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SECTION 1 - General Information
The Cascade Union Elementary School District…
… Who We Are and What We do!
Cascade Union Elementary School District (CUESD) is made up of three local AWARD
WINNING schools in the Anderson, California area. The District has two Elementary
Schools; Meadow Lane and Anderson Heights as well as Anderson Middle School.

 Cascade Union Elementary School District also provides services/programs such as…






Programs for special needs students
Preschools
Food and Nutrition services
Information Technology
Curriculum and Instruction






Staff Development
Psychological and Nursing services
Alternative Education
Project SHARE – After School programs

 The County Superintendent of Schools
The Shasta County Superintendent of Schools is elected by the voters of Shasta County every four years and is
the chief administrative officer of the Cascade Union Elementary School District.

 The County Board of Education
Cascade Union Elementary School District is governed by a five-member Governing Board, all elected officials
serving four-year terms and the District Superintendent. The Governing Board works alongside CUESD to
provide many support services to each school. The Governing Board establishes policy, approves the annual
operating budget of CUESD, and serves as an appeals board for inter-district attendance requests and student
expulsions. Board meetings are open to the public, and are generally held monthly on the second Wednesday.

 Employee Conduct and Work Rules
To assure orderly operations and provide the best possible work environment, Cascade Union Elementary
School District expects employees to follow rules of conduct that will protect the interests and safety of all
employees and the organization.
Whether an employee occupies a position involving instruction, administration, or support services, the
responsibility is the same---to serve our students. While the nature of contact with students varies according to
job assignments, the manner in which an employee’s responsibilities are carried out has a significant influence
on the entire student body at CUESD. In addition to the items listed below, other staff responsibilities are listed
throughout this handbook.
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Establish a positive rapport with students. Students are our business, so it is important that you share a mutual
respect. Always be friendly and encourage students to do well when you can. You are also responsible for
addressing student behavior if necessary.
Cooperate with colleagues. When we work together, everyone benefits. You can contribute to a high morale
environment by being reliable, meeting commitments, building good working relationships and offering to help
others. It is also important to engage in team activities and district sponsored events.
Use facilities appropriately and be responsible with access. As part of your responsibilities, a key to school
buildings or offices may be issued to you. Extreme care must be exercised not to lose keys or to allow
unauthorized persons to enter the building. Certain keys, if lost or stolen, may result in the complete rekeying of
every door in the district. When you leave the employ of the district, your keys must be returned to your
supervisor. If the keys have been lost, you may be charged a fee for costs incurred by the district to rekey areas
of access.
Use work time for the appropriate district business. Well managed time, organization, and planning are
important in completing assigned tasks. Working hours used for personal tasks should be limited to those of an
urgent or serious nature. To prevent prolonged work stoppage, you should discourage friends, relatives, or
others from visiting you while you are on the job. If you do have visitors, they must check in at the principals’
office.
Observe scheduled working hours. Your job is important – people are depending on you to arrive prepared and
on time for work and meetings. Punctuality and dependability are of prime importance in the efficient running
of any organization. If it is necessary for you to be absent from work, you must notify your supervisor and
receive permission from him/her ahead of time, when possible. Even with the best intentions, however, illness
or other circumstances may prevent you from being on time or from working on a particular day. In this case,
you should contact your supervisor immediately, and in no case later than one hour before the time you are due
to report for work. Immediate notification gives your supervisor a chance to arrange for someone else to do
your work during your absence. Unauthorized absence from the workplace and collecting pay from two
employers for the same work time are all prohibited by the CUESD.
Notify the District Office of any changes to your personal information. If you have a change of address,
telephone number, name, marital status, insurance beneficiaries, or number of dependents, please complete an
Employee Change Form, New W-4 forms and or new insurance forms. These can be obtained from the Human
Resources or Payroll Departments.
It is not possible to list all the forms of behavior that are considered unacceptable in the workplace. The
following are examples of infractions of rules of conduct that may result in disciplinary action, up to and
including termination of employment;






Theft or inappropriate removal or possession of property.
Falsification of timekeeping records.
Insubordination or other disrespectful conduct.
Violation of safety or health rules.
Excessive absenteeism or any absence without notice.
 Unauthorized absence from workstation during the workday.
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 Suggested Employee Dress Code
CUESD employees are expected to wear their District issued ID Badge, and maintain an
appropriate appearance that is businesslike, neat and clean, as determined by the
requirements of the supervisor of the work site.
The ID badge/lanyard is the standard for verifying a person’s authorization to be on school
site campuses. All employees must wear the badge, face out, while on campus.
The badges/lanyards will be issued only by the district office and returned to the district office upon severance.
Please remember, when you report to a work site you are representing the Cascade Union Elementary School
District. Inappropriate attire would include:
 Faded or tattered jeans or any ripped or torn articles of clothing.
 Shirts displaying inappropriate advertising logos or writing.
 Sweat pants, jogging suits, tank tops, or short shorts.
 Any revealing or provocative clothing (too tight, too short, too low cut).
 No dangling chains from wallets, etc.
 Beach attire including footwear.
Also, please remember that smoke, body odor, or perfume can be offensive to our students, parents, and other
employees.

 Human Resources and Services & Processes
TB Testing: The new State Law, AB1667 and Education Code, 49406, indicate that Tuberculosis (TB)
Verification is required for volunteers. It is your responsibility to provide proof of freedom from active TB. You
may obtain this proof from your physician or go to Public Health for a skin test.
“Prior to assuming a volunteer position to work with students in a district-sponsored student activity program, a
volunteer shall possess an Activity Supervisor Clearance Certificate issued by the Commission on Teacher
Credentialing. (Education Code 49024).
A volunteer who obtained both a Department of Justice and Federal Bureau of Investigation criminal
background clearance through the district prior to July 9, 2010 shall have satisfied this requirement. (Education
Code 49024)”
TB tests are given at Shasta County Public Health Department and at Redding Occupational Medical Center. A
second visit must be made 48 to 72 hours after the test is given to interpret the test results. Please see below for
information:
Log into Shasta County Public Health’s website:
http://www.co.shasta.ca.us/index/hhsa_index/Health_and _Safety/Tuberculosis.aspx
Probationary Period: Teamsters Union Members and CSEA Union Members probationary period will be six
(6) month consecutive period. With mutual agreement between the District and the Union, the probationary
period may be extended for a mutually agreed upon period of time. The period is two full years of service for
certificated employees. Time spent on leave of absence without pay does not apply toward the completion of the
probationary period. Probationary employees may be dismissed at the discretion of the Governing Board.
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Evaluations: The purpose of the performance evaluation, based on job-related criteria, is to recognize
acceptable performance, provide objective information about inadequate performances, if any, and to identify
goals for the next review period. The appropriate supervisor will complete the performance evaluation,
including goal setting. Employees receive a copy of the evaluation and the original is placed in their personnel
file. See your individual Union negotiated agreements for specifics.
Job Vacancies: Vacancy announcements are emailed during the school year, as well as over the summer, to all
staff via district email and posted on www.edjoin.org. You are welcome to apply for vacant positions for which
you are qualified.
Personnel files: One official personnel file is maintained for each staff employee in the District Office.
Employees have the right to access, review and have reproduced materials contained in personnel files.
Employees should contact the District office to arrange an appointment to review their files. Personnel files are
confidential and only the employee and officials with specific permission can view a file.
Professional Growth: Refer to your collective bargaining agreements.
Notice of Layoff for Classified Employees: When, as a result of a bona fide reduction or elimination of the
service being performed by the District, classified employees shall be given notice of layoff not less than (45)
days prior to the effective date of layoff and informed of their displacement rights, if any, and re-employment
rights.
Discipline (Board Policy 4218.1): A permanent employee may be subject to disciplinary action by the
Superintendent for cause upon recommendation by the employee's supervisor or designee. Disciplinary action
includes dismissal, demotion, or suspension without pay for six or more working days. A suspension without
pay for five or fewer working days is not subject to the provisions of this policy. The Superintendent or
designee may suspend an employee without pay for five or fewer days without compliance with the provisions
of this policy.
An employee may be subject to disciplinary action for cause. Causes for disciplinary action include, but are not
limited to the following:
a. Incompetence or inefficiency in the performance of the duties of his/her position.
b. Insubordination, including, but not limited to, refusal to do assigned work or refusal to follow directives of
the Superintendent or the employee's supervisor.
c. Negligence in the performance of duty or in the care or use of property.
d. Falsifying any information supplied to the district, including, but not limited to, information supplied on
application forms, employment records, or any other district records.
e. Failure or inability to perform duties and responsibilities assigned to an employee's position.
f. Discourteous, offensive, or abusive conduct or language toward other employees, students or the public.
g. Dishonesty.
h. Drinking alcoholic beverages on the job or reporting to work while under the influence of intoxicating
liquor.
i. Possession of or addiction to the use of any drugs or narcotics or any drug or narcotic offense as defined in
Education Code 44011. Unauthorized use of narcotics; controlled substances, or habit forming drugs; use
of any medication or other substance as to cause detrimental effect on the employee's ability to perform the
duties and responsibilities of his/her position.
j. Conviction of any crime involving moral turpitude.
k. Conviction of any felony. Conviction or arrest for any sex offense as defined in the Education Code, or
conviction of a misdemeanor which is of such a nature as to adversely affect the employee's ability to
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perform the duties and responsibilities of his/her position. A plea of guilty, or a conviction following a plea
of nolo contendere, is deemed to be a conviction within the meaning of this section.
l. Repeated or unexcused absence or tardiness or absence or repeated tardiness without authority or sufficient
reason.
m. Abuse of illness, leave privileges.
n. Offering of anything of value or offering any service in exchange for special treatment in connection with
the employee's job or employment or the accepting of anything of value or any service in exchange for
granting special treatment to another employee or to any member of the public.
o. Conduct which adversely affects the employee's ability to perform the duties and responsibilities of his/her
position.
p. Violation of the Education Code, Superintendent Policy or rules of the district.
q. Unauthorized entry, copying, possession, use or viewing of personnel or confidential files, documents or
information. Unauthorized entry, copying, possession, use or viewing of any district created information,
lists, databases or the like. Unauthorized copying, possession, use or viewing of district created
information, lists, databases or the like for personal purposes. Unauthorized use or possession of District's
equipment for personal purposes.
r. Violation of the Districts' sexual harassment policy or the commission of any act of sexual harassment.
s. Conviction of any crime involving moral turpitude or the use, possession, sale or transporting of any illegal,
restricted, regulated or controlled substance or drug, including, but not limited to, marijuana or any of its
derivatives or extracts.
t. Failure to possess or keep in effect any license, certificate, or other similar requirement specified in the
employee's class specification or otherwise necessary for the employee to perform the duties of this
position.
u. Consistent with applicable law, physical or mental disability which disability precludes the employee from
the proper performance of his/her duties and responsibilities, as determined by competent medical
authority.
v. For employees who drive a vehicle in the regular course of their employment: Failure to satisfy the
insurability requirement of the Districts' insurance carrier under the Districts' regular insurance policies.
The Districts' ability to obtain insurance for the employee under a high risk or any policy other than the
regular insurance policies does not mitigate this failure.
w. Abandonment of position.
x. Revealing confidential information, including, but not limited to, personnel and student records.
y. Unlawful discrimination, including harassment, on the basis of race, religious creed, color, national origin,
ancestry, physical handicap, marital status, sex, or age against the public or other employees while acting in
the capacity of district employee.
z. Unlawful retaliation against any of district officer or employee or member of the public who, in good faith,
reports, discloses, divulges, or otherwise brings to the attention of any appropriate authority any
information relative to an actual or suspected violation of state or federal law occurring on the job or
directly related thereto.

 Email Access
As a new CUESD employee, you will be issued a CUESD e-mail account and will receive regular
communications from us regarding mandatory meetings, trainings and employment notifications. Therefore, it
is our expectation that you will check your CUESD e-email account at least twice daily. You are responsible for
keeping your password secure. For more information on Employee Computer Use Guidelines, please refer to
the Computer Use Policy, and Section V – Use of Technology in this handbook.
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 Coach Clearance Process
No coach (volunteer or paid) may be present at team activities until he/she has been notified by the District
Office that they have met all requirements outline in Cascade Union ESD, Administrative Regulation 4127,
4227, 4327. The Superintendent or designee shall establish minimum qualification criteria for temporary
athletic team coaches. These criteria shall include, but not necessarily be limited to, competencies in the
following areas: (5 CCR 5593)
1. Care and prevention of athletic injuries, basic sports injury first aid, and emergency procedures, as
evidenced by one or more of the following: (a) Completion of a college-level course in the care and
prevention of athletic injuries and possession of a valid cardiopulmonary resuscitation (CPR) card; (b) A
valid sports injury certificate or first aid card, and a valid CPR card; (c) A valid Emergency Medical
Technician (EMT) I or II card; (d) A valid trainer's certification issued by the National or California Athletic
Trainers' Association (NATA/CATA); (e) Possession of both valid CPR and first aid cards and practical
experience under the supervision of an athletic coach or trainer or experience assisting in team athletic
training and conditioning.
2. Coaching theory and techniques in the sport or game being coached, as evidenced by one or more of the
following: (a) Completion of a college course in coaching theory and techniques; (b) Completion of inservice programs arranged by a school district or county office of education; (c) Prior service as a student
coach or assistant athletic coach in the sport or game being coached; (d) Prior coaching in community youth
athletic programs in the sport being coached; (e) Prior participation in organized competitive athletics at
high school level or above in the sport being coached.
3. Knowledge of the rules and regulations pertaining to the sport or game being coached, the league rules, and,
at the high school level, regulations of the California Interscholastic Federation (CIF)
4. Knowledge of child or adolescent psychology, as appropriate, as it relates to sport participation, as
evidenced by one or more of the following:
(a) Completion of a college-level course in child psychology for elementary school positions and adolescent
or sports psychology for secondary school positions; (b) Completion of a seminar or workshop on human
growth and development of youth; (c) Prior active involvement with youth in school or community sports
program.
The Superintendent or designee may waive competency requirements for persons enrolled in appropriate
training courses leading to acquisition of the competency, provided such persons serve under the direct
supervision of a fully qualified coach until the competencies are met. (5CCR 5593) Following the selection of a
temporary athletic team coach, the Superintendent or designee shall certify to the Governing Board, at the next
regular Board meeting or within 30 days, whichever is sooner, that the coach meets the qualifications and
competencies required by 5 CCR 5593. By April 1 of each year, the Board shall certify to the State Board of
Education that the provisions of 5 CCR 5593 have been met. (5 CCR 5594) Volunteers who supervise or direct
an athletic program shall meet the qualification criteria specified in 5 CCR 5593 required for temporary athletic
team coaches employed by the district. Any volunteer who does not meet such criteria shall serve only under
the supervision of a fully qualified coach and shall not be given charge of an athletic program.
Additional Qualifications of Non-certificated Personnel and Volunteers
In addition to the qualifications listed above, any non-certificated employee or volunteer assigned as a
temporary athletic team coach shall: (5 CCR 5592) (1) Be free from tuberculosis and any other contagious
disease that would prohibit certificated teachers from teaching, as verified by a written statement, renewable
every four years, from a licensed physician or other person approved by the district; and (2) Not have been
convicted of any offense referred to in Education Code 44010, 44011, or 44424, or any offense involving moral
turpitude or evidencing unfitness to associate with children. Any non-certificated employee or volunteer
assigned as a temporary athletic team coach shall obtain an Activity Supervisor Clearance Certificate or a
criminal background check in accordance with Board policy.
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SECTION 2 – Annual Mandated Training Information and Policies
 CHILD ABUSE REPORTING PROCEDURES FOR EMPLOYEES
(California Penal Code – Sections 273 and 11165)
*Annual training must be completed within the first 60 days of school, and is provided online through KeenanSafeschools. Watch your emails!

Child abuse includes child abuse, sexual abuse, sexual assault, sexual exploitation, neglect, severe neglect,
willful cruelty, unjustifiable punishment, unlawful corporal punishment or injury, or abuse in out-of-home care.
Generally, child abuse means physical injury inflicted by other than accidental means on a child by another
person, and includes sexual abuse, willful cruelty or unjustifiable punishment, or unlawful corporal punishment
or injury as well as neglect. Child abuse does not include a mutual affray or fight between minors.
 DUTY TO REPORT
All school employees are mandated reporters. Telephone immediately or as soon as practically possible and in
writing within thirty-six (36) hours. Forms are available in the office. The reporting duties are individual and
cannot be delegated to another individual. No other communications should be made to any other person(s) or
agencies unless instructed to do so by Child Protective Services (CPS) or your supervisor. The obligation to
report child abuse is not satisfied by making a report to your supervisor or principal. The obligation to report
child abuse must be satisfied by making telephone and written reports.
Telephonic and Written Reports
Any employee child care custodian who has knowledge of or observes a child whom he or she knows or
reasonable suspects has been the victim of child abuse shall report the known or suspected instance of child
abuse to a child protective agency immediately or as soon as practically possible by telephone, and shall
thereafter prepare and send a written report thereof within thirty-six (36) hours of receiving the information
concerning the incident. The written report shall be sent to a child protective agency. "Reasonable suspicion"
means that it is objectively reasonable for a person to entertain such a suspicion drawing upon his or her
training and experience to suspect child abuse.
 Child Protective Services, P.O. Box 496005, Redding, CA 96049
(530) 225-5144
 Sheriff's Department, 1525 Court Street, Redding, CA 96001
(530) 245-6005
or 20509 Shasta Street, P.O. Box 1420, Burney, CA 96013
(530) 335-4511
 Redding Police Department, 1313 California Street, Redding, CA 96001 (530) 225-4200
 Anderson Police Department, 2220 North Street, Anderson, CA 96007
(530) 378-6600
1. If you need assistance filing a report, you may contact your Principal.
2. It will assist this office if you inform your Principal when filing a report. This, however, is not required.
3. To provide confidentiality and to protect employees required to file a report, it would be desirable to have
a copy of the report on file in the front office of the Principal. This, however, is not required.
Contents of Reports
The telephonic report shall include the name of the person making the report, the name of the child, the present
location of the child, the nature and extent of the injury and any other information, including information that
led such person to suspect child abuse. You may obtain forms, should you so desire, for the written report, from
a child protective agency.
Conclusion
When in doubt remember that it is better to err on the side of reporting.
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Definitions
The following definitions, found in Penal Code 11165, are provided for your review. If you have any questions
regarding these definitions, you should telephone a child protective agency:
(a) "Child" means a person under the age of 18 years.
(b) "Sexual abuse" means sexual assault or sexual exploitation including rape, rape in concert, incest, sodomy,
lewd or lascivious acts upon a child under 14 years of age, oral copulation, or penetration of a genital or anal
opening by a foreign object and child molestation.
(c) "Neglect" means the negligent treatment or the maltreatment of a child by a person responsible for the
child's welfare under circumstances indicating harm or threatened harm to the child's health or welfare. The
term includes both acts and omissions on the part of the responsible person. .
(d) "Severe neglect" means the negligent failure of a person having the care or custody of a child to protect the
child from severe malnutrition or medically diagnosed nonorganic failure to thrive. "Severe neglect" also
means those situations of neglect where any person having the care or custody of a child willfully causes or
permits the person or health of the child to be placed in a situation such that his or her person or health is
endangered including the intentional failure to provide adequate food, clothing, shelter, or medical care. .
(e) "General neglect" means the negligent failure of a person having the care or custody of a child to provide
adequate food, clothing, shelter, medical care, or supervision where no physical injury to the child has
occurred.
(f) "Willful cruelty or unjustifiable punishment of a child" means a situation where any person willfully causes
or permits any child to suffer, or inflicts thereon, unjustifiable physical pain or mental suffering, or having
the care or custody of any child, willfully causes or permits the person or health of the child to be placed in
a situation such that his or her person or health is endangered.
(g) "Unlawful corporal punishment or injury" means a situation where any person willfully inflicts upon any
child any cruel or inhuman corporal punishment or injury resulting in a traumatic condition. It does not
include an amount of force that is reasonable and necessary for a person employed by or engaged in a public
school to quell a disturbance threatening physical injury to person or damage to property, for purposes of
self-defense, or to obtain possession of weapons or other dangerous objects within the control of the pupil,
as authorized by Ed Code Section 49001. It also does not include a reasonable and necessary amount of
force for a peace officer to quell a disturbance threatening physical injury to person or damage to property to
prevent physical injury to person or damage to property, for purposes of self-defense, to obtain possession
of weapons or other dangerous objects within the control of the child, or to apprehend an escapee.
(h) "Abuse in out-of-home care" means a situation of physical injury on a child which is inflicted by other than
accidental means, or of sexual abuse or neglect or unlawful corporal punishment or injury, or the willful
cruelty or unjustifiable punishment of a child, as defined in this article, where the person responsible for the
child's welfare is a licensee, administrator, or employee of any facility licensed to care for children, or an
administrator or employee of a public or private school or other institution or agency. "Abuse in out-ofhome care" does not include an injury caused by reasonable and necessary force used by a peace officer to
quell a disturbance threatening physical injury to a person or damage to property, to prevent physical injury
to person or damage to property, for purposes of self-defense, to obtain possession of weapons or other
dangerous objects within the control of a child, or to apprehend an escapee.

 CONFIDENTIALITY NOTICE
As an employee of CUESD, you may have access to confidential, private information which includes but is not
limited to documents concerning employees, students or members of the public. You are responsible for
maintaining the confidential nature of these private materials, which means you shall not discuss such
information with anyone who does not have a business need for such information. This prohibits the discussing
of confidential information even after you leave CUESD employment. For further details, please refer to the
Confidentiality Notice that was included in your new hire employment packet.
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SECTION 3 – Health and Safety
 TOBACCO-FREE SCHOOLS/SMOKING BP 3513.3
Ample research has demonstrated the health hazards associated with the use of tobacco products, including
smoking and the breathing of second-hand smoke. Cascade Union Elementary School District employees are
expected to serve as models for good health practices that are consistent with these instructional programs. In
the best interests of students, employees and the general public, the Shasta County Board of Education therefore
prohibits the use of tobacco products at all times on CUESD property and in District vehicles. This prohibition
applies to all employees, students, visitors and other persons at any school or school-sponsored activity or
athletic event. It applies to any meeting on any property owned, leased or rented by or from the CUESD.
Persistent violation of this policy by employees shall result in progressive disciplinary procedures, which
include informal discussion, verbal warning, written warning, written reprimand, and suspension without pay.
The CUESD shall maintain a list of clinics and community resources, which may assist employees and students
who wish to stop using tobacco products. Information about these programs shall be made available upon
request and whenever an employee violates the CUESD policy.

 DRUG AND ALCOHOL-FREE WORKPLACE NOTICE TO EMPLOYEES
YOU ARE HEREBY NOTIFIED that it is a violation of Cascade Union Elementary School District policy for
any employee at a CUESD workplace to unlawfully manufacture, distribute, dispense, possess, use or be under
the influence of any alcoholic beverage, drug or controlled substance as defined in the Controlled Substances
Act and Code of Federal Regulations.
"Workplace" is defined as any place under the jurisdiction of the Superintendent where work is performed,
including a school building or other school premises; any District-owned or District-approved vehicle used to
transport students to and from school or school activities; any off-school sites when accommodating a Districtsponsored or Superintendent-approved activity or function, such as a field trip or athletic event, where students
are under District jurisdiction; or during any period of time when an employee is supervising students on behalf
of the Superintendent or otherwise engaged in District business.
As a condition of your continued employment with the CUESD, you will comply with the District’s policy on
Drug and Alcohol-Free Workplace and will, any time you are convicted of any criminal drug or alcohol statute
violation occurring in the workplace, notify your supervisor of this conviction no later than five days after such
conviction.
Pursuant to the federal Omnibus Transportation Employee Testing Act of 1991, school bus drivers shall be
subject to a drug and alcohol testing program that fulfills the requirements of the Code of Federal Regulations,
Title 49, Part 382.
Pursuant to California Education Code 44836 and 45123, the Superintendent may not employ or retain in
employment persons convicted of a controlled substance offense as defined in Education Code 44011. If any
such conviction is reversed and the person acquitted in a new trial or the charges dismissed, his/her employment
is no longer prohibited.
Pursuant to Education Code 45123, the Superintendent may employ for classified service a person who has
been convicted of a controlled substance offense only if it determines, from evidence presented, that the person
has been rehabilitated for at least five years. The Superintendent shall determine the type and manner of
presentation of the evidence, and the Superintendent's determination as to whether or not the person has been
rehabilitated is final.
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Pursuant to Education Code 44425, whenever the holder of any credential issued by the State Board of
Education or the Commission for Teacher Preparation and Licensing has been convicted of a controlled
substance offense as defined in Education Code 44011, the commission shall forthwith suspend the credential.
When the conviction becomes final or when imposition of sentence is suspended, the commission shall revoke
the credential. (Education Code 44425)
Pursuant to Education Code 44940, the Superintendent must immediately place on compulsory leave of absence
any certificated employee charged with involvement in the sale, use or exchange to minors of certain controlled
substances and may immediately place on compulsory leave of absence any certificated employee charged with
certain controlled substance offenses pending review and disposition of the findings.
The following drug and alcohol counseling, rehabilitation, and/or employee assistance programs are
available locally:
 Shasta Options, 2972 Churn Creek Road, Redding, CA. Phone: (530) 224-5469.
 Shasta County Health & Human Services Agency, Alcohol/Drug Program, 2640 Breslauer Way,
Redding, CA. Phone: (530) 225-5240.

 Sexual Harassment Is Forbidden By Law
Sexual harassment in employment violates the provisions of the Fair Employment and Housing Act, specifically
Government Code sections 12940(a), (j), and (k).
Definition of Sexual Harassment
The Fair Employment and Housing Act defines harassment because of sex as including sexual harassment,
gender harassment, and harassment based on pregnancy, childbirth, or related medical conditions. The Fair
Employment and Housing Commission regulations define sexual harassment as unwanted sexual advances or
visual, verbal, or physical conduct of a sexual nature. This definition includes many forms of offensive behavior
and includes harassment of a person of the same sex as the harasser. The following is a partial list:
 Unwanted sexual advances
 Offering employment benefits in exchange for sexual favors
 Making or threatening reprisals after a negative response to sexual advances
 Visual conduct, e.g., leering, making sexual gestures, displaying of sexually suggestive objects or
pictures, cartoons or posters.
 Verbal conduct, e.g., making or using derogatory comments, epithets, slurs and jokes.
 Verbal sexual advances or propositions
 Verbal abuse of a sexual nature, graphic verbal commentaries about an individual’s body, sexually
degrading words used to describe an individual, suggestive or obscene letters, notes or invitations.
 Physical conduct, e.g., touching, assault, impeding or blocking movements.
Employers’ Obligations
All employers have certain obligations under the law. Employers must:
 Take all reasonable steps to prevent discrimination and harassment from occurring.
 Develop and implement a sexual harassment prevention policy.
 Post in the workplace a poster made available by the Department of Fair Employment and Housing.
 Distribute to all employees an information sheet on sexual harassment. An employer may either
distribute this pamphlet (DFEH-185) or develop an equivalent document that meets the requirements of
Government Code section 12950(b). This pamphlet may be duplicated in any quantity. However, this
pamphlet is not to be used in place of a sexual harassment prevention policy which all employers
are required to have.
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Employer Liability
All employers are covered by the harassment section of the Fair Employment and Housing Act. If harassment
occurs, an employer may be liable even if management was not aware of the harassment. An employer might
avoid liability if the harasser is a rank and file employee and if the employer had no knowledge of the
harassment and if there was a program to prevent harassment. If the harasser is a rank and file employee and the
employer was aware of the harassment, liability may be avoided if the employer took immediate and
appropriate corrective action to stop the harassment. Employers are strictly liable for harassment by their
supervisors or agents. Harassers, including both supervisory and non-supervisory personnel may be held
personally liable for harassing an employee or coworker or for aiding and abetting harassment. Additionally,
Government Code section 12940(j) requires an entity to take “all reasonable steps to prevent harassment from
occurring.” If an employer has failed to take such preventive measures, that employer can be held liable for the
harassment. A victim may be entitled to damages even though no employment opportunity has been denied and
there is no actual loss of pay or benefits.
Preventing Sexual Harassment
A program to eliminate sexual harassment from the workplace is not only required by law, but is the most
practical way to avoid or limit liability if harassment should occur despite preventive efforts.
Training of All Individuals in the Workplace
All employees should be made aware of the seriousness of violations of the sexual harassment policy.
Supervisory personnel should be educated about their specific responsibilities. Rank and file employees must be
cautioned against using peer pressure to discourage harassment victims from using the internal grievance
procedure.
Complaint Procedure
An employer should take immediate and appropriate action when he/she knows, or should have known, that
sexual harassment has occurred. An employer must take effective action to stop any further harassment and to
ameliorate any effects of the harassment. To those ends, the employer’s policy should include provisions to:
 Fully inform the complainant of his/her rights and any obligations to secure those rights.
 Fully and effectively investigate. The investigation must be immediate, thorough, objective and
complete. All persons with information regarding the matter should be interviewed. A determination
must be made and the results communicated to the complainant, to the alleged harasser, and, as
appropriate, to all others directly concerned.
 If proven, there must be prompt and effective remedial action. First, appropriate action must be taken
against the harasser and communicated to the complainant. Second, steps must be taken to prevent any
further harassment. Third, appropriate action must be taken to remedy the complainant’s loss, if any.
How the Law is Enforced
Employees or job applicants who believe that they have been sexually harassed may, within one year of the
harassment, file a complaint of discrimination with the California Department of Fair Employment, and
Housing, 2014 T Street, Suite 210, Sacramento, CA 95814. The Department serves as a neutral fact-finder and
attempts to help the parties voluntarily resolve disputes. If the Department finds evidence of sexual harassment
and settlement efforts fail, the Department may file a formal accusation against the employer and the harasser.
The accusation will lead to either a public hearing before the Fair Employment and Housing Commission or a
lawsuit filed on the complainant’s behalf by the Department. If the Commission finds that the harassment
occurred, it can order remedies, not to exceed $150,000 in fines or damages for emotional distress from each
employer or harasser charged. In addition, the Commission may order hiring or reinstatement, back pay,
promotion and changes in the policies or practices of the involved employer.
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 Infectious Diseases in the School Setting: Protect yourself!
What Infectious Diseases Could You Be Exposed To In The School Setting?
The most common infectious diseases in the United States are frequently found in
schools: the common cold, influenza (flu), impetigo, ringworm, head-lice,
streptococcal sore throat, measles and sexually transmitted diseases. Many of these
are passed from person to person in schools and other places where people share air,
space, furniture, equipment and tools. Some infectious disease can be passed from an
infected person to another person—from saliva and nasal discharges, for example, or
can be spread by insects and other animals. Some disease-causing organisms are
found in soil, air and water. Infectious diseases are caused by many kinds of germs,
including bacteria, fungi, protozoa and viruses. These tiny organisms cause disease by
attacking living tissue. Two serious infectious diseases deserve particular attention: AIDS/HIV infection and
hepatitis B. Both AIDS/HIV infection and hepatitis B are blood-borne diseases which can be spread by the
blood and body fluids containing the blood of infected persons (who may not be ill).
How Can AIDS/HIV Infection, Hepatitis B and Other Infections Be Prevented Or Avoided?
There is no vaccine to prevent AIDS/HIV infection. There is a safe and effective vaccine to combat hepatitis B.
AIDS/HIV infection and hepatitis B are most commonly spread through sexual intercourse and by sharing
needles with others to inject drugs. By abstaining from these activities, the major risk of exposure to these
viruses is eliminated. Sexual relations are safe if both partners are uninfected and mutually monogamous. The
proper use of condoms with water-based lubricants containing spermicides can greatly reduce the risk of getting
AIDS/HIV infection or hepatitis B from a partner who is infected. If needles are shared to inject drugs, cleaning
all equipment with household bleach and rinsing with water can reduce the risk of infection.
What Is AIDS/HIV Infection?
AIDS (Acquired Immune Deficiency Syndrome) is the advanced stage of HIV (Human Immunodeficiency
Virus) infection. The virus attacks the body’s natural defense (immune) system, leaving it vulnerable to lifethreatening infections from other diseases and allowing rare cancers to develop. The virus may also attack the
brain and nervous system. Persons infected with HIV frequently have no apparent symptoms and usually appear
in good health.
How Is AIDS/HIV Infection Spread?
The possibility that the AIDS/HIV virus will be transmitted in schools, the workplace and other public
gatherings is remote. AIDS/HIV infection is not transmitted from one person to another through everyday
activities. You will not get AIDS by being around or working with a person who is infected or by having
ordinary daily contact with an HIV infected person.
AIDS/HIV infection may be spread by:
1. Sharing intravenous (IV) needles and/or syringes with someone who is infected.
2. Penetrating the skin with needles that have been used to inject an infected person.
3. Sharing unsterile instruments used to penetrate the skin with someone who is infected, such as those
used for tattooing, acupuncture and ear piercing.
4. Any sexual activity involving direct genital contact with semen, blood, or vaginal secretions with
someone who is infected.
5. Direct contact of infected blood on broken skin (for example cuts and scratches).
6. Direct contact of mucous membrane of the eye with the blood of an infected person.
7. Receiving a blood transfusion or blood product from someone who is infected (since 1985 the risk is
extremely low – approximately 1 chance in 68,000).
8. Being born to an infected mother.
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What Is Hepatitis B?
Hepatitis B is an infection of the liver caused by a virus found in blood and other body fluids of infected
persons. The symptoms, which are the same as those of hepatitis A, may be mild to severe. The symptoms may
be fatigue, mild fever, muscle or joint aches, loss of appetite, nausea, and vomiting, abdominal pain and, in
some cases, jaundice (yellow color of the skin and whites of the eyes) and darkened urine. Onset of symptoms
may appear 1 to 6 months after exposure to the virus. Death, while uncommon, may result from permanent
damage to the liver.
How Is Hepatitis B Spread?
Because of the much higher concentration of hepatitis B virus in blood, transmission of hepatitis B virus is more
likely to occur than transmission of AIDS/HIV. Some specific school populations have hepatitis B more often
than other school children. An infected person can transmit hepatitis B as long as the virus remains in the blood.
Transmission may occur as early as 4 weeks before any symptoms occur. Carriers of the virus often have no
symptoms. Hepatitis B infection may be spread by:
1. Sharing intravenous (IV) needles and/or syringes with someone who is infected.
2. Penetrating the skin with needles that have been used to inject an infected person.
3. Sharing unsterile instruments used to penetrate the skin with someone who is infected, such as those
used in tattooing, acupuncture and ear piercing or razors.
4. Sexual activity involving direct genital contact with semen, blood, or vaginal secretions.
5. Direct contact of infected blood with broken skin (such as cuts or scratches).
6. Direct contact of mucous membrane of the eye and mouth (the moist lubrication tissue of these body
parts) with the blood of an infected person.
7. Sharing toothbrushes.
8. Being born to an infected mother.

What Universal Precautions Can You Take To Protect Yourself From All
Infections In The School Setting?
In your school setting it is not possible for you to know who may be a carrier of an infectious
disease and what germs may be present. Carriers do not always show outward signs of
infection and often are not aware of being infected. The way you are most likely to be
exposed to AIDS/HIV infection and hepatitis B in the school setting is when your
broken skin comes directly in contact with the blood or body fluids containing the blood
of an infected person. But you can take “universal precautions” while you are in the school
setting and in all other situations that will help protect you from all infectious diseases:
 Get in the habit of washing your hands with soap and running water at regular times during your
workday. Common infectious diseases (excluding AIDS/HIV infection and hepatitis B) may be
contracted from dirt and waste encountered in the workplace.
 Avoid punctures with objects that may contain blood of other persons.
 Handle discharges from another person’s body (particularly body fluids containing blood) with gloves
and wash hands thoroughly with soap and running water when you are finished.
 Carefully dispose of trash that contains body wastes and sharp objects. For disposal of sharp objects, use
containers that cannot be broken or penetrated. Do not bend, break or recap needles.
 Promptly remove all other person’s blood from your skin by washing with soap and running water.
Follow Cascade Union Elementary School District Blood Borne Pathogen Exposure Control Plan.
 Clean surfaces that have blood or body wastes containing blood on them with an Environmental
Protection Agency (EPA) approved disinfectant that has been approved for use by the Cascade Union
Elementary School District.
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Universal precautions will help protect you from AIDS/HIV infection, hepatitis B and many other infectious
diseases. You may not know which people around you are infected or which diseases they may be carrying.
Always practicing universal precautions will result in fewer illnesses for you and others around you.

And…
 Know your school district’s policy regarding proper disposal of waste that is contaminated with body
discharges. This means know your office’s Exposure Control Plan for Blood Borne Pathogens.
 Have a vaccination for protection from hepatitis B if you are in a potential Blood Borne Pathogen
Exposure occupation. The cost of having a vaccination may be covered by your employee health
insurance benefits.
 If you are responsible for administering first-aid to others or may be placed in a position where you may
give first aid to others, obtain current instruction and certification in first aid and CPR (cardiopulmonary
resuscitation). Always use Universal Precautions.
 Maintain confidentiality of all medical information concerning students and coworkers, especially one
who has AIDS/HIV infection. Sharing information about someone who has AIDS/HIV infection is
prohibited by law and punishable by fine in California, unless specific written permission for release of
information has been given by the infected party.

What Other Precautions Can You Take To Protect Yourself At All Times?
 Do not share needles or inject illegal drugs.
 Do not have acupuncture, get a tattoo or have your ears pierced with needles that have not been
sterilized.
 When having sexual intercourse with any person not known to be free of infection, use a condom
properly and also use a spermicide. (This precaution may provide the maximum protection possible;
however, it is not 100% effective.)
 Do not engage in blood rituals (where your skin is purposely broken to mix your blood with the blood
of others).
The way you are most likely to be exposed to AIDS/HIV infection and hepatitis B in the school setting is when
your broken skin comes directly in contact with the blood of an infected person. At school and in other public
settings it is unlikely that you will know who is infected with the viruses that cause AIDS/HIV, hepatitis B or
many other diseases. These basic and simple measures can protect you and prevent the spread of AIDS/HIV
infection, hepatitis B and many other infectious diseases.



Blood Borne Pathogen Training Program

*Annual training must be completed within the first 60 days of school, and is provided on-line through KeenanSafeSchools. Watch your emails!
If you have further questions regarding Blood Borne Pathogen Training, please call the Human
Resources Department at 378-7000 ext 7110. If you should experience a Blood Borne Pathogen exposure,
please call your site secretary, Principal and workers’ compensation representative at 378-7000 ext. 7110.
 ON-THE-JOB INJURY
Safety should always be foremost in everyone’s mind. The Cascade Union Elementary School
District strives to promote a safe work environment and encourages all employees to report any
dangerous areas or unsafe work practices to their immediate supervisor.
IF YOU ARE INJURED AT WORK:
1. Notify your supervisor immediately of your injury and how it happened. One of you
needs to contact Human Resources as well.
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2. Call Company Nurse at 877-518-6702 (this number is on the backside of your ID badge as well). The
Company Nurse will help to gather necessary information to complete forms for Workers
Compensation, should the need be.
3. Complete a Report of Injury form with your supervisor and immediately forward to Human Resources at
the District Office.
4. Once you have completed the form and talked to Company Nurse, if you require medical attention, you
should go to ROMC in Redding, or Lassen Medical in Red Bluff, unless you have pre-designated a
doctor. If you have filled out paperwork to designate your physician, you should see that doctor.
5. There is paperwork that by law must be turned into our Workers Comp Insurance within 24 hours. It is
your responsibility to follow up with Human Resources at the District Office to assist in getting your
portion completed.
6. If the doctor takes you off work or requires that you perform modified duty work, please give the
doctor’s written instructions to your supervisor. When possible, your supervisor will meet with you and
Human Resources to outline their abilities to modify your duties to suit the instructions so that you may
continue to work. If there is no modified duty available at your work site, your supervisor will work with
the Human Resources Department to determine if there is any duty you might perform at another site.
7. When the doctor returns you to regular duty, either from lost time or modified duty, a written doctor’s
note must be given to your supervisor before you are allowed to return.
8. Our current workers’ comp claims office is Keenan & Associates. If a claims examiner from Keenan &
Associates should call you to discuss your injury, you are free to speak to her/him about it.
9. If your injury was caused by an unsafe condition, your supervisor should initiate a work order to
Maintenance to correct it. If it is a situation that cannot be addressed by a work order, such as an item
outside your department’s jurisdiction, then an Employee Safety Suggestion form should be sent to the
Superintendent, Maintenance Department and Human Resources.

 Designated Doctor for Work Related Injuries
The Cascade Union Elementary School District is permitted by statue to control medical treatment of work
related injuries for the first thirty (30) days from when the injury was reported, and has designated treatment
centers for the convenience of our employees. Redding Occupational Medical Center (ROMC) at 1710 Churn
Creek Road in Redding, as well as Lassen Medical Center in Red Bluff, CA are both designated facilities.
Company Nurse can also direct you to the designated facilities during your phone call if medical treatment is
deemed necessary. However, employees, who have notified the Worker’s Compensation Representative in
writing prior to the date of the injury, that they wish to be treated by a personal physician may be immediately
treated by their own physician. If you wish to pre-designate a physician for work related injuries, please contact
the Human Resources Department for the Pre-Designated Doctor Form. This form requires not only that you
designate a physician, but that the physician signs as well, that they agree to be that designated Doctor. Labor
Code Section 4600 defines personal physician as “…the employee’s regular physician and surgeon…who has
previously directed the medical treatment of the employee, and who retains the employee’s medical records,
including his or her medical history.” This personal physician must also be licensed.

 First Aid Only Claims
Labor Code 5401 defines “First aid” as follows: “any one-time treatment, and any follow-up visit for the
purpose of observation of minor scratches, cuts, burns, splinters, and so forth, which do not ordinarily require
medical care. Such one-time treatment and follow-up visit for the purpose of observation is considered first aid
even though provided by a physician or registered professional personnel. The cost of this care must not
exceed $700 dollars. (Defined under regulations 14311(c).
A First Aid Only claim includes the steps for Incident Only Claims as well as a few additional steps.
a) Complete the Supervisor’s report of employee injury form in all instances for recordkeeping purposes.
18 | P a g e

In lieu of providing a DWC-1 for every accident, provide the employee with an “Employee Incident
Report.” The employee can document the occurrence in their own words and also indicate if they wish
to seek medical treatment.
b) Supervisor must take immediate action to look into the cause of the incident to ensure that a hazard does
not exist and that other employee will not be in danger.
c) Supervisors must report all close calls/incidents to the district’s Human Resources Department.
d) The claims coordinator must maintain an internal log of these incidents.
e) If initial medical treatment is requested, establish communication between the districts’s Human
Resources Department and the clinic of preference.
f) Determination that the treatment require/received fits the parameter of “First Aid” is made only be a
medical professional. ACSIG and/or Keenan & Associates Claims office must receive the Doctor’s
First Report of Injury indicating that a claim is First Aid Only. Internal procedures have been stablished
with ACSIG personnel to store documentation in a separate file by Employee and Date of Injury.
Payment to medical provides will be made by ACSIG personnel within required guidelines.
g) If there is any exposure to hazardous substance causing injury or illness, report that claim even if it
might appear to be only First Aid.
h) After the employee reports and seeks medical attention, review and briefly discuss the medical
appointment with the employee to confirm the injury is not beyond First Aid.
Examples of what is NOT First Aid
 Any exposure to hazardous material (Chemical inhalation, solvents)
 Injury that results in lost time beyond the date of injury
 Return to work in a limited/modified duty capacity
 Injuries, whether lost time or not, that require more than two (2) medical visits
 Injuries that require diagnostic procedures
 Cumulative trauma injuries
 Loss of Consciousness
 2nd or 3rd degree Burns
 Sutures, including butterflies
 Foreign bodies in the eye with deep embedment
 Prescription medication filled by a pharmacy (does not include medication provided to the employee
directly by the treating physician or clinic)
 Treatment involves physical/occupational therapy or Chiropractic treatment

 General Safety Rules
1. Report immediately all work-related injuries or illnesses to your supervisor and/or responsible person,
whether or not you feel it necessary to go to the doctor.
2. If the first doctor’s visit for an industrial accident is delayed until after you have left work, you must
phone your supervisor or responsible person for treatment authorization and direction.
3. Report all hazards to your supervisor.
4. Obey all warning signs and tags. Check labels and follow instructions carefully.
5. Never deface labels and instructions on equipment or containers.
6. Only perform authorized work and do not attempt to do any work unless you understand the safe
procedures and hazards involved. Only qualified and authorized persons shall attempt electrical repairs.
7. Do not endanger the safety of co-employees.
8. Machinery must be operated with safeguards in place.
9. Exits, aisles, stairways and emergency equipment must be kept clear of obstructions.
10. Clothing must be kept neat, clean, and worn safely. Shirttails must be tucked in at all times. Avoid
wearing jewelry and rings around moving machinery.
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11. Only tools in safe condition are to be used. If you provide your own tools, you are responsible for their
care and condition. Tools must be stored properly when not in use.
12. Do not attempt to operate a forklift or other similar vehicle without first being trained and authorized.
13. Frayed electrical cords must not be used.
14. No horseplay is allowed on the job.
15. Lift properly and use lifting devices to avoid back injuries.
16. Attendance at all safety meetings and activities to which you are invited is required.
17. Do not ride as a passenger on any vehicle not designed for passengers.
18. Lock out the power (or disconnect cord-connected machinery) before removing guards or doors.
19. Make sure that all movement is stopped before removing doors, guards, or other machinery covers.
20. Before removing a padlock used to lock out machinery, all guards and access doors must be in place.
21. Do not use your hand to reach into a running machine, around sprockets, pulleys, or dangerous moving
machinery parts. Use hand tools.
22. Do not use makeshift means, such as chairs, boxes, etc. instead of using a safe ladder to properly access
elevated locations.
23. Do not smoke or cause other sources of ignition near responsible areas or where flammable liquids are
stored or used.
PERSONAL PROTECTIVE EQUIPMENT:
1. Eye protection must be worn during chip-producing work such as grinding, cleaning with compressed
air, etc., in proximity to arc welding and when handling hazardous chemicals and liquids.
2. Make certain that the personal protective equipment is in safe condition prior to use. Properly wear all
required personal protective equipment.
Job Specific Safety Training
Whenever school employees engage in job-specific work practices (for example, construction, building,
grounds maintenance, or transportation), an additional set of safety program regulations may come into effect.
These specific work practices and safety training will be provided at the employee’s work site/department.
Safety
The Cascade Union Elementary School District supports staff participation on issues of safety, and encourages
their input. Please note that no employee shall be discriminated against as a result of bringing some safety or
health issue to the attention of their Supervisors or the Superintendent.

 Hazardous Substance Communication Program
The Cascade Union Elementary School District developed a program to inform employees who may be exposed
to the hazards involved with materials where they work. We believe that safety and health information should
be shared openly with anyone using hazardous substances. To insure that such information is given to
employees, the following elements of our program have been developed:
1. Cascade Union Elementary School District’s written hazard communication plan.
2. Availability and acquisition of Material Safety Data Sheets (MSDS) at sites where employees work.
3. Employee training.
4. Labeling of containers to insure that employees know what they are using and what hazards exist.
The written program is always available for review by employees. A copy can be found at the Maintenance and
Operations’ Office, 1644 Magnolia Ave., Redding, CA.
Inventory
An inventory will be taken and a complete list of all hazardous substances will be compiled. Material Safety
Data Sheets (MSDS) will be requested from the manufacturers and vendors of these substances. All purchases
of hazardous substances must include the Material Safety Data Sheets and the delivery. If the MSDS is not
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included, the shipment should not be accepted. The Cascade Union Elementary School District, Maintenance
and Operations’ Office will keep the master inventory of hazardous substances current and maintained. Each
workplace where substances are stored, handled or utilized must post a list of those substances. The workplace
posting will be kept current and maintained by the site administrator/department head at each location.
Material Safety Data Sheets (MSDS)
Material Safety Data Sheets will be obtained and kept on file for all hazardous substances purchased, stored,
used or handled. The MSDS will be kept on file at the Cascade Union Elementary School District and can be
obtained by contacting the Director of Maintenance and Operations. MSDS are to be maintained at each
workplace where hazardous substances are handled or utilized.
Employee Training
Employee training will be provided on hazardous substances where exposure or potential exposure is possible.
Current employees will receive appropriate training as a group. All newly hired employees will receive training
immediately upon starting employment with the Cascade Union Elementary School District. The training
program will be on-going with additional training given for new substances utilized or retraining if the MSDS
for substances in present use are revised significantly. A significant revision entails receipts of new information
indicating increased risks in the use of the substances and/or changes in the measures necessary to protect the
employees from exposure as compared to the prior MSDS. Retraining will be provided for all employees
utilizing or having exposure to the substances. All training and retraining sessions will be documented as to the
trainers, content, and attendees. Records of these sessions will be kept on file at the Maintenance and
Operations Office.
SUMMARY
Labels and MSDS’s are your guide to working safely with hazardous substances. By understanding what you
are working with, what potential hazards exist from using the substance and how you can protect yourself, you
can make your employment safe and rewarding. We cannot avoid using hazardous substances, but we can use
them safely. If you have any questions regarding the information presented here, talk to your supervisor and get
the assistance you need. We want your employment to be productive and free from injury and illness.
 PESTICIDE LAWS AB2260 (SHELLY LAW)
Pursuant to AB 2260 (Shelly Law), the Cascade Union Elementary School District is required to inform staff
members of the dates, times, and addresses where pesticides will be applied. You may register to receive
notification of individual pesticide applications at your school/work site by contacting the Cascade Union
Elementary School District Facilities Department at (530) 225-0226.

 Bullying Policy
Cascade Union Elementary School District is committed to creating an environment for work which upholds the
dignity and respect of the individual and which supports every individual’s right to work in an environment
which is free from all forms of violence, intimidation, abuse, and retaliation for all permanent and temporary
employee classified and certificated, volunteers, administrators, and Governing Board. Workplace bullying
undermines the positive workplace climate and is unacceptable.
Workplace bullying is the repeated actions by a person or group directed against an individual that a reasonable
person would find offensive, humiliating, threatening, disparaging, coercive, belittling, sabotaging, isolating, or
an abuse of authority, even if unrelated to conduct governed by the sexual harassment policy. Such actions may
be verbal or nonverbal, acts of commission or omission, direct, or indirect, covert or overt, or incidents of
aiding or abetting.
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Employees: If you believe you are being bullied, possible action steps include:
 Bringing the situation to the attention of a supervisor, the next person in the chain of command (if
supervisor is the issue), or HR.
 Keeping notes detailing the nature of the bullying (e.g., dates, times, places, what was said or done and
who was present).
 Obtaining copies of harassing / bullying paper trails; hold onto copies of documents that contradict the
bully’s accusations against you ( e.g., time sheets, audit reports, etc.).
 Expecting the bully to deny and perhaps misconstrue your accusations; have a witness with you during
any meetings with the bully; report the behavior to an appropriate person.
Supervisors: Ways to minimize and discourage bullying:
 Educate your employees on respectful workplace behaviors and what acts could constitute bullying.
 Encourage reporting.
 Encourage an open door policy.
 Develop your sensitivity and skills in dealing with and responding to conflict.
 Have a demonstrated commitment about what is and is not acceptable behavior.
When bullying is witnessed or reported:
 Take the complaint or situation seriously and investigate it promptly.
 Address the bullying behavior by stating specific examples of actions that are being perceived as
bullying and the impact on others.
 Consult with HR on appropriate next steps.
We work hard to provide safe conditions for our students and staff. We will observe the safety laws of the
governments within those jurisdictions we operate and no one will knowingly be required to work in any
unsafe manner. Safety is every employee’s responsibility, and all employees are expected to do everything
reasonable and necessary to keep Cascade Union Elementary School District a safe place to work. If you
have questions regarding health and safety issues, please call the Maintenance and Operations
Department at (530) 378-7000 ext. 7321.
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SECTION 4 – Payroll Services & Processes
 Timecard and Payday Information
CUESD regular employees are paid on the last working day of each month
for the current month (i.e., a check you receive September 30th is for the
month of September), except for June and December. June checks are
usually issued mid-June and December checks are issued on the last day of
school in December. Paycheck “stubs” will either be emailed to your district
email account or mailed to your address on file. The schedule of annual pay
dates is on the District website (www.CUESD.com). Substitute employees are paid on the 10th of every month
for the preceding month. Eleven month employees are paid in equal installments based on their annual salary.
Eleven month employees may also participate in the deferred pay method. Under the deferred pay method, a
monthly deduction of an annualized withholding will be paid at the end of June. This must be set-up with the
Payroll Department within the first week of employment or within the first week of the school year. Each
employee, regardless of classification, is required to complete and sign a monthly timecard and submit it to their
immediate supervisor for approval by the last day of each month. Your monthly paycheck will also show your
payroll deductions, federal and state withholding, as well as your vacation and sick leave balances as they
apply. Other deductions will be made when authorized by the employee.
Timecards are available at each site, on the website, and the District Office. IT IS EXTREMELY
IMPORTANT THAT TIMECARDS ARE:
 ACCURATE (Do not use whiteout, this is a legal document)
 COMPLETE (Use black/blue ink only, no pencil or other colored ink)
 LEGIBLE
 Salaries & Benefits This is a summary; please refer to the full text of the Board Policy 4151, 4251
All regular employees shall be paid in accordance with the current negotiated salary schedule. The Governing
Board shall adopt separate salary schedules for certificated, classified, and supervisory and administrative
personnel. These schedules shall comply with law and negotiated agreements and shall be printed and made
available for review at the district office. (Education Code 45023, 45028) All eligible employees are
automatically enrolled in the California Public Employee’s Retirement System (CalPERS) or the California
State Teachers Retirement System (CalSTRS). Members are eligible for regular service retirement and
disability retirement benefits. See the Payroll Department for more information.
Health, Dental, & Vision Insurance This is a summary; please refer to Board Policy 4154, 4254, 4354
The district shall provide health and welfare benefits for employees in accordance with state and federal law
and subject to negotiated employee agreements. Certificated management, administrative, and supervisory
employees who are not in bargaining units shall receive the same health and welfare benefits as those specified
in the collective bargaining agreement for certificated employees. Classified management, administrative, and
supervisory employees who are not in bargaining units shall receive the same health and welfare benefits as
those specified in the collective bargaining agreement for classified employees. The district shall offer all
employees and their dependents up to age 26 years a health insurance plan that includes coverage for essential
health benefits, pays at least 60 percent of the medical expenses covered under the terms of the plan, and meets
all other requirements of the federal Patient Protection and Affordable Care Act. All employees have 30 days to
enroll in a benefit package and 30 days from the date of a qualifying event.
Life Insurance & Long Term Disability
Life insurance and long term disability plans for District Employees are available in accordance with negotiated
employee agreement.
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Employee Paid Plans and Section 125 Plans
Section 125 Plans for unreimbursed medical and day care expenses are also available through American
Fidelity, and subject to negotiated employee agreements. As an employee of Cascade Union Elementary School
District, you are eligible to make an elective deferral from your salary to a 403(b) Plan.

 Direct Deposit
Cascade Union Elementary School District offers direct deposit, also known as Electronic Fund Transfer (EFT)
of payroll checks. If you are interested in direct deposit or have questions regarding your paycheck, please
contact the Payroll Department at 378-7000 Ext 7106.

 Union Membership
All Certificated and Classified staff, excluding management, confidential, substitute, short-term, and temporary
employees, are eligible for union membership. Membership dues are paid through payroll deduction.
 Anderson Cascade Teachers Association (ACTA) for the certificated staff including Early Childhood
Education teachers
 California School Employees Association (CSEA) for classified staff (Paraprofessionals, Aides, Noon
Duty, Behavior Intervention Assistants, Sign Language Interpreter/Translators)
 Teamsters for classified staff (Clerical, Food Services, Maintenance & Operations, Transportation,
Technology and Coordinators)
Additional information regarding union membership can be found in your ACTA, CSEA or Teamsters contract.

 Transfer of Sick Leave
If you are an employee who worked at another California public school district and currently have earned sick
leave on their books, you may be able to transfer those sick leave hours to your new position. Per Ed Code
(87782, 87783, and 88202) this must be done within 1 year of leaving your prior district’s employment.

 Attendance
CUESD expects employees to make every effort to be present for work. Employees are expected to adherer to
their assigned schedule. In order for the schools to operate effectively, employees are expected to perform all
assigned duties and work all scheduled hours during each designated workday, unless the employee has
received approved leave. Any deviation from assigned hours must have prior approval from the employee’s
supervisor/administrator.

 What To Do If You’re Going To Be Absent
The District will be rolling out a new substitute locating service called ReadySub shortly. Until ReadySub has
been fully implemented, it is important to notify your immediate supervisor as soon as possible if you’re going
to be absent from work for any reason. If you are going to be absent for more than three days due to illness or
injury, it’s imperative that you provide your site supervisor with a note from your treating physician stating the
length of time you will be off work. Your supervisor will also need to have a note from your doctor releasing
you back to work and specifically listing any restrictions or a full release. If you are a teacher or classroom aide,
you must call your own absence in directly to our Principal, Site Secretary and Teacher (aides).
To contact your immediate supervisor, call the site where you work.
Anderson Heights (378-7050)
Meadow Lane (378-7030)
Anderson Middle School (378-7060)
Quick tips for taking time off:
 Time off must be recorded. Time off must be pre-approved in advance by the supervisor (except in
emergency situations). All employees must complete a time card every month. Supervisors are responsible
for keeping the reason for the leave confidential and contacting the District Office if an employee is out for
three or more days.
24 | P a g e

 Employee Paid and Unpaid Leave This is a summary; please refer to the full text of the BP 4261.
The Governing Board shall provide for paid and unpaid leaves of absence for employees in accordance with
law, Board policy, administrative regulation, collective bargaining agreements, and merit system rules, as
applicable. Consult the Collective Bargaining Agreement for more information about specific leave.
Bereavement: Employees are entitled to a leave of up to three days, or five days if out-of-state travel is
required, upon the death of any member of the employee's immediate family. No deduction shall be made
from the employee's salary, nor shall such leave be deducted from any other leave to which the employee is
entitled. (Education Code 44985, 45194)
Personal Necessity: Employees may use up to seven days of their accrued sick leave during each contract year
for reasons of personal necessity. (Education Code 44981, 45207)
Jury Duty: Classified and Certificated employees called for jury duty shall be granted leave with pay up to the
amount of the difference between the employee's regular earnings and any amount received for jury or
witness fees. (Education Code 44037)
Family Medical Leave: Family care and medical leave shall not exceed 12 work weeks during any 12-month
period. (29 U.S.C. 2612; Code of Regulations, Title 2, Section 7297.3)
No Tell: These days of absence are to be deducted from the employee’s Personal Necessity Days. If employee
is represented by a bargaining unit, the leave falls within the provision of the collective bargaining unit
agreement with the relevant Association.
Military Leave: Military leave shall be granted in accordance with law to employees performing military
duties on a voluntary or involuntary basis in a uniformed service, including active duty, active duty for
training, initial active duty for training, inactive duty training, full-time National Guard duty, examination to
determine fitness for duty, and performance of funeral honors duty. (Education Code 44800; Military and
Veterans Code 395, 395.01, 395.02, 395.05, 395.1, 395.2, 395.9; 38 USC 4301, 4303, 4316)

 Breaks & Meal Periods
Employees are granted a ten (10) minute rest period for every four hours worked. Insofar as is practicable, the
rest period should be in the middle of the work period. Your supervisor shall determine the number of employee
to be off at any one time. You are expected to take this time for relaxation. Should the rest periods not be taken,
such time may not be used to lengthen lunch periods or shorten the work day, nor may the rest period be used to
make up for lost time. The time is simply lost. Breaks are an important part of your workday. Relaxation and
additional nourishment help all of us to perform at our best. Much of what we do it scheduled daily and work
breaks must be taken when scheduled in order to make our operations run smoothly. So be encouraged to take
them and enjoy them.
Every classified employee who works five hours or more a day must take a non-compensated meal period of
thirty (30) minutes under IWC Orders and Labor Code Section 512. Should the meal period not be taken, time
may not be used to shorten the workday or to accumulate overtime. The only exception in case of an
emergency, if an administrator or your supervisor request you work at this time.
Teachers receive a minimum of a thirty (30)-minute duty free meal period. For more information please refer to
your current Union Contract.
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SECTION 5 – Use of Technology
 How-To: Accessing Cascade’s Computer Systems and Related Services
Summary
 Your username is first initial + last name ( e.g., mberkowitz)
 Your primary email address is firstname.lastname@cuesd.com ( e.g., matthew.berkowitz@cuesd.com)
 Your default password is first initial + last initial + four digit birth year ( e.g., mb1966)
 Your piggyback email addresses are username@cuesd.com and FirstnameLastname@cuesd.com
Details
In most cases, an employee’s USERNAME is his or her first initial and last name. For example, Matthew
Berkowitz will have a username of mberkowitz. In more complicated cases, such as a person with a hyphenated
last name, only the first part of the last name is used. For example, Jennifer Dunn-Hart would be given a
username of jdunn. All Cascade employees are assigned a PRIMARY EMAIL ADDRESS with the following
format: firstname.lastname@cuesd.com
Please be aware that firstname will always be your birth name, not an abbreviated form or nickname. The
primary email address is what you will use to access certain services instead of your username. (For example,
Google Apps for Education asks for an email address instead of a username.) For more complicated names, all
spaces and dashes are changed into dots. In the hypothetical case of Jennifer Dunn-Hart, her email address
would be jennifer.dunn.hart@cuesd.com.
An employee’s DEFAULT PASSWORD is his or her first initial (lowercase) + last initial (lowercase) + four
digit birthyear. For example, if Matthew Berkowitz was born on August 26th, 1966, his default password is
mb1966. Many of the computer systems and services in Cascade utilize the same username and password that
you will use to access your Windows computer. For example, both the copy machines and our WiFi connection
require that a valid Windows username and the associated Windows password be entered before access is
granted. In addition to your primary email address, there are at least two PIGGYBACK EMAIL
ADDRESSES that people may use to reach you—these are email “aliases” that piggyback your primary email
address and they work exactly the same. The first is username@cuesd.com (e.g., mberkowitz@cuesd.com). The
second is FirstnameLastname@cuesd.com (e.g., MaryBerkowitz@cuesd.com). Additional email aliases
ShortnameLastname@cuesd.com and shortname.lastname@cuesd.com will sometimes be created for staff
members who go by an abbreviated name (e.g., Matthew Berkowitz may have the additional email aliases
MattBerkowitz@cuesd.com and matt.berkowitz@cuesd.com). Don’t worry if this sounds confusing; in most
cases everyone will simply use their primary email address. There are some cases where an alias is preferable,
however, especially for people with multi-part last names. Revisiting the hypothetical case of Jennifer DunnHart, jenny.dunn@cuesd.com is going to be easier for people to type in and remember than
jennifer.dunn.hart@cuesd.com. To promote a healthy and safe computing environment, employees must
change their passwords shortly after they first logon to a district computer. This password can only be changed
from a Windows workstation that is connected to the Cascade network. This is done by first logging on to the
system, waiting for the desktop to load, pressing the buttons [CTRL + ALT + DEL], and selecting the
[Change a password…] option.
 District Websites & Social Media This is a summary; please refer to Board Policy 1113
Employees are encouraged to visit CUESD’s website: http://www.cuesd.com/. You can find information on
school sites, district office, district departments, and employment opportunities. District computers, the district
network to which they are connected, and district-funded Internet connections are provided to enhance
productivity, to facilitate professional communication, and shall support the district’s vision and goals.
26 | P a g e

 District-Sponsored Social Media
This is a summary; please refer to the full text of the Board Policy 1114
Official district social media platforms shall be used only for their stated purposes and in a manner consistent
with this policy and administrative regulation. Users of official district social media platforms should be aware
of the public nature and accessibility of social media and that information posted may be considered a public
record subject to disclosure under the Public Records Act. The Governing Board expects users to conduct
themselves in a respectful, courteous, and professional manner. Social media and networking sites and other
online platforms shall not be used by district employees to transmit confidential information about students,
employees, or district operations. Staff posting to the District web server will abide by the Acceptable Use
Standards policy.

 Technology Help Desk
All service requests to the Technology and Maintenance departments are submitted through the CASCADE
HELPDESK. This can be accessed by opening any web browser and
visiting http://helpdesk.cuesd.com. It is important to note that the
Helpdesk is currently only accessible while connected to the district
network. In other words, it cannot be accessed from home. You should have received an email with
instructions on how to set your password to logon to the helpdesk. If not, you can submit a password reset
request, but only after at least one unsuccessful attempt was made to logon, as shown:

Before

After

 Phone Setup
Please visit the CASCADE KNOWLEDGE BASE at http://helpdesk.cuesd.com/kb/ to find instructions on
how to configure your phone: start at the Knowledge Base, click the [Phones] link, and then select the article
[How to Quickly Configure Your Phone].

 iPad Setup
If you were assigned a district iPad to use on the job, it is encouraged that you use your personal AppleID
instead of creating a new one with your district email address. There are many reasons for this, but the most
important is that any apps you purchase with your own money will always stay with your account.
The district still has the ability to push out district-purchased apps to your iPad, even when you are using your
personal AppleID account.

 List of Technologies and Services
Here is a list of many of the different types of technologies and services that are currently being used at Cascade
School District. If you do not have access to a service that you feel is necessary to perform your job, please
make the request to your supervisor and/or submit a service request through the Cascade Helpdesk.
 Aeries | School Information System (SIS) | http://sis.cuesd.com
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Outlook Webmail | Online Email Portal | http://mail.cuesd.com




Google Apps for Education | Classroom software
ParentLink | Broadcast phone, text, and email messages to staff and students |
http://cuesd.parentlink.net



Renaissance Place | Classroom software | https://hosted53.renlearn.com/288803/




Escape | Financial software
Microsoft Office | Productivity software




Microsoft Windows | Computer desktops and workstations
Apple iPads | Staff tablets and classroom devices for grades K-2




Chromebooks | Classroom devices for grades 3-8
AppleTV | Instructional tool for teachers

 USE OF COPYRIGHTED MATERIALS
Each employee making a reproduction shall first determine whether the copying is permitted by law based on
the guidelines below. If the copying is not permitted according to these guidelines, the principal/designee may
request permission to reproduce the material from its copyright holders. Requests for permission to use
copyrighted materials shall include the following information:
1. Title, author(s), editor(s) or publisher, producer(s) or distributor.
2. Edition, copyright and/or production year.
3. Exact amount of material to be used (i.e., lines, pages, running time, etc.).
4. Nature of the use (i.e., how many times, when and with whom the material will be used).
5. Number of copies to be made.
6. How the material will be reproduced.
7. If an initial contact was made by phone, include the name of the initial contact person.
The following guidelines differentiate between permitted and prohibited uses of printed material, sheet and
recorded music, videotapes, films, filmstrips or slide programs, off-air taping (radio or television), and
computer software.
 Printed Materials
Permitted Uses:
1. Single copies at the request of an individual teacher:
a. A chapter of a book.
b. An article from a magazine or newspaper.
c. A short story, short essay or short poem, whether or not from a collective work.
d. A chart, graph, diagram, drawing, cartoon or a picture from a book, magazine or newspaper.
2. Multiple copies at the request of an individual teacher for classroom use, not to exceed one copy per
student in a course:
a. A complete poem if less than 250 words and if printed on not more than two pages.
b. An excerpt from a longer poem, not to exceed 250 words.
c. A complete article, story or essay of less than 2,500 words.
d. An excerpt from a larger prose work not to exceed 10 percent of the whole or 1,000 words,
whichever is less, but in any event a minimum of 500 words.
e. One chart, graph, diagram, cartoon or picture per book or magazine issue.
All preceding copies must bear the copyright notice. They may be made only at the discretion of the individual
teacher on occasions when a delay to request permission would preclude their most effective instructional use.
Prohibited Uses:
1. Copying more than one work or two excerpts from a single author during one class term.
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2. Copying more than three works from a collective work or periodical volume during one class term.
3. Copying materials for more than one course in the school where the copies are made.
4. More than nine sets of multiple copies for distribution to students in one class term.
5. Copying used to create, replace or substitute for anthologies or collective works.
6. Copying of "consumable" works such as workbooks, standardized tests, answer sheets, etc.
7. Copying that substitute for the purchase of books, publishers' reprints or periodicals.
8. Repeated copying of the same item by the same teacher from term to term.
The above prohibitions do not apply to current news magazines and newspapers.
 Sheet and Recorded Music
Permitted Uses:
1. Emergency copies for an imminent performance are permitted, provided they are replacing
purchased copies and replacement is planned.
2. Multiple copies (one per student) of excerpts not constituting an entire performable unit or more than
10% of the total work may be made for academic purposes other than performances.
3. Purchased sheet music may be edited or simplified provided the character of the work is not
distorted or lyrics added or altered.
4. A single copy of a recorded performance by students may be retained by the district or individual
teacher for evaluation or rehearsal purposes.
5. A single copy of recordings of copyrighted music owned by the district or individual teacher may be
made and retained for the purpose of constructing exercises or examinations.
6. A single copy of an excerpt that constitutes an entire performable unit (i.e., a movement or aria) may
be made, provided it is either:
a. Confirmed by the copyright proprietor to be out of print, or
b. Unavailable except in a larger work. This may be done by or for a teacher only for scholarly
research or in preparation for teaching a class.
7. A single copy of a portion of a sound recording may be made by or for a student, i.e., a song from a
record, but not the entire recording. The copy may be used in the educational context in which it
was made and may not be sold or performed for profit.
Prohibited Uses:
1. Copying to replace or substitute for anthologies or collections.
2. Copying from works intended to be "consumable."
3. Copying for purposes of performance except as noted in an emergency.
4. Copying to substitute for purchase of music.
5. Copying without inclusion of copyright notice on the copy.
6. Duplication of tapes, unless reproduction rights were given at time of purchase.
7. Reproduction of musical works or conversion to another format, e.g.,, record to tape.
 Videotapes, Films, Filmstrips or Slide Programs
Note: Section 110(1) of the U.S. Copyright Law clearly permits the showing of motion pictures and other audiovisual materials in
the classroom of a nonprofit educational institution as long as the showing is part of "face-to-face" instruction and not presented for
recreational or entertainment purposes. Whether purchased or rented, video cassettes bearing the label "for home use only" come
under this provision and may be used for planned, direct classroom instruction. They may not be used for entertainment, fundraisers or time fillers unless such use was negotiated at the time of purchase or rental, usually in the form of a licensing agreement.
When renting from a video store, the renter agrees to all stated or implied conditions of the rental agreement; renters may therefore
wish to request a release statement from the rental agency specifically granting permission for instructional use of the rented
cassette.

Permitted Uses:
1. A single copy of a portion of a copyrighted film or filmstrip may be made by a student for
educational purposes if the material is owned by the school which the student attends.
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2. A single copy of a small portion of a film or filmstrip may be made by or for a teacher for scholarly
or teaching purposes.
3. Selected slides may be reproduced from a series if reproduction does not exceed 10% of the total or
excerpt the essence of the work.
4. A slide or overhead transparency series may be created from multiple sources as long as creation
does not exceed 10% of photographs in one source (book, magazine, filmstrip, etc.). This may not be
done when the source forbids photographic reproduction.
5. A single overhead transparency may be created from a single page of a "consumable" workbook.
6. Sections of a film may be excerpted for a local videotape (not to be shown over cable) if they do not
exceed 10% of the total or excerpt the essence of the work. Extreme care must be exercised in
copying a small portion of a film or filmstrip; small portions may contain the very essence of the
material in question.
Prohibited Uses:
1. Reproduction of an audiovisual work in its entirety.
2. Conversion from one media format to another, e.g.,, film to videotape, unless permission is secured.
3. No one is permitted to copy any portion of a film or filmstrip sent to the school for preview or rented
or owned by another school or institution without the express written permission of the copyright
holder. The copyright of a film governs its performance (showing) as well as the copying of it. It is
permissible to show a film to students using closed-circuit television if the system is confined to one
building. Showing a film via closed-circuit television outside the building is not permitted.
 Radio - Off-Air Taping
Permitted Uses:
1. A single copy of a small portion of a copyrighted radio program may be made by a student for
educational purposes. Such a copy may not be sold or performed for profit.
2. Copies of broadcasts by national public radio may be made by district employees and retained for
an indefinite period for educational purposes.
Prohibited Uses:
Copying broadcasts on commercial radio, except for copyrighted musical selections (see Sheet and
Recorded Music), is governed by the same copyright laws that apply to off-air taping of commercial
television; however, there is no special provision allowing libraries to tape radio news programs.
 Television - Off-Air Taping
Permitted Uses:
Note: The following guidelines apply only to off-air recording.

1. A broadcast program may be recorded off-air simultaneously with broadcast transmission
(including simultaneous cable retransmission) and retained for a period not to exceed 45 days. All
off-air recordings shall be erased or destroyed at the end of the retention period. Broadcast
programs are television programs transmitted for reception by the general public without charge.
2. Off-air recordings may be used once by individual teachers in the course of relevant teaching
activities and repeated once only when instructional reinforcement is necessary. These recordings
may be shown in classrooms and similar places devoted to instruction within a single building,
cluster, or campus, as well as in the homes of students receiving formalized home instruction,
during the first 10 consecutive school days in the 45 calendar-day retention period.
3. Off-air recordings may be made only at the request of individual teachers, for use by those teachers.
No broadcast program may be recorded off-air more than once at the request of the same teacher,
regardless of the number of times the program may be broadcast
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4. A limited number of copies may be reproduced from each off-air recording to meet the legitimate
needs of teachers under these guidelines. Each such additional copy shall be subject to all
provisions governing the original recording.
5. After the first 10 consecutive school days, off-air recordings may be used up to the end of the 45
calendar day retention period only for teacher evaluation purposes; i.e., to determine whether or not
to include the broadcast program in the teaching curriculum; they may not be used for student
exhibition or any other non-evaluation purpose without authorization.
6. All copies of off-air recordings shall include the copyright notice on the broadcast programs as
recorded.
Prohibited Uses:
1. Off-air recording in anticipation of teacher requests.
2. Using the recording for instruction after the 10-day use period.
3. Holding the recording for weeks or indefinitely because:
a. Units needing the program concepts are not taught within the 10-day use period.
b. An interruption or technical problems delayed its use.
c. Another teacher wishes to use it, or for any other supposedly "legitimate" educational reason.
4. On occasion a special notice is provided with some materials specifically prohibiting reproduction
of any kind. Permission to use any part of such works must be secured in writing from the author
or producer in accordance with this regulation.
5. Off-air recordings need not be used in their entirety, but the content of recorded programs may not
be altered. Off-air recordings may not be physically or electronically combined or merged to
constitute teaching anthologies or compilations.
Note: The copying or use of programs transmitted via subscription television cable services, such as HBO or Showtime, is illegal.
Such programs are licensed for private/home use only and may not be used in public schools.

 Software Copyright
Permitted Uses:
Copies of district-owned software may be made only when:
1. The copy is needed as an essential step in using the computer program with a particular machine.
This copy is to be used in no other way.
2. The copy is used for archival or "backup" purposes. This copy may be held only as a file copy and
must be destroyed when the program is no longer rightfully owned by the district unless the
copyright owner authorizes its sale, lease or transfer as part of the sale, lease or transfer of the
original program. (United States Code, Title 17, Section 117).
Prohibited Uses:
1. Copies of copyrighted programs may not be made for any purpose other than the two permitted
above.
2. When permission is obtained from the copyright holder to use software on a disk-sharing system,
efforts will be made to secure software from copying.
3. Illegal copies of copyrighted programs shall not be made or used on school equipment.

 Computer Use Policy This is a summary; please refer to the full text of the Board Policy 4040
A Quick Guide to the Cascade Union Elementary School District Computer Use Policy
Does This Policy Apply to You?
The CUESD provides computing facilities to students, faculty, and staff. All persons, employees, independent
contractors, consultants, etc., who use these facilities shall at all times be governed by established policy and
guidelines. This policy applies to all computers owned, leased, or in the possession of the CUESD and shall also
govern all use independent of the location from which these facilities are utilized.
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No Expectation of Privacy
You have been authorized to use a computer, various software, and an Internet connection in the performance of
your duties for the Cascade Union Elementary School District. The computer, software, and all stored data are
the property of the CUESD, which may access the computer, computer software and data at any time. The
District has the right to monitor any and all aspects of its computer system and network including, but not
limited to, monitoring employees’ use of the Internet, chat groups, news groups, reviewing of material
downloaded or uploaded by any employee, reviewing e-mail sent and received by employees, and any
document or data stored on the computer. Employees do not have any right to privacy in anything on the
computer or in anything they create, store, send or receive on the computer (or software or data thereon) which
is owned by the CUESD or used by the employee in the performance of the employee’s duties for the CUESD.

DO








Comply with CUESD policies and state and federal laws
Use personal and professional courtesy and consideration in email
Respect the privacy of others email
Follow precautions recommended to protect system passwords
Ask if you are unsure about policy or procedures
Comply with copyright laws




Use a computer account or password you are not authorized to use
Use the CUESD network to gain unauthorized access to any computer system,
server or network
Knowingly or negligently perform an act which will interfere with the normal
operation of computers, servers, peripherals or networks.
Run or install on any computer system or network a program intended to damage
or place excessive load on the system
Attempt to circumvent data protection schemes or uncover security loopholes
Use email to harass others
Violate software license agreements, copyright laws, or provisions of this policy
Mask the identity of your account or activities on the network

DO
NOT 






 Internet Acceptable Use Standards (E 6163.5 Instruction):
Summary
Schools which have Internet access must now notify parents, students, and
others of the dangers on the Internet (EdCode 48980, 51870.5), and the
CUESD/IT also requires dial-in clients to sign a separate AUS (Acceptable
Use Standards) form which delineates “abuse of the system.” Generally,
those things, which are unlawful, obscene, abusive, or otherwise
objectionable, constitute abuse, and CUESD/IT staff determines what
constitutes these elements. For further details, please refer to the full text of
the Board Policy 4040.
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SECTION 6 – Business Services & Processes
 Purchasing Supplies, Equipment or Services This is a summary; refer to Board Policy 3300, 3310
The Superintendent or designee may purchase supplies, materials, equipment, and services in accordance with
Board policy and administrative regulations. Such purchases shall not exceed the bid limits imposed by law.
The Superintendent or designee shall maintain effective purchasing procedures in order to ensure that maximum
value is received for money spent by the district and that records are kept in accordance with law. Insofar as
possible, goods and services purchased will meet the needs of the person or department ordering them at the
lowest price consistent with standard purchasing practice. Maintenance costs, replacement costs, and trade-in
values shall be considered when determining the most economical purchase price. Requisitions for budgeted
items should originate from personnel directly responsible for their use. A requisition must be completed in
Escape. Instructions for completing a requisition in Escape can be obtained from Business Services Department
at the District Office. Purchases not made in accordance with this procedure may not be approved for payment
by the district. The placement of orders with vendors is to be made by issuing an executed district purchase
order or contract form. In emergency situations, and only with prior authorization from the Chief Business
Official, Superintendent, or designee, verbal orders may be given to vendors. Requisitions confirming those
emergency orders must be submitted promptly to the Business Office. Open purchase orders may be utilized to
expedite the procurement of frequently depleted supplies. The number of open purchase orders must be kept at a
minimum, and they may not be used to purchase equipment items. All orders must be written in such a way as
to specify and limit those employees who are authorized to make purchases from the open orders. Each
individual receipt of goods or services must be reviewed by the responsible administrator. The Business Office
may not process any payment until the administrator has authorized the purchase by signing a delivery receipt
form. When placing an order for technology item, the person requesting the purchase must contact the
Technology Department. The Technology Department creates a requisition, and once the requisition is
approved, the Technology Department places the order. Please remember, all technology orders are shipped to
the Technology Department. This allows the technicians to configure the tech items before they are used in the
classroom or office.

 Handling of Cash Receipts
Any money collected by staff should be counted, rolled and turned into the District Office.
MONEY SHOULD NEVER BE LEFT IN THE CLASSROOM.
 COPY SUPPORTING DOCUMENTATION
Copy checks prior to separating them from their check stub.
Remove the checks from the check stubs.
o Retain the original supporting documents for the file.
o Copies of supporting documents will accompany the deposit to the District Office.
 ENDORSE CHECKS
Endorse the reverse side of all checks.
 PREPARE THE DEPOSIT SLIP
Use a ballpoint pen and PRESS FIRMLY. All three copies must be legible.
1. Enter DATE of deposit (use date deposit is being prepared).
2. If the deposit includes cash, complete the Currency Count section. If only checks are being
deposited, line through the total field at the bottom of the Currency Count section.
3. Enter your name on the Prepared By: line.
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4.
5.
6.
7.

Enter the deposit bag number on the Bag# line.
CURRENCY -Enter amount of Cash. If none, line through field.
COIN - Enter amount of Coin. If none, line through field.
CHECKS - Enter amount of Checks. If none, line through field.
 Run a calculator tape on check amounts only. The calculator tape shall accompany the checks
when placing them in deposit bag.
8. TOTAL $ - Enter total amount of Currency, Coin and Checks combined.
9. Distribution of deposit slips:
 Original white copy will be placed inside the deposit bag.
 Yellow copy is the district copy to retain in their files.
 Pink copy will be paper clipped to the outside of the deposit bag.
 PREPARE THE DEPOSIT BAG
1. Write the following on the face of the bag in the fields provided:
Date – Enter date of deposit (enter today’s date).
Currency - Enter currency amount.
Coin - Enter coin amount.
Note: Coin exceeding $25.00 must be done via a separate bulk coin deposit.
Checks - Enter total amount of checks.
TOTAL - Enter the total of Currency, Coin and Checks.
2. Refer to the Bank of America Cash Vault Deposit Preparation Instructions available at the District
Office, for the process of preparing the inside of the deposit bag.
If you have any questions regarding preparing the deposit slip or deposit bag please contact the District
Office for assistance.

1.
2.
3.

BALANCE THE DEPOSIT
Run calculator tape of the total of checks, cash and coin.
Verify that the checks, cash and coin match what was entered on the deposit slip.
Verify that the checks, cash and coin match what was entered on the deposit bag.

 RETAIN THE FOLLOWING FOR YOUR RECORDS
1. The yellow copy of the deposit slip.
2. The original check stubs and any other supporting documentation.
 Reimbursement This is a summary; please refer to Board Policy 3350
The Governing Board shall authorize payment for actual and necessary expenses, including travel, incurred by
any employee performing authorized services for the district.
 Travel for Conferences, Workshops, and Off-Site Trainings
Cascade Union Elementary School District will pay for reasonable, appropriately documented and properly
authorized travel, and meal expenses while traveling on official District business. All expenses require preapproval from the site Principal, and must be planned in such a way that the expenditures are necessary,
practical, and as economical as possible. The Conference Approval Request form should be forwarded to the
District Office for processing. The Chief Business Official will review the request, to ensure that funds are
available. If approved by the Chief Business Official, it will then be submitted to the Superintendent for
approval. Once approved the Accounts Payable Clerk will register attendees, process purchase order for event
or use company credit card, arrange hotel accommodations, as well as any other accommodations needed. Upon
completion of coordination the Accounts Payable Clerk will advise requestor and all other parties involved
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regarding accommodations made via e-mail. If not approved by the Chief Business Official and/or
Superintendent, the Conference Approval Request form will be returned to the employee, with a copy to the
employee’s supervisor with explanation for the denial of request. The faculty and staff are expected to be
knowledgeable of and comply with the Board Policy. The responsibility to observe these requirements rests
with (1) the person incurring expenses on behalf of the District, and (2) those who certify compliance with these
requirements by verifying funding availability and approving expenditures.
 Lodging Reimbursement
Lodging expense is reimbursed upon presentation of an original receipt from a commercial lodging
establishment. A person may not claim reimbursement for lodging when the lodging was provided by an
individual not in the business of providing lodging, i.e., friends and relatives. The receipt must show:
 The name and address of the place of lodging and dates of occupancy.
 Daily room rate and taxes.
 Details of other charges such as meals, telephone calls, etc.
 Receipt must show zero balance from the lodging establishment.
 Meal Reimbursement
Full meals included in airfare, hotel, and conference fees, or otherwise provided may not be claimed for
reimbursement. The same meal may not be claimed more than once on any date. Meal rates are:
 Breakfast:
Actual expense up to $8.00
 Lunch:
Actual expense up to $10.00
 Dinner:
Actual expense up to $18.00
Timeframes for Meal Reimbursement:
 Trip begins at or before 6am: May claim breakfast.
 Trip begins at or after 11am: May claim lunch.
 Trip begins at or after 5pm: May claim dinner.
 IRS Mileage Reimbursement Rate $0.545 cents/mile (Effective January 1st, 2018)
Reimbursement of transportation expense is only for the method of transportation (plane, auto, train, etc.) that is
in the best interest of the District, considering both cost and time.
 All privately-owned vehicle mileage driven on District business is subject to approval in advance,
including having a completed Private Driver Application_Employee form on file with the District
Office.
 The mileage reimbursement rate below is considered full reimbursement for all costs related to the
operation and maintenance of the personal vehicle, including insurance.
Receipts: Original receipts are required for:
 Airline and rental cars
 Lodging expenses
 Gas for rental cars
 Street car, ferry fares, bridge and road tolls, local transit, taxi, shuttle, hotel bus, and parking.
 Legal, business, or any other expenses.
 Accepting Donations This is a summary; please refer to the full text of the Board Policy 3290
The Governing Board may accept any bequest or gift of money or property on behalf of the district. While
greatly appreciating suitable donations, the Governing Board discourages any gifts which may directly or
indirectly impair its commitment to providing equal educational opportunities for all district students. All gifts
to the district, or to any school within the district, shall be approved by the Governing Board before acceptance.
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The Governing Board shall carefully evaluate any conditions or restrictions imposed by the donor in light of
district philosophy and operations. If the Board feels the district will be unable to fully satisfy the donor's
conditions, the gift shall not be accepted. All gifts, grants and bequests shall become district property. Donors
are encouraged to donate all gifts to the district rather than to a particular school. At the Superintendent or
designee's discretion, a gift may be used at a particular school. Before accepting a gift, the Governing Board
shall consider whether the gift:
1. Has a purpose consistent with the district's vision and philosophy
2. Begins a program which the Board would be unable to continue when the donated funds are exhausted
3. Entails undesirable or excessive costs
4. Implies endorsement of any business or product
NOTE: A donor may impose restrictions and conditions on the use of a gift. Unless the conditions are illegal,
the district will be subject to those conditions if it accepts the gift.
 Management of District Property This is a summary; please refer to Board Policy 1330
The Governing Board recognizes that district facilities and grounds are a community resource and authorizes
their use by community groups for purposes provided for in the Civic Center Act when such use does not
interfere with school activities. All school-related activities shall be given priority in the use of facilities and
grounds under the Civic Center Act. Thereafter, the use shall be on a first-come, first-served basis.
 Equipment Purchased with District Funds or Acquired through Donations
Equipment purchased with district funds, or acquired through donations or gifts, shall become the property of
the district and shall immediately be placed on the inventory records of the location using the equipment (EC
35168). The safeguarding of equipment shall be the responsibility of the employee to whom it is assigned.
 Disposal of Property This is a summary; please refer to the full text of the Board Policy 3270
When any district-owned instructional materials, equipment, supplies, or other personal property becomes
unusable, obsolete, or no longer needed, the Superintendent or designee shall notify the Governing Board,
provide an estimated value, and recommend whether the items be sold or disposed of by one of the methods
prescribed in law and administrative regulation. Upon approval by the Board, the Superintendent or designee
shall arrange for the sale or disposal of these items.

SECTION 7 – Nutritional Services & Processes
 Student Rewards & Celebrations
The selling of any soda, energy drinks, carbonated drinks, fried foods of any kind and artificial sweeteners are
prohibited on the campus during school hours per Educational Code 49431.5, California Regulations Section
15576, Code of Federal Regulations sections 210.10, 210.11, 220.8, 220.12. All celebrations and food items that
are served or brought on campus during school hours must be approved by administration.

 Cafeteria Service for Staff
This is a summary; please refer to the full text of the Board Policy 3551
Adult meals may be offered to employees as a matter of convenience. Insofar as these meals may include
federally donated food commodities, their price shall be set higher than that of student meals so as to reimburse
the food service program for the total cost of providing adult meals. In compliance with CA Code 113984.1,
Only Nutrition Service Staff will be allowed in the food preparation area of the school kitchens. All food
selections must be made from the other side of the serving wall in the cafeteria. The access door to the kitchen
area will remain closed during operational hours to insure safe and sanitary practice in food handling.
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SECTION 8– Use of Vehicles for District Business & Student Transportation
The Cascade Union Elementary School District acknowledges the need for responsible volunteer and employee
drivers to provide transportation services for student activities and school/district business.

 Use of Private Vehicle for District Business
Cascade Union Elementary School District requires that employee using their personal vehicle to provide
transportation services for school activities and related business must receive prior approval. Before such
approval may be granted, employees are required to submit and agree to abide by the rules outlined in the
Private Driver Application Employee form on file with the District Office.

 Use of District Vehicles
District vehicles are available for use upon request. Requests will be granted based on availability of vehicles,
approval by the site administrator and whether the operator has met all requirements. Any person using a
vehicle for district purpose must be registered with the District Office. The process for employees includes
completing a driver application form and a DMV pull sheet, which is usually done upon hire. The
Superintendent or designee shall determine the most appropriate and cost-effective mode of transportation for
each approved trip. If you have requested a district vehicle, and then determined that you will not need it, YOU
MUST CANCEL YOUR REQUEST as soon as you are aware of the change. The number of vehicles
available is limited, and failing to cancel your request may cause an unnecessary expense or inconvenience to
another program that could use the vehicle. Using a district vehicle is a privilege. Vehicles should be returned:
1) free from trash and in a clean state; 2) with a full tank of fuel, if applicable; 3) to the location as requested by
the District Office; 4) at the scheduled time.
 Accident in District Vehicles
If you are involved in an accident in a district vehicle, stop your vehicle at the scene or as close as is safe.
Always ensure your safety first. The police must be contacted if there are injuries, if there is a disagreement
over the accident, if you damage property other than your own, or if you feel unsafe. If the police are not called
to the accident, it is your responsibility to get the other vehicle information, the name and contact information of
the other driver, the names and contact information of any witnesses, the name of the other driver’s insurance
carrier, and description of the incident. Do not admit responsibility at the scene of the accident. The accident
must be reported to the Superintendent’s office as soon as possible. If a determination is made by a law
enforcement agency that the accident was avoidable or the employee/volunteer is at fault for an accident which
resulted in serious injuries or the major damage to property, further action may be taken. This may include
suspension of privileges, disciplinary measures or mandated driver’s training courses. Single vehicle accidents
involving minimal damage or especially mitigating circumstances may not warrant further action.

 Transporting Students
This is a summary; please refer to the full text of the Board Policy 3541.1
The district may provide transportation in buses or other school or public transportation vehicles for field trips
and excursions in connection with instruction or school-related social, educational, cultural, athletic or school
band activities.
 Transportation by Private Vehicle
The Superintendent or designee may authorize the transportation of students by private vehicle when the vehicle
is driven by an adult age 21 or older who possesses a valid California driver's license or a valid license from
his/her state of residence if he/she is a nonresident on active military duty in California. To be approved, a
driver shall have a good driving record and possess at least the minimum insurance required by law. Any person
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providing transportation in a private vehicle shall register with the district for such purposes. See Private Driver
Application form on file with the District Office.
All student passengers shall submit permission slips signed by their parent/guardian. Teachers shall ensure that
each driver has a copy of the permission slip for each student riding in his/her vehicle. The number of
passengers, including the driver, shall not exceed the capacity for which the vehicle was designed. Motor trucks
may not transport more persons than can safely sit in the passenger compartment. The driver shall also ensure
that the manufacturer's recommendations for his/her vehicle are followed regarding the seating of children in
seats equipped with airbags.
 Passenger Restraint Systems
All drivers shall wear safety belts in accordance with law. In addition, drivers shall ensure that: (Vehicle Code
27315, 27360, 27360.5, 27363)
1. A child who is under age 6 or under 60 pounds, unless exempted in accordance with Vehicle Code 27360
or 27363, is properly secured in a rear seat in an appropriate child passenger restraint system meeting
federal safety standards
2. All other children are properly secured in either a child passenger restraint system or safety belt
3. All other passengers wear seat belts

SECTION 9 – Complaint Procedures
This is a summary; please refer to Board Policy 1312
The Governing Board recognizes that the district has the primary responsibility to ensure compliance with
applicable state and federal laws and regulations governing educational programs. The Board encourages early
resolution of complaints whenever possible. To resolve complaints which may require a more formal process,
the Board adopts the uniform system of complaint processes specified in 5 CCR 4600-4670 and the
accompanying administrative regulation.

 Uniform Compliant Procedures (BP 1312.3)
The district's uniform complaint procedures (UCP) shall be used to investigate and resolve the following
complaints:
1. Any complaint alleging district violation of applicable state or federal law or regulations governing adult
education programs, after school education and safety programs, migrant education, career technical and
technical education and training programs, child care and development programs, child nutrition programs,
special education programs, consolidated categorical aid programs, Adult Education, Migrant Education,
Career/Technical Education, Child Care and Development, Special Education, Nutrition services, Federal
School Safety Plan requirements, Student Fees, Local Control Accountability Plan compliance, deficiencies
related to preschool health and safety issues for California state preschool programs, and any other districtimplemented program which is listed in Education Code 64000(a) (5 CCR 4610)
2. Any complaint alleging the occurrence of unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) against any student, employee, or other person participating in district programs
and activities, including, but not limited to, those programs or activities funded directly by or that receive or
benefit from any state financial assistance, based on the person's actual or perceived characteristics of race
or ethnicity, color, ancestry, nationality, national origin, ethnic group identification, age, religion, marital,
pregnancy, or parental status, physical or mental disability, sex, sexual orientation, gender, gender identity,
gender expression, or genetic information, or any other characteristic identified in Education
Code 200 or 220, Government Code 11135, or Penal Code 422.55, or based on his/her association with a
person or group with one or more of these actual or perceived characteristics (5 CCR 4610)
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3. Any complaint alleging district noncompliance with the requirement to provide reasonable accommodation to
a lactating student on school campus to express breast milk, breastfeed an infant child, or address other
breastfeeding-related needs of the student (Education Code 222)
4. Any complaint alleging district noncompliance with the prohibition against requiring students to pay fees,
deposits, or other charges for participation in educational activities (5 CCR 4610)
5. Any complaint alleging district noncompliance with legal requirements related to the implementation of the
local control and accountability plan (Education Code 52075)
6. Any complaint, by or on behalf of any student who is a foster youth, alleging district noncompliance with any
legal requirement applicable to the student regarding placement decisions, the responsibilities of the
district's educational liaison to the student, the award of credit for coursework satisfactorily completed in
another school or district, school transfer, or the grant of an exemption from Board-imposed graduation
requirements (Education Code 48853, 48853.5, 49069.5, 51225.1, 51225.2)
7. Any complaint, by or on behalf of a homeless student as defined in 42 USC 11434a, alleging district
noncompliance with any requirement applicable to the student regarding the award of credit for coursework
satisfactorily completed in another school or district or the grant of an exemption from Board-imposed
graduation requirements (Education Code 51225.1, 51225.2)
8. Any complaint, by or on behalf of a former juvenile court school student who transfers into the district after
his/her second year of high school, alleging district noncompliance with any requirement applicable to the
student regarding the award of credit for coursework satisfactorily completed in the juvenile court school or
the grant of an exemption from Board-imposed graduation requirements (Education Code 51225.1, 51225.2)
9. Any complaint alleging district noncompliance with the requirements of Education
Code 51228.1 and 51228.2 that prohibit the assignment of a student to a course without educational content
for more than one week in any semester or to a course the student has previously satisfactorily completed,
without meeting specified conditions (Education Code 51228.3)
10. Any complaint alleging district noncompliance with the physical education instructional minutes
requirement for students in elementary school (Education Code 51210, 51223)
11. Any complaint alleging retaliation against a complainant or other participant in the complaint process or
anyone who has acted to uncover or report a violation subject to this policy
12. Any other complaint as specified in a district policy
The Board recognizes that alternative dispute resolution (ADR) can, depending on the nature of the allegations,
offer a process to reach a resolution to the complaint that is acceptable to all parties. ADR such as mediation
may be offered to resolve complaints that involve more than one student and no adult. However, mediation shall
not be offered or used to resolve any complaint involving sexual assault or where there is a reasonable risk that
a party to the mediation would feel compelled to participate. The Superintendent or designee shall ensure that
the use of ADR is consistent with state and federal laws and regulations. The district shall protect all
complainants from retaliation. In investigating complaints, the confidentiality of the parties involved shall be
protected as required by law. For any complaint alleging retaliation or unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying), the Superintendent or designee shall keep the identity of
the complainant, and/or the subject of the complaint if he/she is different from the complainant, confidential
when appropriate and as long as the integrity of the complaint process is maintained. The Governing Board
believes that the quality of the educational program can improve when the district listens to complaints,
considers differences of opinion, and resolves disagreements through an established, objective process. The
Board encourages complainants to resolve problems early and informally whenever possible. If a problem
remains unresolved, the individual should submit a formal complaint as early as possible in accordance with
appropriate district procedures. District procedures shall be readily accessible to the public. Individual Board
members do not have authority to resolve complaints. If approached directly with a complaint, however, Board
members should listen to the complaint and show their concern by referring the complainant to the
Superintendent or designee so that the problem may receive proper consideration.
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 Complaints Concerning School Personnel (BP 1312.1)
The Superintendent or designee shall determine whether a complaint should be considered a complaint against
the district and/or an individual employee, and whether it should be resolved by the district's process for
complaints concerning personnel and/or other district procedures.
In order to promote fair and constructive communication, the following procedures shall govern the resolution
of complaints. Every effort should be made to resolve a complaint at the earliest possible stage.
1. Complaints concerning school personnel should be made directly by the complainant to the person against
whom the complaint is lodged. Parents/guardians are encouraged to attempt to orally resolve concerns with
the staff member personally.
2. If the complaint is not resolved at this level, the complainant may submit the complaint in writing to the
school principal or immediate supervisor. When necessary, district administration shall assist in the
preparation of the written complaint so as to meet the requirement of this regulation. The administrative
staff shall inform the complainant that such assistance is available if he/she is unable to prepare the written
complaint without help. A written complaint must include the full name of each employee involved and a
brief but specific summary of the complaint and the facts surrounding it. It must also include a specific
description of a prior attempt to discuss the complaint with the employee involved and the failure to resolve
the matter. The principal or immediate supervisor is responsible for investigating complaints and will
attempt to resolve the complaint to the satisfaction of the person(s) involved. Staff responsible for
investigating complaints shall attempt to resolve the complaint to the satisfaction of the parties involved
within 30 days. If the complaint is resolved, the principal will so advise all concerned parties, including the
Superintendent or designee.
3. If the complaint remains unresolved after review by the principal or the immediate supervisor, the principal
shall refer the written complaint, together with a report and analysis of the situation, to the Superintendent
or designee. Complainants should consider and accept the Superintendent or designee's decision as final.
However, the complainant, the employee, or the Superintendent or designee may ask to address the
Governing Board regarding the complaint.
4. All written complaints regarding district personnel other than administrators shall be initially filed with the
principal. If the complaint regards a principal or central office administrator, the written complaint shall be
initially filed with the Superintendent or designee. If the written complaint concerns the Superintendent or
designee, it shall be initially filed with the Board.
5. Except when a complaint is directed against the Superintendent or designee, no party to a complaint may
address the Board, either in closed or open session, unless the Board has received the Superintendent or
designee's written report concerning the complaint. The Superintendent or designee's report shall contain,
but not be limited to:
a. The name of each employee involved.
b. A brief but specific summary of the complaint and the facts surrounding it, sufficient to inform the
Board and the employee(s) as to the precise nature of the complaint and to allow the employee(s) to
prepare a defense.
c. A copy of the signed original complaint.
d. A summary of the action taken by the Superintendent or designee, with his/her specific finding that
disposition of the case at the Superintendent or designee's level has not been possible, and the
reasons why.
All parties to a complaint, including the school administration, may be asked to attend a Board meeting or part
of such meeting for the purpose of presenting all available evidence and allowing every opportunity for
explaining and clarifying the issue. Complaints concerning an employee shall be addressed in a closed session
of the Board unless the employee requests that the issue be addressed in open session. The decision of the Board
following the hearing shall be final. Any complaint of child abuse or neglect alleged against a district employee
shall be reported to the appropriate local agencies in accordance with law, Board policy and administrative
regulation.
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 Complaints Concerning Instruction Materials (BP 1312.2)
The Governing Board uses a comprehensive process to adopt district instructional materials that is based on
selection criteria established by law and Board policy and includes opportunities for the involvement of
parents/guardians and community members. Complaints concerning the content or use of instructional
materials, including textbooks, supplementary instructional materials, library materials, or other instructional
materials and equipment, shall be properly and fairly considered using established complaint procedures.
Parents/guardians are encouraged to discuss any concerns regarding instructional materials with their child's
teacher and/or the school principal. If the situation remains unresolved, a complaint may be filed using the
process specified in the administrative regulation. The district shall accept complaints concerning instructional
materials only from staff, district residents, or the parents/guardians of children enrolled in a district school.
When deliberating upon challenged materials, the Superintendent and/or review committee shall consider the
educational philosophy of the district, the professional opinions of teachers of the subject and of other
competent authorities, reviews of the materials by reputable bodies, the teacher's stated objectives in using the
materials, community standards, and the objections of the complainant. Complainants are encouraged to accept
the Superintendent's or review committee's decision. However, if the complainant finds that decision
unsatisfactory, he/she may appeal the decision to the Board. When any challenged instructional material is
reviewed by the district, it shall not be subject to further reconsideration for 12 months, unless the
Superintendent determines that reconsideration is warranted. Complaints related to sufficiency of textbooks or
instructional materials shall be resolved pursuant to the district's Williams uniform complaint procedure at AR
1312.4.
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Employee Acknowledgment
(To be signed and returned to the District Office.)

I hereby acknowledge that I have reviewed the online Cascade Union Elementary School District Handbook
and will abide by the standards, policies, and procedures defined or referenced in this document. It is also
important to know that additional regulations, policies, and laws are in the Governing Board Policies. A hard
copy of the Employee Handbook and the Board Policies can be obtained at the District Office. The information
in the Handbook is updated annually. I understand that changes in District policies may supersede modify or
eliminate the information summarized in this Handbook. I understand that this Handbook does not constitute an
employment contract. I understand that nothing in this Handbook is intended to confer a property interest in my
continued employment with the District beyond the term of my current contact (if any). I understand that I have
an obligation to inform my supervisor of any changes in my personal contact information (phone number,
address, etc.). I also accept responsibility for contacting my supervisor if I have any questions, concerns, or
need further explanation. If any contractual relationship between the District and an employee (or group of
employees) conflicts with any provision in this Handbook, the contract shall govern with respect to that issue.

________________________________
Printed Name of Employee

____________________________________
Signature of Employee

________________________________
Date

PLEASE COMPLETE AND RETURN TO THE HUMAN RESOURCES DEPARTMENT WITHIN 30 DAYS. THIS
ACKNOWLEDGEMENT WILL BE MAINTAINED IN YOUR PERSONNEL FILE IN THE HUMAN RESOURCES OFFICE.

