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Injury lliness and Prevention
Presentation

NOTICE A CAUTION
Report Safety
all injuries ?égf.?lid
at once in this area



https://lausd.wistia.com/medias/cppwg1625z

AGENDA TOPICS (SECTION I)

e AUTOMATED EXTERNAL DEFIBRILLATOR
CERTIFICATION

- BUL-4480.1 (LOCATIONS: 11™ FLOOR / 14™ FLOOR)

e BULLYING AND HAZING POLICY
— Bul-5212.2 Bullying and Hazing Policy
— (Student to Student and Student to Adult)

e CHILD ABUSE REPORTING
— Bul-1347.3 Child Abuse Reporting
— Bul-5167.0 Code of Conduct with Students
— Bul-5747.1 Abolition of Corporal Punishment
- MEM-6338.2 Mandatory CAAT & Resources
(CHILD ABUSE AWARENESS TRAINING AND RESOURCES)



AGENDA TOPICS
(SECTION II)

EMPLOYEE ATTENDANCE

- BUL- 6307.3 New Certification of Absences Form
— Sign-in/Sign-0ut Policy (Payroll Concepts Manual)
ETHICS POLICY

— Bul-4748.0 Ethics Policy

FMLA & REASONABLE ACCOMODATION

— Bul-1205.3 Family and Medical Leave Act/CA
Rights Act Policy

— Bul-4569.1 Reasonable Accommodation for
Individuals with Disabilities

MANDATORY POSTINGS

— Bul-4991.6-Mandatory Posting of Regulatory
Notices Relating to federal and State
Employment Laws 4



AGENDA TOPICS
(SECTION 1II continued)

e Injury & Illness Prevention Program

- BUL-3772.3-Injury & Iliness Prevention Program
Requirements
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AGENDA TOPICS
(SECTION III)

e INTERNET SAFETY

— Bul-5688.1 Social Media Policy District
Computer and Network Systems

— Bul-5181.2 Policy Regarding Internet Safety
for Students




AGENDA TOPICS
(SECTION 1V)
NON DISCRIMINATION,
SEXUAL HARASSMENT & OSHA 300

e NONDISCRIMINATION INFORMATION
AND SEXUAL HARASSMENT POLICY
- Bul-4692.5 Sec 504 of the Rehabilitation Act 1973

- Bul-6612.0 Non-Discrimination and Anti-Harassment
(Including Sexual Harassment) Policy and Complaint
Procedure

- Bul-3349.1 Sexual Harassment Policy(Student to Student)
(Adult to Student) (Student to Adult)

- Bul-2521.1 - Title IX Policy / Complaint Process

e OSHA FORM 300:SUMMARY OF WORK
RELATED INJURIES

- Ref-5693.2 Cal/OSHA Annual Summary of
Injuries and Ilinesses



AGENDA TOPICS
(SECTION V)

e SUICIDE PREVENTION:
THREAT AND CRISIS INTERVENTION

- BUIE=-5800310sCrisis Preparedness,
Response“and Recovery

— Bul-2637.1 Suicide Prevention,
Intervention and Postvention (Students)

— Bul-5799.0 Threat Assessment and
Management (Student-to-Student,
Student-to-Adult)



GEN DA TOPICS
ECTION VI)

RM COMPLAINT PROCEDURES (.,
BUL-5159.6 Uniform Complaint Procedures

W LL : S/VALENZUELA COMPLAINTS
3 II|ams/VaIenzueIa Complaint

A4
J N
A | | -~

.ot _— t' >

n_
8« m 9

e



AGENDA TOPICS
(SECTION VII - DIVISION)

Bul-999.11 Responsible Use Policy (RUP) For District
Computers and Network Systems

Bul-6488.1 Drug Alcohol & Tobacco-Free Workplace

Bul-5798.0 Workplace Violence, Bullying and Threats
(Adults to Adults)

Overtime Policy
ITD Attendance Policy and Guidelines
Bul-5310.0 Use of Privately Owned Vehicles

Bul-6401.1 District Owned Vehicles, Policies,
Procedures, and Responsibilities

Information Protection Policy

Security of Personnel Information

Security of Personal Items / Board Rule 1266
Asset Management - Inventory Control Form



Bullying & Hazing Policy (BUL - 5212.2)

e Bullying and Hazing Policy (Student-
to-Student, Adult-to-Student and
Student-to-Adult)

e This bulletin also reaffirms the ?‘olicy
against bullying in all areas of the
District’s jurisdiction, updates the
definition and types of bullying and
provides recommendations on the
investigations, monitoring,
documentation and communication
regarding incidents of bullying and
hazing.
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Bullying & Hazing Policy (BUL - 5212.2)

e Bullying and hazing are part of a
continuum of aggressive or violent
behaviors.

e Some acts of bullying or hazing may
constitute other categories of misconduct,
such as assault, battery, child abuse, hate-
motivated incident, criminal activity, or
sexual harassment and, as such, violate
other District policies.
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Bullying & Hazing Policy (BUL - 5212.2)

I. DEFINITIONS

A. Bullying is any deliberate and unwanted severe or
pervasive physical, verbal, or electronic act* that has
the intention of, or can be reasonably predicted to
have the effect of, one or more of the following:

1. Reasonable fear of harm to person or property.

2. Substantially detrimental effect on physical or
mental health.

3. Substantial interference with academic
performance.

4. Substantial interference with the ability to
participate in or benefit from school services, activities,
or privilege.
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Bullying & Hazing Policy (BUL - 5212.2)

B. Hazing is a method of initiation or pre-
initiation into a pupil organization or body,
whether or not the organization or body is
officially recognized by an educational
institution, which is likely to cause serious
bodily injury, personal degradation or disgrace
resulting in physical or mental harm to a
former, current, or prospective pupil. Hazing
does not include athletic events or school-
sanctioned events [(CA Ed. Code § 48900(q,
r), CA Penal Code § 245.6)].
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All incidents must meet the impact criteria of
bullying to be considered as such:

A. Cyberbullying is committed by means of an electronic
communication device, such as a cellular phone, computer, or
tablet and may include messages, texts, sounds, images,
posts on social network, Internet websites, and the
creation of false profiles or credible impersonations of
another actual person without their consent (CA Ed. Code
§ 32261 (a-g), CA Penal Code § § 528.5 - 529).

B. Physical bullying includes intentional, unwelcome
acts of beating, biting, fighting, hitting, kicking, poking,
punching, pushing, shoving, spitting and tripping.

C. Social or relational bullying includes spreading rumors,
manipulating relationships, exclusion, blackmailing, isolating,
rejecting, using peer pressure and ranking personal
characteristics.
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Bullying & Hazing Policy (BUL - 5212.2)

D. Verbal and non-verbal bullying include
gossiping, making rude noises, name-calling,
spreading rumors, hurtful teasing and threatening
gestures.

E. Playful teasing is good-natured joking and name-
calling among friends with the intention of building
closeness. By contrast, bullying is malicious teasing
among individuals who are not friends with the
intention of invoking harm, fear or humiliation.
Teasing may have the unintended outcome of invoking
embarrassment, whereas in bullying, invoking
embarrassment is the intended goal. Teasing and
bullying may appear similar, but the differentiating
variables are the relationship between the parties
and the intention of the perpetrators. .




STAFF RESPONSIBILITIES

Model and enforce appropriate behavior by
creating an environment where mutual respect,
tolerance, civility, and acceptance among
students and staff are promoted, and students
understand that bullying and hazing are
inappropriate, harmful, and taken seriously

Be familiar with the indicators of and
appropriate responses to bullying and
hazing.

Communicate and reinforce positive behavior
expectations and norms

Intervene immediately and safely with any act of
discrimination, harassment, intimidation, hazing
or bullying

17



Bullying & Hazing Policy (BUL - 5212.2)
DISCRIMINATION AND HARASSMENT

e All pupils have the right to participate in the
educational process free from discrimination
and harassment.

e Protected categories include an individual's
actual or perceived sex, sexual orientation,
gender, gender identity, gender expression,
race or ethnicity, ethnic group identification,
ancestry, nationality, national origin,
religion, color, mental or physical disability,
or age, as well as a person’s association with
a person or group of these protected
categories, or any other basis protected by
federal, state, local law, ordinance, or
regulation.

18



Bullying & Hazing Policy (BUL - 5212.2)

e Intervene immediately and safely with any
act of discrimination, harassment,
intimidation, hazing or bullying.

e Report any complaints or incidents of
bullying or hazing involving a District
employee to the site administrator
iImmediately.

e Document incidents of bullying and hazing
iIn iISTAR and/or MiSiS.

19



Child Abuse Reporting BUL-1347.3

o All District employees are mandated reporters
of suspected child abuse or neglect.

e When two or more mandated reporters have
reasonable suspicion of child abuse and when
there is an agreement among them, one
report may be made by a single party
selected by mutual agreement. However, any
party who has knowledge that the designated
member failed to file the suspected child
abuse report (SCAR) shall thereafter file the
SCAR.
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Child Abuse Reporting BUL - 1347.3

e Mandated reporters with reasonable suspicion of child
abuse or neglect must: 1) call an appropriate local law
enforcement agency or Department of Children Family
Services (DCFS) immediately.or as soon as
practically possible (site administrator should
provide class coverage if needed); and 2) submit the
written report to the agency
of receiving the information.

e Failure to comply with this policy may subject an
employee to discipline, including dismissal,
and possible suspension or revocation of
credentials. Failure to comply may subject an
employee to personal civil and/or criminal liability,
which can result in the cost of defense and
subsequent related damages.
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Child Abuse Reporting BUL-1347.3- Continued

Child abuse can be committed by any adult
or any minor (e.g., child of any age to
another child)

Reportable victims of suspected child abuse
include any individual under age 18

Students age 18 or older who are
dependent adults can be reported as
victims of suspected dependent adult abuse
to an adult protective agency

Refer to District bulletin, BUL-2449.0,
“Dependent/Elder Adult Abuse and Neglect
Reporting Requirements”™)
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Child Abuse Reporting BUL - 1347.3 - Continued
Individual Employee Responsibilities

oAll District employees must sign
Attachment D,

—-Employee Acknowledgement of
Suspected Child Abuse Reporting
District Policy and Legal. ol
Requirements,” at thé time of initial
employment and again annually at
each site to whic e employee
IS assigned.

Please review bulletin 1347.3 (rev. 8/19/16)
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Child Abuse Awareness Training (BUL-6338.2)

e Child Abuse Awareness Training (CAAT)
s aimed to assist employees to better
|dbent|fy and report suspected child
abuse

e These trainings are part of the District-
wide initiative to ensure that all District
employees clearly understand their duty
to protect our students, their individual
responsibility as mandated reporters of
suspected child abuse and serve to
certify that employees understand their
responsibilities in reporting suspected
child abuse

24



Child Abuse Awareness Training (6338.2)

FALL

Bul-6338.3 Mandatory CAAT &
Resources

All employees are auto-enrolled and are
required to complete the Fall CAAT and
assessment annually between July 1
and no later than September 30.

FALL ASSESSMENT:

e After reviewing the Fall CAAT video, all
employees must pass the
assessment with a 100%
completion percentage to
demonstrate their knowledge and
comprehension.
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Child Abuse Reporting BUL-1347.3/6338.2

Individual Employee Responsibilities
(continued)

cNew employees hired after September 30 are
required to complete the Fall CAAT within 30
days of initial employment and annually
thereafter.

sEmployees who fail to complete this
mandatory training may be subject to
disciplinary action.
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Child Abuse Reporting Bul-6338.2 - Continued

Individual Employee Responsibilities
(continued)

*SPRING CHILD ABUSE AWARENESS
TRAINING

— ALL SCHOOLS AND OFFICES ARE TO CONDUCT THE SPRING
CAAT BETWEEN JANUARY 2 AND MARCH 17 ANNUALLY.
ALL MATERIALS REQUIRED TO FACILITATE THIS TRAINING
ARE AVAILABLE FOR DOWNLOAD AT THE CHILD ABUSE
AWARENESS WEBPAGE UNDER “OFFICES” IN THE
DISTRICT HOME PAGE.
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BUL - 5167.0 Code of Conduct With Students

The LAUSD is committed to providing a safe and secure
learning environment for its students. While the District
encourages the cultivation of positive relationships with
students, employees and all individuals who work with
or have contact with students are reminded:

eThey must be mindful of the fine line drawn
between being sensitive to and supportive of
students and a possible or perceived breach of
responsible, ethical behavior.

eThey are expected to use good judgment and are
cautioned to avoid the situations indicated in the
“Code of Conduct with Students.”
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BUL - 5167.0 Code Of Conduct With Students (continued)

e The purpose of this policy is to delineate those
situations and advise employees/individuals that,
when allegations of inappropriate conduct or
behavior are made, the District is obligated to
investigate the allegations and, if warranted, take
appropriate administrative and/or disciplinary
action.

e This policy is also a notification to administrators/
principals/supervisors/unit heads of their
responsibilities to provide notice and give clear
guidance to employees and all individuals who
work with or have contact with students regarding
the District document, “Code of Conduct with
Students.”

29



.o Angeles Unified School District

Code of Condu
il | with Student

The most important responsibility of the Los Angeles Unified School District (District) is the safety of our students. All
employees, as well as all individuals who work with or have contact with students, are reminded that they must be mindful
of the fine line drawn between being sensitive to and supportive of students and a possible or perceived breach of
responsible, ethical behavior.

While the District encourages the cultivation of positive relationships with students, employees and all individuals who
work with or have contact with students are expected to use good judgment and are cautioned to avoid situations
including, but not limited to, the following:

Meeting individually with a student behind closed doors, regardless of gender.

Remaining on campus with student(s) after the last administrator leaves the school site. (There are exceptions,
such as teachers rehearsing with students for a drama/music activity or coaching academic decathlon students,
with approval of the site-administrator in advance.)

Engaging in any behaviors, either directly or indirectly with a student(s) or in the presence of a student(s), that are
unprofessional, unethical, illegal, immoral, or exploitative.

Giving student(s) gifts, rewards, or incentives that are not school-related and for which it is directly or implicitly
suggested that a student(s) is (are) to say or do something in return.

Making statements or comments, either directly or in the presence of a student(s), which are not age-appropriate,
professional, or which may be considered sexual in nature, harassing, or demeaning.

Touching or having physical contact with a student(s) that is not age-appropriate or within the scope of the
employee’s/individual’'s responsibilities and/or duties.

Transporting student(s) in a personal vehicle without proper written administrator and parent authorization forms on
file in advance.

Taking or accompanying student(s) off campus for activities other than a District-approved school journey or field
trip.

Meeting with or being in the company of studenit(s) off campus, except in school-authorized and/or approved
activities.

10. Communicating with student(s), in writing, by phone/Email/electronically, via Internet, or in person, at any time, for
purposes that are not specifically school-related.

11. Calling student(s) at home or on their cell phone, except for specific school-related purposes and/or situations.

12. Providing student(s) with a personal home/cell telephone number, personal Email address, home address, or other
personal contact information, except for specific school-related purposes and/or situations.

Even though the intent of the employee/individual may be purely professional, those who engage in any of the above
behavior(s), either directly or indirectly with a student(s) or in the presence of a student(s), are subjecting themselves to
all possible perceptions of impropriety. Employees/individuals are advised that, when allegations of inappropriate
conduct or behavior are made, the District is obligated to investigate the allegations and, if warranted, take appropriate
administrative and/or disciplinary action.

Employees/individuals who have questions or need further information should contact their site administrator3er
supervisor, or may call the Educational Equity Compliance Office at (213) 241-7682.
July 15, 2008




BUL -5747.1 Child Abuse Reporting (Continued)

ABOLITION OF CORPORAL PUNISHMENT

e The purpose of this Bulletin is to restate and
reaffirm the importance of the District’ s policy
against the use of corporal punishment. By
action taken on October 15, 1984, the Board of
Education determined that the use of corporal
punishment as a disciplinary option at any
grade level and with any student was
abolished. Corporal discipline, in any form, is
not to be used within this District.
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BUL - 5747.1 Child Abuse Reporting (Continued)

ABOLITION OF CORPORAL PUNISHMENT

eUnder the law, “corporal punishment” is defined as willful
infliction of, or willfully causing the infliction of,
physical pain on a pupil.

eCorporal punishment refers to the intentional
application of physical pain as a method of changing
behavior. District employees are directed to not engage in the
use of corporal punishment, which includes but is not limited
to engaging in @ mutual physical altercation, food deprivation,
hitting, painful body postures, pinching, pushing, shaking,
slapping, tripping, use of excessive exercise drills, or
prevention of use of restrooms.
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ADMIN CERTIFICATION TRAINING
SECTION II

I. EMPLOYEE ATTENDANCE

a. New Certification of Absences Form

(Bul-6307.3) .

II. ETHICS POLICY
(Bul-4748.0)

X
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Attendance
Review



e LAUSD’s Attendance Goal is for all District
employees to be at work 96% of their assigned

basis.

e The data is retrieved from the SAP Attendance
Report
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€ a €lr work stations on time every workKing day,

— Comply with legal restrictions, LAUSD policy and procedures,
and the respective collective bargaining rules regarding
reporting of absence and providing appropriate documentation

e The LAUSD Board of Education expects supervisors to:

— Explain and insist upon regular attendance, maintain accurate
employee attendance records, monitor employee attendance,
provide performance feedback to employees and enforce
employee attendance policies and standards through employee

performance evaluations and the discipline process.
36



ITD Employee Attendance Polic

guidelines
either a verbal

5 10 Verbal
Conference

7 13 Written
Conference

e Further incidents will result in progressive discipline
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What is a 96% Attendance Rate?

Basis Assigned Assigned Maximum No. of
Days Hours unprotected absences
to achieve 96%

A 261 2088 10
E 234 1872 9
B 221 1768

C 193 1544 7
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Protected hours are not considered when calculating an
employees attendance rate.

Protected Hours Unprotected Hours
CFRA - California Family Half-Pay Iliness
Rights Act

FMLA - Family Medical Iliness

Leave Act

Jury Duty Personal Necessity

Kin Care (Labor Code 233) Unpaid Time

PDL - Pregnancy Disability = Workers’ Compensation™*
Leave

39



Staff Attendance Overview
ITD will:

MONITOR RECOGNIZE ENGAGE OUTREACH

Review Certificates Training Offer FMLA

Attendance

Monthly Bulletin Posters Counsel &
Boards Guidance

Check for

increase in Meetings

unprotected

absences
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New Certification of Absence Forms
BUL-6307.3

e The updated forms replace
Certification/Request of Absence for
Iliness, Family Iliness, New Child (Form
No. 60.ILL: 7/8/2015) and
Certification/Request of Absence for Non-
Illness (Form No. 60.NON-ILL; 7/8/2015) -
Both revised 7/01/16

e Form No. 60.ILL has been revised to
include statements indicating receipt of
FMLA supporting documents, FMLA
supporting documents are on file and the
usage of time code SBTM for eligible
Substitute/Temporary employees.
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Changes Continued... BUL-6307.3

Note: All types of absence selections must be
made according to the applicable Board Rules,

Personnel Commission Rules, Collective
Bargaining Agreements and District Policies
governing the employee.

The types of absence for Iliness are:

I. Employee’s personal
illness/injury/disability/Medical
Appointment/Accident

II-—

III. Employee’s pregnancy-related
iliIness/disability.
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...Reasons for Iliness Absences -
BUL-6307.3

IV.Iliness/injury/disability/accident of
employee’s family member - the employeeH
may request to use up to six (6) days per
their collective bargaining agreement[zr up
to seven (7) days per their collective

bargfqining agreement of nal n i

However kin care is restricted fo
the use of illness for a parent, child, registered

domestic partner or spouse, per Labor Code
Section 233 Zkin cares.

V. Employee’s time-off for new-born/newly
adopted/new foster care.

r
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...Reasons for Non-Illness Absences -
BUL-6307.3

Reasons for Non-Illness:

lii. Automobile failure if required for work
performance (for employees in bargaining units A, B,
C,D&5)

V. Religious holiday of employee’s faith
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...1ypes of Non-Illhess Absences -

BUL-6307/.3

Additional Reasons...

« Jury duty or appearance in court under order — is an
acknowledgment, but employee must provide the
appropriate notification and documentation

« Vacation — For eligible regular classified and certificated
“A” basis employees. This request Is subject to approval
only. The certification statement does not apply and no
additional explanation is required.

« Other absences — not specifically indicated above but
provided in the collective bargaining agreement and PC
Rules.
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Los Angeles Unified School District

CERTIFICATION/REQUEST OF ABSENCE FOR ILLNESS, FAMILY ILILNESS, NEW CHILD
EMPLOYEE INFORMATION (Please Print)

Last Name First Name ML ‘ Employee No.

Waork Location Name Job Title Substitute/Te Eup]m'ee s Telephone
[0 ¥es No

REASON FOR ABSENCE

1. Startmg date ofabsence [/ Last date of absence (expected) { !
“Mo. Day  Yr. Mo. Day Y

2 Total tme (expected) of absence: ____ days; ____ hours.
NOTE: This form does not supersede or replace the Leave of Absence Request Form (PC Form 5006 or HR. Form 1065), when
required.

3 Se‘llect appropriate type of leave:
The followmg types of absence may qualify for protection under the Family and Medical Leave Act (FMLA") andlor the
California Family Rights Act ("CFRA"). You may request protection if the absence is covered under the qualifying conditions.
LAUSD may also, on its own, dmguateanabsame’lm‘easmm if the absence mests legalreqwmls

[04) My Personal Niness/Injury/DisabilityMedical A;pomhnmtﬁm:mdmt [See #6 & 8 below ]

[OB) My Occupaticnal Ilness/Injury or Act of Violence..... [See #6 below ]

[JC) My Premancy-related Ilness/Disability.... [See #6 below ]

Om l]lmsp’Ln]my:"stab]htyfAmdmi—My Famlly\ienter (relation [Ses #6 below ]
(Personal Necessity requested ; Kin-Care requested )|

[ E) Time-off for New-Bom/Newly adopted New foster care Provide venfication

NOTE: Absences “A” through “C" may qualifv as Illness leave; “D”, and “E” as Personal Necessitv; “D* may also be Kin-Care.

FMLA/CFRA INFORMATION

4 Isthe absence due to a “serious health condition” (see separate FMLA form for Definitions).. OYes [ No
Note: To confim serious health condition, you are requured to retum “FMLA Certification of Health Provider within 13 calendar days
5. Do you request FMLA/CFRA protections? (See District website or your supervisor for FMLA facts). ... [1Yes [] No

IMPORTANT LAUSD INFORMATION

‘Physician Statement’ is required if absence is over 5 consecutive days or if required by Administrator under LAUSD Rules. ‘FMLA
Certification of Health Care Provider’ is required if FMLA/CFRA protections are being requested.

6. Isthe appropriate medical certification submitted with this request? [JYes [] Ne [] Not Required (new child)
NOTE: If the answer is “No®, the correct medical certification must be submitted separately and prompily.

7. Isthe request bemg made for impaid leave/absence? OYes [] Ne

8. Eligible Substitute/Temporary employee as part of the Healthy Workplaces Healthy Families Act, use SBTM time code.

T certify I was/will not be employed elsewhere dunng my regular work hours withm the time period claimed on this certification, umless takng
vacation. I certify miy absence during fhus period was not and is not for participating in a stnke/work stoppage or because of my unwillingness
to cross picket Imes and I would have been available for duty if it had not been for the reason cited above. Furthermore, I certify my absence
during my hours of assigned duty is because of the above listed reason in accordance with any applicable BoardPC rule or Collective
Bargaining Agreement. I also agree and authorize that once the comect benefit usage charged above is processed, any ineamed wages paid as
aresult will be collected from the next payeheck. I declare under the penalty of perury that the fore gomg is true and correct.

Employee’s Signature: Date:
For Administrator/Supervisor: Is the FMLA supporting documentation received/on file? OYes[d No
Is the FMLA approved? [ Yes [J No
Explanation
Usesepm-afepapa' if’ neaiezﬂ
istrator/Supervisor’s Ackmowledgment/Approval:
Print Name Signatre Date

v Mz —

Los Angeles Unified School District
CERTIFICATION AND/OR REQUEST OF ABSENCE FOR NON-ILLNESS

EMPLOYEE INFORMATION (Please Print)

Last Name First Name

| ML | Employee No,

Work Location Name Job Title Employee’s Telephone

()

REASON FOR ABSENCE

1. Starting date of absence Last date of absence (expected)

Mo. Day Mo. Day Yr

2. Total time of absence d.m.
NOTE: This form does not supersede or replace lm\e ol Absence Request Form (PC Form 5006 or HR Form 1065), when
required.
Select the appropriate type of absence:
Typically, anesohbsamdoMqumf\ for the Family and Medical Leave Act (‘FMLA") and/or the California Famly Rights
Act ("CFRA"). However, if the reason meets legal requirements, you may request such FMLA/CFRA protection. LAUSD may also, on
its own, designate an absence as FMLA/CFRA protected, if information indicates that the legal requirements are met

A) Accident or [mmment Danger to My Property (see rule’)...... . Explain
B) Accident to Family Member's Property (see rule)...................c.ooccooo... Explain
C) Auto failure (up to 2 hours) if car used for work (see rule’) Explan
D) Registration or Final Exam in Higher Education (see rule’)... <. Explain
E) Religious Holiday of My Fauth Explamn
F) Bereavement (seerule?).................oooooroooooooocroroorerrerccereercrer.... 1dentify Family Relation

Conference Approved by District ... Provide venfication; Explam

Jury Duty, or Appearance in Court under Order. ... ..........cococcovvemruee . Provide documentation from the Court

Vacation (All regular classified employees & Certificated A basis) Subject to Approval

Other Absences (identify
NOTE: Absences “A™ through “E" may qualify as Personal Necessity.

oooooopooooo

Additional Explanation, if needed

1 certify I was/will not be enployed elsewhere dunng my regular work hours within the time period claimed on this certification, unless taking
vacation. I certify my absence during this peniod was not and is not for participating in a strnke/work stoppage or because of my unwillingness
to cross picket lines and I would have been available for duty if it had not been for the reason cited above. Furthenmore, I certify my absence
dunng my hours of assigned duty 1s because of the above histed reason m accordance with any applicable Board/PC rule or Collective
Bargaming Agreement. 1 also agree and authorize that once the correct benefit usage charged above 1s processed, any uneamed wages paid as a
result will be collected from the next paycheck. [ declare under the penalty of perjury that the foregomng is true and correct

Employee’s Sigi Date

For Administrator/Supervisor: Is the FMLA supporting documentation received/on file?
Is the FMLA approved? [] Yes [J No

Use separate paper, if needed)

OYes[J No

Administrator/Supervisor's Acknowledgment/Approval:

Prnt Name Signature Date

For Administrator/Supervisor: Do you approve the requested absence? Yes O No O

Explanation (If No):

Form No. 60.ILL; Revised 7172016

! Rule to #3 A or B: Accident to property must be either your property or immediate family member's (either your family or spouse’s, such
as, parent, child, grandparent, grandchild, brother, sister, step/foster child or other relative living in employee’s mmmediate household)
Reference the specific section of the barganing unit agreement or any applicable Board/PC rule if another rel hup is clumed. |
danger to y mchudes only your property. and is occastoned by disaster such as flood, fire, or earthquake

Rule to#3.C: Refer to applicable bargaming unit agreement or any applicable Board/PC ule

* Rule to #3.D: Upon at least two days' notice to therr immediate supervisor, a classified employee shall be permitted to take any examination
and to participate m other District employment procedures duning working hours without loss of pay or other penalty. Ifless than two days’
notice 1s provided, permission to participate without loss of pay is subject to approval by the employee’s immediate supervisor. (PC Rule 784,
Paragraph B)
* Rule to #3F: The rule requires that the relationship be an immedhate famuly member meaning under LAUSD's definition for bereavement,
euha your family of spouse s family, such as parent, cluld, grandparent, grandchuld, brother, sister, step/foster cluld or other relative living m
hold Reference the specific section of the bargaining agreement or any applicable Board/PC rule if another

s
rdmaxsbxp 1s clamed.

Form No. 60.NON-ILL; Revised 070172016




ATTENDANCE POLICY BUL 6307.3

REQUIRED RECORD KEEPING...

e A time card is the District’'s official document
of an employee’s attendance/absence for time
reporting purposes. The use of the time card
iISs mandated in the Board Rules and is subject
to the District designated auditors.

o Completed and approved absence certification
forms are required “prior” to the reporting of
absence time.

e Records substantiating the time reported to
the Payroll Administration for salary payment
must be kept on file and retained at the
location for a period of five years in
accordance with the Board of Education
report.



Sigh-In/Sign-Out Policy (March 2014)

e All certificated employees shall, upon each
arrival to and departure from their assigned
work location, enter their initials on a form
provided by the District.

o All classified employees, except those
identified in Personnel Commission Rule 596
(over-time exempt), sign in by recording the
actual time of arrival but not earlier than the
assigned start time and sign out by recording
the actual time of departure but not later
than the scheduled stop time from their
assigned work location(s).

Payroll Concepts Manual
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Ethics Policy (BUL - 4748.0)

Policy

The LAUSD is committed to cultivating ethical
conduct to build trust and to improve
organizational performance.

It is the responsibility of al/l certificated and
classified staff (including substitutes and part-
timers) to be knowledgeable about LAUSD’ s
ethics policies and to take an active role in
promoting an organizational culture that
encourages ethical conduct.

This bulletin provides additional information
on the resources available to help district staff
address ethics concerns in a proactive and
transparent manner. 40



Synopsis of Existing Ethics Policies

LAUSD has four Board-approved ethics policies which staff
should be familiar with. A brief high-level synopsis of each
policy is as follows:

1. Employee Code of Ethics — addresses use of position, use
of resources, gifts, etc.

2. Conflict of Interest Code - addresses conflicts, recusals,
and mandated disclosure

3. Contractor Code of Conduct - addresses limits on
working with and for vendors

4. Lobbying Disclosure Code - addresses limits on
marketing and influence efforts

To access the above Codes, please go to the Ethics Office
website at:

http://achieve.lausd.net/Page/3048 or http://ethics.lausd.net/
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Employee Code Of Ethics Overview

Core Principles:

To help us achieve our mission, we are committed to three core
ethical principles:

1) Commitment to Excellence
2) District and Personal Integrity

3) Responsibility

eOur Code of Ethics helps develop trust by describing what the
public can expect from us, and what we can expect from each
other and our District. It plays a central role in our District’s
commitment to help District personnel achieve the highest ethical
standards in their professional activities and relationships.

eOur goal is to create a culture that fosters trust, commitment to
excellence and responsibility, personal and institutional integrity,
and avoids conflicts of interest and appearances of impropriety.
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Employee Code of Conduct continued...

Each District employee has the responsibility:

1.To set a good example of ethical conduct in his or her
LAUSD work.

2.To be familiar with LAUSD’s ethics policies and to
participate in annual training activities such as the
“ethics booster.”

3.To contribute to proactive and transparent
management of potential ethics concerns by raising
matters in a respectful and constructive manner.

4.To seek guidance from a supervisor or other
trustworthy source, if you are unsure of the most ethical
and responsible course of action.

5.To know that you are not just a role model to your
peers, but equally important to the students of the
LAUSD.

52



BUL-1205.3
Family and Medical Leave Act &
California Family Rights Act Policy

PURPOSE:

e The purpose of this bulletin is to outline
administrative procedures for
res||_:onding to employee requests for
FMLA/CFRA leave and to inform

employees of their rights and

responsibilities for taking FMLA/CFRA
leave. '
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FMLA BUL-1205.3
Family and Medical Leave Act &
California Family Rights Act Policy

This bulletin replaces BUL-1205.2, of the same
title, dated September 11, 2015. The content
has been revised to reflect changes in the
California Family Rights Act that were made to
more closely align with FMLA. Major changes
include:

1. Employer must notify employee of the
consequence of failure to provide adequate
certification at the time certification is
requested.

2. Employer can request recertification upon
the employee’s request for additional time
either in the duration of the condition or the
amount of leave needed.
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POLICY:

SECTION II

BUL-1205.3
Family and Medical Leave Act &
California Family Rights Act Policy

The District is committed to continued compliance with
the federal Family and Medical Leave Act (FMLA) and the
California Family Rights Act (CFRA). FMLA and CFRA
require that employers provide to an eligible employee a
maximum of twelve (12) work weeks of protected leave
per FMLA year for the employee’s own serious health
condition; the serious health condition of a covered
family member; to bond with the employee’s child after
the child’s birth; placement with the employee of a child
through adoption or foster care; or military exigency
leave for a covered service member. An eligible
employee is entitled to take up to 26 work weeks of
protected leave per FMLA year to care for a covered
military service member with a serious illness or m;ury
sustained while on active military duty.




SECTION II
BUL-1205.3 continued....
Family and Medical Leave Act &
California Family Rights Act Policy

. Where there is a conflict between the

provisions of FMLA and CFRA, the
provision which provides the greater
family or medical Ieave rights to the
employee will prevail.
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SECTION II BUL-4569.1 (rev. June 9, 2014)
Reasonable Accommodation
for Individuals with Disabilities

e The reasonable accommodation process requnres|
the cooperation of all involved fto ensure that
individuals with a disability are provided the
accommodation necessary to perform the|
essential functions of their job and receive the
benefits and privileges of employment.

e Federal and state statutes mandate that the

employer engage the employee/applicant in an
mteractlve process to determine effective
“reasonable accommodation” any time the

employee/applicant requests a reasonable
accommodation, or if the disability is known and
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SECTION II - BUL—4991.6 (sep 16, 2016)

Mandatory Posting of Regulatory Notices
Relating to Federal and State Employment Laws

The purpose of this Bulletin is to set forth the
policy and procedures for posting required

state and federal notices regarding employee
rights.

What you should know:

e All notices must be posted in an area
frequented by employees, where they are

highly visible, and may be easily read during
the workday.
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SECTION II BUL—4991.6 (CONTINUED)

Mandatory Posting of Regulatory Notices
Relating to Federal and State Employment Laws

The United States Department of Labor (DOL) has
revised two workplace notices:

1. Employee Rights Under the Fair Labor Standards Act

a) Added a section which advises that nursing
mothers, who are subject to the overtime
requirements of FLSA, are provided with reasonable
break time to express breast milk, and a place to do
so that is shielded from view and free from intrusion
by coworkers or the public. Public restrooms are
prohibited;

b) Revised enforcement provisions explaining
additional penalties for violations of the law; and,

c) Addressed misclassification of workers as
“independent contractors” when they should be
considered “"employees” under the law.




SECTION II BUL—4991.6 (CONTINUED)
Mandatory Posting of Regulatory Notices

MUST BE POSTED AT ALL TIMES

e There are a total of ten (10) documents that
must be posted; the seven (7) newly
compiled notices (Attachment A) and the
three (3) notices (Attachments B, C and D)
that were previously posted

e "Mandatory Employment Notices 1-3”, which
contained 19 individual notices, have been
compiled into seven (7) legal-sized (8.5 x
14) posters that each site must download,
print and post.

FEDERAL & STATE REQUIREMENT
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HEALTHY WORKPLACES/HEALTHY FAMILIES ACT OF 2014
PAID SICK LEAVE

Entitlement:

« An employee who, on or after July 1, 2015, works in California fer 30 or more
days wilhin 2 year from the beginning of employment is entilled to paid sick
leave.

Paid sick leave accrues al the rale of one hour per every 30 hours worked, paid
at the employee’s reqular wage rate. Accrual shall begin on the first day of
employment or July 1, 2015, whichever is later.

+ Accrued paid sick leave shall carry over lo the following year of employment and
may be capped at 48 hours or 6 days. However, subject to specified conditions,
if an employer has a paid sick leave, paid leave or paid fime off policy (PTO) that
provides no less than 24 hours or three days of paid leave or paid time off, no
accrual or camy over is required if the full amount of leave is received at the
beginning of each year in accordance wilh fhe policy.

Usage:

+ An employee may use acerued paid sick days beginning on the 90 day of
employment.
An employer shall provide paid sick days upon the oral or writien request of an
employee for themselves or a family member for the diagnosss, care or reafment.
of an existing health condition or preventive care, or specified purposes for an
employee who i a victim of domesfic violence, sexual assaut,or stalking

An employer may limit the use of paid sick days to 24 hours or three days in each
year of employment
Retaliafion or discimination agamst an employee who requests paid sick days or uses
paid sick days or both is prehibited. An employee can fi a complaint with the Labor
Commissioner against an employer who retaliates or disciminates against the
employee.
Far aftiional mSsmation you may contact your employer o e oe ofhe Labar Commissiner. Locate

the oice by locking s he st of offices on cur webile hifg3 sovidise DishiciOffoes bim using the
aiphabeSoal ising o s, locafions. and communiies. St is available i person and by eleghone

DLSEPald Sk Leove Posting %

ACCESS TO MEDICAL
AND EXPOSURE RECORDS ~ =s==

BY CAL/OSHA REGULATION
- GENERAL INDUSTRY SAFETY ORDER 3204 -
YOU HAVE THE RIGHT TO SEE AND COPY:

+ Your medical records and records of exposure to toxic
substances or harmful physical agents.

+ Records of exposure to toxic substances or harmful
physical agents of other employees with work
conditions similar to yours.

+ Safety Data Sheets (SDS) or other information that
exists for chemicals or substances used in the
workplace, or which employees may be exposed.

THESE RECORDS ARE AVAILABLE AT: Employee Relations Unit
333 5. Beaudry Ave,14th Floor, Los Angeles, CA 30017 (o)

FROM:

Person Responsile
ACOPY OF THE GENERAL INDUSTRY SAFETY ORDER 3204
1S AVAILABLE FROM: Office of Environmental Health and Safety

333 5. Beaudry Ave, 215t Floor, Los Angeles, CA 90017

The abave information satisfies the requirements of GISO 3204 (g), which may be fulflled
by posiing this placard n the workplace, o by any similar mefhod the employer chooses.

EMPLOYEE RIGHTS

EMPLOYEE POLYGRAPH PROTECTION ACT

The Employee Polygraph Protection Act
prol s most private employers from using
lie detector tests either for pre-employment
screening or during the course of employment.

Emp iy pronicited requesting
any emplayes of job anplicant to take a ke detector tect, and from
discharging, discipining, or discriminating ageinst an amploysa or
prospective amployea for refusing 1o 16ka & test or for exercising othar
rights under the Act.

EXEMPTIONS  Foderal, Stata and local govermments are not affactad by the lew. Also,
the law doss not appiy to 1ests given by the Fedsral Governmant to

Tha Act parmits polygraph {a kind of lie datector) tects to be administered
inthe privata Sactor, SUBJaCt 1D FRSITICTONS, 10 Caftain PrOSPACtiva
mpioyees of secuity sarvics firme farmored car, alerm, and guard), and
of phamageutical manufacturers, distrioutors and dispancers
The Act i of cartain
Of pivats frms who ars reasonably suspected of involvement
in & workplaca incident (tnef, smbszzisment, atc) that reculted in
aconomic loss 1o the ampioyer.

Tha law doss ot preampt any pravision of sy Stata or local law o any
collectiva bargeining agreemant which is MorS resvictive With respact to
lia detector t8sts.

Whers polygraph tasts ara permitted, thay are Subject 10 NUMBoUS strict
standards concarming the conduct and length of the test, Examiness
havs & nUmber of Speciic fights, nciuding the right to & wiitian notics
befors tacting, tha right to rafusa or discontinua & test, and the right not
o have tast results disciosed to unauthorizad parsons.

Lanor may bring court
‘asseat civil panalties against violators. Employess of job applicants may
aleo bing their own court acions.

THE LAW REQUIRES EMPLOYERS TO DISPLAY THIS POSTER
WHERE EMPLOYEES AND JOB APPLICANTS CAN READILY SEE IT.
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MANDATORY EMPLOYMENT NOTICES 2 OF 7

Equal Employment Opportunity is
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State and Local Educational Insti
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EMPLOYEE RIGHTS

UNDER THE FAMILY AND MEDICAL LEAVE ACT
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For additional information or to fle a complaint:

1-866-4-USWAGE

(1-866-487-9243)  TTY: 1-877-880-5627

www.dol.gov/whd

&N DEPARTMENT OF FAIR EMPLOYMENT AND HOUSING

N FAMILY CARE AND MEDICAL LEAVE (CFRA LEAVE)
AND PREGNANCY DISABILITY LEAVE

Under the California Family Rights Act of 1093 (CFRA), if you have more than 12 months of service with
s and bave worked at least 1,250 hours in the 12-month period before the date you want to begia your
leave, you may have a right to family care or medical leave (CFRA leave). This leave may be up to 12
workweeks in a 12-month period for the birth, adoption. or foster care placement of your child or for your
own serious health condition or that of your child, parent or spouse. While the law provides oaly napaid
leave, employees may choose or employers may require use of accred paid leave while taking CFRA leave
under certain circomstances.

Even if you are mot cligible for CFRA leave, if you are dissbled by pregnancy. childbirth or a related
medical condition, you are entitled to fake 2 pregaancy disability leave of up to four months, depending oa
your period(s) of actual disability. If you are CFRAcligible, you have cestain rights to take BOTH a
preguancy disability leave and a CFRA leave for reason of the birth of your child Both leaves coatain a
gvarantee of reinstatement—for pregnancy disability it is to the same position and for CFRA it is to the same
or a comparable position—at the end of the leave, subject to any defense allowed under the law

If possible, you must provide at least 30 days’ advance notice for foreseeable events (such as the expected
birth of a child or a planned medical treasment for yourself or of a family member) For events that are
unforeseeable, we need you to uotify us, at least verbally, as soon as you leam of the need for the leave
Failure to comply with these notice rules is grounds for, and may result in, deferral of the requested leave
wntil you comply with this notice policy.

We may require cestification from your bealth care provider before allowing you a leave for pregasncy
disability or for your owa serious bealth condition. We alse may require certification from the bealth care
provider of your child, parent or spouse, who has a serious health condition, before allowing you a leave to
take care of that family member. When medically necessary. leave may be taken on an intermitient or
reduced work schedule.

If you are taking a leave for the birth, adoption, or foster care placement of a child, the basic minimum
duration of the leave is two wesks, and you must coaclude the leave within one year of the birth or
placement for adoption or foster care

Taking a family care or pregnancy disability leave may impact cestain of your benefits. If you want more
information regarding your eligibility for a leave and/or the impact of the Jeave on your beefits, please
coatact yous supervisor or the Abseace Masagemeat Unit of the Integzated Disability Management Branch

Sf Risk Masazement aad Tosurance Services at 013) Sorbyenalat fnla@iausd et
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CALIFORNIA LAW PROHIBITS
WORKPLACE DISCRIMINATION AND HARASSMENT

‘The California Department of Fair Employment and Housing (DFEH) enforces laws that protect you
from illegal your actual or perceived:

* Aneestry
« Age (40 20d abuve)
Calor

+Disal qwmmmmmms;

.mﬂlmwmmmm«mnm)

« Military or veteran stafus

* itlaal g ol Lngng e ad i f re's s i o pce e
the United States is

lm(mmmhsﬂmm)
childbith,

and Housing 12900 through 12996)
and.itsimplementing repulations (California Code of Regulations, ifle 2, sections L100D throagh 11141y

» Prokibit harassment of employees, applicats, nnpaid isters, voluateers, and independect
cortiactors by any persons and require employers 10 take ll reasanabie steps to grevent barassment. This
Vs i

bamassment,
childbirth, breastieeding andlor related medical conditioss, as well a5 harassment based o al other
characteristics lisied above.
~Require that o each of their emgpl the narure, illepality,
‘and legal remedies that apply fo sexnal harassment. Enqlrymmxjdtrk-nhpﬂnrmpﬁhmﬁm
forth in Califbrnia e section 12050, o¢ use 2

DFEH.

« Require employers with 50 or more employees and all public enfities to provide sexual
Barassment and abusive conduct prevention traming for all supervisors.

Mhmﬂqmﬁmhmwpﬂﬂmghmdml_pmumwuﬂmmmm
justified.
s for violain. Also

xmhrmuxuwlwyee

« Permit j humtee to file camplaints with the
DFEH aginst an employer, emgloymet ageacy, or Laber unioe that fis 0 grant equal employment as
required by law.

m—ummwmﬂ»mwmxwmmm
assiguments_ fermination. ot any femm, condition, or of employment.

»nmmﬂwnmrhymmndmmmwmmmm
‘and employment referra records for a minimum of two years.

- Require employers ta pravide leaves of up to four moaths to cmployees dissbled becanse of
Mmm.mmm

an employer to provide layes, on the
mﬂmmmmmmwr&mf‘tmmmmm
emplayees to take up to 12 weeks leave
mlllmmﬁpundﬁwh:bulhwhrhﬂd,lhphmmluﬁdﬂdﬁ:nﬂnphmmﬂnﬂum foran
emplayees gwn sericus health conditicn; or o care for a parens, sponse, or child with a serious health
condition. The lawr also requires employers to post a pofice informing employees of their family and medical
leave sights.

« Require employment agencies to serve all applicants equally, refuse discriminatory job orders, and

e : - ‘e biring ipiics bl

helip wanted adverts that

o

« Prahibit umions iscriminating in member ad:

jobs.

~ Prakibit retaliation aguinst 2 person who opposes, reporis, or assists another person fo oppase
4w

“The law provides for remedies for individuals or

harassment in the workplace. mmmmmm mn e,

T,
@

Iy = fom kit PLEASE READTHIS
NOTICE.

DEPARTMENT OF FAIR EMPLOYMENT & HOUSING

Tools Sign

* Your emgioyes oy reqine e you may ccose t useany aveilble sick lexve during your FDL.

'YOUR RIGHTS AND OBLIGATIONS AS A PREGNANT EMPLOYEE

« Caliornia| s pregeancy,
cibdthoray. ldnxl:mdmlwﬁhmﬁﬂ'zmlwbetwu e ey, Calsa o oo
prlibits mployers Bom deyng o imfrfring e s o

« Yourespoper b am obligaton o

* seasouably aocomenodate your il nesds eed o peeguancy, chidbins o et couditions (ach a5
Iy iy vadzg h chair. & 3

Y i ¥ ou FEL

frthe dimion ofyorr e

* Taking PDL sy Ecpoct cetain of you benefits e yonw sesiciy date, lease cosfact yow el i
it

“Ipusbley -
ofackillor werself) Forevents
us, 2 et vl 5 50cm 2 o e of e e o e e lﬂmm‘uqﬂ\wﬂh_mmmﬁﬁ
grounds f, s mayreult . defealof e eqpested eave ol you commpy i his e palicy.

e’

Notice Obligatians as an Emplages.

* Giveyour obtamn a transes, or take PDL.

s orbeardons posiSce(uhere s & aalable) x s

youmus! give o explayer i icient e
mems 30 day sdm!muﬂtﬁdxﬂﬁumﬂtmamnﬂm tramsfr, or POL s freseesble,

-

ot

+ Provade s Writien Madhcal Ce Your Healh Cane Provider Excegt

. your employer may reite o o sty a it medicacertication freem your

ek cee i o s 171
JOURpreguaney o, i certin tances, o a congarstl ob. Taking PO, borwerer, sy ot prtect you e
conJenverelaed employmnent achions, s asa oy

© provie  reasonsble amcunt of beek fme and s of a roven o ctr ocation i loe peosimity o the
anplogee’swek rcatoeapres eeact il nprivat a et e the Labor Code

‘cease-and-desist ordess, expert witness fees, "s fees and costs,
emofional distress damages.

Job applicanis, unpaid inters, and employees: If you believe you have experieaced discrimmation or
‘barassment you may file a complaint with the DFEFL
Independent contractors and volunteers: If you believe you have beea harassed, you may file a.
‘complains with the DFEH.

Complainis must be filed within ane year of the lastact of discrimination harassment or, for victims who are
nder the age of 18, not later fham one year after the vickim's ighieeath birthdry.

For mose information coatact (S0) $84-1684; TTY (800) 700:2320;

*BOL itk e but fir e pesiodof
Sl e provider deenizes o i fime ou wll zeed

°Oae

- nead fry gicm, tomsfercr PO e seed o m
emerracy b, ou s time frame your

s cood it efnts Your

enmploper st provideat east E cerificainn. gloyer for a oopy.

ofa medial cerficatio fm 1 give o you st e proider o conplee

+ PLEASE NOTE tiat i you £l o gve your ifyour

i,
‘scconmnodation, transfis, or PDL.

Addiions] Rights under Califursia Famity Rights Act (CFRA) Leave

aty

o e

© PO sy inclnde, bk 5 ot s f, ackiional e sore Gt braks, e for presatl o posizaal
frSrp—

+You o may be e

baverncre than [ meuihs of 4

L.zdnzvmnumh@nmkamThu]mtmawbﬂpml‘mhuhmaLm‘pzrniﬁnﬂrhrﬂx

sdoption, o st cae placemen of your chld o o your oD sious beskh coediton (sot esed o

preguancy)or s ofyourchld, peree o souse. While e bw providesculy opaid leave, nployees may

choese o eployes may sequie s of accrued gaid Jeave while kg CFRA Jeave vndr st
——

under the Calafornia F nnih ﬂgﬁ.t ’-.dorf]?ﬁ (CERA)if you

re———

becanse he or she possesses a driver's |
the Unibed Stafes is authorized under federal law.

« Requi loyers to

he ired (916) 126-5285; ca go or

12950 md C: itle 2, section 11013, require all

eligic and practices, including fhe wearing ligious clothing, aad
hair styles, facial hair, or body hair, which are part of an indfvidual"s observance of his ot her religious beliefs.
job applicants with a disability fo

« Requis IS
ensble them 1o perform the cssential functions of ajob.

fhis Tmust in hiring offices,
‘boards, in employmest ageacy waiting rooms, unioa halls, and other places emplayees gather.
In it the Cal ode and ADA requir can be made
avail M.mmmwwmawm.gmaaummmmmﬁrm

DFMMWWMBIMW’MM’MW

SPOL don all t ance bt caz e s e basis as e by your e
care providr, ichding ket e or 2 e week scbedile, ll o which coucts agaist o for
‘ot enlsees o lezve

i ¥ 5 Youmayibo
Califormal

et an e avalshity CFRA lave, please review o el s otice
regarding the bty of CFRAleeve

‘Thismotioe is 2 ummary of yourrig

your mmum
Deparent Websieat
$841684 The txt of he FEFI sed the regnltons inenyetiog # ae avallable on the Depertcat of Fair

Emmw !

At your isrefion, youcan ey vecaion ar other eid e off diring your FOL

3 Web st af o dfth.ca gov

Comment




Whistleblowers

™

File Edit View Window Help

BUL-4991.6_MandatoryPosting_AttachA-D_91616.pdf - Adobe Acrobat Pro = e | = I
=

lsozbh BT costomize ~ | 7]

ERERE=NE
WENONCS

Tools ] Sign ] Comment

B MANDATORY EMPLOYMENT NOTICES 4 OF A

Attachment A

The Division of Labor Standards Enforcement believes that the sample posting below meets the requirements of Labor
Code Section 1102 .8(a). This document must be printed to 8.5 x 14 inch paper with margins no larger than one-half inch
in order to conform to the statutory requirement that the lettering be larger than size 14 point type.

WHISTLEBLOWERS ARE PROTECTED

It is the public policy of the State of California to encourage employees to notify an appropriate
government or law enforcement agency, person with authority over the employee, or another
employee with authority to investigate, discover, or correct the violation or noncompliance, and to
provide information to and testify before a public body conducting an investigation, hearing or inquiry,
when they have reason to believe their employer is violating a state or federal statute, or violating or
not complying with a local, state or federal rule or regulation.

Who is protected?

Pursuant to California Labor Code Section 1102.5, employees are the protected class of individuals.
“Employee” means any person employed by an employer, private or public, including, but not limited
to, individuals employed by the state or any subdivision thereof, any county, city, city and county,
including any charter city or county, and any school district, community college district, municipal or
public corporation, political subdivision, or the University of California. [California Labor Code Section
11086

What is a whistleblower?

A “whistleblower” is an employee who discloses information to a government or law enforcement
agency, person with authority over the employee, or to another employee with authority to investigate,
discover, or carrect the violation or noncompliance, or who provides information to or testifies before a
public body conducting an investigation, hearing or inquiry, where the employee has reasonable
cause to believe that the information discloses:

A violation of a state or federal statute,

A violation or noncompliance with a local, state or federal rule or regulation, or

With reference to employee safety or health, unsafe working conditions or work practices in the
employee’s employment or place of employment.
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7 Employment
EDD;mr
NOTICE TO EMPLOYEES
UNEMPLOYMENT INSURANCE BENEFITS

This employer s registened under fie Calfomia Unemployment Insunce Code and s reparting wage credis fat are being acommuiated
oryou o be used s & basis for memployment insurance benafis.

+ Yo are ready, willng, a'dathnmﬂml-nnu or asstnucted by the Employment Development Depariment,

You may be eligible to receive unemploymant insurance benefits.
Enpiogess o Educafiona nsthdoes:

Unemglomer nszancebenefs bassg plye by 1 i o rengf may ol
O R Ay frefeing o work al e end o e recess peiod
{Calfomiz Unemployment Insurance Code Secion 1253.3). Benafis hased on ofher coverd empioyment may be payabie daring
mmminummwlrﬂ\wbnalwmmeimﬂihwsmﬁnﬁquﬂmgﬂmﬁﬂm

aiffiiet o eskish an rempk axciing wagss eamed fom a bk o ston
MNOTE: Some employees may be emempt fom unemployment and disabiffy nsurance coverage

File your clim by tekeghone or iemet
TollFreeTe Humbers

English 1-800-200-5616
‘Spanish 1-900-J26-8387
Canlonese 1-800-547-3506

Mendarin 1-866- 33070
Wiemamese 1-800-547-2068
TTY {Non Vaice) 1-800-415-9387

EDO'stemet Adeess to Completzand Submt Your On-Line Applcation:
hitps:eappiyduiddca gov.

Hoke: Fontacing s o e cam, you must cartactus by Friday o Rosive el e wesk.
Ifcaing, Mondays am our busies days. For asizr servoe, cal Tuesday Trough Thursday.
)

THIS EMPLOYER IS REGISTERED UNDER THE CALIFORNIA UNEMPLOYMENT
INSURANCE CODE AND IS REPORTING WAGE CREDITS THAT ARE BEING
ACCUMULATED FOR YOU TO BE USED AS A BASIS FOR:

10 wrk you may be

4/ eapplydui.cdd.ca. g/,

File by contacting 3 cusiomer
Engiish 1.
Caroeese 1
Mancarin |
Mail or Fax
e by msiling or faxing U1 Appiication, DX

Dlsahlllt)‘ nsurance

o sickness, injury, or pregnancy, you

Provisions, DE 2515, 1o each newy hirsd employes

PNate: If your emplayss maintains an appeoved Voluntary Plan for D covermge, conta

FOR MORE IMFORMATION ABOLT
ACT DI CLSTOMER >H<v|[ BY
it ot S 2

TV (FOR DIEAS OR HEARING IMPAIRED INDVIDUALS Y] 15 AVAILA

Paid Family Leave
ontributions)

Youur crrgkaycr must prick: a copy of
Ieaving wok 19 ca

comtact your emploper for sssistance.

ability OR

0
c NS
e S R A

OVE INSURANCE PROGRAMS,
ACTS TO CLAIM BENEFITS.
SITE AT www.edd.ca.gen.

T

REEMPLOYMENT RIGHTS

HEALTH INSURANCE PROTECTION

“You have the right ta be reemplayed in your civiien job if you leave thet
job to perform senvos in the uiformed s=rice and

% you ensure that your emplayer receives advance weitten or verbel
notice of your service:
you have fie years or less of cumulative service in the uniformed
servioes whiike with that. perticular employer

1 you cre gt 0 be oempioye, o st e restored i th b en
efits you would heve attained if you had ot been abeent due to
‘sanvice or. in some Geses, & Gompersbie job

RIGHT TO BE FREE FROM DISCRIMINATION AND RETALIATION

I you
% are & post or present member of the uniformed service

heve a:med far mambership in the uniformad service: o
% am tad to serve in the unformed service:

then an mployer may ot dany you
% initial emplyment:
reemplagrmen:
retention in employment:
promation: o
any benefit of smglayment
bacsuse of this status

In exkdition. en emplayer mey not reta

the enforcement of USEAIRA rights

statament in conection with @ proceeding under USEARA, even i
parson hiss no sarvics oannecticn

¥ you lesve your job ta parform miliar
to slect to continue your existing empiyer-

coverage for you and your dependants for up Lo 24 manths whik in
the milkary

Even if you don't o)
service. you heve the

heckh pisn when you

periode or exclusions le g .

or sarvioe-connected ilinesses ar injuries.

TrauC D=ps-mem of Labar, Vetarans Emplayment end Trairing
and resche complaints

ol gafvets. An intarsctie onlina USEARA Advizor can
be viawes at bty e dol. gou/elaws.us:

¥ you file & complaint with VETS and VETS ie unshis to resohe it,
you ey request thet, your case be refarred ta the Department
of Justics o the Dffics of Specis! Cownsel, == epplicable, i
represantation

ey lea bypass the VETS proce
geinst an smpioyer for

U.5. Department of Justice

7]
zuartmu of Labor

Difice of Spe: 1-800- 335-4550
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SAFETY AND HEALTH PROTECTION ON THE JOB FI_JT

WHAT AN EMPLOYER MUST DO:

OPERATING RULES FOR
INDUSTRIAL TRUCKS

—t

Sign

OPERATING RULES FOR
INDUSTRIAL TRUCKS

A8 e ployees s provide woek anc et e anfe s bt b

e oy, s s fose st e Goveeing o satety el
i Pt 140 25 o el n 5 v 13 o W 5 ke o e, o
S ey el

¢ i otar 55 vryone oe thejob i b e of s
cnimind rspony

‘s it . wenan 5 et iy A0S Tt rsanicn, G ot
your .

W munt be st of hagarcs your aeployees face on e Job snct knep 13-
-
mi“:""w‘“"" Folre b e a0 CoLA s St Shargis, manetey
or ey GG G B . B s a5 T EmA Maw =
T, oo fo sl in @
WHAT AN EMPLOYER MUST MEVER DO:

ervas pacmit 5. e ot s

ﬁ ki o -knu-m-vh-mlllm
P e e
T acpomio B ko by MDA stnbs
o pioe e th St e et o of sz

e o e e o it Tyt Pty Vet
e o s e
‘she warkplace 10 make sure your company is obeping job srisey and health leves.

o dpachn it 1 condt s 8 s et s Tk B a1
gty i hions o gttty sVt

Cooma e,

s el st picpen 1 b e s harreAd subatancis mhous ool

panaities of p o 7,000 smch
m“pmuﬁzu.’_ﬁ_&

m_ﬁ‘.'..'z'a'i\'au"“.‘“,m".‘?u‘”-&'.'.."“ S Bl e omen ettty
EMPLOYEES ALSO HAVE RESPONSIBILITIES:

HELP IS AVAILABLE:
furmation, sacired fams

=t s st sty far Yo can ahas comtact s
e b el ity and om0 b, Yo o e Snpaant Pl o, o o

et

Tall the FREE Worker

OFFICES OF THE DIVISION OF OCCUPATIONAL SAFETY AND HEALTH

IEADQUARTERS: 1515 Clay Strest, Ste. 1901, Oskland, CA 54612 — Telephene (S10) 286-7000
calosHA Services

Destrics Ofices
Ametcn G ) S 3 VL Armaran Coayon S450 | OPIG4D. 700
[revei o i) ESBREN  prea s e Omces
SRS
S0z - FremarcanumlV ety

]

General Industry Safety Order 3664
Operating Rules [Part {a))

(a) Every employer using indusial trucks ar indusirial tow
fractors shall post and enforce  set of operaling uies
including the appropriate rules lisied in Seclion 3650
(U8

General Industry Safety Order 3650
Industrial Trucks. General (Part (1))

() Industrial inicks &nd tow fractors shail be operated ina
sale manner in accordance with the following
operaling nues:

1) Only drivers suthorized by the employer and
rained in the safe operaions of mdusinal frucks or
industrial fow ractors pursusnt to Section 3568
shall be permilied bo aperate such vehicles.

{2) Stunt driving and harseplay are prohitited.

13} Mo riders. shall be permitted on vehicles unless:
provided with adequate riding facilties.

14) Employees shall not ride on the forks of It rucks.

{5} Employees shal nol place any part of their bodies.
outsid the running lines of an ndustrial truck or
between mast uprights or other parts of fhe fnuck
where shear or crushing hazards exist.

(5} Employees shal not be allowed o stand, pass, or
work under the elevatzd porfion of any indusirial
fuck, Ioaded or emply, unless i is efiecively
bilocked to prevent # from faling.

{7) Drivers shall check the vehicle at the beginning of
each shifl, and d i is found lo be unsafe, the
matter shall be reported immediately o a foreman
or mechanic, and the vehicle shall not be put in
senice sgan unil @ has been made safe.
Attenfion shall be given o fhe proger funcioning
of fires, hom, ghis, battery, coniraller, brakes,

mechanism, cooling sysiem, and fhe It
system for forklfis (forks, chains, cable, and Emit

)
{8) No truck shall be operated with a keak in the fusl
system.

(8) Vehicles shall not exceed the authorized or safe
speed, always maintaining @ safe distance from
other vehicles, keeping the fruck under posifve:
conrol at all fimes and all established trafic

preferably a fme lapse - 3 seconds - passing the:
same paint.

General Industry Safety Order 3650
Industrial Trucks. General (Part (t))

(10} Tnl:ummg mmmmnmsm
be pessed al intersections, bind spals, or
locations.

(#1) The diiver shall siow down and sound the hom
at cross aiskes and other locations where vision
is obsiructed If the load being caried obsiructs
forward view, the river shall be requirsd to
travel wilh the load trading.

(2} Cperators shal look in fhe direction of iravel
and shall not move a vehicle unfil certain that
all persons are in Ihe clear.

(13} Trucks shall not be diven up fo anyone
standing in front of & bench or other fixed
object of such sze hat e person could be
caught between the fruck and object.

Grades shall be ascended or descended

siowly.

{A) When ascending or descending grades in

excess of 10 percent, Ioaded frucks shal
be driven with the load upgrade_

(B) On all grades the load and load engaging
means shall be filed back if applicable,
‘and raised only &s far as necessary o
clear the road surface.

[C) Motorized hand and handirider rucks shal
be opersted on all grades wih the load-
‘engaging means downgrade.

The forks shall always be camed s low as
possible, consistent with saie aperaions.
When leaving & vehicle unsfiended ({the
operaior i over 25 feet (7.6 meters) from or out
of sight of the industrial truck), the brakes ars
set, the mast is brought 1 the vertical position,
and forks are leftin e down position, either:
[A) The power shall be shul off and, when left
on an icline, the wheels shall be blocked;
o
{B) The power may remsin on provided e
whesls are biocked, front and rear.
When the operator of an industrial ruck s
dismounted and within 25 feet (7.6 meters) of
fhe ruck which remains in the operator’s view,
fe load engagng means shall be fully
lowered, controls placed in neutrsl, and the
brakes set o prevent movement.
Confiomed iz fhe next page

General Industry Safety Order 3650
Industrial Trucks. General (Part (t))

Exception:

Forks on fork-equipped industrial irucks may be in
the raised posibon for loading and unloading if the
forks are raised no more than 42 inches above
the level where the are standing,
and the power is shut off, controls placed in
neutral and the brakes set. If on an inciine, the
wheeis shail be blocked.

Vehicles shall not ke run onte any elevator unless:

Iempiulydlfedel‘!ﬁl not be exceeded.
Once on an elevator, the industrial fruck’s power
shall be shut off and the brakes set

(19) Mickorized hand ftrucks shall enter elevators or
other canfined areas with the load end forward.

(20) Vehickes shall not be operated on floors, sidewalk
doars, or platforms that will not safely support e
Ioaded vehicle.

(24) Prior fo driving ono trucks, trallers and rallroad
cars, their flooring shall be checked for breaks and
other structural weaknesses.

{22) Vehicies shall not be driven in and out of highway
trucks and frailers at loading docks unbl such
trucks or trailers are securely blocked or restrained
and the brakes set.

To prevent raikoad cars from moving during
Ioading or unloading operations, the car brakes
shall be s=t, whesl chocks or ofher recognized
positive siops used, and biue flags or lights
displayed i with Sechion 3333 of
ihese Onders and Tale 45, CFR. Secbon 218.07
Which is hereby incorporated by reference:

The width of one fire on the powered indusisial
truck shall be the minimum distance maintained
from the edge by the fruck while it & on any
elevaied dock, platform, freight car or truck.
Railroad tracks shal be crossed disgonally,
wherever possble. Parking closer than 8 172 fest
rom the: centeriine of raimad fracks is prohibited.
Trucks shall not be loaded in excess of the raied
capasity

A loaded vehicle shall not be moved wnfil the load
is safe and secure.
Exireme care shall be taken when fiing loads.
Tiling forward with the lcad engaging means
elevated shall be prohibited except when picking
up & load.

@9)

30)

32)

[£=1)

General Industry Safety Order 3650
Industrial Trucks. General (Part (t])

Elevaled loads shall nol be flled fonward
except when e load is being depasited onlo
& slorage rack or equivalent. When stacking or
fiering, backward filt shall be limited i that
necessary ko stabiize the load.

The load engaging device shal be placed m
such a manner that the: load will be securely
heid or supported.
s;mm pmmmu shall be taken in e
and handing of loads by frucks
Caicpad wih alachnents, and dufng e
operation of these tucks after the loads have
been removed.

When powered indusiial frucks are used fo

open and clase doors, fhe following provisions

shall be complied wilh

(A} A device specifically designed for opening
u'dwngdw!dnlbemadhme

1B mmamwmummmem
shall be applied paraliel to the direction of
travel of the: door.

{C) The entire door opening operafion shall be
i full view of the operator.

(D) The fruck operstor and other employees.
shall be ciear of the area where the doar
might fall whie being opened

¥ lads are Wied by two or more fucks

working in unison, the iotsl wexght of the load

shall not exceed the combined rated liffing
capacity of all rucks involved.

When provided by the indusirial truck

manufacturer, an operalor restraint system

such as a seal bell shal be used.

Follow
operzting rules
50 that
everyone s
safe

ting rules for industrial trucks

Operati

‘contained on this poster are current through
Register 2014, MNo. 16 Califomia Code of
Regulations (operative 7-1-2014).

Other rules may also apply.

Comment
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MANDATORY EMPLOYMENT NOTIGES 7 OF 7

Flbase Post Nt o Vour MIC Industy or Gocupaton Onder
OFFICIAL NOTICE

California
Minimum Wage

Mirimum Wags = Evary omployer shall myhuﬂ.smh—mmmmm fellowing:

$8.00 $9.00 $10.00

e ouebogrn damsey 1. 2508 par s begrng Jly 1, 2014 oe b Sagaing anuary 1,206

SUMMARY OF ACTIONS
Mmmnmsmm 53918t Calforis Lo

AL, Stz of 207 Calfuri
R o
oo b Soctans 2., and 3 of he Ganed i Vg Gdar, NI, St 1 gyl and o
4, Segaratiity. e ot e charged, Gonsatontwih is sacimrt, amesdmants ars mado v % minimem wage, |

Cophes of e et of
el

e
Division o Lator Ssndants Enforosment ofics,

. APPUCARITY
T v o he Ot kvl i e b b b s o e, e o i

ofthe
mpwdnhymamsu %, Apphicabill, and i e

par , o
Facive Juby 1, 7014, and 0ol st

gy ke i ot o o g e o P o ooy e o
OB GaTOP, 1 BMoURES 55 S May 1ok b3 s han T olowng:

wordar

Ondes, ur any pvase.
pasmmnaum«mmw ok, et _.nmm nrpmnimﬂby!mm e e s

et e e i e

vl o

Scupsion ordira. (588 Ordars 1=15, Secs, 4 and 19; and Order 16, m-wmvnuowmmwu-mu
the IWE's industy and ocowpaton orders,

Thress Arrvisents 1 e et Grcers shll b n et o of Ml |, 25140

EMPLOYEE RIGHTS

UNDER THE FAIR LABOR STANDARDS ACT
FEDERAL MINIMUM WAGE

$7.25--

'BEGINNING JULY 24, 2009

The law requires employers to display this poster where employees can readily see it

PAY Aissst

‘CHILD LABOR Rdeind
v o ok bezsrdcus By e Sacretaryof Labes, Voutes 14 e 16 years o mey.
e

e ekvteam beusl wage, e amager s e op the Merence.

[T ——

ENFORCEMENT

estine,

ADDITIONAL
INFORMATION

CALTFORNTA CODES
ELECTIONS CODE
SECTION 14000-14003

1000, (2) If a voter does not have sufficient time cutside of
working hours to vote at a statewide election, the voter may, without]
loss of pay, take off encugh working tine that, when added to the
woting tine available ontside of working hours, will enble the voter|
to wote,

b} No more than two hours of the tine taken off for voting shall
be without loss of pay. The tine off for voting shall be only at the|
beginning or end of the reqular working shift, whichever allows the
most. free tine for voting and the least time off from the regular
working shift, unless otherwise mtually aqreed.

{c) If the exployee on the third working day prior to the day of
election, mows or has reasen to believe that tine off will be
necessary to be able to vote on election day, the employee shall givel
the employer at least two working days’ notice that time off for
woting is desired, in accordance with this section,

001, Mot less than 10 days before every statewide election, every
enployer shall keep posted conspicuously at the place of work, if
practicable, or elsevhere where it can be seen as emplojees come or
g0 to their place of vork, & notice setting forth the provisions of
Section 14000.

14002, Sections 14000 and 14001 shall apply to all public agencies
and the employees thereof, as well as to employers and enployees in
private industry.

14003, Except in time of war or public danger, no woter is obliged
to perform militia duty on any election day.

State of Calfonia
Department of Industial Relafions
Division of Labor Standands Enforcement

PAYDAY NOTICE

RecuLAq pavoavs romeveLovees oF The Los Angeles Unified
{FIRMINAKE)

School District

CLASSIFIED MONTHLY PAY CYCLE: THE LAST BUSINESS DAY OF THE MONTH N WHICH
SALARY WAS EARNED.

SHALLBE AS FOLLOWS:

‘SEMHMONTHLY PAY CYCLE: THE 23RD OF THE MONTH FOR SALARY EARNED THE 15T
THROUGH THE 16TH. THE 8TH OF THE FOLLOWING MONTH FOR SALARY EARNED THE
16TH THROUGH THE END OF THE PREVIOUS MONTH. PAYDAY WILL BE ON FRDAY IF
THE 8THOR THE 23RD FALLS ONA WEEKEND.

CERTIRGATED MONTHLY PAY CYCLE: THE STHOF THE FOLLOWING MONTH IN WHICH
‘SALARY WAS EARNED. PAYDAY WILL BEON FRIDAY F THE STHFALLS ON A WEEKEND.

PAYROLL GALENDARS ARE AVAILABLE ON THE PAYROLL ADMINISTRATION WEBSITE
ATHTTP/ACHIEVE LALISD.NETIPAYRCLL

THS IS IM ACCORDANCE WITH SECTIONS 204, 204, 248, 205 AND 265
0F THE GALIFORNI LABOR CoDe

By Ebiz Espinoza

TITLE DiectorPeyol Administaton

Comment
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Attachment B

STATE OF CALIFORNIA - DEPARTMENT OF INDUSTRIAL RELATIONS
Division of Workers® Compensation

Notice to Employees — Injuries Caused By Work

You may be entitled to workers™ compensation benefits 1f you are injured or become 11l because of yvour job. Workers™ compensation covers
most work-related physical or mental injuries and illnesses. An injury or illness can be caused by one event (such as hurting your back in a
fall) or by repeated exposures (such as hurting yvour wrists from doing the same motion over and over).

Benefits. Workers' compensation benefits include:

e Mledical Care: Doctor visits. hospital services, physical therapy. lab tests, x-rays. medicines. medical equipment and travel costs that
are reasonably necessary to treat your injury. You should never see a bill There are limits on chiropractic. physical therapy and
occupational therapy visits.

Temporary Disability (TD) Benefits: Payments if you lose wages while recovering. For most injuries. TD benefits may not be paid
for more than 104 weeks within five years from the date of injury.

Permanent Disability (PD) Benefits: Payments if you do not recover completely and your injury causes a permanent loss of physical
or mental function that a doctor can measure.

Supplemental Job Displacement Benefit: A nontransferable voucher. if you are injured on or after 1/1/2004. your injury causes
permanent disability. and yvour employer does not offer you regular, modified. or alternative work.

Death Benefits: Paid to your dependents if you die from a work-related injury or illness.

Naming Your Own Physician Before Injury or Illness (Predesignation). You may be able to choose the doctor who wall treat vou for a
job injury or illness. If eligible. you must tell your employer. in writing. the name and address of your personal physician or medical group
before you are injured. You must obtain their agreement to treat vou for your work injury. For instructions. see the written information about
workers' compensation that your employer is required to give to new employees.

If You Get Hurt:

1. Get Medical Care. If you need emergency care, call 911 for help immediately from the hospital. ambulance. fire department or police
department. If you need first aid. contact your employer.

2. Report Your Injury. Report the injury immediately to your supervisor or to an employer representative. Don't delay. There are time
limits. If you wait too long. you may lose your right to benefits. Your employer is required to provide you with a claim form within one
working day after learning about your mmjury. Within one workang day after you file a claim form. your employer or claims admunistrator
must authorize the provision of all treatment. up to ten thousand dollars, consistent with the applicable treatment guidelines. for your
alleged injury until the claim 1s accepted or rejected.

3. See Your Primary Treating Physician (PTP). This is the doctor with overall responsibility for treating vour injury or illness.

* If you predesignated your personal physician or a medical group, you may see your personal physician or the medical group after you
are injured.
If vour emplover 1s using a medical provider network (MPN) or a health care erganization (HCQO). in most cases you will be treated
within the MPN or HCO unless you predesignated a personal physician or medical group. An MPN is a group of physicians and health
care providers who provide treatment to workers injured on the job. You should receive information from your employer if you are
covered by an HCO or a MPN. Contact your employer for more information.
If your employer is not using an MPN or HCO, in most cases the claims administrator can choose the doctor who first treats you when
vou are injured, unless you predesignated a personal physician or medical group.

4. Medical Provider Networks. Your employer may be usmg an MPN. which is a ‘group of health care providers designated to provide

treatment to workers injured on the job. If d d hy: -dical group prior to vour work 1y then
e e | —
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OFFICIAL NOTICE
INDUSTRIAL WELFARE COMMISSION
ORDER NO. 4-2001

REGULATING
WAGES, HOURS AND WORKING CONDITIONS IN THE

PROFESSIONAL, TECHNICAL, CLERICAL,
MECHANICAL AND SIMILAROCCUPATIONS

Effective January 1, 2002 as amended

Sections 4(A) and 10(C) amended and republished by the Department of Industrial Relations,
effective July 1, 2014, pursuant to AB 10, Chapter 351, Statutes of 2013 and
AB 1835, Chapter 230, Statutes of 2006

This Order Must Be Posted Where Employees Can Read It Easily
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L Please Post With This Side Showing ®
OFFICIAL NOTICE

Effective January 1, 2001 as amended

Sections 4(A) and 10(C) amended and republished by the Department of Industrial Relations,
effective July 1, 2014, pursuant to AB 10, Chapter 351, Statutes of 2013 and
AB 1835, Chapter 230, Statutes of 2006

INDUSTRIAL WELFARE COMMISSION
ORDER NO. 4-2001
REGULATING
WAGES, HOURS AND WORKING CONDITIONS IN THE

PROFESSIONAL, TECHNICAL, CLERICAL, MECHANICAL AND SIMILAR OCCUPATIONS

TAKE NOTICE: To employers and representatives of persons working in industries and occupations in the State of California:
The Department of Industrial Relations amends and republishes the minimum wage and meals and lodging credits in the
Industrial Welfare Commission’s Orders as a result of legislation enacted (AB 10, Ch. 351, Stats of 2013, amending section 1182.12 of
the California Labor Code, and AB 1835, Ch. 230, Stats of 2006, adding sections 1182.12 and 1182.13 to the California Labor Code )
The amendments and republishing make no other changes to the IWC's Orders.

1. APPLICABILITY OF ORDER
This order shall apply to all persons employed in professicnal, technical, clerical, mechanical, and similar occupations whether paid on
a time, piece rate, commission, or other basis, except that:
{A) Provisions of Sections 3 through 12 shall not apply to persons employed in administrative, executive, or professional capacities.
The following requirements shall apply in determining whether an employee's duties meet the test to qualify for an exemption from those
sections:
(1) Executive Exemption. A person employed in an executive capacity means any employee:
(a) Whose duties and responsibilities involve the management of the enterprise in which he/she is employed or of a customarily
recognized department or subdivision thereof, and
(b) Who customarily and regularly directs the work of two or more other employees therein; and
(c) Who has the authority to hire or fire other employees or whose suggestions and recommendations as to the hiring or firing
and as to the advancement and promotion or any other change of status of other employees will be given particular weight; and
(d) Who customarily and regularly exercises discretion and independent judgment; and
(e) Who is primarily engaged in duties which meet the test of the exemption. The activities constituting exempt work and non-
exempt work shall be construed in the same manner as such items are construed in the following regulations under the Fair Labor Standards
Act efiective as of the date of this order: 29 C.FER. Sections 541.102, 541.104-111, and 541.115-116. Exempt work shall include, for example,
all work that is directly and closely related to exempt work and work which is properly viewed as a means for carrying out exempt functions.
The work actually performed by the employee during the course of the workweek must, first and foremost, be examined and the amount of
time the employee spends on such work, together with the employer's realistic expectations and the realistic requirements of the job, shall
be considered in determining whether the employee satisfies this requirement.
(f) Such an employee must also earn a monthly salary equivalent to no less than two (2) times the state minimum wage for
full-time employment. Full-time employment is defined in Labor Code Section 515(c) as 40 hours per week.
(2) Administrative Exemption. A person employed in an administrative capacity means any employee:
(a) Whose duties and responsibilities involve either:
(i) The performance of office or non-manual work directly related to management pelicies or general business operations
of his/her employer or his/her employer’s customers; or
(i) The performance of functions in the administration of a school system, or educational establishment or institution, or




SECTION I1II BUL-3772.3
Injury & Iliness Prevention Program

e The bulletin has been issued by the Office of Environmental
Health & Safety (OEHS) and aligned with the California OSHA
requirements.

e California Code of Regulations mandate the District maintain a
safe & healthy workplace for employees. Corporate Criminal
Liability Act holds managers & corporations liable for
concealing knowledge of serious dangers to employees. The
IIPP has specific responsibilities and procedures assigned and
implemented to prevent employee injuries and illnesses. IIPP
must be available for review by an Occupational Safety &
Health Administration Officer (OSHA) during an inspection or
accident investigation.

e To view the Annual Mandatory OEHS Injury Iliness Prevention
Power Point Training Presentation, Please go to: - Click on
https://lausd.wistia.com/medias/cppwgl1625z (Ctrl + Left Click)
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AGENDA TOPICS
(SECTION III)

e INTERNET SAFETY
-Bul-5688.1 Social Medla Policy

-Bul-5181.2 Polic ?ardlng
Internet Safety for Students



SECTION III - INTERNET SAFETY

BUL-5688.1 - Social Media Policy for Employees
and Associated Persons (rev.reb. o1, 2012)

eThe District encourages positive relationships between
students, employees and associated persons. There is, however,
a distinction between being supportive of students and the real
or perceived breach of confidentiality or misconduct.

sEmployees and all associated persons who work with or
have contact with students are expected to follow all
District policies, including BUL - 999.11, Responsible Use
Policy (RUP) For District Computer Systems, and BUL -
5167.0, Code of Conduct with Students -
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Internet Safety - Continued

Social Media Policy for Employees and Associated Persons - Continued

Posting inappropriate threatening, harassing, racist, biased, derogatory,
disparaging or bullying comments toward or about any student, employee, or
associated person on any website is prohibited and may be subject to
discipline.

eThreats are taken seriously and are subject to law enforcement intervention,
including but not limited to formal threat assessments. [Refer to BUL - 5798.0,
Workplace Violence, Bullying and Threats (Adult-to-Adult)]

eUse of District logos or images on one’'s personal social networking sites is
prohibited. If you wish to promote a specific LAUSD activity or event, you may do so

in accordance with the Office of Communications and Media Services guidelines.

eMisrepresenting oneself by using someone else’s identity may be identity
theft. It is advisable to periodically check that one’s identity has not been
compromised.
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SECTION III - Internet Safety - Continued

Social Media Policy for Employees and Associated Persons - Continued

eAny employee or associated person engaging in inappropriate
conduct including the inappropriate use of social media sites
during or after school hours may be subject to discipline.

eNever share confidential or privileged information about
students or personnel (e.g., grades, attendance records,
or other pupil/personnel record information).

eUsers should have no expectation of privacy regarding their use
of District property, network and/or Internet access to files,
including email. The District reserves the right to monitor users’
online activities and to access, review, copy, and store or delete
any electronic communication or files and/or disclose them to
others as it deems necessary. [Refer to BUL - 999.11,
Responsible Use Policy (RUP) For District Computer Systems]
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SECTION III - Internet Safety

BUL - 5181.2 Policy Regarding Internet Safety
for Students (vay 1, 2012

« All students who are provided access to the Internet
must participate in an Internet Safety Education
Program.

 Teachers, administrators, and staff are responsible to
provide Internet safety education and must comply with
this policy.

- State and Federal laws require K-12 institutions to
provide a safe learning environment, which includes
Internet use at schools.

76



Internet Safety
Responsible Use Policy

BUL — 999.11 Responsible Use Policy (8/18/15)

e The District’s Responsible Use Policy (“RUP”) is to prevent
unauthorized access and other unlawful activities by users online,
prevent unauthorized disclosure of or access to sensitive
information, and to comply with the Children’s Internet Protection
Act (“CIPA").

e As used in this policy, “user” includes anyone using the computers,
Internet, email, chat rooms and other forms of direct electronic
communications or equipment provided by the District (the
“network.”). Only current students or employees are
authorized to use the network.

e Please take time and read the bulletin in it's entirety
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SECTION IV NON DISCRIMINATION,
SEXUAL HARASSMENT & OSHA 300

e NONDISCRIMINATION INFORMATION
AND SEXUAL HARASSMENT POLICY

- Bul-4692.5 Sec 504 of the Rehabilitation Act 1973

- Bul-6612.0 Non-Discrimination and Anti-Harassment
(Including Sexual Harassment) Policy and Complaint
Procedure

- Bul-3349.1 Sexual Harassment Policy(Student to Student)
(Adult to Student) (Student to Adult)

- Bul-2521.2 - Title IX Policy / Complaint Process

e OSHA FORM 300:SUMMARY OF WORK
RELATED INJURIES

- Ref-5693.1 Cal/OSHA Annual Summary of 1]
Injuries and Ilinesses



SECTION IV - NON DISCRIMINATION

BUL-4692.5 SEC 504 OF THE REHAB. ACT OF 1973

The District affirms that no qualified student with a disability shall,
on the basis of disability, be excluded from participation in, be
denied the benefits of, or otherwise be subjected to

discrimination, harassment, intimidation and bullying under any
District program or activity.

e The denial of equal access to District education programs and/or
activities and/or the denial of a “free appropriate public education”
(FAPE) on the basis of a student’ s disability(ies) is considered
disability-based discrimination under federal and state law.
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SECTION IV - NON DISCRIMINATION

BUL-4692.5 SEC 504 OF THE REHAB. ACT OF 1973

Policy continued..

e In addition, the District must provide
nonacademic and extracurricular services and
activities in a manner that ensures individuals
with disabilities have an equal opportunity to
participate.

e Similarly, the District must make reasonable
accommodations to its policies, practices and
procedures when necessary to ensure other
individuals with disabilities, such as parents
and the general public, are not discriminated
against on the basis of disability.
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SECTION IV - NONDISCRIMINATION
BUL-2521.1 TITLE IX COMPLAINT PROCESS

District prohibits discrimination & harassment based on sex
including, orientation, gender identity, pregnancy,
childbirth or related med condition, ethnicity (color race,
origin, ancestry), religion, disability (mental or physical), or
reasonable accommodation, age, marital status

Harassment based on any above is unlawful discrimination
& will not be tolerated.

District prohibit retaliation against anyone who files a
complaint or participates in an investigation.

Employee to employee discrimination harassment contact:
Equal Employment Opportunity Section (213.241.7685)
Beaudry 20th FI

website: http://achieve.lausd.net/Page/3494
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Bul-6612.0 Non-Discrimination and Anti-Harassment (Including
Sexual Harassment) Policy and Complaint Procedure
(Combines S-27 and 1893.1)

This Policy prohibits discrimination and

harassment or differential treatment on the
basis of race, gender/sex (including gender identity,
gender expression, pregnancy, childbirth, breastfeeding,
and pregnancy related medical conditions), sexual
orientation, religion, color, national origin, ancestry,
physical or mental disability, medical condition (cancer-
related and genetic characteristics), military and veteran
status, marital status, registered domestic partner status,
age (40 and above), genetic information, political belief
or affiliation (not union related), or any other basis
protected by federal, state or local law, ordinance, or
regulation. v



Bul-6612.0 Non-Discrimination and Anti-Harassment (Including
Sexual Harassment) Policy and Complaint Procedure
(continued)

. The District considers discrimination or harassment of

any kind to be a major offense, which can result

In disciplinary action to the offending employee up to and
Including termination.

« Any District employee who believes that she or he has been a
victim of discrimination or harassment by another employee or
nonemployee shall bring the problem to the attention of the site
administrator, designee, or her or his immediate supervisor so
that appropriate action may be taken to resolve the problem.
Complaints will be promptly investigated in a way that respects
the privacy of the parties concerned. The District prohibits
retaliatory behavior against anyone who files a complaint of
discrimination or harassment or any participant in the
Investigation of such a complaint.
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Sexual Harassment
Sexual Harassment Student-to-Aduit (BUL-3349.1)

Definitions: California Education Code and California Code of
Regulations define sexual harassment as ‘unwelcome sexual
advances, requests for sexual favors, or other verbal,
visual, or physical conduct of a sexual nature made by
someone from or in the work or educational setting,
whether it occurs between individuals of the same sex or
individuals of opposite sexes under conditions specified
in California Code of Regulations.”

LAUSD is committed to maintaining a working and learning
environment that is free from sexual harassment. Sexual
harassment of or by employees, students, or persons doing
business for the District, is a form of sex discrimination in that
it constitutes differential treatment on the basis of sex, or
actual or perceived sexual orientation or gender. As such, it is
a violation of state and federal laws and a violation of this
policy. 84




Sexual Harassment Policy
Sexual Harassment (Employee) BUL-3349.1 - Continued

The District considers sexual harassment to be a major offense,
which can result in disciplinary action to the offending employee
including but not limited to termination.

Any employee of the District who believes that she or he has been a
target of sexual harassment shall bring the problem to the
attention of the site administrator or designee so that
appropriate action may be taken to resolve the problem.

Complaints will be promptly investigated in a way that respects
the privacy of the parties concerned. The District prohibits retaliatory
behavior against anyone who files a sexual harassment complaint or
any participant in the complaint investigation process.

The District considers sexual harassment to be a serious offense
which can result in the suspension or expulsion of the offending
student in Grades 4-12.

Form from BUL-3349.1 can be used to report violation. 85



Attachment A
LOS ANGELES UNIFIED SCHOOL DISTRICT

NONDISCRIMINATION STATEMENT

The T.os Angeles Unified School District is committed to providing a working and learning environment free from
discrimination, harassment, intimidation and bullying. The District prohibits discrimination, harassment,
intimidation and bullying based on the actual or perceived characteristics set forth in Penal Code § 422.5, Education
Code § 220 and actual or perceived sex, sexual orientation, gender, gender identity, gender expression, race or
cethnicity, ethnic group identification, ancestry, nationality, national origin, religion, color, mental or physical
disability, age, or on the basis of a person’'s association with a person or group with one or more of these actual or
perceived characteristics, in any program or activity it conducts or to which it provides significant assistance.

Discrimination is different treatment on the basis of a protected category in the context of an educational program
or activity without a legitimate nondiscriminatory reason and interferes with or limits the individual’s ability to
participate in or benefit from the services, activities, or privileges provided by the District.

Harassment occurs when: (1) the target is subjected to unwelcome conduct related to a protected category; (2) the
harassment is both subjectively offensive to the target and would be offensive to a reasonable person of the same
age and characteristics under the same circumstances; and (3) the harassment is sufficiently severe, pervasive, or
persistent so as to interfere with or limit an individual’s ability to participate in or benefit from the services,
activities, or opportunities offered by the District.

Upon witnessing an act of discrimination, harassment, intimidation and/or bullying based on actual or perceived
characteristics of a protected category (as enumerated above), school personnel are required to take immediate steps
to intervene when it is safe to do so. Once a school or office has notice of discriminatory, harassing, intimidating or
bullying conduct, whether carried out by emplovees, students, or third parties, it should take immediate and
appropriate steps to investigate or otherwise determine what occurred and take prompt and effective steps
reasonably calculated to end the conduct, eliminate a hostile environment, if one has been created and prevent the
conduct from occurring again. These steps should be taken whether or not an individual makes a complaint or asks
the school or office to take action.

This nondiscrimination policy applies to all acts related to school activity or school attendance within any school or
office under the jurisdiction of the Superintendent of the I.os Angeles Unified School District.

For inquiries or conlplalnts related to discrimination, harassment, lnhnud‘ltlon and bullving of students based on the

Complaint Manager or:
Educational Equity Compliance OfTice E. Kevin O’Connell
District Section 5S04 and Title IX Coordinator
(213) 241-7682

For inquiries or complaints related to emplovee-to-emplovee, student-to-emplovee, or work/emplovment related
discrimination, harassment, or intimidation, contact vour school administrator or:

Equal Employment Opportunity Section
(213) 241-7685

Both Offices located at:
L.os Angeles Unified School District

333 South Beaudry Avenue — 20™ Floor
TL.os Angeles, CA 90017

MEM-5818.1 March 8, 2013
Office of General Counsel




Attachment B

DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES
DECLARACION ANTIDISCRIMINATORIA

El Distrito Escolar Unificado de I.os Angeles esta comprometido a mantener un ambiente laboral yv de aprendizaje
libre de discriminaciéon, hostigamiento, intimidacién y acoso escolar. El Distrito prohibe la discriminacion, el
hostigamiento, la intimidacion y el acoso escolar basado en las caracteristicas actuales o percibidas segin el Codigo
Penal § 422.5, el Coédigo de Educacién §220, ¢ incluyendo sexo real o percibido, orientaciéon sexual, genero,
identidad de género, expresion de género, raza o €tnia, identificaciéon de grupo étnico, ascendencia, nacionalidad,
origen nacional, religién, color, discapacidad mental o fisica, edad, o en base a la asociacién con una persona o
erupo con uno o mas de estas caracteristicas reales o percibidas, en cualquier programa o actividad que conduzca o
al cual proporciona una asistencia considerable.

La discriminacion es el trato diferente en base de una categoria protegida en el contexto de un programa educativo
O actividad sin motivo legitimo antidiscriminatorio ¥y que interfiere con o limita la capacidad del individuo para
participar en o beneficiarse de los servicios, actividades o privilegios proporcionados por el Distrito.

El hostigamiento ocurre cuando: (1) el objeto es sometido a una conducta no deseada relacionada a una categoria
protegida; (2) el hostigamiento es subjetivamente ofensivo al objeto y seria ofensivo para una persona razonable de
la misma edad ¥y caracteristicas bajo las mismas circunstancias; ¥ (3) el hostigamiento es suficientemente severo,
penetrante y persistente con el fin de interferir o limitar la capacidad del individuo para participar en o beneficiarse
de los servicios, actividades u oportunidades que ofrece el Distrito.

Al presenciar un acto de discriminacién, hostigamiento, intimidacién o acoso escolar, el personal del plantel educativo
esta obligado a tomar medidas inmediatas para intervenir siempre ¥y cuando sea seguro hacerlo. Al reportar tal conducta a
un administrador o a la persona asignada al Titulo IX/Administrador de Quejas del Acoso Escolar puede hacer una
intervencion apropiada. Una vez que el plantel escolar u oficina tenga conocimiento de conductas discriminatorias, de
hostigamiento. de intimidaciéon o de acoso escolar., ya sean realizadas por los empleados, estudiantes. o por terceros, debe
tomar medidas inmediatas y apropiadas para investigar y determinar lo sucedido. EIl plantel escolar debe tomar medidas
inmediatas y eficaces, razonablemente calculadas., para poner fin a la conducta, y eliminar un entorno hostil, si es que ha
sido creado y evitar que la conducta vuelva a ocurrir. Estas medidas se deben tomar aunque el individuo no presente una
queja, o bien si éste pide al plantel escolar u oficina que tome medidas.

Esta politica antidiscriminatoria se aplica a todos los actos relacionados con la actividad escolar o asistencia dentro de
cualquier plantel escolar u oficina bajo la jurisdiccién del Superintendente del Distrito Escolar Unificado de LLos Angeles.

Para consultas o quejas relacionadas con la discriminacion, hostigamiento, intimidacion v acoso escolar basado en las
caracteristicas reales o percibidas mencionadas arriba contacte a su director, la persona asignada al Titulo
IX/Administrador de Quejas del Acoso Escolar o aa la :

Oficina para el Cumplimiento de la Equidad Educativa
E. Kevin O'Connell
Coordinador de la Seccion 504 y el Titulo IX del Distrito
(213) 241 7682

Para preguntas o quejas relacionadas con el empleado a empleado, estudiante a empleado,
o discriminacién u hostigamiento laboral contacte a su director o a la:

Seccion de ITgualdad de Oportunidad de Empleo
(213) 241 7685

Ambas oficinas estan ubicadas en:
Distrito Escolar Unificado de L.os Angeles
333 South Beaudry Avenue - Piso 20
L.os Angeles, CA 90017

MEM-5818.1 March 8, 2013
Office of General Counsel




Attachment C
I1L.LOS ANGEILES UNIFIEID SCHOOIL. DISTRICT

SEXUAL HARASSMENT POLICY

The ILos Angeles Unified School District (ILAUSID) is committed to providing a working and learning environment
free from sexual harassment. The District prohibits sexual harassment of or by employees, students, or persons
doing business with or for the District on the basis of actual or perceived sex, sexual orientation, gender, gender
identity or gender expression. Failure to follow this policy is a violation of state and federal law.

Sexual harassment is defined by California Education Code § 212.5 as any unwelcome sexual advances, requests

for sexual favors, and other verbal, visual, or physical conduct of a sexual nature made by someone from or in the

work or educational setting, under any of the following conditions:

- Submission to the conduct is explicitly or implicitly made a term or a condition of an individual’s employment,
academic status, Or progress.

- Submission to, or rejection of, the conduct by the individual is used as the basis of employment or academic
decisions affecting the individual.

- The conduct has the purpose or cffect of having a negative impact upon the individual’s work or academic
performance, or of creating an intimidating, hostile, or offensive work or educational environment.

- Submission to, or rejection of, the conduct by the individual is used as the basis for any decision affecting the
individual regarding benefits and services, honors, programs, or activities avwvailable at or through the
educational institution.

Upon witnessing an act of discrimination, harassment, intimidation and/or bullying based on actual or perceived
characteristics of a protected category (as enumerated above), school personnel are required to take immediate steps
to intervene when it is safe to do so. Reporting such conduct to an administrator or Title IX/Bullying Complaint
Manager can be an appropriate intervention. Once a school or office has notice of discriminatory., harassing,
intimidating or bullying conduct, whether carried out by employees, students, or third parties, it should take
immediate and appropriate steps to investigate or otherwise determine what occurred. School personnel are to take
prompt and effective steps reasonably calculated to end the conduct, eliminate a hostile environment, if one has
been created, and prevent the conduct from occurring again. These steps should be taken whether or not an
individual makes a complaint or asks the school or office to take action. This policy applies to all acts related to
school activity or school attendance within any school or office under the jurisdiction of the Superintendent of the
ILos Angeles Unified School District.

Any student or employee of the District who believes that she or he has been a victim of sexual harassment should
bring the problem to the attention of the school-site administrator or the school’s Title IX/Bullying Complaint
Manager so that appropriate action may be taken to resolve the problem. The District prohibits retaliatory behavior
against anyone who files a sexual harassment complaint or any participant in the complaint investigation process.
Complaints must be promptly investigated in a way that respects the privacy of the parties concerned.

For inquiries about District policies and procedures related to sexual harassment

including how to file a sexual harassment complaint contact:

Educational E quity Compliance Office
E. Kevin O’Connell
LAUSD Section 5S04 and Title IX Coordinator
(213) 241-7682

work/employment related discrimination or harassment, contact:

Equal Employment Opportunity Section
(213) 241-7685

Both Offices located at:

L.os Angeles Unified School District
333 South Beaudry Avenue - 20th Floor
Los Angeles, CA 90017
MEM-5818.1 March 8, 2013

Office of General Counsel




Attachment 1D

DISTRITO ESCOLAR UNIFICADO DE LOS ANGELES
POLITICA SOBRE ELL ACOSO SEXUAL

El Distrito Escolar Unificado de I.os Angeles estid comprometido a proporcionar un ambiente laboral y de aprendizaje libre del
acoso sexual. El Distrito prohibe el acoso sexual hacia yv departe de los empleados, los estudiantes o las personas haciendo
negocios con o para el Distrito en base al sexo real o percibido. orientacidon sexual. identidad de género o expresion de género.
El incumplimiento a esta politica es una violacidén a las leyes estatales y federales.

El acoso sexual es definido por el Cdédigo de Educacion de California § 212.5 como cualquier conducta de indole sexual no
deseada. pedir favores sexuales y otra conducta verbal, visual o fisica de naturaleza sexual hecha por un trabajador o cualquier
otra personal en el plantel educativo, bajo cualquiera de las siguientes condiciones:

- IL.a rendicién a la conducta se hace explicita o implicitamente como una condicién de empleo. estatus académico o ascenso
laboral.

- Larendicidén a la conducta del individuo o el rechazo de la misma, es usado como plataforma del empleo o de las decisiones
académicas que afectan al individuo.

- La conducta tiene el propdsito o efecto de causar un impacto negativo en el trabajo. en el rendimiento académico o el efecto
de crear un ambiente de trabajo o de estudio intimidante. hostil u ofensivo para el individuo.

- La rendicién a la conducta del individuo o el rechazo de la misma se usa como base para cualquier decisién que afecte al

individuo con respecto a las prestaciones. servicios, reconocimientos, programas o actividades disponibles en o a través del
plantel educativo.

Al presenciar un acto de discriminacién, hostigamiento. intimidaciéon y/o acoso escolar basado en las caracteristicas reales o
percibidas de una categoria protegida (como se enumeraron arriba)., el personal del plantel educativo estia obligado a tomar
medidas inmediatas para intervenir siempre vy cuando sea seguro hacerlo. Al reportar tal conducta a un administrador o a la
persona asignada al Titulo IX/Administrador de Quejas del Acoso Escolar puede hacer una intervencién apropiada. Una vez que
el plantel escolar u oficina tenga conocimiento de conductas discriminatorias. de hostigamiento., de intimidacién o de acoso
escolar, yva sean realizadas por los empleados, estudiantes., © por terceras personas, debe tomar medidas inmediatas y apropiadas
para investigar y determinar lo sucedido. El plantel escolar debe tomar medidas inmediatas y eficaces, razonablemente
calculadas, para poner fin a la conducta, y eliminar un entorno hostil, si es que ha sido creado y evitar que la conducta vuelva a
ocurrir. Estas medidas se deben tomar aunque el individuo no presente una queja., o bien si éste pide al plantel escolar u oficina
que tome medidas. Esta politica se aplica a todos los actos relacionados con la actividad escolar o asistencia dentro de cualquier
plantel escolar u oficina bajo la jurisdiccién del Superintendente del Distrito Escolar Unificado de Los Angeles.

Cualquier estudiante o empleado del Distrito que cree que ha sido victima de acoso sexual debe llevar la queja al administrador
del plantel escolar o la persona asignada al Titulo IX/Administrador de Quejas del Acoso Escolar para que se tomen las medidas
adecuadas para resolver el problema. El Distrito prohibe las represalias en contra de cualquier persona que presente una queja
de acoso sexual o cualquier participante en el proceso de la investigacion de la queja. T.as quejas deberan ser investigadas con
prontitud de una manera que respete la privacidad de las partes involucradas.

Oficina para el Cumplimiento de la Equidad Educativa
E. Kevin O'Connell
Coordinador de la Seccion 504 y el Titulo IX del Distrito
(213) 241 7682

uejas relacionadas con_el empleado a_empleado, estudiante a empleado
o discriminaciéon u hostigamiento laboral, comuniquese a:

Seccion de Igualdad de Oportunidad de Empleo
(213) 241 7685

Ambas oficinas estan ubicadas en:

Distrito Escolar Unificado de L.os Angeles
333 South Beaudry Avenue - Piso 20
L.os Angeles, CA 90017

MEM-5818.1 March 8, 2013
Office of General Counsel




Cal/OSHA Log of Injuries and Illnesses
(REF-5693.2)
February 3, 2012

e California State law requires every
employer to maintain a log of work-related
injuries and illnesses and to display the
Annual Summary of Work-Related In_]'uries
and Illnesses (California Occupationa
Safety and Health Administration
(Cal/OSHA) Form 300A).

e This form must be posted in a conspicuous
place where notices to employees are
customarily posted from February 1 until
April 30th each year at each site.
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SECTION V SUCIDE PREVENTION, THREAT,
AND CRISIS INTERVENTION

BUL - 2637.1 Suicide Prevention, Intervention
and Postvention (Students) July 16, 2012

The purpose of this bulletin is to outline administrative procedures
for intervening with suicidal and self-injurious students and offer
guidelines to school site crisis teams in the aftermath of a student
death by suicide.

All District employees are expected to:

e Inform the school site administrator/designee immediately
or as soon as possible of any concerns, reports or behaviors
relating to student suicide or self-injury.

e Adhere to the Suicide Prevention, Intervention and

Postvention (SPIP) policy and act in accordance with the
policy.
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BUL - 2637.1 Suicide Prevention,
Intervention ...continued

e Suicide is not the result of one issue, but is a manifestation of
multiple, complex problems of child/adolescent development
and adjustment. School personnel are instrumental in helping
to save lives by identifying students at-risk and linking them
to essential school and community mental health resources.

BACKGROUND:

e In 2009, LAUSD’s Youth Risk Behavior Survey indicated that
over 30% of students reported a prolonged sense of sadness
or hopelessness over the past year and nearly 13% of
students seriously considered attempting suicide.
Furthermore, 8.8% of LAUSD students reported they actually
attempted suicide over the past year compared to 6.3% of
students nationwide.
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Suicide Prevention, Intervention and Postvention
(Students) Continued

WARNING SIGNS..

e Warning signs are behaviors that may signal the
presence of suicidal thinking.

e Warning signs include the following: suicide
threat; suicide notes and plans; prior suicidal
behavior; making final arrangements;
preoccupation with death; changes in

behavior, appearance, thoughts and/or
feelings.
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Suicide Prevention, Intervention and Postvention (Students)
Continued

All District employees are expected to:

e Inform the school site administrator/designee
immediately or as soon as possible of any concerns,
reports or behaviors relating to student suicide or
self-injury.

e Adhere to the Suicide Prevention, Intervention and
Postvention (SPIP) policy and act in accordance with
the policy.

For more information:
Website: http://achieve.lausd.net/Page/2512
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MEM 5159.6 Uniform Complaint Procedures (UCP)

e |LAUSD has the primary responsibility to ensure
compliance with applicable state and federal laws
and regulations, and shall investigate complaints
alleging failure to comply with applicable state
and federal laws and regulations and/or alleging
discrimination.

e Complainants are encouraged, where possible, to
try to resolve their complaints directly at the
school or work site or with their local district
office.

e Uniform complaints may be used to file
noncompliance or unlawful discrimination
complaints and/or to appeal District decisions
regarding such complaints. Uniform complaint
form is located at end of memorandum 5159.6



Williams Complaint Bul-4759.3

PURPOSE

— This bulletin establishes the District’s policy to respond to
complaints regarding the Williams uniform Complaint process

Major Changes:

- Senate Bill 172 was signed by the Governor to suspend the |
Administration of the California High School Exit Exam
(CAHSEE) and the requirement to pass to receive a diploma for
2015-16, 2016-17, and 2017-18 school year

This policy also removes references to Valenzuela complaints,
which addressed services available to pupils who had not passed
CAHSEE.
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BUL - 4759.3 Williams Complaint Procedures

Background:

oThe Eliezer Williams, et al., vs. State of California, et al.
(Williams) case was filed as a class action in 2000 in San
Francisco County Superior Court. The plaintiffs included nearly
100 San Francisco County pupil, who filed suit against several
government agencies, including the California department of
Education (CDE). The basis of the lawsuit was that the agencies
failed to provide public school pupils with equal access to

instructional materials, safe and decent school facilities, and

qualified teachers.

e A settlement was reached after four years of intense litigation
on August 13, 2004. Legislation implementing the proposals
were signed into law by Gov. Arnold Schwarzenegger on
September 29, 2004.

98



BUL - 4759.3 Williams Complaint Procedures

e Legislative Requirements in Summary:

— There should be sufficient text books and instructional materials
(for use in class, afterschool, and at home)

— School facilities must clean, safe, and maintained, in good repair
— No Teacher Vacancies

— No Teacher misassignments

Williams Complaint Procedures Forms for Education Code Section
35186, English and Spanish (Attachments B and C) can be obtained
in school main offices throughout the District, through the District’s
website: http://achieve.lausd.net/eeoc or by calling

213-241-7682 or through CDE’s website:
http:www.cde.ca.cde.gov/re/cp/uc/
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Special Classification
ac|Ulrarnernts

PLEASE NOTE:

e All Licenses or Certification requirements that are
not specified as preferred under “special” in the class
descriptions are required and must be kept valid by
the incumbent for the duration of time that they are

in the classification.







“General Eligibility Requirements

e The Los Angeles Unified School District grants reimbursements
of the costs for approved training to permanent classified
employees.

e Training must

e Improve the employee’s job knowledge, ability or skill and be
satisfactorily completed

e Prepare the employee for promotion, or

e Train an employee, in order to compensate for technological
changes, in new skills that may be utilized by the District 103
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General Application Procedures

e For reimbursement, the employee shall submit:

e Evidence of satisfactory completion with a grade of “C” or
passing if grades are received

e Receipts itemizing training costs

e The division head shall certify that the employee is eligible for
costs reimbursement

e Employees should submit the form to ITD Central Office with
appropriate signatures from a manager and/or administrator 104
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Allowable Purchases

e Reimbursable costs may include:

e Tuition fees

e Books

e Other necessary training materials
e Laboratory fees

e Non-reimbursable Costs
e Traveling expenses
e Parking fees
e Non-mandatory student body fees
e The cost of paper, pens, and notebooks; and other incidental costs




“Tuition Reimbursement - Limitations

Tuition reimbursement shall not be available to an employee who is receiving
training and is eligible for reimbursement by any other governmental agency,
organization, or association.

An employee whose employment with the District is terminated within a
designated period after receiving reimbursement, shall refund the amount of the
reimbursement to the District, or it shall be deducted from his or her final

warrant. The only exception to this provision shall be in the case of layoff, death,
or medical disability.

The designated period is in accordance with the employee’s respective collective
bargaining agreement or personnel commission rule.

Training courses shall not be taken during the employee's assigned duty hours.




Units: C, D, E, J, S and District Represented

e ITD, Labor Relations and specified Employee Unions agreed to temporarily
modify the terms for tuition reimbursement for ITD employees only.

e Effective July 1, 2016 until June 30, 2017, select certifications and/or
licenses relative to the Information Technology field are eligible for tuition
reimbursement.

e The inclusion of the IT certifications and/or licenses does not change the
process required to request tuition reimbursement.

e The amount eligible for reimbursement shall be in accordance with the
respective employee’s collective bargaining agreement.




e GUIDING DOCUMENTS
e PERSONNEL COMMISSION RULE 831
o SPECIFIED COLLECTIVE BARGAINING AGREEMENTS ONLY

e For application instructions and additional information please visit the
Personnel Commission website at

http://oelausd.org/employee resources/tuition reimbursement.



http://oelausd.org/employee_resources/tuition_reimbursement

DRUG ALCOHOL AND TOBACCO-FREE WORKPLACE (BUL-6488.1)

e The policy of the District is to maintain a drug-and alcohol-free
workplace and prohibit the manufacture, sale, distribution,
dispensing, possession, or use of illicit drugs and alcohol by
employees in all workplaces.

o Itis also the policy of the District to prohibit smoking and the
use of all tobacco products such as e-cigarettes and
peripherals, at all times, on all District property, District-owned
or leased buildings, and in District vehicles, by all persons,
including employees, students and visitors at any school or
District site or any school-sponsored event.
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Drug Alcohol And Tobacco-Free Workplace - Continued

Federal regulations require employees to abide by this policy
as a condition of employment and further require that newly
hired employees will receive a written notice of the District's
commitment to a drug-and alcohol-free workplace.

This policy in no way precludes administrative or disciplinary
action by the District for drug-related and alcohol-related
violations occurring outside the workplace.

Criminal drug or alcohol statute convictions for a violation
occurring in the workplace must be reported no later than five
(5) days after a conviction. Such reports shall be made to
the Employee Relations/Services Section, Human
Resources Division, at 213-241-6591.

PLEASE NOTE: Employees are required to immediately
report any Arrest or Felony conviction(s) to the Division
HR Administrator or designee within 24 hours or as soon as
practicable.




Workplace Violence, Bullying and Threats - Adults to Adults
(BUL-5798.0)

The LAUSD is committed to providing a safe and civil
working environment that is safe and free from acts of
intimidation, threats of violence or actual violence.

No employee shall be subjected to retaliation, reprisal, or
disciplinary action for reporting acts pursuant to this policy.

Any individual who commits acts of violence or threatening
or disruptive behavior in the workplace may be subject to
removal from the premises, disciplinary action and/or
criminal penalties.

This policy encompasses behaviors or actions by District
employees and associated adults (e.g., parents, campus
volunteers, and vendors). The policy is applicable in schools,
at District and school related activities and events and at all
areas within the District’s jurisdiction.
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Workplace Violence, Bullying and Threats
Continued

- Adults to Adults

Definitions - Workplace Violence (WPV)

Workplace Violence falls on a

that recognizes severity, frequency, anc

recency. WPV can be impacte

individual characteristics, environmenta

continuum

d by

stressors, and/or the relationship between

involved parties. Any act of p
verbal or emotional aggressio

nysical,
n, and

represents a continuum of be
includes threats, harassment,

naviors that

bullying,

stalking, vandalism, emotional abuse,

intimidation, and other forms
that create anxiety, fear, and

of conduct
a climate of

distrust in the work/educational setting.
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Workplace Violence, Bullying and Threats - Adults to Adults
Continued

Definitions (continued)

Associated Person - Includes but is not limited to
parents/guardians, campus volunteers, vendors, former
students, former employees, domestic partners and
relatives or friends of employees or students.

Bullying - The deliberate antagonistic action or
creation of a situation with the intent of inflicting
emotional, physical, or psychological distress. The
behavior may be a single or repeated act and may be
electronic, non-verbal, verbal, psychological, social, or
physical.

Harassment - Includes any physical or verbal conduct
demonstrating hostility toward a person because of his
or her age, sex, actual or perceived sexual orientation,
gender, race, color religion, national origin, disability
or other Iegally protected status.
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Workplace Violence, Bullying and Threats (Adults to Adults )
Continued

Board Resolution - Respectful Treatment Of All Persons
(Attachment G)

eResolved, That the Los Angeles Unified School District reaffirm
its policy that students and adults in both schools and offices
should treat all persons equally and respectfully and refrain from
the willful or negligent use of slurs against any person on the basis
or race, language spoken, color, sex, religion, handicap, national
origin, immigration status, age, sexual orientation, or political
belief; and be it further

eResolved, That the District further ask that a school-wide code of
discipline regarding name-calling be developed at each school, and
enforced by teachers, administrators, and other staff members;
and be it further

eResolved, That District administrators bring this policy to the
attention of all employees and students, and to constructively
administer its enforcement. 114




BUL-5996.0 Overtime POIicy (March 11, 2013)

The policy of the District, in accordance with the federal Fair
Labor Standards Act and California law, is to provide overtime
pay to eligible employees at time and one half for all work in
excess of eight hours a day or forty hours a week for
employees on a standard workweek (5 days, 8 hours per day).
Variation from this policy is described under Section II and III
of this bulletin.

Regular and probationary classified employees are eligible for
overtime pay. Classified administrative and executive employees (as
described in Personnel Commission Rule 596) are not eligible for
overtime pay. Certificated employees are not eligible for overtime

pay.
Overtime must be approved in advance except in the case of
extreme circumstances.

Employees should not be assigned to work more than 44 hours

of overtime per month or more than 528 hours of overtime per
fiscal year. o




ITD Attendance Policy and Guidelines

Paid illness days are not an entitlement to be used in addition
to, or in place of, vacation days. This policy is not designed to
deny leave to those who need it rather to encourage prudent
use of benefitted time and discourage unnecessary illness
absences.

The following sets forth attendance guidelines which will be
followed in the absence of extenuating circumstances.

Illness Absences

>»An employee who has a total of five (5) separate incidents or
ten (10) days of absence within a twelve month period may be
counseled orally by the supervisor.

>»An employee who has seven (7) separate incidents or thirteen
(13) days of absence within a twelve month period may be
counseled in writing by the supervisor.
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Use of Privately Owned Vehicles
(BUL - 5310.0)

e This policy applies to the use of private vehicles by

> LAUSD employees during the course and scope of
the employees’ approved employment duties and
activities.

» Employees, parents and other volunteers on
district approved field trips.

o Employees that use their personal vehicle for District
Business are required to submit a copy of their valid
California Driver’ s License and proof of Liability
Insurance at least annually to the Division HR
Administrator and the site Administrator.

o If alicense is a requirement of your classification,
you must notify the Division’s Human Resources Unit
within 24 hours or the first business day of your
license is suspended or revoked. 117




District Owned Vehicles, Policies, Procedures,
and Responsibilities (BUL-6401.1)

e Employee may use District-owned vehicles only for
official business and work-related activities. Cars and
vans used to transport employees on District business
may not be taken home.

e Every driver shall be familiar with and observe all
State of California Vehicle Codes, and local traffic
rules and ordinances, including traffic control signs,
posted speed limits, parking restrictions, and other
applicable rules and regulations governing vehicle
operations.

e Itis the responsibility of the employee to visually
inspect the vehicle prior to its use to ensure that the
vehicle is in a safe and clean operating condition
(e.g., material or equipment that obstructs the
driver’s vision and/or may cause injury in the event
of an accident. 118



District Owned Vehicles, Policies, Procedures,
and Responsibilities Continued

Misuse of a District-owned vehicle may subject to:

eSuspend/revoke vehicle privileges, disciplinary
action, and/or may be liable to the District for costs
resulting from any misuse of a District-owned
vehicle.

Examples of misuse:
eUse vehicle for other than official District business.

eFailure to adhere to maintenance schedules
resulting in unnecessary District expense.

eDriving without a valid California Driver’s License and/or
failure to report a suspended license.

eNon-compliance with applicable traffic laws, unsafe driving
or abuse of the vehicle.
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District Owned Vehicles, Policies, Procedures,
and Responsibilities Continued

Examples of misuse (continued)

eSmoking in the vehicle.

eFailure to use proper fuel, improper fuel card
usage.

eRemoval of official LAUSD identifying logos without
written executive level authorization.

eTransporting unauthorized passengers.

eFailure to report an accident or wrongfully
leaving the scene of an accident.

eIncur Multiple preventable accidents causing
financial loss to the District.
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BUL-1077.1 Information Protection Policy

It is the policy of the LAUSD to protect sensitive information. As a
public institution, much of the information possessed by the
District is a matter of public record.

eEvery employee of the school district must ensure the
proper protection of information, whether in paper or
electronic form.

e\/iolations of this policy may result in discipline, up to and
including dismissal of personnel violating the policy.

Example of the type of information requiring extreme care and
sensitivity in handling:
> student or health care records. There are severe

penalties when these records are mishandled and/or
transferred to the wrong party and without consent.
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Security of Personnel Information

e The sensitive and private nature of the
information to which employees of the
Information Technology Division have access
necessitates that they thoroughly understand
their responsibility with respect to these
materials.

e Any willful action that compromises the
integrity of a personnel transaction is cause
for dismissal.
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Security for Personal Items
Personal Belongings, Valuables and
District Property

LAUSD Administrative Headquarters is occupied

day and night by employees, contractors and
visitors.

Please take precautions for your own safety and

the security of your personal belongings and

District property, especially during holiday
seasons.
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USE OF DISTRICT PROPERTY AND EQUIPMENT BY EMPLOYEES
BOARD RULE 1266
Employees of the LAUSD are generally not permitted to use

District time, mailboxes, equipment of any kind or supplies
thereof (collectively, “District equipment”) for personal use.

—Personal use” - use for noncommercial purposes other than
performance of the employee’ s assigned duties. District
equipment should be used for and dedicated to official business
and personal use of such equipment should be kept to a
minimum.

—No employee or other person is permitted to remove any
property owned or controlled by the District from premises
owned or occupied by the District for personal use.

—Any violation of any provisions of this Rule shall be grounds for
discipline up to and including termination. 124



Board Rule 1266 - Continued

* Personal telephone calls, e-mail messages, and internet
communications or use should be brief, kept to a
minimum, limited to calls within the local calling area

and should be placed, received, or reviewed only during
an employee’s lunch hour, break time or before or after
work hours.

* The District requests cooperation from its employees in
keeping all such personal telephone calls to a minimum
by asking others to call employees at work only on
urgent matters.

« All other District equipment is, except in emergencies
or other exigent circumstances, available exclusively
for official District business. Employees of the District
(as well as other users of the District’s computer or
communications systems) have no reasonable
expectation of privacy relative to the use of the
District’s equipment or communication systems. 125




ASSET MANAGEMENT

INVENTORY CONTROL

e All District Equipment/Property issued to District Employees MUST
be documented on the Inventory Control Form (ITD-ICF)

e District property may not be loaned to non-District employees

e Loaned property listed on the ICF shall be reasonably safeguarded
and secured in accordance with Board Rule 1704, Administrative
Regulations.

o Restitution will be made for willful or negligent loss, damage, or
iImproper use.
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ASSET MANAGEMENT

INVENTORY CONTROL

Employees must read, complete, and sign in
acknowledgment of agreement to the terms and conditions
prior to distribution of the district equipment or property.
Loaned equipment/property listed on the ICF form remains
the property of the LAUSD and shall be returned on or
before expiration of the loan period indicated in Section A
on the form.

Any loss of equipment/property shall be immediately
reported to LAUSD School Police at (213) 625-6631 and
reported to the LAUSD Service Desk at (213) 241-5200.
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Inventory)Control)Form)
Loan)Authorization)Receipt/Return)
)
The person indicated below is authorized to remove from the premises of this school/office the property listed in Section
B below. The undersigned equipment/property requestor certifies the accuracy of the information provided and
understands that he/she is responsible for the borrowed equipment/property.

Borrowers Name:

Loaning Office: Phone: ( )

Date of Issuance: Expected Return Date:

ACKNOWLEDGEMENT OF RECEIPT
I acknowledge receipt of the property listed below and agree to the terms for its use, safeguard, and return as indicated in
Section C below. This understanding is certified by my below signature.

DESCRIPTION MODEL # MFG SERIAL NO. | ASSET TAG # RETURN
DATE
Print Name: Employee No.: Day Phone: ( )
To be used at
LAUSD Office/School: Location Code:

Name/Building/Room

Signature: Date:

TERMS AND AGREEMENT
District property is purchased with public funds and may not be used for personal benefit. With authorization, an
employee may borrow equipment/property for use consistent with relative District rules, policies and regulations. The
loaned equipment/property is subject to the below terms:
1. Loaned equipment/property listed on this form may be used off premises of the LAUSD only in furtherance to
educational or administrative objectives of the LAUSD.
2. Use of equipment/property for the benefit of persons or organizations other than the assignee is not authorized.
3. Loaned equipment/property listed on this form shall be reasonably safeguarded and secured in accordance with
Board Rule 1704, Administrative Regulations.
Restitution will be made for willful or negligent loss, damage, or improper use.
5. Use of equipment/property for reasons other than its intended purpose may be subject to disciplinary action.
6. Loaned equipment/property listed on this form remains the property of the LAUSD and will be returned on or
before expiration of the loan period indicated in Section A.
The division reserves the right to request the equipment/property prior to the return date.
The receiving office agrees to return the equipment/property upon request, or by the return date.
9. Any loss of equipment/property shall be immediately reported to LAUSD School Police at (213) 625-6631 and
reported to the LAUSD Service Desk at (213) 241-5200.

>

~

©

RETURN My signature acknowledges return of above referenced items noted in Section B

Administrator Verification: Date:

DISTRIBUTION OF COPIES
Original to (Office Name)
Copy to loaning office 128
)Copy to person receiving loaned equipment

ITD;ICF_20130730)



Questions?

ITD Human Resources Staff Contact Numbers

Michael Williams, Division Human Resources Administrator:
213-241-0310

Lionel Barreda, Senior Human Resources Representative:
213-241-3985

Maggie Mohler, Secretary: 213-241-2687
Confidential Fax: 213-241-4137

Please download and read the all of the Administrative
Certification Policies at the ITD HR Website:

http://achieve.lausd.net/ithr

Click on the download link on the home page.
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