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Mission and Beliefs 

 

 

Core Beliefs 
 

Cutler-Orosi Joint Unified School District is proud of the progress we have made in the past few years 
as we work towards being a results-oriented professional learning community. Teachers, classified 
staff, students, and parents work in a partnership to provide all students a quality education in a safe, 
supportive, and disciplined environment, preparing them to become responsible citizens in a culturally 
diverse society. 

 
We believe... 

• Every student can learn. 
• Student educational needs should be at the forefront of all decisions impacting the work 

of the school. 
• Positive relationships and mutual respect among and between students and staff enhance 

student achievement and create a safe and supportive school climate. 
• Every child and adult deserves to be treated with dignity and respect at all times. 
• Students and staff are responsible for their actions and they will be held accountable 

for their choices. 

Mission Statement 
 

"Educating Minds, Inspiring Futures" 
 
 

Vision 
 

All students will be college, career and 
community ready and prepared to compete in 

a global economy. 
 

Goal 1 
Achieve academic excellence and meet the needs of all 

students in a safe and supportive environment. 
 
 

Goal2 
Build human capacity by investing in training, 

coaching, and setting expectations for students, 
parents, staff and the Board to support student 

achievement. 
 

Goal 3 
Create efficient and effective systems that are 

innovative, accountable and proactive. 
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Superintendent’s Message: 
 

The role of the Principal has changed considerably over the past several years. A recent survey conducted 
by the National Association of Elementary and Secondary School Principals reported that a majority of 
districts were short of qualified candidates for principal positions. As older principals retire and new 
administrators take the open positions, the number of new, relatively inexperienced administrators will 
continue to increase. 

 
Consistently, research finds that the success of school improvement efforts is dependent upon able 
leadership. Effective schools have effective principals and effective teacher leaders. Contemporary school 
leadership requires a high degree of knowledge, experience, skill, sophistication, and intuitive ability. “The 
factor that empowers the people and ultimately determines which organizations succeed or fail is the 
leadership of those organizations.” Warren Bennis 

 
The Principal’s Handbook is designed to assist principals in their leadership and help address the 
responsibilities associated with leading a school. We encourage you to use it often and call appropriate 
District offices as needed. 

 
Please note that updated versions of all District charts and forms included in this handbook can 
be viewed online through www.cojusd.org, and are displayed here only as samples. Also note 

that some electronic links, although lengthy, provide a direct connection to information that may 
otherwise be difficult to find. Viewing the Handbook electronically will be the best way to access 

that information 
 
 
 

About this Handbook 
 

This handbook is provided to assist the classified staff in dealing with the day-to-day operations of the 
school. It is not intended to be all-encompassing and there will be many things which occur that are not 
covered in this handbook. However, it is crucial that all classified staff read this handbook thoroughly and 
become familiar with its contents. You will be asked to sign a Statement of Acknowledgement that you 
have indeed received this handbook and are familiar with its contents. 

 
It is likely that as events occur over the course of the school year that additions to the handbook will become 
necessary. It is also likely that many of the policies and procedures that are set forth in the handbook will 
change over time. Pay particular attention to the wording of policies. Statements such as "staff must", 
"staff are required to", or "staff will" indicate actions that are mandatory. This is a quick reference 
guide. As with all things, when you have questions or concerns, you should always check with the principal, 
an assistant principal/ learning director, or your supervisor for clarification. 

 
This Handbook has been proofread for errors; however, as with any document, there may still be 
punctuation and/or grammatical errors. If you find any, please email the correction(s) to the Superintendent. 
Our standard of excellence applies to district documents, as well as to school-wide, and we appreciate your 
input. 
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Behavior 

EXPECTATIONS FOR STAFF 

 
1. Provide a safe, orderly, and caring classroom and campus environment. The classified 

employee should model good citizenship for students by picking up campus litter, holding 
doors open for other staff, being polite to all students and staff, and maintain personal 
appearance, grooming and language patterns that provide a satisfactory example to pupils. 

 
2. Consider student and staff safety first. Monitor students when you are in their vicinity to ensure 

student safety and to maintain order. At no time are students to be left unsupervised during 
the time you are to be supervising them. 

 
3. Maintain consistent, punctual and regular attendance. You should be at your work station 

when your shift begins, not at the time clock just checking in. Be on time getting to work, to 
meetings, and to assigned student supervision activity. The classified staff workday varies 
among jobs; your position dictates the number of hours you work. The exact beginning and 
ending time is determined by each site and/or program. 

 
4. Establish two-way communication with administration and teachers regarding their 

expectations of your job performance. Your job description will always include "other duties 
as assigned" which entitles the administration to ask you to help out in times of need. 

 
5. Treat students, staff, and parents with dignity and respect at all times. At no time should 

staff members use excessively loud, rude voices, sarcasm, or name calling toward students, 
other staff members, or parents. Gossiping, excessive talking and visiting with other staff 
members is not acceptable. 

 
6. Utilize common sense and good judgment. Classified staff members will not put their hands 

on students except to prevent imminent injury. Under no circumstances should any staff 
engage in horseplay or rough-housing with students. 

 
7. Maintain a positive attitude. A negative attitude is the result of a conscious choice to be 

negative. Do not infect others with your negative attitude if you choose to be negative. 
 

8. Remember that the job you have is to be treated with respect. At no time are you to use 
your position to create opportunities for increasing your income through a second job. 
Therefore, no employee may "sell" items such as jewelry, cosmetics, home furnishings, 
candles, etc., if those objects are for personal gain. 

 
9. Board policy establishes a Code of Ethics for the classified employee. The Code of Ethics 

is attached in the Appendix (page 39) (BP 4219.21 and E 4219.21) 
 

10. Follow the provisions of the CSEA Agreement, COJUSD Board Policies, the Parent and Student 
Handbook, and the Personnel Manual. All of these documents are on the district's web page: 
www.cojusd.org 
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Professional Dress 
 

Classified staff members are expected to set an example for our students. At the minimum, all staff 
should adhere to the student dress code outlined in the Parent and Student Handbook. Some 
job classifications may be required to wear a District approved and provided uniform while at work. 
The site supervisor will warn the employee when his/her dress is deemed to be inappropriate. If the 
employee disregards the warning, further disciplinary action will be taken. 

 
As a safety issue, flip-flop shoes cannot be worn and fingernails should be reasonable and 
appropriate in length. When accompanying students to water parks, etc., staff should wear shorts, 
shirts, and water shoes. 

 
Board Policy 4119.22 states: "The Board of Education believes that appropriate dress and grooming 
by district employees contribute to a productive learning environment and model positive behavior. 
During school hours and at school activities, employees shall maintain professional standards of dress 
and grooming that demonstrate their high regard for education, present an image consistent with their 
job responsibilities and assignment, and not endanger the health or safety of employees or students. All 
employees shall be held to the same standard unless their assignment provides for modified dress as 
approved by their supervisor." The better you look; the better image we have in the community! 

 
 

ATTENDANCE 

Work Day 
 

The workday for all employees is established and regularly fixed by the District in order to meet the 
District's educational goals and objectives. The work week for full-time employees shall be forty 
(40) hours exclusive of a District designated lunch period and will consist of five consecutive 
workdays. However, when it is necessary to carry out the District's business, the District retains the 
right to extend the regular workday or work week. All classified staff are required to be at their 
designated work station by the time specified by your site principal or program administrator. Work 
year calendars for ten, eleven, and twelve month employees are attached in the Appendix (pages 
56-69). Work calendars may change as circumstances may require. Employee will be notified as 
soon as possible. 

 
VeriTime 

 
All classified employees, including substitutes, are to "sign in" and "sign-out" of work using the 
VeriTime scanners provided. Employees may use any scanning device in the District. A scan of 
either of the employee's index finger is used to accomplish this task. Employees do not need to 
sign in/out for lunch breaks at this time, except for AVID workers. 

 
Employees who also sub will need to use their thumbs for subbing hours. 

 
Not less than a thirty (30) minute or more than a 120-minute non-compensated lunch period is 
provided to all employees who work at least six (6) consecutive hours. The immediate supervisor will 
assign the lunch time, normally taken at the conclusion of 4 hours of service or about the mid- point 
of each shift. 

 
In addition to the lunch period, a fifteen (15) minute compensated rest period is provided to all 
employees for each four (4) hour period of service. The rest period shall be taken at the
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discretion of the immediate supervisor and under no circumstances shall an employee leave 
his/her site during the rest period without the expressed consent of the supervisor. 

 

Break periods may not be combined with lunch in order to take a longer lunch period. Breaks and 
lunch periods may not be combined in order to leave work early. The supervisor for all school sites 
is the site principal. Preschool, child care and before/after school employees have a different 
supervisor. 

 
Custodians/bus drivers are scheduled to drive buses for field trips and athletic events, etc., based on 
a rotating system of assignment. This assignment must be initiated by the Assistant Director of 
Transportation and the site supervisor. No employee may ask to be assigned additional runs without 
the consent of his/her site supervisor. 

 
 

Overtime 

All overtime must be pre-approved in advance of the overtime with the site administrator’s 
authorization or a District administrative authorization. Employees, on their own, are not to determine 
if overtime is to be worked. Any overtime worked without prior approval will be subject to disciplinary 
action. 

 
Any employee has the right to reject any offer or request for overtime or call back except in cases 
of emergency which is defined as short-term, non-recurring incident requiring the attention of the 
employee. 

 
Attendance and Absences-AESOP 

 

All absences, including school business, are to be submitted on the AESOP absence 
reporting system prior to the absence even if personal contact has been made with the 
supervisor. This includes full day, half day or any part of a work day/shift. 
Good staff attendance is vital to the smooth operation of any school. If a classified person must be 
absent from school for any reason, it is his/her responsibility to notify his/her supervisor as per the 
CSEA Collective Bargaining Agreement Article 18.3.9. If personal contact with the immediate 
supervisor cannot be made, a message must be left on the supervisor's district cell phone. 

 
Employees need to make plans ahead of time. If (s)he knows that (s)he will be absent for personal, 
school business, jury duty, or other approved leaves, the employee should notify the District as soon 
as possible using the Aesop absence reporting system so that the District may make plans as need 
for the instruction and care of students. Employees in some departments will still need to notify 
his/her supervisor. (S)he should also inform his/her principal of the pending absence. Staff should 
try to schedule dental/doctor appointments outside the school day when possible. 

 
Permission to leave campus will only be granted for emergencies and/or school business and must 
be approved by the school principal or in his/her absence, an assistant principal or learning director. 
Just telling the school site secretary that you are leaving is not sufficient notification; there 
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must be approval given. At no time may a classified employee be at the work site after hours or on 
weekends without prior consent from his/her supervisor. 

 
All Leaves 
Procedures and guidelines for taking Sick Leave, Personal Necessity, Maternity Leave, Industrial 
Accident and Illness Leave, Bereavement Leave, Jury Leave and Court Appearance can be found 
in the CSEA Collective Bargaining Agreement under Article 18. 

Sick leave for employees not covered by the Collective Bargaining Agreement is provided under 
state law. This leave may be earned and includes short term employees and substitutes. More 
detailed information may be found on the informational bulletin boards posted in every break room 
or by calling the Personnel Office. 

 
Holidays 
The District provides classified employees in the bargaining unit the following paid holidays: 

 
• New Year's Day 
• Martin Luther King's Day 
• Lincoln's Birthday Day 
• President's Day 
• Friday of Spring Recess 
• Memorial Day 
• Independence Day 
• Labor Day 
• Veteran's Day 
• Thanksgiving Day 
• Friday following Thanksgiving, in lieu of Admission Day 
• Christmas Eve Day 
• Christmas Day 
• New Year's Eve Day 

 
When the above holiday falls on a Saturday, the preceding Friday shall be deemed to be that holiday. 
When the holiday falls on a Sunday, the following Monday shall be that holiday. Changes may be 
made through the negotiations process. An employee must be in paid status on the working 
day immediately preceding or following the holiday to be paid for the holiday. 

 
There shall be a total of three (3) "early release" days prior to holiday periods throughout the year. 
These days shall occur as follows: One day prior to the Thanksgiving Break; one day prior or during 
the Winter Break; and One day prior or during the Spring Break. Release shall follow the CSEA 
contract agreement (Article 14.5). 

 
During the spring, winter, and summer breaks, classified staff will be assigned duties by his/her site 
supervisor, which are expected to be completed during the break time. 
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EMPLOYEE NOTIFICATIONS-MANDATED AND NON-MANDATED 
POLICIES AND INFORMATION 

State and Federal law requires that you be notified on a yearly basis of certain board policies, 
regulations, exhibits and information that may affect the terms and conditions of your employment. 
A list of these is found in the appendix on page 38. You may view or print a copy of any of the 
policies, regulations and exhibits online from the District website at www.cojusd.org. If you do not 
have access to a computer, the District will provide you access to one. The items listed as 
"Information" may be found in the Personnel Handbook for Employees. 

 
 

EMPLOYEE ACCEPTABLE USE POLICY - TECHNOLOGY 
 

The purpose of this Employee Acceptable Use of Technology Policy is to ensure a safe and 
appropriate environment for all employees and students. This policy notifies staff about the 
acceptable ways in which District Technology may be used at Cutler-Orosi Joint Unified School 
District and how all technology may be used without violating student privacy laws. The District 
recognizes and supports advances in technology and provides an array of technology resources 
for employees to use to enhance the learning environment, facilitate resource sharing, encourage 
innovation, and to promote communication. While these technologies provide a valuable resource 
to the District, it is important that employees' use of technology be appropriate for District 
purposes.  
 
Work products created using District technology and/or posted to the District server become the 
property of the District whether created on or off work time. 

 
Employees who submit a signature acknowledging receipt and agreement to the terms of use 
outlined in this policy are authorized to use the District's Technology. 

 
A. Definitions 

1) “District Technology" is defined as all District owned and maintained, created or authorized 
electronic technology including, but not limited to, computer hardware and software, electronic 
devices such as tablet computers, smart phones and cell phones, telephone and data networks 
(including intranet and Internet access), email systems, and electronically stored data, websites, 
web applications or mobile applications. The definition of District Technology expressly includes 
access to District data networks from devices owned by a user or the District, whether on or off 
District property. 

 
2) “System Administrator" means the Superintendent or designee and staff employed by the 

District and persons employed by District departments whose responsibilities include District 
Technology, site, or network administration. System Administrators perform functions including, 
but not limited to, installing hardware and software, managing a computer or network, and 
keeping District Technology operational. 

 
3) "User" means someone who does not have System Administrator responsibilities for District 

Technology. 
 

4) "User Account" means the combination of a User number, User name, and/or User ID and a 
password that allows an individual User access to District Technology. 
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B. District Rights and Responsibilties 
 

It is the policy of the District to maintain an environment that promotes ethical and responsible 
conduct in all online network activities by employees. Employees shall not have an expectation of 
privacy when using District Technology or using personal technology on the District's network. It 
shall be a violation of this policy for any employee to engage in any activity that does not conform 
to the established purpose, and general rules and policies of the network. The District retains the 
following obligations: 

 
1) To monitor employee use of technology to ensure public resources are appropriately used 

and to ensure that the District's policies and regulations regarding harassment and 
nondiscrimination, as well as other applicable policies and regulations, are being followed. 
The District can and does monitor District Technology access and activity, including but not 
limited to, websites visited, content viewed, information posted, applications run, content 
created and stored, and email sent and received. This monitoring includes User access to 
private online accounts through the District Technology. The District reserves the right to 
access and view any material accessed or stored on District Technology or any 
material used in conjunction with its District Technology even if that material is stored 
on a device that is not owned by the District. Electronically generated content produced 
by District employees may also be subject to the California Public Records Act, and may be 
subject to public disclosure. 

 
2) To log network use and to monitor and maintain fileserver space utilization by Users. The 

District does not assume responsibility or liability for personal files deleted due to violation 
of fileserver space allotments. Should a User's personal files be deleted by a System 
Administrator, the District shall not be liable for the deletion. Users are encouraged to only 
save district business data on their allotted fileserver space. If fileserver space is exhausted 
with district business data, the user may request additional from the IT department. 

 
3) To remove a User account on the network. 

 
4) To provide guidelines and make reasonable efforts to train employees in acceptable use 

and policies governing online communications. 
 

5) Pursuant to the Electronic Communications Privacy Act of 1986 (18 USC 2510 et seq.), 
notice is hereby given that there are no facilities provided by District Technology for sending 
or receiving private or confidential electronic communications. System Administrators have 
access to all email and will monitor messages. Messages relating to or in support of illegal 
activities will be reported to the appropriate authorities. 

 
6) To provide internal and external controls as appropriate and feasible. Such controls shall 

include the right to determine who will have access to District-owned equipment and, 
specifically, to exclude those who do not abide by the District's terms of use or other 
policies governing the use of school facilities, equipment, and materials. The District 
reserves the right to restrict online destinations through software or other means. 

 
7) User files and information on District Technology may be subject to search by law 

enforcement agencies for investigations if such files contain information which may be used 
as evidence in a court of law. 
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C. Terms of Use 
 

Appropriate uses of District Technology include, but are not limited to, the following: 
 

1) Instructional Use: 
 

• Use in classroom instruction. 
• Development of instructional materials. 
• Research connected to academic and instructional concerns and interests. 
• Communication with colleagues, students, and professional organizations and institutions if 

such communications are related to the business of the District. 
 
 

2) Administrative Use: 
 

• District administrative and business communications and transactions. 
• Communication with colleagues, students and professional organizations and institutions if 

such communications are related to the business of the District. 
• Research tied to District concerns and interests. 

 
3) Incidental personal Use: 

 
The District’s Technology, including Internet access, are to be used primarily for educational purposes and 
District business. Staff may use the District’s Internet access subject to the following limitations: 

 
• Incidental personal use is limited to off-duty time except in cases of emergency. 
• Incidental use of District Technology by employees does not extend to family members or other 

acquaintances who are not employed by the District. 
• Incidental use must not result in direct costs to the District. 
• Incidental use must not interfere with the normal performance of an employee’s work duties or 

student learning. 
• Incidental use must not violate this policy. 

 
Inappropriate use of District Technology includes, but is not limited to, the following: 

 

1) Any use of the District’s technological resources for illegal and/or unauthorized purpose is 
prohibited. 

 
2) Using District Technology to access or view pornography. 

 
3) Disclosing any student’s personally identifiable information. Federal and California law prohibit the 

District’s employees from disclosing a student’s personally identifiable information using any means 
including, but not limited to, District Technology, personal technology or by requiring students to 
use technology in connection with a classroom assignment or extracurricular activity without prior, 
written parental consent. (20 U.S.C § 1232g; Ed. Code, § 49076, subd. (a).) 

 
Examples of technology that may disclose a student's personally identifiable information include, but 
are not limited to, cell phone text messaging, email, iPhone's iMessage, Facebook, Facebook 
Messenger, Twitter, Instagram, Pinterest, YouTube, LinkedIn, Flickr, Tumblr, Vine, Podcasts, 
Google Plus +, Google Chat, Skype, online chat rooms, Snapchat, WhatsApp, Weebly, Wix and 
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Prezi, or similar electronic application or social media platform. 
 

District employees are prohibited from entering into an agreement with any third- party provider of 
technology that grants the third-party provider access to a student's personally identifiable information 
without the prior, written permission of the Superintendent or designee. 

 
"Personally identifiable information" includes, but is not limited to, the following: 

 
• Student's name. 
• Student’s photograph. 
• A video featuring a student. 
• Name of the student's parent or other family members. 
• The address of the student or student's family. 
• A personal identifier such as the student's social security number, student number, or biometric 

record. 
• Indirect identifiers such as the student's date of birth, place of birth, and mother's maiden name. 
• Other information that alone or in combination, is linked or linkable to a specific student which 

would allow a reasonable person to identify the student with reasonable certainty. 
 

District employees are prohibited from releasing personally identifiable information regarding a 
student even when the employee reasonably believes that the person requesting information 
knows the identity of the student he or she is requesting information about. (Ed. Code, § 49061; 
34 C.F.R. § 99.3.) 

 
4) Posting or identifying students via social media without written permission by the District 

and the student's parent/guardian. 
 

5) Using District Technology to gain or attempt to gain unauthorized access to any computer 
technology, or gaining or attempting to gain unauthorized access to District Technology 
is prohibited. 

 
6) Connecting unauthorized equipment to the District Technology, including the 

unauthorized installation of any software (including shareware and freeware), is 
prohibited. 

 
7) Unauthorized attempts to circumvent data protection schemes or uncover security 

loopholes within or outside of District Technology are prohibited. This includes creating 
and and/or running programs that are designed to identify security loopholes and/or 
decrypt intentionally secure data. 

 
8) Knowingly or carelessly performing an act that will interfere with or disrupt the normal 

operation of computers, terminals, peripherals, or networks, whether within or outside of 
District Technology (e.g., deleting programs or changing icon names) is prohibited. 

 
9) Knowingly or carelessly accessing, transmitting, downloading, tampering, vandalizing, 

running or installing on any District Technology, or giving to another User, a program, or 
file intended to damage or to place excessive load on a computer technology or network, 
files or data is prohibited. This includes, but is not limited to, programs known as computer 
viruses, Trojan Horses, worms, or any type of pyramid schemes. Deliberate attempts to 
degrade or disrupt technology performance of the network or any other computer 
technology or network on the Internet by spreading computer viruses is considered 
criminal activity under state and federal law. 
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10) Violating terms of applicable software licensing agreements or copyright laws on District 
Technology is prohibited. Downloading, copying, otherwise duplicating, and/or distributing 
copyrighted materials without the specific written permission of the copyright owner is prohibited, 
except that duplication and/or distribution of materials for educational purposes is permitted 
when such duplication and/or distribution would fall within the Fair Use Doctrine of the United 
States Copyright Law. Employees should seek written permission from the Superintendent or 
designee prior to duplicating and/or distributing copyrighted materials. 

 
11) Using District technological resources for commercial activity or for-profit purposes, such as 

creating products or services for sale, or advertising/promoting non-district sites, commercial 
efforts and/or events, soliciting votes, or political lobbying is prohibited. 

 
12) Inappropriate mass mailing via District Technology is prohibited. This includes multiple mailings 

to newsgroups, mailing lists, or individuals, (e.g. "spamming," "flooding," or "bombing"). This also 
includes initiating or propagating electronic chain letters via District Technology. 

 
13) Forging the identity of other User's names, emails, files, data or machine in and the identity of 

other Users' names, emails, files, data or machine in an electronic communication via District 
Technology in any way, including, but not limited to, disguising one's identity, impersonating 
other Users, or sending anonymous email is prohibited. Real names must be used; 
impersonation and pseudonyms are not allowed. Employees should not give their User name 
and password to other employees or persons. 

 
14) Knowingly or recklessly posting, transmitting or reproducing materials that are false, slanderous 

or defamatory about a person or organization, or that otherwise violates existing laws or 
regulations by using District Technology is prohibited. 

 
15) Attempting to monitor or tamper with another User's electronic communications, or reading, 

copying, changing, or deleting another User's files or software via District Technology, without 
the explicit agreement of the owner is prohibited. 

 
16) Pirating of computer software via District Technology is prohibited. 

 
17) Selling, purchasing or encouraging the use of drugs, alcohol or tobacco or other illegal items or 

substances is prohibited. 
 

18) Intentionally accessing, creating, storing, posting, submitting, displaying, transmitting, using or 
downloading material, images or language that may be deemed hate mail, profane, lewd, vulgar, 
rude, inflammatory, disrespectful, abusive, impolite, threating, harassing, discriminatory, racist, 
offensive, indecent, obscene, or intimidating is prohibited. 

 
19) Malicious use of any District computer/network to develop programs that harass other Users or 

infiltrate a computer or computing technology and/or damage software components of a 
computer or computing technology, and/or damage software components of a computer or 
computing technology, and/or "hacking" internal or external to the District, or attempting to 
access information protected by privacy laws, is prohibited. 

 
20) Use for non-academic related bandwidth intensive activities, such as networking gaming, is 

prohibited. 
 

21) Hardware and/or software shall not be destroyed, modified, or abused in any way. 
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22) The District Technology may not be used for downloading entertainment software (or other 
files not related to the mission and objectives of the District) for transfer to a User's home 
computer, personal computer, or other device. 

 
23) Establishing a network of Internet connections to live communications, including voice 

and/or video (relay chat) unless specifically authorized by a System Administrator is 
prohibited. 

 
24) Engaging in personal attacks, including prejudicial or discriminatory attacks such as 

"cyberbullying" is prohibited. 
 

25) Violating of any criminal laws, federal, state or municipal laws or ordinances, as well as 
board policy is prohibited. 

 
26) Any use of the District Technology to send or receive a message that is inconsistent with 

the school's code of conduct is prohibited. 
 

27) Creation of websites, blogs or other Internet forums that purport to be or hold themselves 
out to be District-sponsored without prior written permission from the Superintendent or 
designee. In deciding whether to grant such approval, the Superintendent or designee may 
ask for the purpose of the particular use of technology, the proposed content, the person 
designated to maintain the site, any links which may be contained on the site, and privacy 
settings. 

 
 

D. Disclaimer 
 

The District cannot be held accountable for the information that is retrieved via the network or 
District Technology. The District will not be responsible for any damages you may suffer, including 
loss of data resulting from delays, non-deliveries, or service interruptions caused by the District 
Technology, System Administrator or your own errors or omissions. Use of any information obtained 
via District Technology is at your own risk. 

 
The District makes no warranties (expressed or implied) with respect to: (a) the content of any advice 
or information received by a User, or any costs or charges incurred as a result of seeing or accepting 
any information; or (b) any costs, liability, or damages caused by the way the User chooses to use 
his or her access to the District Technology. 

 
E. Email 

 
Email is an important communication tool utilized by employees. However, misuse of email can pose 
many legal, privacy and security risks. Thus, it is important for employees to understand the 
appropriate use of electronic communications using the District's email. All employees must adhere 
to the District's rules and regulations, as outlined in this policy, regarding email. 
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1) No expectation of privacy 
 

The District owns any communication sent via email or that is stored on District equipment. 
Specifically, employees should have no expectation of privacy when using the District's email 
system. The District will monitor all email use to ensure compliance with this policy. 
Therefore, the use of the District's email system constitutes express consent for the District to 
monitor and/or inspect any data that employees create or receive, or any messages sent or 
received. Employees should not consider any incoming or outgoing email communications to be 
private. 

 
2) Inappropriate Use 

 
Generally, an employee's use of email must adhere to professional standards guidelines. 
Employees are prohibited from sending jokes, pictures, or forms via email that violate the District's 
discrimination or harassment policies. Specifically, employees must not recklessly post, transmit or 
reproduce materials that are false, slanderous or defamatory about a person or organization, or 
that otherwise violate existing laws or regulations by using District Systems. E4040 

 
 

F. Security 
 

All data must be kept confidential and secure by the User. The fact that the data may be stored 
electronically does not change the requirement to keep the information confidential and secure. 
Rather, the type of information or the information itself is the basis for determining whether the 
data must be kept confidential and secure. If this data is stored in a paper or electronic format, 
or if the data is copied, printed, or electronically transmitted, the data must still be protected as 
confidential and secured. 

 
All software programs, applications, source code, object code, documentation and data shall be 
guarded and protected. 

 
G. Password Policy 

 
Passwords must not be shared with anyone and must be treated as confidential information. 
Passwords must be changed at least every 180 days. All Users are responsible for managing their 
use of District Technology and are accountable for their actions relating to security. 

 
H. Consent to Search and Seizure of District Technology 

 
The undersigned consents to the search and seizure of any District Technology in the 
undersigned's possession by the District, the District's authorized representative, a System 
Administrator, or any Peace Officer at any time of the day or night and by any means. This consent 
is unlimited and shall apply to any District Technology that is in the possession of the undersigned, 
whenever the possession occurs, and regardless of whether the possession is authorized. 

 
Acknowledgement of Receipt & Agreement 

 
I acknowledge that I have received, read and understood the Acceptable Use of Technology 
Agreement, as revised May 2017. I understand that any violations of the Acceptable Use of 
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Technology Agreement may be grounds for disciplinary action, up to and including termination.  
I understand that a copy of the Acceptable Use of Technology Agreement will be placed in my 
personnel file. This handbook also acts as proof of notification of the policy and 
acknowledgement. 

 
 

NON-DISCRIMINATION STATEMENT 
 

The Cutler-Orosi Joint Unified School District is committed to providing a working and learning 
environment from discrimination, harassment, intimidation and bullying. The District prohibits 
discrimination, harassment, intimidation and bullying based on actual or perceived race or 
ethnicity, color, ancestry, nationality, national origin, ethnic group identification, age, religion, or 
religious creed, pregnant, actual or potential marital status, actual or potential parental status, 
actual or potential family status, physical or mental disability, sex, sexual orientation, gender, 
gender identity y, gender expression , or genetic information, or any other characteristic identified 
on Education Code 200 or 220 or based on association with a person or group with one or more of 
these actual or  perceived characteristics.   The District will comply with state and federal laws 
such as Title IX, Title VI and Title VII of the Civil Rights Act, the American with Disabilities Act, and 
Section 504 of the Rehabilitation Act of 1973. 

 
For inquiries about District policies and procedures related to harassment/discrimination 

including how to file a harassment/discrimination complaint please contact: 
 
 

For Employees For Students: 
Craig Drennan Gabriela Guzman 
Assistant Superintendent Director of Student Services/Categorical Programs 

and Title IX Coordinator 12623 Ave 416 
Orosi, CA 93647 12623 Ave 416 
(559) 528-4763 ext. 1207 Orosi, CA 93647 

 (559) 528-6949 ext. 1407 
 
 
 
 
 

SAFETY 

Classified staff should take an active role in ensuring the safety of all employees, parents, and 
students on school grounds. Furniture and stored items must not block access to fire extinguishers, 
electrical panels, or evacuation routes and the evacuation map must be posted prominently near the 
door of each classroom and office. Extension cords are to be properly used without causing a safety 
hazard. Rooms and offices must be kept neat with floor area free of boxes and any material that 
poses potential hazards. Boxes may not be stacked high on cabinets (above head level), etc., unless 
they are secured for earthquake safety purposes. Classified staff must monitor their work space to 
ensure safety practices are enforced. Cabinet and desk drawers are not to be left open; custodial 
supplies are to be kept secured at all times. No employee may bring chemicals or cleaners from 
outside the district. Tools must be stored in their proper area. 
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All classified staff must complete all mandated district on-line trainings regarding safety. The site 
principal may coordinate additional trainings, and program supervisors and/or district office 
managers may also offer specialized trainings in various departments. Mandated in-  service training 
shall take place during work hours at no loss of pay or benefits to employees. Failure to attend or 
complete on-line scheduled trainings may result in a negative evaluation and/or other disciplinary 
measures. 

 
One percent (1.00%) was added to the salary schedule effective July 1, 2016 for the purchase of 
the required Professional Development safety training out of supplemental/concentration funds 
(LCAP). Therefore, the required safety training must be completed on employee's own time by 
September 1st of each year. The District will provide access to technology to employees beginning 
July 1 of each year to complete the required safety training. This use of District technology must be 
before or after the employee's work hours. 

 
Other important safety guidelines include: 

 
• Employees are to follow all safety precautions when dealing with body fluids, including wearing 

protective gloves and disposing of the body fluids in an approved manner. (See the District’s 
Blood borne Pathogen Exposure Control Plan) 

 
• At no time may the classified employee give students a ride in a campus golf cart or other 

district vehicle without the consent of the site supervisor. 
 

• No employee may bring personal equipment from home to use on the job. 
 

• An employee may not take district equipment or a district vehicle home without the approval 
of his/her site supervisor. 

 
• No district vehicle may be used to go on break or to lunch unless the employee is on district 

business outside if the area. Even then, the employee must have the consent of the site 
supervisor. 

 
• All bus drivers must adhere to the responsibilities associated with being a certified bus driver. 

At no time may a bus driver "bend" the rules or disregard safety policies, regardless of who 
is requesting such a change. 

 
Employee Injuries 

A safe working environment is our number one priority. However, should an accident or injury 
occur we want to ensure that our employees receive promote effective medical treatment. 

 
What should I do if I am injured on the job? 

 
• Immediately notify your supervisor and report the injury. (Report the injury even if you are 

not seeking treatment at this time. If there is an emergency call 911 (on District phone use 
9- 911). 

• If your supervisor is not available, you may also report the injury to the Personnel Office at 
528-4763. 

• The supervisor and injured worker are to immediately call our injury hotline - Company 
Nurse at 1-877-518-6702. When prompted, you will indicate your employer as Cutler- 
Orosi or provide the search code: TUJ01. Note: Contact information is listed on the back 
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of your ID badge. 
• If medical treatment is needed, you will be directed to the District's Medical Provider by 

Company Nurse with authorization for treatment. 
• Visit the Personnel Office and request a Workers Compensation form. 
• Fill out the employee section of the Worker's Compensation Form (DWC-1) the 

Personnel Office will assist you as needed. 
• You will be provided an Authorization for Examination or Medical Treatment Form. 

 
 

CLASSIFIED EVALUATIONS AND SUPPORT 

All classified staff members may be evaluated at any time but at least once annually. The evaluation 
will be done by the site principal, assistant principal, or the learning director, unless the position is a 
district wide one, such as maintenance, child care, or food service. In that case, the program 
manager is responsible for the evaluation. Because of the nature of some assignments, an 
employee may receive a composite evaluation. 

 
Probationary Period 

All employees hired into the District serve a probationary period of six (6) calendar months or 130 
work days. Any employee who receives a promotion or transfers to a new classification serves 
a six (6) month probation period in the new position. If (s)he fails the probation period for a 
promotion, (s)he will be reassigned to the former classification, but may not necessarily be 
reassigned to the same assignment or work location. 

Professional Growth 

There are two professional development days on your work calendar. By agreement with CSEA, no 
vacation may be taken on those days. In addition to the safety trainings, mentioned before, classified 
employees may participate in professional growth activities which will assist him/her in acquiring the 
knowledge and skills needed to do his/her job well and to provide him/her with opportunities to learn 
better and more efficient ways to do the job; to stimulate the employee to reach and maintain 
acceptable levels of productivity and job effectiveness; and to encourage the employee to improve 
his/her relations with students, other employees and the public. 

 
This professional growth program is not intended to restrict in any way the training and self- 
improvement efforts a classified employee may undertake on his/her own initiative. However, such 
training shall be considered applicable to a professional growth increment only if it meets the policy 
and implementation regulations set forth in the CSEA Collective Bargaining Agreement in Article 
12. Confirmation of college units must be submitted to the District office by October 1 of each 
school year to qualify for advancement on the salary schedule. 

 
STUDENT-RELATED   ISSUES 

 
MANDATED REPORTING- CHILD ABUSE/NEGLECT REPORTING REQUIREMENTS 

 

WHO IS A MANDATED REPORTER? 
 

The California Child Abuse Reporting Act identifies all teachers, aides, administrators, 
classified employees and any other school district employees, as well as any public or private 
organization whose duties require direct contact and supervision of children as mandated 
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reporters. 
 

WHAT MUST BE REPORTED 

A mandated reporter shall make a report 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. 
You may also make a report if you have knowledge of or reasonably suspect that a child is suffering 
serious emotional damage or is at a substantial risk of suffering serious emotional damage, 
evidenced by states of being or behavior, including but not limited to, severe anxiety, depression, 
withdrawal, or untoward aggressive behavior toward self or others. 

 
WHAT IS CHILD ABUSE 

 
A. Physical injury inflicted by other than accidental means upon a child by 

another person. 
B. Sexual abuse, meaning sexual assault, and sexual exploitation and providing 

pornography to minors. 
C. Neglect, which includes general neglect and severe neglect. 
D. Willful harming or injury of a child or the endangering of the person or health of a 

child. 
E. Cruel or inhuman corporal punishment or injury resulting in a traumatic condition. 

 
WHAT IS NOT CHILD ABUSE 

 
A. Injury caused by two children fighting during a mutual altercation 
B. Injury caused by reasonable and necessary force used by a peace officer acting 

within the course and scope of his or her employment as a peace officer. 
C. Injury caused by an employee of a public school during the performance of his/her 

duties, while exercising the same degree of physical control over a pupil that a 
parent would be legally privileged to exercise. This shall not exceed the amount of 
physical control reasonably necessary to maintain order, protect property, or the 
health and safety of pupils. 

D. Injury caused by a public school employee when using an amount of force that is 
reasonable and necessary to quell a disturbance, for self-defense, or to obtain 
possession of a weapon within the control of the pupil. 

E. Consensual sexual activity between two minors may or may not be reportable. 
Please see the chart under "Mandated Reporting of Consensual Sexual Activity." 
Pregnancy of a minor does not, in and of itself, constitute a basis for a reasonable 
suspicion of sexual abuse 

 
WHEN TO REPORT 

 
The report shall be made immediately or as soon as is practicably possible by telephone, and 
the mandated reporter shall prepare and send, fax, or electronically transmit a written report within 
36 hours. 
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TO WHOM TO REPORT 
The report shall be made to any police department, sheriff's department, or the county welfare 
department. In Tulare County, the number to call is 1-800-331-1585, at any time of day or night. 
You must also file a written report (Suspected Child Abuse Form), which is available in your 
school's office, must be submitted within 36 hours and then mailed to: Child Protective Service, 
PO Box 671, Visalia, CA 93279. The Suspected Child Abuse Form can be obtained from the 
Principal's Secretary. Be prepared to give your name, business address and position; the child's 
name and address, school and grade, and present location; (if known) the names and addresses 
of the child's parents and of the person(s) who might have abused the child; and the facts which 
led to your reasonable suspicion of child abuse or neglect. 

If the child is living in a home or institution which you know or reasonably suspect is 
unsuitable for the child because of abuse or neglect, you must bring that condition to the 
attention of the agency to which you make the report. 

 
REPORTING IS AN INDIVIDUAL DUTY 

 
A. The duty to report is specific to the individual who suspects the child abuse. 

However, if a group of employees jointly have knowledge of or suspect child abuse 
or neglect, they may agree among them that a selected one will make the report on 
behalf of them all. 

 
B. Reporting a suspected case of child abuse or neglect to an employer or another 

school employee is not a substitute for making the mandated report to the 
appropriate agency. 

 
C. No supervisor or administrator may inhibit a mandated reporter from making a 

required report or sanction them for making it. The employer does not have a right to 
know the identity of an employee who makes a mandated report. 

 
LEGAL PROTECTION FOR THOSE WHO REPORT 

 
A. No mandated reporter shall incur civil or criminal liability for any report which he 

or she is mandated or authorized by law to make, even if the reporter acquired the 
knowledge or reasonable suspicion outside of his or her professional capacity or 
outside the scope of his or her employment. 

 
B. No mandated reporter shall incur civil or criminal liability for taking photographs, or 

having photographs taken, of a suspected victim of child abuse or neglect and 
submitting them with the report. 

 
C. No person shall incur civil or criminal liability for providing an investigating agency 

with access to a suspected victim or child abuse or neglect. 
 

PENALTIES FOR FAILURE TO REPORT 
 

A. A mandated reporter who fails to report an incident of known or reasonably 
suspected child abuse or neglect is guilty of a misdemeanor. Punishment is up to 
6 months in jail, a fine of $1,000, or both. If a mandated reporter intentionally 
conceals his or her failure to report an incident known by the reporter to be abuse 
or severe neglect, the failure to report is a continuing offense until discovered. 
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B. The Commission for Teacher Preparation and Licensing can privately admonish, 
publicly reprove, revoke or suspend a certificated person's credential for 
persistent defiance of or refusal to obey, the laws regulating the duties of persons 
serving in the public school system, including the duty to make mandated reports. 

 
C. Under certain circumstances, a mandated reporter may be held civilly liable for 

failing to make a required report. 
 
 

CONFIDENTIALITY AND MANDATED REPORTING 
 

A person making a mandated report must give his/her name, but his/her identity is kept 
confidential. The reports themselves are also confidential, and may be disclosed only to those 
persons and agencies who are authorized by law to receive them. Violation is a misdemeanor. 

 
QUESTIONING AND REMOVAL OF A CHILD 

 
A. A suspected victim of child abuse or neglect may be interviewed during school hours, 

on school premises, by a person authorized to investigate a report of possible abuse 
or neglect. 

 
B. The investigator must inform the child of his or her right to select any adult member 

of the school staff to be present during the questioning. The staff member must not 
participate, but only lend support, and he or she is subject to all confidentiality 
requirements. 

 
C. If it is necessary for a social worker to take the child into temporary custody, the 

school should have the worker sign the appropriate form, indicating the legal basis 
for removing. It is the social worker's responsibility to notify the parent. 

 
D. If the child is released to a peace officer, the school must immediately notify the 

parent. However, if the parent is the one suspected of the abuse, notification of the 
parent should be handed by the officer. 

 
When in doubt, report! Reporting to the principal or program supervisor does not release the 
employee from the legal duty to report! Failure to report or ignoring the abuse may result in 
termination. 
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Confiscating Items from Students 
(Excerpt from Parent and Student Handbook) There are some things which a student must not bring 
to school because they are dangerous to the student and to others. In addition, there are things 
which interfere with the right of others to learn and must not be brought to school. Some of these 
things include: fireworks, firecrackers, stink bombs, lighters, matches, handcuffs, chains, pills and 
medications, pets, MP3 players, iPods, and other electronic devices. In addition, the student may 
not bring pocket knives, toys, games (including cards, marbles, and dice), sunflower seeds, tobacco 
products, water guns and water balloons, guns, look-alike guns, pepper spray, live ammunition, laser 
pointers or any other dangerous objects as defined by the school principal. Dangerous or illegal 
items will be confiscated. Any school employee who confiscates an item is personally 
responsible for the safe-keeping of that item and should turn it over to a school administrator 
as soon as possible. The school district is not responsible for the loss of personal items brought to 
school. Cell phones must be turned off during class. 

 
District policy is very clear on what can and cannot be brought to school by students. The policy 
leaves the consequences up to the principal when a student violates this policy. However, all staff 
members are expected to confiscate all dangerous items and contact the office immediately. 

 
Suspicion of Drugs/Alcohol 

The school employee must immediately notify an administrator when (s)he suspects a student is in 
possession of or is under the influence of drugs or alcohol. Some medication causes similar 
symptoms to those that drugs cause, but it is better to report irregularities in behavior to an 
administrator or a counselor. 

 
Confidentiality- Students & Student Records 

All school employees must use good judgment when discussing school business, student behavior 
or student achievement. No school employee shall reveal personal information concerning any 
student at any time. This includes talking to other people and employees about students when the 
"need to know" is not a factor. Employees are not to gossip about students and their situations with 
anyone. This also applies to gossip about other staff members and parents. 

 

Employees must treat all school documents (admit slips, roll books, discipline referrals, attendance 
and absentee sheets, report cards, progress reports, court orders, etc.) as confidential. At no time 
should these documents be accessible to students or unauthorized personnel. School staff must 
secure all school related documents in a locking drawer or cabinet when the documents are not in 
use. Staff must log off their computers when they are not in use to prohibit students or other 
unauthorized personnel from accessing files. Staff should turn their computers off at the end of 
their work day. 

 
School employees may be held personally liable civilly for the unauthorized disclosure of 
confidential information when it is in their possession. Remember: No student data may be posted 
with the student's name or any clearly identifiable label attached! 

 

Community Services Program Referrals 
There is a variety of programs available to support the students and their families. Classified staffs 
are often the first people to recognize a need or learn of a family situation that is prohibiting a 
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student from performing up to his/her potential. The Community Services Department has many 
programs that are available to our students and their families. These services range from drug and 
alcohol counseling, support services for homeless students, adult education classes, pregnant and 
parenting teens' programs, family counseling, anger management, family legal services, and school 
readiness programs. The Community Services Contact Information Guide lists all programs, 
provides the name and phone number of the contact person, and gives a description of the type of 
service provided. 

 
 

COMPLAINTS 

There are several different types of complaints that the public and employees may file with the 
District. The District has a responsibility to investigate complaints in an unbiased, timely and through 
manner and to make finding about the complaint. The general types of complaints include the 
following categories: 

 
General Complaints: This process is used for initiating the formal complaint procedures regarding 
alleged misapplication of District policies, regulations, rules, procedures or alleged gross 
mismanagement, a significant waste of funds, an abuse of authority or a specific danger to public 
health or safety. 

Complaints Against Employees: This process is to be used for complaints concerning District 
personnel and/or District procedures. 

Williams Complaint Procedure: This process is used for the filing of complaints concerning 
deficiencies related to instructional materials, conditions of facilities that are not maintained in a clean 
or safe manner or in good repair, and teacher vacancy or miss-assignment. The complaint and 
response are public documents as provided by law. Complaints may be filed anonymously. However, 
if you wish to receive a response to your complaint, you must provide the contact information. 

Uniform Complaint Procedure: This process is used when addressing complaints alleging unlawful 
discrimination, actual or perceived, regarding sex, sexual orientation, gender, ethnic group 
identification, race, ancestry, national origin, religion, color, or mental or physical disability, or age, 
or on the basis of a person's association with a person or group listed above. 

Also use this process when addressing complaints alleging failure to comply with state and/or federal 
laws in adult education programs, consolidated categorical aid programs,  migrant education, career 
technical and technical education and career technical and technical training programs, child care 
and development programs, child nutrition programs, special education programs and the Local 
Control Funding Formula (LCFF) and Local Control Accountability Plan (LCAP) expenditures, 
process and programs. See the appendix for more detailed information. 

 

Harassment Policy 

It is the desire of the Administration to provide district employees with a working environment that 
is free from harassment. In order to achieve this, it is the policy of the COJUSD Board of Education 
to prohibit and forbid sexual, racial, religious, and other illegal harassment of all employees and 
students at all times and during all occasions while at school, in the work place or at any school 
event or activity. Any act of harassment of students or employees shall result in 
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prompt and appropriate action, including inappropriate contact with students. The district shall not 
tolerate retaliatory action or behavior against a district employee or other person who complains, 
testifies, or otherwise participates in the complaint process pursuant to Board Policy and 
Administrative Regulations. See the appendix for BP and AR as well as additional information. 

 

Investigation of Complaints 
 

The following are the procedures for complaints: 
 

1) The principal is primarily responsible for the reporting and investigation of all complaints 
occurring at the school. Assistant principals, learning directors, and other resource personnel 
such as social workers, counselors, psychologists may be involved as deemed appropriate to 
assist in the handling of any specific complaint or investigation. 

2) Any District employee who feels that (s)he has been harassed or who has knowledge of any 
instance of harassment by another employee or a student, shall immediately contact his/her 
supervisor, principal, superintendent, or designee, or other district administrator.  The employee 
may bypass his/her supervisor in registering a complaint where the supervisor is the alleged 
perpetrator of harassment. 

3) In any situation in which an employee is accused or suspected of harassing a student or another 
employee, the principal shall report the incident to the appropriate District Administrator. The 
Superintendent's designee shall investigate, together with the principal, the complaints. In any 
situation in which a student is accused or suspected of harassing another student or an 
employee, the principal shall be primarily responsible for the investigation and shall report to 
the appropriate Superintendent's designee as outlined below. 

4) In many cases, the Superintendent's designee will place an employee on Administrative Leave 
with pay during the investigation. 

 
In each case, the investigation will include as detailed an interview with the complainant or 
suspected victim  as is possible under all  the circumstances; as detailed an interview of the alleged 
harasser as is possible under all the circumstances; interviews of sufficient witnesses to satisfy the 
investigator that the facts have been fully explored and to determine factually what happened; a 
determination as to whether inappropriate harassment occurred and the appropriate steps, if any, 
to punish the harasser and protect the victim from continued harassment; and the preparation of an 
appropriate report in the appropriate format to deal with the issue. 

5) The investigation will begin as quickly as possible to determine what happened and what 
steps should be taken. 

6) In cases to be investigated solely by the principal, written documentation shall be provided 
to the Superintendent's designee setting forth the principal's determination as to what 
happened, any discipline to be imposed, or any other corrective action to be taken for the 
protection of the victim. This documentation may be in the form of student discipline form or 
may be more involved, as appropriate under the particular circumstances of the complaint 
and investigation. 

7) All appropriate parties, including the victim and the alleged harasser, shall be notified of the 
results of the investigation and of the action taken. This may either be done verbally or in 
writing, depending upon the circumstances and the appropriateness of sharing with the 
different parties’ particular actions which may have been taken. 
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SAFETY AND ACCOUNTABILITY OF STUDENTS 
 

Student Activities and Field Trips 
The overriding focus of any student activity or field trip is student and staff safety. Every precaution 
will be taken by school staff to ensure that each child is accounted for and adequately supervised 
at all times. A minimum of one certificated staff member will be present on all buses transporting 
K-12 students to and from field trips/events which take place during the school day. Classified 
staff may be present to assist in supervision and should know the following procedures in case of 
an emergency: 

 
The teacher will: 

1) Have a cell phone in his/her possession at all times. If a situation arises, the school or 
principal should be contacted immediately. 

2) Be responsible for having in his/her possession permission slips that have student 
emergency contact information. Students with special needs will likely be accompanied by 
aides who have been trained to meet the needs of these students. These aides are not 
chaperones for the other students. Their only responsibility is to the student(s) to whom they 
are assigned and there must still be a teacher on board the bus in addition to these aides. 

3) Take attendance, putting a check by each student's name prior to the bus departing 
school and then again when loading up to return to the school. 

4) Use whatever resources are available to conduct a search for a missing student(s). In these 
cases, the bus driver or other classified staff can supervise the students on the bus as the 
teacher conducts a search. Under no circumstances should the bus ever leave without every 
student accounted for and onboard. 

5) Be responsible for the conduct of students on the bus. However, the bus driver has the final 
authority. 

6) If the bus is running late, make an attempt to contact as many parents as possible to notify 
them of the time they should expect their child to return. The school office should also be 
notified. If the office is closed, the teacher should contact the principal by cell phone. 

 

Any classified employee who may be arranging for a field trip or other extracurricular activity needs 
to be aware of the rules regarding such activities. 

 
To be eligible to participate in extracurricular activities, students in grades K-5 must: 

 
• Not have any full 5-day suspension during the previous semester. If the student has multiple 

suspensions that are less than a full 5-day suspension, then the principal may set a period 
of ineligibility not less than two weeks or more than one semester. 

 
Students in grades 6-12 may be ineligible for extracurricular activities if they have a full five-day 
suspension or if they do not meet the following requirements: 

 
• Have satisfactory citizenship, including behavior and attendance 
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• Have a minimum grade point average of 2.0 on a 4.0 scale. 

• Have a 95% attendance rate. 

 
Student Injuries 

All accidents will be reported immediately to the secretary. Accident report forms are located in the 
office. An employee should fill out the "Student Accident Report" form immediately after the 
accident. The secretary will submit all accident reports to the principal who will determine what, if 
any, further action is necessary. 

Emergency Drills 

All staff members are expected to follow safety procedures during any type of emergency situations. 
Emergency drills are very important and staff members should ensure that students, as well as they 
themselves, take the drills seriously. 

• Employees must read and become familiar with the emergency procedures posted in each 
classroom and familiarize themselves with exit routes for fire and evacuation drills. 

 
Classified staff may be assigned to assist teachers or perform other duties as may be needed during 
the emergency. In a real emergency, school staff become authorized emergency workers and may not 
be released from work in needed during the emergency situation. The following are specific 
instructions for potential emergency situations: 

 
Fire Drill/Evacuation Procedures 

• In case of fire or a fire drill, the fire alarm will sound. When the fire alarm sounds all 
teaching/office activity should stop. 

• All personnel should leave the building and remain outside until the drill has ended or the 
emergency has passed. Students should follow designated exit instructions, keep in single 
file, walk, refrain from talking, and proceed to a distance of approximately 100 feet from the 
nearest building or to their designated area. 

• The teacher should be the last out of the room, take a grade/roll book, keys, close and 
lock the door, and remain with his/her group. 

• The teacher will take attendance once the group has reached its proper distance from the 
building. 

• The regular class bell is the signal to return to class. 
 

Other drills will be executed throughout the year. An emergency bin is located in each room and 
is to be opened and used for any emergency that requires a long-term stay in the room. 

 
For emergencies, the school secretary, custodian, food service worker, transportation personnel, 
and/or maintenance person must be able to perform specified tasks as outlined in the School Safety 
Plan. The principal at each site will review these tasks with the identified person who is responsible. 
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FUNDRAISING AND CASH ACCOUNTING 
 

Field Trips and Activities 
 

No funds may be expended or obligated in any way until the entire amount of funds needed has 
been raised. An example of this is ordering uniforms in July or August, but the club has not 
fundraised enough to cover the cost of the uniforms. You may not purchase items that you intend 
to fundraise for later in the year. If you obligate funds you must already have funds in your ASB 
account to pay the invoice. 

 
It is essential that all funds collected and expended for the purposes of these events be handled 
in accordance with District Policy and the ASB Accounting Manual. All funds collected must be 
accounted for and turned in to the school secretary for deposit into the ASB account for the school. 
All expenditures will in turn be handled by requesting a student body check from the secretary. It 
is the responsibility of the requesting employee to furnish the secretary with the original receipt or 
invoice. It is recommended that school employees organizing these events refer to the ASB 
manual and local cash handling policy when dealing with cash. Please note: No student may be 
charged fees for any trip! If parents are asked to contribute a donation, it is still the responsibility of 
the school employee to ensure that all students can attend the event. In other words, there must be 
enough funds raised so that all students are covered, even if all students do not plan to go. If there 
are not enough funds to cover all students, there will be no field trip even if it has received prior 
approval! 

 
OHS Cash Accountability Procedures: 

 

Before conducting any fundraising activity for the upcoming school year, the following must be 
adhered to; insuring that each activity is cost-effective, approved, and accounted for at Orosi 
High School. 

• Request, complete and submit a " Revenue Potential-Fundraising Form" 
to Orosi High School's ASB Bookkeeper. 

• The site ASB bookkeeper must initial the Revenue Potential-Fund Raising form indicating 
the activity is cost-effective. 

• All school employees who will be fundraising must insure that Orosi High School's Activities 
Director and IOC has scheduled the fundraising activity with the date, times, and club 
advisor. 

• A representative from all clubs MUST attend the Student Council Meeting to have an activity 
request approved by Student Council. 

• All purchase order requests must be received by ASB bookkeeper five (5) days prior to 
the event. 

• Club advisor alone is responsible for ordering and/purchasing items used for fundraising 
activity. 

• All monies collected during Fund Raising activity will be accounted for on "Activity 
Collection Report” (page 54). This form along with the revenue will be turned in to ASB 
bookkeeper no later than 24 hours of event. 

 
 

Fundraising for Clubs, Sports Teams, Student Groups 
Club sponsorship will be arranged on a voluntary basis and will be assigned early in the year. All 
fundraising finances must be handled through the school secretary or the ASB Bookkeeper at 
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OHS. No student may be involved in any fundraising effort unless these guidelines are followed: 
 

1) Fundraising activities must be pre-approved by the principal. This includes all sports teams' 
and cheerleading teams' fundraisers. 

2) Fundraising activities may be conducted only during lunch or after school hours. 

3) Fundraisers are school-related events and school rules/policies apply. School employees, 
including part time staff or walk-on coaches, are required to monitor the behavior of students 
during such events. 

4) No fundraising activities are to be conducted without a sponsor present. 

5) Sale of tickets to concerts, plays, sporting events, or other presentations for which admission 
is charged, must be conducted before and after school hours and/or during lunch. 

6) Clubs, which have sales or service projects, must provide an accounting of total sales to the 
school secretary or ASB Bookkeeper prior to payment for goods. 

7) Club dues are set by sponsors, the club, and the principal. Each student shall receive a receipt. 

8) Sales of food items must follow strict State and Federal guidelines. Be sure to get prior approval 
before making any commitments. The Director of Food Services can provide assistance and 
must approve the sale in advance. It is advised that this approval be obtained prior to the 
purchase of the product. 

9) All expenditures must receive prior approval from the principal. 
 

10) Reimbursement may be made to the employee for "out of pocket" expenses in transacting 
club business (original receipt required). 

 
11) Any club sponsor who collects money should submit the monies to the secretary or ASB 

Bookkeeper daily. Employees must not take money home or keep it in a car or classroom. 

12) No advertisement of a fundraising event may be circulated without the prior approval of the 
site principal. 

13) No sports teams may solicit funds from community members/businesses without the 
fundraising activity being approved by the Athletic Director and proper procedures being 
followed. 

14) No staff member may "promise" the students a particular trip unless the employee is sure that 
enough money will be raised to cover the cost of all students in that group/class. If there is not 
enough money to cover all students (even if some students don't want to attend or if some 
students may be ineligible), the "promised" trip will not happen. 

15) Parents may be asked for a "donation," but no student may be denied participation if his/her 
parent does not provide a donation. There must be enough money raised to cover the 
participation of all students. 

16) Any overnight trip must receive Board approval and must be submitted to the site principal 
for approval at least six weeks in advance of the trip. 

17) Trips arranged by outside agencies are not school-sponsored and are not under the 
jurisdiction of the school administration. All arrangements for such trips must be made 
between the outside agency and the parent. Any advertisement for such trips must clearly 

29



 

indicate that it is not a school-sponsored activity. 
18)  No employee may transport any student in his/her private vehicle. If a teacher is driving 

students, (s)he must do so in a school vehicle and (s)he must have a OMV report on file with 
the district. 

Booster Clubs and Parent Organizations 

Parent organizations/booster clubs are legally separate from the COJUSD. Parent organization/booster 
clubs are not under the legal control of the COJUSD Superintendent, Governing Board or site 
administrators. 

• Parent organizations/booster club funds are not controlled by District officials or students. 

• Parent organizations/booster clubs must never comingle their funds with ASB funds. (Do not 
deposit their funds into our accounts) 

• Parent organizations/booster clubs must not administer or supervise ASB organizations. 

• Booster clubs may raise funds and donate those funds to the district or purchase items with their 
funds for donation or assistance to the District. Once funds are donated to the School/District 
the funds belong to the site and may not be returned to the boosters or parent organizations (or 
pay their bills). 

 

 
 

Communication 
MISCELLANEOUS TIPS 

Routine reminders and announcements will be sent to all staff. Classified staff with access to email 
should check their e-mail each morning and each afternoon at a minimum. For those staff members 
who do not have access to email, bulletin boards in the staff lounge will also have announcements 
and other items of interest. Any staff member wishing to submit items for the weekly bulletin should 
do so by Thursday of each week. All staff will receive a School Calendar monthly; the calendar will 
also be posted on the school's webpage and in the staff lounge. 

 
Correspondence which contains errors, is poorly worded, or is illegibly written, creates an 
inappropriate school image. Correspondence sent school-wide or to parents must have the 
principal's approval prior to sending out, except for report cards and progress reports. School 
employees and/or sponsors of clubs/organizations must provide the office with a copy of all 
correspondence that they send home to parents or out to businesses and/or community partners. 
Clubs or organizations may use the marquee space, where available, to publicize upcoming events 
as long as the message has been submitted to the school secretary in a timely manner. Remember 
to communicate the positives! Speak positively about the school district and the people in it. We 
are what you say we are! 

 
Personnel information must stay in your office or work area. You will come across information and 
you will overhear conversations. We all have friends and relatives, but they do not need to know 
the personnel issues that you are aware of, and there are some things that no one needs to know. 
Check with your supervisor before relaying information to other offices or employees. 

 
Staff members who have access to email are often bombarded with jokes, religious messages, and 
other mail unrelated to the work place. Laughter and camaraderie is an important part of the healthy 
workplace, but, remember, your work computer is not your personal property. Be careful not to 
abuse the work environment. 
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Office Protocol 

The office staff is the first "view" of the district that the public sees. Office staff should be conscious 
of their dress, their attitude, and their demeanor. Gum chewing is not appropriate; neither is food 
allowed. Of course the employee must always be conscious of having coffee cups or other 
beverages too close to the computer keyboard to prevent spilling liquid on the keyboard. Office 
employees should not have their children or other young relatives in or around their work area. The 
employee must never forget that his/her primary role is in customer service-both to the public and 
to the school or district office staff. 

 
Phone Etiquette 

Classified staff who are responsible for answering the telephone should always be aware that they 
representative the district each time they do so. The telephone call is often the first and, perhaps, 
the only impression that the public has of Cutler-Orosi Joint Unified School District. Answering the 
phone with a smile in the voice is key to making a good impression. 

 
It is also essential that the employee maintain his/her calmness even when a parent or other citizen 
is rude, disrespectful, or abusive. If the employee encounters this situation, it is his/her responsibility 
to remain professional and report the incident to the site supervisor. 

 
Office employees are responsible for ensuring that all phone calls are answered promptly with 
calls being picked up in less than four (4) rings. The Voice Mail feature is to be used when everyone 
in the office is away or on the phone. If an employee's neighbor's phone is ringing, it is the 
employee's responsibility to answer the phone for his/her neighbor and take a message. 

 
No one should be kept on hold for more than one (1) minute. All calls must be returned within 24 
hours. 
When an employee answers the phone, the following protocol is required: 

• Be polite and positive 
• Answer with warmth and enthusiasm 

 
Use the following Statements: 

• Good morning/afternoon, Superintendent's Office, speaking 
• He/she is not available right now. May I take a message? 

Do not use the following statements: 
• I don't know where she is 
• She hasn't come in today 
• She's out to lunch 
• She's in a meeting 
• She's gone somewhere. I don't know where but I hope she comes in today. 

 
Listen carefully to the caller so that you know what he/she wants: 

• Don't guess at the issue 
• Hear him/her out 
• If you have an issue with what he/she says, be positive and supportive 
• Let him/her know you understand his/her problem 

 
When someone says "thank you," do not respond with "No problem." There was not a problem to 
begin with! Instead of that, say "Thank you for calling," or "You are welcome." 

Watch the personal contacts. Obviously there is a need to maintain contact with family members, 
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but please limit the time you spend on personal issues, including phone calls, text messaging, and 
email. Take care of personal business on your break or during lunch. 

 
Community Groups and Use of Facilities 
Because our community is quite small and many people are related, it is often assumed that an 
employee can be asked to open school gates and/or facilities for a community event on a volunteer 
basis. This practice is not allowed in our district. Any community group, regardless of whether or 
not it is a youth-oriented group or an adult group, must fill out the proper Facility Use Permit and 
request the use of the facility and/or grounds. This request must be approved by both the site 
supervisor and the district office. 

 
No employee may use a district facility or district equipment during afterhours of school or on the 
weekend without the permission of the site supervisor and the district office or for personal use. 

 
Mail 
Mail pertaining to school activities may be placed in school envelopes and placed in the "Outgoing 
Mail" box in the main office (see the secretary for envelopes). Postage will be paid by the school 
for official school business. Employees are not to send personal mail in school envelopes or put in 
the outgoing mail box unless the mail is in a pre-stamped/personal envelope. Staff mailboxes are 
located in the staff room. Students are not allowed to check mail boxes for staff under any 
circumstances. 

 
Parking 
The parking lot is to be utilized by staff and visitors for parking. Staff will not park inside the school 
gates and personal vehicles are not allowed on campus at times when students are present. All 
vehicles should be locked and all personal property and valuables safely locked in the trunk or 
out of sight. 

 
Telephones and Cellular Phones 

School telephones are for official school business only. If an employee must make a school- related 
long distance call, make it from an Administrative Office and log the call. Employees will not use 
cell phones to make personal calls or send personal text messages during class time or while 
supervising students. 

 
Tobacco & Drug Free Workplace 

The Board of Education believes that the maintenance of drug, alcohol, and tobacco-free 
workplaces is essential to school and district operations. All employees and visitors are prohibited 
from using tobacco products in District vehicles or while on District property. All employees are 
prohibited from using tobacco products while supervising students for any school-sponsored 
activities either on campus or on field trips or off campus activities. (BP 4020, BP & AR 3513.3) 

 
Food and Beverages 

Our schools have cafeterias that offer a variety of meals. Staff and students are encouraged to eat 
in the cafeteria. Health regulations mandate that only food service personnel can go behind the 
lunch counters during lunch periods. No food shall be left in class rooms or staff refrigerator over 
the weekend, extended breaks such as Winter Break, Spring Break, or Summer Vacation. 
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Custodians will throw out any left-over food including the container it is in. Refrigerators and 
microwaves are to be kept clean. In offices that have kitchens, the counters, cabinets, and drawers 
are to be kept clean and neat. 

 
Copiers 

Copiers will not be utilized for non-school related business unless first cleared with the principal. If 
there is a problem with the copier, notify the secretary immediately. Do NOT leave a non-working 
copier without notifying the office. There is often a delay in response time for repairs so the sooner 
a problem gets reported, the sooner all staff can use the machine. Everyone must be accountable 
for keeping the copier in working order. Students are not allowed to operate copiers at any time in 
K - 8 grades. At OHS, Teacher Assistants (TAs) may use the copier in the library, but are not allowed 
to operate copies in the staff work room. If you have a designated copy code, DO NOT give that 
code to other employees or people. 

 
Custodial, Maintenance, Technology Help 

Every school has custodial and maintenance staff on duty during school hours. Administration will 
make every effort to maintain the general appearance of the school through the efficient use of the 
custodial staff. However, all staff are expected to pick up after themselves and leave their work 
areas as neat as possible. A School Dude Maintenance Work Order Request (see website for 
link and instructions) may be submitted to the school secretary for necessary repairs, etc. A request 
for Maintenance or IT support maybe made online through the district website at www.cojusd.org. 

 

Purchase of Supplies 
The site supervisor is responsible for maintaining a balanced budget. No employee may make any 
purchase without the prior approval of the site supervisor. This rule pertains to all office supplies, 
as well as to custodial and maintenance supplies and equipment. 

 
Keys 
Employees are responsible for all keys issued to them. Keys are not to be entrusted to students for 
any reason and are not to be duplicated. When keys are lost, the employee must contact the office 
immediately. All keys must be returned to the office at the end of the year unless the employee 
accepts responsibility for them in writing. Classified employees who are in possession of master 
keys must take extreme caution with their keys. A lost master key can result in thousands of dollars 
of expenses for resetting all rooms accessed by the master key.  No classified employee may take 
advantage of having gate and building keys by allowing others to access school grounds and/or 
buildings without the prior consent of the site supervisor. 

 
Gates and Alarms 
All staff members are expected to maintain responsibility over the school site. All staff members 
who unlock any gate(s) (whether to enter or exit campus) are responsible to lock the gate behind 
them. 
If you enter school after hours or on a weekend, you must turn off the alarm system. When you 
leave, you must re-arm the alarm system. When this is not done, the system will notify Raffi 
Soghomonian, who will then have to send staff to investigate which will cost the district, 
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Staff Room Procedures 
The staff room is for staff members only. Many confidential conversations or important documents 
may be found in the staff room; therefore, at no time should students be allowed into the staff room. 
The door to the staff room will remain locked at all times to prohibit unauthorized personnel from 
gaining access to staff mail, school equipment, and personal property kept in the room. Staff 
members are expected to clean up after themselves after using the staff room, especially when 
eating or drinking. They are not to rearrange furniture or equipment without first checking with the 
Lead Custodian. Staff members must not tamper with activity calendars that are posted and must 
not post items on bulletin boards that could be offensive to others (i.e., political, religious, or 
controversial). 

 
Facilities/Equipment Use 
No staff member may use any school facility (other than working in his/her classroom by 
him/herself) after school hours without the permission of the district. A "Facilities Use" form (pages 
75-75) must be filled out, approved by the site principal, and sent to the district office for approval 
before any school facility may be used after school hours for any single or group activity, 
including a class activity. In addition, no school furniture or equipment may be taken home for 
personal use. 

 

No shoes, other than tennis shoes, will be allowed on the gym floors at the middle school and high 
schools except for infrequent events when the public is invited. 

Hazardous Materials 

Each employee dealing with hazardous materials must be familiar with the procedures to access 
a SDS sheet regarding the hazardous material(s). An 800 number is posted on the bulletin 
board at each school site. That number is 1-800-535-5053.   You will need the name of the product 
and a fax number for where the SDS sheet is to be sent. 

 
Any science or vocational education teacher, who deals with any chemical, as well as all 
maintenance and custodians, must update the hazardous materials list annually.  Science teachers 
must refer to and follow the California Science Safety Handbook. A Safety Marking Kit at each 
school site has the necessary materials needed to mark any spray bottle with appropriate safety 
information. 

 
Use of Surveillance Cameras in School and on Buses 
The use of security cameras has been authorized by the governing board of the District. These 
cameras may be installed to monitor playgrounds, outdoor and/ or other areas of a campus. 
The Board of Trustees has also authorized the use of cameras on all school buses. It is the 
responsibility of the bus driver to ensure that the bus camera is in operative order and is operating 
before leaving on a bus run. 

 
 

Charitable Contributions 

Employees may contribute to various charitable organizations, including Community for Youth, 
which is a local non-profit organization whose mission is to provide recreational and scholastic 
opportunities to youth in Cutler-Orosi. Employees may donate directly or through payroll 
deduction. 
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Emergency Training and Drills 
 

All staff members are expected to follow safety procedures during any type of emergency situations. 
Emergency drills are very important and staff members should ensure that students, as well as they 
themselves, take the drills seriously. 

• Employees must attend the Crisis Response Initial Actions safety training conducted yearly. If you 
are absent, you should notify your supervisor so that you attend the make- up emergency training 
session offered by the District. 

• Employees must pay close attention the required on-line safety training as many important 
information is addressed. 

• Employees must train students on the safety procedures for the Crisis Response Initial Actions. 
• Employees must read and become familiar with the emergency procedures posted in each 

classroom and familiarize themselves with exit routes for fire and evacuation drills. 
• Employees must practice all drills to its fullest as if it were a real emergency. 

Classified staff may be assigned to assist teachers or perform other duties as may be needed during the 
emergency. In a real emergency, school staff become authorized emergency workers and may not be 
released from work if needed during the emergency situation. The following are specific instructions for 
potential emergency situations: 

 
 

Duck and Cover: 
 

To be used as the initial reaction to any sudden event such as gunfire, earthquake, explosion, etc. This 
action may by followed by “Lock-Down”, “Shelter-In-Place” or “Evacuate Building” actions. 

• If inside, duck under furniture and cover head with arms and hands. 
• Move quickly away from windows, bookshelves or anything that might fall. 
• Remind students not to lie down, they should crouch and remain mobile, if possible under a desk 

or table. 
• If outside, drop to the ground, place head between knees, and cover head with arms and hands. 
• Move to a sheltered placed when possible, but avoid areas where falling objects may harm you. 

 
Evacuate Building: 

 

To be used in case of fire, gas leak inside the building or chemical release inside the building. In case of 
a fire, the fire alarm will sound. When the fire alarm sounds all teaching/office activity should stop. 

• All personnel should leave the building and remain outside until the drill has ended or the 
emergency has passed. 

• Students should follow designated exit instructions, keep in single file, walk, refrain from talking, 
and proceed to a distance of approximately 100 feet from the nearest building or to their designated 
area. 

• The teacher should be the last out of the room, take their emergency folder that has their class 
roster, keys, close and lock the door, and remain with his /her group. 

• The teacher will take attendance once the group has reached its proper distance from the building 
• The regular class bell is the signal to return to class. 
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Shelter-In-Place: 
 

To be used in case of an unknown potential dangerous situation near the school (while be investigated 
by administration and law enforcement). Instruction continues but doors are locked and no one is to exit 
the classroom. This action may by followed by a “Lock-Down.” In addition, Shelter-In-Place may also be 
used in case of chemical spill outside, a natural disaster, explosions, or an exterior gas leak. 

• If inside, remain inside until further instructions are given 
• If outside, proceed to nearest building and await further instructions to be given. 
• If needed, shut down air or heating system. Close doors and windows to protect from outside air. 

Lock Down: 
To be used in case of an armed intruder/active shooter, dangerous incident near campus or a suspicious 
person or activity on campus. 

• If outside, proceed to nearest building. 
• If inside, lock doors and close shades or blinds if possible. Then lie on the floor or seek cover 

(ballistic capability) behind brick or concrete walls, rows of filled file cabinets, rows of full book 
shelves and remain quiet. 

• Remain in secured room pending further instruction from school official or Sheriff’s Department. 

Armed Intruder/Active Shooter: 
An Armed Intruder is any suspect who has anything that may be used as a weapon (gun, knife, crowbar, 
etc.) and is causing death or serious bodily injury. The activity is not contained and there is an immediate 
risk of further death and serious injury to others. 
Even though the school may be in “Lock Down”, you may have to face the active shooter (or other armed 
intruder) as he/she moves about the campus. When this happens, and you are being directly threatened 
you, and those immediately around you, must take immediate action to avoid being injured or killed. Your 
best options RUN, HIDE or FIGHT: 
RUN: IF there is an accessible escape path, attempt to evacuate the premise 

• Have an escape route and plan in mind. 
• Evacuate regardless of whether other agree to follow. 
• Leave our belonging behind. 
• Help others escape, if possible. 
• Prevent individuals from entering the area. 
• Follow the instructions of any police officers. 
• Keep your hands visible at all times. 
• Do not attempt to move wounded people. 
• Call 9-1-1 when you are safe 

HIDE: If evacuation is not possible, quickly find a place to hide. 
• Be out of the armed intruder’s view. 
• Try to barricade by using filing cabinets or heavy furniture to block door opening. 
• Load furniture with books/heavy items to increase ballistic capabilities. 
• Wedge door stop or other item under inward opening door for added security. 
• Provide protection if shots are fired in your direction (i.e., an office with a closed and locked 

door). 
• Do not trap yourself or restrict your option for movement. 
• If outside, behind vehicles-the motor end or rocks/mounds 

If the armed intruder is in a nearby room or hallway: 
• Lock the door. 
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• If possible, quickly blockade the door with furniture. 
• Silence your cell phone and/or pager. 
• Silence other sources f noise (i.e., radios, televisions). 
• Hide behind large items (i.e. cabinets, desks). 
• Remain quiet. 

FIGHT: As a last resort, and only when your life is in imminent danger, attempt to disrupt and/or 
incapacitate the active shooter: 
• Use improvised weapons (scissors, letter opener, fire extinguisher, belt, mop, or belt buckle. 
• Aggressively attack the attacker. 
• Throw items or strike the attacker with improvised weapons. 
• Yell, Kick, Punch 
• If trapped in a group, work together to neutralize the attacker. 
• Be committed…it may save your life or others! 

There are drills scheduled for all the various Crisis Reponses Initial Actions and Armed Intruder throughout 
the year. An emergency bin is located in each room and is to be opened and used for any emergency that 
requires a long-term stay in the room. 

 
For emergencies, teachers, the school secretary, custodian, food service worker, transportation personnel, 
and/or maintenance person must be able to perform specified tasks as outlined in the School Safety Plan. 
The principal at each site will review these tasks with the identified person who is responsible. 
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E 4219.21 
 

CODE OF ETHICS 
 

CLASSIFIED EMPLOYEES 
 

School employees who are in daily contact with many phases of educational work should be 
persons whose conduct is beyond reproach and who sincerely believe in the advancement of 
education and the betterment of working conditions; therefore, the California School Employees' 
Association proposes this Code of Ethics as a standard for its members. 

 
AS A SCHOOL EMPLOYEE I WILL: 

 
1. Be proud of my vocation in order that I may use my best endeavors to elevate the standards 
of my position so that I may merit a reputation for high quality of service -- to the end that others 
may emulate my example. 

 
2. Be a person of integrity, clean speech, desirable personal habits, and physical fitness. 

 
3. Be just in my criticism and be generous in my praise; to improve and not destroy. 

 
4. At all times be courteous in my relations with students, parents, teachers and others. 

 
5. Be a resourceful person who readily adapts himself to different kinds of work and changed 
conditions and finds better ways to do things. 

 
6. Conduct myself in a spirit of friendly helpfulness to my fellow employees to the end that I will 
consider no personal success legitimate or ethical which is secured by taking unfair advantage 
of another. 

 
7. Associate myself with employees of other districts for the purpose of discussing school 
problems and cooperating in the improvement of public school conditions. 

 
8. Always uphold my obligations as a citizen to my nation, my state, my school district and my 
community, and give them unswerving loyalty. 

 
9. Always bear in mind that the purpose of CSEA is to promote the efficiency and raise the 
standards of all school employees and that I shall be equally obligated to assist all my fellow 
workers. 

 
SOURCE: CALIFORNIA SCHOOL EMPLOYEES' ASSOCIATION 

Exhibit CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT 

Version: September 9, 2010 Orosi, California 
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Cutler-Orosi Joint Unified 
Board Policy 
Professional Standards 

 
BP 4219.21 4119.21,4319.21 
Personnel 

 
The Governing Board expects district employees to maintain the highest ethical standards, behave 
professionally, follow district policies and regulations, abide by state and federal laws, and exercise 
good judgment when interacting with students and other members of the school community. 
Employees shall engage in conduct that enhances the integrity of the district, advances the goals of the 
district's educational programs, and contributes to a positive school climate. 

 
(cf. 0200 - Goals for the School District) 
(cf. 4119.1/4219.1/4319.1 - Civil and Legal Rights) 
(cf. 5131 - Conduct) 
(cf. 5137 - Positive School Climate) 

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

 
(cf. 2111 - Superintendent Governance Standards) 
(cf. 9005 - Governance Standards) 

 
Each employee is expected to acquire the knowledge and skills necessary to fulfill his/her 
responsibilities and to contribute to the learning and achievement of district students. 

 
(cf. 4112.2 - Certification) 
(cf. 4131 - Staff Development) 
(cf. 4231 - Staff Development) 
(cf. 4331 - Staff Development) 

 
Inappropriate Conduct 

 
Inappropriate employee conduct includes, but is not limited to: 

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

 
(cf. 0450 - Comprehensive Safety Plan) 
(cf. 3515.7 - Firearms on School Grounds) 
(cf. 4158/4258/4358 - Employee Security) 

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

 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 
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(cf. 5131.2 - Bullying) 
(cf. 5145.3 - Nondiscrimination/Harassment) 
(cf. 5145.7 - Sexual Harassment) 

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

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

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

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

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

(cf. 3515.2 - Disruptions) 

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

 
(cf. 3513.3 - Tobacco-Free Schools) 
(cf. 3513.4 - Drug and Alcohol Free Schools) 
(cf. 4020 - Drug and Alcohol-Free Workplace) 
(cf. 4112.41/4212.41/4312.41 - Employee Drug Testing) 
(cf. 4112.42/4212.42/4312.42 - Drug and Alcohol Testing for School Bus Drivers) 

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

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

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

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

 
(cf. 4119.25/4219.25/4319.25 - Political Activities of Employees) 

 
12. Using district equipment or communications devices for personal purposes while on duty, 
except in an emergency, during scheduled work breaks, or for personal necessity 

 
Employees shall be notified that computer files and all electronic communications, including, but not 
limited to, email and voice mail, are not private. To ensure proper use, the Superintendent or designee 
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may monitor employee usage of district technological resources at any time without the employee's 
consent. 

 
(cf. 4040 - Employee Use of Technology) 

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

 
14. Wearing inappropriate attire 

 
(cf. 4119.22/4219.22/4319.22 - Dress and Grooming) 

Reports of Misconduct 

An employee who observes or has evidence of another employee's inappropriate conduct shall 
immediately report such conduct to the principal or Superintendent or designee. An employee who has 
knowledge of or suspects child abuse or neglect shall file a report pursuant to the district's child abuse 
reporting procedures as detailed in AR 5141.4 - Child Abuse Prevention and Reporting. 

 
(cf. 1312.1 - Complaints Concerning District Employees) 
(cf. 5141.4 - Child Abuse Prevention and Reporting) 

 
Any reports of employee misconduct shall be promptly investigated. Any employee who is found to 
have engaged in inappropriate conduct in violation of law or Board policy shall be subject to 
disciplinary action and, in the case of a certificated employee, may be subject to a report to the 
Commission on Teacher Credentialing. The Superintendent or designee shall notify local law 
enforcement as appropriate. 

 
(cf. 4117.7/4317.7 - Employment Status Reports) 
(cf. 4118 - Dismissal/Suspension/Disciplinary Action) 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 

 
An employee who has knowledge of but fails to report inappropriate employee conduct may also be 
subject to discipline. 

 
The district prohibits retaliation against anyone who files a complaint against an employee or reports 
an employee's inappropriate conduct. Any employee who retaliates against any such complainant, 
reporter, or other participant in the district's complaint process shall be subject to discipline. 

 
Notifications 

 
The section(s) of the district's employee code of conduct addressing interactions with students shall be 
provided to parents/guardians at the beginning of each school year and shall be posted on school 
and/or district web sites. (Education Code 44050) 

 
(cf. 1113 - District and School Web Sites) 
(cf. 5145.6 - Parental Notifications) 

 
Legal Reference: 
EDUCATION CODE 
200-262.4 Prohibition of discrimination 
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44050 Employee code of conduct; interaction with students 
44242.5 Reports and review of alleged misconduct 
48980 Parental notifications 
PENAL CODE 
11164-11174.4 Child Abuse and Neglect Reporting Act 
CODE OF REGULATIONS, TITLE 5 
80303 Reports of dismissal, resignation and other terminations for alleged misconduct 
80331-80338 Rules of conduct for professional educators 

 
Management Resources: 
COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS 
California Professional Standards for Educational Leaders, February 2014 
California Standards for the Teaching Profession, 2009 
COUNCIL OF CHIEF STATE SCHOOL OFFICERS PUBLICATIONS 
Professional Standards for Educational Leaders, 2015 
NATIONAL EDUCATION ASSOCIATION PUBLICATIONS 
Code of Ethics of the Education Profession, 1975 
WESTED PUBLICATIONS 
Moving Leadership Standards into Everyday Work: Descriptions of Practice, 2003 
WEB SITES 
CSBA: http://www.csba.org 
Association of California School Administrators: http://www.acsa.org 
California Department of Education: http://www.cde.ca.gov 
California Federation of Teachers: http://www.cft.org 
California School Employees Association: http://www.csea.com 
California Teachers Association: http://www.cta.org 
Commission on Teacher Credentialing: http://www.ctc.ca.gov 
Council of Chief State School Officers: http://www.ccsso.org 
WestEd: http://www.wested.org 

 
(7/09 7/12) 12/17 

43

http://www.csba.org/
http://www.acsa.org/
http://www.cde.ca.gov/
http://www.cft.org/
http://www.csea.com/
http://www.cta.org/
http://www.ctc.ca.gov/
http://www.ccsso.org/
http://www.wested.org/


 

Cutler-Orosi Joint USD 
Board Policy 
Sexual Harassment 
 
BP 4119.11  
Personnel 
 
 
The Board of Education prohibits sexual harassment of district employees. The Board also prohibits retaliatory 
behavior or action against district employees or other persons who complain, testify, or otherwise participate in the 
complaint process established pursuant to this policy and accompanying administrative regulation. This policy shall 
apply to all district employees and, when applicable, to interns, volunteers, and job applicants. 
 
(cf. 0410 - Nondiscrimination in District Programs and Activities) 
(cf. 4030 - Nondiscrimination in Employment) 
 
The Superintendent or designee shall take all actions necessary to ensure the prevention, investigation, and correction 
of sexual harassment, including but not limited to: 
 
1. Providing training to employees in accordance with law and administrative regulation 
 
2. Publicizing and disseminating the district's sexual harassment policy to staff 
 
(cf. 4112.9/4212.9/4312.9 - Employee Notifications) 
 
3. Ensuring prompt, thorough, and fair investigation of complaints 
 
4. Taking timely and appropriate corrective/remedial action(s), which may require interim separation of the 
complainant and the alleged harasser and subsequent monitoring of developments 
 
All complaints and allegations of sexual harassment shall be kept confidential to the extent necessary to carry out the 
investigation or to take other subsequent necessary actions.  (2 CCR 11023) 
 
Any district employee who feels that he/she has been sexually harassed or who has knowledge of any incident of 
sexual harassment by or against another employee shall immediately report the incident to his/her supervisor, the 
principal, district administrator, or Superintendent. 
 
A supervisor, principal, or other district administrator who receives a harassment complaint shall promptly notify the 
Superintendent or designee. 
 
Complaints of sexual harassment shall be filed in accordance with AR 4030 - Nondiscrimination in Employment. An 
employee may bypass his/her supervisor in filing a complaint where the supervisor is the subject of the complaint. 
 
Any district employee who engages or participates in sexual harassment or who aids, abets, incites, compels, or 
coerces another to commit sexual harassment in violation of this policy is subject to disciplinary action, up to and 
including dismissal. 
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(cf. 4118 - Dismissal/Suspension/Disciplinary Action) 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 
 
 
 
Legal Reference: 
EDUCATION CODE 
200-262.4  Prohibition of discrimination on the basis of sex 
GOVERNMENT CODE 
12900-12996  Fair Employment and Housing Act, especially: 
12940  Prohibited discrimination 
12950.1 Sexual harassment training 
LABOR CODE 
1101  Political activities of employees 
1102.1  Discrimination:  sexual orientation 
CODE OF REGULATIONS, TITLE 2 
11009  Employment discrimination 
11021 Retaliation 
11023 Harassment and discrimination prevention and correction 
11024  Sexual harassment training and education 
11034  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 42 
2000d-2000d-7  Title VI, Civil Rights Act of 1964 
2000e-2000e-17  Title VII, Civil Rights Act of 1964, as amended 
2000h-2-2000h-6  Title IX, 1972 Education Act Amendments 
CODE OF FEDERAL REGULATIONS, TITLE 34 
106.9  Dissemination of policy 
COURT DECISIONS 
Department of Health Services v. Superior Court of California, (2003) 31 Cal.4th 1026 
Faragher v. City of Boca Raton, (1998) 118 S.Ct. 2275 
Burlington Industries v. Ellreth, (1998) 118 S.Ct. 2257 
Gebser v. Lago Vista Independent School District, (1998) 118 S.Ct. 1989 
Oncale v. Sundowner Offshore Serv. Inc., (1998) 118 S.Ct. 998 
Meritor Savings Bank, FSB v. Vinson et al., (1986) 447 U.S. 57 
 
Management Resources: 
OFFICE OF CIVIL RIGHTS AND NATIONAL ASSOCIATION OF ATTORNEYS GENERAL 
Protecting Students from Harassment and Hate Crime, January 1999 
WEB SITES 
California Department of Fair Employment and Housing:  http://www.dfeh.ca.gov 
Equal Employment Opportunity Commission:  http://www.eeoc.gov 
U.S. Department of Education, Office for Civil Rights:  http://www.ed.gov/about/offices/list/ocr/index.html 
 
 
 
Policy CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT 
adopted:  January 12, 2017 Orosi, California 
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Cutler- Orosi Joint USD 
Administrative Regulation 
Sexual Harassment 
 
AR 4119.11  
Personnel 
 
 
This administrative regulation shall apply to all allegations of sexual harassment involving employees, interns, 
volunteers, and job applicants, but shall not be used to resolve any complaint by or against a student. 
 
Definitions 
 
Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, unwanted requests for sexual 
favors, or other unwanted verbal, visual, or physical conduct of a sexual nature made against another person of the 
same or opposite sex in the work or educational setting when:  (Education Code 212.5; Government Code 12940; 2 
CCR 11034) 
 
1. Submission to the conduct is made explicitly or implicitly a term or condition of the individual's employment. 
 
2. Submission to or rejection of the conduct is used as the basis for an employment decision affecting the 
individual. 
 
3. Submission to or rejection of the conduct is used as the basis for any decision affecting the individual regarding 
benefits, services, honors, programs, or activities available at or through the district. 
 
Prohibited sexual harassment also includes conduct which, regardless of whether or not it is motivated by sexual 
desire, is so severe or pervasive as to unreasonably interfere with the victim's work performance or create an 
intimidating, hostile, or offensive work environment. 
 
Examples of actions that might constitute sexual harassment in the work or educational setting, whether committed by 
a supervisor, a co-worker, or a non-employee, include, but are not limited to: 
 
1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments about an individual's 
body; overly personal conversations or pressure for sexual activity; sexual jokes or stories; unwelcome sexual slurs, 
epithets, threats, innuendoes, derogatory comments, sexually degrading descriptions, or the spreading of sexual rumors 
 
2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually explicit emails; displaying 
sexually suggestive objects 
 
3. Unwelcome physical conduct such as massaging, grabbing, fondling, stroking, or brushing the body; touching 
an individual's body or clothes in a sexual way; cornering, blocking, leaning over, or impeding normal movements 
 
Training 
 
The Superintendent or designee shall ensure that all employees receive training regarding the district's sexual 
harassment policies when hired and periodically thereafter.  The training shall include how to recognize prohibited or 
harassing conduct, the procedures for reporting and/or filing complaints involving an employee, employees' duty to use 
the district's complaint procedures, and employee obligations when a sexual harassment report involving a student is 
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made to the employee. The training shall also include information about processes for employees to informally share or 
obtain information about harassment without filing a complaint. 
 
(cf. 1312.3 - Uniform Complaint Procedures) 
(cf. 4030 - Nondiscrimination in Employment) 
(cf. 5145.7 - Sexual Harassment) 
 
Every two years, the Superintendent or designee shall ensure that supervisory employees receive at least two hours of 
classroom or other effective interactive training and education regarding sexual harassment. All such newly hired or 
promoted employees shall receive training within six months of their assumption of the new position.  (Government 
Code 12950.1) 
 
A supervisory employee is any employee having the authority, in the interest of the district, to hire, transfer, suspend, 
lay off, promote, discharge, assign, reward, or discipline other employees, or the responsibility to direct them, adjust 
their grievances, or effectively recommend such action, when the exercise of the authority is not of a merely routine or 
clerical nature, but requires the use of independent judgment.  (Government Code 12926) 
 
(cf. 4300 - Administrative and Supervisory Personnel) 
 
The district's sexual harassment training and education program for supervisory employees shall be aimed at assisting 
them in preventing and effectively responding to incidents of sexual harassment, as well as implementing mechanisms 
to promptly address and correct wrongful behavior. The training shall include, but is not limited to, the following:  
(Government Code 12950.1; 2 CCR 11024) 
 
1. Information and practical guidance regarding federal and state laws on the prohibition, prevention, and 
correction of sexual harassment, the remedies available to sexual harassment victims in civil actions, and potential 
district and/or individual exposure or liability 
 
2. The types of conduct that constitute sexual harassment and practical examples which illustrate sexual 
harassment, discrimination, and retaliation using training modalities such as role plays, case studies, and group 
discussions, based on factual scenarios taken from case law, news and media accounts, and hypotheticals based on 
workplace situations and other sources 
 
3. A supervisor's obligation to report sexual harassment, discrimination, and retaliation of which he/she becomes 
aware and what to do if the supervisor himself/herself is personally accused of harassment 
 
4. Strategies for preventing harassment, discrimination, and retaliation and appropriate steps to ensure that 
remedial measures are taken to correct harassing behavior, including an effective process for investigation of a 
complaint 
 
5. The essential elements of the district's anti-harassment policy, including the limited confidentiality of the 
complaint process and resources for victims of unlawful sexual harassment, such as to whom they should report any 
alleged sexual harassment, and how to use the policy if a harassment complaint is filed 
 
6. A copy of the district's sexual harassment policy and administrative regulation, which each participant shall 
acknowledge in writing that he/she has received 
 
7. The definition and prevention of abusive conduct that addresses the use of derogatory remarks, insults, or 
epithets, other verbal or physical conduct that a reasonable person would find threatening, intimidating, or humiliating, 
and the gratuitous sabotage or undermining of a person's work performance 
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8. Practical examples of harassment based on gender identity, gender expression, and sexual orientation 
 
The Superintendent or designee shall retain for at least two years the records of any training provided to supervisory 
employees. Such records shall include the names of trained employees, date of the training, the type of training, and 
the name of the training provider.  (2 CCR 11024) 
 
Notifications 
 
A copy of the Board policy and this administrative regulation shall:  (Education Code 231.5) 
 
1. Be displayed in a prominent location in the main administrative building, district office, or other area of the 
school where notices of district rules, regulations, procedures, and standards of conduct are posted 
 
2. Be provided to every district employee at the beginning of the first quarter or semester of the school year or 
whenever a new employee is hired 
 
(cf. 4112.9/4212.9/4312.9 - Employee Notifications) 
 
3. Appear in any school or district publication that sets forth the school's or district's comprehensive rules, 
regulations, procedures, and standards of conduct 
 
All employees shall receive a copy of an information sheet prepared by the California Department of Fair Employment 
and Housing (DFEH) or the district that contains, at a minimum, components on:  (Government Code 12950) 
 
1. The illegality of sexual harassment 
 
2. The definition of sexual harassment under applicable state and federal law 
 
3. A description of sexual harassment, with examples 
 
4. The district's complaint process available to the employee 
 
5. The legal remedies and complaint process available through DFEH and the Equal Employment Opportunity 
Commission (EEOC) 
 
6. Directions on how to contact DFEH and the EEOC 
 
7. The protection against retaliation provided by 2 CCR 11021 for opposing harassment prohibited by law or for 
filing a complaint with or otherwise participating in an investigation, proceeding, or hearing conducted by DFEH and 
the EEOC 
 
In addition, the district shall post, in a prominent and accessible location, the DFEH poster on discrimination in 
employment and the illegality of sexual harassment and the DFEH poster regarding transgender rights.  (Government 
Code 12950) 
 
 
 
Regulation CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT 
approved:  June 14, 2018 Orosi, California 
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Cutler-Orosi Joint Unified School District 

Annual Notification of the Uniform Complaint Procedures (UCP) 
2021-2022 

For students, employees, parents/guardians, ·school and district advisory committee members, private school officials, and other interested 
parties. 

 
The Cutler--Orosi Joint Unified School District annually notifies our students, employees, parents or guardians of its students, the district 
advisory committee, school advisory committee, appropriate private ·school officials, and other interested parties of the Uniform Complaint 
Procedures (UCP) process. 

The Cutler-Orosi Joint Unified School District has the primary responsibility for compliance with federal aid state laws and regulations 
including those related to unlawful discrimination, harassment, intimidation, or bullying against any protected group, and all programs 
and activities that are subject to the UCP in: 

• Accommodations for Pregnant and Parenting Pupils 
• Adult Education 
• After School Education and Safety 
• Agricultural Career Technical Education 
• American Career Technical Education 
• American Indian Education Centers and Early 

Childhood Education Program Assessments 
• Bilingual Education 
• California Peer Assistance and Review Programs for 

Teachers 
• Career Technical and Technical Education and Career 

Technical and Technical Training Programs 
• Career Technical Education 
• Child Care and Development 
• Compensatory Education 
• Regional Occupational Centers and Programs 
• School Safety Plans 
• Consolidated Categorical Aid Programs 

• School Plans for Student Achievement 
• School Site Councils 
• Course Periods without Education Content 
• Education of Pupil in Foster Care, Pupil in Foster 

Care, Pupils who are Homeless, former Juvenile Court 
Pupils now enrolled in a school district and Children 
of Military Families 

• Economic Impact Aid 
• Every Student Succeeds Act 
• Local Control and Accountability Plans (LCAP) 
• Migrant Education 
• Physical Education Instructional Minutes 
• Pupil Fees 
• Reasonable Accommodations to a Lactating Pupil 
• State Preschool 
• State Preschool Health and Safety Issues Exempt from 

Licensing 
• Tobacco-Use Prevention Education 

 
 

A pupil fee includes, but is not limited to, all of the following. 
1. A fee charged to a pupil as a condition of registering for school or classes, or as a condition for registering for school or 

classes, or as a condition for participation in a class or an extracurricular activity, regardless of whether the class or activity 
is elective or compulsory, or is for credit. 

2. A security deposit, or other payment, that a pupil is required to make to obtain a lock, locker, book, class apparatus, musical 
instrument, clothes, or other materials or equipment. 

3. A purchase that a pupil is required to make to obtain materials, supplies, equipment, or clothes associated with an 
educational activity. 

A pupil fees complaint may be filed with the principal of a school or our Superintendent or his /her designee. A pupil fees and/or LCAP 
complaint may be filed anonymously; however, the complainant must provide evidence or information leading to evidence to 
support the complaint. 

A pupil enrolled in a school in our district shall not be required to pay a pupil fee for participation in an educational 

activity. A pupil fee complaint shall be filed no later than 1 year from the date the alleged violation occurred. 

We shall post a standardized notice of the educational rights of pupil in foster care, pupils who are homeless, or former juvenile court 
pupils now enrolled in a school district as specified in EC Sections 48853, 8853.5, 49069.5, 51225.1, and 51225.2. This notice 
shall include complaint process information, as applicable. 

 
The staff member, position or unit responsible to receive UCP complaints in our agency is: 

Name: Gabriela Guzman   Title of Compliance Officer: Director of Categorical Programs    Office: Student Service Building 
Address: 12623 Ave 416 Orosi, Ca. 93647 Telephone Number: (559)528-6949 E- mail Address: Gguzman@cojusd.org 

 
School personnel are required to take immediate steps to intervene when safe to do so when he or she witnesses an act of 
discrimination, harassment, intimidation, or bullying. Complaints will be investigated and a written report with a a Decision will be 
sent to the complainant within six ty (60) days from the receipt of the complaint. The time period may be extended by written 
agreement of the complainant The person responsible e for investigating the complaint shall conduct and complete the investigation in 
accordance with our UCP policies and procedures. 

The complainant has a right to appeal our Decision of complaints regarding specific programs and activities subject to the UCP, 
pupil fees and the LCAP to the California Department of Education (COE) by filing a written appeal within 15 days of receiving our 
Decision. The appeal must be accompanied by a copy of the originally-filed complaint and a copy of our Decision. 

The complaint and is advised of civil law remedies, including, but not limited to, in junctions, restraining orders, or other remedies or 
orders that may be available under state or federal discrimination, harassment, intimidation or bullying laws, if applicable 

Copies of our Uniform Complaint Procedures process shall be available free of charge. 
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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. 

 

trinted bame: Signature: 5ate:     
 
 

Labor Commissioner’s Office Victims of Domestic Violence, Sexual Assault and Stalking Notice 5/2017 
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Approved by Director of Food Services: Date: _   

 

 
Cutler-Orosi Joint Unified School District 

Food and Beverage Fundraising Approval Form 
 
 
 
 
 

DO NOT ORDER ANY FOOD OR BEVERAGE PRODUCTS PRIOR TO APPROVAL FROM 
DIRECTOR OF FOOD SERVICES 

 
Each fundraising event, in which food or beverage items are sold, must complete this form and receive prior 
approval from the Director of Food Services before proceeding with the fundraising activity. 

 
Please send this document to Jody Rush– Director of Food Services (Fax - (559) 528-2478 or District Mail) 

Advisor/contact person: Club/Organization:    

Phone number: Email:   
 

School Classification: □ Elementary School □ Middle School □ High School 

School Site: □ Golden Valley □ Palm Cutler □ El Monte □ Orosi High □ Alternative Education 
 

WHO is selling the food and/or beverages?     
 

TO WHOM is this product being sold? □ Students Only □ Community Only ϒ Both 
 

WHAT is the food or beverage item(s) being sold?    
 

WHEN is the food or beverage item being sold? 

Date(s): From: To:    

 

Time: From: To:    

 

WHERE is the item being sold (physical location)?    
 

HOW is the product being sold and advertised (check all that apply)? 

□ Direct □ Door-to-Door □ Flyers □ Sign-Up Sheet □ Posters □ On-Campus □ Off-Campus 
 

Attach a copy of the Nutrition Label for each item being sold Comments:     
 
 
 
 
 
 
 
 
 
 
 
 
   Final Determination: □ Sale is Approved □ Sale is Non-Compliant, Not Approved 

 
 
 
 
 

Attach Label(s) Here 
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OROSI HIGH SCHOOL ACTIVITY COLLECTION 
REPORT 

 

Date    
 
 

Name of trust Account or Activity _ 
 

Type of Fundraiser  _ 

Starting Cash $   

 
Proof of Collection: 
 
Denominations 

 
 

No. of bills or coins 

 
 

Amount 
$100.00       
50.00       
20.00       
10.00       
5.00       
1.00       
.50       
.25       
.10       
.05       
.01       

 
Checks 

 
No. of Checks 
  _ 

 
Amount 
   

 

Subtotal Money turned in  _ 
Total Amount Due  _ 
Cash over or short _ 
Total to be deposited_ _ 

 
 

Signature of Activity Sponsor Turning in Report     
Verified by A.S.B Bookkeeper   _ 
Master Receipt # _ Date _ 
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ACCIDENT / INCIDENT INVESTIGATION FORM - SUPERVISOR’S 
REPORT CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT 

 

Employee Name: Job Title: Injury Date: 
Time: Site: Witnesses? No:  Yes:  Name(s): 
Describe the Injury: Lost Time? Yes:  No:  

Describe How Injury Occurred: 

BASIC CAUSES 
(PLEASE CHECK ALL APPROPRIATE BOXES) 

 
 
√ 

A – EMPLOYEE  
√ 

B – SUPERVISION  
√ 

C – UNSAFE EQUIPMENT 
OR MATERIALS 

 
√ 

D – UNSAFE 
CONDITIONS 

 1. In a hurry or 
shortcuts 

 1. Insufficient instruction or 
job briefing 

 1. Ineffectively guarded 
equipment 

 1. Undocumented hazard 

 2. Equipment not used, i.e., 
tools, ladder, material, etc. 

 2. Insufficient or poor job 
planning 

 2. Unguarded equipment  2. Poor light or visibility 

 3. PPE not used, i.e., eye 
protection, gloves, etc. 

 3. Rules or instructions not 
followed 

 3. Defective material  3. Poor housekeeping 

 4. Improper or unsafe tool or 
equipment used 

 4. Confusion after 
communication between 
supervisor and employee 

  
4. Defective tools 

 4. Improper storage or 
stacking 

 5. Horseplay or practical 
joking 

 5. Safe or proper tools or 
equipment not provided 

 5. Defective equipment (not 
motor vehicles) 

 5. Tools, materials, etc., 
scattered around 

 6. Instructions or rules 
disregarded 

 6. Inadequate inspection of 
tools, equipment or job 

 6. Defective motor vehicle 
equipment 

 6. Slippery floors or other 
surfaces 

 7. Inattention  7. Improper method of doing 
work 

 7. Unsafe equipment or material 
or non-employee 

 7. Unsafe conditions 
caused by other people 

 8. Inexperience  8. Personal safety devices 
not provided 

 8. Improper types or poor design  8. Weather/temperature 

 9. Physical overexertion  9. Lack of provided help or 
assistance 

 9. Ergonomic factors  9. Working long hours 

 10. Improper body position  10. Inadequate job training by 
supervisor 

 10. Facility layout  10. Documented hazard but 
not repaired 

 11. Improper method of doing 
work 

 11. Circumstances not 
addressed in training 

 11. New Equipment  11. Known hazard but not 
documented or locked out 

 12. Act of fellow employee  12. Procedures not developed  12. Change in procedures or 
material 

 12. Noise 

 13. Improper clothing  13. Procedures not accurate  13. Conditions changed without 
proper communication 

 13. Poor ventilation 

 14. Other:  14. Other:  14. Other:  14. Other: 
        

STATE IN DETAIL WHY YOU SELECTED THE BASIC CAUSES ABOVE. (USE REVERSE SIDE IF NECESSARY) 
 

1. What was the unsafe condition (if any)? 

 
 

2. Why did it exist? 

 
 

3. How did the employee’s behavior contribute to this accident? 

 
 

4. What was the unsafe act? 

 
 

5. Why was the unsafe act performed? 
  

6. To prevent a reoccurrence, what have you done or what do you suggest? 
  

 
   

Printed name of person completing this report Signature Date 
p:\1 website\schoolwires\personnel\employee handbooks\personnel forms only\accident investigation form.docx 

 
 Signature:    
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EMPLOYEE NOTIFICATIONS 
MANDATED AND NON-MANDATED POLICIES AND INFORMATION 

State and Federal law require that you be notified on a yearly basis of the following board policies, regulations, exhibits and information that may 
affect the terms and conditions of your employment. You may view or print a copy of any of the policies, regulations and exhibits online from the 
District website at www.cojusd.org. If you do not have access to a computer, the District will provide you with access to one. The items listed as 
“Information” may be found in the Personnel Handbook for Employees. 

 

 
 

Title 

Policy Number(s) 

Po
lic

y 

Re
gu

la
ti

on
 

Ex
hi

bi
t 

In
fo

rm
at

io
n 

Ap
pl

ie
s 

to
 

Ev
er

yo
ne

 

Ce
rt

ifi
ca

te
d 

Em
pl

oy
ee

s 

Cl
as

si
fie

d 
Em

pl
oy

ee
s 

M
an

ag
em

e 
nt

 
Em

pl
oy

ee
s 

Nondiscrimination in District Programs and Activities 0410    X    
         

Complaints Concerning the Schools 1312    X    
Complaints Concerning District Employees 1312.1    X X   

Uniform Complaint Procedures 1312.3     X   

Williams Uniform Complaint Procedures 1312.4     X X  

         

Tobacco-Free Schools 3513.3    X    

Environmental Safety 3514    X X   

Hazardous Substances 3514.1     X   

Integrated Pest Management 3514.2     X   

Campus Security 3515     X   

         

Drug and Alcohol Free Workplace 4020    X  X  

Nondiscrimination in Employment 4030    X    

Complaints Concerning Discrimination in Employment 4031     X   

Reasonable Accommodation (ADA) 4032     X   

Employee Use of Technology 4040    X    

         

Oath Of Affirmation  4112.3 4212.3 4312.3  X X  

Drug And Alcohol Testing For School Bus Drivers  4112.42 4212.42 4312.42 X X   

Personnel Files  4112.6 4212.6 4312.6  X   
Employment References  4112.61 4212.61 4312.61  X   

Postretirement Employment  4117.14 4217.14 4317.14  X  X 
Sexual Harassment – Personnel  4119.11 4219.11 4119.11 X X   

Professional Standards  4119.21 4219.21 4319.21 X  X  

Unauthorized Release of Confidential/Privileged Information  4119.23 4219.23 4319.23 X    

Employees with Infectious Disease  4119.41 4219.41 4319.41 X    

Exposure Control Plan for Bloodborne Pathogens  4119.42 4119.42 4319.42 X X X  

Universal Precautions  4119.43 4219.43 4319.43 X X   

Publication Or Creation Of Materials  4132 4232 4332 X    

Soliciting and Selling  4135 4235 4335 X    

Non-school Employment  4136 4236 4336 X    

Health and Welfare Benefits  4154 4254 4354 X    

Employee Safety – (IIPP)  4157 4257 4357 X X   

Work Related Injuries  4157.1 4257.1 4357.1 X   X 
Employee Security  4158 4258 4358 X X   

Employee Assistance Programs  4159 4259 4359 X    

Family Care and Medical Leave (FMLA/CFRA)  4161.8 4261.8 4361.8  X X  

Appointments and Conditions of Employment  4112 4212   X   

Promotion/Demotion/Reassignment    4313.2  X   

         

Child Abuse Reporting Procedures 5141.4    X X   

Discipline 5144    X    

Sexual Harassment – Students 5145.7    X    
         

Use of Copyrighted Materials 6162.6    X X   

         

Child Abuse Reporting Requirements X       X 
COBRA Notification X       X 
Evaluation Procedures X       X 
Right to Elect STRS Membership X       X 

I acknowledge that I have been notified of the above mandated and non-mandated laws, Board Policies and 
Regulations as conditions of my employment. I acknowledge that it is my responsibility to read and abide by them. 

 
Printed Name: Signature: Date:   
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EMPLOYEE’S SIGNATURE   DATE   
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CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT 
CLASSIFIED PERSONNEL PERFORMANCE EVALUATION 

NAME  CLASSIFICATION    
 

LOCATION  EVALUATION FOR SCHOOL YEAR      
 

THREE MONTHS SIX MONTHS ANNUAL UNSCHEDULED SHORT TERM EXIT 

 
 

 
 
 
 
 
 
 
 
 
 
 

1 

 
 
 
 
 
 
 
 
 
 
 

2 

 
 
 
 
 
 
 
 
 
 
 

3 

 
 
 
 
 
 
 
 
 
 
 

4 

 
 
 
 

SECTION A 

D
O

ES
 N

O
T 

AP
PL

Y 

SECTION B – Record job strengths and superior performance. 
 
 
 
 
 
 
 
 
 
 

SECTION C – Record specific work performance deficiencies or 
job behavior requiring improvement or correction. 

 
    1. Observes work hours; prompt 
    2. Attendance 
    3. Grooming and dress 
    4. Complies with rules 
    5. Complies with safety practices 
    6. Quality of work  
    7. Quantity of work  
    8. Work adjustments  
    9. Plans and organizes  
    10. Effective use of time  
    11. Response to suggestions  SECTION D – Record progress achieved in attaining previously 

set goals for improved work performance; personal or job 
qualifications. 

    12. Response to directions  
    13. Accepts change  
    14. Meets responsibilities  
    15. Operation & care of equipment  
    16. Initiative  
    17. Public Contacts  
    18. Pupil contacts  
    19. Employee contacts  
    ADDITIONAL FACTORS  
      SECTION E – Record specific goals or improvement program to 

be undertaken during the next evaluation period.       
      
      

ADDITIONAL FACTORS FOR SUPERVISORS  
    20. Plans and coordinates 
    21. Trains and instructs  
    22. Leadership  
    23. Judgment and decisions  
    24. Evaluation of subordinates  
    ADDITIONAL FACTORS  SUMMARY EVALUATION – CHECK OVERALL PERFORMANCE 
       

   

        Satisfactory  Needs Improvement  Unsatisfactory 
 

Rating, review and comments made by: 
 

NAME TITLE DATE   
I certify that this report has been discussed with me. I understand my signature does not necessarily indicate agreement. 
 
COMMENTS 
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ACCIDENT / INCIDENT INVESTIGATION FORM - SUPERVISOR’S REPORT 
CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT 

 
 

Employee Name:  Job Title:  Injury Date:  

Time:  Site:  Witnesses? No:  Yes:  Name(s):  

Describe the Injury:  Lost Time? Yes:  No:  

Describe How Injury Occurred:  

BASIC CAUSES 
(PLEASE CHECK ALL APPROPRIATE BOXES) 

 

 
√ 

A – EMPLOYEE  
√ 

B – SUPERVISION  
√ 

C – UNSAFE EQUIPMENT 
OR MATERIALS 

 
√ 

D – UNSAFE 
CONDITIONS 

 1. In a hurry or 
shortcuts 

 1. Insufficient instruction or 
job briefing 

 1. Ineffectively guarded 
equipment 

 1. Undocumented hazard 

 2. Equipment not used, i.e., 
tools, ladder, material, etc. 

 2. Insufficient or poor job 
planning 

 2. Unguarded equipment  2. Poor light or visibility 

 3. PPE - Personal Protective 
Equipment not used, i.e., 
eye protection, gloves, etc. 

 3. Rules or instructions not 
followed 

  
3. Defective material 

  
3. Poor housekeeping 

 4. Improper or unsafe tool or 
equipment used 

 4. Confusion after 
communication between 
supervisor and employee 

  
4. Defective tools 

 4. Improper storage or 
stacking 

 5. Horseplay or practical 
joking 

 5. Safe or proper tools or 
equipment not provided 

 5. Defective equipment (not 
motor vehicles) 

 5. Tools, materials, etc., 
scattered around 

 6. Instructions or rules 
disregarded 

 6. Inadequate inspection of 
tools, equipment or job 

 6. Defective motor vehicle 
equipment 

 6. Slippery floors or other 
surfaces 

 7. Inattention  7. Improper method of doing 
work 

 7. Unsafe equipment or material 
or non-employee 

 7. Unsafe conditions 
caused by other people 

 8. Inexperience  8. Personal safety devices 
not provided 

 8. Improper types or poor design  8. Weather/temperature 

 9. Physical overexertion  9. Lack of provided help or 
assistance 

 9. Ergonomic factors  9. Working long hours 

 10. Improper body position  10. Inadequate job training by 
supervisor 

 10. Facility layout  10. Documented hazard but 
not repaired 

 11. Improper method of doing 
work 

 11. Circumstances not 
addressed in training 

 11. New Equipment  11. Known hazard but not 
documented or locked out 

 12. Act of fellow employee  12. Procedures not developed  12. Change in procedures or 
material 

 12. Noise 

 13. Improper clothing  13. Procedures not accurate  13. Conditions changed without 
proper communication 

 13. Poor ventilation 

 14. Other:  14. Other:  14. Other:  14. Other: 
        

STATE IN DETAIL WHY YOU SELECTED THE “CAUSES” ABOVE. (USE REVERSE IF NECESSARY) 
 

1. What was the unsafe condition (if any)?  

  

2. Why did it exist?  

  

3. How did the employee’s behavior contribute to this accident?  

  

4. What was the unsafe act?  

  

5. Why was the unsafe act performed?  

  

6. To prevent a reoccurrence, what have you done or what do you suggest?  

  

 
   

Printed name of person completing this report Signature Date 
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