Application for Classified Employment -
Big Oak Flat-Groveland Unified School District
PO Box 1397, Groveland, CA 95321
(209) 962-5765 (209) 962-6108 - fax

Last Name First Name Date

Street Address Mailing Address

Telephone (Home) Telephone (Business) Telephone (Cell) Driver’s License No.

Position(s) for which you are applying (1) (2)

Have you ever been convicted for anything other than a minor traffic violation? Yes:  No If yes, list offense and disposition
Were you in the United States Military? Yes ~__No Dates of Service

Indicate Machine/Equipment/Computer Programs and other skills you possess

Read Carefully Before Signing

I hereby certify that all statements contained herein including the reverse side are true to the best of my knowledge and belief, and understand that
any misstatement of material facts contained in this application will be cause for rejection of the application, removal of my name from eligible
list, or discharge from the Big Oak Flat-Groveland Unified School District. Understand that if hired, T will be asked to complete Employment
Eligibility Verification Form 1-9 required by the U.S. Department of Justice, Immigration and Naturalization Service.

Applicant’s Signature

O”/Cmo_.m/_.o_.o,%mOmQKwanmSFoS_/Zm9.80?.2:&089&9%o_.m_.% Internet E_omﬁoimi.O::oow/mZm>mz<>/>cw:o§o: for Classified Employment.doc






Education/Occupational Training

Name of School

City/State

Diploma/Degree Year

High School

College

Other

Employment History: List all positions you have held in the past ten years beginning with your present or most recent position.

From To Salary per month $ Title of your Position

Employer’s Name Your Duties

Employer’s Address Phone

Immediate Supervisor

Reason for Leaving May we contact this employer? Yes  No .
From To Salary per month $ Title of your Position

Employer’s Name Your Duties

Employer’s Address Phone

Immediate Supervisor

Reason for Leaving May we contact this employer? Yes  No o
From To Salary per month $ Title of your Position _

Employer’s Name Your Duties

Employer’s Address Phone

Immediate Supervisor

Reason for Leaving May we contact this employer? Yes No
Personal References: Do not include previous employers or relatives

Name Address Phone

For reference purposes, do we have your consent to contact any and all of the employers or references listed on this applications? Yes No

If no, please state reason:

THIS DISTRICT IS AN EQUAL OPPORTUNITY E}
CONSIDERATION WITHOUT DISCRIMINATION

BECAUSE OF RACE, CREED, COLOR,

APLOYER AND COMPLIES WITH THE AMERICANS WITH DISABILITES ACT. PROSEPECTIVE EMPLOYEES WILL RECEIVE
SEX, AGE, DISABILITY OR VETERAN STATUS.
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TUOLUMNE COUNTY SUPERINTENDENT OF SCHOOLS
EMPLOYEE MASTER FILE
BIG OAK FLAT-GROVELAND UNIFIED SCHOOL DISTRICT

Main Demographics Screen Information (MA)
Please complete in full

SSN:

Last Name: Employee Type:

First Name: Sex: 0 Male O Female

Mailing Address: Ethnic: o Al{(AmInd) o AM (Afr Am) o AS (Asian)
City, State: o FI(Filipino) o HI (Hispanic) o P! (Pacific Isl)
Zip: o UA (Unassigned) o WH (White)
Residence Address: Hire Date:

City, State, ZIP: Birthdate:

Phone: TB Expires:

Email: @bofg.org Personal email:

Payroll to Complete

PERS/STRS Status
Retirement:
o 01 STRS 0o 02 PERS
o 03 Retired STRS o 04 Retired PERS
0 05 Non Member of STRS or PERS







Form w-4

Department of the Treasury
Internal Revenue Service

Employee’s Withholding Certificate OMB No. 1545-0074

» Complete Form W-4 so that your employer can withhold the correct federal income tax from your pay.
» Give Form W-4 to your employer. 2 @20
» Your withholding is subject to review by the IRS.

St ep 1: {a) First name and middle initial Last name (b) Social security number
Enter

Address » Does your hame match the
Personal name on your social security

card? If not, to ensure you get

Information

City or town, state, and ZIP code credit for your earnings, contact

SSA at 800-772-1213 or go to
WWW.SSa.gov,

(c)

D Single or Married filing separately
D Married filing jointly (or Qualifying widow(er))
I:l Head of household (Check only if you're unmarried and pay more than half the costs of keeping up a home for yourself and a qualifying indlvidual.)

Complete Steps 2-4 ONLY if they apply to you; otherwise, skip to Step 5. See page 2 for more information on each step, who can
claim exemption from withholding, when to use the online estimator, and privacy.

Step 2:

Multiple Jobs
or Spouse
Works

Complete this step if you (1) hold more than one job at a time, or (2) are married filing jointly and your spouse
also works. The correct amount of withholding depends on income earned from all of these jobs.

Do only one of the following.

(a) Use the estimator at www.irs.gov/W4App for most accurate withholding for this step (and Steps 3-4); or

(b} Use the Mulitiple Jobs Worksheet on page 3 and enter the result in Step 4(c) below for roughly accurate withholding; or

(c) If there are only two jobs total, you may check this box. Do the same on Form W-4 for the other job. This option
is accurate for jobs with similar pay; otherwise, more tax than necessary may be withheld . . . . . » [

TIP: To be accurate, submit a 2020 Form W-4 for all other jobs. If you (or your spouse) have self-employment
income, including as an independent contractor, use the estimator.

Complete Steps 3—4(b) on Form W-4 for only ONE of these jobs. L_eave those steps blank for the other jobs. (Your withholding will
be most accurate if you complete Steps 3—4(b) on the Form W-4 for the highest paying job.)

Step 3: If your income will be $200,000 or less ($400,000 or less if married filing jointly):
Claim
Multiply the number of qualifying children under age 17 by $2,000 > $
Dependents
Multiply the number of other dependentsby $500 . . . . P> §
Add the amounts above and enter the totalhere . . . . . . . . . . . . . 3 |$
Step 4 (a) Other income (not from jobs). If you want tax withheld for other income you expect
(optional): this year that won't have withholding, enter the amount of other income here. This may
Other include interest, dividends, and retirementincome . . . . . . . . . . . . |4a)|$
Adjustments
(b) Deductions. If you expect to claim deductions other than the standard deduction
and want to reduce your withholding, use the Deductions Worksheet on page 3 and
entertheresulthere . . . . . . . . . . . . . . . . . . . .. |40
{c) Extra withholding. Enter any additional tax you want withheld each pay period . |4{c)|$
Step 5: Under penalties of perjury, | declare that this certificate, to the best of my knowledge and belief, is true, correct, and complete.
Sigh
Here ' ’
Employee’s signature (This form is not valid unless you sign it.) Date
Employers Employer's name and address First date of Employer identification
Only employment number (EIN)

For Privacy Act and Paperwork Reduction Act Notice, see page 3. Cat. No. 10220Q Form W-4 (2020)






Form W-4 (2020)

Page 2

General Instructions

Future Developments

For the latest information about developments related to
Form W-4, such as legislation enacted after it was published,
go to www.irs.gov/FormW4.

Purpose of Form

Complete Form W-4 so that your employer can withhold the
correct federal income tax from your pay. If too little is
withheld, you will generally owe tax when you file your tax
return and may owe a penalty. If too much is withheld, you will
generally be due a refund. Complete a new Form W-4 when
changes to your personal or financial situation would change
the entries on the form. For more information on withholding
and when you must furnish a new Form W-4, see Pub. 505.

Exemption from withholding. You may claim exemption from
withholding for 2020 if you meet both of the following
conditions: you had no federal income tax liability in 2019 and
you expect to have no federal income tax liability in 2020. You
had no federal income tax liability in 2019 if (1) your total tax on
line 16 on your 2019 Form 1040 or 1040-SR is zero (or less
than the sum of lines 18a, 18b, and 18c), or (2} you were not
required to file a return because your income was below the
filing threshold for your correct filing status. If you claim
exemption, you will have no income tax withheld from your
paycheck and may owe taxes and penalties when you file your
2020 tax return. To claim exemption from withholding, certify
that you meet both of the conditions above by writing “Exempt”
on Form W-4 in the space below Step 4(c). Then, complete
Steps 1(a), 1(b), and 5. Do not complete any other steps. You
will need to submit a new Form W-4 by February 16, 2021.

Your privacy. If you prefer to limit information provided in
Steps 2 through 4, use the online estimator, which will also
increase accuracy.

As an alternative to the estimator: if you have concerns
with Step 2(c), you may choose Step 2(b); if you have
concerns with Step 4(a), you may enter an additional amount
you want withheld per pay period in Step 4(c). If this is the
only job in your household, you may instead check the box
in Step 2(c), which will increase your withholding and
significantly reduce your paycheck (often by thousands of
dollars over the year).

When to use the estimator. Consider using the estimator at
www.irs.gov/iW4App if you:

1. Expect to work only part of the year;

2. Have dividend or capital gain income, or are subject to
additional taxes, such as the additional Medicare tax;

3. Have self-employment income (see below); or

4. Prefer the most accurate withholding for muitiple job
situations.

Self-employment. Generally, you will owe both income and
self-employment taxes on any self-employment income you
receive separate from the wages you receive as an
employee. If you want to pay these taxes through
withholding from your wages, use the estimator at
www.irs.gov/W4App to figure the amount to have withheld.

Nonresident alien. If you're a nonresident alien, see Notice
1392, Supplemental Form W-4 Instructions for Nonresident
Aliens, before completing this form.

Specific Instructions

Step 1(c). Check your anticipated filing status. This will
determine the standard deduction and tax rates used to
compute your withholding.

Step 2. Use this step if you (1) have more than one job at the
same time, or (2) are married filing jointly and you and your
spouse both work.

Option (a) most accurately calculates the additional tax
you need to have withheld, while option (b) does so with a
little less accuracy.

If you (and your spouse) have a total of only two jobs, you
may instead check the box in option (¢). The box must also be
checked on the Form W-4 for the other job. If the box is
checked, the standard deduction and tax brackets will be cut
in half for each job to calculate withholding. This option is
roughly accurate for jobs with similar pay; otherwise, more tax
than necessary may be withheld, and this extra amount will be
larger the greater the difference in pay is between the two jobs.

Multiple jobs. Complete Steps 3 through 4(b) on only
one Form W-4. Withholding will be most accurate if
you do this on the Form W-4 for the highest paying job.

Step 3. Step 3 of Form W-4 provides instructions for
determining the amount of the child tax credit and the credit
for other dependents that you may be able to claim when
you file your tax return. To gualify for the child tax credit, the
child must be under age 17 as of December 31, must be
your dependent who generally lives with you for more than
half the year, and must have the required social security
number. You may be able to claim a credit for other
dependents for whom a child tax credit can't be claimed,
such as an older child or a qualifying relative. For additional
eligibility requirements for these credits, see Pub. 972, Child
Tax Credit and Credit for Other Dependents. You can also
include other tax credits in this step, such as education tax
credits and the foreign tax credit. To do so, add an estimate
of the amount for the year to your credits for dependents
and enter the total amount in Step 3. Including these credits
will increase your paycheck and reduce the amount of any
refund you may receive when you file your tax return.

Step 4 (optional).

Step 4(a). Enter in this step the total of your other
estimated income for the year, if any. You shouldn’t include
income from any jobs or self-employment. If you complete
Step 4(a), you likely won't have to make estimated tax
payments for that income. If you prefer to pay estimated tax
rather than having tax on other income withheld from your
paycheck, see Form 1040-ES, Estimated Tax for Individuals.

Step 4(b). Enter in this step the amount from the Deductions
Worksheet, line 5, if you expect to claim deductions other than
the basic standard deduction on your 2020 tax return and
want to reduce your withholding to account for these
deductions. This includes both itemized deductions and other
deductions such as for student loan interest and IRAs.

Step 4(c). Enter in this step any additional tax you want
withheld from your pay each pay period, including any
amounts from the Multiple Jobs Worksheet, line 4. Entering an
amount here will reduce your paycheck and will either increase
your refund or reduce any amount of tax that you owe,






Form W-4 (2020)

Page 3

Step 2(b)—Multiple Jobs Worksheet (Keep for your records.)

If you choose the option in Step 2(b) on Form W-4, complete this worksheet (which calculates the total extra tax for all jobs) on only ONE
Form W-4. Withholding will be most accurate if you complete the worksheet and enter the result on the Form W-4 for the highest paying job.

Note: If more than one job has annual wages of more than $120,000 or there are more than three jobs, see Pub. 505 for additional
tables; or, you can use the online withholding estimator at www.irs.gov/W4App.

1

Two jobs. If you have two jobs or you’re married filing jointly and you and your spouse each have one
job, find the amount from the appropriate table on page 4. Using the “Higher Paying Job” row and the
“Lower Paying Job” column, find the value at the intersection of the two household salaries and enter
that value on line 1. Then, skip to line 3 .

Three jobs. If you and/or your spouse have three jobs at the same time, complete lines 2a, 2b, and
2c below. Otherwise, skip to line 3.

a Find the amount from the appropriate table on page 4 using the annual wages from the highest
paying job in the “Higher Paying Job” row and the annual wages for your next highest paying job
in the “Lower Paying Job” column. Find the value at the intersection of the two household salaries
and enter that value on line 2a .

b Add the annual wages of the two highest paying jobs from line 2a together and use the total as the
wages in the “Higher Paying Job” row and use the annual wages for your third job in the “Lower
Paying Job” column to find the amount from the appropriate table on page 4 and enter this amount
on line 2b

¢ Add the amounts from lines 2a and 2b and enter the result on line 2¢ .

Enter the number of pay periods per year for the highest paying job. For example, if that Job pays
weekly, enter 52; if it pays every other week, enter 26; if it pays monthly, enter 12, etc.

Divide the annual amount on line 1 or line 2c by the number of pay periods on line 3. Enter this
amount here and in Step 4(c) of Form W-4 for the hlghest paying jOb (along with any other additional
amount you want withheld) Ce . : e

2a

2b

2c

Step 4(b)—Deductions Worksheet (Keep for your records.)

Enter an estimate of your 2020 itemized deductions (from Schedule A (Form 1040 or 1040-SR)). Such
deductions may include qualifying home mortgage interest, charitable contributions, state and local
taxes (up to $10,000), and medical expenses in excess of 7.5% of your income

* $24,800 if you’re married filing jointly or qualifying widow(er)

Enter: » $18,650 if you're head of household

¢ $12,400 if you're single or married filing separately

3 Ifline 1 is greater than line 2, subtract line 2 from line 1. If line 2 is greater than line 1, enter “-0-" . . 3 %

4  Enter an estimate of your student loan interest, deductible IRA contributions, and certain other
adjustments (from Part Il of Schedule 1 (Form 1040 or 1040-SR)). See Pub. 505 for more information 4 3

5 Add lines 3 and 4. Enter the result here and in Step 4(b) of FormW-4 . . . . . . . . . . . 5 §

Privacy Act and Paperwork Reduction Act Notice. We ask for the information
on this form to carry out the Internal Revenue laws of the United States. Internal
Revenue Code sections 3402(f)(2) and 6109 and their regulations require you to
provide this information; your employer uses it to determine your federal income
tax withholding. Failure to provide a properly completed form will result in your
being treated as a single person with no other entries on the form; providing
fraudulent information may subject you to penalties. Routine uses of this
information include giving it to the Department of Justice for civil and criminal
litigation; to cities, states, the District of Columbia, and U.S. commonwealths and
possessions for use in administering their tax laws; and to the Department of
Health and Human Services for use in the National Directory of New Hires, We
may also disclose this information to other countries under a tax treaty, to federal
and state agencies to enforce federal nontax criminal laws, or to federal law
enforcement and intelligence agencies to combat terrorism.

You are not required to provide the information requested on a form that is
subject to the Paperwork Reduction Act unless the form displays a valid OMB
control number. Books or records relating to a form or its instructions must be
retained as long as their contents may become material in the administration of
any Internal Revenue law. Generally, tax returns and return information are
confidential, as required by Code section 6103.

The average time and expenses required to complete and file this form will vary
depending on individual circumstances. For estimated averages, see the
instructions for your income tax return.

If you have suggestions for making this form simpler, we would be happy to hear
from you. See the instructions for your income tax return.






Form W-4 (2020)

Page 4

Married Filing Jointly or Qualifying Widow(er)

Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable $0- [$10,000 -|$20,000 - | $30,000 -|$40,000 - | $50,000 - | $60,000 - | $70,000 - | $80,000 - |$90,000 - |$100,000 -[$110,000 -
Wage & Salary 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 5,999 $0 $220 $850 $900 | $1,020 | $1,020 | $1,020 | $1,020 | $1,020 | $1,210 | $1,870 | $1,870
$10,000- 19,999 220 1,220 1,900 2,100 2,220 2,220 2,220 2,220 2,410 3,410 4,070 4,070
$20,000- 29,999 850 1,900 2,730 2,930 3,050 3,050 3,050 3,240 4,240 5,240 5,900 5,900
$30,000 - 39,999 900 2,100 2,930 3,130 3,250 3,250 3,440 4,440 5,440 6,440 7,100 7,100
$40,000- 49,999 1,020 2,220 3,050 3,250 3,370 3,570 4,570 5,570 6,570 7,570 8,220 8,220
$50,000- 59,999| 1,020 2,220 3,050 3,250 3,570 4,570 5,570 6,570 7,570 8,570 9,220 9,220
$60,000- 69,999 1,020 2,220 3,050 3,440 4,570 5,570 6,570 7.570 8,570 9,570 | 10,220 | 10,220
$70,000- 79,999 1,020 2,220 3,240 4,440 5,570 6,570 7,570 8,570 9,570 | 10,570 | 11,220 | 11,240
$80,000- 99,999 1,060 3,260 5,090 6,290 7,420 8,420 9,420 | 10,420 | 11,420 | 12,420 | 13,260 | 13,460
$100,000 - 149,999 1,870 4,070 5,900 7,100 8,220 9,320 | 10,520 | 11,720 | 12,920 | 14,120 | 14,980 | 15,180
$150,000 - 239,999 2,040 4,440 6,470 7,870 9,190 | 10,390 | 11,590 | 12,790 | 13,990 | 15,190 | 16,050 | 16,250
$240,000 - 259,999 2,040 4,440 6,470 7,870 9,190 | 10,390 | 11,590 | 12,790 | 13,990 | 15,520 | 17,170 | 18,170
$260,000 - 279,899 2,040 4,440 6,470 7,870 9,790 | 10,390 | 11,590 | 13,120 | 15120 | 17,120 | 18,770 | 19,770
$280,000 - 299,999 2,040 4,440 6,470 7,870 9,190 | 10,720 | 12,720 | 14,720 | 16,720 | 18,720 | 20,370 | 21,370
$300,000 - 319,999| 2,040 4,440 6,470 8,200 | 10,320 | 12,320 | 14,320 | 16,320 | 18,320 | 20,320 | 21,970 | 22,970
$320,000 - 364,999 2,720 5,920 8,750 | 10,950 | 13,070 | 15,070 | 17,070 | 19,070 | 21,290 | 23,590 | 25,540 | 26,840
$365,000 - 524,999 2,970 6,470 9,600 | 12,100 | 14,530 | 16,830 | 19,130 | 21,430 | 23,730 | 26,030 | 27,980 | 29,280
$525,000 and over | 3,140 6,840 | 10,170 | 12,870 | 15500 | 18,000 | 20,500 | 23,000 | 25,500 | 28,000 | 30,150 | 31,650
Single or Married Filing Separately
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable $0- |$10,000 - |$20,000 - | $30,000 - [$40,000 - |$50,000 - | $60,000 - | $70,000 - | $80,000 -|$90,000 - |$100,000 -($110,000 -
Wage & Salary 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $460 $940 | $1,020 | $1,020 | $1,470 | $1,870 | $1,870 | $1,870 | $1,870 | $2,040 | $2,040 | $2,040
$10,000- 19,999 940 1,530 1,610 2,060 3,060 3,460 3,460 3,460 3,640 3,830 3,830 3,830
$20,000- 29,999| 1,020 1,610 2,130 3,130 4,130 4,540 4,540 4,720 4,920 5.110 5,110 5,110
$30,000- 39,999 1,020 2,060 3,130 4,130 5,130 5,540 5,720 5,920 6,120 6,310 6,310 6,310
$40,000- 59,999 1,870 3,460 4,540 5,540 6,690 7,290 7,490 7,690 7,890 8,080 8,080 8,080
$60,000- 79,999 1,870 3,460 4,690 5,890 7,090 7,690 7,890 8,090 8,290 8,480 9,260 | 10,060
$80,000- 99,999 2,020 3,810 5,090 6,290 7,490 8,090 8,290 8,490 9,470 | 10,460 | 11,260 | 12,060
$100,000 - 124,999 2,040 3,830 5,110 6,310 7,510 8,430 9,430 | 10,430 | 11,430 | 12,420 | 13,520 | 14,620
$125,000 - 149,999 2,040 3,830 5,110 7,030 9,030 | 10,430 | 11,430 | 12,580 | 13,880 | 15,170 | 16,270 | 17,370
$150,000 - 174,999 2,360 4,950 7,030 9,030 | 11,030 | 12,730 | 14,030 | 15,330 | 16,630 | 17,920 | 19,020 | 20,120
$175,000 - 199,999 2,720 5,310 7,540 9,840 | 12,140 | 13,840 | 15,140 | 16,440 | 17,740 | 19,030 | 20,130 | 21,230
$200,000 - 249,999 2,970 5,860 8,240 | 10,540 | 12,840 | 14,540 | 15,840 | 17,140 | 18,440 | 19,730 | 20,830 | 21,930
$250,000 - 399,999 2,970 5,860 8,240 | 10,540 | 12,840 | 14,540 | 15,840 | 17,140 | 18,440 | 19,730 | 20,830 | 21,930
$400,000 - 449,999 2,970 5,860 8,240 | 10,540 | 12,840 | 14,540 | 15,840 | 17,140 | 18,450 | 19,940 | 21,240 | 22,540
$450,000 and over | 3,140 6,230 8,810 | 11,310 | 13,810 | 15,710 | 17,210 | 18,710 | 20,210 | 21,700 | 23,000 | 24,300
Head of Household
Higher Paying Job Lower Paying Job Annual Taxable Wage & Salary
Annual Taxable $0- [$10,000 - |$20,000 - | $30,000 - |$40,000 - | $50,000 - | $60,000 - | $70,000 - | $80,000 -|$90,000 - |$100,000 -|$110,000 -
Wage & Salary 9,999 | 19,999 | 29,999 | 39,999 | 49,999 | 59,999 | 69,999 | 79,999 | 89,999 | 99,999 | 109,999 | 120,000
$0- 9,999 $0 $830 $930 | $1,020 | $1,020 | $1,020 | $1,.480 | $1,870 | $1,870 | $1,930 | $2,040 | $2,040
$10,000- 19,999 830 1,920 2,130 2,220 2,220 2,680 3,680 4,070 4,130 4,330 4,440 4,440
$20,000 - 29,999 930 2,130 2,350 2,430 2,900 3,900 4,900 5,340 5,540 5,740 5,850 5,850
$30,000- 39,999| 1,020 2,220 2,430 2,980 3,980 4,980 6,040 6,630 6,830 7,030 7,140 7,140
$40,000- 59,999 1,020 2,530 3,750 4,830 5,860 7,060 8,260 8,850 9,050 9,250 9,360 9,360
$60,000- 79,999| 1.870 4,070 5,310 6,600 7,800 9,000 | 10,200 | 10,780 | 10,980 | 11,180 | 11,580 | 12,380
$80,000- 99,999 1,900 4,300 5,710 7,000 8,200 9,400 | 10,600 | 11,180 | 11,670 | 12,670 | 13,580 | 14,380
$100,000 - 124,999 2,040 4,440 5,850 7,140 8,340 9,540 | 11,360 | 12,750 | 13,750 | 14,750 | 15,770 | 16,870
$125,000 - 149,999 2,040 4,440 5,850 7,360 9,360 | 11,360 | 13,360 | 14,750 | 16,010 | 17,310 | 18,520 | 19,620
$150,000 - 174,999 2,040 5,060 7,280 9,360 | 11,360 | 13,480 | 15,780 | 17.460 | 18,760 | 20,060 | 21,270 | 22,370
$175,000 - 199,999 2,720 5,920 8,130 | 10,480 | 12,780 | 15,080 | 17,380 | 19,070 | 20,370 | 21,670 | 22,880 | 23,980
$200,000 - 249,999| 2,970 6,470 8,990 | 11,370 | 13,670 | 15970 | 18,270 | 19,960 | 21,260 | 22,560 | 23,770 | 24,870
$250,000 - 349,999 2,970 6,470 8,990 | 11,370 | 13,670 | 15970 | 18,270 | 19,960 | 21,260 | 22,560 | 23,770 | 24,870
$350,000 - 449,999 2,970 6,470 8,990 | 11,370 | 13,670 | 15970 | 18,270 | 19,960 | 21,260 | 22,560 | 23,900 | 25,200
$450,000 and over | 3,140 6,840 9,560 | 12,140 | 14,640 | 17,140 | 19,640 | 21,530 | 23,030 | 24,530 | 25940 | 27,240
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Employee Compliance Packet
2016-2017

Big Oax Flat Groveland Unified School District (BOFGUSD) Employee:

District board policies and state and federal statutes require that every district employse e familiar
with certain laws and procedures as a condition of employment each year. You are required fo
read the enclosed materials, which summarize these policies and laws and deiineate some specific
responsibilities you have as an employee of the Big Ogk Flat Groveland Unified Schoo! District.

As your suparvisor reviews each of the sections of the £mployee Compliance Handbook with vou,

vlease initial the-appropriate section listed below. Following the review of these laws and

procedures, you are {o sign the bottom of this cover page, detach it from the packat, and submit it

to your supervisor. You ars mgw ty encouraged fo retain the summaries for future refarance.

S%@a?d You have spe cific questions about any of these laws or procedures, please contact your
nmediate supervisor, For the complete context of Board Policies, call Jennifer Shimer at 209-962-

5?6\,
Drug and Aicohol-Free Workplace
Tobacce-Frae Schools
Universai Precautions
Child Abuse Reporting Procedurss
Sexual Haragsment
Non-Discrimination in Empioyment
Uniform Complaint Procedures
cmployse Use of Tachnolog
Procedures for Informing Teachers of Student Conduct

Aghestos Management Pro

My signature below dencles that | received the summaries of laws and policies contained in the
Employee Compliance Handbook. | further acknowledge that [ recelvad sxplanalory comments for
each of the ssctions from my S{,J,U@(VISGI’ and 1 was given the cpportunity fo ask specific questions
for clarification, [ was encouraged fo refain the Employee Compliance Handbools for future
rafarence.

Name (piease print) signature Cate
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Drug rmd. lcohol-Free Workplace
Board Policy/Exhibit 4020

Notice to Employees

YOU ARE HERERY NOTIFIED that it is a viclation of Board policy for any employee at Big
Qak Flat-Groveland Unified School District workplace to unlawfully manufacture, distribute,
dispense, possess, use or be under the influence of any alcoholic baverage, drug or
controlled substance as defined in the Controlled substances Act and Code of Federal
Regulations.

“Big Oak Flat-Groveland Unified School District” is defined as any place whera the School
District work is performed, including a schoal building or other school premises; any
District-owned or District-approved vehicle used to transport students to and from school
or school activities; any off-school or off-Big Oak Flat-Groveland Unified School District

sites when accommadating a District-sponsored or Disfrict-approved activity or function,
such as a field trip or athletic event, where studenis are under Big Oak Flat-Groveland
Unified School District jurisdiction; or during any period of time whern an employse is
supervising students on behalf of the Big Oak Flat-Groveland Unified School District or
otherwise engaged in Big Qak Flat-Groveland Unified Schoo! District husiness.

As a condition of your continued employment with the Big Oak Flai-Groveland Unified
School District , you will comply with the District’s policy on Drug and Alcohol-Free
Warkplace and will, any time you are convicted of any criminal drug or alcohol statute
violation occurring in the workplace, notify your supervisor of this cenviction no later than
five days after such conviction.

Pursuant to California Education Code 44836 and 45123, the District Superintendent may not
amploy or retain in employment persons canvicted of a f*m’cmied stibstance offense as
defined in Education Code 44011, If any such conviction is reversed and the person acquitied in 2
new frial or the charges dismisaed, hisiher employment is ne longer prohibited.

Pursuant to Education Code 45123, the district may empfoy for classified service a parson who nas
heen convigted of a controlled substance offense only if it determines, from evidence presented,
that the persen has been rehabilitated for at least five years. The District Superintendent shall
determine the type and manner of presentation of the evidence, and the District Superintendent's
determination as to whether or not the person has been rehabilitated is final,

Pursuant to Education Code 44425, wheneaver the holder of any credential issued by the State
Board of Education or the Commission on Teacher cradentialing has been convicted of a
controlled substance offense as defined in Education Code 44011, the commission shall
Forthwith susnend the credential. Pursuant to Education Code 44065, ihe District
Superintendent may not employ non-certificated persons in positions requiring a certificate. When
the conviction hecomes final or when impositian of senterce is suspended, the Commission shall
revoke the credential. (Education Code 44425)

[



Purstiant to Sducation Code 44940 and 45304, the District Superintendent must immediately place
on compulsory leave of absence any employee charged with involvement in the sale, use or
exchange to minors of certain controiled substancas.

Pursuant to Education Code 44940 and 45304, the Disirict Supsrintendent may immediately
place on campulsory leave of absence any employes charged with certain controlled
substance offenses.

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

1. Tuclumne County Behavioral Health and Recovery Services:
Out Patient Drug & Alcohol Treaiment Program
In Patient Model Program
Perinatal Program
Seniors Outreach
Drug Diversion Class {in lieu of jail)
Care Schoals for DUI Offenders
Co-Dependency Groups
CA (Aduit Children of Alcohoiics} Groups

Se@ e a0 o

2. Maynord's Chemical Dependency Recovsry Center



Tobacco-Free Schools
Board Policy/Administrative Regulation 3513.3

The Superintendent prohibits the use of tobacco products af any time in District-cwned or
leased buildings, on Big Oak Flat-Groveland Unified Schoot District property and in District-
owned vehicles. (Health and Safety Code 104420; Labor Code §404.5; 20 USC 6083)

This prohibition applies fo all employees, students and visitors at any insfructional 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 pubiic sidewalk lacated within
25 feet of the playground. {Health and Safety Code 104495)

Information about the Big Cak Flat-Groveland Unified School District tebacco-free schools policy
and enforcement procedures shall be communicated clearly to employees, parents/guardians,
students and the community. {Health and Safety Cods 104420)

s stating, "Tobacco use is prohibited" shall be prominently displayed at alf entrances to Big

Oak Fiat-Groveland Unified Sc hoo% District property. (Health and Safety Code 104420

Enforcement/Discipline
Any employee or student whe violates the Big Oak Flat-Groveland Unified School District
tabacco-free schaals policy shall be asked to refrain from smoking and shall be subject to
disciptinary action as appropriate.

Any other person who violates the Big Oak Fiat-Groveland Unified Schaol District policy on
tohacoa-free schools shall be informed of the poiicy and asked o refrain from smoking. if the
nerson fails to comply with this request, the Superintendent or designee may:

Diract the person to feave Big Oak Flat-Groveland Unified School District property

2. Request local law enforcement assistance in removing the person from the premises

a0

If the person repeatedly violates the tobacco-free schaols palicy, prohibit him/her from
entering Big Oak Flat-Groveland Unified Scheol District property for a specified period of
fime.

(@3]
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Universal Precautio ns
Board Policy/ Administrative Regulations 41

TS

in order fo protect employess from contact with pote fially infecticus bicod or other body fluids, the
Big Oak Flat-Groveland Unified Schoot District requires that universal precautions be observad
throughout the district.

Employeas shall immediately report any expasure incident or first ald incident in
accordanes with the District expos@e contral pfa or ather safety vrocadures.

The Superintendent or designee shall distiibute fo employees information provided by the
California Department of Education regarding aCQLséred immune deficiency syndroma (AIDS),
AlDS-related conditions, hepatitis B, and hepatitis C. This inform at|or shalt include, but not be
iimited to, any appropriate methods employees may use to orevent exposure 0 AIDS, hepalitis
and hepatitis C, including information concerning the avc«[lab!iuv of a vaccine to prevent confraction
of hepatitis B, hepatitis C, and that the cost of this vaccination may be covered by ihe health plan
benefits of the emplovees. information shall be distributed at feast annually or more frequently it
there is new information supplied by the Califormia Department of Zducation. (Health and Safety
Code 120875, 120830)
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The Superintendent or designee shall ensure that the worksite is effectively maintained in a clean
and sanitary condition, and S"lail implement an appropriate written schedule for cleaning and

\

decentamination of the worksite. (8 CCR 5193(d))

Where occupational exposure remains after the institution of engineering and work practice
controls, the Superintendent or designee shall provide appropriate personal protective equipment
at no cost to the employee. Such ﬂquipméiﬂtmay include gloves, gowns, masks, eye protection,
and other devices that do not permit blood or other poten lei y infectious materials to pass hrough
or reach the employee’s clothes, skin, eyes, mouth or cther mucous membranes under normal
conditions of use. The Superintendant or designee shall maintain, remi‘ make accessible and
raquira employees to use and properly handle protective equipment. (8 CCR 5193(d))

The Superintendent or designee shall provide hand-washing facilities that are readily accessible to
employees. When provision of hand-washing facilities is not feasible, the Superintendent or
designes shall provide an appropriate antiseptic hand cleanser in conjunction with clean cloth or
napver towels, or antiseptic towelettes. (8 CCR 51383{d);

o



For the prevention of infectious disease, smplayees shall routinely: (8 CCR 5193(d))

1. Perform ail procedures involving blood or other pofentially infectious materials in such
a manner as to minimize splashing, spraying, spattering, and generating droplats of
these subsfances.

Use personal protective equipment as appropriate.

;,op iate clothing, including but not limited to, gowns, aprons, lab coats, clinic
ac‘( or similar outer garments, shall be worn in occupational exposure situations,

—

If 2 garment becomes penetrated by blood or other potentially infectious materials, the
employee shall remove the garment immediately or as soon as feasible. All personal
nrotective equipment shall be removed prior o leaving the work area. When removed,
it shall be placed in an aporopriately designated area or container for storage,
washing, decontamination or disposal.

Gloves shall be wom when it can ba raasonably anficipated that the employee may
have hand contact with blood, other potentially infeciious materials, mucous
membranes and nonintact skin, and when handling or touching contaminated items or
surfaces.

Disposable gloves shall be replaced as soon as practical when contaminated, or as
so0n as feasible if they are tom, punetured or when their ability to function as a barrier
is compromised. They shall not be washed or decontaminated for reuse. Utifity gloves
may be decontaminated for reuss if the integrity of the gloves is not compromised, but
must be discarded if they are cracked, pesling, forn, punciured, or exhibit other signs
of deterioration or when their ability to function as a barrder is compromised.

Masks in combination with aye protection devicas or face shields shalt be worn
whenever splashes, spray, spatter, or droplets of blood ar other potentially infectious
materials may be generated and eve, nose or mouth contamination can be reasonably
anticipated.

3. Wash hands and other skin surfacas thoroughly with scap and running water:

Immediately or as soon as feasible following contact of hands or any other skin or
mucous membranes with blocd or other potentially infectious materials

immediately after ramoving gloves or cther personal protective equipment

When hand-washing facilities are not available, the employes shall use antiseptic hand
cleanser in conjunction with clean cloth or paper towels, or antiseptic towelettes. In
such instances, hands shall be washed with soap and running water as scon as
feasible.

andiing
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5. Clean and decontaminate all equipment and environmental and work surfacas after
contact with blood or other potentially infectious material, no [ater than the end of
the shift or more frequently as required by state regulations.

&

Rather than using the hands directly, use mechanical means such as a hrush and

dustpan, tongs or forceps to clean up broken glassware that may be contaminated.

7. Use effective patieni-handling technigues and other methods designed to minimize
the risk of a sharps injury in all procedures involving the use of sharps in patient
care.

o

Needleless systems shall be used to administer medication or fluids, withdraw body
fluids after initial venous or arterial access is established, and conduct any other
procedure involving the potential for an exposure incident for which a needleless
system is available as an alternative o the use of needle devices. If needieless
systems ara not used, neecles or non-needle sharps with engineered sharps injury
protection shall be used.

Contaminated needles or other sharps shall not be broken, bent, recapped, removed
from devices, or stored or processed in a manner that requires employees fo reach by
hand info the containers where these sharps have been placed.

Disposable sharps shall not be reused.

8. Handle, store, treat and dispose of ragulatad wasts in accardancs with Health and
Safety Cade 1176866-118360 and other applicable state and federal reqgulations.

a.

Immediately or as soon as possible after use, contaminated sharps shail be placed in
containers meeting the requirements of 8 CCR 5193(d) (3} (D). Coniainers shall be
easily accessible, maintained upright throughotit use where feasible, and replaced as
necessary to avoid overfilling.

Specimens of blood or other potentially infectious material shail be placed in a
container that prevents leakage during coliection, handling, processing, storage,
transport or shipping.



Child Abuse Reporting Procedures

Board Policy/Administrative R\.guld.tlon 5141.4

unpmjecs who ars mandated reporters, as defined by law and adminisirative regulation,
are obligated to raport all known or suspectad incidents of child abuse an id neglect,
Mandated raporters shall not investigate any suspected Incidents but rather shall cooperate
with agencies responsible for investigating and prosecuting cases of child abuse and
neglect.

Definiions

Child abuse or neglect includes the following: (Penal Code 11165.5, 11165.6)

1. A physical injury inflicted by other than accidental means on a child by ancther persorn

2 Sexual abuse of a child as defined in Penal Code 111651

3 Neglect as defined in Penal Code 11165.2

4. Willfut harming or lmurf g of & child or the endangering of the person or health of a child as

ac
definad in Penal Code 111653

oy

Unlawful corporal punishment or injury as defined in Penal Code 11 1654

Child abuse or neglect does nof include:

1. A mutual affray between minors (Penal Cods 111656}

2. An injury caused by reasonable and necessary force used by a pea ca officer acting within
the course and scope of his/her empioymen t( enal Coce ’E’165,6}
3. An injury resulting from the exercise by a teacher, vice principal, principai, or other

cartificated smpioyee of the same degree of physical control over a student tthata
narent/guardian would be privileged to exercise, not exceeding the amount of physical
cortfoi reasonably necessary to maintain order, protect property, protect the health and

safety of students, or maintain propsr and appropriate conditions conducive to leaiming
\;ﬂduc ation Code 44307}

4. An injury caused by a school smployse's use of force that is reasonable and necessary to
quell a disturbance threatening physical injury to persons or damage (o property, to protect
himselfiherself, or fo obtain weapons or other dangerous abjects within the controi of the
studant (Education Code 48001

5. Physic ‘a%n ar discomiort caused by athletic competition or
activity voluntarily sngaged in by the student (Education Cod

other such recreational

N&J
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Reasonable suspicion means that it is objectively reasonable for a person to entertain a suspicion,
hased upon facts that could cause a reasonable person in 4 like position, drawing when
appropriate on his/her training and experience, to suspect child abuse or neglect. (Penal Code
11166}

Reportable Offenses

andated raporfer shall make a report using the procedures provided below whe ne‘-fer, in
his/ "m profeasamas capactty or within the scope of hisfher employment, hefshe ha
knowfedge of or ohserves a child whom the mandated reperter knows orre asonabfy‘
suspects has been the victim of child abuse or negiect. {Penal Code 11168)

Any mandated reporter who has knowledge of or who reasonably suspects that a child is suffering
serious emotional damage or is at a substaniial risk of suffering serious amotional damage based
on evidence of severe anxiety, depression, withdrawal, or untoward aggressive behavior loward
self or others, may make a report to the appropriate agency. (Penal Code 11186.05)

Any person shall nofify a peace officer if hefshe reasonably believes that he/she | a s observed the
commission of a murder, ¢ p réewd or lascivious act by use of force, violence, duress, menace,
or fear of immediate and untawful bedily injury, whera the victim is a child under age 14. (Penal

Cods 152.3, 288)

% in :? 7 2-{—‘17‘ -f:' % 1 et »’fm_ 5
Responsibility for Reporting
The reperting duties of mandated reporters are individual and cannot be delegatad to
another person. (Penal Code 11166

When two or more mandated reporters jointly have knowlfedge of a known or suspected instance of
child abuse or neglect, and when there is agreement among them, the report may be made by a
member of the team selected by mutual agreement and a single report may be made and signed
hy the selected member of the reporting team. Any member who has knowledge that the member
designated to report has failed to do so shall thereafter make the report. (Penal Code 11166)

No supervisor or administrator shall impede or inhibit a mandated reporter from making a report.
(Penal Code 11106)

Any person not identified as a mandated raporter who has knowledge of or absarves & child
s/she knows o 'reasonabw sUspe s has been a victim of child abuse arn eglecx
may raport the known or suspected instance of child abiusa or neglect ta the appropriate

agency. (Penal Code 111606)



Reporting Procedures
1. Inifial Telephone Report

immediately or as soon as practicably possible after knowing or observing suspected chitd abuse
or neglect, a mandated reporter shall make a report by telephone to any police department
{excluding a2 school district police/security department), sheriff's department, county probation
department if designated by the county to receive such reports, or county welfare department.
(Penal Code 11166)

2. Written Report
Within 36 hours of receiving the information concerning the incident, the mandated reporter shall
orepare and send to the appropriate agency a written report that includes a campleted Depariment

of Justice form. {Penal Code 11166, 11168}

Mandated reporters may obtain copiss of the above form from either the department office or the
appropriate agency.

Reports of suspected child abuse or neglect shall include. if known: (Penat Code 11167)

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

D, The child's name and address, present location and, where applicable, schocl, grade, and
class

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

d. The information that gave rise to the reasonable suspicion of child abuse or neglect and

the source(s) of that information

M

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

The mandated reporter shalf make a report sven if some of this information is not known ar is
uncertain to himfher. (Penal Code 11187)

Information relevant to the incident of child abuse or neglect may also be given fo an investigator
from an agency that is investigating the case. (Penal Code 11167}

3. internal Reporting

Emplovess raporting child abuse or neglect to the appropriate agency are encouraged, but not
required, to notify the program administrator as saon as possible after the initial telephone report fo
the appropriate agency. When so notified, the program administrator shall inform the
Superintendent or designee.



The program administrator so notified shall provide the mandated reporter with any assistance
necessary to ensure ihat re porﬁng orocedures are carried out in accardance with taw, Board policy
and administrative r¢ gdlaé on. At the mandated reporter's request, the program administrator may
assist in completing and filing the necessary forms.

The mandated reporter shall not be recuired to disclose his/her identity fo the principal. {Penal
Code 11166)

He/she may provide or mail a copy of the written report to the program adminisirator,
Superintendent or designee without his/her signature or name.

J g
on shail not be a substitute for making a mandated report to the appropriate agency.

Report: g the informaticn o an employer, supervisor, program administrator, counselor, co-worker,
o s
‘3 11 /E 4 f\r')

Training of mandated reporiers shal include child abuse identification and reporting. {Penal Code
11165.7)

Training shall also include guidance in the appropriate discipline of studenis, physical contact with
stucents, and maintenance of ethical relationships with studentis o avoid actions that may be
misinterpreted as child abuse.

ictim Interviews

naver a repraseniative of an agency invest gair suspected child abuse or eg lact
ﬂcmsi Y, 4 ted victim may e interviewed during school hours, on school
pr mises, concerning a repart of suspected child abuse or neglect that cccurrad w=;h<e the
o facility. The child shall be given the choice of being
resence of any adult school @*’%uicype or voluntaer azde

11 174,3} School personne! are nat raquired to notify the

ild's home or oui-gfh
mervlewe:f in private
szlecied by the chi fﬁ).
paranis of this intervie
A staff member or volunteer aide selected by a child may decline {c be prasent at the interview, If
the selected person accapts, the program administrator shall inform him/her of the following

)

raquirements: (Penal Code 11174.3)

1. The purpose of the selected person's presence at the Inferview is io lend support to the
child and D-,rzabf:s him/her to be as r‘omfo rtable as possible.

2 The selected person shall nof participate in the interview,

) The selected parson shall not discuss the facts or circunstances of the case with the child.

4. The selected scrsoﬂ ES subjcrt tc the confidentiality requirements of the Child Abuse and
Neglect Reporting Act, a violation of which is punishable as specified in Penal Code
11167.5.

ND



If a staff member agrees to be present, the interview shall be held at a time during schwool hours
when it does not involve an expense fo the school. {Penal Code 111743}

Release of Child to Peace Officer

When a child is released to a peacs officer and taken info custody as a victim of suspected
child abuse or neglsct, the Superiniendent or designee andier program administrator shall
not notify the parent/guardian, but rathar shall provide the peace officer with the address
and telephone number of the child's parent/guardian. it is the resgonsibility of the peace
officer ar agent to notify the parenfiguardian of the situation. (Education Code 48906)

Peace officers shall be asked lo sign an aporopriate release or acceptance of responsibitity form.
- " N D
Parent/Guardian Complaints

Upon raquest, the Superintendent or designes shalt provide parents/quardians with procedures
that describe how to report suspected child abuse occurring at a school site to appropriate
agencies. For parentsiguardians whose primary language is other than English, such procedures
shall be in the primary language of the parent/guardian and, when communicating orally regarding
those procedures, an interprefer shall be provided.

To file a complaint against a district empicyes or other person suspected of child abuse or neglect
at a school site, parents/guardians may file a report by telephone, in person or in writing withy any
appropriate agency identified above under "Reporting Procscdures.” if a parent/guardian makes a
complaint to any district employes, that employee shalt notify the parent/guardian of procedures for
filing a complaint with the appropriate agency. The employee also is obligated pursuant to Penal
Code 11168 fo file a report himself/nerseif using the procedures described above for mandated
reporters.

in addition, if the child is enrolled in special education, a separate complaint may be filed with the
California Department of Education pursuant to 5 CCR 4650,

Notifications

The Superintendent or designee shall provide aif new employees who are mandatad
reporters a statement that informs them that they are mandated reporters, of their reparting
obligations under Penal Cade 11168, and of their confidentiality rights under Penal Code
11187, The district shall also provide these new smployees with a copy of Penal Code 111657,
11166, and 11167. (Penal Code 11165.7, 11166.5)

Refore heginning employment, smployees shall sign the staternent indicating that they have
knowledge of the reporting obligations under Penal Cade 11166 and that they will comply
with those provisions. The signed stafements shall be retained by the Superintendent or
designes. (Penal Code 11166.5)



Employees who work with dependent adults shail be notified of legal responsibilities and reperting

procedures pursuant to Welfare and institutions Code 15630-15637.

The Superintendent or designee shall also notify all emplovees that:

1. A mandated reporter who reports a known or suspected instance of child abuse or neglect
shall not be held civilly or criminally liable for making a report and this immunity shall apply
even if the mandated reporter acquired the knowledge or reasonable susnicion of child
abuse or negiect cutside of hisfher professional capacity or outside the scope of histher
employment. Any other person making a report shall not incur civil or criminal liahility
uniess it can be proven that hefshe knowingly made a false report or made a report with
reckless disregard of the truth or falsity of the report. (Penal Code 11172)

/.3 If a mandated reporter fails to report an incident of known or reasonably suspected
child abuse or neglect, he/she s guilty of a misdemeanor punishable by 3 fine
and/or imprisonment. (Penal Code 11166)

3. No empioyee shall be subject to any sanction by the district for making a report. (Penal
Code 111686}



Sexual Hara Sm@m
Board Policy/Administrative Regulat 4119.11

The Big Oak Flat-Groveland Unified Schoal District prohibifs sexual harassment of District
employeses and job applicants. The Big Oak Flat-Groveland Unified School District also
nrohibits retaliatory behavior or action against Big Oak Flat-Groveland Unified School
District employees or other persons, who complain, testify or otherwise participate in the
complaint process established pursuant to this policy and administrative regutation.

The Superintendent or designee shall take alf actions necessary o ensure the prevention
investigation, and correction of sexual harassment, including but not limited fo:

T Providing training to employess in accordance with faw and administrative regulation

P

Publicizing and disseminating the County Office’s sexual harassment poficy to staff

'CAD

Ensuring prompt, thorough, and fair investigation of complainis

4. Taking timely and appropiiate corractivelremedial action{s), which may require interim
separation of the complainant and the alleged harasser and subsequent monitoring of
developments,

All complainis and allegations of sexual harassment shall be kept confidential to the extent
necessary to carry out the investigation or (o take other subsequent necessary actions. (5 CCR
4964}

Any Big Qak Flat-Groveland Unified Schoal District 2mpl ayee or job applicant who fesls that
hefshe has been sexually harassed or who has knowledge of any incident of sexual
harassment by or against another em‘a%oyce a job apolicant or a student, shall immediately
report the incident o his/her supervisor or the District Superintandent

A supervisor or other district administrator who receives a harassment complaint shall promptiy
notify the Superintendent or designee.

Complaints of sexual harassment shall be filed in accordance with AR 4031 - Complaints
Concerning Discrimination in Employment. An employee may bypass hislher supervisor in filing a
complaint where the supervisor is the subject of the complaint

Any Big Oak Flat-Grovaland Unified Schaal District empioyee who engages or participates
in sexual harassment or who aids, abets, incites, compels, or coerces another to commit
sexual harassment against a Big Oak Flat-Groveland Unified Schoal District employee, job
applicant, or studant is in viofation of this policy and is subject to disciplinary action, up te
and including dismissal.

Prohibited sexual |

ynwantad raquests {

fis not limite

ient include
e,-‘uai favars,
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of a sex
educationai setézng WH

ual nature made against anothar nerson of the same or opposite sex in the work or
en: (Education Coc;e 212.5:5 CCR 4916)

Submission te the conduct is made exprassly or implicitly a term or condition of
the individual's employment

Subrf’* ion to or rej
l'

jection of such conduct by the individual is used as the
basis for an c“npioyme ]

nt decision affecting hirmfher

The conduct has the purnpose or effect of unreasonably intarfering with the other
individual's work performance; creating an intimidating, hostile, or offensive
work environmeni; ar adversely affecting the other individual's evaluaﬁon?
advancement, assigned duties, or any other condition of employment or carser

development

Submission to or rejection of the conduct by the other individual is used as the
basis for any decision aifecting him/her "ag rding benefils, services, honors,
programs, or activities available at or through the district

Other examples of actions thal might constitule sexual harassment, whether committed by a
supervisor, a co-worker, or a non-employee, in the work or educational setting, include, but ars not

imited to:

(@]

Unwelcome verbal conduet such as sexual flirtations or propositions; graphic

comments about an individual's body; averly personal conversations or pressure for
sexual activity; sexual iokes or stories; unwelcome sexual slurs, epithets, ihrasats,
innuendoss, dercgatory comments, sexually degrading descriptions, or the spreading
of sexual rumors

Unwelcome visual conduct such as drawings, piciures, graffiti, or gestures; sexually
explicit e-mails; displaying sexually suggestive objects

Unwelcome physical conduct such as massaging, grabbing, fondling, stroking or
brushing the body, touching an individual's body or clothes in a sexual way; cormering,
blocking, leaning over, or impeding normal movements

Prohibited sexuai ha s smeni may aiso inciude any act of retaliation against an individual who
reports a victation of ine Big Cak Flat-Groveland Unified School District sexual harassment palicy
or who participates in the investigation of a sexual harassment complaint.



Uniform Complaint Procedures

Board Policy/Administrative Regulation (312.3

The Superintendent is primarity responsible for complying with applicable state and federal laws
and ragulations governing educational programs.

The Superintendent desires that complaints be resolved expeditiously without disrupting the
educational process.

The following compliance officer will receive and investigate complaints: District Superintendent or
designee

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

An unlawful discrimination complaint must be filed not later than six months from the date the
alleged discrimination oceurs, or six months from the date the complainant first obtains knowledge
of the facis of the allsged discrimination.

The complainant has a right to appeal the district’s decision fo the Califamia Departrent of
Education by filing a written appeal within 15 days of recsiving the disfrict's decision.

The appeal fo the California Department of Education must include a copy of the complaint filed
with the district and a copy of the district’s decision.

A complainant may pursue available civil law remedies outside of the district’'s complaint
procedures. Complainants may saek assistance from mediation centers or public/private interest
attorneys. Civii law remedies that may be imposed by a court inciude, but are not limited to,
injunctions and restraining orders, For discrimination complaints, however, a complainant must wait
until 80 days have elapsed from the filing of an appeal with the Cafifornia Departrnent of Education
hefare pursuing civil faw remedies. The moratorium does not apoly to injunctive refief and is
apolicable only if the district has appropriately, and in a timely manner, apprised and complainant
of hisfher right to file a complaint in accordance with Education Code 262.3 and Title 5 CCR 4622,

The Superintendent prohibits retaliation against complainants. The Superintendent or
designee at hisfer discretion may keep a complainant's identity confidential, except o the extent
necessary to investigate the complaint. The Big Qak Flat-Groveland Unified School District will not
investigate ancnymous complaints unless it so desires.

The Superintendent or designee shall determine whether a complaint should be consideraed a
complaint against the District and/or an individual employee, and whether it shauld be resolved by
the Big Oak Flat-Grovetand Unified School District process for complaints concarning personnel
andfor other District procedures.

The Superintendent or designee shall develop regulations that permit the pubiic to submit
complaints against district employees in an appropriate way.

oromote prompt and fair resolution of the complaint, the following procedures shall govern the

rasolution of complaints against Big Oak Flat-Groveland Unified Scheol District smployees:
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mplaint at (he ae! ast possible stage.

Every affort "'[”'O ’{C; be madi co
ho_zlci communicate directly o the
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If a compiainant is unable or unwili ng to resoive the complaint directly with ine
employse, he/she may submit an oral or written complaint {o the employee’s
immediate supervisor. A form (Exhibit 1312.1) wilt be piovided for the complainant’s
convarience.

Il complaints related to Big Oak Flai-Groveland Unified Schaoel District
ersonnel other than adminisirators shail he submittad in writing to the
immediate supervisor. [f the complainant is unable to prepare the complaint in
wiiting, administrative staff shall help him/her o do so. Complaints related to an
administrator shall be initially filed in wriling with the Superintendent or designee.

All
B

When a written complaint is received, the employee shall be notified within fiva
&

A written complaint shall include:
The full name of each employee involved
A brief but specific summary of the compiaint and the facts surrounding it

A specific dascr.ptﬂn of any prior a::er’*pt fo discuss the complaint with the
ﬂmoloyee and the faiius 61’0 tnsol\, the matter

comiplaints shall afte mpt to resclve the
ar‘ms involved within 13 warking days.

If the complaint is not rescived at this leval, it may be heard by the Superintendent.
No party to a compiaint may & address the Superiniendent unless the Superintendent
has received a written report from prior levels. The report shalt include, but not be
limited to:

a. The full name of each employee involved
b. A brief but specific summary af the complaint and the facts surrounding it
& A specific description of all pricr attempls to resolve the complaint and specific

findings as to why resolution of the case at priar levels has not been possible

The Superintendent shali review the complaint and render a written decision to the
narties. The decision of the Superintendent shall be final.

Groveland Unified

cies in accordance
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Non-Discrimination in Employment

Board Policy/Administrative Reguilation LLOL%Q

~

The Big Oak Flat-Groveland Unified School District prohibits unlawful discrimination against andfor
harassment of District em ployess and job applicants on the basis of actual or perceived race, calor,
national origin, ancestry, religion, age, marital status, pregnancy, physical or mental disability,
nedical condition, veteran stafus, gender, sex or sexual orientation at any BOFGUSD site and/or
activity. The Big Oak Flat- Groveland Unified Schoot District also orohibits retaliation against any
District employee or job applicant who complains, testifies or in any way participates in the Big Oak
Flai-Groveland Unified School District’s complaint procedures instituted pursuant fo this policy.

Any Big Oak Flat-Grovefand Unified School District employee who engages or participatas
in unlawful désrrimimiicn or who a’ci% abets, incites, camneis or coerces anather to
discriminate, is in viclation of this policy and is subject to disciplinary action, up o and
including dzsm ssal.
Any Big Oak Flat-Groveland Umﬁed School District employee who absarves

know\f%eug eofanin de nt of unlawful discrii mation or harassment shall report the incident
tc their supervisor or the Superintendent as soon as practical after the incident g
Big Oak Flat-Groveland Uniffed School District employse to report discrimination or
harassment may rasult in disciplinary action.

The Superintendent designates the following position as Coordinator for Nondiscrimination in
Employment:

Danna Fritz, Director of Human Resources
175 8. Fairview Lane

Sonora, CA 85370

{209) 536-2011

An employee may, in addition to filing 2 discrimination complaint with the District Office, file
a complatnt with either the California Department of Fair Employment and Housing {DFEH)
vmhe Equal Employment Opportunity Commission (EE0C). The time limits for filing such

nlaints are as follows:
1, To file a valid ¢ ompza. ' with DFEH, the employee must file '.n
vear of the alleged discriminatory aci(s), unless an exception exists pu
12960. LGovemmem Cade 129460}

: maéam* within one
t o Government Code

2. To file a valid complaint dirsctly with EECC, the employse must file his/her compial
within 180 days of tha alleged discriminatory act(s). To file a valid complaint with EE C aft
a conmiplaint with DFEH, the employee must fila the complaint within 300 days of th ’le :
discriminatory act(s) or within 30 days after the termination of procsedings oy uF_H
sarfier. (42 USC 2000e-8)

ichever is

—_
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cmployees wishing fo file complaints with the DFEH and EEQC should contact the
nondiscrimination coordinator for more information.

Unlawful discrimination or harassment of an individual includes:

1, Slurs, epithets, threats or verbal abuse
2. Derogatory or degrading comments, descriptions, drawings, pictures or gestures
3. Unwelcome jokes, stories, feasing or taunting
4, Any other verbal, written, visual or physical conduct against the individual which:
a. Adversely affects histher 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 employes or job appiicant who feels that he/she has been or is being unlawfully discriminated
against or harassed should immediately contact hisfher 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 hisiher supervisor when the supervisor is the alleged
offender.

Any supervisor who receives a discrimination/harassment compiaint shall immediately notify the
nondiscrimination coordinator or the Superintendent, who shalt ensure that the complaint is
appropriately investigated in accordance with Big Oak Flal-Groveland Unified School District poicy
and regulations.

The Superintendent or designee shall ensure that annual training is provided to all employees
regarding the issues of discrimination.

20



Employee Use of Technology

Board Policy/ Administrative Regulation 4040

Employees shall be responsible for the appropriate use of technology and shait use the Blg
Qak Flat-Groveland Unified School District technological resources only for purposes
refated to their employment. Such use is a privilege that may he revoked at any time.

Employass should be aware that computer files and communications over electronic networks,
including e-mail and voice mail, are not private. These technologies shall not be used fo transmit
confidential information about students, emplovees or Big Oak Flat-Groveland Unified School
District operations without authority.

To ensure proper use of the system, the Superintendent or designee may monitor the Big
Oak Flat-Graveland Unifiad School District technological resources, including e-maii and
yoice mail systems, at any time without advance notice or consent. tf passwords are used,
they must be known to the Superintendent or designee so that hefshe may.have system access.

The Superintendent or desianee shall establish administrative regulations, which outline employee
obligations and responsibilities related to the use of District technology. He/she aiso may establish
guidelines and limits on the use of technological resources. Inappropriate use shall resultina
cancellation of the employea's user privileges, disciplinary action and/or legal action in
accordance with law, board policy and administrative reguiations,

The Superintendent or designee shall provide copies of refated policies, regulations and guidelines
fo alf employees who use the District's technological resources, Employess shalt be askad to
acknowladge in writing that they have read and understood these policies, regulations and
guidelines,

In the event that the use of an electronic resource affects the working conditions of one or more
employees, the Superintendent or designee shall notify the emplayees’ exclusive representative,

§ /71 5 1A e =, *"r'o'w»' Q- o sl { M Lq RSN g
On-Line/Internet Services; User Obligations and

Employees are authorized to use Big Oak Flat-Groveland Unified Schoal District equipment fo
acesss the Internet or on-line services in accardance with Board Palicy and the user obiigations
and responsibilities specified below.

1. The employee in whose name an on-line services account is issued i3
responsible for its proper use at all imes. Employees shall keep account

information, home addresses and telephone numbers private. They shall use the
system only under their own account numper.

[a]

ity and primarily for work-ralated
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Employess shall not accsss, post, submit, publish or display harmful or
inappropriate matter that is threatening, obscene, disruptive or sexually explicit,
or that could be consfrued as harassment or disparagement of others based on
thair race/sthaicity, national origin, gender, sexual orfentation, age, disability,
religion aor political beliefs.

Employees shall not intentionally upload, download or create computer viruses
andfor maliciously attempt fo harm or destroy disirict equinpment or materials or
the data of any ather user, including so-cailed "hacking.”

Employees shall nat read other users’ electronic mail or files, They shall not
attempt to interfere with other users’ ability to send or receive electronic mail,
nor shall they attempt to read, delete, copy, modify or forge other users’ mail.

Users shall regort any security problem or misuse of the services ia the
Superintendent or designes.

Employees shall be required fo read and sign an Acknowledgement of
Acceptable Use Agreement af the time of hira.



Procedures for Informing Teachers of
Student Conduct

Education Code 49079 requires schooi districts to inform feachers of any pupil who has engaged
in, or is reasonably suspected o have engaged in, any acts described in Education Code 48900
(Conditions for Suspension or Expuision) with the exception of smaking tobacco. The District shall
nrovide this information fo the teachers in a timely fashion based upon records maintained in the
District or received from law enforcement agencies.

The Superintendent or Superintendent's designee shall establish specific netification procedures
and shall communicate these procedures to all teachers.

The teacher is hereby notifiad that hefshe is required fo review these nofifications of
students who have violaied one or more of the provisions of E.C. 48900 on a regular basis.
The teacher further is notified that the information contained in thess lists shall be kept
confidential and shall not be discussed or disseminated (n any manner. The teacher shall
direct specific questions regarding student conduct-related information to the appropriate
administrator.

NS
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in 1987 Congress enacted the Asbestos Hazard Emergency Regpome Act (AMHERA) to establish
requirements for managemen <>f asbestos in public and aonprof fit elementary and seconda
sohooss The act set stand ards or training, maintenance, abatement, inspecticns, surs veillance e,

notifications and record keeping. A compliance program was initiated by the district in 1989,
all schools containing asbestos, periodic surveillance of known or assumed asbestos containing
materials {s conducted at six month intervals to determine any change in coadition. Deterioration
or damage (s corrected through the AHERA operations and maintenance program, and pre P-r\tive
maintenance is routinely performed. AHERA 1 'ﬂquér'*s that this annual notice be promulgated to
advise parents, students and staff of the status of the asbestos program.

5_no_ashestos containing material _in Ticga or Don Pedro High Scheels, and no
Sm\fulianu_a were performed at thoge sites. Tenaya Elementary School no areas were noted that
requived any action other than normal mainienance and custodial care. No activities were
conducted during the summer that disturbed asbestos containing building materials.

My, Paul Edwards, a California Certified Asbestos Consultant, is the AHERA designated person.
fices mclude the asbestos management plans,

Documents kept in school administrative of
inspection reports and records of surveillance, lraining, maintenance and abatement. Copies of
the plan may be r)z;ta:i ed for a nominal charge. If you have any questions about the asbestos
legislation, please contact Mr. Edwards at 209-296-2100.

prograim or the 4l

This lefter is being sent to the Prasidents of the Parenis Club, the Teachers As: oc;a’ ,.uhe
Classiffed Support A ssociation and the lsfom School Employess Association for dissemination

to students, parents, tzachers and classified employees
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