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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.

DISTRICT MISSION AND VISION
District Mission
“Educating Minds, Inspiring Futures”
Vision
All students will be college, career, community ready and prepared to compete in a global
economy.
District Goals
Goal 1
Achieve academic excellence and meet the needs of all students in a safe and supportive
environment.
Goal 2
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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STUDENT RECORDS
The official legal name of a pupil shall be the name that appears on one of the following
documents, submitted by the parent/guardian/caregiver:
1. Certificate of birth
2. Baptism certificate duly attested
3. Passport
4. Health office or vital statistics record of birth date
5. Affidavit of the parent, legal guardian, or custodian of the minor: the affidavit must
certify the birth date and must also state that a certificate of birth is not obtainable.
6. A letter from the Bureau of Public Services may be accepted in lieu of one of the
above types of proof if such a letter verifies the birth date of the child according to
Department of Public Services Records and includes a statement of how the birth
date was verified.
Pupils admitted to District schools shall be enrolled under the surname shown on the official
document, as noted above, that is presented at the time of admission.
All Individualized Educational Programs (IEP) and related documents are pupil records and
shall be maintained in accordance with state and federal pupil record confidentiality laws.
Legislation regarding parent and adult pupil access to, and the confidentiality of pupil
records mandates specific parent and pupil rights with respect to privacy, access to, and
challenge of pupil records.
Access to Student Records
Federal and State laws that cover nearly every type of pupil record maintained by local
schools protect the privacy of school records. The law prohibits the release of pupil records
information without written consent of the parent, or student (If 18 years or older). Records
or information maintained by any school official exclusively for personal reference or use are
not considered pupil records and are not subject to Federal and State privacy law. Unless
otherwise prohibited by law, any natural parent, adopted parent, or legal guardian may have
access to and review the public records of their child. Also, students who are 16 years or
older (or have completed the 10th grade) have the right to access and review their records.
School employees and district officials, who have a legitimate educational interest, have a
right to access pupil record information without the consent of the parent or student. Other
individuals or agencies may be authorized to access, review and/or obtain pupil records by
court order or by statute. (See BP and AR 5125)
Directory information is routine information maintained by school districts about students. It
is this special category of pupil record information that does not require the same level of
confidential treatment as pupil record information. Parents and/or adult students have the
right to limit or deny the release of any portion of directory information. Additionally, parents
and/or adult students may deny the release of directory information to any designated
recipient.
Military recruiters who are requesting student directory information have a right to obtain
that information as long as the parent has not notified the school to deny giving the
information. It is the school’s responsibility to act promptly when the request is made for
information.
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Record Retention
Schools and school districts must maintain accurate pupil records for each child enrolled.
The principal shall designate a custodian of records for the school. The custodian of records
shall be responsible for the security of pupil records maintained by the school and shall
follow District procedures for assuring that access to such records is limited to authorized
persons. Records for each individual pupil shall be maintained in a central file at the school
attended by the pupil, or when records are maintained in different locations a notation in the
central file as to where such other records may be found is required.
Different types of pupil records, as described below, must be maintained for different
periods of time. It should be noted that no additions except routine updating shall be made
to the record after high school graduation or permanent departure without the prior consent
of the parent or adult pupil. The method of destruction shall assure that records are not
available for possible public inspection during the destruction process.
Each school site is responsible for cleaning out cum folders and removing any unnecessary
material or non-mandatory records before the cum folders are passed on to another school
site or placed in the district office for scanning.
Mandatory Permanent Pupil Records
All California schools must maintain mandatory permanent pupil records in perpetuity. The
mandatory permanent pupil record or a copy thereof shall be forwarded by the sending
district upon request of the pupil or private school in which the student has enrolled or
intends to enroll. Such records shall include the following (see BP and AR 5125):
1.
2.
3.
4.
5.
6.

Legal name of pupil
Date of birth
Method of verification of birth date
Sex of pupil
Place of birth
Name and address of parent of minor pupil
• Address of minor pupil if different than the above
• An annual verification of the name and address of the parent and the
residence of the pupil
7. Entering and leaving date of school year and for any summer session or other extra
session
8. Subjects taken during each year, half-year, summer session, or quarter
9. If marks or credits are given, the mark or number of credits toward graduation allows
for work taken
10. Verification of or exemption from required immunizations
11. Date of high school graduation or equivalent
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Mandatory Interim Pupil Records
Schools must maintain mandatory interim pupil records until the school determines the
usefulness of the records has ceased: when the student leaves the district or when their
usefulness ceases. Destruction of these records may take place during the third school year
following such classification. Such records include:
1. A log or record identifying those persons (except authorized school personnel) or
organizations requesting or receiving information from the record. The log or record
shall be accessible only to the legal parent or guardian or the eligible pupil, or a
dependent adult pupil, or an adult pupil, or the custodian of records.
2. Health information, including Child Health Development Disabilities Prevention
Program verification or waiver
3. Participation in special education programs including required tests, case studies,
authorizations, and actions necessary to establish eligibility for admission or
discharge
4. Language training records
5. Progress slips and/or notices as required by Education Code Sections 49066 and
49067
6. Suspensions recorded for 3 years as required by Education Code Section 49079 and
recorded with the California Safe School Assessment
7. Parental restrictions regarding access to directory information or related stipulations
8. Parent or adult pupil rejoinders to challenged records and to disciplinary action
9. Parental authorizations or prohibitions of pupil participation in specific programs
10. Results of standardized tests administered within the preceding three years
11. Expulsion orders and the causes therefor
12. Written findings resulting from an evaluation conducted after a specified number of
missed assignments to determine whether it is in a student’s best interest to remain
in independent study.
Permitted Records
Permitted records are those pupil records that school/districts may maintain for appropriate
educational purposes. Permitted pupil records may be destroyed when their usefulness
ceases, as determined by the school. They may be destroyed after six months following the
pupil’s completion of or withdrawal from the educational program. Such records may
include:
1. Objective counselor and/or teacher ratings
2. Standardized test results older than three years
3. Routine discipline data
4. Verified reports of relevant behavioral patterns
5. All disciplinary notices
6. Attendance records not covered in the Administrative Code Section400
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STUDENT ASSESSMENT
The California Assessment of Student Performance and Progress (CAASPP)
The Smarter Balanced assessment system utilizes computer-adaptive tests and
performance tasks that allow students to show what they know and are able to do. This
system is based on the Common Core State Standards (CCSS) for English language
arts/literacy (ELA) and mathematics. The Smarter Balanced assessment system has three
components designed to support teaching and learning throughout the year: the summative
assessments, the interim assessments, and the Digital Library of formative assessment
tools.
It is necessary for all administrators to have a clear understanding of CAASPP. Detailed
information can be read at the following website: http://www.cde.ca.gov/ta/tg/sa/index.asp.
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English Language Proficiency Assessments for California (ELPAC)
The English Language Proficiency Assessments for California (ELPAC) is the required state
test for English language proficiency (ELP) that must be given to students whose primary
language is a language other than English. State and federal law require that local
educational agencies administer a state test of ELP to eligible students in kindergarten
through grade twelve. The California Department of Education (CDE) transitioned from the
California English Language Development Test (CELDT) to the ELPAC as the state ELP
assessment by 2018. The ELPAC is aligned with the 2012 California English Language
Development Standards. It consists of two separate ELP assessments: one for the initial
identification of students as English learners (ELs), and a second for the annual summative
assessment to measure a student’s progress in learning English and to identify the
student's level of ELP.
Physical Fitness Testing (PFT) Physical Fitness Testing Information
The State Board of Education designated the FITNESSGRAM® as the Physical Fitness
Test (PFT) for students in California public schools. The FITNESSGRAM® is a
comprehensive, health-related physical fitness battery developed by The Cooper Institute.
The primary goal of the FITNESSGRAM® is to assist students in establishing lifetime habits
of regular physical activity.
Public school students in grades five, seven, and nine are required to take the PFT,
whether or not they are enrolled in a physical education class or participate in a block
schedule. These students include those enrolled in local educational agencies (LEAs) such
as elementary, high, and unified school districts, county offices of education, and charter
schools. LEAs must also test all students in alternate programs, including, but not limited to,
continuation schools, independent study, community day schools, county community
schools, and nonpublic schools. Students who are physically unable to take the entire test
battery are to be given as much of the test as his or her condition will permit. (Education
Code (EC) Section 60800 and the California Code of Regulations, Title 5, Section 1041).
The PFT provides information that can be used by (1) students to assess and plan personal
fitness programs; (2) teachers to design the curriculum for physical education programs;
and (3) parents and guardians to understand their children’s fitness levels. This program
also provides results that are used to monitor changes in the physical fitness of California
students. By law (EC Section 60800), all LEAs in California are required to administer the
PFT annually to all students in grades five, seven, and nine.
The FITNESSGRAM® is composed of the following six fitness areas, with a number of test
options provided for most areas:
1. Aerobic Capacity
• PACER (Progressive Aerobic Cardiovascular Endurance Run)
• One-Mile Run
• Walk Test (only for ages 13 or older)
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2. Abdominal Strength and Endurance
• Curl-Up
3. Upper Body Strength and Endurance

•
•
•

Push-Up
Modified Pull-Up
Flexed-Arm Hang

4. Body Composition
• Skinfold Measurements
• Body Mass Index
• Bioelectric Impedance Analyzer
5. Trunk Extensor Strength and Flexibility
• Trunk Lift
6. Flexibility
• Back-Saver Sit and Reach
• Shoulder Stretch
The FITNESSGRAM® uses objective criteria to evaluate performance for each fitness area
(e.g., body composition, abdominal strength, and endurance). The Cooper Institute
established these criteria using current research and expert opinions. These criteria
represent a level of fitness that offers some protection against the diseases associated with
physical inactivity.
SCHOOL ACTIVITIES
Some activities, events, and programs may pose a significant risk to students, school
administrators and the District. Risk assessments and safety recommendations are crucial
in minimizing the potential liability and risk. Contact the Assistant Superintendent of
Administrative Services for assistance if you have any questions regarding the safety of an
event.
STUDENT ACCIDENT INSURANCE
Cutler-Orosi Joint Unified has purchased, group-rated student incident/health insurance for
its students. Forms are given to each school prior to the beginning of the school year. If an
incident occurs, please notify the site school principal immediately.
RESTITUTION
The District may obtain restitution from parties responsible for damage to District property
from vandalism, burglary, theft, arson, and vehicles.
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ACADEMIC ACCOUNTABILITY
California Accountability Model & School Dashboard
California’s new accountability and continuous improvement system provides information
about how local educational agencies and schools are meeting the needs of California’s
diverse student population based on a concise set of measures.
FIELD TRIPS
Field Trip/Extracurricular Activity Policy
The Governing Board sets forth the District Policy on field trips and school- sponsored trips
in BP 6153(a). The intent of the school policy is to guide staff in the planning, organizing,
and execution of field trips for students. All procedures come directly from Board Policies,
Administrative Regulations, the Education Code, and the Associated Student Body (ASB)
Accounting Manual. All field trips must be approved by administration and teachers should
NOT mention or plan these activities with students without first obtaining
permission/approval. There are to be no field trips the last two weeks of school.
Determining Factors
In planning school-sponsored trips, teachers need to:
• Determine specific educational objectives which relate directly to state and
district adopted content standards.
• Ensure that all trips provide educational value, relate to grade-level
curriculum, and have relevancy to the school-wide action plan.
•

Decide if the proposed trip is the best way to provide enrichment if the trip is
for enrichment purposes.

The site principal will decide if the trip is appropriate during instructional time.
Procedures for Field Trips
Any activity that requires students to leave the campus is considered a field trip. Any
student who does not have parent permission to attend must be provided an alternative
educational experience.
In order to take students on a field trip, teachers must do each of the following:
1. Complete a “Request for Activity” form and turn it in to principal for approval.
2. Complete a “Transportation Request Form” once the trip is approved. Make
sure to include the meals needed. Make sure that if there is a student with a
medical condition that needs a meal accommodation it is listed on the form.
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3. Ensure that each student has a signed “Parent Permission Form.” Permission
by telephone the day of the trip does not take the place of a signed permission
slip. This form should be filled out and returned to Transportation 2 weeks in
advance of the trip date.
4. Request any funding/checks needed for trip from the school secretary.
5. Solicit parents for chaperons. Verify that they have been finger-printed and cleared
by the district office (see secretary for current list of parents cleared by the Dept.
of Justice). It is impossible for a volunteer to get the required clearance within one
or two days.
6. PLAN AHEAD! Remember, our board policy requires a teacher/chaperone ratio to
students of 1:10.
7. Remember: A certificated person MUST accompany every field trip in order for the
school to collect attendance credit for the students.
8. Remember: All non-certificated personnel, including volunteers, must receive a
district-level clearance under AB1025.
9. Complete a “Field Trip Planning Checklist” (A-2). This must be kept with the
teacher requesting the fieldtrip.
10. Submit copies of all permission slips stapled to a copy of the checklist to
the office prior to leaving campus.
11. Overnight trips follow the same procedures AND must be approved by the
Board of Education after they have been approved by the principal. A sixweeks’ time span is necessary to ensure this requirement is met.
12. Reimbursement for meals that are not compliant will be denied.
Important: If contracting charter buses, only pre-approved companies can be used. A list of
approved charter bus companies can be found on the District website under
“Transportation”. Call transportation department for more information.
Procedures for On-Site Activities
All on-site activities such as students vs. staff athletic events, BBQ’s, etc. must also be
approved by site administration and put on the master calendar. Teachers organizing these
events must:
1. Complete a “Request for Activity” form and turn it into the principal for approval.
2. Provide a detailed list of staff members who will participate and who will supervise
students.
3. All food items given to students on campus must be approved by the Food Service
Director in advance.
4. When planning an event on campus where food will be served, the Food Services
Director must be notified. Prior approval from the Food Service Director is required
in order to serve the students.
5. Meals served to students on campus during the normal school day must meet all
guidelines for healthy foods in schools.
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6. Meals, treats or snacks served by staff to students may not interfere with meal
serving schedules, i.e. breakfast, brunch, lunch, snack, or supper.
Timeline for On-Site Activities
The timeline for organizing and planning events is the key for ensuring student safety and
maximizing the benefits to students. It is recommended that requests for activities be
submitted well in advance of the date of the event. The Request for Activity form must be
submitted to the principal for approval no less than 30 days prior to the proposed
date of the event. Once the event/activity has been approved, the principal or Activities
Director will enter the event on the master calendar pending completion and submission of
the activity checklist. The checklist will be completed by the teacher organizing the
event and turned into the principal or Activities Director no less than 48 hours prior
to the event.
Safety and Accountability of Students
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 students to and from field trips/events. The teacher will:
• Have a cell phone in his/her possession at all times. If a situation arises, the
school or principal should be contacted immediately. If a parent is transporting the
child home from a field trip, the parent must first sign the child out with the teacher.
A quick note on the back of the permission slip will suffice.
• 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.
• 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.
• Use whatever resources are available to conduct a search for a missing student(s).
In these cases, the bus driver can supervise the students on the bus as the
teacher conducts a search. Under no circumstances should the bus ever leave
without every student on board.
• Be responsible for the conduct of students on the bus.
• 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.
To be eligible to participate in school-sponsored 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
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set a period of ineligibility not less than two weeks or more than one semester. Students in
grades 6 – 12 are ineligible for school-sponsored 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
Have a minimum grade point average of 2.0 on a 4.0 scale.

Activities which are sponsored by a grant-funded program may use different eligibility
requirements. If the principal has any concerns, he/she should work with the program
supervisor.
Funding and Cash Accounting Procedures for Field Trips and Activities
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 teacher to furnish the
secretary with the original receipt or invoice. It is recommended that teachers 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 teacher 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 Accounting 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 (A-10) 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 teachers that 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.
• If a purchase order is required for fundraising activity, a Purchase Order Form
(A-11) must be requested, completed, and submitted to ASB Bookkeeper for
check request.
•

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

Club advisor or designee 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 (A-12). This form along with the revenue will be turned in to
ASB bookkeeper no later than 24 hours of event.

Club Sponsorship/Sports Teams Fundraising/Student Groups’ Fundraising
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 OHS. No student may be involved in any fundraising effort unless these
guidelines are followed:
• Fundraising activities must be pre-approved by the principal. This includes all sports
teams’ and cheerleading teams’ fundraisers.
• Fundraising activities may be conducted only during lunch or after school hours.
• Sites are discouraged from having fundraisers with food items. However if there is a
fundraiser where the main sales are foods, the following items must be adhered to:
 Smart Snack compliant items are the only foods allowed to be sold to
students on campus, during the school day.
 Site administrators are encouraged to contact the Food Service office
to inquire about the compliant foods.
 Non-compliant foods are not allowed to be sold or served to kids on
campus from 12 midnight to 30 minutes after the normal school day.
 Soda Pop, candy, gum, cookies, and sweets are not allowed on
campus during school.
• Fundraisers are school-related events and school rules/policies apply. Teachers are
required to monitor the behavior of students during such events.
• No fundraising activities are to be conducted without a sponsor present.
• 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.
• 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.
• Club dues are set by sponsors, the club, and the principal. Each student shall receive
a receipt.
• School spirit items may be sold on a non-profit basis.
• 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.
• All expenditures must receive prior approval from the principal.
• Reimbursement may be made to teachers (sponsors) for “out of pocket” expenses in
transacting club business (original receipt required).
• Any club sponsor who collects money should submit the monies to the secretary or
ASB Bookkeeper daily. Teachers must not take money home or keep it in a car or
classroom.
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• No advertisement of a fundraising event may be circulated without the prior approval of
the site principal.
• 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.
• No teacher may “promise” the students a particular trip unless the teacher 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.
• 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.
• 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.
• 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 indicate that it is not a school-sponsored activity.
• No teacher may transport any student in his/her private vehicle. If a teacher is driving
students, he/she must do so in a school vehicle and he/she must have a DMV
report on file with the district.
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, 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. 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.
However, the policy leaves the consequences up to the principal when a student violates
this policy. Here is how staff members are expected to correctly handle situations requiring
confiscation of personal property;
• All dangerous items must be confiscated and the office contacted immediately.
• If a student has a cell phone, portable electronic game, or other item that the
teacher feels is not dangerous and the student has it out during class time, the
teacher should first warn him/her to put it away and then on the 2nd offense
confiscate the item. HOWEVER, once the teacher confiscates the item, (s)he must
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•
•

take every precaution to protect the item from being lost, stolen, or damaged.
Failure to protect the personal property of another which the teacher has
confiscated makes the teacher responsible for the item. If the teacher is not willing
to accept this responsibility, (s)he should NOT CONFISCATE THE ITEM. Once
the teacher has confiscated the item, it is recommended that (s)he place the item
in a desk or file cabinet drawer that can be locked until (s)he can turn the item
into the office. The teacher should secure and label the item and take it to the
office (do not send it via another student) as soon as possible.
All DANGEROUS items MUST be confiscated and the office contacted
immediately.
Teachers should address these rules in their classroom rules and procedures.
PERSONNEL

The following website contains detailed information for the new California Accountability
System: http://www.cde.ca.gov/ta/ac/cm/. It is imperative all administrators understand
this system.
CERTIFICATED
Staffing
The Assistant Superintendent of Administrative Services is responsible for staffing of
schools based on the requirements of Class Size Reduction, and the district budget. He will
work closely with principals, but he will hire conservatively when staffing the school. It is
easier and less disruptive to add teachers to a schedule rather than to drop them.
Conversely, when a position is clearly identified, the Assistant Superintendent of
Administrative Services will establish interviews quickly. Contact the Assistant
Superintendent of Administrative Services as needed for assistance. More information
regarding personnel is located in the Admin Portal on the website and in the Personnel
Handbook which is posted online at www.cojusd.org.
Reporting a Vacancy
Notify the Personnel Department to report each vacancy as it occurs. A written resignation,
or a change of status form, is required. You must submit a completed position request form
in order for a vacancy to be posted. The posting of this vacancy will generate applicants on
EdJoin. Follow the procedures listed in the Personnel Manual which is online at
www.cojusd.org. All forms are on the Admin Portal at www.cojusd.org.
Requesting Substitutes for Professional Development
When planning staff development, schools should request substitutes well in advance so
that the necessary coverage will be assured to the extent possible. Staff should not be
released for professional development on Mondays and Fridays when absenteeism and the
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need for substitute teachers is greater than normal. Requests may be made through the
AESOP System as early as 30 days prior to the scheduled staff development. To request
substitute coverage, call the AESOP System at (800) 942-3767 or online at
www.frontlinek12.com/aesop.
EDJOIN
EdJoin allows candidates to upload their resumes and to fill out an application online, which
then allows principals to preview teacher candidates on any web-accessible computer at
any time during the day, seven days a week. To use this technology, call Personnel
Department at 559-528-4763 and ask for assistance with EdJoin.
The Hiring Process
Once the principal has selected candidates for an interview, he/she should work with the
Personnel Department to schedule interviews. All interviews are conducted at the District
Office and the Personnel Department is responsible for setting up the interviews, informing
the candidates, gathering required paperwork, selecting the interview room, and requesting
the proper bargaining unit representatives. All interviews must be conducted in full
compliance with our Bargaining Unit contacts. In particular, CSEA has a right to participate
and provide input. All teachers and many other positions must go through a final
interview with the superintendent. No job offer may be made prior to this process.
After the interview process, the principal has the final decision regarding the selected
candidate; therefore, it is the role of the supervisor to conduct reference checks on the
selected candidate. The Assistant Superintendent of Administrative Services has provided
reference check questions and guidelines. These may be found on the website in the
Administrator’s Portal.
Caution: Remember that no candidate becomes an employee until approved by the Board
of Education so it is wise to notify the candidate of his/her selection based on the approval
of the Board. Job Offers are made by Personnel Department. No employee may start work
until the New Employee induction process is complete.
Evaluations
The Assistant Superintendent of Administrative Services provides guidelines for evaluation
of all certificated personnel. The site principal has the overall responsibility of ensuring that
all evaluations are completed on time. The certificated evaluation process is now online.
All certificated staff are to be evaluated using the online system and forms. All evaluation
forms are to be signed in legible handwriting.
Personnel Forms
The Personnel Handbook online has personnel forms.
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CLASSIFIED
Staffing
Classified staffing is based on a district-wide ratio under a Position Control formula. Contact
the Assistant Superintendent of Administrative Services for assistance.
Evaluations
Each classified employee is to be evaluated every year. For each area of “Exceeds
Standards” marked on the evaluation form, the site administrator must explain what makes
that area outstanding in Section B. For any area marked “Required Improvement,” the site
administrator must explain in Section C. Section D is used to record progress from the
previous evaluation period and Section E is space for the administrator to set new goals for
the employee. All evaluations must be signed in legible handwriting. All classified
evaluations are due the last working day of April. This process is now automated online and
is the only process to be used.
Overtime
Employees, on their own, are not to determine if overtime is to be worked. All overtime
must be pre-approved in advance with both the site administrator’s authorization and also a
District administrative authorization. Any overtime claimed which has not received 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.
OTHER IMPORTANT INFORMATION
SAFETY TRAINING FOR STAFF:
The Assistant Superintendent of Administrative Services provides on-line mandated safety
trainings that each staff member must receive. Training for all employees must be
completed by September 1st of each year. Trainings are to be done on employees OWN
TIME and not during duty hours.
Relatives Working at Same Site:
For practical purposes and for the efficiency of the instructional program, it is the District’s
policy to avoid placing close relatives at the same school site. Principals are encouraged to
remember this policy when presenting a candidate to the District as a potential hire.
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Reasonable Accommodation Program:
A Reasonable Accommodation is a modification or adjustment to the application process or
to the environment or circumstances under which the job is customarily performed which
enable an individual with a disability to enjoy equal benefits and privileges of employment.
MANAGEMENT/CONFIDENTIAL EMPLOYEES
SAFETY CONDITIONS
Employees must notify their immediate supervisor in writing concerning any unsafe
condition in the District directly affecting their health and safety. The immediate supervisor
shall investigate the reported unsafe condition. The supervisor shall correct the unsafe
condition and/or submit a work order for maintenance action using the district website link
for maintenance support.
ATTENDANCE
WORK YEAR/WORK DAY
The District calendar is adopted by the Board on an annual basis. The calendar includes 14
holidays on which the District and schools are closed for business. Full time, 12 month
classified management employees receive 14 paid holidays during the work year. Holidays
for certificated employees are non-work days.
Management team members work a set number of days based on the
Confidential/Management Salary Schedule. Team members are generally required to work
the days that students are in attendance as well as the days that team members work.
Work days beyond those days are to be determined with the individual’s supervisor. The
work day is 8 hours, not including a 30 to 60 minutes lunch break. The actual starting time
may vary dependent upon work site and duties but generally starts between 7:30 and 8:00
a.m.
The regular workweek is five days, Monday through Friday. Changes to the regular
workweek and workday are subject to approval by the Superintendent.
Permission to leave campus early must be approved by the individual’s supervisor. All
principals and district level administrators must inform the superintendent or designee.
Management employees shall annually prepare a work year calendar of their intended work
days and non-duty days. Certificated managers receive no vacation days; weekdays that
are not identified as holidays or workdays are non-duty days. The number of non-duty days
varies by position and from year to year. Prior to June 30 of each year, the work year
calendar is to be submitted to the superintendent for approval. A monthly “actual days
worked” calendar, found online, must be submitted to payroll each month accounting for
actual work, sick and work days.
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One purpose of the work year calendar is to provide a plan so that the employee will be
assured of working the required number of days during the year and to assure appropriate
coverage to provide continuity of services. The employee will have the responsibility for
working the required number of days. Failure to work the specified number of days will
result in an adjustment in pay for the employee and may result in the employee receiving
less than a full year of service credit for retirement purposes.
Non-duty time shall not be taken for less than two (2) hours, except as approved. Except as
approved by the Superintendent, 12- month certificated employees may not take more than
two (2) consecutive weeks of non-duty leave without approval of the superintendent.
There may be times during the work year that certificated managers are expected and
required to work on holidays or weekend days to perform duties not routinely associated
with their assignment. Subject to advance approval of the Superintendent, up to three (3)
regular workdays may be exchanged for such weekend or holiday work.
The administrator’s work calendar must be approved by the supervisor, superintendent or
designee.
Attendance and Absences
Good attendance is vital to the smooth operation of any school. If a team member must be
absent from school for any reason, it is his/her responsibility to call AESOP at 1-800-9423767, BEFORE 6:45 a.m. AESOP will NOT pick up any calls made AFTER that time.
You need to make plans ahead of time if you know that you will be absent for personal, inservice, workshops, jury duty, or other approved leaves; however, you still need to call
AESOP. You should try to schedule dental/doctor appointments outside of the school day
when possible. If you need coverage for a partial day, it is your responsibility to arrange for
coverage with your supervisor.
Team members who leave for a portion of their work day are required to submit as Leave
of Absence Form to the office upon their return to school.
Sick Leave
Each team member is entitled to 12 days sick leave per school year with unused leave
accumulating year to year. The district may require a physician’s verification of illness if a
team member has been on sick leave for more than three (3) consecutive days or in cases
where the district suspects abuse of sick leave. If a team member is leaving for a portion of
the school day for illness or medical/dental appointments, the team member will submit a
Leave of Absence Form for that period of the work day for which (s)he was absent.
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Personal Necessity (PN) Leave
Each team member is entitled to use up to 7 days of their paid sick leave each year for
personal necessity. Purposes and/or reasons for which personal necessity leave may be
used included, but are not limited to: death or serious illness of a member of the immediate
family; accident involving personal property or the personal property of an immediate family;
an illness or an unusual circumstance involving the team member or a member of their
immediate family which cannot be expected to disregard during assigned work hours; to
appear in court as a litigant or witness; attendance at District approved workshops or
conferences for which no release time was provided. PN days may not be taken on the
days calendared for District management professional development.
ADVANCE PERMISSION MUST BE SECURED FOR THE USE OF PERSONAL
NECESSITY LEAVE AT LEAST TWO (2) DAYS PRIOR TO THE DAY UPON WHICH THE
TEAM MEMBER IS TO BE ABSENT UNLESS AN EMERGENCY PROHIBITS SUCH
NOTICE. Failure to secure advance approval of PN Leave from the supervisor will result in
the leave being denied. PN Leave may not be taken on the day immediately before or after
a District vacation (i.e., winter or spring break) or a 3 day weekend (i.e., Washington’s
Birthday). PN Leave will not be approved for political activities or demonstrations, vacations,
recreation, civil organization activities, or job hunting.
It is imperative that all employees thoroughly understand what is expected of them with
regard to following proper procedures when requesting and taking a full or partial day of PN
Leave.
Note: AESOP does not require prior approval before taking Personal Necessity leaves but
it does require you state the reason for the leave in the “message to administrator” section.
SEPERATION FROM EMPLOYMENT
Employees who separate from employment prior to the end of their contract year will have
their compensation adjusted to account for the number of days they have worked and the
number of days for which they have previously been compensated. If we become aware
early enough, we will convert your pay to a daily rate basis (days you have actually worked)
in order to minimize the amount of money you may owe the district. Non-duty days do not
have monetary value.
OVERTIME EXCLUSION
Positions designated by the board as “management” under the provision of the Educational
Employment Relations Act (EERA) shall not be eligible for overtime pay, as provided in
EC§45130. Management employees work whatever hours are necessary in order to fulfill
their assignments. Their positions are set apart from other positions by Virtue of the duties,
flexibility of hours, salary, benefit structure, and authority that they entail.
In the event that an exempt employee is absent for a portion of a day, not to exceed two (2)
hours, with the intent of working to make up the time on a previous day or on a subsequent
day, the time need not be deducted, if so approved by the management
supervisor/superintendent.
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CONFLICT OF INTEREST/GIFTS
Designated management employees are prohibited from making decisions in the course of
their duties that would be a conflict of interest, such as when an employee may have a
financial interest in a decision or action concerning the resources of the District. Employees
designated in BP 9270 are required to file California Form 700- Statement of Economic
Interests:
 Upon assuming employment in a designated position
 Annually
 Upon leaving a designated position

Designated employees may only accept gifts under the conditions specified in BP 9270,
which cross references Government Code §89503 and §89506 and California Code of
Regulations §18730. No designated employee may accept gifts from any single source in
any calendar year with a total value of more than $250, if the employee would be required
to report the receipt of income or gifts from that source on his/her statement of economic
interests.
The limitations on gifts does not apply to wedding gifts and gifts exchanged between
individuals on birthdays, holidays, and other similar occasions, provided that the gifts
exchanged are not substantially disproportionate to the prevailing gift limitation, except as
described in Government Code 89506.
WORKERS’ COMPENSATIONS
Workers’ Compensation
WHAT TO DO WHEN AN INJURY OCCURS
A safe working environment is our number one priority. However, should an accident or
injury occur, we want to ensure that our employees receive effective medical treatment.

What should I do when an injury is reported to the Administrator?
 The supervisor and injured worker are advised 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 of the employee IDbadge.
 If medical treatment is needed, employee will be directed to the District’s Medical
Provider by Company Nurse with authorization for treatment.
 Complete the Supervisor’s First Report with employee and send the report to
district office attention Personnel Department.
 Remind the employee to stop by the District Office before the end of the day to
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complete the DWC-1 (depending on the circumstance of the incident).
 Complete the Accident/Incident Investigation Form and send to District Office
attention Personnel Department.
 Provide the Personnel Department with any additional information regarding the
employees’ work restrictions upon the employees return to work.
 If medical care is needed and your supervisor is not available, you may also report
the injury to the District Office:
Danelle Contreras – (559) 528-4763 ext. 1203 or
Evelyn Galvan – (559) 528-4763 ext. 1218
COMPONENTS OF WORKERS COMPENSATION
• Docked Sick Leave: Once you have exhausted the 60 days of Industrial Leave,
your sick time is docked by 1/3rd and 2/3rd of your pay falls under Workers
Compensation.
• 5 Month (100 days) Differential Leave: Once you have exhausted your current
year sick leave you will begin your entitled 5 Months (100 Days) of
extended/differential pay. Differential pay is calculated as your daily rate minus
the cost of a sub.
• 39 Month Re-Hire List: Once all leave has been exhausted you will be placed on
a re-hire list for up to 39 months
Forms
The following forms can be downloaded from the District website:
• Workers’ Compensation Program Pre-designation of Physician Form
• Medical Authorization Form
Absence Policy
Please reference the Teacher’s Handbook for detail descriptions of absence policies. The
COUTA contract, as well as the CSEA contract, is also excellence sources of information.
The principal should keep both of these documents on hand and refer to them as needed.
Federal Family and Medical Leave Act (FMLA) and California Family Rights Act
(CFRA)
FMLA and CFRA provide eligible employees with a maximum of twelve weeks of protected
leave per year when the employee or a covered family member experiences a “serious
health condition,” or when an employee requests time to bond with a child after the child’s
birth or placement through adoption or foster care.
Donations for Catastrophic Illness
Donations for Catastrophic Illness is a program that assists District employees who are
currently absent from the District for extremely serious medical reasons, and who have run
out of full-pay District benefits. Donations may not cross between classified and certificated
bargaining groups or into/from management. For more information, please contact the
Personnel Department.
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Illness Abuse Investigations
The Assistant Superintendent of Administrative Services investigates allegations of abuse
and fraud related to illness committed by employees. For assistance, please contact that
office.
Employee Reimbursement Program
The Employee Reimbursement Program (ERP), established by the Board of Education, is
designed to assist employees when personal property is damaged, stolen or vandalized
while the employee was in the line of duty for the District. All personal property must be first
registered with the principal. Please contact the Assistant Superintendent of Administrative
Services for more information.
Employee Benefits
The District provides health benefits, voluntary benefits (i.e., employee discount program),
flexible spending accounts, and Employee Assistance Programs for employees and
retirees. Inquiries regarding any of these benefits may be addressed by calling the business
office.
Charitable Contributions
Each employee may make charitable contributions to organizations such as Community for
Youth through payroll deductions. Contact the Business Office for more information.
FISCAL ACCOUNTABILITY
The principal has two very important roles, as the instructional leader and as the effective
manager of the school’s business and financial affairs. To best fulfill these two roles, it is
critical that principals understand the financial resources available to support the
instructional program, as well as the specific management functions (such as scheduling
and accounting) for which they are held responsible. The sections below provide
information that may assist principals in their roles as fiscal managers.
SUPPORT STAFF
Staff within Business Department, under the supervision of the Assistant Superintendent of
Administrative Services, provides support with finance functions. The principal and his
learning director, or assistant principal/other staff person in charge of school finance, is
expected to meet with the Chief Financial Officer at a regularly scheduled meeting once a
month.
TYPES OF FUNDS
The General Fund is the main operating fund of Cutler-Orosi JUSD. Within the General
Fund there are unrestricted and restricted funds for programs or activities. Unrestricted
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revenues are not subject to specific restraints; and may be used for any purposes not
prohibited by law. Monies for most of a school’s general expenses are allocated under this
fund.
Restricted revenues are funds received from federal, state, or local sources. They are
legally restricted for use for a specific purpose or activity. For assistance with these funds,
please contact the Business Office.
ACCOUNTING REQUIREMENTS
Personnel
Staff that is budgeted in more than one funding source must complete a certification of their
time. This certification is done on a quarterly and annual basis. For more information,
contact either the Assistant Superintendent of Student Services or the Assistant
Superintendent of Administrative Services.
Expenditures
All expenditures for school purchases are to use the purchase order system. The
principal should plan ahead; out of state purchase orders have a cut-off date of around May
8, while in state purchase orders have a cut-off date of around May 15. Local purchase
orders have around June 22 as their deadline for new purchase orders.
District Credit Card
Each principal has a district credit card which is to be used only for travel reasons, such as
hotel registration, conference registration (if a purchase order is not accepted), and food
during a travel. Any other use of the district credit card must receive prior approval from the
Chief Financial Officer. All purchases made under the authority of the Cutler- Orosi Unified
School District (COJUSD) CAL-Card program shall comply with COJUSD policies and
acquisition regulations. Misuse of this authority may result in termination of this
special purchase authority, disciplinary action, and personal liability to refund
COJUSD for unauthorized purchases.
SCHOOL FINANCIAL RECORDS RETENTION
The following financial records are considered “permanent” and must not be destroyed:
• Attendance records
• Student Body Financial Statements
• Student Body Payroll Records
The following records can be destroyed after 5 years:
• Budget worksheets
• Bank Reconciliations & Canceled Checks
• Master receipts – student body
• Investment records
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•
•

Invoices
Purchase Orders/Requisitions
Payroll Time Sheets/Cards
END OF SCHOOL YEAR CLOSING PROCEDURES

Accounting
Annual notification from the Business Office will alert the principal to timelines of end-ofyear expenditures and accounts close-out.
Budgeting
There are no carryovers allowed from one year to the next. Please plan accordingly and
contact the Chief Financial Officer if you need assistance.
Student Body Activities
The Associated Student Body Manual is online at www.cojusd.org and outlines the
procedures for the end-of-the year closing of accounts in preparation of the auditors’ visit
during the summer.
Equipment
An annual inventory is required to be maintained for all items purchased whether they were
purchased with categorical or non-categorical funds. The inventory sheet is online at
www.cojusd.org.
Year-End Closing Check Sheet
A check off sheet is provided by the Assistant Superintendent of Administrative Services to
ensure a smooth closing of the school year. It is online at www.cojusd.org.
USE OF TECHNOLOGY
OBTAINING A DISTRICT E-MAIL ADDRESS
New employees are automatically entered into the system by the District Technology
Department personnel. Once their name and job title has been inputted, along with
appropriate passwords, the employees may then activate their accounts. Password
changes are also handled by the designated technician.
ACCEPTABLE USE POLICY (Technology)
Teachers, administrators, and other school personnel should ensure District systems are
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used in a responsible, efficient, ethical, and legal manner, and must be in support of the
District’s business and education objectives.
All student or employee users of the COJUSD computer systems are subject to the
requirements of the Acceptable Use Policy. The District reserves the right to monitor any
and all Network/Internet traffic. The employee should have no expectation of privacy while
using COJUSD provided Network/Internet services or equipment.
ALL CALL SYSTEM
The directions for using the All-Call System (how to) is posted on our website in the
Administrator’s Portal in the IT Section. The District uses an All-Call system which allows
the principal to send messages to the parents of all students or a select group of students.
The principal is to coordinate the sending of messages and the use of the All-Call system
with the Director of Student Services. When an all-call has been made, a copy of the
message is to be emailed to the district office so that the district receptionists can handle
any phone calls which result from the message.
In the event of a school lockdown, the principal is to contact the Director of Student
Services. Only he/she will make the all-call to parents regarding the lockdown. The principal
must also notify the superintendent.
PLANNING AHEAD
ANNUAL SCHOOL PROGRAM SURVEY (FALL SURVEY)
Each year, the Title I Survey is completed to provide state and federal officials required
information about programs and personnel. It is good practice to make this survey part of
the Title I parent meeting in the fall.
SCHOOL CALENDARS
Each school year, the Director of Student Services, Accountability and Categorical
Programs receives input from the bargaining units on a district calendar for the following
year which is then approved by the Board of Education. Updated calendars can be
accessed from the district’s website.
NUMBER OF SCHOOL DAYS
The number of annual instructional days required is set forth in the Education Code 46201
as 180 days for schools. The type of calendar adopted does not change the number of
annual instructional minutes required. For assistance in establishing a bell schedule and
calculating the number of daily and annual instructional minutes, contact the Director of
Student Services, Accountability and Categorical Programs for assistance with the
calculation.
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MINIMUM AND SHORTENED DAYS
By action of the Board of Education, policies have been established for minimum and
shortened days. The student instructional minutes have been calculated to meet the annual
required instructional minutes mandated in SB 813 and allow for 10 minimum or 20
shortened days.
Each principal is to set their schools’ schedules and notify the district, as well as the parents
and staff, of the schedule. Shortened/minimum days may not be scheduled without the prior
approval of the Board of Education and the notification of parents except in the case of an
emergency. Principals should plan the school year ahead of time to receive the necessary
approval.
The District honors certain holidays during the year. When the 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. An employee must be in paid status on
the working day immediately preceding or following the holiday to be paid for the holiday.
In addition to these holidays, there is a total of three (3) “early release” days prior to holiday
periods throughout the year for full time employees. These days include one day prior to the
Thanksgiving break, one day prior or during the Winter Break; and one day prior or during
the Spring Break. On these days, the full-time classified employee will leave two (2) hours
early, except for those employees who work for a grant program which does not allow such
early release.
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.
MONTHLY CHECKLISTS
The Superintendent will send out monthly checklists that are geared to remind principals of
the monthly requirements. Each principal is expected to review the checklists to verify that
all requirements have been fulfilled. The checklist may be emailed or mailed to the
superintendent.
BEFORE SCHOOL STARTS
There are useful suggestions listed below that will assist in ensuring a smooth and
organized school opening. The checklist is organized in priority order so that it reflects
immediate actions and long-term actions to help new administrators prioritize the requisite
responsibilities. There are some suggestions that are elementary specific, and some that
are secondary specific, but most are applicable at all schools. While the list is extensive, it
is not meant to be complete. Again, the good judgment of the principal can never be
underestimated.
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Review District Resources
1.
2.
3.
4.
5.
6.
7.
8.

Local District calendar
Teachers’ Handbook
Parent & Student Handbook
County Counsel’s Legal Advisories
Evaluation Timelines and Guidelines
Williams Uniform Complaint Procedures
Administrative Team Meeting (ATM) notes
Bargaining Units’ Contracts

Review School Site Specifics
Staffing and Personnel roster
School Safety Plan
Student Body Account
Bell schedules
Supplemental pay and coaching stipends (Remember all supplemental activities
must be covered with a Temporary Contract including coaches of Science
Olympiad, CyberQuest, etc.) Contact Assistant Superintendent of Administrative
Services for assistance. All contracts must be authorized at the beginning of the
school year.
6. Department/grade level chairperson
7. Review files of students who have attendance problems.
• IEP
• Medical information
• Homelessness
• Other
8. Single Plan for Student Achievement
9. School boundary map indicating attendance areas
10. Campus map indicating fire alarm boxes and utility cut-offs
11. Hazards in neighborhood
12. List of key parents and community members, including School Site Council
13. Homework and grading policy
14. Supervision Plan
1.
2.
3.
4.
5.

Before Staff Arrives for the New School Year
1. Walk the site and conduct facility safety check alone and with custodian.
2. Send an opening letter to staff members welcoming them back to school and
apprising them of important information, including new staff members, etc.
3. Send a letter to parents welcoming them back to school and apprising them of
pertinent information for the opening of school, including registration procedures,
emergency information, orientation meetings for new students, etc.
4. Be certain that all staff positions are filled.
5. Be certain there are sufficient supplies, instructional materials and textbooks.
6. Be familiar with procedures for delivering, requesting and requisitioning supplies,
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etc.
7. Prepare an information bulletin for parents which contain any of the following
information not contained in the Parent and Student Handbook.
• School hours and schedules
• Lunch and breakfast programs
• Safety and emergency procedures
• Parent/Guardian notification of pesticide use
•

Procedures following absence or tardiness

•

Picking up students during the school day

• Special programs and school events
• Volunteer programs and requirements
• Parent education
• Parent conferences
• Policy for staff, parent, student parking/location of buses
• Policy for taking books home
• When and how Parent and Student Handbook will be distributed
• School dress code
• Student behavior expectations
• Homework policy
• Other policies, procedures that parents should know
8. Create an opening folder for each staff member that contains any site specific
Policies and Procedures for Staff along with a copy of the Teacher’s Handbook.
9. Be sure the office staff has the following procedures/systems in place:
• Registering and assigning new students to classes
• Admission and enrollment requirements (original birth certificate,
immunization records, verification of address, etc.)
• Health requirements
• Cumulative Records
• Attendance tracking
• Absence procedures
• Releasing students during school day/emergency card information
• Emergency cards for students and staff
• Visitors Policy
• Checking out keys
• Room equipment inventory
• Processing of mail
10. Prepare the following schedules:
• Staff class schedule
• Breakfast, recess, lunch
• Bells
• Playground areas and activities for noon and recess
• Yard and cafeteria supervision
• Lining up, dismissal, traffic patterns
• Inclement weather procedures

32

• Use of restrooms
• Multipurpose Room
• Library
• Computer Lab
• Minimum and shortened days
• Opening and securing gates and main doors
• Bus transportation
• Adjunct Duties
11. Record dates for meetings you are required to attend as soon as you receive them
(do not underestimate the importance of managing your schedule).
12. Prepare the Opening Staff Meeting
Items to be covered or included in Opening Staff Meeting: Many of the following
items are covered in the Teachers’ Handbook, but you may want to add something
specific to your site:
1. List of all staff members (don’t forget to include all classified)
2. Review Teachers’ Handbook
3. Student Discipline Rules and procedures for referrals
4. Services of Community Services Department
5. School Parties
6. Attendance procedures
7. School equipment and textbook inventory
8. School key and alarm system procedures and school security
9. Current master program and/or schedule of classes
10. School map and evacuation routes, emergency procedures
11. System for covering classes of absent teachers
12. Schedules for professional development, grade level/department meetings,
leadership team
13. Agendas for staff meetings and staff input
14. Calendar for the year
15. Parent conferences
16. Assemblies
17. Athletics
18. Work Day hours and expectation that staff is at work station and ready for the day
19. Health procedures and Health Office referrals; Blood Borne Pathogen Procedures,
etc.
20. Staff notification of use of pesticides
21. Teacher mailboxes
22. Teacher meetings
23. Lesson planning
24. Daily or weekly bulletin
25. Field trip requests
26. Use of school telephone
27. Photocopying materials
28. Staff room
29. Student accidents and injuries
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30. Cafeteria protocol
31. After school activities
32. Homework policy
33. Student use of restrooms
34. Emergency cards for employees
35. First day of school procedures, including where to meet students, enrollment slips,
daily attendance sheets, etc.
36. Teachers who are scheduled to participate in Stull Evaluation
37. Adjunct Duty Calendar/Assignments

After the first week of school:
• Have any available personnel and volunteers contact parents of students who
have not arrived
• Assess enrollment and work with Assistant Superintendent of Student Services
on class sizes, etc.
CLOSING SCHOOL
1. Develop a Closing Bulletin that addresses the following items, as appropriate. Be
sure to distribute to faculty several weeks prior to close of school.
• Collection and return of library books
• Collection and return of textbooks
• Collection and storage of equipment, including computers, etc.
• Collection and storage of small equipment and supplies including
audio/visual
• Room cleaning and storage of teacher materials
• Collection of keys
• Guidelines and timeline for completion and distribution of Progress Reports
(Any student who has been enrolled for 15 days or more is entitled to
receive Progress Report.)
• Guidelines and timeline for completion of Cumulative Records.
i.
Include any student retentions and appropriate forms too substantial.
ii.
Be certain staff is aware that cumulative record comments must not
be:
 inaccurate or misleading,
 a conclusion or inference outside observer’s area of
competence,
 based on personal observation of a named person,
 without noted time and place,
 in violation of the privacy or other rights of a student
• Update ELD levels
• Record participation in intervention/SST/IEP meeting
• End of the year Student Awards to recognize Student Achievement,
Attendance, School Service, etc.
• Guidelines for Completion and Collection of Attendance Cards, registers, roll
books, and absence notes
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•

Select students who meet the criteria for summer school/inter session and
input information into computer.
• Post final grades to transcripts: Print labels for cumulative record folders and
post grades to electronic transcript
• Verify Leave codes for senior students and Special Ed.
• Mail final report cards home.
• Prepare data bases for the next school year.
• Begin organization for summer school.
• Direct students to visit Lost and Found.
• Complete Student Store Inventory Form (Secondary Schools).
• Turn in Final Checkout Sheet
• Inform parents and students of return date.
2. Use the teacher check out form found on www.cojusd.org.
FACILITY USE GUIDELINES
Principals are frequently asked by community groups for the use of their facilities. The
District allows for the use of school facilities in conformance with the California Education
Code mandate and the Board of Education rules, which require that each and every public
school facility be made available as a civic center to members of the community and nonprofit organizations for supervised recreational activities, meetings and public discussions,
when regular school activities are not disrupted. Private groups and individuals that wish to
use District property must meet the District’s insurance requirements, which may vary
depending on the type of activity, event, or program. The organization must come to your
school and request a Use of Facilities form which is signed by the organization’s
representative and turned into the principal. If there are no conflicts, the principal signs the
request and sends it to the District Office with a copy of the organization’s insurance. A
decision is made at the district level about any charges. Forms are online at COJUSD.ORG.
No-cost permit qualifications: A group must be non-profit; no money may be charged for
admission, nor collected for goods sold. Exceptions exist, so please call the field office for
requirements. The event must be open to the public.
Authorized uses: Permits are granted for supervised recreational activities, meetings and
public discussions.
Fees and costs: Generally, youth groups are not charged for a permit unless the group
charges admission to their activity. Adult groups are charged the actual cost of
accommodating the requested use (utilities, custodial overtime and restroom/ cleaning
supplies). The cost is based upon hours of use and number of days. Please call the District
office for pricing.
Self-insurance: Third parties may want to be assured the District will be responsible for
any damages to them or their property resulting from activities, events, program, field trips,
rental of property, etc. If the activity, event and program are covered under the District selfinsurance program, a certificate of insurance will be issued. Contact the Assistant
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Superintendent of Administrative Services.
Permit issuance: Permits for Use of Facilities are issued for four-month periods. Any
number of uses may be included in a single permit.
MAINTENANCE AND OPERATIONS
The Director of Maintenance, Operations and Transportation advises the Superintendent on
all facilities related matters.
Uniforms
Custodial, Maintenance, Transportation, and Grounds personnel are to wear the assigned
districted provided uniform every day.
Restricted Maintenance Account (RMA)
Maintenance administers a budget for routine repair and general maintenance of existing
District facilities. These funds are restricted and can only be used to maintain existing
buildings and grounds at District sites. The purchase and/or building of new things is not
included.
Work requests qualifying for RMA funding should be reported through the School Dude
System which is online.
Typical items include:
 Repairing something already at the school site
 Repairing existing electrical outlets
 Painting over graffiti
 Repair existing cabinet locks
 Repair existing fence
 Replacing broken/missing floor tiles
 Repairing existing toilets
 Replacing existing sanitary equipment
 Repair lights
 Termite infestation
 Rodents
 Fallen Tree
 Vandalism, Wash Walls
Alteration or Improvement Projects
State law requires that the District pay for these projects from separate funds. Therefore,
they do not qualify for RMA funding. Requests for these projects should also be directed to
the Director of MOT through SchoollDude.
Typical projects include:
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Installing something new at the school site
Installing new electrical outlets
Adding or improving lighting
Painting a newly-installed wall
Adding/removing a chalkboard to/from a classroom
Removing furniture or equipment from a classroom or office
Removing green chalkboard and replacing with white chalkboard or dry erase
Installing new grilles or fence, extend an existing fence

Custodial Services
Site Based Custodial
Each school is allocated custodial services using a formula based on building and grounds
square footage and enrollment.
The District has hired additional staff to insure proper cleaning of schools daily.
Occasionally, due to illness or other staffing issues, a site may not have sufficient staff on a
particular day. To ensure the health and safety of students and staff, restrooms and food
services facilities must be cleaned one or more times daily. Based on the remaining daily
allotted custodial time, the principal and lead custodian should work jointly to establish
priorities of other cleaning and custodial tasks at the school.
Written work schedules are required for each custodial assignment based on the agreed
priorities and frequencies of work to be completed daily. Good work schedules provide staff
guidance and direction in the work they should complete each day. These should be posted
in the school office so that substitute custodians know the work assignments for which they
are responsible while assigned to the site.

Annual Deep Cleaning
The site-based custodians at schools should conduct annual deep cleaning during the
summer, winter, and spring breaks.
Landscaping
School site groundskeepers provide mowing services and campus maintenance, along with
periodic renovation of athletic fields at secondary schools.
Equipment Inventory
Equipment inventory records are subject to audit at any time, therefore, it is important to
keep these records up-to-date. Each school or office administrator must assign a staff
member the responsibility for site equipment control, especially for highly desirable and
portable equipment. Records must be maintained for all items of equipment at a site. The
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records must reflect when equipment is received, disposed of, stolen, loaned, transferred,
sent in for repair or sent to salvage. In addition, the records should reflect the room or office
at the site where the equipment is located.
An annual physical inventory must be conducted at the end of the school year, and
reconciled to the quantity shown on the Room Equipment Inventory Sheet. Federal and
state guidelines require that an inventory for school-located equipment purchased with
categorical funds, including equipment purchased through the CAL-Card, be maintained
and readily available for examination. Equipment inventories are subject to review at any
time by federal and state auditors for equipment costing a total of $500 (excluding tax or
other charges) or more.
ODDS AND ENDS
EMERGENCY DRILLS
School principals should be familiar with emergency drills and procedures. District
Emergency Drill Procedures include the following:
 Fire Drill
 Earthquake “Duck/Cover/Hold” Drill
 Drop/Take Cover Drill
 Campus Protection Drill
 Shelter-In Place Drill
The Director of Student Services, Accountability, and Categorical Programs is responsible
for the training of site administrators in emergency procedures.
ANNUAL UPDATE OF SAFE SCHOOL PLANS
State law requires that Safe School Plans be updated annually by March 1. The Director of
Categorical and Student Services has developed a Safe School Plan (SSP) for use as a
template in preparing and annually updating safe school plans.
SAFETY TRAINING AND DRILLS FOR ALL SITES:
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.
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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.

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.
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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.
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If outside, behind vehicles-the motor end or rocks/mounds

If the armed intruder is in a nearby room or hallway:
 Lock the door.
 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 las 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.
VISITORS GUIDELINES
Cutler-Orosi JUSD is committed to providing a safe and secure learning environment for its
students. The enhanced involvement and assistance of parents, community members, and
organization representatives in school programs and activities have increased the number
of school campus visitors. In some instances, campus visitors have created concerns for
staff. Therefore, all school campus visitors must be informed of and must adhere to the laws
and school policies for visitors to school campuses as outlined in the Parent and Student
Handbook.
Adults and minors over 16 years of age who enter a school campus and fail to adhere to the
posted “Visitor’s Policy” or who defy the principal/designee’s authority may be reported to
the appropriate law enforcement agency and may be subject to criminal charges.
All visitors must sign in at the front office and wear an identification badge.
INCIDENT REPORTS/SUSPENSIONS
The Suspension form has two areas for reporting incidents of students’ violation of school
rules. The top part is for infractions which are violations of Education Code 48900. The
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bottom portion of the form is for infractions which are more serious in nature and which lead
to a recommendation for expulsion—violations of Education Code 48915. These more
serious violations are reported to the State in the Safe Schools data.
No suspensions are to be carried over from one year to the next. The site administrator
must handle an end of the year suspension in a manner that allows the student to begin the
new school year on time.
Any type of alleged sexual harassment whether it is between adults, between an adult and
a student, or between students must be reported to Child Welfare Services or the Sheriff
immediately. You must also notify the superintendent or her designee.
REDUCING THE RISK OF WORKPLACE INJURIES
The Teacher’s Handbook, as well as the Personnel Manual, has a section on reducing the
risk of workplace injuries, in addition to the procedures for reporting such injuries.
Posting Requirements
All schools and offices are required to display the poster entitled “If a Work Injury Occurs” in
a conspicuous location accessible to all employees. The poster summarizes employees’
rights and employers’ obligations should an employee suffer a work-related injury or illness.
The law also requires that this information be posted in both English and Spanish.
HAZARDOUS WASTE DISPOSAL
Schools and other District facilities routinely generate chemical waste from science
laboratories, shop classes, and maintenance activities. In addition, all District facilities
routinely generate electronic wastes, including outdated computers, televisions, cathode ray
tubes, and other electronic components. Waste disposal services can be arranged by
contacting the Director of Maintenance, Operations, and Transportation.
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 of vocational education teacher who deals with any chemical, as well as all
maintenance and custodians, must update the hazardous materials list annually. A Safety
Marking Kit at each school site has the necessary materials needed to mark any spray
bottle with appropriate safety information. Contact the Director of Maintenance and
Operations & Transportation for more information.
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PEST CONTROL, INDOOR ENVIRONMENTAL QUALITY, ODORS & OTHER AIR
EMISSIONS
Concerns or complaints associated with pest control, indoor air quality, excessive
classroom noise or inadequate lighting should be directed to the Director of Maintenance,
Operations, and Transportation.
RECYCLING PROGRAM
The District has established recycling programs for a number of materials, including mixed
paper, toner cartridges, and plastic and aluminum beverage containers. For information on
how schools can participate in the District’s recycling program, contact the Director of
Maintenance, Operations, and Transportation.
TRAFFIC & PEDESTRIAN SAFETY
Traffic hazards and conditions endangering the safety of pedestrians should be reported to
the District Sheriff’s Deputy and to the Director of Maintenance, Operations, and
Transportation.
NEWS MEDIA GUIDELINES
The news media is one important component of a successful school-community relations
program because it serves as a direct communication link to the community. Each school
should try to consistently inform the media about the positive and exciting things that are
happening in the District.
In the event of a school crisis when media want access to the campus, contact the
Assistant Superintendent or the Superintendent on procedures.
PARENT INVOLVEMENT
The Cutler-Orosi Joint Unified School District recognizes that when schools and parents
form strong partnerships, our children’s potential for educational success improves
significantly. Teachers and school administrators become more aware of parent and
community expectations and may implement their suggestions regarding programs and
operations. Parents learn the scope of the school’s instructional program and set high
expectations for their children. As a result, schools can better focus on student growth and
success. Schools have the responsibility to involve parents in this partnership. Therefore,
the District supports a variety of parent involvement programs that require schools to
involve parents at all grade levels in a broad range of roles. These programs are
coordinated through the office of the Director of Curriculum, Instruction, and Professional
Learning. Principals are to consider the nature of many parents’ employment when
establishing times for Back to School nights, Open Houses, report card nights, etc. Each
school is expected to host at least one event per semester. No school-wide meeting should
begin before 6:00 p.m. in order that all parents have an opportunity to participate. In
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addition, principals should prepare their presentations in Spanish and English and use the
translation devices as needed. Contact the Director of Student Services, Accountability, and
Categorical Programs for the devices.
Parent-teacher conferences should have evening hours available several nights so that
parents can have access to the classroom teacher.
If you are sending out letters to parents, please remember that grammar and spelling reflect
on your leadership. If you want a second pair of eyes to preview your material, please send
it to the Superintendent’s secretary with some time allowed for the review.
Each principal is asked to create a plan which will outline how the site plans to reach
parents, what parent and student recognitions are planned for the year and when, and what
expectations does the site principal have for teachers to get involved with parents.
FRIDAY FOCUS
Board members expect each principal to produce a weekly Friday Focus which highlights
the positive happenings at the school. These bulletins should be sent to all District Staff
through email. You should also post the bulletin on your school’s web page.
WEB PAGE
Board members do look at your web pages, as do many other unknown people. Your web
page is a reflection of you as the leader. It should be appealing, colorful, and informative!
Your calendar of events must be posted regularly to the district’s website. A copy will be
given to the Board of Education during each regularly scheduled board meeting. For more
information, contact the Technology Department or your site computer technician.
DISTRICT MEETINGS
The District Office staff has been encouraged to hold as few meetings as possible which
take you away from your school site. However, because some meetings are necessary
and/or informative, we have scheduled some meetings. Please include these in your
calendars.
ABSENCES
All administrators are required to submit a timesheet to payroll each month. Principals are
responsible for ensuring that assistant principals/learning directors are aware of this
requirement. Counselors are also part of the management team that must fill out
timesheets. A full day absence must also be reported to AESOP regardless of the reason.
In addition, any time a school site administrator leaves campus, he/she must send a text
message to the superintendent informing her of his/her absence and the length of time
expected to be gone.
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BOARD AWARDS
Your school will have a scheduled month for student awards presented in front of the Board
of Education. Please select only one student per grade level or department. Also select a
classified and a certificated employee to recognize. We encourage you to have a mix of
students from those who excel academically to those who excel to the best of their ability in
spite of limitations. You are limited to a 10 minute presentation so be aware of this time
limit when you are preparing. If you decide to have teachers present the awards, please
have them stand at an angle so that the student is being presented to the Board members,
not to the parents! Board members like to see the faces of the students!
For your assigned month, your school is also responsible for decorating the bulletin boards
in the Board Room. Display of student work and pictures of students interacting with staff
and other students is always a good idea!
Below is the schedule of Board award presentations: On some months, there will not
be a presentation, just an explanation of the bulletin boards.
August
September
October
November
December
January
February
March
April
May
June

Summer School
After School Program
Organization Presentation
Alternative Education
Cutler
El Monte
Palm
Golden Valley
OHS – Meeting at OHS Gym
District Retirement Recognition –
Meeting at El Monte Lobo Gym
Family Ed. And Pre-school

BUDDY SYSTEM
Each principal will have a buddy assigned to him/her. When the administrator needs to be
absent for any reason for over one hour from his/her site, he/she is to (1) notify the
Superintendent and (2) notify the buddy. Please send a text, email, or make a phone call.
Administrator
Leanne Cerda
Jayboy Camaquin
Melissa Delgadillo
Robert Gonzalez
Marlena Celaya
Roberto Vaca

Buddy
Jayboy Camaquin
Leanne Cerda
Jayboy Camaquin
Leanne Cerda
Leticia Trevino
Robert Gonzalez
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Keys
Each principal/program supervisor is to maintain a key control system. Each person who is issued
as key is to be held accountable for that key. There should be an inventory log of all keys
including cabinet keys.
AR 3515 states:
All keys used in a school shall be the responsibility of the principal or designee. Keys shall be
issued only to those employees who regularly need a key in order to carry out the normal activities
of their position.
The person issued a key shall be responsible for its safekeeping. If a key is lost, the person
responsible shall report the loss to the principal or designee immediately and shall pay for a
replacement key.
Keys shall be used only by authorized employees and shall never be loaned to students.
The master key shall not be loaned to anyone and the duplication of school keys is prohibited.
School Key Control and Security
1. Keys are the responsibility of the school principal or designee.
2. One master and two spare keys per room and item (cabinets, file cabinets, etc.) will be kept in an
approved secured key cabinet. (Site(s) with electronic keys will have 5 spares.)
3. A written record will be kept by each site for each key issued listing the employee’s name, key
number, room, and area or item (file cabinet, wall cabinet, etc.)
4. Keys shall be the responsibility of the individual to whom the keys are issued and shall NEVER be
loaned to any other person.
5. Keys shall not be issued to anyone who is not a member of the school staff without prior written
authorization of the District of Maintenance and Operations.
6. Teachers will be assigned keys to rooms they occupy on a yearly basis. At the end of the school
year all keys assigned to all employees (including classified staff to which keys have been issued)
shall be turned in to the office for inventory control and security. Teachers may check keys out
over the summer after they have been inventoried and reissued on the Key Issuance Form. Keys
may be reissued to classified staff as needed.
7. Keys must never be given to students under any circumstances to open any area of the school.
8. Duplicate and/or replacement keys may only be obtained through the Maintenance Department.
9. Principals may issue substitute a key on a day to day basis.
10. Legal Restriction Against Misuse Of Keys: Any person who knowingly makes, duplicates, causes
to be duplicated or has in his/her possession any key to a building or other area without authorized,
is guilty of a misdemeanor. (Penal Code, Chapter 1090 Section 469, 1970 Statutes)
11. Request for re-keying locks at any site should be submitted to the Maintenance Department for
approval. Upon approval by the Maintenance Department and the securing funds for the work, the
Director of Maintenance and Operations shall authorize the keying work to be completed.
12. Keys shall be turned in to the Principal when assignments are changed or positions eliminated.
13. Keys For Non-school Groups: Upon receipt of copy of a “Use of Facilities” permit, the Principal
shall designate a regular employee to open the buildings or areas required for use. This employee
is to be in charge during “after hours” school use and to close the building/area after use.
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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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COMMUNITY SERVICES CONTACTS
PROGRAMS

CONTACTS

SERVICES

PHONE

Robert Gonzales

Adult Basic Education (ABE), High School Diploma, CAHSEE prep, ESL,
Parenting and Computer Classes

528-4703

Before and After School

Angela Ruiz-Alvarez

ASES - Before and After School programs K-8 ASSETS - After School
Program Grades 9-12

Budgets/Fiscal Reporting
Purchases/ Payroll

Cyndee Garcia Lucy
Kusnierek

Budgets for First Five, After School, Child Care, Adult Ed, Differential
Response, Safe Care, PEI, Homeless. Payroll for all Adult Ed, After
School staff, Child Care staff, Nursing Services staff, Teen Parenting

Pre-School Programs

Leticia Trevino

Preschool Programs, ½ Day, at Cutler, Golden Valley, OHS, Palm

Complaints; General and
Parent

Gabriela Guzman

Complaint procedures followed through

Cutler-Orosi Network for Needs
Of Educational and Community
Teamwork - CONNECT

Cyndee Garcia Betty
Alaniz

Monthly Networking Collaborative Meetings - 3 Thursday of each month
Excluding December , June, July and August

Betty 528-6949

Differential Response Safe
Care Program Parenting Wisely

Cyndee Garcia

Case management for families referred by Child Welfare Services,
parenting wisely classes

528-1790

District All Calls

Gabriela Guzman

Prepare and submit events or special notices to parents in the district
and community

528-6949

District Calendar

Shevonne Swanson

Annual calendar of working days/holidays

528-4075

District Safety Plans

Gabriela Guzman

Chair the Safety Committee and Safety Plans/ Oversee District Sheriff
and Probation officer

528-6949

Adult School

Expulsions / Suspensions

Gabriela Guzman

Family Ed Center First Five
Programs Comprehensive
Resources

Cyndee Garcia

rd

Process of suspensions and expulsions for district students; meet with
principals, parents and students; arrange placement of students
Parent and Child Education 0 -5, ESL, Parenting classes, Counseling,
Home visits, Transportation,
Case management, Emergency Assistance, Welcome baskets,
Referrals, Restraining orders, Child support

528-6949
Cyndee
528-1790
Erica
528-6949
528-6949
Cutler 528-3710
GV 528-4067
Palm - 528-0311
528-6949
Cyndee
528-1790

528-6949

528-1790

Homeless and Foster Youth

Cyndee Garcia

Case management, basic needs, transportation, reporting

528-4075
528-1790

Mental Health Services

Cyndee Garcia

Anger Management and Counseling, Early Children’s Mental Health,
Drug and Alcohol Counseling

528-1790

Medical Administrative Activities
Antonio Quintanilla
- MAA

Time surveys for all district employees

528-4075

Nursing Services

Antonio Quintanilla Ellen Suarez

Provide medical screening, tests, updated medical records

Gary 528-4075
Ellen 341-1080

PBIS

Antonio Quintanilla

Positive Behavior Intervention and Support

528-4075

SARB/CARB

Gabriela Guzman Betty
Alaniz

Attendance and Behavior for K-12

528-6949
Betty x 1410

Student Handbook

Gabriela Guzman

Update information for staff, students and parents

528-6949

Student Transfers

Shevonne Swanson

Intra and Inter district transfers

528-4075

Gabriela Guzman

Assurance of equal access to programs based on non- discrimination of
gender

528-6949

Antonio Quintanilla

Title IX
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Employee Recognition Ideas
1. General awards
2. Longevity awards
3. New employee recognition breakfast, luncheon, tea
4. Tenure tea
5. Classified permanency tea
6. Newsletter
7. Support staff recognition
8. Holiday treat program
9. Birthday cards – signed by Governing Board
10. Personal notes from walk-throughs
11. Supervising Teacher Recognition
12. Employee/Educator of the month/year
13. District social events
14. Beginning of the year kick-off
15. Thank You grams
16. Perfect attendance awards/incentives
17. District ID cards
18. Business cards
19. Name plaques at worksites
20. “We appreciate you” notes
21. Catastrophic illness leave bank
22. Welcome to District greeting cards
23. Welcome to District coffee mug, shirt, etc.
24. Take undesirable duties for an hour, day. etc.
25. Treats, treats, treats
26. Cook a pancake breakfast for your staff
27. Start a buddy system for new employees
28. Highlight staff in newsletters, bulletin boards, etc.
29. Tap local business for donations for monthly raffle drawing for dinners, etc.
30. Silly rewards for “Great Idea!”
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CERTIFICATED EMPLOYEE EVALUATION FORMS
Note: this process is now completed online.
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Cutler - Orosi Joint Unified School District
Certificated Personnel Performance Appraisal

Teacher:
Grade/ Subject:
Department/ Site:
Employment Status:

Date:

Temporary

Rating Scale: DN – Did Not Meet Standards

Probation 0

Probation I

NI – Needs Improvement

Probation II

Permanent

MS – Meets Standards

NA – Not Applicable

STANDARD 1: Engaging and Supporting All Students' Learning
DN

NI

MS

NA

1.1 Uses knowledge of students to engage them in learning
1.2 Connects learning to students prior knowledge, backgrounds, life experiences, and interests
1.3 Connects subject matter to meaningful, real-life contexts
1.4 Uses a variety of instructional strategies, resources, and technologies to meet students' diverse learning
needs.
1.5 Promotes critical thinking through inquiry, problem-solving, and reflection
1.6 Monitors student learning, and adjusts instruction while teaching
Recommendations:

Commendations:

STANDARD 2: Creating and Maintaining Effective Learning Environments for Student Learning
DN

NI

MS

1. Promotes social development and responsibility within a caring community where each student is treated fairly and respectfully
2. Creates physical or virtual learning environments that promote student learning, reflect diversity, and encourage constructive
and productive interactions among students
3. Establishes and maintains learning environments that are physically, intellectually, and emotionally safe
4. Creates a rigorous learning environment with high expectations
5. Develops, communicates, and maintains high standards for individual and group behavior
6. Employs classroom routines, procedures, norms, and supports for positive behavior to ensure a climate in which all
students can learn
7. Uses instructional time to optimize learning

Commendations:

Recommendations:
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NA

STANDARD 3: Understanding and Organizing Subject Matter for Student Learning
DN

NI

MS

NA

DN

NI

MS

NA

DN

NI

MS

NA

3.1 Demonstrating knowledge of subject matter content and student development
3.2 Applies knowledge of student development and proficiencies to ensure student understanding of subject matter
3.3 Organize curriculum to facilitate student understanding of the subject matter
3.4 Utilizes instructional strategies that are appropriate to the subject matter
3.5 Uses and adapts resources, technologies, and standards-aligned instructional materials, including adopted materials, to make
subject matter accessible to all students
3.6 Addresses the needs of English Learners and students with special needs to provide equitable access to the content

Commendations:

Recommendations:

STANDARD 4: Planning Instruction and Designing Learning Experiences for All Students
4.1 Uses knowledge of students’ academic readiness, language proficiency, cultural background, and individual development to plan
instruction
4.2 Establishes and articulates goals for student learning
4.3 Develops and sequences long-term and short-term instructional plans to support student learning
4.4 Plans instruction that incorporates appropriate strategies to meet the learning needs of all students
4.5 Adapts instructional plans and curricular materials to meet the assessed learning needs of all students

Commendations:

Recommendations:

STANDARD 5: Assessing Student Learning
1. Applies knowledge of the purposes, characteristics, and uses of different types of assessments

2. Collects and analyses assessment data from a variety of sources to inform instruction
3. Reviews data, both individually and with colleagues, to monitor student learning
4. Uses assessment data to establish learning goals and to plan, differentiate, and modify instruction
5. Involves all students in self-assessment, goal-setting, and monitoring progress
6. Uses available technologies to assist in assessment, analysis, and communication of student learning
7. Uses assessment information to share timely and comprehensible feedback with students and their families

Commendations:

Recommendations:
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STANDARD 6: Developing as a Professional Educator
DN

NI

MS

1. Reflecting on teaching practice in support of student learning
2. Establishing professional goals and engaging in continuous and purposeful professional growth and development
3. Collaborating with colleagues and the broader professional community to support teacher and student learning

4. Working with families to support student learning
5. Engaging local communities in support of the instructional program
6. Managing professional responsibilities to maintain motivation and commitment to all students
7. Demonstrating professional responsibility, integrity, and ethical conduct (Demonstrates professional cooperative relationships
with student, staff, parents and community. Completes adjunct duties and meets organizational responsibilities.)

Commendations:

Recommendations:

Additional Comments:

Employee's Performance Meets District Standards:

Improvement Plan Required

Yes

Needs Improvement

Y
es

No

Evaluator must complete an Improvement Plan for five
(5) marks of DN or a Combination of DN and NI.

No

Teacher's Statement: Signature of employee does not indicate agreement. This evaluation form will be placed in the employee's personnel file.
The employee may submit response within 30 days.

Teacher'sSignature

Date

Evaluator'sSignature

Date
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NA
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Cutler–Orosi Joint Unified School District
12623 Avenue 416 Orosi CA, 93647
ACTIVITY COLLECTION REPORT
Date

/

/

Account Number to be Credited

Project
Activity Receipts
Beginning #
Ending #

Denominations No. Of Bills or Coins
100.00
50.00
20.00
10.00
5.00
1.00
.50
.25
.10
.05
.01

Checks: No. of Checks =

Total Amount
$
.
$
.
$
.
$
.
$
.
$
.
$
.
$
.
$
.
$
.
$
.

Total Amount of Checks = $

Subtotal of Money Turned in
Total Amount Due
Cash Over or Short
Total to be Deposited

Master Receipt #
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.

$
$
$
$

.
.
.
.

Date

/

/
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Guest Speaker Request Form
Teacher Requesting Guest Speaker:
Name of Guest Speaker:
Date of Presentation:
Topic to be covered:
Will materials be used?
YES
No
Any materials used during presentation MUST be pre-approved by Principal.
Approved:

YES

No

Principal’s Signature

Date
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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 gethelp.
 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.
Printed

Signature:
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Date:

CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT
ABSENCE REPORT FORM
Leaves that may require additional forms are noted with an asterisk (*).
Employee Name:
Position:

Work Site:
Classified:

Hours worked per day:

Dates: From:

/
Month

/
Day

Type of leave

To:
Year

√

/
Month

/
Day

Certificated:

Total:
Year

/
Days

Hours

Notations

Sick Leave*

If 3 days or more, submit doctor’s verification of illness. Your supervisor may request
verification for each day. For surgery, etc. a Doctor’s note prior to leave is needed.

Maternity Leave* Additional
special forms required

Must complete a Maternity Leave Request Form and complete a Maternity Return to Work
Form. Medical verification required for both forms. Normal leave is 6 weeks post-partum.

Family
Medical
(FMLA/CFRA)
Additional
special
required

Must complete Family Medical Leave Act Form(s). Medical verification required. Both FMLA
and CFRA leave will run concurrently with any other statutory leave. This is UNPAID leave.

Leave*
forms

PRIOR APPROVAL REQUIRED (2-3 DAYS). Limited to 7 days per year. Deducted from
sick leave total. Does not accumulate year to year. May not be immediately before or after a
District vacation or holiday. Must conform to contract reasons. COUTA Article 11.7, CSEA
Article 18.7.

Personal Necessity*

Reason:
Personal Necessity – No Tell

Limited to 2 days. PRIOR APPROVAL REQUIRED. Once taken it may not be reclassified.
Deducted from the 7 days of personal leave and hence sick leave.
. May not be immediately before or after a District vacation or holiday.

Bereavement

Must give length of time of absence, relationship to deceased and location of services below.
Maximum leave is 3 days in California and 5 days out of state. Must provide proof of
location if out of state.
Relationship:
Location of services:

Jury Duty*

Attach copy of jury summons. Any pay received (except mileage) must be signed over to the
district.

Workers
Compensation
Specific forms must be
completed – call Personnel

All workers compensation leave is taken from sick leave until accepted by workers
compensation insurance. Leave is limited in duration and excess leave is taken from
sick leave regardless of injury.

School Business - Specify
Vacation
Personal Business

Classified staff only – PRIOR APPROVAL REQUIRED.
Classified staff only – This is UNPAID LEAVE - PRIOR APPROVAL REQUIRED .

Unpaid Leave –
Health
Childcare/Adoption*

Must complete an Unpaid Leave Request Form. This leave is discretionary by the School
Board and may not be granted.

Includes:
Leave*,

Other* - Specify

I certify that the above is a true and accurate account of my absence(s) and that any personnel leave has been taken as outlined in the appropriate bargaining unit
contract.
Signature of employee:
Date signed:
Approved by:
Date signed;
For Personnel/Business OfficeUse Only:
Substitute Deduct Costs: Substitute:

By:

_
Hours:

Total Deduction:

Rate;

_

_
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Cutler-Orosi Joint Unified School District
12623 Avenue 416 Orosi, CA 93647

FIELD TRIP CHECK LIST
Item
Transportation Arrangements

Completed?

Date

Drivers Approved by District (if not bus driver)
Administration Approval
Board Approval (if necessary)
Parent Permission Slips Collected
Medical Emergency Information for Each Student
If a Field trip, Enough Money Raised for All Students in Group/Class to Attend
Destination Phone Numbers for Emergency Use (see below)
Field Trip First Aid Kits Checked and Refilled
First Aid Providers Identified: (1)
Chaperones: Add additional chaperones on the back of this form
1.
Name

(2)

Address

Cell Phone (to be used on trip)

Address

Cell Phone (to be used on trip)

Address

Cell Phone (to be used on trip)

2.
Name

3.
Name

Local Emergency Telephone Number for Destination Area:
Agency

Phone Number

Agency

Phone Number

Police
Highway Patrol
Park Ranger

/
/
/

Closest Hospital
Fire Department
Other:

/
/
/

/
/
/

/
/
/

Teacher/Club Advisor/Program Manager MUST sign:
I have read the rules and regulations related to field trips which are outlined in the Teachers’ Handbook and in
District Board Policies. This trip will be conducted with compliance to all such rules and regulations.

Signature of Teacher/Club Advisor/Program Manager

Date

Note: Please make copies: One (1) for the school, one (1) for the trip director, and one (1) for the bus driver and/or all other drivers. Before leaving on the
trip, ensure that a list of all students actually attending the trip is given to the office, along with the copies of the parent permission slips. If multiple vehicles
are being used each driver must have a list of all students who are actually in his/her vehicle, along with a copy of the parent permission slips.
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CUTLER-OROSI UNIFIED SCHOOL DISTRICT
PARENT PERMISSION FOR STUDENT PARTICIPATION IN OFF-CAMPUS
SCHOOL-SPONSORED TRIPS
has my permission to attend
(Name of Student)
which will take place at:

Departure Time:

(Activity/Event)
Arrival Time:

Class or group attending:
Date(s) of trip:

Teacher or Leader:

Type of Transportation:
If traveling by automobile, name of driver:

1. In case of illness or injury on this trip. I give permission for my child to be treated bya doctor.
2. List any special health needs or medical problems that your child mayhave.

3. I understand that all students going on this trip will obey the bus driver, teacher, or adult sponsors. I

4.

understand that students will go and return from the trip on the transportation provided and that every
reasonable caution will be made on this trip. If the trip ends later than the normal closing of the school
day, I will be responsible for picking up my child at school.
I also understand that if my child does not meet the bus at the right time, the buss will leave my child,
and I will be responsible for driving my child home. The district will make every attempt to notify me
as soon as possible in the event that my child misses the bus. After that, the district will not be
responsible for my child or his/her transportation home. I also understand that my child may be
suspended from future field trips, suspended from school, etc., for delaying or missing the bus.

Parent of Guardian Signature

Date

Home Address:

Tel

Emergency Telephone Number

Name
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Cell

DISTRITO ESCOLAR UNIFICADO DE CUTLER-OROSI
PERMISO DE PADRES PARA QUE
PARTICIPEN EN VIAJES PATROCINADOS POR LA ESCUELA

tiene mi permiso para participar en
(Nombre del Alumno)
__________________________________________________________________________________________ que se llevará
(Actividad/Evento)
acabo en:
Clase o grupo que atenderá:
Fecha del viaje:
Tipo de transporte:

Profesor(a) o Líder:
Hora de salida:

Hora de regreso:

Si viajan por automóvil, nombre del chofer:

1. En caso de enfermedad o alguna lastimadura durante este viaje, yo doy mi permiso para quemi hijo(a) sea
atendido(a) por un médico.

2. Por favor apunte cualquier necesidad de salud especial o problemas médicos que su hijo(a)tenga:

3. Tengo entendido que todos los estudiantes que van en este viaje obedecerán al chofer del autobús, profesores y

4.

otros adultos. Tengo entendido que los estudiantes irán y regresan en transportación provisto por el distrito y se
tomará toda precaución razonable en este viaje. Si el viaje termina más tarde de las horas normales del día escolar
yo seré responsable de recoger a mi hijo(a) de la escuela.
También tengo entendido que si mi hijo(a) no está al tiempo destinado en el autobús, el/ella se quedará en esa
destinación, y yo asumiré toda responsabilidad de transportar a mi hijo(a) a la casa. El distrito hará todo intento de
notificarme tan pronto como sea posible en caso de que mi hijo(a) se pierda del autobús. Después de esto, el
distrito no asumirá responsabilidad futura por mi hijo(a) ni por su transporte a casa. También tengo entendido que
mi hijo(a) puede ser expuesto(a) a acción disciplinaria escolar por retrasar o perder el autobús, por ejemplo,
suspensión de participar en viajes futuros o suspensión de la escuela,etc.

Padre/Tutor:
Firma
Domicilio:

Teléfono

Número de teléfono en caso de emergencia

Nombre
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Fecha
Celular
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CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT
12623 Avenue 416 Orosi CA, 93647

REVENUE POTENTIAL/FUND-RAISING RECAP
Date

/

/

Organization/Grade

Project
_
BEFORE the activity begins, RECORD this basic information:

1.
2.
3.

Purchase Cost
No. of Items Purchased
Selling Price of Each

4.

MULTIPLY #2 BY #3 TO GET:

5.

Potential Income

$

.

$

.

$

For Bookkeeper to Record
Check #
Check #

.

BEFORE and AFTER the activity, RECORD the monies collected:
Sold @ $
.
Sold @ $

Total Income $

.

=$

.

Receipt #

=$

.

Receipt #

Sold @ $

.

=$

.

Receipt #

Sold @ $

.

=$

.

Receipt #

.

=$

.

Receipt #

Sold @ $

.

COMPARE #4 to #5. Was enough money collected (#5) to meet you potential income (#4)? If not, explain the differences below. For
example: Did some of the items go unsold? If so, these items must be returned to the group’s advisor. Did any items get lost or stolen? If
so, give a list of the lost or stolen items to the advisor.
Collected (#5) $
Explanation

.

- Potential (#4) $

.

= Difference $

.

NET PROFIT RECAP
Collected (#5) $

.

- Total Expenses $

.

= Net Profit$

.

Note: All food sales regardless of when or where, must be approved by the food service department PRIOR to ordering the product.
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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 Bryan Miller – 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 ∆ 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:

Attach Label(s) Here

Final Determination: ∆ Sale is Approved

∆ Sale is Non-Compliant, Not Approved

Approved by Director of FoodServices:
Date:

85

CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT
STUDENT ACCIDENT REPORT FORM
Attach additional pages as necessary to give a complete report

1. Name:

2. Date of accident:

3. Time:

4. Address:

5. Phone:
7. Was parent contacted? Yes 
Number of attempts:

6. Parent / Guardian:
8. School:

9. Grade:

School grounds 

OFF School premises AND under school jurisdiction 

Attempted 

11. Gender: Male  Female 

10. Age:

12. Location of accident: School building  Room

No 
Time(s)

School bus  #

Home or Other 

13. Person in charge when the accident occurred:
14. Present at scene of accident: Yes 
15. Witness name:

16. Witness name:

17. Witness name:

18. Witness name:

19. NATURE OF INJURY: √

No 

20. PART OF BODY INJURED: √

Abrasion
Allergic Reaction
Amputation
Asphyxiation
Bite (animal)
Bite (human)
Bite (insect)
Bruise
Burn
Concussion
Cut
Dislocation

Fracture
Heat Related
Laceration
Poisoning
Puncture
Repetitive Stress
Scald
Scratch
Shock
Sprain
Splinter
Strain

Abdomen
Ankle
Back
Chest
Ear
Elbow
Eye
Face
Finger
Foot
Forearm

Hand
Head
Knee
Leg
Mouth
Neck
Nose
Scalp
Shoulder
Teeth
Wrist

INDICATE WHICH SIDE OF THE BODY (IF
APPROPRIATE)

Other:

Left Side of Body

Right Side of Body

21. DESCRIPTION OF ACCIDENT: Please describe how the accident happened. What was the Student doing? List any specific acts individuals or conditions
that led to the accident. (include any tools, machinery, or instruments, games or activities involved)

22. ACTION TAKEN: √
First aide administered 

Sent to school nurse 

23. Action taken by:

Ambulance called 

Sent home 

24. Specific action taken:

25. Unsafe mechanical, physical
condition or act that contributed to accident:
26. Corrective action taken or recommended: Yes  No


27. Report Prepared By:
(please print)

28. Title:

30. Administrator’s signature:

31. Date:

Distribution: Original to Nurse’s Office, Copy to Student Services, Copy to School Files

86

29. Date of report:
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SCHOOLWIRES ASSIST
WORK ORDER REQUEST
Hand submitted form to Site Principal
Ticket No: T.B.A
Requestor:

Building:

Phone
Number:
Email:

Location:

Date
Submitted:

Due Date:

Detailed description of problem:

To enter a Work Order Request online go to the District Website (www.cojusd.org), click
on
“Maintenance/I.T.
Support”
and
follow
the
instructions
listed.
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MONTHLY WORK CALENDAR - Actual Days Report
Administrator:

Month:

Day

Year:

2019-20

Explanation

16

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

17

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

18

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

19

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

20

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

21

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

22

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

23

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

24

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

25

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

26

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

27

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

28

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

29

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

30

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

31

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

1

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

2

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

3

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

4

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

5

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

6

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

7

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

8

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

9

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day
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On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

11

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

12

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

13

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

14

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

15

On Site

Conference/workshop

Leave

Work at Home

Non-Work Day

Tot

0

0

0
Total Work Days:

0

0

0
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E:\Admin Actual Days Worked Calendar -18-19Admin Actual Days Worked Calendar -18-19
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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, 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 contact:
For employees:
Craig Drennan
Assistant Superintendent 12623 Ave 416
Orosi, CA 93647
(559) 528-4763 ext. 1207
For students:
Gabriela Guzman
Director of Student Services/Categorical Programs and Title IX Coordinator 12623 Ave 416
Orosi, CA 93647
(559) 528-6949 ext. 1407
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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
110

sexual harassment policies when hired and periodically thereafter. The training shall include 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 made to the
employee.
(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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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 either a copy of information sheets prepared by the California Department of
Fair Employment and Housing (DFEH) or a copy of district information sheets that contain, 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, DFEH's poster on discrimination
in employment and the illegality of sexual harassment. (Government Code 12950)
Regulation
CUTLER-OROSI JOINT UNIFIED SCHOOL DISTRICT
Approved: January 12, 2017 Orosi, California
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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 Titles 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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