year. If employees start mid-year, the first check will also be
prorated to the number of remaining days in the contract fiscal year.
Employees will receive regular pay as follows:

Certificated: 183 days & 193 days
Classified: 11 months (238 days)

Certificated: 195 days & 219 days
Certificated Management: 205 – 225 days
Classified: 12 months (260 days)
Classified Management: 12 mos (260 days)

Classified: 180-days, 10 months (216 days)

August – June (11 months regular pay)

July – June (12 months regular pay)

September – June (10 months regular pay)
August is day-patch (paid for actual work
days)

Attendance Standards
Punctuality and regular attendance are essential to the proper operation the Gridley Unified
School District. When possible, medical appointments should be made during off-duty hours.
Sick leave is a benefit and should not be abused.
Absence Without Notice
All employees off work due to short-term illness or accident must notify the District daily
following the absence reporting procedure. If you fail to notify the District for three consecutive
absence days, we will presume you have resigned and you will be removed from the payroll. If
you must leave work for any reason before the end of your workday, you must inform your
supervisor.
Mandated Reporting
All school employees are Mandated Reporters; you are a Mandated Reporter and you must report
known or suspected child abuse to a child protective agency and local law enforcement by
telephone immediately or as soon as practically possible and in writing within 36 hours. GUSD
requires employees to report to their supervisor, who in turn ensures that the Board policy and
procedures are followed. A copy of the Board’s Administrative Regulation is available at the
District Office and at each of the sites. Participation in the Mandated Reporter Training is
required within six weeks of hire date or within the first six weeks of the start of the school year.
Additional information regarding the training will be provided. BP 5141.4

Dress and Personal Appearance
Employees are expected to maintain an appropriate appearance that is businesslike, neat and
clean, as determined by the requirements of the work area. Dress and appearance should not be
offensive to the public or other employees. BP 4119.22
Hours of Work
Schedules for daily operation and employee work hours at the various sites will be established by
supervisors and approved by the Superintendent. All employees who work a minimum of six
consecutive hours per day shall be entitled to an uninterrupted uncompensated meal period of not
less than ½ hour no more than five (5) hours into their shift. All bargaining unit employees shall
be granted paid rest periods, which in so far as practicable, shall be in the middle of each work
periods, at the rate of fifteen (15) minutes per four (4) hours worked or major fraction thereof.
Overtime rates will be paid for any hours over eight hours in any one day or in excess of forty
hours in any one week. Employees working less than four hours per day shall be in overtime
status for any hours worked beyond the five-day workweek.
Performance Evaluations
GUSD endorses a continuous program of evaluation of all employees. The basic objective of the
evaluation program is the improvement of performance of service to the District.
Resignation
Ample notice of intention to resign should be given by an employee who plans to leave the
District. Normally, no less than two weeks notice should be given. Resignations must be given
in writing.
Complaint Handling Procedure
Under normal conditions, if you have a job-related problem, question or complaint, you should
discuss it with your supervisor.
If the discussion with your supervisor does not answer your question or resolve the matter to
your satisfaction, you may then present your complaint, orally or in writing, to the next higher
level of management. If the matter is still not resolved satisfactorily, you may present your
complaint in writing to the Superintendent. Within five (5) working days of receiving the
complaint, the Superintendent or designee shall conduct any necessary investigation and meet
with the complainant in an effort to resolve the compliant.
When the issue personally involves the supervisor or manager with whom you would ordinarily
discuss a problem, you may bypass that individual and proceed to the next person in authority
without fear of reprisal. Difficulties in using this complaint procedure should be brought to the
attention of the Personnel Manager.
Employee Safety
GUSD strives to provide safe working conditions for our employees. We observe the safety laws
of the governments within whose jurisdictions we operate. No one will knowingly be required to
work in any unsafe manner. Safety is every employee’s responsibility, and all employees are
expected to do everything reasonable and necessary to keep GUSD a safe place to work. ANY

UNSAFE CONDITIONS SHOULD BE REPORTED TO YOUR SUPERVISOR
IMMEDIATELY.
Universal Precautions
Universal precautions shall be observed throughout the District to protect employees from
contact with potentially infectious blood or other body fluids. Universal precautions are
appropriate for preventing the spread of all infectious diseases and shall be used regardless of
whether blood borne pathogens are known to be present.
Universal precaution is an approach to infection control. According to the concept of universal
precautions, all human blood and certain human body fluids are treated as if known to be
infectious for HIV, HBV and other blood borne pathogens.
PLEASE REFER TO BOARD POLICY “UNIVERSAL PRECAUTIONS” BP 4119.43,
4219.43, 4319.43 FOR DETAILED INFORMATION.
All exposure incidents must be reported as soon as possible to your supervisor and the
Superintendent or Personnel Manager. Following a report of an exposure incident, the District
shall provide the exposed employee with a confidential medical evaluation and follow-up, as
required by law. GUSD shall maintain the confidentiality of the affected employee and the
exposure source during all phases of the post-exposure evaluation.
General Guidelines for Universal Precautions
1. Wear disposable waterproof gloves whenever you expect to come into direct hand contact
with blood, other body fluids, or contaminated items or surfaces. This applies to incidents
including, but not limited to, caring for nosebleeds or cuts, leaning up spills, or handling
clothes soiled by blood or body fluids. DO NOT REUSE GLOVES. After each use, remove
the gloves without touching the outside of them and dispose of them in a lined waste
container.
2. Wash your hands and nay other contacted skin surfaces thoroughly for 15 to 30 seconds with
soap and warm running water, rinse under running water, and thoroughly dry with disposable
paper towels:
Immediately after any contact with blood, body fluids, drainage from wounds, or with soiled
garments, objects or surfaces.
 Immediately after removing gloves, gowns or smocks.
 Before eating, drinking, or feeding.
 Before handling food, cleaning utensils or kitchen equipment.
 Before and after using the toilet or diapering.
When running water is not available, use antiseptic hand cleanser and lean towels and use
soap and running water as soon as possible.
3. Clean surfaces and equipment contaminated with blood with soap and water and disinfect
them promptly with a fresh solution of bleach (ten parts water to one part bleach) or other
disinfectant. While cleaning, wear disposable gloves and use disposable towels whenever
possible. Rinse mops or other non-disposable items in the disinfectant.
4. Properly dispose of contaminated materials and label them as bio-hazardous.



Place blood, body fluids, gloves, bloody dressings and other absorbent materials into
appropriately labeled plastic bags or lined waste containers.
 Place needles, syringes and other sharp disposable objects in leak-proof, puncture-proof
containers.
 Bag soiled towels and other laundry. Presoak with disinfectant and launder with soap
and water.
 Dispose of urine, vomit or feces in the sanitary sewer system. Rinse, flush and sanitize
sink and countertops after any such disposal.
5. Do not care for others’ injuries if you have any bleeding or oozing wounds or skin
conditions.
6. Use a mouthpiece, resuscitation bag or other ventilation device when readily available in
place of mouth-to-mouth resuscitation.
7. Immediately report any exposure incident or first-aid incident to your supervisor.
Standards of Conduct and Corrective Action
Groups of people who are working together for any purpose require certain guidelines pertaining
to their conduct and relationships. Accordingly, our employees must be aware of their
responsibilities to the District and co-workers.
GUSD strives to take a constructive approach to disciplinary matters to insure that actions that
would interfere with operations or an employee’s job are not continued.
Violations of our standards will result in one of the following forms of corrective action:
Discharge, suspension, oral warning or written warning. In arriving at a decision for proper
action, the following will be considered:
 The seriousness of the infraction
 The past record of the employee
 The circumstances surrounding the matter
Although there is no way to identify every possible violation of standards of conduct, the
following is a partial list of infractions which will result in suspension without pay, demotion, or
dismissal:
 Falsifying any information supplied to the District Office including but not limited to,
information supplied on application forms, employment records, or any other District
records.
 Incompetence.
 Inefficiency and/or performance which does not meet the requirements of the position.
 Neglect of duty.
 Insubordination or refusal to comply with instructions or failure to perform reasonable
duties which are assigned.
 Dishonesty.
 Drinking alcoholic beverages while on duty or in such close time proximity thereto as
to cause any detrimental effect upon the employee or upon employees associated with
him/her.
 Addiction to the use of controlled substances.
















Conviction of a felony, conviction of any sex offense made relevant by provisions of
law, or conviction of a misdemeanor which is of such a nature as to adversely affect
the employees ability to perform the duties and responsibilities of his/her position.
Unapproved absences without leave.
Immoral conduct.
Discourteous treatment of the public or other employees. (Threatening, intimidating,
coercing, using abusive or vulgar language, or interfering with the performance of
other employees.)
Disorderly conduct. (Fighting, throwing things, horseplay, practical jokes or other
conduct which may endanger the well-being of any employee on District premises.)
Willful disobedience.
Misuse of District property, unauthorized use of District material, time, equipment or
property, and damaging or destroying District property due to careless or willful acts.
Violation of District rules, policy, or procedure.
Gambling, carrying weapons or explosive, or violating criminal laws on District
premises.
Failure to possess or keep in effect any license, certificate, or other similar requirement
specified in the employee’s class specification or otherwise necessary for the
employee to perform the duties of the position.
Refusal to take and subscribe any oath which is required by law in connection with
his/her employment.
Physical or mental inability to perform the duties of the position.
Unlawful discrimination, including harassment, on the basis of race, religious creed,
color, national origin, ancestry, physical handicap, marital status, sex or age against
the public or other employees while acting in the capacity of a District employee.
Unlawful retaliation against any other employee or member of the public who, in good
faith, reports, discloses, divulges, or otherwise brings to the attention of any
appropriate authority any information relative to actual or suspected violation of any
law of this State or the United States occurring on the job or directly related thereto.

Conflict of Interest
Business dealings that represent, or appear to represent, a conflict between the interests of GUSD
and an employee are unacceptable. GUSD recognizes the right of employees to engage in
activities outside of their employment which are of a private nature and unrelated to our
business. However, outside work that conflicts with the business of the District or done in
conjunction with District work is a conflict of interest.
Harassment
The Board of Trustees prohibits sexual harassment, as defined in BP/AR 4119.11, 4219.11,
4319.11, in the working environment of District employees or applicants by any person in any
form. Employees who permit or engage in such harassment may be subject to disciplinary action
up to and including dismissal.

Alcohol and Drugs
Gridley Unified School District believes that the maintenance of drug and alcohol free
workplaces is essential to school and district operations. The Board of Trustees has deemed the
District as a Drug and Alcohol Free Workplace (BP 4020).
Tobacco-Free Schools
Gridley Unified School District believes that the maintenance of tobacco- free workplaces is
essential to school and district operations. The Board of Trustees has deemed the District as a
Tobacco Free Workplace (BP 2161).
Confidentiality
The District Superintendent, administration and staff shall maintain the confidentiality of all
confidential records until such time as laws, state regulations, and/or bylaws of this District
permit disclosure. Information and records pertaining to closed sessions, negotiations and
student records are not subject to public disclosure under Government Code 6252-6260.
Any employee who willfully releases confidential/privileged information about students, staff, or
any topic properly confined to a closed session shall be subject to disciplinary action up to and
including dismissal.
Telephone Use
GUSD telephones are to be used for business purposes in serving the interest of our customers
and in the course of normal operations. Answer all calls promptly and courteously. On
occasion, personal calls may be necessary, but we ask your cooperation in limiting them to
emergencies or essential personal business and in keeping them brief. Personal long-distance
calls from District phones are to be charged to the employee’s charge card or home phone
numbers. Any costs for long distance calls are to be reimbursed by the employee.
Mobile Devices
GUSD mobile devices may be necessary for certain employees to conduct District-related
business. In the event a District-owned device is used for personal use, to be able to exclude all
use by an employee from taxable income, employees will reimburse the District for any personal
calls made, and a pro rate of the monthly charge.
Internet/Computer Technology Use
The computer network is provided for staff to conduct research and communicate with others.
Employees are authorized to use District on-line services in accordance with user obligations and
responsibilities specified in BP 4040(a) (b) and AR 4040.

Board
Policies

BP 5141.4
Students
Child Abuse Reporting Procedures
The Governing Board recognizes that the district has a responsibility to protect students by facilitating
the prompt reporting of known and suspected incidents of child abuse and neglect. The Superintendent
or designee shall establish procedures for the identification and reporting of such incidents in accordance
with law.
Employees who are mandated reporters, as defined by law and district 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
reporting, investigating and prosecuting cases of child abuse and neglect.
The Superintendent or designee shall provide training regarding the reporting duties of mandated
reporters.
In the event that training is not provided to mandated reporters, the Superintendent or designee shall
report to the California Department of Education the reasons that such training is not provided. (Penal
Code 11165.7)
Parents/guardians may contact the Superintendent or designee to obtain procedures for filing a
complaint against a district employee or other person whom they suspect has engaged in abuse of a child
at a school site.
Legal Reference:
EDUCATION CODE
33308.1 Guidelines on procedure for filing child abuse complaints
44690-44691 Staff development in the detection of child abuse and neglect
48906 Notification when student released to peace officer
48987 Dissemination of reporting guidelines to parents
PENAL CODE
152.3 Duty to report murder, rape or lewd or lascivious act
273a Willful cruelty or unjustifiable punishment of child; endangering life or health
288 Definition of lewd or lascivious act requiring reporting
11164-11174.3 Child Abuse and Neglect Reporting Act
WELFARE AND INSTITUTIONS CODE
15630-15637 Dependent adult abuse reporting
CODE OF REGULATIONS, TITLE 5
4650 Filing complaints with CDE, special education students
(6/93 3/01) 7/02
Policy adopted: 12/3/03

BP 4020
Personnel
Drug And Alcohol-Free Workplace
The Governing Board believes that the maintenance of drug- and alcohol-free workplaces is essential to
school and district operations.
No employee shall unlawfully manufacture, distribute, dispense, possess, use or be under the influence
of any alcoholic beverage, drug or controlled substance as defined in 21 USC 81 at any school district
workplace. These prohibitions apply before, during and after school hours. A school district workplace
is any place where school district work is performed, any school-owned or school-approved vehicle used
to transport students to and from school or school activities; any off-school sites when accommodating a
school-sponsored or school-approved activity or function where students are under district jurisdiction;
or during any period of time when an employee is supervising students on behalf of the district or
otherwise engaged in district business.
The Superintendent or designee shall notify employees of these prohibitions.
(Gov Code 8355; 41 USC 702)
An employee shall abide by the terms of this policy and notify the district, within five days, of any
criminal drug or alcohol statute conviction which he/she receives for a violation occurring in the
workplace. (41 USC 702)
The Superintendent or designee shall notify the appropriate federal granting or contracting agencies
within 10 days after receiving notification, from an employee or otherwise, of any conviction for a
violation occurring in the workplace. (41 USC 701)
The Board may not employ or retain in employment persons convicted of a controlled substance offense
as defined in Education Code 44011. If any such conviction is reversed and the person acquitted in a
new trial or the charges dismissed, his/her employment is no longer prohibited. A plea or verdict of
guilty, a finding of guilt by a court in a trial without a jury, or a conviction following a plea of nolo
contendere shall be deemed to be a conviction. (Education Code 44836, 45123)
A classified employee may be reemployed after conviction of such an offense if the Board determines,
from the evidence presented, that the person has been rehabilitated for at least five years. (Education
Code 45123)
The Board may take appropriate disciplinary action, up to and including termination, or require the
employee to satisfactorily participate in and complete a drug assistance or rehabilitation program
approved by a federal, state or local health, law enforcement or other appropriate agency.
The Superintendent or designee shall establish a drug- and alcohol-free awareness program to inform
employees about: (Government Code 8355)
1.
2.
3.
4.

The dangers of drug and alcohol abuse in the workplace
The district policy of maintaining drug- and alcohol-free workplaces
Any available drug and alcohol counseling, rehabilitation, and employee assistance programs
The penalties that may be imposed on employees for drug and alcohol abuse violations

Legal Reference:
EDUCATION CODE
44011 Controlled substance offense
44425 Conviction of controlled substance offenses as grounds for revocation of credential
44836 Employment of certificated persons convicted of controlled substance offenses
44940 Compulsory leave of absence for certificated persons
44940.5 Procedures when employees are placed on compulsory leave of absence
45123 Employment after conviction of controlled substance offense
45304 Compulsory leave of absence for classified persons
GOVERNMENT CODE
8350-8357 Drug-free workplace
UNITED STATES CODE, TITLE 20
7111-7117 Safe and Drug Free Schools and Communities Act
UNITED STATES CODE, TITLE 21
812 Schedule of controlled substances
CODE OF FEDERAL REGULATIONS, TITLE 21
1308.01-1308.49 Schedule of controlled substances

(12/89 12/90) 7/02

Policy adopted: 12/4/02

BP 3513.3
Business and Noninstructional Operations
Tobacco-Free Schools
The Governing Board recognizes the health hazards associated with smoking and the use of tobacco
products, including the breathing of second-hand smoke, and desires to provide a healthy environment
for students and staff.
The Board prohibits 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; Labor Code 6404.5; 20 USC
6083)
This prohibition applies to all employees, students and visitors at any instructional program, activity or
athletic event.
Smoking or use of any tobacco-related products and disposal of any tobacco-related waste are prohibited
within 25 feet of any playground, except on a public sidewalk located within 25 feet of the playground.
(Health and Safety Code 104495)

Legal Reference:
EDUCATION CODE
48900 Grounds for suspension/expulsion
48901 Prohibition against tobacco use by students
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
LABOR CODE
6404.5 Occupational safety and health: use of tobacco products
UNITED STATES CODE, TITLE 20
6083 Nonsmoking policy for children's services
7111-7117 Safe and Drug Free Schools and Communities Act
PERB 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)
Management Resources:
WEB SITES
CDE: http://www.cde.ca.gov
California Department of Health Services: http://www.dhs.ca.gov
Occupational Safety and Health Standards Board: http://www.dir.ca.gov/OSHSB/oshsb.html
Environmental Protection Agency: http://www.epa.gov
(10/95 7/02) 7/03
Policy adopted: 12/3/03

AR 3513.3
Business and Noninstructional Operations
Tobacco-Free Schools
Notifications
Information about the district's tobacco-free schools policy and enforcement procedures shall be
communicated clearly to employees, parents/guardians, students and the community. (HS Code 104420)
Signs stating "Tobacco use is prohibited" shall be prominently displayed at all entrances to school
property. (Health and Safety Code 104420)
Enforcement/Discipline
Any employee or student who violates the district's tobacco-free schools policy shall be asked to refrain
from smoking and shall be subject to disciplinary action as appropriate.
Any other person who violates the district's policy on tobacco-free schools shall be informed of the
district's policy and asked to refrain from smoking. If the person fails to comply with this request, the
Superintendent or designee may:
1.

Direct the person to leave school property

2.

Request local law enforcement assistance in removing the person from school premises

3.

If the person repeatedly violates the tobacco-free schools policy, prohibit him/her from entering
district property for a specified period of time

(9/92 10/94) 7/02

Policy adopted: 12/3/03

BP 4030
Personnel
Nondiscrimination in Employment
The Governing Board prohibits unlawful discrimination against and/or harassment of district employees
and job applicants 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 or
sexual orientation at any district site and/or activity. The Board also prohibits retaliation against any
district employee or job applicant who complains, testifies or in any way participates in the district's
complaint procedures instituted pursuant to this policy.
Any district employee who engages or participates in unlawful discrimination, or who aids, abets,
incites, compels or coerces another to discriminate, is in violation of this policy and is subject to
disciplinary action, up to and including dismissal.
Any district employee who observes or has knowledge of an incident of unlawful discrimination or
harassment shall report the incident to the principal, district administrator or Superintendent as soon as
practical after the incident. Failure of a district employee to report discrimination or harassment may
result in disciplinary action.
The Superintendent or designee shall regularly publicize, within the district and in the community, the
district's nondiscrimination policy and the availability of complaint procedures. (34 CFR 100.6)
The district's policy and administrative regulation shall be posted in all schools and offices including
staff lounges and student government meeting rooms. (5 CCR 4960)
The Board designates the following position(s) as Coordinator(s) for Nondiscrimination in Employment:
Personnel Manager
429 Magnolia Street
Gridley, CA 95948
530-846-4721 ext. 23
Other Remedies
An employee may, in addition to filing a discrimination complaint with the district, file a complaint with
either the California Department of Fair Employment and Housing (DFEH) or the Equal Employment
Opportunity Commission (EEOC). The time limits for filing such complaints are as follows:
1.
To file a valid complaint with DFEH, the employee must file his/her complaint within one year
of the alleged discriminatory act(s). (Government Code 12960)
2.
To file a valid complaint directly with EEOC, the employee must file his/her complaint within
180 days of the alleged discriminatory act(s). To file a valid complaint with EEOC after filing a
complaint with DFEH, the employee must file the complaint within 300 days of the alleged
discriminatory act(s) or within 30 days after the termination of proceedings by DFEH, whichever is
earlier. (42 USC 2000e-5)
Employees wishing to file complaints with the DFEH and EEOC should contact the nondiscrimination
coordinator for more information.

BP 4030
Personnel
Nondiscrimination in Employment
The Governing Board prohibits unlawful discrimination against and/or harassment of district employees
and job applicants 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 or
sexual orientation at any district site and/or activity. The Board also prohibits retaliation against any
district employee or job applicant who complains, testifies or in any way participates in the district's
complaint procedures instituted pursuant to this policy.
Any district employee who engages or participates in unlawful discrimination, or who aids, abets,
incites, compels or coerces another to discriminate, is in violation of this policy and is subject to
disciplinary action, up to and including dismissal.
Any district employee who observes or has knowledge of an incident of unlawful discrimination or
harassment shall report the incident to the principal, district administrator or Superintendent as soon as
practical after the incident. Failure of a district employee to report discrimination or harassment may
result in disciplinary action.
The Superintendent or designee shall regularly publicize, within the district and in the community, the
district's nondiscrimination policy and the availability of complaint procedures. (34 CFR 100.6)
The district's policy and administrative regulation shall be posted in all schools and offices including
staff lounges and student government meeting rooms. (5 CCR 4960)
The Board designates the following position(s) as Coordinator(s) for Nondiscrimination in Employment:
Personnel Manager
429 Magnolia Street
Gridley, CA 95948
530-846-4721 ext. 23
Other Remedies
An employee may, in addition to filing a discrimination complaint with the district, file a complaint with
either the California Department of Fair Employment and Housing (DFEH) or the Equal Employment
Opportunity Commission (EEOC). The time limits for filing such complaints are as follows:
1.
To file a valid complaint with DFEH, the employee must file his/her complaint within one year
of the alleged discriminatory act(s). (Government Code 12960)
2.
To file a valid complaint directly with EEOC, the employee must file his/her complaint within
180 days of the alleged discriminatory act(s). To file a valid complaint with EEOC after filing a
complaint with DFEH, the employee must file the complaint within 300 days of the alleged
discriminatory act(s) or within 30 days after the termination of proceedings by DFEH, whichever is
earlier. (42 USC 2000e-5)
Employees wishing to file complaints with the DFEH and EEOC should contact the nondiscrimination
coordinator for more information.

Legal Reference:
GOVERNMENT CODE
11135 Unlawful discrimination
12900-12996 Fair Employment and Housing Act
CODE OF REGULATIONS, TITLE 2
7287.6 Terms, conditions and privileges of employment
CODE OF REGULATIONS, TITLE 5
4900-4965 Nondiscrimination in elementary and secondary education programs receiving state
financial assistance
UNITED STATES CODE, TITLE 20
1681-1688 Discrimination based on sex or blindness, Title IX
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
UNITED STATES CODE, TITLE 42
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
UNITED STATES CODE, TITLE 42
2000h-2-2000h-6 Title IX, 1972 Education Act Amendments
UNITED STATES CODE, TITLE 42
12101-12213 Americans With Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 American with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 34
100.6 Compliance information
104.8 Notice
106.8 Designation of responsible employee and adoption of grievance procedures
106.9 Dissemination of policy
Management Resources:
EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
Enforcement Guidance: Vicarious Employer Liability for Unlawful Harassment by Supervisors, June
1999
Enforcement Guidance: Reasonable Accommodation and Undue Hardship under the Americans with
Disabilities Act, March, 1999
OFFICE OF CIVIL RIGHTS
Notice of Non-Discrimination, January, 1999
WEB SITES
EEOC: http://www.eeoc.gov
OCR: http://www.ed.gov/offices/OCR
DFEH: http://www.dfeh.ca.gov

(6/99 11/99) 11/01

AR 4030
Personnel
Nondiscrimination In Employment
Unlawful discrimination or harassment of an individual includes:
1.
2.
3.
4.

Slurs, epithets, threats or verbal abuse
Derogatory or degrading comments, descriptions, drawings, pictures or gestures
Unwelcome jokes, stories, teasing or taunting
Any other verbal, written, visual or physical conduct against the individual which:
a. Adversely affects his/her employment opportunities, or
b. Has the purpose or effect of unreasonably interfering with his/her work performance or
creating an intimidating, hostile or offensive work environment

Any employee or job applicant who feels that he/she has been or is being unlawfully discriminated
against or harassed should immediately contact his/her supervisor, the nondiscrimination coordinator or
the Superintendent in order to obtain procedures for reporting a complaint. Such complaints shall be
filed in accordance with AR 4031 - Complaints Concerning Discrimination in Employment. An
employee may bypass his/her supervisor when the supervisor is the alleged offender.
Any supervisor who receives a discrimination/harassment complaint shall immediately notify the
nondiscrimination coordinator or the Superintendent, who shall ensure that the complaint is
appropriately investigated in accordance with district policy and regulations.
The Superintendent or designee shall ensure that annual training is provided to all employees regarding
the issues of discrimination.

(12/92) 6/99

AR 4031
Personnel
Complaints Concerning Discrimination In Employment
The following procedures shall be used when a district employee or job applicant has a complaint
alleging that a specific action, policy, procedure or practice discriminates against him/her on any basis
specified in the district's nondiscrimination policies.
1.

The complaint should be initiated promptly after a complainant knew, or should have known, of
the alleged discrimination.

2.

All parties involved in allegations of discrimination shall be notified when a complaint is filed,
when a complaint meeting or hearing is scheduled, and when a decision or ruling is made. The
parties also shall be notified of their right to appeal the decision to the next level.

3.

When a complaint is brought against the individual responsible for the complaint process at any
level, the complainant may address the complaint directly to the next appropriate level.

4.

Meetings related to a complaint shall be held at times the district determines appropriate to the
circumstances.

5.

For the protection of all the parties involved, complaint proceedings shall be kept confidential
insofar as appropriate.

6.

All documents, communications and records dealing with the investigation of the complaint shall
be placed in a confidential district personnel complaint file and not in the employee's individual
personnel file.

7.

Time limits specified in these procedures may be revised only by written agreement of all parties
involved. If the district fails to respond within a specified 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 his/her supervisor or the administrator of the school
where the alleged discriminatory act occurred. A complaint regarding discrimination away from the
school site should be discussed informally with the complainant's supervisor. If the complainant's
concerns are not clear or cannot be resolved through informal discussion, the supervisor or other
administrator shall prepare, within 10 working days, a written summary of his/her meeting(s) with the
complainant. This report shall be made available to the nondiscrimination coordinator (coordinator)
designated by the Governing Board in BP 4030 - Nondiscrimination in Employment.

Level II

If a complaint cannot be resolved to the satisfaction of the complainant at Level I, he/she may submit a
formal written complaint to the coordinator within 10 working days of his/her attempt to resolve the
complaint informally. The written complaint shall include the following:
1.
2.
3.
4.
5.
6.
7.

The complainant's name, address and telephone number
The name and work location of the district staff member who committed the alleged violation
A description of the alleged discriminatory act(s) or omission(s)
The discriminatory basis alleged
A specific description of the time, place, nature, participants in and witnesses to the alleged
violation
Other pertinent information which may assist in investigating and resolving the complaint
The complainant's signature or that of his/her representative

The coordinator shall assign a staff member to assist the complainant with this writing if such help is
needed. The coordinator shall respond to the complaint in writing within 10 working days.
The coordinator shall conduct any investigation necessary to respond to the complaint, including
discussion with the complainant, person(s) involved, appropriate staff members and students, and review
of the Level I report and all other relevant documents. If a response from third parties is necessary, the
coordinator may designate up to 10 additional working days for investigation of the complaint.
Level III
If the complaint cannot be resolved at Level II, either party may present the complaint to the
Superintendent or designee within 10 working days. The Superintendent or designee shall review the
Level II investigation file, including the written complaint and all responses from district staff. The
Superintendent or designee shall respond to the complaint in writing within 10 working days.
If the Superintendent or designee finds it necessary to conduct further investigation, he/she may
designate up to 10 additional working days for such investigation and shall respond to the complaint in
writing within 10 working days of completing the investigation.
Level IV
If the matter is not resolved at Level III, either party may file a written appeal to the Board within 10
working days after receiving the Level III response. The Superintendent or designee shall provide the
Board with all information presented at previous levels.
The Board shall grant the hearing request for the next regular Board meeting for which the matter can be
placed on the agenda. Any complaint against a district employee shall be addressed in closed session in
accordance with law. The Board shall render its decision within 10 working days.
The Board may appoint a hearing panel to review the complaint and previous decisions and make
recommendations to the Board. The panel shall hear the appeal and render its decision within 10
working days.

Other Remedies

Complainants may appeal the Board's action to the California Department of Education. The
Superintendent or designee shall ensure that complainants are informed that injunctions, restraining
orders and other civil law remedies may also be available to them. This information shall be published
with the district's nondiscrimination complaint procedures and included in any related notices.
(Education Code 262.3)

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination
GOVERNMENT CODE
12920-12921 Nondiscrimination
12940-12948 Discrimination prohibited; unlawful practices, generally
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
2000e - 2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2 - 2000h-6 Title IX, 1972 Education Act Amendments
12101 - 12213 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 28
35.101 - 35.190 Americans with Disabilities Act
Management Resources:
EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
Enforcement Guidance: Reasonable Accommodation and Undue Hardship under the Americans with
Disabilities Act, March, 1999
OFFICE OF CIVIL RIGHTS AND NATIONAL ASSOCIATION OF ATTORNEYS GENERAL
Protecting Students from Harassment and Hate Crime, January, 1999
WEB SITES
EEOC: http://www.eeoc.gov
OCR: http://www.ed.gov/offices/OCR
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BP 4119.1 4219.1,4319.1
Personnel
Civil And Legal Rights
The Governing Board believes that the personal life of an employee is not an appropriate concern of the
district, except as it may directly relate to the employee's performance of his/her duties.
An employee's religious or political activities, or lack thereof, shall not be grounds for any
discrimination or disciplinary action by the district, provided that these activities do not violate law,
Board policy or administrative regulation.
A teacher shall have the right to refuse to submit to any evaluation or survey conducted by the district
concerning personal values, attitudes and beliefs; sexual orientation; political affiliations or opinions;
critical appraisals of other individuals with whom the teacher has a family relationship; or religious
affiliations or beliefs. (Education Code 49091.24)
Whistleblower Protection
An employee shall have the right to disclose improper governmental activities to a Board member, a
school administrator, a member of the County Board of Education, County Superintendent of Schools,
or the Superintendent of Public Instruction. An improper governmental activity is an activity by the
district or a district employee that violates state or federal law, is economically wasteful, or involves
gross misconduct, incompetency or inefficiency. (Education Code 44111, 44112)
No employee shall use or attempt to use his/her official authority or influence to intimidate, threaten,
coerce or command another employee for the purpose of interfering with that employee's right to
disclose improper governmental activity. (Education Code 44113)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)
An employee who has disclosed improper governmental activity and believes that he/she has
subsequently been subjected to acts or attempted acts of reprisal shall file a written complaint in
accordance with the district's complaint procedures. After filing a complaint with the district, he/she
may also file a copy of the complaint with local law enforcement in accordance with Ed Code 44114.
Protection Against Liability
No employee shall be liable for harm caused by his/her act or omission when acting within the scope of
employment or district responsibilities. For the protection against liability to apply, the act or omission
must be in conformity with federal, state and local laws and must be in furtherance of an effort to
control, discipline, expel or suspend a student, or to maintain order or control in the classroom or school.
(20 USC 6736)
The protection against liability shall not apply when: (20 USC 6736)
1.

The employee acted with willful or criminal misconduct, gross negligence, recklessness, or a
conscious, flagrant indifference to the harmed person's right to safety

2.

The employee caused harm by operating a motor vehicle

3.

The employee was not properly licensed, if required, by state law for such activities

4.

The employee was found by a court to have violated a federal or state civil rights law

5.

The employee was under the influence of alcohol or any drug at the time of the misconduct

6.

The misconduct constituted a crime of violence pursuant to 18 USC 16 or an act of terrorism for
which the employee has been convicted in a court

7.

The misconduct involved a sexual offense for which the employee has been convicted in a court

Legal Reference:
EDUCATION CODE
200-262.4 Prohibition of discrimination on the basis of sex
7050-7058 Political activities of school officers and employees
44040 Unlawful to discriminate solely because of employee's appearance before certain boards or
committees
44110-44114 Reporting by school employees of improper governmental activity
49091.24 Teacher rights to refuse evaluation/survey of personal life
CIVIL CODE
51 Unruh Civil Rights Act
GOVERNMENT CODE
815.3 Intentional torts
820-823 Tort Claims Act
825.6 Indemnification of public entity
3540.1 Public employment definitions
3543.5 Interference with employee's rights prohibited
12940-12951 Discrimination prohibited; unlawful practices
UNITED STATES CODE, TITLE 20
6731-6738 Teacher liability protection
UNITED STATES CODE, TITLE 42
2000d-2000d-7 Title VI, Civil Rights Act
2000e-2000e-17 Title VII, Civil Rights Act of 1964 as amended
2000h-2000h-6 Title IX, 1972 Education Act Amendments
12101-12213 Americans with Disabilities Act
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AR 4032
Personnel
Reasonable Accommodation
Definitions
Disability, with respect to an individual, is defined as any of the following: (Government Code 12926;
29 CFR 1630.2)
1.
2.
3.

A physical or mental impairment that limits one or more of the major life activities
A record of such an impairment
Being regarded as having such an impairment

Limits shall be determined without regard to mitigating measures such as medications, assistive devices,
prosthetics or reasonable accommodations, unless the mitigating measure itself limits a major life
activity. (Government Code 12926)
Essential functions are the fundamental job duties of the position the individual with a disability holds or
desires. The term does not include the marginal functions of the position. (29 CFR 1630.2)
Reasonable accommodations that an employer may need to provide in connection with modifications to
the work environment or adjustments in how and when a job is performed that enable an individual with
a disability to enjoy equal employment opportunities include, but are not limited to: (29 CFR 1630.2)
1.
2.
3.
4.
5.
6.
7.

Making existing facilities accessible and usable
Restructuring the job duties
Offering part-time or modified work schedules
Acquiring or modifying equipment or devices
Changing tests, training materials or policies
Providing qualified readers or interpreters
Reassigning the employee to a vacant position

Qualified individual with a disability means an individual with a disability who satisfies the requisite
skill, experience, education and other job-related requirements of the employment position and who,
with or without reasonable accommodation, can perform the essential functions of such position. (29
CFR 1630.2)
Undue hardship is a determination based on an individualized assessment of current circumstances that
shows that a specific reasonable accommodation would cause significant difficulty or expense. A
determination of undue hardship should be based on several factors, including: (29 CFR 1630.2)
1.
2.
3.
4.

The nature and cost of the accommodation needed
The overall financial resources of the facility making the reasonable accommodation, the number
of persons employed at this facility, the effect on expenses and resources of the facility, or the
impact on the operations of the facility
The overall financial resources, size, number of employees, and the number, type and location of
facilities of the district
The type of operation of the employer, including the structure and functions of the workforce, the
geographic separateness, and the administrative or fiscal relationship of the facility involved in
making the accommodation

5.

The impact of the accommodation on the operation of the facility

Requests for Reasonable Accommodation
The district designates the position specified in BP 4030 Nondiscrimination in Employment to
coordinate its efforts to comply with the Americans with Disabilities Act (ADA) and to investigate
complaints.
When requesting reasonable accommodation, the employee or employee's representative shall inform
the employee's supervisor that he/she needs a change at work for a reason related to a medical condition.
When requesting reasonable accommodation during the hiring process, a job applicant shall inform the
district's coordinator for nondiscrimination in employment (the coordinator) that he/she will need a
reasonable accommodation for the process.
Employees' requests for reasonable accommodation may first be considered informally by the site
administrator. The site administrator shall consult with the coordinator before any decision as to
accommodation is made.
When the disability and/or the need for accommodation is not obvious, the coordinator may ask the
employee to supply reasonable documentation about his/her disability. In requesting this
documentation, the coordinator shall specify the types of information that are being sought about the
employee's condition, the employee's functional limitations and the need for reasonable accommodation.
The employee may be asked to sign a limited release allowing the district to submit a list of specific
questions to the health care or vocational professional.
If the documentation submitted by the employee does not specify the existence of a qualifying disability
and explain the need for reasonable accommodation, the district may require the employee to submit to
an examination by a health care professional selected and paid for by the district.
Upon receiving a request to reasonably accommodate a qualified employee with a disability, the
coordinator shall:
1.
2.
3.

Determine the essential functions of the job
Engage in an informal, interactive process with the employee to review the request for
accommodation, identify the precise limitations resulting from the disability, identify potential
means for providing accommodation, and assess their effectiveness
Develop a plan for reasonable accommodation without imposing undue hardship on the district

To qualify for a job, an individual shall not pose a significant risk of substantial harm to himself/herself
or others in the workplace which cannot be eliminated or reduced by reasonable accommodation.
The determination of whether an individual poses a significant risk of substantial harm to himself/herself
or others shall be made on a case-by-case basis and shall be based on objective, factual evidence, taking
into consideration the duration of the risks, the nature and severity of the potential harm, the likelihood
that the potential harm will occur and the imminence of potential harm. (29 CFR 1630.2)
The coordinator may confer with the site administrator, the district medical advisor and/or other district
staff before making a final decision as to the accommodation.
Reasonable Accommodation Committee

The coordinator may appoint a Reasonable Accommodation Committee to review or assist in the
development of appropriate plans to reasonably accommodate an employee or qualified job applicant
who has requested an adjustment in work duties or environment because of known physical or mental
disabilities. The membership of this committee may change on a case-by-case basis. The committee
may include:
1.

A district administrator

2.

A site administrator

3.

A medical advisor or rehabilitation specialist

4.

A certificated employee

5.

A classified employee

Committee members shall be selected on the basis of their knowledge of the issues at hand, including:
1.

The specific functions and duties required in the position

2.

The physical work environment

3.

Available accommodations

At the coordinator's discretion, the employee or applicant requesting accommodation may participate in
or be excluded from committee meetings. If the employee or applicant is excluded from committee
meetings, the coordinator shall communicate with him/her so that he/she has the opportunity to interact
and contribute to planning the reasonable accommodation.
The coordinator shall take steps to ensure the confidentiality of information related to medical
conditions.
Appeal Process
If the employee or applicant is not satisfied with the decision of the coordinator, he/she may appeal in
writing to the Superintendent or designee. This appeal shall be made within 10 days of receiving the
decision and shall include:
1.

A clear, concise statement of the reasons for the appeal

2.

A statement of the specific remedy sought

The Superintendent or designee shall consult with the coordinator and review the appeal, together with
any available supporting documents. The Superintendent or designee shall give the employee or
applicant his/her decision within 15 working days of receiving the appeal.
Any further appeal for reasonable accommodation shall be considered a complaint concerning
discrimination in employment and may be taken to the Governing Board in accordance with the district's
procedure for such complaints.

Legal Reference:
CIVIL CODE
51 Unruh Civil Rights Act
GOVERNMENT CODE
12900-12996 Fair Employment and Housing Act
UNITED STATES CODE, TITLE 29
701-794e Vocational Rehabilitation Act
UNITED STATES CODE, TITLE 42
12101-12213 Americans with Disabilities Act
CODE OF FEDERAL REGULATIONS, TITLE 28
35.101-35.190 Americans with Disabilities Act, especially:
35.107 Designation of employee
36.101-36.608 Nondiscrimination on the basis of disability by public facilities
CODE OF FEDERAL REGULATIONS, TITLE 29
1630.2 Direct threat
COURT DECISIONS
Echazabal v. Chevron USA, (9th Circuit, 2000) 226 F.3d 1063
Management Resources:
EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
Enforcement Guidance: Reasonable Accommodation and Undue Hardship under the Americans with
Disabilities Act, March, 1999
WEB SITES
EEOC: http://www.eeoc.gov
Department of Fair Employment and Housing: http://www.dfeh.ca.gov/

(9/92 7/99) 3/01

BP 4119.21 4219.21 4319.21
Personnel
Professional Standards

The Governing Board 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. 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.
The Board encourages district employees to accept as guiding principles the professional standards and
codes of ethics adopted by professional associations to which they may belong.

Legal Reference:
CODE OF REGULATIONS, TITLE 5
80331-80338 Rules of conduct for professional educators
Management Resources:
CDE PUBLICATIONS
California Professional Standards for Educational Leaders, 2001
COUNCIL OF CHIEF STATE SCHOOL OFFICERS PUBLICATIONS
Standards for School Leaders, 1996
NATIONAL EDUCATION ASSOCIATION PUBLICATIONS
Code of Ethics of the Education Profession, 1975
WEB SITES
CDE: http://www.cde.ca.gov
Commission on Teacher Credentialing: http://www.ctc.ca.gov
Association of California School Administrators: http://www.acsa.org
California School Leadership Academy: http://www.csla.org
Council of Chief State School Officers: http://www.ccsso.org
California Teachers Association: http://www.cta.org
California Federation of Teachers: http://www.cft.org
California School Employees Association: http://www.csea.com

Policy adopted: 12/4/02

Personnel

BP 4119.22

Dress and Grooming

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
competency contribute to a productive learning environment, so do appropriate 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.

Legal Reference:
EDUCATION CODE
35160 Authority of governing boards
35160.1 Broad authority of school districts
GOVERNMENT CODE
3543.2 Scope of Representation
COURT DECISIONS
San Mateo City School District v PERB (1983) 33 Cal 3d 850
Domico v Rapides Parish School Board (5th Cr. 1983) 675 F.2d 100
East Hartford Education Assn. v. Board of Education (2d Cir. 1977) 562 F. 2d 856
Miller v. School District #167 (7th Cir. 1974) 495 F.2d 658
PUBLIC EMPLOYMENT RELATIONS BOARD DECISIONS
Inglewood Unified School District (PERB 1700 1985)

AR 4158 4258 4358
Personnel
Employee Security
An employee may use reasonable and necessary force when necessary for self-defense, to protect
another person or property, to quell a disturbance threatening physical injury to others, or to
obtain possession of weapons or other dangerous objects on or within the control of a student.
(Education Code 44807, 49001)
Employees shall promptly report to their principal or other immediate supervisor any attack,
assault or physical threat made against them by a student.
Both the employee and the principal or other immediate supervisor shall promptly report such
instances to the appropriate local law enforcement agency. (Education Code 44014)
In addition, employees shall promptly report to their principal or supervisor, and may report to
law enforcement, any attack, assault or threat made against them on school grounds by any other
individual.
Reports of attack, assault or threat also shall be forwarded immediately to the Superintendent or
designee.
An employee whose person or property is injured or damaged by willful misconduct of a student
may ask the district to pursue legal action against the student or the student's parent/guardian.
(Education Code 48905)
Notice Regarding Student Offenses Committed While Under School Jurisdiction
The Superintendent or designee shall inform the teacher of each student who has engaged in, or
is reasonably suspected of, any act during the previous three school years which could constitute
grounds for suspension or expulsion under Education Code 48900, with the exception of the
possession or use of tobacco products, or Education Code 48900.2, 48900.3, 48900.4, or
48900.7. This information shall be based upon district records maintained in the ordinary course
of business or records received from a law enforcement agency. (Education Code 49079)
Upon receiving a transfer student's record regarding acts committed by the student that resulted
in his/her suspension or expulsion, the Superintendent or designee shall inform any of the
student's teacher(s) that the student was suspended from his/her former district and of the act that
resulted in the suspension or expulsion. (Education Code 48201)
Information received by teacher(s) shall be received in confidence for the limited purpose for
which it was provided and shall not be further disseminated by the teacher. (Ed Code 49079)
Notice Regarding Student Offenses Committed While Outside School Jurisdiction
When informed by the court that a minor student has been found by a court to have committed
any felony or any misdemeanor involving curfew, gambling, alcohol, drugs, tobacco products,
carrying of weapons, a sex offense listed in Penal Code 290, assault or battery, larceny,
vandalism or graffiti, the Superintendent or designee shall so inform the school principal.
(Welfare and Institution Code 827)

The principal shall disseminate this information to the counselor(s) who directly supervises or
reports on the student's behavior or progress. The principal also may inform any teacher or
administrator he/she thinks may need the information so as to work with the student
appropriately, avoid being needlessly vulnerable, or protect others from vulnerability. (Welfare
and Institutions Code 827)
Any court-initiated information that a teacher, counselor or administrator receives shall be kept
confidential and used only to rehabilitate the student and protect other students and staff. The
information shall be further disseminated only when communication with the student,
parent/guardian, law enforcement staff and probation officer is necessary to rehabilitate the
student or to protect students and staff. (Welfare and Institutions Code 827)
When a student is removed from school as a result of his/her offense, the Superintendent shall
hold the court's information in a separate confidential file until the student is returned to public
school. If the student is returned to a different district, the Superintendent shall transmit the
information provided by the student's parole or probation officer to the Superintendent of the
new district of attendance. (Welfare and Institutions Code 827)
Any confidential file of court-initiated information shall be kept until the student becomes 18,
graduates from high school, or is released from juvenile court jurisdiction, whichever occurs
first; it shall then be destroyed. (Welfare and Institutions Code 827)
Procedures to Maintain Confidentiality of Student Offenses
In order to maintain confidentiality when providing information about student offenses to
counselors and teachers of classes/programs to which a student is assigned, the principal or
designee shall send the staff member a written notification requesting him/her to review a
student's file in the school office as soon as practicable. This notification shall not name or
otherwise identify the student. The staff member shall be asked to initial the notification and
return it to the principal or designee.
The staff member shall also initial the student's file when reviewing it in the school office. Once
the district has made a good faith effort to comply with the notification requirement of Education
Code 49079 and Welfare and Institutions Code 827, an employee's failure to review the file
constitutes district compliance with the requirement to provide notice to the teacher.
(2/96 2/97) 11/00
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GRIDLEY UNIFIED SCHOOL DISTRICT

BP 4161 4261 4361 (a)

Personnel
Leaves
The Governing Board shall provide for paid and unpaid leaves of absence for employees in
accordance with law, Board policy, administrative regulation, collective bargaining agreements,
and merit system rules, as applicable.
(cf. 4141/4241 - Collective Bargaining Agreement)
(cf. 4161.9/4261.9/4361.9 - Catastrophic Leave Program)
The Board recognizes the following justifiable reasons for employee absence:
1.

Personal illness or injury
(cf. 4161.1/4361.1 - Personal Illness/Injury Leave)
(cf. 4261.1 - Personal Illness/Injury Leave)

2.

Industrial accident or illness
(cf. 4161.11/4261.11/4361.11 - Industrial Accident/Illness Leave)

3.

Family care and medical leave
(cf. 4161.8/4261.8/4361.8 - Family Care and Medical Leave)

4.

Military service
(cf. 4161.5/4261.5/4361.5 - Military Leave)

5.

Personal necessity and personal emergencies
(cf. 4161.2/4261.2/4361.2 - Personal Leaves)

6.

Disability leave for certificated employees in accordance with Education Code 44986

7.

Vacations for classified staff and certificated management staff, as applicable

8.

Sabbaticals for purposes of study or training related to the employee's job duties
(cf. 4161.3 - Professional Leaves)
(cf. 4261.3 - Professional Leaves)

GRIDLEY UNIFIED SCHOOL DISTRICT

BP 4161 4261 4361 (b)

Personnel
Leaves
9.

Attendance at work-related meetings and staff development opportunities
(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

10.

Compulsory leave
(cf. 4118 - Dismissal/Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Long-Term Leaves
With Board approval, an employee may receive a leave of absence, without pay and without
accruing seniority or service credit, for a period of up to one school year. Applications for
long-term leave shall be made in writing and shall state the purpose for which leave is requested.
All long-term leave agreements shall be in writing and shall state the terms and conditions of the
leave, including the conditions governing the employee's return.
At the end of a long-term leave, the employee shall be reinstated to a similar position as that held
at the time leave was granted, unless otherwise agreed upon.
The Board shall consider any written request by an employee to return to work prior to the
expiration date of the leave.
Administrative and Supervisory Personnel
Certificated administrative and supervisory employees who are not subject to the district's
bargaining agreement for certificated employees shall generally be entitled to those leave
provisions provided in the bargaining agreement for other certificated employees unless
otherwise specified in individual contract, memorandums of understanding, Board policy,
administrative regulation, or law.
Classified administrative and supervisory employees who are not subject to the district's
bargaining agreement for classified employees shall generally be entitled to those leave
provisions provided in the bargaining agreement for other classified employees unless otherwise
specified in individual contract, memoranda of understanding, Board policy, administrative
regulation, or law.
(cf. 2121 - Superintendent's Contract)
(cf. 4300 - Administrative and Supervisory Personnel)
(cf. 4312.1 - Contracts)

GRIDLEY UNIFIED SCHOOL DISTRICT

BP 4161 4261 4361 (c)

Personnel
Leaves
Legal Reference:
EDUCATION CODE
22850-22856 Pension benefits, STRS members on military leave
44018 Compensation for employees on active military duty
44036-44037 Leaves of absence for judicial and official appearances
44043.5 Catastrophic leave
44800 Effect of active military service on status of employees
44842 Failure to provide notice or to report to work
44940 Sex offenses and narcotic offenses; compulsory leave of absence
44962-44988 Leaves of absence (certificated)
45059 Employee ordered to active military/naval duty, computation of salary
45190-45210 Leaves of absence (classified)
FAMILY CODE
297-297.5 Registered domestic partner rights, protections and benefits
GOVERNMENT CODE
3543.1 Release time for representatives of employee organizations
3543.2 Scope of representation
12945.1-12945.2 California Family Rights Act
20990-21013 Pension benefits, PERS members on military leave
LABOR CODE
230-230.2 Leaves for victims of domestic violence, sexual assault or specified felonies
230.3 Leave for emergency personnel
230.4 Leave for volunteer firefighters
230.8 Leave to visit child's school
233 Illness of child, parent, spouse or domestic partner
MILITARY AND VETERANS CODE
395-395.9 Military leave
395.10 Leave when spouse on leave from military deployment
UNITED STATES CODE, TITLE 29
2601-2654 Family and Medical Leave Act of 1993
UNITED STATES CODE, TITLE 38
4301-4334 Uniformed Services Employment and Reemployment Rights Act of 1994

Adopted: 1/2019

AR 4161 4261
Personnel
Leaves
Disability Leave
The Governing Board may grant a leave of absence to any certificated employee who has applied
for disability benefits, not to exceed 30 days beyond final determination of the employee's
eligibility for disability benefits by the State Teachers' Retirement System. If the employee is
determined to be eligible, that leave shall be extended for the term of the disability, but not more
than 39 months. (Education Code 44986)
Return to Service After Leaves
By May 30 of each school year, the clerk or secretary of the Board may request any certificated
employee on leave of absence to notify the district, in the manner described in Education Code
44842, of his/her intention to remain in service with the district the following school year.
(Education Code 44842)
Following a request by the district to give notice in the manner described in Education Code
44842, an employee who is on leave of absence for 20 or more consecutive working days after
April 30 of any school year may have his/her employment terminated if: (Education Code
44842)
1.

The employee, without good cause, fails to notify the district by July 1 that he/she intends
to remain in service the following school year.

2.

The employee, without good cause and without being granted a leave of absence, fails to
report for duty at the beginning of the next school year for 20 consecutive days after
being notified at least five days in advance of the time and place at which to report to
work.

Use of Leaves by Classified Employees
A classified employee may interrupt or terminate vacation leave in order to begin another type of
paid leave without a return to active service, as long as the employee provides adequate notice
and relevant supporting information regarding the basis for such interruption or termination.
(Education Code 45200)

(12/88) 10/98
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GRIDLEY UNIFIED SCHOOL DISTRICT

AR 4161.1 4361.1 (a)

Personnel
Personal Illness/Injury Leave
Full-time certificated employees employed five school days per week are entitled to 10 days'
leave of absence with full pay for personal illness or injury (sick leave) per school year of
service. Employees who work less than five school days per week (part-time employees) shall
be granted sick leave in proportion to the time they work. However, any part-time employee
who is entitled to less than three days of paid sick leave per year due to the amount of time
worked shall be granted sick leave pursuant to Labor Code 246, if he/she is eligible. (Education
Code 44978; Labor Code 245-249)
(cf. 4161/4261/4361 - Leaves)
(cf. 4161.9/4261.9/4361.9 - Catastrophic Leave Program)
Use of Sick Leave
Certificated employees may use sick leave for absences due to:
1.
Accident or illness, whether or not the absence arises out of or in the course of
employment; quarantine which results from contact with other persons having a contagious
disease during the employee's performance of his/her duties; or temporary inability to perform
assigned duties because of illness, accident, or quarantine (Education Code 44964)
(cf. 4157.1/4257.1/4357.1 - Work-Related Injuries)
2.

Pregnancy, miscarriage, childbirth, and related recovery (Education Code 44965, 44978)

(cf. 4161.8/4261.8/4361.8 - Family Care and Medical Leave)
3.

Personal necessity (Education Code 44981)

(cf. 4161.2/4261.2/4361.2 - Personal Leaves)
4.

Medical and dental appointments, in increments of not less than one half hour

5.

Industrial accidents or illnesses when leave granted specifically for that purpose has been
exhausted (Education Code 44984)

(cf. 4161.11/4261.11/4361.11 - Industrial Accident/Illness Leave)
6.

Need of the employee to bond with a child within one year of the child's birth, adoption,
or foster care placement (parental leave) (Education Code 44977.5; Government Code
12945.2, 12945.6; 29 USC 2612; 29 CFR 825.112)
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Personnel
Personal Illness/Injury Leave
7.

Need of the employee or his/her family member, as defined in Labor Code 245.5, for the
diagnosis, care, or treatment of an existing health condition or for preventive care (Labor
Code 233, 246.5)

8.

Need of the employee to seek or obtain any relief or medical attention specified in Labor
Code 230(c) and/or 230.1(a) for the health, safety, or welfare of the employee or his/her
child, when the employee has been a victim of domestic violence, sexual assault, or
stalking (Labor Code 233, 246.5)

For the purposes specified in items #7-8, an employee may use, in any calendar year, the amount
of sick leave he/she would accrue during six months at his/her current rate of entitlement.
(Labor Code 233)
An employee may take sick leave at any time during the school year, even if credit for sick leave
has not yet been accrued. (Education Code 44978)
An employee shall reimburse the district for any unearned sick leave used as of the date of
his/her termination.
Unused days of sick leave shall be accumulated from year to year without limitation.
(Education Code 44978)
The district shall not require new employees to waive leave accumulated in a previous district.
(Education Code 44979, 44980)
The Superintendent or designee shall notify any certificated employee who leaves the district
after at least one school year of employment that if the employee accepts a certificated position
in another district, county office of education, or community college district within one year,
he/she may request that the district transfer his/her accumulated sick leave to the new employer.
(Education Code 44979, 44980)
Additional Leave for Disabled Military Veterans
In addition to any other entitlement for sick leave with pay, a certificated employee who is a
former active duty member of the U.S. Armed Forces or a former or current member of the
California National Guard or a federal reserve component shall be entitled to sick leave with pay
of up to 10 days for the purpose of undergoing medical treatment, including mental health
treatment, for a military service-connected disability rated at 30 percent or more by the U.S.
Department of Veterans Affairs. An eligible employee who works less than five days per week
shall be entitled to such leave in proportion to the time he/she works. (Education Code 44978.2)
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The amount of leave shall be credited to the employee either on the date the employee receives
confirmation of the submission of his/her disability application to the U.S. Department of
Veterans Affairs or on the first day the employee begins or returns to employment after active
duty, whichever is later. When the employee receives his/her disability rating decision, he/she
shall report that information to the Superintendent or designee. If the disability rating decision
makes the employee eligible for the leave, the time used before the decision shall be counted
toward the 10-day maximum leave. If the disability rating decision makes the employee
ineligible for the leave, the district may change the sick leave time used before the disability
rating decision to an alternative leave balance. (Education Code 44978.2)
The Superintendent or designee may require verification, in accordance with the section
"Verification Requirements" below, that the employee used the leave to obtain treatment of a
military service-connected disability.
Leave for military-service connected disability shall be available for 12 months following the
first date that the leave was credited. Leave not used during the 12-month period shall not be
carried over and shall be forfeited. (Education Code 44978.2)
Notification of Absence
An employee shall notify the district of his/her need to be absent as soon as such need is known,
so that substitute services may be secured. This notification shall include an estimate of the
expected duration of absence. If the absence becomes longer than estimated, the employee shall
so notify the district. If the duration of absence becomes shorter than estimated, the employee
shall notify the district not later than three o'clock in the afternoon of the day preceding the day
on which he/she intends to return to work. If the employee fails to notify the district and the
failure results in a substitute being secured, the cost of the substitute shall be deducted from the
employee's pay.
(cf. 4121 - Temporary/Substitute Personnel)
Continued Absence After Available Sick Leave Is Exhausted/Differential Pay
During each school year, when a certificated employee has exhausted all available sick leave,
including all accumulated sick leave, and, due to illness or accident, continues to be absent from
his/her duties for an additional period of up to five school months, the employee shall receive
his/her regular salary minus the actual cost of a substitute to fill the position. If the district has
made every reasonable effort to secure the services of a substitute and has been unable to do so,
the amount that would have been paid to a substitute shall be deducted from the employee's
salary. (Education Code 44977)
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An employee shall not be provided more than one five-month period per illness or accident.
However, if the school year ends before the five-month period is exhausted, the employee may
take the balance of the five-month period in a subsequent school year. (Education Code 44977)
Absence Beyond Five-Month Period/Reemployment List
If a certificated employee is not medically able to resume his/her duties after the five-month
period provided pursuant to Education Code 44977, the employee shall be placed either in
another position or on a reemployment list. Placement on the reemployment list shall be for 24
months for probationary employees or 39 months for permanent employees and shall begin at the
expiration of the five-month period. If during this time the employee becomes medically able,
he/she shall be returned to employment in a position for which he/she is credentialed and
qualified. (Education Code 44978.1)
(cf. 4116 - Probationary/Permanent Status)
Parental Leave
During each school year, a certificated employee may use all available sick leave, including
accumulated sick leave, for the purpose of parental leave for a period up to 12 work weeks. The
12-week period shall be reduced by any period of sick leave, including accumulated sick leave,
taken during a period of such parental leave. (Education Code 44977.5)
Eligibility for such leave shall not require 1,250 hours of service with the district during the
previous 12 months. (Education Code 44977.5)
An employee who has exhausted all available sick leave, including accumulated sick leave, and
continues to be absent on account of parental leave shall receive differential pay for the
remainder of the 12 work weeks. (Education Code 44977.5)
Parental leave taken pursuant to Education Code 44977.5 shall run concurrently with the parental
leave taken pursuant to Government Code 12945.2 or 12945.6, and the aggregate amount of
parental leave shall not exceed 12 work weeks in a 12-month period. (Education Code 44977.5;
Government Code 12945.2, 12945.6)
Verification Requirements
After any absence due to illness or injury, the employee shall verify the absence by submitting a
completed and signed district absence form to his/her immediate supervisor.
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The Superintendent or designee may require verification whenever an employee's absence record
shows chronic absenteeism or a pattern of absences immediately before or after weekends and/or
holidays or whenever available evidence clearly indicates that an absence is not related to illness
or injury.
In addition, the Superintendent or designee may require an employee to visit a physician selected
by the district, at district expense, in order to receive a report on the medical condition of the
employee. The report shall include a statement as to the employee's need for further leave of
absence and a prognosis as to when the employee will be able to return to work. If the report
concludes that the employee's condition does not warrant continued absence, the Superintendent
or designee may, after giving notice to the employee, deny further leave.
Any district request for additional verification by an employee's physician or a district-selected
physician shall be in writing and shall specify that the report to be submitted to the district
should not contain the employee's genetic information.
Any genetic information received by the district on behalf of an employee shall be treated as a
confidential medical record, maintained in a file separate from the employee's personnel file, and
shall not be disclosed except in accordance with 29 CFR 1635.9.
Before returning to work, an employee who has been absent for surgery, hospitalization, or
extended medical treatment may be asked to submit a letter from his/her physician stating that
he/she is able to return to duty and stipulating any necessary restrictions or limitations.
(cf. 4032 - Reasonable Accommodation)
(cf. 4113.4/4213.4/4313.4 - Temporary Modified/Light-Duty Assignment)
Healthy Workplaces, Healthy Families Act Requirements
No employee shall be denied the right to use accrued sick days, and the district shall not in any
manner discriminate or retaliate against an employee for using or attempting to use sick leave,
filing a complaint with the Labor Commissioner, or alleging district violation of Labor Code
245-249.
To ensure the district's compliance with Labor Code 245-249, the Superintendent or designee
shall:
1.

At a conspicuous location in each workplace, display a poster on paid sick leave that
includes the following information:

GRIDLEY UNIFIED SCHOOL DISTRICT

AR 4161.1 4361.1 (f)

Personnel
Personal Illness/Injury Leave
a.

That an employee is entitled to accrue, request, and use paid sick days

b.

The amount of sick days provided by Labor Code 245-249

c.

The terms of use of paid sick days

d.

That discrimination or retaliation against an employee for requesting and/or using
sick leave is prohibited by law and that an employee has the right to file a
complaint with the Labor Commissioner if the district discriminates or retaliates
against him/her

2.

Provide at least 24 hours or three days of paid sick leave to each eligible employee to use
per year and allow eligible employees to use accrued sick leave upon reasonable request

3.

Provide eligible employees written notice, on their pay stub or other document issued
with their pay check, of the amount of paid sick leave they have available

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
4.

Keep a record documenting the hours worked and paid sick days accrued and used by
each eligible employee for three years

Legal Reference:
EDUCATION CODE
44964 Power to grant leave of absence in case of illness, accident, or quarantine
44965 Granting of leaves of absence for pregnancy and childbirth
44976 Transfer of leave rights when school is transferred to another district
44977 Salary deduction during absence from duties up to five months after sick leave is
exhausted
44977.5 Differential pay during parental leave up to 12 weeks after sick leave is exhausted
44978 Provisions for sick leave of certificated employees
44978.1 Inability to return to duty; placement in another position or on reemployment list
44978.2 Leave for military service connected disability
44979 Transfer of accumulated sick leave to another district
44980 Transfer of accumulated sick leave to a county office of education
44981 Leave of absence for personal necessity
44983 Exception to sick leave when district adopts specific rule
44984 Industrial accident or illness
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44986 Leave of absence for disability allowance applicant
GOVERNMENT CODE
12945.1-12945.2 California Family Rights Act
12945.6 Parental leave
LABOR CODE
220 Sections inapplicable to public employees
230 Jury duty; legal actions by domestic violence, sexual assault and stalking victims, right to
time off
230.1 Employers with 25 or more employees; domestic violence, sexual assault and stalking
victims, right to time off
233 Illness of child, parent, spouse or domestic partner
234 Absence control policy
245-249 Healthy Workplaces, Healthy Families Act of 2014
CODE OF REGULATIONS, TITLE 5
5601 Transfer of accumulated sick leave
UNITED STATES CODE, TITLE 29
2601-2654 Family and Medical Leave Act of 1993, as amended
UNITED STATES CODE, TITLE 42
2000ff-2000ff-11 Genetic Information Nondiscrimination Act of 2008
CODE OF FEDERAL REGULATIONS, TITLE 29
825.100-825.702 Family and Medical Leave Act of 1993
1635.1-1635.12 Genetic Information Nondiscrimination Act of 2008
COURT DECISIONS
Veguez v. Governing Board of Long Beach Unified School District, (2005) 127 Cal.App.4th 406

(3/16 3/17) 3/18
Approved: 01/2019

AR 4161.11 4361.11
Personnel
Industrial Accident/Illness Leave
In each fiscal year, allowable leave for certificated employees for any single industrial accident
or illness shall be for 60 days during which the schools of the district are in session or when the
employee would otherwise have been performing work for the district.
Allowable industrial accident/illness leave shall not accumulate from year to year. (Education
Code 44984)
When a certificated employee is absent from his/her duties because of an industrial accident or
illness: (Education Code 44984)
1.
2.

3.
4.

Industrial accident or illness leave shall start on the first day of absence.
The employee shall be paid such portion of the salary due for any month in which the
absence occurs as, when added to the temporary disability indemnity under Division 4 or
4.5 of the Labor Code, will result in a payment to the employee of not more than his/her
full salary.
Industrial accident or illness leave shall be reduced by one day for each day of authorized
absence, regardless of a temporary disability indemnity award.
When an industrial accident or illness leave overlaps into the next fiscal year, the
employee is entitled to only the amount of unused leave due the employee for the same
illness or injury.

Upon expiration of allowable leave for an industrial accident or illness, the employee may use
personal illness and injury leave. If the employee continues to receive temporary disability
indemnity, he/she may elect to take as much of the accumulated sick leave which, when added
to his/her temporary disability indemnity, will result in a payment to the employee of not more
than the employee's full salary. (Education Code 44984)
During any paid leave of absence, the employee may endorse to the district the temporary
disability indemnity checks received on account of his/her industrial accident or illness. In those
cases, the district shall issue appropriate salary warrants for payment of the employee's salary,
and shall deduct normal retirement, other authorized contributions, and the temporary disability
indemnity, if any, actually paid to and retained by the employee for periods covered by such
salary warrants. (Education Code 44984)
Any employee receiving benefits under this leave shall, during periods of injury or illness,
remain within the State of California unless the Governing Board authorizes travel outside the
state. (Education Code 44984)
Legal Reference:
EDUCATION CODE
44977 Salary deductions during absence from duties
44978 Provisions for certificated employee sick leave
44983 Exception to sick leave
44984 Required rules for industrial accident and illness leave of absence
(1/85) 10/98
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AR 4161.2 4261.2,4361.2
Personnel
Personal Leaves
Whenever possible, employees shall request personal leaves in advance and prepare suitable
lesson plans or instructions for a substitute employee.
Bereavement
Employees are entitled to a leave of up to three days, or five days if out-of-state travel is
required, upon the death of any member of the employee's immediate family. No deduction shall
be made from the employee's salary, nor shall such leave be deducted from any other leave to
which the employee is entitled. (Education Code 44985, 45194)
Members of the immediate family include the mother, father, grandmother, grandfather or
grandchild of the employee or of the employee's spouse; the employee's spouse, son, son-in-law,
daughter, daughter-in-law, brother or sister; or any relative living in the employee's immediate
household. (Education Code 44985, 45194)
At the employee's request, bereavement leave may be extended under personal necessity leave
provisions. (Education Code 44981, 45207)
Personal Necessity
Employees may use up to seven days of their accrued sick leave during each contract year for
reasons of personal necessity. (Education Code 44981, 45207)
Acceptable reasons for the use of personal necessity leave include:
1.
2.
3.
4.
5.
6.

Death of a member of the immediate family when the number of days of absence exceeds
the limits set by bereavement leave provisions (Ed Code 44981, 45207)
An accident involving the employee's person or property or the person or property of a
member of the employee's immediate family (Education Code 44981, 45207)
A serious illness of a member of the certificated employee's immediate family (Education
Code 44981)
A classified employee's appearance in any court or before any administrative tribunal as a
litigant, party or witness under subpoena or other order (Education Code 45207)
Fire, flood or other immediate danger to the home of the employee
Personal business of a serious nature which the employee cannot disregard

Leave for personal necessity may be allowed for other reasons at the discretion of the
Superintendent or designee. However, no such leave shall be granted for purposes of personal
convenience, for the extension of a holiday or vacation, or for matters which can be taken care of
outside of working hours. The Superintendent or designee shall have final discretion as to
whether a request reflects true personal necessity.
Advance permission shall not be required for certificated employees in cases involving the death
or serious illness of a member of the employee's immediate family or an accident involving the
employee's person or property or the person or property of a member of his/her immediate
family. (Education Code 44981)
Policy adopted: 12/4/02

After any absence due to personal necessity, the employee shall verify the absence by submitting
a completed and signed district absence form to his/her immediate supervisor.
Legal Duties
Classified employees called for jury duty shall be granted leave with pay up to the amount of the
difference between the employee's regular earnings and any amount received for jury or witness
fees. (Education Code 44037)
Certificated employees also shall be granted leave for jury duty with pay up to the amount of the
difference between the employee's regular earnings and any amount received as juror's fees.
Employees shall be granted leaves to appear in court as witnesses other than litigants or to
respond to an official order from another governmental jurisdiction for reasons not brought about
through the connivance or misconduct of the employee. Such employees shall receive pay up to
the amount of the difference between the employee's regular earnings and any amount received
for witness fees.
An employee may take time off work in order to: (Labor Code 230)
1.
2.

Serve on an inquest jury or trial jury
Comply with a subpoena or other court order to appear as a witness, including but not
limited to cases in which the employee is a victim of a crime

Notices, summons and subpoenas for court appearances shall be submitted to the district office
when requesting leave.
Leaves for Victims of Domestic Violence or Sexual Assault
An employee who is a victim of domestic violence or sexual assault as defined by law may take
time off work to obtain or attempt to obtain any relief, including but not limited to a temporary
restraining order, restraining order or other injunctive relief to help ensure the health, safety or
welfare of the employee or his/her child. (Labor Code 230)
In addition, an employee who is a victim of domestic violence or sexual assault may take time
off work to attend to the following activities: (Labor Code 230.1)
1.
2.
3.
4.

Seek medical attention for injuries caused by domestic violence or sexual assault
Obtain services from a domestic violence shelter, program, or rape crisis center as a result
of domestic violence or sexual assault
Obtain psychological counseling related to an experience of domestic violence or sexual
assault
Participate in safety planning and take other actions to increase safety from future
domestic violence or sexual assault, including temporary or permanent relocation

An employee who is a victim of domestic violence or sexual assault may use vacation, personal
leave or compensatory time off that is otherwise available to the employee under the applicable
terms of employment, unless otherwise provided by a collective bargaining agreement. (Labor
Code 230, 230.1)
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Prior to taking time off, an employee shall give reasonable notice to his/her supervisor, unless
advance notice is not feasible. When an unscheduled absence occurs, the employee shall provide
to his/her supervisor certification of the absence in the form of any of the following documents:
(Labor Code 230, 230.1)
1.
2.
3.

A police report indicating that the employee was a victim of domestic violence or sexual
assault
A court order protecting or separating the employee from the perpetrator of an act of
domestic violence or sexual assault, or other evidence from the court or prosecuting
attorney that the employee has appeared in court
Documentation from a medical professional, domestic violence advocate or advocate for
victims of sexual assault, health care provider or counselor that the employee was
undergoing treatment for physical or mental injuries or abuse resulting from an act of
domestic violence or sexual assault

The supervisor and Superintendent or designee shall maintain the confidentiality of such an
employee to the extent authorized by law. (Labor Code 230, 230.1)
Personal Leave for a Child's School Activities
Any employee who is a parent/guardian or grandparent having custody of one or more children
who are enrolled in grades kindergarten through 12, or who attend a licensed day care facility,
may use up to 40 hours of personal leave, vacation or compensatory time off each school year in
order to participate in school or day care activities. Such leave shall not exceed eight hours in
any month of the school year, and the employee shall give reasonable advance notice of the
absence. (Labor Code 230.8)
If both parents of a child are employed at the same work site, this leave shall be allowed for the
first parent who applies; simultaneous absence by the second parent may be granted by the
Superintendent or designee. (Labor Code 230.8)
Upon request by the Superintendent or designee, the employee shall provide documentation from
the school or licensed day care facility that he/she participated in school or licensed day care
facility activities on a specific date and at a particular time. (Labor Code 230.8)
Service in State or Employee Organizations
Employees shall be granted up to 20 days of paid leave per year for service performed within the
state on any boards, commissions, committees or groups authorized by Education Code 44987.3,
provided that the service is in the state of California, the organization informs the district in
writing of the service and the organization reimburses the district, upon the district's request, for
compensation paid to the employee's substitute and for actual related administrative costs.
(Education Code 44987.3)
Employees may take a leave of absence without loss of compensation to serve as an elected
officer of a district employee organization or any statewide or national employee organization
with which the local organization is affiliated. The leave shall include, but is not limited to,
absence for purposes of attending periodic, stated, special or regular meetings of the body of the
organization. (Education Code 44987, 45210)
Religious Leave
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Employees may take up to three days of leave per year for religious purposes, as long as such
leaves do not cause additional district expenditures, the neglect of assigned duties or any other
unreasonable hardship on the district. The Superintendent or designee may grant such leave
provided that it is requested in advance.
The Superintendent or designee shall deduct the cost of a substitute, when required, from the
wages of the employee who takes religious leave.
No employee shall be discriminated against for using this leave or any additional days of unpaid
leave granted for religious observances at the discretion of the Superintendent or designee.
Leave for Emergency Duty
An employee may take time off to perform emergency duty as a volunteer firefighter, a reserve
peace officer, or emergency rescue personnel. (Labor Code 230.3)
An employee who is a volunteer firefighter shall be permitted to take temporary leaves of
absence, not to exceed an aggregate total of 14 days per calendar year, for the purpose of
engaging in fire or law enforcement training. (Labor Code 230.4)
Legal Reference:
EDUCATION CODE
44036-44037 Leaves of absence for judicial and official appearances
44963 Power to grant leaves of absence (certificated)
44981 Leaves of absence for personal necessity (certificated)
44985 Leave of absence due to death in immediate family (certificated)
44987 Service as officer of employee organization (certificated)
44987.3 Leave of absence to serve on certain boards, commissions, etc.
45190 Leaves of absence and vacations (classified)
45194 Bereavement leave of absence (classified)
45198 Effect of provisions authorizing leaves of absence
45207 Personal necessity (classified)
45210 Service as officer of employee organization (classified)
GOVERNMENT CODE
3543.1 Release time for representatives of employee organizations
LABOR CODE
230-230.1 Leave for victims of domestic violence or sexual assault
230.3 Leave for emergency personnel
230.4 Leave for volunteer firefighters
230.8 Leave to visit child's school
233 Illness of child, parent, spouse, domestic partner or domestic partner's child
234 Absence control policy
CALIFORNIA CONSTITUTION
Article 1, Section 8 Religious discrimination
UNITED STATES CODE, TITLE 42
2000d-2000d-7 Title VII, Civil Rights Act of 1964
(11/99 11/00) 11/02
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AR 4161.3
Personnel
Professional Leaves
The Governing Board may grant a leave of absence of up to one year to certificated employees
for the purpose of permitting study or travel which will benefit the schools and students of the
district. (Education Code 44966)
To be eligible for a leave of absence for these purposes, the employee must have served in the
district for at least seven consecutive years preceding the leave. No more than one such leave of
absence shall be granted in each seven-year period. No other types of leaves shall be considered
a break in service for purposes of meeting this requirement and the period of such absence shall
not be included as service in computing the seven consecutive years of service required for a
professional leave. (Education Code 44967)
The Board may require that such leaves of absence be taken in separate six-month periods or
separate quarters as long as the total leave is completed within three years. Any period of service
by the employee between the separate periods of leave shall comprise a part of the service
required for a subsequent leave of absence. (Education Code 44966)
Every employee granted a leave of absence for these purposes may be required to perform such
services during the leave as the Board and employee agree upon in writing. (Education Code
44968)
Compensation during the leave shall be paid in the manner authorized by Education Code 44969
and 44970.
Unless the employee agrees in writing with the Board not to receive compensation during the
leave, the employee shall receive such compensation during the leave as the Board and employee
agree upon in writing, which shall be not less than the difference between the employee's salary
and the salary of a substitute employee. In lieu of such a difference, the Board may pay one-half
of the salary of the employee or any additional amount up to and including the full salary of the
employee. (Education Code 44968, 44968.5)
As a condition to being granted such leave, the employee shall agree in writing to render service
in the district following his/her return for a period equal to twice the period of the leave.
(Education Code 44969)
At the end of the leave, the employee shall be reinstated in the position he/she held when the
leave was granted. (Education Code 44973)
Legal Reference:
EDUCATION CODE
44966-44973 Leaves of absence for study or travel
10/98
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BP 4119.23 4219.23,4319.23
Personnel
Unauthorized Release Of Confidential/Privileged Information
The Governing Board 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)
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)
The Superintendent or designee shall provide all employees who attend closed sessions a copy of this
policy. New employees who may attend closed sessions shall also receive a copy of this policy.
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.

2.
3.

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
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
Disclosing information that is not confidential

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.
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
Management Resources:
WEB SITES
CSBA: http://www.csba.org

(5/87 3/88) 7/03
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Personnel
Family Care And Medical Leave
The district shall not deny any eligible employee the right to family care, medical, or pregnancy
disability leave (PDL) pursuant to the Family and Medical Leave Act (FMLA), the California
Family Rights Act (CFRA), or the Fair Employment and Housing Act (FEHA) nor restrain or
interfere with the employee's exercise of such right. In addition, the district shall not discharge an
employee or discriminate or retaliate against him/her for taking such leave or for his/her
opposition to or challenge of any unlawful district practice in relation to any of these laws or for
his/her involvement in any related inquiry or proceeding. (Government Code 12945, 12945.2; 2
CCR 11094; 29 USC 2615)
(cf. 4030 - Nondiscrimination in Employment)
(cf. 4032 - Reasonable Accommodation)
(cf. 4033 - Lactation Accommodation)
Definitions
The words and phrases defined below shall have the same meaning throughout this
administrative regulation except where a different meaning is otherwise specified.
Child (son or daughter) means a biological, adopted, or foster child; a stepchild; a legal ward; or
a child to whom the employee stands in loco parentis, as long as the child is under 18 years of
age or an adult dependent child. (Government Code 12945.2; 2 CCR 11087; 29 USC 2611)
Eligible employee for FMLA and CFRA purposes means an employee who has been employed
with the district for at least 12 months and who has at least 1,250 hours of service with the
district during the previous 12-month period. However, these requirements shall not apply when
an employee applies for PDL. (Government Code 12945.2; 2 CCR 11087; 29 USC 2611; 29
CFR 825.110)
Employee disabled by pregnancy means an employee whose health care provider states that the
employee is: (2 CCR 11035)
1.

Unable because of pregnancy to perform any one or more of the essential functions of the
job or to perform any of them without undue risk to the employee or other persons or to
the pregnancy's successful completion

2.

Suffering from severe "morning sickness" or needs to take time off for prenatal or
postnatal care, bed rest, gestational diabetes, pregnancy-induced hypertension,
preeclampsia, postpartum depression, childbirth, loss or end of pregnancy, recovery from
childbirth or loss or end of pregnancy, or any other pregnancy-related condition
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Parent means a biological, foster, or adoptive parent; a stepparent; a legal guardian; or another
person who stood in loco parentis to the employee when the employee was a child. Parent does
not include a spouse's parents. (Government Code 12945.2; 2 CCR 11087; 29 USC 2611; 29
CFR 825.122)
Serious health condition means an illness, injury (including, but not limited to, on-the-job
injuries), impairment, or physical or mental condition of the employee or his/her child, parent, or
spouse, including, but not limited to, treatment for substance abuse, that involves either of the
following: (Government Code 12945.2; 2 CCR 11087, 11097; 29 USC 2611; 29 CFR
825.113-825.115)
1.

Inpatient care in a hospital, hospice, or residential health care facility, any subsequent
treatment in connection with such inpatient care, or any period of incapacity
A person is considered an inpatient when a health care facility formally admits him/her to
later develops that the person can be discharged or transferred to another facility and does
not actually remain overnight.
Incapacity means the inability to work, attend school, or perform other regular daily
activities due to a serious health condition, its treatment, or the recovery that it requires.

2.

Continuing treatment or continuing supervision by a health care provider, including one
or more of the following:
a.

A period of incapacity of more than three consecutive full days

b.

Any period of incapacity or treatment for such incapacity due to a chronic serious
health condition

c.

Any period of incapacity due to pregnancy or for prenatal care under FMLA

d.

Any period of incapacity which is permanent or long term due to a condition for
which treatment may not be effective

e.

Any period of absence to receive multiple treatments, including recovery, by a
health care provider

Spouse means a partner in marriage as defined in Family Code 300, including same sex partners
in marriage, or a registered domestic partner within the meaning of Family Code 297-297.5.
(Family Code 297, 297.5, 300; 2 CCR 11087; 29 CFR 825.122)
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Eligibility
The district shall grant FMLA or CFRA leave to eligible employees for any of the following
reasons: (Government Code 12945.2, 12945.6; 29 USC 2612; 29 CFR 825.112)
1.

The birth of a child of the employee or placement of a child with the employee in
connection with the employee's adoption or foster care of the child (parental leave)

2.

To care for the employee's child, parent, or spouse with a serious health condition

3.

The employee's own serious health condition that makes him/her unable to perform one
or more essential functions of his/her position

4.

Any qualifying exigency arising out of the fact that the employee's spouse, child, or
parent is a military member on covered active duty or call to covered active duty (or has
been notified of an impending call or order to covered active duty)

5.

To care for a covered servicemember with a serious injury or illness if the covered
servicemember is the employee's spouse, child, parent, or next of kin, as defined

In addition, the district shall grant PDL to any employee who is disabled by pregnancy,
childbirth, or other related medical condition. (Government Code 12945; 2 CCR 11037)
Terms of Leave
An eligible employee shall be entitled to a total of 12 work weeks of FMLA or CFRA leave
during any 12-month period, except in the case of leave to care for a covered servicemember as
provided under "Military Caregiver Leave" below. To the extent allowed by law, CFRA and
FMLA leaves shall run concurrently. (Government Code 12945.2; 29 USC 2612)
This 12-month period shall be measured forward from the date the employee's first family care
and medical leave begins. (29 CFR 825.200)
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In addition, any employee who is disabled by pregnancy, childbirth, or other related condition
shall be entitled to PDL for the period of the disability not to exceed four months. For a part-time
employee, the four months shall be calculated on a proportional basis. (Government Code
12945; 2 CCR 11042)
PDL shall run concurrently with FMLA leave for disability caused by an employee's pregnancy.
At the end of the employee's FMLA leave for disability caused by pregnancy, or at the end of
four months of PDL, whichever occurs first, a CFRA-eligible employee may request to take
CFRA leave of up to 12 work weeks, for the reason of the birth of a child or to bond with or care
for the child. (Government Code 12945, 12945.2; 2 CCR 11046, 11093)
Leave taken for the birth or placement of a child must be concluded within the 12-month period
beginning on the date of the birth or placement of the child. Such leave does not need to be taken
in one continuous period of time. (2 CCR 11090; 29 USC 2612)
If both parents of a child work for the district, their family care and medical leave related to the
birth or placement of the child shall be limited to a combined total of 12 work weeks. This
restriction shall apply regardless of the legal status of both parents' relationship. (Government
Code 12945.2, 12945.6; 2 CCR 11088; 29 USC 2612)
Use/Substitution of Paid Leave
An employee shall use his/her accrued vacation leave, other accrued time off, and any other paid
time off negotiated with the district for any otherwise unpaid FMLA or CFRA leave not
involving his/her own serious health condition. For PDL, CFRA, or FMLA leave due to an
employee's own serious health condition, the employee shall use accrued sick leave and may use
accrued vacation leave and other paid time off at his/her option. (Government Code 12945,
12945.2, 12945.6; 2 CCR 11044; 29 USC 2612)
The district and employee may also negotiate for the employee's use of any additional paid or
unpaid time off instead of using the employee's CFRA leave. (2 CCR 11092)
(cf. 4141/4241 - Collective Bargaining Agreement)
(cf. 4161/4261/4361 - Leaves)
(cf. 4161.1/4361.1 - Personal Illness/Injury Leave)
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(cf. 4261.1 - Personal Illness/Injury Leave)
Intermittent Leave/Reduced Work or Leave Schedule
PDL and family care and medical leave for the serious health condition of an employee or his/her
child, parent, or spouse may be taken intermittently or on a reduced work or leave schedule when
medically necessary, as determined by the health care provider of the person with the serious
health condition. However, the district shall limit leave increments to the shortest period of time
that the district's payroll system uses to account for absences or use of leave provided it is not to
be greater than one hour. (2 CCR 11042, 11090; 29 USC 2612)
(cf. 4113.4/4213.4/4313.4 - Temporary Modified/Light-Duty Assignment)
The basic minimum duration of leave for the birth, adoption, or foster care placement of a child
shall be two weeks. However, the district shall grant a request for such leave of less than two
weeks on any two occasions. (2 CCR 11090; 29 USC 2612)
The district may require an employee to transfer temporarily to an available alternative position
under any of the following circumstances: (2 CCR 11041, 11090; 29 USC 2612)
1.

The employee needs intermittent leave or leave on a reduced work schedule that is
foreseeable based on a planned medical treatment for the employee or family member.

2.

A medical certification is provided by the employee's health care provider that, because
of pregnancy, the employee has a medical need to take intermittent leave or leave on a
reduced work schedule.

3.

The district agrees to permit intermittent leave or leave on a reduced work schedule due
to the birth, adoption, or foster care placement of the employee's child.

The alternative position must have equivalent pay and benefits and must better accommodate
recurring periods of leave than the employee's regular job, and the employee must be qualified
for the position. Transfer to an alternative position may include altering an existing job to better
accommodate the employee's need for intermittent leave or a reduced work or leave schedule.
(2 CCR 11041, 11090; 29 USC 2612)
Request for Leave
The district shall consider an employee's request for PDL or family care and medical leave only
if the employee provides at least verbal notice sufficient to make the district aware of the need to
take the leave and the anticipated timing and duration of the leave. (2 CCR 11050, 11091)
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For family care and medical leave, the employee need not expressly assert or mention
FMLA/CFRA to satisfy this requirement. However, he/she must state the reason the leave is
needed (e.g., birth of child, medical treatment). If more information is necessary to determine
whether the employee is eligible for family care and medical leave, the Superintendent or
designee shall inquire further and obtain the necessary details of the leave to be taken. (2 CCR
11091)
The district shall respond to requests for leave as soon as practicable, but no later than five
business days after receiving the employee's request. (2 CCR 11091)
Based on the information provided by the employee, the Superintendent or designee shall
designate the leave, paid or unpaid, as FMLA/CFRA qualifying leave and shall give notice of
such designation to the employee. Failure of an employee to respond to permissible inquiries
regarding the leave request may result in denial of CFRA protection if the district is unable to
determine whether the leave is CFRA qualifying. (2 CCR 11091; 29 CFR 825.300)
When an employee is able to foresee the need for PDL or family care and medical leave at least
30 days in advance of the leave, the employee shall provide the district with at least 30 days
advance notice before the leave. When the 30 days notice is not practicable because of a lack of
knowledge of when leave will be required to begin, a change in circumstances, a medical
emergency, or other good cause, the employee shall provide the district with notice as soon as
practicable. Failure of an employee to provide required notice may result in a denial of leave. (2
CCR 11050, 11091)
In all instances, the employee shall consult with the Superintendent or designee and make a
reasonable effort to schedule, subject to the health care provider's approval, any planned
appointment or medical treatment or supervision so as to minimize disruption to district
operations. (Government Code 12945.2; 2 CCR 11050, 11091)
Certification of Health Condition
Within five business days of an employee's request for family care and medical leave for his/her
own or his/her child's, parent's, or spouse's serious health condition, the Superintendent or
designee shall request that the employee provide certification by a health care provider of the
need for leave. Upon receiving the district's request, the employee shall provide the certification
within 15 days, unless either the Superintendent or designee provides additional time or it is not
practicable under the particular circumstances, despite the employee's diligent, good faith efforts.
(2 CCR 11091; 29 CFR 825.305)
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The certification shall include the following: (Government Code 12945.2; 2 CCR 11087; 29
USC 2613)
1.

The date on which the serious health condition began

2.

The probable duration of the condition

3.

If the employee is requesting leave to care for a child, parent, or spouse with a serious
health condition, both of the following:
a.

Statement that the serious health condition warrants the participation of the
employee to provide care, such as by providing psychological comfort, arranging
for third party care, or directly providing or participating in the medical care of
the child, parent, or spouse during a period of the treatment or supervision

b.

Estimated amount of time the health care provider believes the employee needs to
care for the child, parent, or spouse

4.

If the employee is requesting leave because of his/her own serious health condition, a
statement that due to the serious health condition, he/she is unable to work at all or is
unable to perform one or more essential functions of his/her job

5.

If the employee is requesting leave for intermittent treatment or on a reduced work or
leave schedule for planned medical treatment, a statement of the medical necessity for the
leave, the dates on which treatment is expected to be given, the duration of such
treatment, and the expected duration of the leave

When an employee has provided sufficient medical certification to enable the district to
determine whether the employee's leave request is FMLA/CFRA-eligible, the Superintendent or
designee shall notify the employee within five business days whether the leave is
FMLA/CFRA-eligible. The Superintendent or designee may also retroactively designate leave
as FMLA/CFRA leave as long as appropriate notice is given to the employee and there is no
harm or injury to the employee. (2 CCR 11091; 29 CFR 825.301)
If the Superintendent or designee doubts the validity of a certification that accompanies a request
for leave for the employee's own serious health condition, he/she may require the employee to
obtain a second opinion from a district-approved health care provider, at district expense. If the
second opinion is contrary to the first, the Superintendent or designee may require the employee
to obtain a third medical opinion from a third health care provider approved by both the
employee and the district, again at district expense. The opinion of the third health care provider
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shall be final and binding. (Government Code 12945.2; 2 CCR 11091; 29 USC 2613)
For PDL, the Superintendent or designee shall request that the employee provide certification by
a health care provider of the need for leave at the time the employee gives notice of the need for
PDL, or within two business days of giving the notice. If the need for PDL is unforeseen, the
Superintendent or designee shall request the medical certification within two business days after
the leave commences. The Superintendent or designee may request certification at some later
date if he/she has reason to question the appropriateness of the leave or its duration. (2 CCR
11050)
For PDL that is foreseeable and for which at least 30 days notice has been given, the employee
shall provide the medical certification before the leave begins. When this is not practicable, the
employee shall provide the certification within the time frame specified by the Superintendent or
designee which must be at least 15 days after the request, unless it is not practicable under the
particular circumstances despite the employee's diligent, good faith efforts. (2 CCR 11050)
Medical certification for PDL purposes shall include a statement that the employee needs to take
the leave because the employee is disabled by pregnancy, childbirth, or a related medical
condition, the date on which the employee became disabled because of pregnancy, and the
estimated duration of the leave. (2 CCR 11050)
If additional PDL or family care and medical leave is needed when the time estimated by the
health care provider expires, the district may require the employee to provide recertification in
the manner specified for the leave. (Government Code 12945.2; 2 CCR 11050; 29 USC 2613)
The Superintendent or designee shall not request any genetic information related to an employee
except as authorized by law in accordance with the California Genetic Information
Nondiscrimination Act of 2011.
Release to Return to Work
Upon expiration of an employee's PDL or family care and medical leave taken for his/her own
serious health condition, the employee shall present certification from the health care provider
that he/she is able to resume work. The certification shall address the employee's ability to
perform the essential functions of his/her job.
(cf. 4112.4/4212.4/4312.4 - Health Examinations)
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Rights to Reinstatement
Upon granting an employee's request for PDL or FMLA/CFRA leave, the Superintendent or
designee shall guarantee to reinstate the employee in the same or a comparable position when the
leave ends. (Government Code 12945.2; 2 CCR 11043, 11089; 29 USC 2614)
However, the district may refuse to reinstate an employee returning from FMLA or CFRA leave
to the same or a comparable position if all of the following apply: (Government Code 12945.2;
2 CCR 11089; 29 USC 2614)
1.

The employee is a salaried "key employee" who is among the highest paid 10 percent of
district employees who are employed within 75 miles of the employee's worksite.

2.

The refusal is necessary to prevent substantial and grievous economic injury to district
operations.

3.

The district informs the employee of its intent to refuse reinstatement at the time it
determines that the refusal is necessary, and the employee fails to immediately return to
service.
(cf. 4117.3 - Personnel Reduction)
(cf. 4217.3 - Layoff/Rehire)

The district may also refuse to reinstate an employee to the same or a comparable position if the
FMLA/CFRA leave was fraudulently obtained by the employee. (2 CCR 11089; 29 CFR
825.216)
The district may refuse to reinstate an employee to the same position after taking PDL if, at the
time the reinstatement is requested, the employee would not otherwise have been employed in
that position for legitimate business reasons unrelated to the employee's PDL. (2 CCR 11043)
Maintenance of Benefits/Failure to Return from Leave
During the period when an employee is on PDL or family care and medical leave, he/she shall
maintain his/her status with the district and the leave shall not constitute a break in service for
purposes of longevity, seniority under any collective bargaining agreement, or any employee
benefit plan. (Government Code 12945.2; 2 CCR 11092; 29 USC 2614)
For up to a maximum of four months for PDL and 12 work weeks for other family care and
medical leave, the district shall continue to provide an eligible employee the group health plan

GRIDLEY UNIFIED SCHOOL DISTRICT

AR 4161.8 4261.8 4361.8 (j)

Personnel
Family Care And Medical Leave
coverage that was in place before he/she took the leave. The employee shall reimburse the
district for premiums paid during the leave if he/she fails to return to district employment after
the expiration of all available leaves and the failure is for a reason other than the continuation,
recurrence, or onset of a serious health condition or other circumstances beyond his/her control.
(Government Code 12945.2; 2 CCR 11044, 11092; 29 USC 2614; 29 CFR 825.213)
(cf. 4154/4254/4354 - Health and Welfare Benefits)
In addition, during the period when an employee is on PDL or family care and medical leave, the
employee shall be entitled to continue to participate in other employee benefit plans including
life insurance, short-term or long-term disability insurance, accident insurance, pension and
retirement plans, and supplemental unemployment benefit plans to the same extent and under the
same conditions as would apply to an unpaid leave taken for any other purpose. However, for
purposes of pension and retirement plans, the district shall not make plan payments for an
employee during any unpaid portion of the leave period and the leave period shall not be counted
for purposes of time accrued under the plan. (Government Code 12945.2; 2 CCR 11044,
11092)
Military Family Leave Resulting from Qualifying Exigencies
An eligible employee may take up to 12 work weeks of unpaid FMLA leave, during each
12-month period established by the district in the section entitled "Terms of Leave" above, for
one or more qualifying exigencies while his/her child, parent, or spouse who is a military
member is on covered active duty or on call to covered active duty status. (29 USC 2612; 29
CFR 825.126)
Covered active duty means duty during the deployment of a member of the regular Armed
Forces to a foreign country or duty during the deployment of a member of the National Guard or
Reserves to a foreign country under a call or an order to active duty in support of a contingency
operation pursuant to law. (29 USC 2611; 29 CFR 825.126)
Qualifying exigencies include time needed to: (29 CFR 825.126)
1.

Address issues arising from short notice deployment of up to seven calendar days from
the date of receipt of call or order of short notice deployment

2.

Attend military events and related activities, such as any official ceremony or family
assistance program related to the covered active duty or call to covered active duty status

3.

Arrange child care or attend school activities arising from the covered active duty or call
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to covered active duty, such as arranging for alternative child care, enrolling or
transferring a child to a new school, or attending meetings
4.

Make or update financial and legal arrangements to address a military member's absence

5.

Attend counseling provided by someone other than a health care provider

6.

Spend time (up to 15 days of leave per instance) with a military member who is on
short-term, temporary, rest and recuperation leave during deployment

7.

Attend to certain post-deployment activities, such as arrival ceremonies or reintegration
briefings

8.

Care for a military member's parent who is incapable of self-care when the care is
necessitated by the military member's covered active duty

9.

Address any other event that the employee and district agree is a qualifying exigency

The employee shall provide the Superintendent or designee with notice of the need for the
qualifying exigency leave as soon as practicable, regardless of how far in advance such leave is
foreseeable. (29 CFR 825.302)
An employee who is requesting leave for qualifying exigencies shall provide the Superintendent
or designee with a copy of the military member's active duty orders, or other documentation
issued by the military, and the dates of the service. In addition, the employee shall provide the
Superintendent or designee with certification of the qualifying exigency necessitating the leave.
The certification shall contain the information specified in 29 CFR 825.309.
The employee's qualifying exigency leave may be taken on an intermittent or reduced work or
leave schedule basis. (29 CFR 825.302)
During the period of qualified exigency leave, the district's rule regarding an employee's use of
his/her accrued vacation leave and any other accrued paid or unpaid time off, as specified in the
section "Use/Substitution of Paid Leave" above, shall apply.
Military Caregiver Leave
The district shall grant an eligible employee up to a total of 26 work weeks of leave during a
single 12-month period, measured forward from the first date the leave is taken, to care for a
covered servicemember with a serious illness or injury. In order to be eligible for such military
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caregiver leave, the employee must be the spouse, son, daughter, parent, or next of kin of the
covered servicemember. This 26-week period is not in addition to, but rather is inclusive of, the
12 work weeks of leave that may be taken for other FMLA qualifying reasons. (29 USC 2611,
2612; 29 CFR 825.127)
Covered servicemember may be: (29 CFR 825.127)
1.

A current member of the Armed Forces, including a member of the National Guard or
Reserves, who is undergoing medical treatment, recuperation, or therapy; is otherwise in
outpatient status; or is otherwise on the temporary disability retired list for a serious
injury or illness

2.

A veteran who was discharged or released under conditions other than dishonorable at
any time during the five-year period prior to the first date the eligible employee takes
FMLA leave to care for the covered veteran

Son or daughter of a covered servicemember means the biological, adopted, or foster child,
stepchild, legal ward, or a child of any age for whom the covered servicemember stood in loco
parentis. (29 CFR 825.127)
Parent of a covered servicemember means the covered servicemember's biological, adopted, step,
or foster parent, or any other individual who stood in loco parentis to the covered servicemember
(except "parents in law"). (29 CFR 825.127)
Next of kin means the nearest blood relative to the covered servicemember, or as designated in
writing by the covered servicemember. (29 USC 2611, 2612)
Outpatient status means the status of a member of the Armed Forces assigned to a military
medical treatment facility as an outpatient or a unit established for the purpose of providing
command and control of members of the Armed Forces receiving medical care as outpatients.
(29 USC 2611; 29 CFR 825.127)
Serious injury or illness means: (29 USC 2611; 29 CFR 825.127)
1.

For a current member of the Armed Forces, an injury or illness incurred by the member
in the line of duty on active duty, or that existed before the beginning of the member's
active duty and was aggravated by the member's service in the line of duty while on
active duty in the Armed Forces, and that may render the member medically unfit to
perform the duties of the member's office, grade, rank, or rating.
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2.

For a veteran, an injury or illness incurred or aggravated by the member's service in the
line of duty on active duty in the Armed Forces, including the National Guard or
Reserves, that manifested itself before or after the member became a veteran and that is at
least one of the following:
a.

A continuation of a serious injury or illness incurred or aggravated while the
veteran was a member of the Armed Forces and rendered him/her unable to
perform the duties of his/her office, grade, rank, or rating

b.

A physical or mental condition for which the veteran has received a U.S.
Department of Veterans Affairs (VA) Service-Related Disability Rating of 50
percent or greater, based wholly or partly on that physical or mental condition

c.

A physical or mental condition that substantially impairs the veteran's ability to
secure or follow a substantially gainful occupation by reason of one or more
disabilities related to his/her military service or that would do so but for treatment
received by the veteran

d.

An injury, including a psychological injury, on the basis of which the veteran has
been enrolled in the VA's Program of Comprehensive Assistance for Family
Caregivers

The employee shall provide reasonable and practicable notice of the need for the leave in
accordance with the procedures in the section entitled "Request for Leave" above.
An employee requesting leave to care for a covered servicemember with a serious injury or
illness shall provide the Superintendent or designee with certification from an authorized health
care provider of the servicemember that contains the information specified in 29 CFR 825.310.
The leave may be taken intermittently or on a reduced work or leave schedule when medically
necessary. An employee taking military caregiver leave in combination with other leaves
pursuant to this administrative regulation shall be entitled to a combined total of 26 work weeks
of leave during a single 12-month period. When both spouses work for the district and both wish
to take such leave, the spouses are limited to a maximum combined total of 26 work weeks
during a single 12-month period. (29 USC 2612)
During the period of military caregiver leave, the district's rule regarding an employee's use of
his/her accrued vacation leave and other accrued paid or unpaid time off, as specified in the
section "Use/Substitution of Paid Leave" above, shall apply.
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Notifications
The Superintendent or designee shall provide the following notifications regarding state and
federal law related to PDL or FMLA/CFRA leave:
1.

General Notice: Information explaining the provisions of the FEHA/PDL and
FMLA/CFRA and employee rights and obligations shall be posted in a conspicuous place
on district premises, or electronically, and shall be included in employee handbooks. (2
CCR 11049, 11095; 29 USC 2619)
The general notice shall also explain an employee's obligation to provide the
Superintendent or designee with at least 30 days notice of the need for the requested
leave, when the need is reasonably foreseeable at least 30 days prior to the start of the
leave. (2 CCR 11050, 11091)
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)

2.

Eligibility Notice: When an employee requests leave, including PDL, or when the
Superintendent or designee acquires knowledge that an employee's leave may be for an
FMLA/CFRA qualifying reason, the Superintendent or designee shall, within five
business days, provide notification to the employee of his/her eligibility to take such
leave. (2 CCR 11049, 11091; 29 CFR 825.300)

3.

Rights and Responsibilities Notice: Each time the eligibility notice is provided to an
employee, the Superintendent or designee shall provide written notification explaining
the specific expectations and obligations of the employee, including any consequences
for a failure to meet those obligations. Such notice shall include, as applicable: (29 CFR
825.300)
a.

A statement that the leave may be designated and counted against the employee's
annual FMLA/CFRA leave entitlement and the appropriate 12-month entitlement
period, if qualifying

b.

Any requirements for the employee to furnish medical certification of a serious
health condition, serious injury or illness, or qualifying exigency arising out of
active duty or call to active duty status and the consequences of failing to provide
the certification

c.

The employee's right to use paid leave, whether the district will require use of
paid leave, conditions related to any use of paid leave, and the employee's
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entitlement to take unpaid leave if the employee does not meet the conditions for
paid leave
d.

Any requirements for the employee to make premium payments necessary to
maintain health benefits, the arrangement for making such payments, and the
possible consequences of failure to make payments on a timely basis

e.

The employee's status as a "key employee" if applicable, potential consequence
that restoration may be denied following the FMLA leave, and explanation of the
conditions required for such denial

f.

The employee's right to maintenance of benefits during the leave and restoration
to the same or an equivalent job upon return from leave

g.

The employee's potential liability for health insurance premiums paid by the
district during the employee's unpaid FMLA leave should the employee not return
to service after the leave
Any time the information provided in the above notice changes, the
Superintendent or designee shall, within five business days of his/her receipt of an
employee's first notice of need for leave, provide the employee with a written
notice referencing the prior notice and describing any changes to the notice. (29
CFR 825.300)

4.

Designation Notice: When the Superintendent or designee has information (e.g.,
sufficient medical certification) to determine whether the leave qualifies as FMLA/CFRA
leave, he/she shall, within five business days, provide written notification designating the
leave as FMLA/CFRA qualifying or, if the leave will not be so designated, the reason for
that determination. (2 CCR 11091; 29 CFR 825.300)
If the amount of leave needed is known, the notice shall include the number of hours,
days, or weeks that will be counted against the employee's FMLA/CFRA entitlement. If it
is not possible to provide that number at the time of the designation notice, notification
shall be provided of the amount of leave counted against the employee's entitlement upon
request by the employee and at least once in every 30-day period if leave was taken in
that period. (29 CFR 825.300)
If the district requires paid leave to be used during an otherwise unpaid family care and
medical leave, the notice shall so specify. If the district requires an employee to present
a release to return to work certification that addresses the employee's ability to perform
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the essential functions of the job, the notice shall also specify that requirement. (2 CCR
11091, 11097; 29 CFR 825.300)
Any time the information provided in the designation notice changes, the Superintendent
or designee shall, within five business days, provide the employee with written notice
referencing the prior notice and describing any changes to the notice. (29 CFR 825.300)
Records
The Superintendent or designee shall maintain records pertaining to an individual employee's use
of family care and medical leave in accordance with law. (Government Code 12946; 29 USC
2616; 42 USC 2000ff-1; 29 CFR 825.500)

Legal Reference:
EDUCATION CODE
44965 Granting of leaves of absence for pregnancy and childbirth
FAMILY CODE
297-297.5 Rights, protections, and benefits under law; registered domestic partners
300 Validity of marriage
GOVERNMENT CODE
12926 Fair employment and housing act, definitions
12940 Unlawful employment practices
12945 Pregnancy; childbirth or related medical condition; unlawful practice
12945.1-12945.2 California Family Rights Act
12945.6 Parental leave
12946 Fair Employment and Housing Act: discrimination prohibited
CODE OF REGULATIONS, TITLE 2
11035-11051 Sex discrimination: pregnancy, childbirth and related medical conditions
11087-11098 California Family Rights Act
UNITED STATES CODE, TITLE 1
7 Definition of marriage
UNITED STATES CODE, TITLE 29
2601-2654 Family and Medical Leave Act of 1993, as amended
UNITED STATES CODE, TITLE 42
2000ff-1-2000ff-11 Genetic Information Nondiscrimination Act of 2008
CODE OF FEDERAL REGULATIONS, TITLE 29
825.100-825.800 Family and Medical Leave Act of 1993
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COURT DECISIONS
United States v. Windsor, (2013) 699 F.3d 169
Faust v. California Portland Cement Company, (2007) 150 Cal.App.4th 864
Tellis v. Alaska Airlines, (9th Cir., 2005) 414 F.3d 1045
Management Resources:
U.S. DEPARTMENT OF LABOR PUBLICATIONS
Military Family Leave Provisions of the FMLA Frequently Asked Questions and Answers
WEB SITES
California Department of Fair Employment and Housing: http://www.dfeh.ca.gov
U.S. Department of Labor, FMLA: http://www.dol.gov/whd/fmla

Adopted: 1/2019
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WHO TO CALL
STAFF MEMBER

RESPONSIBILITY

TELEPHONE NUMBER

Jordan Reeves
Superintendent

Overall leadership of Gridley Unified
School District

846-4721 ext. 8103

Jenny Dolan
Administrative Secretary

Secretary to the Superintendent & Board
Use of District Facilities
Board Agenda Requests
Board Policy Updates
Interdistrict Transfers
Expulsion Hearings

846-4721 ext. 8103

Kay Mower
Secretary/Account Clerk II

Office Depot Orders
Reimbursements
Purchase Orders Processing
Accounts Payable
Transportation Mileage Reporting

846-4721 ext. 8101

Elda Villalpando
Payroll Technician

Payroll
Substitute Employee Processing
Health and Welfare Benefits

846-4721 ext. 8104

Antionette Paul
Secretary/Account Clerk II

Attendance
Accounts Receivable
Student Activity Accounts
Developer Fees
CBEDS
Cafeteria AP, AR, Claim Forms
Coaching Contract
Volunteer Processing
Leave Posting/ Absence Reporting
Retiree Health and Welfare Benefits

846-4721 ext. 8105

Heather Naylor
Chief Business Official

Budget – State & Federal Reporting
Purchasing
Property Liability Insurance
Audits

846-4721 ext. 8106

Julie Vang
Director of Human Resources

All Personnel Actions
Personnel Records
Certificated Assignments
Units Evaluation Process & Tracking
Worker’s Compensation Reports
Coordinates FMLA/PDL/CFRA
Absence Tracking (leave balances)

846-4721 ext. 8110

Michael Pilakowski

Curriculum and Instruction
District Technology
Professional Development
Instructional Coaching
Federal Programs

846-4721 ext. 8111

District Technology support
Phones/Voicemail
Kim Parks

Maintenance/Grounds
Operations
Transportation

846-2309

California Penal Code §§11165.7, 11166, and 11167
California Penal Code § 11166.5(a) requires that all mandated reporters of child abuse and neglect be provided with
these statutes.
§ 11165.7. "Mandated reporter"; Training
11165.7. (a) As used in this article, “mandated reporter” is defined as any of the following:
(1) A teacher.
(2) An instructional aide.
(3) A teacher’s aide or teacher’s assistant employed by a public or private school.
(4) A classified employee of a public school.
(5) An administrative officer or supervisor of child welfare and attendance, or a certificated pupil personnel
employee of a public or private school.
(6) An administrator of a public or private day camp.
(7) An administrator or employee of a public or private youth center, youth recreation program, or youth
organization.
(8) An administrator or employee of a public or private organization whose duties require direct contact and
supervision of children.
(9) An employee of a county office of education or the State Department of Education whose duties bring the
employee into contact with children on a regular basis.
(10) A licensee, an administrator, or an employee of a licensed community care or child day care facility.
(11) A Head Start program teacher.
(12) A licensing worker or licensing evaluator employed by a licensing agency, as defined in Section 11165.11.
(13) A public assistance worker.
(14) An employee of a child care institution, including, but not limited to, foster parents, group home personnel,
and personnel of residential care facilities.
(15) A social worker, probation officer, or parole officer.
(16) An employee of a school district police or security department.
(17) A person who is an administrator or presenter of, or a counselor in, a child abuse prevention program in a
public or private school.
(18) A district attorney investigator, inspector, or local child support agency caseworker, unless the
investigator, inspector, or caseworker is working with an attorney appointed pursuant to Section 317 of the
Welfare and Institutions Code to represent a minor.
(19) A peace officer, as defined in Chapter 4.5 (commencing with Section 830) of Title 3 of Part 2, who is not
otherwise described in this section.
(20) A firefighter, except for volunteer firefighters.
(21) A physician and surgeon, psychiatrist, psychologist, dentist, resident, intern, podiatrist, chiropractor,
licensed nurse, dental hygienist, optometrist, marriage and family therapist, clinical social worker, professional
clinical counselor, or any other person who is currently licensed under Division 2 (commencing with Section
500) of the Business and Professions Code.
(22) An emergency medical technician I or II, paramedic, or other person certified pursuant to Division 2.5
(commencing with Section 1797) of the Health and Safety Code.
(23) A psychological assistant registered pursuant to Section 2913 of the Business and Professions Code.
(24) A marriage and family therapist trainee, as defined in subdivision (c) of Section 4980.03 of the Business
and Professions Code.
(25) An unlicensed marriage and family therapist intern registered under Section 4980.44 of the Business and
Professions Code.
(26) A state or county public health employee who treats a minor for venereal disease or any other condition.
(27) A coroner.
(28) A medical examiner or other person who performs autopsies.
(29) A commercial film and photographic print or image processor as specified in subdivision (e) of Section
11166. As used in this article, “commercial film and photographic print or image processor” means a person
who develops exposed photographic film into negatives, slides, or prints, or who makes prints from negatives or
slides, or who prepares, publishes, produces, develops, duplicates, or prints any representation of information,
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data, or an image, including, but not limited to, any film, filmstrip, photograph, negative, slide, photocopy,
videotape, video laser disk, computer hardware, computer software, computer floppy disk, data storage medium,
CD-ROM, computer-generated equipment, or computer-generated image, for compensation. The term includes
any employee of that person; it does not include a person who develops film or makes prints or images for a
public agency.
(30) A child visitation monitor. As used in this article, “child visitation monitor” means a person who, for
financial compensation, acts as a monitor of a visit between a child and another person when the monitoring of
that visit has been ordered by a court of law.
(31) An animal control officer or humane society officer. For the purposes of this article, the following terms
have the following meanings:
(A) “Animal control officer” means a person employed by a city, county, or city and county for the
purpose of enforcing animal control laws or regulations.
(B) “Humane society officer” means a person appointed or employed by a public or private entity as a
humane officer who is qualified pursuant to Section 14502 or 14503 of the Corporations Code.
(32) A clergy member, as specified in subdivision (d) of Section 11166. As used in this article, “clergy
member” means a priest, minister, rabbi, religious practitioner, or similar functionary of a church, temple, or
recognized denomination or organization.
(33) Any custodian of records of a clergy member, as specified in this section and subdivision (d) of Section
11166.
(34) An employee of any police department, county sheriff’s department, county probation department, or
county welfare department.
(35) An employee or volunteer of a Court Appointed Special Advocate program, as defined in Rule 5.566 of the
California Rules of Court.
(36) A custodial officer, as defined in Section 831.5.
(37) A person providing services to a minor child under Section 12300 or 12300.1 of the Welfare and
Institutions Code.
(38) An alcohol and drug counselor. As used in this article, an “alcohol and drug counselor” is a person
providing counseling, therapy, or other clinical services for a state licensed or certified drug, alcohol, or drug
and alcohol treatment program. However, alcohol or drug abuse, or both alcohol and drug abuse, is not, in and
of itself, a sufficient basis for reporting child abuse or neglect.
(39) A clinical counselor trainee, as defined in subdivision (g) of Section 4999.12 of the Business and
Professions Code.
(40) A clinical counselor intern registered under Section 4999.42 of the Business and Professions Code.
(41) An employee or administrator of a public or private postsecondary institution, whose duties bring the
administrator or employee into contact with children on a regular basis, or who supervises those whose duties
bring the administrator or employee into contact with children on a regular basis, as to child abuse or neglect
occurring on that institution’s premises or at an official activity of, or program conducted by, the institution.
Nothing in this paragraph shall be construed as altering the lawyer-client privilege as set forth in Article 3
(commencing with Section 950) of Chapter 4 of Division 8 of the Evidence Code.
(42) An athletic coach, athletic administrator, or athletic director employed by any public or private school that
provides any combination of instruction for kindergarten, or grades 1 to 12, inclusive.
(43)
(A) A commercial computer technician as specified in subdivision (e) of Section 11166. As used in this
article, “commercial computer technician” means a person who works for a company that is in the business of
repairing, installing, or otherwise servicing a computer or computer component, including, but not limited to, a
computer part, device, memory storage or recording mechanism, auxiliary storage recording or memory
capacity, or any other material relating to the operation and maintenance of a computer or computer network
system, for a fee. An employer who provides an electronic communications service or a remote computing
service to the public shall be deemed to comply with this article if that employer complies with Section 2258A
of Title 18 of the United States
Code.
(B) An employer of a commercial computer technician may implement internal procedures for
facilitating reporting consistent with this article. These procedures may direct employees who are mandated
reporters under this paragraph to report materials described in subdivision (e) of Section 11166 to an employee
who is designated by the employer to receive the reports. An employee who is designated to receive reports
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under this subparagraph shall be a commercial computer technician for purposes of this article. A commercial
computer technician who makes a report to the designated employee pursuant to this subparagraph shall be
deemed to have complied with the requirements of this article and shall be subject to the protections afforded to
mandated reporters, including, but not limited to, those protections afforded by Section 11172.
(44) Any athletic coach, including, but not limited to, an assistant coach or a graduate assistant involved in
coaching, at public or private postsecondary institutions.
(b) Except as provided in paragraph (35) of subdivision (a), volunteers of public or private organizations whose duties
require direct contact with and supervision of children are not mandated reporters but are encouraged to obtain training
in the identification and reporting of child abuse and neglect and are further encouraged to report known or suspected
instances of child abuse or neglect to an agency specified in Section 11165.9.
(c) Employers are strongly encouraged to provide their employees who are mandated reporters with training in the
duties imposed by this article. This training shall include training in child abuse and neglect identification and training in
child abuse and neglect reporting. Whether or not employers provide their employees with training in child abuse and
neglect
identification and reporting, the employers shall provide their employees who are mandated reporters with the statement
required pursuant to subdivision (a) of Section 11166.5.
(d) School districts that do not train their employees specified in subdivision (a) in the duties of mandated reporters
under the child abuse reporting laws shall report to the State Department of Education the reasons why this training is
not provided.
(e) Unless otherwise specifically provided, the absence of training shall not excuse a mandated reporter from the duties
imposed by this article.
(f) Public and private organizations are encouraged to provide their volunteers whose duties require direct contact with
and supervision of children with training in the identification and reporting of child abuse and neglect.
§ 11166. Duty to report; Mandated reporters; Punishment for violation
(a) Except as provided in subdivision (d), and in Section 11166.05, a mandated reporter shall make a report to an agency
specified in Section 11165.9 whenever the mandated reporter, in his or her professional capacity or within the scope of
his or her 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. The mandated reporter shall make an initial report by telephone to the
agency immediately or as soon as is practicably possible, and shall prepare and send, fax, or electronically transmit a
written followup report within 36 hours of receiving the information concerning the incident. The mandated reporter
may include with the report any nonprivileged documentary evidence the mandated reporter possesses relating to the
incident.
(1) For purposes of this article, "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 or her training and experience, to suspect child abuse or neglect. "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; any "reasonable suspicion" is sufficient. For purposes of this
article, the pregnancy of a minor does not, in and of itself, constitute a basis for a reasonable suspicion of sexual
abuse.
(2) The agency shall be notified and a report shall be prepared and sent, faxed, or electronically transmitted even
if the child has expired, regardless of whether or not the possible abuse was a factor contributing to the death,
and even if suspected child abuse was discovered during an autopsy.
(3) Any report made by a mandated reporter pursuant to this section shall be known as a mandated report.
(b) If after reasonable efforts a mandated reporter is unable to submit an initial report by telephone, he or she shall
immediately or as soon as is practicably possible, by fax or electronic transmission, make a one-time automated written
report on the form prescribed by the Department of Justice, and shall also be available to respond to a telephone
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followup call by the agency with which he or she filed the report. A mandated reporter who files a one-time automated
written report because he or she was unable to submit an initial report by telephone is not required to submit a written
followup report.
(1) The one-time automated written report form prescribed by the Department of Justice shall be clearly
identifiable so that it is not mistaken for a standard written followup report. In addition, the automated one-time
report shall contain a section that allows the mandated reporter to state the reason the initial telephone call was
not able to be completed. The reason for the submission of the one-time automated written report in lieu of the
procedure prescribed in subdivision (a) shall be captured in the Child Welfare Services/Case Management
System (CWS/CMS). The department shall work with stakeholders to modify reporting forms and the
CWS/CMS as is necessary to accommodate the changes enacted by these provisions.
(2) This subdivision shall not become operative until the CWS/CMS is updated to capture the information
prescribed in this subdivision.
(3) This subdivision shall become inoperative three years after this subdivision becomes operative or on January
1, 2009, whichever occurs first.
(4) On the inoperative date of these provisions, a report shall be submitted to the counties and the Legislature by
the State Department of Social Services that reflects the data collected from automated one-time reports
indicating the reasons stated as to why the automated one-time report was filed in lieu of the initial telephone
report.
(5) Nothing in this section shall supersede the requirement that a mandated reporter first attempt to make a
report via telephone, or that agencies specified in Section 11165.9 accept reports from mandated reporters and
other persons as required.
(c) Any mandated reporter who fails to report an incident of known or reasonably suspected child abuse or neglect as
required by this section is guilty of a misdemeanor punishable by up to six months confinement in a county jail or by a
fine of one thousand dollars ($1,000) or by both that imprisonment and fine. If a mandated reporter intentionally
conceals his or her failure to report an incident known by the mandated reporter to be abuse or severe neglect under this
section, the failure to report is a continuing offense until an agency specified in Section 11165.9 discovers the offense.
(d)
(1) A clergy member who acquires knowledge or a reasonable suspicion of child abuse or neglect during a
penitential communication is not subject to subdivision (a). For the purposes of this subdivision, "penitential
communication" means a communication, intended to be in confidence, including, but not limited to, a
sacramental confession, made to a clergy member who, in the course of the discipline or practice of his or her
church, denomination, or organization, is authorized or accustomed to hear those communications, and under the
discipline, tenets, customs, or practices of his or her church, denomination, or organization, has a duty to keep
those communications secret.
(2) Nothing in this subdivision shall be construed to modify or limit a clergy member's duty to report known or
suspected child abuse or neglect when the clergy member is acting in some other capacity that would otherwise
make the clergy member a mandated reporter.
(3)
(A) On or before January 1, 2004, a clergy member or any custodian of records for the clergy member
may report to an agency specified in Section 11165.9 that the clergy member or any custodian of
records for the clergy member, prior to January 1, 1997, in his or her professional capacity or within the
scope of his or her employment, other than during a penitential communication, acquired knowledge or
had a reasonable suspicion that a child had been the victim of sexual abuse that the clergy member or
any custodian of records for the clergy member did not previously report the abuse to an agency
specified in Section 11165.9. The provisions of Section 11172 shall apply to all reports made pursuant
to this paragraph.
(B) This paragraph shall apply even if the victim of the known or suspected abuse has reached the age
of majority by the time the required report is made.
(C) The local law enforcement agency shall have jurisdiction to investigate any report of child abuse
made pursuant to this paragraph even if the report is made after the victim has reached the age of
majority.
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(e)
(1) Any commercial film, photographic print, or image processor who has knowledge of or observes, within the
scope of his or her professional capacity or employment, any film, photograph, videotape, negative, slide, or any
representation of information, data, or an image, including, but not limited to, any film, filmstrip, photograph,
negative, slide, photocopy, videotape, video laser disc, computer hardware, computer software, computer floppy
disk, data storage medium, CD-ROM, computer-generated equipment, or computer-generated image depicting a
child under 16 years of age engaged in an act of sexual conduct, shall immediately, or as soon as practically
possible, telephonically report the instance of suspected abuse to the law enforcement agency located in the
county in which the images are seen. Within 36 hours of receiving the information concerning the incident, the
reporter shall prepare and send, fax, or electronically transmit a written followup report of the incident with a
copy of the image or material attached.
(2) Any commercial computer technician who has knowledge of or observes, within the scope of his or her
professional capacity or employment, any representation of information, data, or an image, including, but not
limited, to any computer hardware, computer software, computer file, computer floppy disk, data storage
medium, CD-ROM, computer-generated equipment, or computer-generated image that is retrievable in
perceivable form and that is intentionally saved, transmitted, or organized on an electronic medium, depicting a
child under 16 years of age engaged in an act of sexual conduct, shall immediately, or as soon as practicably
possible, telephonically report the instance of suspected abuse to the law enforcement agency located in the
county in which the images or material are seen. As soon as practicably possible after receiving the information
concerning the incident, the reporter shall prepare and send, fax, or electronically transmit a written followup
report of the incident with a brief description of the images or materials.
(3) For purposes of this article, "commercial computer technician" includes an employee designated by an
employer to receive reports pursuant to an established reporting process authorized by subparagraph (B) of
paragraph (41) of subdivision (a) of Section 11165.7.
(4) As used in this subdivision, "electronic medium" includes, but is not limited to, a recording, CD-ROM,
magnetic disk memory, magnetic tape memory, CD, DVD, thumbdrive, or any other computer hardware or
media.
(5) As used in this subdivision, "sexual conduct" means any of the following:
(A) Sexual intercourse, including genital-genital, oral-genital, anal-genital, or oral-anal, whether
between persons of the same or opposite sex or between humans and animals.
(B) Penetration of the vagina or rectum by any object.
(C) Masturbation for the purpose of sexual stimulation of the viewer.
(D) Sadomasochistic abuse for the purpose of sexual stimulation of the viewer.
(E) Exhibition of the genitals, pubic, or rectal areas of any person for the purpose of sexual stimulation
of the viewer.
(f) Any mandated reporter who knows or reasonably suspects that the home or institution in which a child resides is
unsuitable for the child because of abuse or neglect of the child shall bring the condition to the attention of the agency to
which, and at the same time as, he or she makes a report of the abuse or neglect pursuant to subdivision (a).
(g) Any other person who has knowledge of or observes a child whom he or 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 an agency
specified in Section 11165.9. For purposes of this section, "any other person" includes a mandated reporter who acts in
his or her private capacity and not in his or her professional capacity or within the scope of his or her employment.
(h) When two or more persons, who are required to report, jointly have knowledge of a known or suspected instance of
child abuse or neglect, and when there is agreement among them, the telephone 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.
(i)
(1) The reporting duties under this section are individual, and no supervisor or administrator may impede or
inhibit the reporting duties, and no person making a report shall be subject to any sanction for making the report.
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However, internal procedures to facilitate reporting and apprise supervisors and administrators of reports may be
established provided that they are not inconsistent with this article.
(2) The internal procedures shall not require any employee required to make reports pursuant to this article to
disclose his or her identity to the employer.
(3) Reporting the information regarding a case of possible child abuse or neglect to an employer, supervisor,
school principal, school counselor, coworker, or other person shall not be a substitute for making a mandated
report to an agency specified in Section 11165.9.
(j) A county probation or welfare department shall immediately, or as soon as practicably possible, report by telephone,
fax, or electronic transmission to the law enforcement agency having jurisdiction over the case, to the agency given the
responsibility for investigation of cases under Section 300 of the Welfare and Institutions Code, and to the district
attorney's office every known or suspected instance of child abuse or neglect, as defined in Section 11165.6, except acts
or omissions coming within subdivision (b) of Section 11165.2, or reports made pursuant to Section 11165.13 based on
risk to a child which relates solely to the inability of the parent to provide the child with regular care due to the parent's
substance abuse, which shall be reported only to the county welfare or probation department. A county probation or
welfare department also shall send, fax, or electronically transmit a written report thereof within 36 hours of receiving
the information concerning the incident to any agency to which it makes a telephone report under this subdivision.
(k) A law enforcement agency shall immediately, or as soon as practicably possible, report by telephone, fax, or
electronic transmission to the agency given responsibility for investigation of cases under Section 300 of the Welfare
and Institutions Code and to the district attorney's office every known or suspected instance of child abuse or neglect
reported to it, except acts or omissions coming within subdivision (b) of Section 11165.2, which shall be reported only
to the county welfare or probation department. A law enforcement agency shall report to the county welfare or probation
department every known or suspected instance of child abuse or neglect reported to it which is alleged to have occurred
as a result of the action of a person responsible for the child's welfare, or as the result of the failure of a person
responsible for the child's welfare to adequately protect the minor from abuse when the person responsible for the child's
welfare knew or reasonably should have known that the minor was in danger of abuse. A law enforcement agency also
shall send, fax, or electronically transmit a written report thereof within 36 hours of receiving the information
concerning the incident to any agency to which it makes a telephone report under this subdivision.
§ 11167. Required information; Confidentiality of reporter's identity; Advising individual of complaint or
allegations
(a) Reports of suspected child abuse or neglect pursuant to Section 11166 or Section 11166.05 shall include the name,
business address, and telephone number of the mandated reporter; the capacity that makes the person a mandated
reporter; and the information that gave rise to the reasonable suspicion of child abuse or neglect and the source or
sources of that information. If a report is made, the following information, if known, shall also be included in the report:
the child's name, the child's address, present location, and, if applicable, school, grade, and class; the names, addresses,
and telephone numbers of the child's parents or guardians; and the name, address, telephone number, and other relevant
personal information about the person or persons 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 or her.
(b) Information relevant to the incident of child abuse or neglect and information relevant to a report made pursuant to
Section 11166.05 may be given to an investigator from an agency that is investigating the known or suspected case of
child abuse or neglect.
(c) Information relevant to the incident of child abuse or neglect, including the investigation report and other pertinent
materials, and information relevant to a report made pursuant to Section 11166.05 may be given to the licensing agency
when it is investigating a known or suspected case of child abuse or neglect.
(d)
(1) The identity of all persons who report under this article shall be confidential and disclosed only among
agencies receiving or investigating mandated reports, to the prosecutor in a criminal prosecution or in an action
initiated under Section 602 of the Welfare and Institutions Code arising from alleged child abuse, or to counsel
appointed pursuant to subdivision (c) of Section 317 of the Welfare and Institutions Code, or to the county
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counsel or prosecutor in a proceeding under Part 4 (commencing with Section 7800) of Division 12 of the
Family Code or Section 300 of the Welfare and Institutions Code, or to a licensing agency when abuse or
neglect in out-of-home care is reasonably suspected, or when those persons waive confidentiality, or by court
order.
(2) No agency or person listed in this subdivision shall disclose the identity of any person who reports under
this article to that person's employer, except with the employee's consent or by court order.
(e) Notwithstanding the confidentiality requirements of this section, a representative of a child protective services
agency performing an investigation that results from a report of suspected child abuse or neglect made pursuant to
Section 11166 or Section 11166.05, at the time of the initial contact with the individual who is subject to the
investigation, shall advise the individual of the complaints or allegations against him or her, in a manner that is
consistent with laws protecting the identity of the reporter under this article.
(f) Persons who may report pursuant to subdivision (g) of Section 11166 are not required to include their names.
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notice to

employees

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

Workers’ Compensation Benefits include
MEDICAL CARE - All medical treatment — without a deductible or dollar limit. Costs are paid directly by the claim administrator, so
you should never see a bill. For dates of injury on or after 1/1/04 there is a limit on some medical treatment.
You may be eligible to treat with your personal physician should you become injured on the job. If eligible, you must notify your
employer in writing before you are injured. If you have questions please contact your employer who is required to provide written
information regarding workers’ compensation benefits to all new employees.
PAYMENT F OR LOST WAGES - If you’re temporarily disabled by a job injury or illness, you’ll receive tax-free income, subject to state
limits, until your doctor says you are able to return to work. Payments are two-thirds of your average weekly pay, up to a maximum set
by state law. Payments aren’t made for the first three days unless you’re hospitalized as an inpatient or unable to work more than 14
days.
If the injury or illness results in permanent disability, additional payments will be made after recovery. If the injury results in death,
benefits will be paid to surviving dependents.
REHABILITATION - For the date of injury 12/31/03 and prior - If the injury or illness prevents you from returning to your usual job,
you may qualify for vocational rehabilitation. For dates of injury on or after 1/1/04 - you may be entitled to a Supplemental Job
Displacement Voucher, if your employer is not able to return you to work within 60 days after temporary disability ends.

In the event of a work injury
1.
2.
3.
4.

5.
6.

Be sure first aid is given.
If emergency medical treatment is needed call 911.
See that the injured employee is taken to a doctor or hospital, if necessary.
Report all injuries immediately to your supervisor or
846-4721 ext. 31
Julie Vang, Personnel Manager
____________________________________
at _________________________________
Employer Representative
Phone Number
Contact your employer representative or claim administrator if you have questions about workers’ compensation. You
may also contact an Information and Assistance Officer at the State Division of Workers’ Compensation at
______________________________________
Hear recorded information and a list of local offices by calling toll-free 800 736-7401 or visit www.dir.ca.gov.

Claims Administered by:
Claims Administrator:
Address:
City, State, Zip Code:
Phone Number:
Carrier/Self Insured
Policy expiration date:

Keenan & Associates

Emergency numbers:
Ambulance:
911
Fire Department:
911
Police:
911
Hospital
911
Physician
If this policy has expired contact the labor commissioner (213) 620-6630.

Anyone who knowingly files or assists in the filing of a false workers’ compensation claim may be fined up to $150,000 and sent to prison
for up to five years. (Insurance Code Section 1871.4)
June 2004

The definition of sexual harassment includes
many forms of offensive behavior.

Department of Fair Employment and Housing
such as a lead, supervisor, manager or agent;
• the employer had no knowledge of the
harassment;
• there was a program to prevent harassment; and
• once aware of any harassment, the employer
took immediate and appropriate corrective
action to stop the harassment.

Employees can also pursue the matter through
a private lawsuit in civil court after a complaint
has been filed with DFEH and a Right-to-Sue
Notice has been issued.

Sexual Harassment

For more information, see publication DFEH-159
“Guide for Complainants and Respondents.”

defines sexual harassment as harassment
based on sex or of a sexual nature; gender
harassment; and harassment based on pregnancy, childbirth, or related medical conditions.
The definition of sexual harassment includes
many forms of offensive behavior, including
harassment of a person of the same gender
as the harasser. The following is a partial list of
types of sexual harassment:

Filing a Complaint
Employees or job applicants who believe that they
have been sexually harassed may file a complaint of
discrimination with DFEH within one year of the
harassment.
DFEH serves as a neutral fact-finder and attempts to
help the parties voluntarily resolve disputes.
If DFEH finds sufficient evidence to establish that discrimination occurred and settlement efforts fail, the
Department may file a civil complaint in state or federal
court on behalf of the complaining party. The DFEH
may seek punitive damages is entitled to attorney’s fees
and costs if it prevails in litigation.
Remedies include:
• Fines or damages for emotional distress
from each employer or person found to have
violated the law

The Fair Employment and Housing Act (FEHA)

• Unwanted sexual advances
For more information, contact DFEH toll free at
(800) 884-1684
TTY number at (800) 700-2320
or visit our Web site at www.dfeh.ca.gov
In accordance with the California Government Code and
ADA requirements, this publication can be made available
in Braille, large print, computer disk, or tape cassette as
a disability-related reasonable accommodation for an
individual with a disability. To discuss how to receive a copy
of this publication in an alternative format, please contact
DFEH at the numbers above.

• Hiring or reinstatement
• Back pay or promotion
• Changes in the policies or practices of the
involved employer

The Facts About Sexual Harassment

S tate of California
Department of Fair Employment & Housing
DFEH-185 (11/14)

• Offering employment benefits in
exchange for sexual favors
• Actual or threatened retaliation
• Leering; making sexual gestures; or
displaying sexually suggestive objects,
pictures, cartoons, or posters
• Making or using derogatory comments,
epithets, slurs, or jokes
• Sexual comments including graphic comments about an individual’s body; sexually degrading words used to describe an
individual; or suggestive or obscene letters,
notes, or invitations
• Physical touching or assault, as well as
impeding or blocking movements
• Sexual desire is not necessary

The mission of the Departme nt of Fair Employme nt and Housing is to protect the people of
California from unlawful discrim ination in employment , housing and public accomm odat ions, and from
the perpetration of acts of hate violence.

Employers’ Obligations
All employers must take the following actions
against harassment:
• Take all reasonable steps to prevent
discrimination and harassment from
occurring. If harassment does occur,
take effective action to stop any further
harassment and to correct any effects
of the harassment.
• Develop and implement a sexual harassment prevention policy with a procedure
for employees to make complaints and
for the employer to investigate complaints.
Policies should include provisions to:
• Fully inform the complainant of
his/her rights and any obligations to secure those rights.
• Fully and effectively investigate. The investigation must be thorough, objective, and
complete. Anyone with information regarding the matter should be interviewed.
A determination must be made and the results communicated to the complainant,
to the alleged harasser and, as appropriate,
to all others directly concerned.
• Take prompt and effective corrective
action if the harassment allegations are
proven. The employer must take appropriate action to stop the harassment and ensure it will not continue. The employer
must also communicate to the com-

plainant that action has been taken to stop the
harassment from recurring. Finally, appropriate
steps must be taken to remedy the complainant’s
damages, if any.
• Post the Department of Fair Employment and
Housing (DFEH) employment poster (DFEH
- 162) in the workplace (available through the
DFEH publications line [916] 478-7201 or
Web site).
• Distribute an information sheet on sexual
harassment to all employees. An employer may
either distribute this pamphlet (DFEH 185)
or develop an equivalent document that meets
the requirements of Government Code section
12950(b). This pamphlet may be duplicated in
any quantity. However, this pamphlet is
not to be used in place of a sexual harassment
prevention policy, which all employers are
required to have.
• All employees should be made aware of the
seriousness of violations of the sexual harassment
policy and must be cautioned against using peer
pressure to discourage harassment victims
from complaining.
• Employers who do business in California and
employ 50 or more part-time or full-time
employees must provide at least two hours of
sexual harassment training every two years
to each supervisory employee and to all new
supervisory employees within six months of
their assumption of a supervisory position.

• A program to eliminate sexual harassment from
the workplace is not only required by law, but is
the most practical way for an employer
to avoid or limit liability if harassment should
occur despite preventive efforts.
Employer Liability
All employers, regardless of the number of employees,
are covered by the harassment section of the FEHA.
Employers are generally liable for harassment by
their supervisors or agents. Harassers, including both
supervisory and non-supervisory personnel, may be
held personally liable for harassing an employee or
coworker or for aiding and abetting harassment.
Additionally, the law requires employers to take
“all reasonable steps to prevent harassment from
occurring.” If an employer has failed to take such
preventive measures, that employer can be held liable for the harassment. A victim may be entitled to
damages, even though no employment opportunity
has been denied and there is no actual loss of pay or
benefits.
In addition, if an employer knows or should have
known that a non-employee (e.g. client or customer) has sexually harassed an employee, applicant, or
person providing services for the employer and fails
to take immediate and appropriate corrective action, the employer may be held liable for the actions
of the non-employee.
An employer might avoid liability if
• the harasser is not in a position of authority,

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
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EMPLOYEE
RIGHTS
UNDER THE FAMILY AND MEDICAL LEAVE ACT
THE UNITED STATES DEPARTMENT OF LABOR WAGE AND HOUR DIVISION
LEAVE
ENTITLEMENTS

Eligible employees who work for a covered employer can take up to 12 weeks of unpaid, job-protected leave in a 12-month period
for the following reasons:
•
•
•
•
•

The birth of a child or placement of a child for adoption or foster care;
To bond with a child (leave must be taken within 1 year of the child’s birth or placement);
To care for the employee’s spouse, child, or parent who has a qualifying serious health condition;
For the employee’s own qualifying serious health condition that makes the employee unable to perform the employee’s job;
For qualifying exigencies related to the foreign deployment of a military member who is the employee’s spouse,
child, or parent.

An eligible employee who is a covered servicemember’s spouse, child, parent, or next of kin may also take up to 26 weeks
of FMLA leave in a single 12-month period to care for the servicemember with a serious injury or illness.
An employee does not need to use leave in one block. When it is medically necessary or otherwise permitted, employees
may take leave intermittently or on a reduced schedule.
Employees may choose, or an employer may require, use of accrued paid leave while taking FMLA leave. If an employee
substitutes accrued paid leave for FMLA leave, the employee must comply with the employer’s normal paid leave policies.

BENEFITS &
PROTECTIONS

While employees are on FMLA leave, employers must continue health insurance coverage as if the employees were not on leave.
Upon return from FMLA leave, most employees must be restored to the same job or one nearly identical to it with
equivalent pay, benefits, and other employment terms and conditions.
An employer may not interfere with an individual’s FMLA rights or retaliate against someone for using or trying to use FMLA leave,
opposing any practice made unlawful by the FMLA, or being involved in any proceeding under or related to the FMLA.

ELIGIBILITY
REQUIREMENTS

An employee who works for a covered employer must meet three criteria in order to be eligible for FMLA leave. The employee must:
•
•
•

Have worked for the employer for at least 12 months;
Have at least 1,250 hours of service in the 12 months before taking leave;* and
Work at a location where the employer has at least 50 employees within 75 miles of the employee’s worksite.

*Special “hours of service” requirements apply to airline flight crew employees.

REQUESTING
LEAVE

Generally, employees must give 30-days’ advance notice of the need for FMLA leave. If it is not possible to give 30-days’ notice,
an employee must notify the employer as soon as possible and, generally, follow the employer’s usual procedures.
Employees do not have to share a medical diagnosis, but must provide enough information to the employer so it can determine
if the leave qualifies for FMLA protection. Sufficient information could include informing an employer that the employee is or
will be unable to perform his or her job functions, that a family member cannot perform daily activities, or that hospitalization or
continuing medical treatment is necessary. Employees must inform the employer if the need for leave is for a reason for which
FMLA leave was previously taken or certified.
Employers can require a certification or periodic recertification supporting the need for leave. If the employer determines that the
certification is incomplete, it must provide a written notice indicating what additional information is required.

EMPLOYER
RESPONSIBILITIES

Once an employer becomes aware that an employee’s need for leave is for a reason that may qualify under the FMLA, the
employer must notify the employee if he or she is eligible for FMLA leave and, if eligible, must also provide a notice of rights and
responsibilities under the FMLA. If the employee is not eligible, the employer must provide a reason for ineligibility.
Employers must notify its employees if leave will be designated as FMLA leave, and if so, how much leave will be designated as
FMLA leave.

ENFORCEMENT

Employees may file a complaint with the U.S. Department of Labor, Wage and Hour Division, or may bring a private lawsuit
against an employer.
The FMLA does not affect any federal or state law prohibiting discrimination or supersede any state or local law or collective
bargaining agreement that provides greater family or medical leave rights.

For additional information or to file a complaint:

1-866-4-USWAGE
(1-866-487-9243)

TTY: 1-877-889-5627

www.dol.gov/whd
U.S. Department of Labor

Wage and Hour Division
WH1420 REV 04/16
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Disability is an illness or injury, either physical
or mental, which prevents customary work.
Disability includes elective surgery, pregnancy,
childbirth, or related medical conditions.

DI Office Locations & Mailing Addresses
Chico...................................... 645 Salem Street

(PO Box 8190, Chico, CA 95927-8190)

Chino Hills....15315 Fairfield Ranch Road, Ste. 100

(PO Box 60006, City of Industry, CA 91716-0006)

Fresno............ 2550 Mariposa Mall, Rm. 1080A
(PO Box 32, Fresno, CA 93707-0032)

DISABILITY
INSURANCE
PROVISIONS

Long Beach.... 4300 Long Beach Blvd., Ste. 600

(PO Box 469, Long Beach, CA 90801-0469)

Los Angeles.......888 S. Figueroa Street, Ste. 200

(PO Box 513096, Los Angeles, CA 90051-1096)

Oakland............. 7677 Oakport Street, Ste. 325

(PO Box 1857, Oakland, CA 94606-1857)

• State Plan. The DI state plan is covered in this
brochure.

(PO Box 59903, Riverside, CA 92517-9903)

Sacramento...............................5009 Broadway

• Voluntary Plan (VP). A private plan, approved
by the Director of the EDD, which may be
substituted for the State Plan. Voluntary Plans
may be established if the employer and
majority of employees agree to do so. VP
information and filing a claim may be done
through your employer. If you are covered by
a VP, the provisions of this brochure may not
apply to you. Obtain information about your
coverage and file a VP claim through your
employer.

(PO Box 13140, Sacramento, CA 95813-3140)

San Bernardino .................. 371 West 3rd Street

(PO Box 781, San Bernardino, CA 92402-0781)

San Diego ....9246 Lightwave Avenue, Bldg. A, Ste. 300

(PO Box 120831, San Diego, CA 92112-0831)

San Francisco........ 745 Franklin Street, Rm. 300

(PO Box 193534, San Francisco, CA 94119-3534)

San Jose...................... 297 West Hedding Street

(PO Box 637, San Jose, CA 95106-0637)

(PO Box 1466, Santa Ana, CA 92702-1466)

Santa Barbara.................. 128 East Ortega Street

This pamphlet is for general information only,
and does not have the force and effect of the law,
rule or regulation.

(PO Box 1529, Santa Barbara, CA 93102-1529)

Santa Rosa .................. 606 Healdsburg Avenue

(PO Box 700, Santa Rosa, CA 95402-0700)

Stockton.............. 3127 Transworld Dr., Ste. 150

(PO Box 201006, Stockton, CA 95201-9006)

California State Government Employees

The EDD is an equal opportunity employer/program.
Auxiliary aids and services are available upon request to
individuals with disabilities. Requests for services, aids,
and/or alternate formats need to be made by calling DI at
1‑866‑490‑8879 (voice), or through the California Relay
Services at 711.

(PO Box 2168, Stockton, CA 95201-2168)

Van Nuys ........... 15400 Sherman Way, Rm. 500

(PO Box 10402, Van Nuys, CA 91410-0402)

SDI contributions are paid by California workers
covered by the SDI program. Contribution rates
may vary from year to year. For current rates, visit
the DI website at www.edd.ca.gov/disability,
or contact the Employment Development
Department (EDD) Disability Insurance customer
service at 1-800‑480-3287 or EDD employment
tax customer service at 1-888-745-3886.
DI Plans

Riverside......... 1190 Palmyrita Avenue, Ste. 100

Santa Ana.... 605 West Santa Ana Blvd., Bldg. 28, Rm. 735

Disability Insurance (DI) is a component of the
State Disability Insurance (SDI) program, designed
to partially replace wages lost due to a non-workrelated disability (see “Other Programs,” for jobrelated disabilities).

DE 2515 Rev. 64 (10-16) (INTERNET)
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• Elective Coverage (EC). Employers and selfemployed persons, including general partners,
may elect coverage. The method of computing
benefits for EC participants is not the same
as for mandatory rate payers. The cost of
participating, which is set annually, can be
obtained from your local EDD Employment Tax
Customer Service Office.
EC claims are filed in the same manner as
State Plan claims; however, there are some
differences in eligibility requirements from
those listed in this pamphlet.
• For additional information or to apply for
coverage, contact EDD DI customer service
at 1-800‑480‑3287, EDD employment tax
customer service at 1-888-745-3886, or visit
our website at www.edd.ca.gov/disability.

How to Claim State Plan Benefits
1. Use SDI Online to securely file for benefits or
request a paper claim form online.
• By Internet: www.edd.ca.gov/disability.
• By phone: 1-800-480-3287.
• By mail: EDD, Disability Insurance,
PO Box 989777, West Sacramento, CA
95798-9777.
• In person by visiting any of the DI offices listed
under “DI Office Locations.”
• California state government employees
covered by SDI should call 1-866-352-7675.
2. When filing SDI Online, complete all required
fields. A receipt number will be generated
when your claim is submitted.
If using a paper claim form, complete and
sign the “Claim Statement of Employee.” Print
clearly, and verify your answers are complete
and correct as errors delay payments.
3. Have your physician/practitioner complete
the “Physician/Practitioner Certification”
online or use the paper claim form. If filing
online, your physician/practitioner will
need your receipt number to complete the
“Physician/Practitioner Certification.”
Usually a claim cannot begin more than
seven days before you were examined by or
under the care of a physician/practitioner.
Certification may be made by a licensed
medical or osteopathic physician and
surgeon, nurse practitioner, physician
assistant, chiropractor, dentist, podiatrist,
optometrist, designated psychologist, or an
authorized medical officer of a United States
government facility. Certification may also be
made by a licensed nurse-midwife or licensed
midwife for disabilities related to normal
pregnancy or childbirth.
4. File online or submit your paper claim form
within 49 days from the date your disability
begins. If your claim is late, you may lose
benefits unless your explanation of the delay
is accepted as reasonable.

(Fold)

How Benefits Are Paid
• SDI benefits are paid electronically or by
mail. You do not need to appear in person
to apply or receive benefits.
• Benefits are paid via the EDD Debit CardSM.
The EDD Debit CardSM works like other
debit cards, giving you access to funds 24
hours a day, 7 days a week, and can be used
everywhere Visa® debit cards are accepted.
When your claim is received, you may be
contacted through SDI Online, by phone,
or by mail for additional information. Most
properly completed claims are processed
within 14 days.
• The first seven days of your DI claim are a
non-payable waiting period. If a claim is filed
for the same or related cause or condition
within 60 days of the initial claim, it will
be processed as a continuation of the initial
claim for which a waiting period was already
served. There will not be a new waiting
period in such cases.
Benefits are paid as quickly as possible after all
information to determine eligibility is received.
If you meet all eligibility requirements, benefits
will be authorized. If you are eligible for further
benefits, you will be authorized additional
benefits electronically or sent a “continued
claim” certification form for you to complete for
the next benefit period. Usually these benefit
periods are for two-week intervals. However, DI
pays benefits based on daily eligibility within a
seven-day calendar week. Partial weeks are paid
at a daily rate. This rate is one-seventh of your
weekly benefit amount. Please allow 10 days
from the date you mail or electronically submit
a certification for receipt of payment.
How Your Benefit Rate is Determined
Benefit amounts are based on wages paid during
a specific 12-month base period, determined
by the date your claim begins. Consider when
to start your claim since this may affect your
weekly benefit rate, your maximum benefit
amount, and the period of your benefit eligibility.
Only base period wages subject to the SDI
contributions can be used in computing your
benefits. To qualify, you must have earned at
least $300 during your base period. The month
your claim begins determines which four
consecutive quarters are used.

If your claim begins in:
• January, February, or March, your base period
is the 12 months ending last September 30.
(Example: A claim beginning February 14, 2016,
uses a base period of October 1, 2014, through
September 30, 2015.)
• April, May, or June, your base period is the
12 months ending last December 31.
(Example: A claim beginning June 20, 2016,
uses a base period of January 1, 2015, through
December 31, 2015.)
• July, August, or September, your base period is
the 12 months ending last March 31.
(Example: A claim beginning September 27,
2016, uses a base period of April 1, 2015,
through March 31, 2016.)
• October, November, or December, your base
period is the 12 months ending last June 30.
(Example: A claim beginning November 2,
2016, uses a base period of July 1, 2015,
through June 30, 2016.)
Exceptions: If your claim is determined to be
invalid, but you were unemployed and seeking
work for 60 days or more in any quarter of your
base period, you may be able to substitute wages
paid in prior quarters.
You may be entitled to substitute wages paid in
prior quarters to either validate your claim or
increase your benefit amount, if during your base
period you:
• were in the military service.
• received workers’ compensation benefits.
• did not work because of a labor dispute.
If your situation fits any of the above, include a
letter and supporting documentation with your
claim form.
Wage Continuation. If your employer continues
to pay you wages during your DI claim, your DI
benefits may be affected. DI benefits plus wages
cannot exceed your regular weekly wage. DI
benefits are not affected by vacation pay you may
receive.
Maximum Benefits. The maximum benefit amount
is 52 times the weekly rate, but not more than
your total base period wages. Exception: For
employers and self-employed individuals who
elect SDI coverage, the maximum benefit amount
is 39 times the weekly rate.
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Additionally, benefits are payable only for a
limited period to a resident in an alcoholic
recovery home or drug-free residential facility that
is both licensed and certified by the state in which
the facility is located. However, disabilities related
to or caused by acute or chronic alcoholism or
drug abuse, being medically treated, do not have
this limitation.
Pregnancy. As with any medical condition, your
disability period begins the first day you are unable
to do your regular or customary work. DI benefits
are based on the period of time your physician/
practitioner certifies you are unable to do your
regular or customary work. Do not send in your
claim for pregnancy-related DI benefits until the
date your physician/practitioner certifies you are
unable to work.
NOTE: For information on Paid Family Leave (PFL)
bonding benefits, see the “Other Programs”
section of this brochure.
You May Not be Eligible for Benefits
• If you are receiving Unemployment
Insurance or PFL benefits.
• If you are not working or looking for work at
the time your disability begins.
• If you are in custody due to conviction of a
crime.
• If your full wages are paid.
• If you are receiving workers’ compensation at a
weekly rate equal to or greater than the DI rate.
If workers’ compensation benefits are paid at a
lower rate than your DI rate, you may be paid
the difference.
• For the amount of time a claim is late (without
good cause).
• If you make a false statement or fail to report
a material fact. (A 30 percent penalty may be
assessed if benefits are overpaid because you
willfully withheld a material fact or made a false
statement.)
• If you fail to attend an independent medical
examination when requested. (Fees for such
examinations are paid by the EDD.)
The California Unemployment Insurance
Code provides for penalties consisting of fines,
imprisonment, and loss of benefit rights for fraud
against the SDI program.
DE 2515 Rev. 64 (10-16) (INTERNET)
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Your Rights. You are entitled to:

Other Programs

• Know the reason and basis for any decision
that affects your benefits.

If you are injured on the job or become ill as a
result of your occupation, notify your employer.

• Appeal any decision about your eligibility for
benefits. (Appeals must be sent to the DI office
in writing.)

If you are able and available to work but
unemployed, contact the Unemployment
Insurance program of the EDD through the
website at www.edd.ca.gov/unemployment,
or by phone at 1-800-300-5616
(TTY 1-800-815-9387).

• Request an appeal hearing before an
Administrative Law Judge (ALJ). You may further
appeal the ALJ’s decision to the California
Unemployment Insurance Appeals Board and
the courts.
• Privacy – all claim information will be
kept confidential except for the purposes
allowed by law.
Your Obligations. Your responsibilities:
• Complete your claim and other forms correctly,
completely, and truthfully.
• Submit your claim and other forms according
to time limits on forms. If your claim is
submitted late and you believe you have a
good reason for being late, you should include
a written explanation of the reason(s) with the
form.
• Contact DI if you do not understand a question
or how to answer it.
• Include your name and claim identification
number on letters to DI.
Contact DI
• By email at https://askedd.edd.ca.gov
• By phone at:
• English 1-800-480-3287
• Spanish 1-866-658-8846
• By U.S. mail addressed to PO Box 13140,
Sacramento, CA 95813-3140. If you do not
have a current claim, you may write to any
DI office. Note: Do not mail claim forms to this
PO Box.
• By TTY (teletypewriter for deaf, hearingimpaired, and speech-impaired persons only)
at 1-800-563-2441.
• In person by visiting any of the DI offices listed
under “DI Office Locations.”

If you need help in finding work, job training,
retraining, or other services in order to return to
work, visit your local America’s Job Center of
CaliforniaSM formerly known as One-Stop Career
Centers listed at www.servicelocator.org, or in
the white pages of your phone directory.
If your disability is permanent or is expected to
continue for a year or more, contact the U.S.
Social Security Administration at www.ssa.gov,
or by phone at 1-800-772-1213
(TTY 1-800-325-0778).
If you take time off work to care for a family
member or if you take time off from work
to bond with a new child, including newly
adopted, newly placed foster children, or
those of your registered domestic partner,
contact the EDD PFL program at
www.edd.ca.gov/disability, or by phone at
1-877-238-4373, or through the California
Relay Service at 711.
Note: A PFL bonding claim form will be sent
automatically with the final benefit payment to
new mothers receiving DI benefits.
If you are a victim of a crime, contact the
California Victim Compensation program at
1-800-777-9229 (TTY 1-800-735-2929). You
may also contact your county Victim/Witness
Assistance Center.
Questions about spousal or parental support
obligations should be directed to the district
attorney’s office for the county that issued the
court order.
Questions about child support obligations
should be directed to the Department of Child
Support Services at 1-866-901-3212
(TTY 1-866-399-4096).

In California, it’s the law.

Paid Family Leave
Benefits

To apply online or for more
information, visit:
www.edd.ca.gov/disability.
English

1-877-238-4373

Spanish

1-877-379-3819

Cantonese 1-866-692-5595

Fast Facts About
Paid Family Leave
●

Provides eligible workers with partial wage
replacement when taking time off work to care
for a child, parent, parent-in-law, grandparent,
grandchild, sibling, spouse, or registered
domestic partner.

●

Provides coverage to employees who are
covered by SDI (or a Voluntary Plan in lieu
of SDI).

●

Offers up to six weeks of benefits in a
12-month period.

●

Bonding benefits are payable within one year
of birth, adoption, or foster care placement.

●

Provides benefits of approximately 55 percent
of lost wages.

●

PFL benefits are considered taxable income.

●

Provides benefits but does not provide job
protection or return rights.

Vietnamese 1-866-692-5596
Armenian

1-866-627-1567

Punjabi

1-866-627-1568

Tagalog

1-866-627-1569

The time you need
for times like these.
Paid Family Leave

State of California
The EDD is an equal opportunity employer/program. Auxiliary aids
and services are available upon request to individuals with disabilities.
Requests for services, aids, and/or alternate formats need to be
made by calling 1-866-490-8879 (voice) or through the
California Relay Service at 711.
This pamphlet is for general information only and does
not have the force and effect of law, rule, or regulation.
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Paid Family Leave
Benefits for
California Workers
There may be times in the life of a working person
when they need to care for a loved one. Whether it’s a
working parent bonding with a new child or an employee
caring for a seriously ill child, parent, parent-in-law,
grandparent, grandchild, sibling, spouse, or registered
domestic partner, California’s Paid Family Leave (PFL)
was created for these times.

Paid Family Leave for
California Employees
To qualify for PFL benefits, you must meet the following
requirements:
● Be covered by State Disability Insurance (SDI) (or a Voluntary
Plan in lieu of SDI) and have earned at least $300 in your
base period from which deductions were withheld.
● Supply medical information supporting your claim that the
care recipient has a serious health condition and requires
your care.
● Submit your claim no earlier than nine days after the first day
your family leave begins, but no later than 49 days after your
family leave begins.
● Provide documentation to support a claim for bonding with
a new biological, adopted, or foster child.
● You may need to use up to two weeks of any earned but
unused vacation leave or paid time off, if required by your
employer, prior to the initial receipt of benefits.
● Serve a seven-day unpaid waiting period before benefits are
paid for each different care recipient within the 12-month period.
You may not be eligible for benefits if:
● You are receiving Disability Insurance, Unemployment
Insurance, or workers’ compensation benefits.
● You are not working or looking for work at the time you
begin your family care leave.
● You are not losing wages.
● The need for care is not supported by the certificate of a
treating physician/practitioner.
● You are in custody due to conviction of a crime.

A Program Benefiting
You and Your Family
California leads the nation as the first state to make
it easier for employees to balance the demands of the
workplace and family care needs at home. PFL benefits
are based on the claimant’s (care provider’s) past quarterly
earnings. For more information regarding maximum benefit
amounts paid, read the Disability Insurance (DI) and
Paid Family Leave (PFL) Weekly Benefit Amounts
in Dollar Increments form, DE 2589,
at www.edd.ca.gov/disability.

You are entitled to:
● Know the reason and basis for decisions affecting your
benefits.
● Appeal decisions about your eligibility for benefits.
Appeals must be sent to PFL in writing.
● A hearing of your appeal before an Administrative Law Judge.
Decisions may be further appealed to the California
Unemployment Insurance Appeals Board and the courts.
● Privacy information about your claim will be kept confidential
except for the purposes allowed by law.
PFL benefits do not provide job protection or return rights.
Job protection may be provided if your employer is subject to
the federal Family and Medical Leave Act and the California
Family Rights Act. Notify your employer of the reason for taking
leave in a manner consistent with your company’s leave policy.
DE 2511 Rev. 13 (9-16) (INTERNET)
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Apply for Benefits
Apply for PFL benefits using SDI Online at
www.edd.ca.gov/disability. Employers and
physicians/practitioners can submit claim information
through SDI Online. You may also file a claim using a
paper form. To request a claim form, visit
www.edd.ca.gov/disability.
If you are currently receiving DI pregnancy-related
benefits, it is not necessary to request a PFL claim form.
Claim filing information will be sent through your SDI
Online account or a claim form will be sent via mail when
your pregnancy-related disability claim ends.
If you are covered by a Voluntary Plan, contact your
employer to obtain information about your coverage and
instructions on how to apply for benefits.

Contact Paid Family Leave
For questions about PFL benefits, please visit
www.edd.ca.gov/disability.
The phone number is located on the back panel.
Claim forms should be mailed to PFL at:
PO Box 989315
West Sacramento, CA 95798-9315

HEPATITIS B
General Information
What is hepatitis?

How is Hepatitis B spread?

“Hepatitis” means inflammation of the liver. The liver
is a vital organ that processes nutrients, filters the
blood, and fights infections. When the liver is
inflamed or damaged, its function can be affected.
Heavy alcohol use, toxins, some medications, and
certain medical conditions can cause hepatitis.
However, hepatitis is most often caused by a virus. In
the United States, the most common types of viral
hepatitis are Hepatitis A, Hepatitis B, and Hepatitis C.

The Hepatitis B virus is spread when blood, semen, or
other body fluids from an infected person enters the
body of someone who is not infected. The virus can
be spread through:

The only way to know if
you have Hepatitis B is to
get tested.

What is Hepatitis B?
Hepatitis B can be a serious liver disease that results
from infection with the Hepatitis B virus. Acute
Hepatitis B refers to a short-term infection that
occurs within the first 6 months after someone is
infected with the virus. The infection can range in
severity from a mild illness with few or no symptoms
to a serious condition requiring hospitalization. Some
people, especially adults, are able to clear, or get rid
of, the virus without treatment. People who clear the
virus become immune and cannot get infected with
the Hepatitis B virus again.
Chronic Hepatitis B refers to a lifelong infection with
the Hepatitis B virus. The likelihood that a person
develops a chronic infection depends on the age at
which someone becomes infected. Up to 90% of infants
infected with the Hepatitis B virus will develop a chronic
infection. In contrast, about 5% of adults will develop
chronic Hepatitis B. Over time, chronic Hepatitis B can
cause serious health problems, including liver
damage, cirrhosis, liver cancer, and even death.

•S
 ex with an infected person. Among adults,
Hepatitis B is often spread through sexual contact.
• I njection drug use. Sharing needles, syringes, and
any other equipment to inject drugs with someone
infected with Hepatitis B can spread the virus.
•O
 utbreaks. While uncommon, poor infection
control has resulted in outbreaks of Hepatitis B in
healthcare settings.
•B
 irth. Hepatitis B can be passed from an infected
mother to her baby at birth. Worldwide, most
people with Hepatitis B were infected with the virus
as an infant.
Hepatitis B is not spread through breastfeeding,
sharing eating utensils, hugging, kissing, holding
hands, coughing, or sneezing. Unlike some forms of
hepatitis, Hepatitis B is also not spread by
contaminated food or water.

What are the symptoms of
Hepatitis B?
Many people with Hepatitis B do not have symptoms
and do not know they are infected. If symptoms occur,
they can include: fever, feeling tired, not wanting to eat,
upset stomach, throwing up, dark urine, grey-colored
stool, joint pain, and yellow skin and eyes.

When do symptoms occur?
If symptoms occur with an acute infection, they
usually appear within 3 months of exposure and can
last up to 6 months. If symptoms occur with chronic
Hepatitis B, they can take years to develop and can be
a sign of advanced liver disease.
Continued on next page

How would you know if you
have Hepatitis B?
The only way to know if you have Hepatitis B is to get
tested. Blood tests can determine if a person has
been infected and cleared the virus, is currently
infected, or has never been infected.

Who should get tested for
Hepatitis B and why?
CDC develops recommendations for testing based
upon a variety of different factors. Here is a list of
people who should get tested. The results will help
determine the next best steps for vaccination or
medical care.
All pregnant women are routinely tested for
Hepatitis B. If a woman has Hepatitis B, timely
vaccination can help prevent the spread of the
virus to her baby.
Household and sexual contacts of people with
Hepatitis B are at risk for getting Hepatitis B.
Those who have never had Hepatitis B can benefit
from vaccination.
People born in certain parts of the world that
have increased rates of Hepatitis B. Testing helps
identify those who are infected so that they can
receive timely medical care.
People with certain medical conditions should
be tested, and get vaccinated if needed. This
includes people with HIV infection, people who
receive chemotherapy and people on
hemodialysis.

How is Hepatitis B treated?
For those with acute Hepatitis B, doctors usually
recommend rest, adequate nutrition, fluids, and
close medical monitoring. Some people may need
to be hospitalized. People living with chronic
Hepatitis B should be evaluated for liver problems
and monitored on a regular basis. Treatments are
available that can slow down or prevent the effects
of liver disease.

Can Hepatitis B be prevented?
Yes. The best way to prevent Hepatitis B is by getting
vaccinated. The Hepatitis B vaccine is typically given
as a series of 3 shots over a period of 6 months. The
entire series is needed for long-term protection.

Who should get vaccinated
against Hepatitis B?
All infants are routinely vaccinated for Hepatitis B
at birth, which has led to dramatic declines of new
Hepatitis B cases in the US and many parts of the
world. The vaccine is also recommended for people
living with someone infected with Hepatitis B,
travelers to certain countries, and healthcare and
public safety workers exposed to blood. People with
high-risk sexual behaviors, men who have sex with
men, people who inject drugs, and people who have
certain medical conditions, including diabetes,
should talk to their doctor about getting vaccinated.

For more information
Talk to your doctor, call your health department, or
visit www.cdc.gov/hepatitis.

People who inject drugs are at increased risk for
Hepatitis B but testing can tell if someone is
infected or could benefit from vaccination to
prevent getting infected with the virus.
Men who have sex with men have higher rates
of Hepatitis B. Testing can identify unknown
infections or let a person know that they can
benefit from vaccination.
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HIV and Viral Hepatitis

June 2017

Fast Facts
• People with HIV infection are affected disproportionally by viral hepatitis.
• Nearly 75% of people with HIV who report a history of injection drug use also are infected with hepatitis C virus (HCV).
• HIV/HCV coinfection more than triples the risk for liver disease, liver failure, and liver-related death.

Overview
Viral Hepatitis means inflammation of the liver caused by a virus. In the United States, the most common causes of viral hepatitis
are hepatitis A virus (HAV), hepatitis B virus (HBV), and hepatitis C virus (HCV). Each is distinct from the other and spread in slightly
different ways. HBV and HCV infections are common among people who are at risk for, or living with, HIV. You can get some forms of
viral hepatitis the same way you get HIV—through sexual contact without a condom and sharing needles or works to inject drugs.
HAV, a short-term but occasionally severe illness, is usually spread through contaminated food, drinks, or touching objects (including
injection drug equipment); the feces of an infected person; or sexual contact with an infected person. HAV usually causes a shortterm illness. Most people recover completely and do not have any lasting liver damage.
HBV can be spread through blood and other body fluids, including semen. Some people who become infected with HBV,
especially during adulthood, can clear the virus. Others, especially those infected as infants or young children, go on to develop
long-term infection.
HCV is most often spread through blood, but can sometimes be spread through sexual contact. Most people who become infected
with HCV go on to develop a chronic infection. Infection with HCV is often “silent.” Many people can have the infection for decades
without having symptoms or feeling sick. Compared with other age groups, people born from 1945 to 1965 are 5 times as likely to be
infected with HCV.

Coinfection
People with HIV infection in the United States are often affected by chronic viral hepatitis; about one-third are coinfected with either
HBV or HCV. More people living with HIV are infected with HCV than with HBV. Viral hepatitis progresses faster and causes more liverrelated health problems among people with HIV than among those who do not have HIV. Although treatment with antiretroviral
therapy has improved the health and extended the life expectancy of people with HIV, liver disease—much of which is related to
HBV and HCV causes non-AIDS-related deaths in this population.
People with HIV who are coinfected with either HBV or HCV are at increased risk for serious, life-threatening complications. As a
result, anyone living with HIV should be tested for HBV and HCV. Coinfection with hepatitis may also complicate the management
of HIV infection. To prevent coinfection for those who are not already infected with HBV, the Advisory Committee on Immunization
Practices recommends HAV and HBV vaccination of high-risk patients. High-risk patients can include gay, bisexual, and other men
who have sex with mena and persons who inject drugs with HIV infection or AIDS. Read more about the recommendation. (http://
www.cdc.gov/mmwr/preview/mmwrhtml/rr5516a1.htm?s_cid=rr5516a1_e)

The Numbers
• Of people with HIV in the United States, about 25% are coinfected with HCV, and about 10% are coinfected with HBV.
• Nearly 75% of people with HIV who inject drugs also are infected with HCV.
• HIV/HCV coinfection more than triples the risk for liver disease, liver failure, and liver-related death.
• About 20% of all new HBV infections and 10% of all new HAV infections in the United States are among gay and bisexual men.
• CDC estimates that people born during 1945-1965 account for nearly 75% of all chronic HCV infections in the United States.
• In the United States, from 2012 to 2013, rates of acute HCV increased 33% among blacks/African Americans, 28% among whites,
and 5% among Hispanics/Latinos.b
The term male-to-male sexual contact is used in CDC surveillance systems. It indicates a behavior that transmits HIV infection, not how individuals self-identify in terms of
their sexuality.
b
Hispanics/Latinos can be of any race.
a

National Center for HIV/AIDS, Viral Hepatitis, STD, and TB Prevention
Division of HIV/AIDS Prevention

Viral Hepatitis Transmission
People can be infected with the three most common types of hepatitis in these ways:
HAV: Ingestion of of the virus from close person-to-person contact with an infected person; sexual contact with an infected person;
or from contaminated food, drinks, or touching objects, including drug injection equipment, that has been contaminated from an
infected person.
HBV: Contact with infected blood, semen, or other body fluids; sexual contact with an infected person; sharing contaminated
needles, syringes, or other drug injection equipment; and needlesticks or other sharp-instrument injuries from an infected person. In
addition, an infected woman can pass the virus to her newborn, but HBV vaccination of the baby at birth can prevent her newborn
from becoming infected.
HCV: Contact with blood of an infected person, primarily through sharing contaminated needles, syringes, or other drug injection
equipment; less commonly, HCV can be transmitted through sexual contact with an infected person and from needlesticks or other
sharp-instrument injuries. Although, sexual transmission of HBV occurs much more frequently than HCV, sexual transmission of HCV
occurs more often among gay and bisexual men who are infected with HIV than among those not infected with HIV. Condom use
decreases but does not eliminate the risk from sexual contact.

Viral Hepatitis Prevention
HAV: The best way to prevent HAV infection is to get vaccinated. The Centers for Disease Control and Prevention (CDC) recommends
HAV vaccination for people who are at risk for HIV infection, including gay and bisexual men; users of recreational drugs, whether
injected or not; and sex partners of people with HAV infection.
HBV: The best way to prevent HBV infection is to get vaccinated. CDC recommends HBV vaccination for people who have or are at
risk for HIV infection and who have never been infected with HBV. This includes gay and bisexual men, people who inject drugs, sex
partners of people with HBV infection, people with multiple sex partners, people with a sexually transmitted infection, and health
care and public safety workers exposed to blood on the job.
HCV: No vaccine exists for HCV. The best way to prevent HCV infection is to never inject drugs or to stop injecting drugs if you
currently do so by getting into and staying in a drug treatment program. If you continue injecting drugs, always use new, sterile
needles or syringes, and never reuse or share needles or syringes, water, or other drug preparation equipment.

Testing and Treatment
Blood tests are used to detect viral hepatitis. The virus can be detected even if a person has no symptoms. In the case of HBV, the test
result can help determine if a person has been infected and, if not, whether he or she would benefit from vaccination. If an HCV test is
positive, a follow-up test must be done to determine if the person is still infected, or has resolved the infection.
Treatment for viral hepatitis varies. HAV infection usually runs its course over time, and most all people who become infected with
HAV recover completely and do not have any lasting liver damage. Both chronic HBV and HCV infection can be treated with antiviral
medications. For HBV, treatment can delay or limit the effects of liver damage. Newly approved treatments for HCV infection are
shorter, have fewer side effects, and now can cure the disease.
Coinfection with viral hepatitis may also complicate the treatment and management of HIV infection. Because viral hepatitis infection
is often serious in people with HIV infection and may lead to liver damage more quickly, CDC recommends that all people with HIV
infection be tested for HBV and HCV. CDC also recommends that everyone born from 1945 to 1965
should be tested at least once for HCV. While anyone can get HCV, up to 75% of adults infected with
Additional Resources
HCV were born from 1945 to 1965.
CDC-INFO
HIV/HBV and HIV/HCV coinfections can be effectively treated in many people, but treatment is complex,
and people with coinfection should look for health care providers with expertise in the management of
both HIV infection and viral hepatitis.

1-800-CDC-INFO (232-4636)
www.cdc.gov/info

CDC has produced a 5-minute online Hepatitis Risk Assessment tool (http://www.cdc.gov/hepatitis/
riskassessment) that allows people to answer questions privately, in their home or in a health care
setting, and get tailored recommendations based on CDC’s guidelines to discuss with their doctor.
This tool can also determine which tests and vaccines are right for you.

CDC Act Against
AIDS Campaign
www.cdc.gov/actagainstaids

CDC HIV Website
www.cdc.gov/hiv
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Gridley Unified School District
429 Magnolia Street
Gridley, CA 95948
New Health Insurance Marketplace Coverage Options
Part A: General Information
When key parts of the health care law take effect in 2014, there will be a new way to buy private
individual health insurance: the Health Insurance Marketplace. To assist you as you evaluate options for
you and your family, this notice provides some basic information about the new Marketplace and
employment-based health coverage we offer to you. Please note that this notice is informational only.
What is the Health Insurance Marketplace?
The Marketplace is designed to help you find private individual health insurance that meets your needs
and fits your budget. The Marketplace offers "one-stop shopping" to find and compare private health
insurance options. You may also be eligible for a new kind of tax credit that lowers your monthly
premium right away. Open enrollment for health insurance coverage through the Marketplace begins in
October 2013 for coverage starting as early as January 1, 2014.
Can I Save Money on my Health Insurance Premiums in the Marketplace?
You may qualify to save money and lower your monthly premium, but only if your employer does not
offer coverage, or offers coverage that doesn't meet certain standards. The savings on your premium
that you're eligible for depends on your household income.
Does the Employment-Based Health Coverage We Offer to You Affect Your Eligibility for Premium
Savings through the Marketplace?
Yes. If we have offered you health coverage that meets certain standards, you will not be eligible for a
tax credit through the Marketplace and you may wish to enroll in our health plan, if you are eligible.
(Just because you received this Marketplace notice does not mean you are eligible.) However, you may
be eligible for a tax credit that lowers your monthly premium, or a reduction in certain cost-sharing if we
do not offer coverage to you at all or do not offer coverage that meets certain standards. If the cost of
self-only coverage under our health plan is more than 9.5% of your household income for the year, or if
our health plan does not meet the "minimum value"1 standard set by the Affordable Care Act, you may
be eligible for a tax credit.
Note: If you purchase a health plan through the Marketplace instead of accepting our health plan
coverage, then you may lose our contribution (if any) to your coverage under our health plan. Also, our
contribution—as well as your employee contribution—is often excluded from income for Federal and
State income tax purposes. Your payments for coverage through the Marketplace are made on an aftertax basis.
How Can I Get More Information About the Health Insurance Marketplace?
The Marketplace can help you evaluate your coverage options, including your eligibility for coverage
through the Marketplace and its cost. Please visit HealthCare.gov for more information, including an
online application for health insurance coverage and contact information for a Health Insurance
Marketplace in your area.
1

An employer-sponsored health plan meets the "minimum value standard" if the plan's share of the total allowed benefit costs covered by the
plan is no less than 60 percent of such costs.

1

Gridley Unified School District
429 Magnolia Street
Gridley, CA 95948

You can also contact an Individual CHOICE licensed health insurance counselor at (800) 4441188 on or after October 1, 2013, and get your questions answered.
Part B: Information About Employer-Provided Health Plan Coverage
If you decide to complete an application for coverage in the Marketplace, you will be asked for
information about our health plan coverage. The information below can help you complete your
application for coverage in the Marketplace.
1. General Employer Information.
Employer name:
Employer Identification Number (EIN):
Employer street address:
Employer phone number:
Employer city:
Employer state:
Employer ZIP code:
Who can we contact about employee health
coverage at this job?:
Phone number (if different from above):
Email address:

Gridley Unified School District
94-6002223
429 Magnolia Street
530-846-4721
Gridley
California
95948
Julie Vang

jvang@gusd.org

2. Eligibility. You may be asked whether or not you are currently eligible for our health plan coverage or
whether you will become eligible for coverage within the next three months. In addition, if you are or
will become eligible, you may be required to list the names of your dependents that are eligible for
coverage under our health plan.
If you would like information about the eligibility requirements for our health plan, please read the
eligibility provisions described in the Summary Plan Description for our health plan. You can obtain a
copy of the Summary Plan Description at www.bsspjpa.org or by contacting Julie Vang at 530-846-4721
ext. 31 or jvang@gusd.org.
3. Minimum Value. If you are eligible for coverage under our health plan, you may be required to check
a box indicating whether or not our health plan meets the minimum value standard. Our health plan
coverage meets the minimum value standard.
4. Premium Cost. If you are eligible for coverage under our health plan, you may be asked to provide
the amount of premiums you must pay under the lowest-cost health plan that meets the minimum
value standard.
If you would like information about the premiums under our lowest-cost health plan, please contact
Julie Vang at 530-846-4721 ext. 31 jvang@gusd.org.
5. Future Changes. You may also be asked whether or not we will be making certain changes to our
health plan coverage for the new plan year. As usual, you will be provided with information about any
changes to our health plan coverage before the next open enrollment period. If you are not sure how to
answer this question on your Marketplace application, please contact the Marketplace.
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Gridley Unified School District
429 Magnolia Street Gridley, California 95948-2533
Phone (530) 846-4721 Fax (530) 846-4595
Jordan Reeves, Superintendent

To:

All GUSD employees

From:

Julie Vang, Director of Human Resources

RE:

Procedure for reporting absences

All employees should be reporting absences through AESOP at
www.aesoponline.com or www.aesopeducation.com PRIOR to the start of his/her
absence. Employees are responsible for entering their own absences into the
AESOP system using the Employee Portal. Please note the following with the
system:
1) Absences can be reported through the AESOP system up to one hour prior to
start of shifts. Absences should be entered as soon as an employee is aware that
he/she will not be able to make it into their shift.
2) For absences that may require changes (i.e. doctor’s appointments, etc), please
enter in the absence with your best estimate for the time you will be out; these
can later be adjusted.
3) If you are not at the site/district due to a training, please remember to enter
those into the system as well.
If you have missed the window for entering in your absence into AESOP (less than
one hour to shift start), you must report your absence from work as follows:
1) Call the District Office absence line at 846-4721 and wait for the message.
After the message comes on, dial extension 8197.
2) After you hear the message stating “Substitute request line”, please give the
following information:
A. State your name
B. State date you will be absent. If you plan on being absent for a portion of
the work day, please indicate the hours you will be absent
C. Give the name of your work site and the position you hold
D. Give the reason for your absence i.e. illness, vacation, personal
necessity, etc
3) Call your supervisor/site to notify them of the absence.
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As a reminder, please note the following PN and CPI definitions pulled from the
respective Master Agreements:
Certificated
Personal Necessity (PN)
Certificated employees are able to receive up to seven (7) days per school year for
PN that are limited to the following per Article 9.5 from GTA/GUSD Agreement:
1) Serious in nature
2) employee cannot reasonably be expected to disregard
3) necessitates immediate action
4) cannot be taken care of after work hours or on weekends such as but not limited
to appearance in court as a litigant or domestic/personal family problems that meet
1-4 above. If it is determined that an employee has not qualified for Personal
Necessity, the full daily rate will be deducted for that period of unqualified leave
taken.
Compelling Personal Importance (CPI)
Certificated employees are allowed four (4) days per school year to be absent due to
a compelling personal importance (no tell days) per 9.7.2 of GTA/GUSD
Agreement. These need to be submitted to the site principal/immediate supervisor at
least 72 hours prior to the start of the requested leave (in AESOP). Also, per 9.7.2.3,
the request for leave will be granted provided lesson plans are current and an
authorized substitute is available.
Classified
Personal Necessity (PN)
Classified employees are able to receive up to seven (7) days per school year for
PN, limited to the following per Article 19.6 from CSEA/GUSD Agreement:
1) Death of a member of family if it exceeds Bereavement (3 days in state, 5 days
out of state)
2) accident/illness involving his/her person/property or of an immediate family
member
3) appearance in court.
New employees of the District shall not be eligible to take more than six (6) days of
sick leave until the first day of the calendar month after completion of six (6)
months of active service with the District.
Compelling Personal Importance (CPI)
Classified employees are allowed four (4) days per school year per Article 19.7 of
CSEA/GUSD Agreement and must be submitted to the site principal/immediate
supervisor at least 72 hours prior to the start of the requested leave.

Employee QuickStart Guide|

Absence and Substitute Management
LOGGING IN ON THE WEB
To log in to the absence management system, type aesoponline.com in
your web browser’s address bar.
The Sign In page will appear. Enter your ID and PIN and click Login.

CAN’T REMEMBER YOUR LOGIN INFO?
If you’re having trouble logging in, click the Login Problems link next to
the “Login button for more information.

CREATING AN ABSENCE
You can enter a new absence from your absence management home page under the Create Absence tab.

Fill out the absence details including the date of the absence, the absence reason, notes to the
Administrator or substitute, and more. You can also attach files to the absence from here.
When you’re completed entering the absence details, click the Create
Absence button.

© 2016 Frontline Education
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Good Morning:
With the implementation of Escape we have a new on‐line employee portal for your pay information. This portal
is not yet FULLY functional, but will provide some basic information to you. It is recommend by Escape that you
use Chrome as your browser. Below are the instructions to access this new portal. . If you are sure you have
followed the set‐up instructions and have been unable to access the portal, please contact HR. NOTE: Employee
Online (our old system) is still accessible for historical information.

1.

Using your browser search bar type: escapeweb.bcoe.org
a. The screen you will see is:

2. As a first‐time user, you will click on the lower left‐hand corner: Register as a new user
3. Follow the instructions to set up your new account. That information will include your email address,
name, birthdate, last four digits of you social security number. You will also be asked to set up a
password.
4. At the end of that set up, you will see the following screen:

5. Go to your email and within a few minutes you will have an email from EscapeServer@bcoe.org. This
email will contain the confirmation key which you will either cut and paste into the screen above, or type.
6. At the conclusion, you will be asked to log into the portal with your email and password that you set up.
7. YOU’RE IN!
8. Take a few minutes to browse through the different tabs. You may wish to start with My Activities

9.

a. My Info – This will be personal information imported from your old system. Look it over to see if
the information is correct. At the very bottom there will be information about your job
assignment. The past information was used for set‐up purposes only, so may not be completely
accurate. The current information should reflect your current assignment.
Credentials and Education tabs are not yet populated.
b. My Benefits – There are two tabs here.
i. Leave Balances and Activity. THIS INFORMATION CANNOT YET BE RELIED ON. It may be
accurate, but we are still in the process of validating the information and balances that
were imported.
ii. Health and Welfare. This tab shows your current medical, dental, vision and life (if any)
benefits. These are ONLY those benefits that have a County contribution. Your voluntary
elections such as supplemental life insurance, supplementary disability insurance
(American Fidelity), etc. are not reflected, but would be shown on your check stub.
c. My Payroll –
i. Payroll History brings up 4 additional tabs:
1. Last Pay Stub ‐ Provides summary information of your last (most current) pay
stub.
2. Recent Paychecks ‐ Will build out with historical information as additional
paychecks are issued through this system. This tab has a link to view the
paycheck stub.
3. W‐2 Statements – We are looking at importing historical W‐2 information, but
currently it will be blank. Your 2017 and past W‐2s are still available by logging on
to the old employee portal.
4. 1095 Statements ‐ Will build out if/when you have a 1095 issued. Your 2017 or
other historical 1095s (if any) are available by logging on to the old employee
portal.
ii. Payroll Calculator – This is set up so you can see the effects to your net pay if you were to
change your withholdings, or add tax exempt deductions. None of the changes are
binding‐‐‐they just let you approximate what your pay would look like.
iii. Tax/Deduction Setup Change Requests – If you need to change your withholdings, the W‐
4 and DE‐4 can be changed through the portal. The information is routed to payroll, and
once it is accepted by payroll, the change will be implemented and you will receive an
email confirmation.
d. Approvals – Not functional at this time
e. Settings – Allows you to change your email and/or password to this site.
It is important that you review your personal information and check for accuracy. If you find you have
information that is not accurate (wrong emergency contact, wrong address, etc.), please notify HR. If you do not
think your leave balances are correct, DO NOT contact HR. We know that we are still reviewing and making
corrections. Once we have completed that process we will let you know. Then if there is a question, we will be
able to review source documents.

