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All Personnel BP 4112.9(a) 

 4212.9 

EMPLOYEE NOTIFICATIONS 4312.9 

 

 

The Governing Board of Trustees believes that providing clear communications to staff is essential 

to establishing a professional, positive work environment and enhancing their job performance. 

The Superintendent or designee shall provide district employees all notifications required by law 

and any other notifications the Superintendent or designeehe/she believes will promote staff 

knowledge of the district's policies, programs, activities, and operations. 

 

When required by law, Board policy, or administrative regulation, district employees shall be 

asked to sign an acknowledgment indicating receipt of the notification. Such acknowledgments 

shall be retained in each employee's personnel file. 
 

(cf. 3580 - District Records) 

(cf. 4112.6/4212.6/4312.6 - Personnel Files) 

 

 
 

Legal Reference: 

EDUCATION CODE 

231.5  Sexual harassment policy 

17612  Notification of pesticide use 

22455.5  STRS information to potential members 

22461  Postretirement compensation limitation 

35031  Nonreelection of superintendent, assistant superintendent, or manager of classified services 

35171  Notice of regulations pertaining to certificated employee evaluations 

37616  Notice of public hearing on year-round schedule 

44031  Personnel file contents, inspection 

44663-44664  Evaluation of certificated employees 
44842  Reemployment notices, certificated employees 

44896  Transfer of administrator or supervisor to teaching position 

44916  Written statement of employment status 

44929.21  Reelection or nonreelection of probationary employee after second year 

44929.23  Reelection notice, districts with less than 250 ADA 

44934  Notice of disciplinary action for cause 

44934.1  Suspension or dismissal for egregious misconduct 

44936  Notice of suspension or dismissal 

44938  Notice of unprofessional conduct and opportunity to correct 

44940.5-44941  Notification of suspension and intent to dismiss 

44948.3-44948.5  Dismissal of probationary employees 
44948.5  Nonreelection procedures, districts under 250 ADA 

44949  Cause, notice and right to hearing 

44951  Continuation in position unless notified, administrative or supervisory personnel 

44954  Nonreelection of temporary employees 

44955  Reduction in number of employees 

45113  Notification of charges, classified employees 

 

 

 

Legal Reference continued:  (see next page) 
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 BP 4112.9(b) 

 4212.9 

 4312.9 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 

 
Legal Reference:  (continued) 

EDUCATION CODE  (continued) 

45117  Notice of layoff, classified employees 

45169  Employee salary data, classified employees 

45192  Industrial and accident leave 

45195  Additional leave 

46162  Notice of public hearing on block schedule 

49013  Complaints regarding student fees 

49079  Notification to teacher; student who has engaged in acts re:  grounds suspension or expulsion 

49414  Epinephrine auto-injectors 

49414.3  Administration of opioid antagonist 
CIVIL CODE 

1798.29  District records, breach of security 

 

 

 
Legal Reference continued:  (see next page) 
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 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 

 
Legal Reference:  (continued) 

GOVERNMENT CODE 
1126  Incompatible activities of employees 

3100-3109  Oath or affirmation of allegiance 

8355  Certification of drug-free workplace, including notification 

12950  Sexual harassment 

21029  Retirement credit for period of military service 

54957  Complaints against employees; right to open session 

54963  Unauthorized disclosure of confidential information 

HEALTH AND SAFETY CODE 

1797.196  Automated external defibrillators; notification of use and locations 

104420  Tobacco-free schools 

120875  Information on AIDS, AIDS-related conditions, and hepatitis B 

120880  Notification to employees re AIDS, AIDS-related conditions, and hepatitis B 
LABOR CODE 
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245-249  Healthy Workplaces, Healthy Families Act of 2014 

1034 Lactation accommodation 

2800.2  Notification of availability of continuation health coverage 

2810.7 Notice to participate in flexible spending account 

3550-3553  Notifications re:  workers' compensation benefits 

5401  Workers' compensation; claim form and notice of potential eligibility 
PENAL CODE 

11105  Access to criminal history information 

11105.2  Subsequent arrest notification 

11165.7  Child Abuse and Neglect Reporting Act; notification requirement 

11166.5   Employment; statement of knowledge of duty to report child abuse or neglect 

UNEMPLOYMENT INSURANCE CODE 

2613  Disability insurance; notice of rights and benefits 

CODE OF REGULATIONS, TITLE 2 

11023  Nondiscrimination in employment 

11049  Notice of right to request pregnancy disability leave or transfer 

11091  California Family Rights Act, designation notice 

11096  Notice of right to request family care leave 
7288.0  Sexual harassment training, provision of district policy 

CODE OF REGULATIONS, TITLE 5 

4622  Uniform complaint procedures 

80303  Reports of change in employment status, alleged misconduct 

 

 

Legal Reference continued:  (see next page) 

 

 BP 4112.9(c) 

 4212.9 

 4312.9 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 

 
Legal Reference:  (continued) 

CODE OF REGULATIONS, TITLE 8 

3204  Employees exposed to bloodborne pathogens, access to exposure and medical records 

5191  Chemical hygiene plan 

5194  Hazard communication program 

CODE OF REGULATIONS, TITLE 13 

1234  Reports regarding school buses and bus drivers 

2480  Vehicle idling, limitations 
5193  California bloodborne pathogens standard 

UNITED STATES CODE, TITLE 38 

43344344  Uniformed Services Employment and Reemployment Rights Act, notice requirement 

UNITED STATES CODE, TITLE 41 

8101-8106  Drug-Free Workplace Act 

CODE OF FEDERAL REGULATIONS, TITLE 29 

825.300  Family and Medical Leave Act; notice requirement 

CODE OF FEDERAL REGULATIONS, TITLE 34 

84.205-84.210  Drug-free workplace statement  

104.8  Nondiscrimination 

106.9  Dissemination of policy, nondiscrimination on basis of sex 

CODE OF FEDERAL REGULATIONS, TITLE 40 
763.84  Asbestos inspections, response actions and post-response actions 
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763.93  Asbestos management plans 

CODE OF FEDERAL REGULATIONS, TITLE 49 

382.113  Controlled substance and alcohol use and testing notifications 

382.303  Post-accident information, procedures, and instructions 

382.601  Controlled substance and alcohol use and testing notifications 
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EMPLOYEE NOTIFICATIONS 
 4312.9 

 

 

Note:  The following exhibit lists notices which the law requires be provided to employees. See the referenced 
Board policy, administrative regulation, or Board bylaw for further information about related program and notice 

requirements. 

 

 Education or Board Policy/  
When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

I.  To All Employees 

 

At the beginning of school year Education Code AR  4119.11 The district's policy on 

or upon employment 231.5; Government   4219.11 sexual harassment, legal 

 Code 12950; 2 CCR  4319.11 remedies, complaints 

  
Annually to all employees,  Education Code  AR  3514.2 Use of pesticide product, 

and 72 hours before pesticide 17612  active ingredients, Internet 

application   address to access information 

 

To all employees, prior to Education Code BP 6117 Public hearing on year-round 

implementing year-round 37616   program 
schedule 

 

To all employees, prior to Education Code BP AR 6112Public hearing on alternative 

implementing alternative schedule 46162  schedule in secondary grades 

 

Annually to all employees Education Code AR 1312.3 Uniform complaint procedures, 

 49013; 5 CCR 4622 BP 0460 appeals, civil law remedies, 

  BP 3260 coordinator, complaints about 

   student fees and local control 

   and accountability plan 

 

Annually to all employees Education Code AR 5141.21 Request for volunteers to be 
 49414   trained to administer 

    epinephrine auto-injectors 

 

At least once per year Education Code AR 5141.21 Request for volunteers to be 

 49414.3   trained to administer opioid 

    antagonist 

 

 

 

 

 

 

 

 

 

 

 E 4112.9(b) 
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  4212.9 

 

 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

I.  To All Employees  (continued) 

 
To all employees Government Code BP 4136 Prohibition of activities that 

 1126  4236 are inconsistent, incompatible, 

   4336 in conflict with, or inimical to 

    duties; discipline; appeal 

 

 

 

 

 

 

 

 

 E 4112.9(b) 

 4212.9 
Prior to beginning employment Government Code AR 4112.3 Oath or affirmation of 

 3102 4212.3  allegiance required of disaster 

  4312.3 service workers 
 

 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

I.  To All Employees  (continued) 

 

To all employees Government Code BP  4020 District's drug- and alcohol- 

 8355; 41 USC 8102; BP 4159 free workplace; actions to be 

 34 CFR 84.205,   4259 taken if violated; available 

 84.210  4359 employee assistance programs 
 

Upon employment Government Code  None Right to purchase PERS  

  21029   service credit for military 

     service performed prior to  
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     public employment 

 

Upon placement of automated Health and Safety AR 5141 Proper use of AED; location 

external defibrillator (AED) in   Code 1797.196  of all AEDs on campus, 

school, and annually thereafter   sudden cardiac arrest, school's 

   emergency response plan 
 

To all employees, if the  Health and Safety AR  3513.3 District's tobacco-free schools 

district receives Tobacco-Use  Code 104420  policy and enforcement 

Prevention Education funds   procedures 

 

Annually to all employees, or Health and Safety BP AR 4119.43 AIDS and hepatitis B, 

more frequently if there is new Code 120875,   4219.43 including methods to prevent 

information 120880  4319.43 exposure 

 

To all employees, with each Labor Code 246 AR 4161.1 Amount of sick leave available 

paycheck   4361.1 

  AR 4261.1 
 

Upon hire, in employee Labor Code BP 4033 The district's policy on 

handbook, and upon request 1034   lactation accommodation 

for parental leave 

 

 

 E 4112.9(c) 

  4212.9 

 

 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

I.  To All Employees  (continued) 

 

To covered employees and Labor Code AR  4154 Availability of COBRA/ 

former employees 2800.2 4254 Cal-COBRA continuation 

To covered employees and Labor Code AR  4154 Availability of COBRA/ 

former employees 2800.2 4254 Cal-COBRA continuation 
   4354  

 and conversion coverage; 

   statement encouraging careful 

   examination of options before 

   declining coverage 

 

To employees participating Labor Code None Deadline to withdraw funds 

in a flexible spending account 2810.7  from account before the end  

   of the plan year 
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 E 4112.9(c) 

 4212.9 

 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

I.  To All Employees  (continued) 

 
To every new employee, either Labor Code AR BP 4157.1 Workers' compensation 

at the time employee is hired 3551  4257.1 benefits, how to obtain medical 

or by end of first pay period   4357.1 care, role of primary physician, 

    form for reporting personal 

    physician/chiropractor 

 

Prior to beginning employment Penal Code  AR  5141.4 Status as a mandated reporter 

 11165.7, 11166.5  of child abuse, reporting 

   obligations, confidentiality 

   rights, copy of law 

 
Upon employment, and when Unemployment AR 4154 Disability insurance rights and 

employee goes on leave  Insurance Code   4254 benefits 

for specified reasons 2613  4354 

 

To all employees and job 2 CCR 11023; 34 BP 0410 District's policy on 

applicants CFR 104.8, 106.9 AR BP 4030 nondiscrimination and  

   related complaint procedures 

 

To all employees via employee 2 CCR 11091, AR 4161.8 Benefits through Family and 

handbook, or to each new 11095; 29 CFR  4261.8 Medical Leave Act (FMLA) 

employee 825.300  4361.8 and California Family Rights 

    Act (CFRA); obligation  
    to provide 30 days' notice of 

    need for leave when possible 

 

Annually to all employees 40 CFR 763.84, AR 3514 Availability of asbestos 

 763.93  management plan; inspections, 

   response actions, post-response 

   actions planned or in progress 

 E 4112.9(d) 

  4212.9 

  4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 
 

II.  To Certificated Employees 
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To eligible certificated Education Code  AR 4121 Criteria for membership in 

employees in a timely manner, 22455.5  retirement system; right to 

and to part-time and substitute   elect membership at any time 

certificated employees    

within 30 days of hire    
 

Upon employment of a Education Code  AR 4117.14 Postretirement earnings 

retired certificated individual  22461  4317.14 limitation or employment 

    restriction; monthly report of 

    compensation 

 E 4112.9(d) 

 4212.9 

 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 
 
 

 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

II.  To Certificated Employees  (continued) 

 

To certificated employees Education Code  AR  4115 District regulations related to 

 35171 BP 4315 performance evaluations 

 
30 days before last day of    Education Code  AR 4115 Copy of employee's evaluation 

school year for instructional 44663 

staff, or by June 30 for 

noninstructional certificated 

staff, in any year in which 

employee is evaluated 

 

To a certificated employee Education Code  AR  4115 Notice and description of the 

with unsatisfactory evaluation, 44664   unsatisfactory performance 

once per year for probationary 

employee or at least once every 

other year for permanent employee 
 

By May 30, if district issues  Education Code  AR  4112.1 Request that the employee 

reemployment notices to 44842  notify district of intent to 

certificated employees   remain in service next year 

 

To certificated employees Education Code  AR 4112.1 Employment status and salary 

upon employment, and to 44916 AR 4121 

nonpermanent employees in 

July of each school year 

 

To probationary employee, By March 15 of employee's Education Code  BP 4116Whether or not employee 
by March 15second year of employment, 44929.21, 44929.23,  

 is reelected for next school 

 44948.5in districts that grant   

 year 



10 

 

permanent status after 

two years 
 

 

 

 

 E 4112.9(e) 

  4212.9 

  4312.9 
 
 

EMPLOYEE NOTIFICATIONS  (continued) 
 
 

 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

II.  To Certificated Employees  (continued) 
 

When certificated employee is Education Code  BP 4118 Notice of charges, procedures, 
subject to disciplinary action 44934, 44934.1, AR 4118 and employee rights; intent to 

for cause, at any time of year 44936  dismiss or suspend 30 days 

or, for charge of unsatisfactory   after notice 

performance, during instructional 

year 
 

To certificated employee charged Education Code  BP 4118 Notice of deficiency and 

with unprofessional conduct, at 44938  opportunity to correct 

least 45 days prior to suspension/ 

dismissal notice 

 

 

 

 

 E 4112.9(e) 

 4212.9 

 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

II.  To Certificated Employees (continued) 
 

To certificated employee charged Education Code  BP 4118 Notice of deficiency and 

with unsatisfactory performance, 44938   opportunity to correct 

at least 90 days prior to 

suspension/dismissal notice or 

prior to last quarter of school year 
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To certificated employee charged  Education Code  AR  4118 Notice of intent to dismiss 

with mandatory leave of absence 44940.5  30 days from notice unless 

offense, within 10 days of entry   employee demands hearing 

of judgment in proceedings 

 
To probationary employees   Education Code AR 4118 Reasons for dismissal and 

30 days prior to dismissal during   44948.3  opportunity to appeal 

school year, but not later than 

March 15 for second-year 

probationary employees 

 

By March 15 when necessary   Education Code BP  4117.3 Reasons for personnel 

to reduce certificated personnel, 44949, 44955  reduction and employees' right 

with final notice by May 15    to hearing; final notice of 

    Board decision re: termination 

 

On or before June 30, to    Education Code  BP  4121 District's decision not to 
temporary employee who  44954  reelect employee for 

served 75 percent of school year   following school year 

but will be released 

 

 

 

 E 4112.9(f) 

  4212.9 

  4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

II.  To Certificated Employees (continued) 
 

To teacher, when a student Education Code  AR 4158 Student has committed 

engages in or is reasonably 49079  4258 specified act that constitutes 

suspected of specified acts   4358 ground for suspension or 

    expulsion 

 

To certificated employee upon 5 CCR 80303 AR 4117.7 Contents of state regulation 

change in employment status   4317.7 re: report to Commission on 

due to alleged misconduct or   Teacher Credentialing 

while allegation is pending 

 

III.  To Classified Employees 

 

To classified employee charged Education Code AR  4218 Notice of intent to dismiss in 

with mandatory leave of absence 44940.5  30 days 

offense, in merit system district 
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When classified employee is Education Code AR  4218 Notice of charges, right to 

subject to disciplinary action 45113  hearing, timeline for 

for cause, in nonmerit district   requesting hearing  

 

 E 4112.9(f) 

 4212.9 

 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

III.  To Classified Employees  (continued) 

 

To classified employees at Education Code  AR  4217.3 Notice of layoff and 

least 60 days prior to layoff, or 45117  reemployment rights 

by April 29 for specially funded 

program that expires at end of 

school year 

 

To classified employees upon  Education Code  AR  4212 Employee's class specification,  
employment and upon each  45169  salary data, assignment or 

change in classification   work location, duty hours, 

   prescribed workweek 

 

To classified permanent  Education Code  AR 4261.1 Exhaustion of leave, 

employee whose leave 45192, 45195 AR 4261.11 opportunity to request 

is exhausted   additional leave 

 

To school bus drivers and 13 CCR 1234 AR 3542 Expiration date of driver's 

school activity bus drivers   license, driver's certificate and 

prior to expiration of   medical certificate; need to 

specified documents   renew 
 

 E 4112.9(g) 

  4212.9 

  4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

III.  To Classified Employees  (continued) 
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To school bus drivers and 13 CCR 2480 AR 3542 Limitations on vehicle 

school activity bus drivers   idling; consequences of not 

upon employment and at   complying 

least once per year thereafter 

 

To school bus drivers, prior to 49 CFR 382.113, AR 382.601 BP  4112.42
 Explanation of federal 

district drug testing program 382.601  4212.42 requirements for drug testing 

and thereafter upon employment   4312.42 program and district's policy 

  

To school bus drivers, prior to 49 CFR 382.303 AR 4112.42 Post-accident information, 

operating school bus        4212.42 procedures, and instructions 

        4312.42 

 

IV.  To Administrative/Supervisory Personnel 

 

To superintendent, deputy, Education Code  BP  2121 Decision not to reelect or 

associate, or assistant 35031 BP  4312.1 reemploy upon expiration of 
superintendent or senior   contract or term 

manager of classified service, 

at least 45 days before 

expiration of contract 

 

 

 E 4112.9(g) 

 4212.9 

 4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

IV.  To Administrative/Supervisory Personnel  (continued) 
 

Upon request by administrative  Education Code  AR  4313.2 Statement of the reasons for 

or supervisory employee    44896  the release or reassignment 

transferred to teaching position 

 

By March 15 to employee Education Code  AR 4313.2 Notice that employee may be 

who may be released/reassigned 44951  released or reassigned the 

the following school year   following school year 

 

V.  To Individual Employees Under Special Circumstances 

 
In the event of a breach of Civil Code 1798.29 BP 3580 Types of records affected, 

security of district records,    date of breach, description 

to affected employees    of incident, and, as applicable, 

    contact information for credit 

    reporting agencies 
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Prior to placing derogatory Education Code  AR  4112.6 Notice of derogatory 

information in personnel file 44031 4212.6 information, opportunity to 

  4312.6 review and comment 

 

 

 E 4112.9(h) 

  4212.9 

  4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

V.  To Individual Employees Under Special Circumstances  (continued) 

 

To employees who volunteer Education Code  AR 5141.21 Defense and indemnification 

to administer epinephrine 49414   from civil liability by the 

auto-injector    district 

 

To employees returning from Government Code AR 4161.5 Right to receive PERS 

military leave of absence, 20997  4261.5 service credit for military 
within 30 days of return   4361.5 service; application form 

 

24 hours before Board meets in Government Code BB 9321 Employee's right to have 

closed session to hear complaints 54957   complaints/charges heard in 

or charges against employee    open session 

 

When taking disciplinary action  Government Code BP 4119.23 Law prohibiting disclosure of 

against employee for disclosure 54963  4219.23 confidential information 

of confidential information   4319.23 obtained in closed session 

 

Within one working day of  Labor Code 3553, AR BP 4157.1 Potential eligibility for 

work-related injury or  5401  4257.1 workers' compensation 
victimization of crime    4357.1 benefits, claim form 
 

When adverse employment Penal Code 11105, AR 4112.5 Copy of DOJ notification 

action is based on DOJ criminal 11105.2        4212.5 
history information or         4312.5 

subsequent arrest notification 

 E 4112.9(h) 

 4212.9 

 4312.9 

 

 
 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  
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When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

V.  To Individual Employees Under Special Circumstances (continued) 

 

To any employee with  8 CCR 3204 AR 4119.42 The existence, location, and 
exposure to blood or other  4219.42 availability of exposure and 

potentially infectious materials,    4319.42 medical records; person 

upon initial employment and at   responsible for maintaining 

least annually thereafter   and providing access to 

   records; right to access records 
 

To any employee assigned to a 8 CCR 5191 AR 3514.1 Location and availability of 

work area where hazardous    chemical hygiene plan, 

chemicals are present, upon    exposure limits, signs and 

initial assignment and upon new    symptoms of exposure, 

exposure situation    location of reference material 

 

 

 

 E 4112.9(i) 

  4212.9 

  4312.9 

 

 

EMPLOYEE NOTIFICATIONS  (continued) 

 

 
 Education or Board Policy/  

When/Whom  Other Legal Administrative 

to Notify Code Regulation #  Subject 

 

V.  To Individual Employees Under Special Circumstances (continued) 

 

To any employee who may 8 CCR 5194 AR 3514.1 Any presence of hazardous 

be exposed to hazardous    substances in the work area, 

substances in the work area,    location and availability of 

upon initial assignment and    hazard communication 

when new hazard is    program, new material safety 
introduced into work area    data sheet, employee rights 

  

To employee eligible for 38 USC 4334 AR 4161.5 Notice of rights, benefits, and 

military leave   4261.5 obligations under military 

   4361.5 leave 

 

Within five days of employee's 29 CFR 825.300; AR 4161.8 Designation of leave as 

request for FMLA leave, 2 CCR 11049,          4261.8 FMLA or non-FMLA; if not 

receipt of supporting 11091        4361.8 eligible, reason not eligible; 

information, or district's    requirement to use paid leave; 

knowledge that the requested    any requirement for fitness- 
leave may qualify as FMLA     for-duty certification; any 

leave    subsequent changes in 

    designation notice 
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Whenever notice of eligibility 29 CFR 825.300 AR 4161.8 Rights and responsibilities re: 

for FMLA is provided to   4261.8 use of FMLA; consequences of 

employee   4361.8 failure to meet obligations 

 

 

 

 

 

 

 

 

 

 

 

 

Exhibit CSBA MANUAL MAINTENANCE SERVICE 

version: MayMarch 2020 

 

 

 

 

Certificated Personnel BP 4113(a) 

 

ASSIGNMENT 

 

 

In order to serve the best interests of students and the educational program, the Governing Board 

of Trustees authorizes the Superintendent or designee to assign certificated personnel to positions 

for which they are qualified pursuant to their preparation, certification, preparation, professional 

experience, and aptitude. qualify them. 

 
(cf. 4112.2 - Certification) 

(cf. 4112.21 - Interns) 

(cf. 4112.22 - Staff Teaching English Language Learners) 

(cf. 4112.23 - Special Education Staff) 

(cf. 4112.8/4212.8/4312.8 - Employment of Relatives) 

 

Teachers may be assigned to any school within the district in accordance with the collective 

bargaining agreement or Board policy. 

 
(cf. 4141/4241 - Collective Bargaining Agreement) 

 

Assignment to Courses/Classes 

 

The Superintendent or designee shall assign teachers to courses based on the grade level and 

subject matter authorized by their credentials. 
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When there is no credential authorization requirement for teaching an elective course, the 

Superintendent or designee shall select the credentialed teacher whose knowledge and skills best 

prepare the teacherhim/her to provide instruction in that subject. 

 

When specifically authorized by law or regulation, the Superintendent or designee may, with the 

teacher's consent,  assign a teacher , with his/her consent, to a position outside the teacher'shis/her 

credential authorization in accordance with the local teaching assignment options described in the 

Commission on Teacher Credentialing's (CTC) Administrator's Assignment Manual.  Such 

assignments  Assignments made pursuant to Education Code 44256, 44258.2, and 44263 shall be 

annually approved by Board resolution. In such cases, the Superintendent or designee shall 

reference in district records the statute or regulation under which the assignment is authorized. 

 
(cf. 3580 - District Records) 

 

If at any time a certificated employee is required by the district to accept an assignment which the 

employee believes is not legally authorized by the employee's credential, the employee shall notify 

the Superintendent or designee, in writing, of the misassignment. Within 15 working days, the 

Superintendent or designee shall notify the employee of the legality of the assignment.  If no action 

is taken by the district, the employee shall provide written notification to the County 

Superintendent of Schools.  No adverse action shall be taken against an employee who files a 

notice of misassignment.  (Education Code 44258.9) 

 

The Superintendent or designee shall periodically report to the Board on teacher assignments and 

vacancies, including the number and type of assignments made outside a teacher's credential 

authorization through a local teaching assignment option. Whenever district misassignments and 

vacancies are reviewed by the County Superintendent of Schools or CTC, as applicable, the 

Superintendent or designee shall report the results to the Board and shall provide recommendations 

for remedying any identified issues. 

 
(cf. 1312.4 - Williams Uniform Complaint Procedures) 

 

 

 BP 4113(b) 

 

 

ASSIGNMENT  (continued) 

 

 

Vacancies and Misassignments 

 

Annually, the district shall review potential misassignments and vacant positions throughout the 

district. Upon receiving notification from CTC of the availability of data regarding potential 

misassignments and vacant positions in the district, the Superintendent shall review the data within 

60 days. When necessary, the Superintendent or designee may respond by submitting additional 

documentation to the County Superintendent showing that an employee is legally authorized for 

an assignment and/or that a position identified as vacant was miscoded and a legally authorized 

employee is assigned to the position.  (Education Code 44258.9) 
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If the district subsequently receives, within 90 days of CTC's initial notification, a notification 

from the County Superintendent indicating that a certificated employee in the district is assigned 

to a position for which the employee has no legal authorization, the district shall correct the 

assignment within 30 calendar days.  (Education Code 44258.9) 

 

The district shall serve as the monitoring authority for teacher assignments in any charter school 

it has authorized, in accordance with Education Code 44258.9-44258.10. 

 
(cf. 0420.41 - Charter School Oversight) 

 

Any complaint alleging teacher misassignment or vacancy shall be filed and addressed through the 

district's procedures specified in AR 1312.4 - Williams Uniform Complaint Procedures. 

 
(cf. 1312.4 - Williams Uniform Complaint Procedures) 

 

The school accountability report card for each school shall include any assignment of teachers 

outside their subject areas of competence, misassignments, including misassignments of teachers 

of English learners, and the number of vacant teacher positions for the most recent three-year 

period.  (Education Code 33126) 

 
(cf. 0510 - School Accountability Report Card) 

 

Equitable Distribution of Qualified and Experienced Teachers 

 

The Superintendent or designee shall identify and address the equitable distribution of ensure that 

highly qualified and experienced teachers are equitably distributed among district schools, 

including those with higher than average levels of low-income, minority, and/or academically 

underperforming students. The Superintendent or designee He/she shall annually report to the 

Board comparisons of teacher qualifications across district schools, including the number of 

teachers serving under a provisional internship permit, short-term staff permit, intern credential, 

emergency permit, or credential waiver. 

 

 BP 4113(c) 

 

 

ASSIGNMENT  (continued) 

 

 
(cf. 0520.2 - Title I Program Improvement Schools) 

 

Strategies for ensuring equitable access to experienced teachers may include, but are not limited 

to, incentives for voluntary transfers, provision of professional development, and/or programs to 

recruit and retain effective teachers. 

 
(cf. 0460 - Local Control and Accountability Plan) 

(cf. 4111/4211/4311 - Recruitment and Selection) 

(cf. 4114 - Transfers) 
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(cf. 4131 - Staff Development) 

(cf. 4131.1 - Teacher Support and Guidance) 

(cf. 6171 - Title I Programs) 

 

 

 
Legal Reference:  (see next page) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 BP 4113(c) 

 

 

ASSIGNMENT  (continued) 

 

 

 
Legal Reference: 

EDUCATION CODE 

33126  School accountability report card 

35035  Additional powers and duties of superintendent 

35186  Complaint process 

37616  Assignment of teachers to year-round schools 
44225.6  Commission report to the legislature re:  teachers 

44250-44277  Credentials and assignments of teachers 

44314  Subject matter programs, approved subjects 

44824  Assignment of teachers to weekend classes 

44955  Reduction in number of employees 

GOVERNMENT CODE 

3543.2  Scope of representation 

CODE OF REGULATIONS, TITLE 5 

80003-80005  Credential authorizations 

80020-80020.5  Additional assignment authorizations 

80335  Performance of unauthorized professional services 
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80339-80339.6  Unauthorized certificated employee assignment 

UNITED STATES CODE, TITLE 20 

6311  State plan 

6312  Local educational agency plans 

6601-6651  Teacher and Principal Training and Recruiting Fund 

 

 

 
Management Resources:  (see next page) 

 

 

 

 

 

 

 

 

 

 BP 4113(d) 

 

 

ASSIGNMENT  (continued) 

 

 

 
Management Resources: 

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS 

California State Plan to Ensure Equitable Access to Excellent Educators 

Every Student Succeeds Act 2016-17 School Year Transition Plan, April 2016 

COMMISSION ON TEACHER CREDENTIALING PUBLICATIONS 
Administrator's Assignment Manual - Updates and Revisions, May 2014 

The Administrator's Assignment Manual, rev. September 2007 

U.S. DEPARTMENT OF EDUCATION GUIDANCE 

Transitioning to the Every Student Succeeds Act (ESSA):  Frequently Asked Questions, rev. May 4, 2016 

Improving Teacher Quality State Grants:  ESEA Title II, Part A, rev. October 5, 2006 

WEB SITES 

CSBA:  http://www.csba.org 

California Department of Education:  http://www.cde.ca.gov 

Commission on Teacher Credentialing:  http://www.ctc.ca.gov 

U.S. Department of Education:  http://www.ed.gov 
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All Personnel BP 4119.42(a) 

 4219.42 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS 4319.42 

 

 

As part of its commitment to provide a safe and healthy work environment, the Governing Board 

recognizes the importance of protecting employees from possible infection due to contact with 

bloodborne pathogens, including, but not limited to, hepatitis B virus, hepatitis C virus, and human 

immunodeficiency virus (HIV). The Superintendent or designee shall establish a written exposure 

control plan in accordance with state and federal standards for dealing with potentially infectious 

materials in the workplace. 
 

(cf. 4119.43/4219.43/4319.43 - Universal Precautions) 

(cf. 5141.21 - Administering Medication and Monitoring Health Conditions) 

(cf. 5141.6 - School Health Services) 

 

The exposure control plan shall be consistent with the district's injury and illness prevention 

program established pursuant to Labor Code 6401.7 and 8 CCR 3203.  (8 CCR 5193) 
 

(cf. 4157/4257/4357 - Employee Safety) 

 

The Superintendent or designee shall determine which employees have occupational exposure to 

bloodborne pathogens and other potentially infectious materials. In accordance with the district's 

exposure control plan, employees having occupational exposure shall receive training and be 

offered the hepatitis B vaccination.  (8 CCR 5193; 29 CFR 1910.1030) 
 

Any employee not identified by the Superintendent or designee as having occupational exposure 

may submit a request to the Superintendent or designee to be included in the training and hepatitis 

B vaccination program.  The Superintendent or designee may deny a request when there is no 

reasonable anticipation of contact with any infectious material. 
 

In the event that an employee has an exposure incident, the district shall implement follow-up 

procedures in accordance with the exposure control plan.  All such incidents shall be evaluated to 

determine whether changes need to be made in district practices. 

 

 

 
Legal Reference:  (see next page) 
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 BP 4119.42(b) 

 4219.42 

 4319.42 

 

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued) 

 

 

 
Legal Reference: 

GOVERNMENT CODE 

3543.2  Scope of bargaining 

LABOR CODE 

142.3  Authority of Cal/OSHA to adopt standards 

144.7  Requirement to amend standards 

6401.7  Injury and illness prevention program 

CODE OF REGULATIONS, TITLE 8 

3203  Injury and illness prevention program 

3204  Access to employee exposure and medical records 

5193  California bloodborne pathogens standards 
CODE OF FEDERAL REGULATIONS, TITLE 29 

1910.1030  OSHA bloodborne pathogens standards 

 
Management Resources: 

CALIFORNIA DEPARTMENT OF INDUSTRIAL RELATIONS PUBLICATIONS 

Frequently Asked Questions About the Bloodborne Pathogens Standard 

A Best Practices Approach for Reducing Bloodborne Pathogens Exposure, 2001 
Exposure Control Plan for Bloodborne Pathogens, 2001 

WEB SITES 

California Department of Industrial Relations, Occupational Safety and Health: 

http://www.dir.ca.gov/occupational_safety.html 

Centers for Disease Control and Prevention:  http://www.cdc.gov 

U.S. Department of Labor, Occupational Safety and Health Administration:  http://www.osha.gov 

 

 

 

 

 

 

Policy CSBA MANUAL MAINTENANCE SERVICE 

adopted: May 2020 
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All Personnel AR 4119.42(a) 

 4219.42 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS 4319.42 

 

 

Definitions 

 

Occupational exposure means reasonably anticipated skin, eye, mucous membrane, or parenteral 

contact with blood or other potentially infectious materials that may result from the performance 

of an employee's duties.  (8 CCR 5193; 29 CFR 1910.1030) 

 

Exposure incident means a specific eye, mouth, other mucous membrane, nonintact skin, or 

parenteral contact with blood or other potentially infectious materials that results from the 

performance of an employee's duties.  (8 CCR 5193; 29 CFR 1910.1030) 

 

Parenteral contact means piercing mucous membranes or the skin barrier through such events as 

needlesticks, human bites, cuts, and abrasions.  (8 CCR 5193; 29 CFR 1910.1030) 

 

A sharp is any object that can be reasonably anticipated to penetrate the skin or any other part of 

the body and to result in an exposure incident.  (8 CCR 5193) 

 

A sharps injury is any injury caused by a sharp, including, but not limited to, cuts, abrasions, or 

needlesticks.  (8 CCR 5193) 

 

Work practice controls are controls that reduce the likelihood of exposure by defining the manner 

in which a task is performed.  (8 CCR 5193; 29 CFR 1910.1030) 

 

Engineering controls are controls, such as sharps disposal containers, needleless systems, and 

sharps with engineered sharps injury protection, that isolate or remove the bloodborne pathogens 

hazard from the workplace.  (8 CCR 5193; 29 CFR 1910.1030) 

 

Engineered sharps injury protection is a physical attribute, such as a barrier, blunting, 

encapsulation, withdrawal, or other effective mechanism, built into a needle device or into a non-

needle sharp which effectively reduces the risk of an exposure incident.  (8 CCR 5193; 29 CFR 

1910.1030) 

 

Personal protective equipment is specialized clothing or equipment worn or used by an employee 

for protection against a hazard, such as gloves, gowns, laboratory coats, face shields or masks.  (8 

CCR 5193) 

 

Exposure Control Plan 
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The district's written exposure control plan for bloodborne pathogens shall contain at least the 

following components:  (8 CCR 5193; 29 CFR 1910.1030) 

 

1. A determination of which employees have occupational exposure to blood or other 

potentially infectious materials, which shall be made without regard to employees' use of 

personal protective equipment and shall include a list of: 

 

 AR 4119.42(b) 

 4219.42 

 4319.42 

 

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued) 

 

 

a. All job classifications in which all employees have occupational exposure 

 

b. Job classifications in which some employees have occupational exposure 

 

c. All tasks and procedures, or groups of closely related tasks and procedures, in 

which occupational exposure occurs and which are performed by employees listed 

in item #1b above 

 
(cf. 5141.21 - Administering Medication and Monitoring Health Conditions) 

(cf. 5141.6 - School Health Services) 

 

2. The schedule and method of implementing each of the following in accordance with 8 CCR 

5193 and this administrative regulation: 

 

a. Methods of compliance required by 8 CCR 5193(d) and 29 CFR 1910.1030, 

including universal precautions, general and specific engineering and work practice 

controls, and personal protective equipment 

 
(cf. 4119.43/4219.43/4319.43 - Universal Precautions) 

 

b. Hepatitis B vaccination  

 

c. Bloodborne pathogen post-exposure evaluation and follow-up 

 

d. Communication of hazards to employees through information and training  

 

e. Recordkeeping, including medical records, training records, and a log of sharps 

injuries  

 

3. The district's procedure for documenting the route(s) of exposure and the circumstances 

under which exposure incidents occurred  
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4. An effective procedure for gathering information about each exposure incident involving 

a sharp 

 

5. An effective procedure for periodically determining the frequency of use of the types and 

brands of sharps involved in exposure incidents  

 

6. An effective procedure for identifying currently available engineering controls and 

selecting such controls, as appropriate, for the procedures performed by employees in their 

work areas or departments 

 

 AR 4119.42(c) 

 4219.42 

 4319.42 

 

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued) 

 

 

7. An effective procedure for documenting instances when a licensed healthcare professional 

directly involved in an employee's care determines that the use of an engineering control 

would jeopardize the employee's safety or the success of a medical, dental, or nursing 

procedure involving the employee 

 

8. An effective procedure for obtaining the active involvement of employees in reviewing and 

updating the exposure control plan with respect to the procedures performed by employees 

in their respective work areas or departments 

 

The exposure control plan shall be reviewed and updated at least annually and whenever necessary 

to:  (8 CCR 5193; 29 CFR 1910.1030) 

 

1. Reflect new or modified tasks and procedures affecting occupational exposure 

 

2. Reflect changes in technology that eliminate or reduce exposure to bloodborne pathogens 

and, to the extent that sharps are used in the district, document consideration and 

implementation of appropriate commercially available needleless systems and needle 

devices and sharps with engineered sharps injury protection 

 

3. Include new or revised employee positions with occupational exposure 

 

4. Review and evaluate the exposure incidents which occurred since the previous update 

 

5. Review and respond to information indicating that the exposure control plan is deficient in 

any area 
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The district's exposure control plan shall be accessible to employees upon request.  (8 CCR 

3204(e), 5193; 29 CFR 1910.1030) 

 

Preventive Measures 

 

The Superintendent or designee shall use engineering controls and work practice controls, as 

defined above, to eliminate or minimize employee exposure to bloodborne pathogens.  

Engineering controls and work practice controls shall be evaluated on a regular schedule and, as 

applicable, maintained, replaced, or updated to ensure their effectiveness.  (8 CCR 5193; 29 CFR 

1910.1030) 

 

Whenever potential occupational exposure continues to exist after institution of engineering and 

work practice controls, the district shall provide, at no cost to the employee, appropriate personal 

protective equipment.  (8 CCR 5193; 29 CFR 1910.1030) 

 

 AR 4119.42(d) 

 4219.42 

 4319.42 

 

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued) 

 

 

Employees shall observe universal precautions to prevent contact with blood or other potentially 

infectious materials, including, but not limited to, handwashing, proper use of personal protective 

equipment, and proper disposal or washing of contaminated garments or objects.  (8 CCR 5193; 

29 CFR 1910.1030) 

 

Any use of needleless systems, needle devices, or non-needle sharps shall adhere to the specific 

requirements of 8 CCR 5193(d) and 29 CFR 1910.1030. 

 

Pre-Exposure Hepatitis B Vaccination 

 

The hepatitis B vaccination and vaccination series shall be made available at no cost to all 

employees who have occupational exposure. The hepatitis B vaccination shall be made available 

after an employee with occupational exposure has received the required training and within 10 

working days of initial assignment, unless the employee has previously received the complete 

hepatitis B vaccination series, antibody testing has revealed that the employee is immune, or 

vaccination is contraindicated for medical reasons.  (8 CCR 5193; 29 CFR 1910.1030) 

 

Employees who decline to accept the vaccination shall sign the hepatitis B declination statement.  

(8 CCR 5193; 29 CFR 1910.1030) 

 

The Superintendent or designee may exempt from the pre-exposure hepatitis B vaccine designated 

first aid providers whose primary job assignment is not the rendering of first aid, provided that the 

district implements the procedures in its exposure control plan for providing hepatitis B vaccine 
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to all unvaccinated first aid providers who have rendered assistance in any situation involving the 

presence of blood or other potentially infectious materials and provides appropriate follow-up for 

those who experience an exposure incident.  (8 CCR 5193)  

 

Training 

 

The Superintendent or designee shall ensure that all employees with occupational exposure 

participate in a training program at the time of initial assignment to tasks where occupational 

exposure may take place and at least annually thereafter.  The training shall be offered during 

working hours and at no cost to the employee.  (8 CCR 5193; 29 CFR 1910.1030) 

 

The training shall address, at a minimum:  (8 CCR 5193; 29 CFR 1910.1030) 

 

1. The exposure control standard contained in 8 CCR 5193 and 29 CFR 1910.1030 

 

2. The epidemiology and symptoms of bloodborne diseases 

 AR 4119.42(e) 

 4219.42 

 4319.42 

 

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued) 

 

 

3. Modes of transmission of bloodborne pathogens 

 

4. The district's exposure control plan and the means by which employees may obtain a copy 

of the written plan 

 

5. Appropriate methods for recognizing tasks and other activities that may involve exposure 

to blood and other potentially infectious materials 

 

6. The use and limitations of methods to prevent or reduce exposure, including appropriate 

engineering controls, administrative or work practice controls, and personal protective 

equipment 

 

7. The types, proper use, location, removal, handling, decontamination, and disposal of 

personal protective equipment 

 

8. The basis for selecting personal protective equipment 

 

9. The hepatitis B vaccine, including its efficacy, safety, and method of administration; the 

benefits of being vaccinated; and that the vaccine will be offered free of charge 

 

10. Appropriate actions to take and persons to contact in an emergency or exposure incident 

involving blood or other potentially infectious materials 
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11. The post-exposure evaluation and follow-up that the district is required to provide for the 

employee following an exposure incident  

 

Additional training shall be provided to affected employees whenever a change, such as the 

introduction or modification of tasks or procedures or the introduction of new engineering, 

administrative, or work practice controls, affects the employee's exposure. The additional training 

may be limited to addressing the new exposures created.  (8 CCR 5193; 29 CFR 1910.1030) 

 

Designated first aid providers shall receive training that includes the specifics of reporting first-

aid incidents which involve blood or body fluids which are potentially infectious.  (8 CCR 5193) 

 

Reporting Incidents 

 

All exposure incidents shall be reported as soon as possible to the Superintendent or designee. 

 

 AR 4119.42(f) 

 4219.42 

 4319.42 

 

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued) 

 

 

Unvaccinated designated first aid providers must report any first aid incident involving the 

presence of blood or other potentially infectious material, regardless of whether an exposure 

incident occurred, by the end of the work shift. The full hepatitis B vaccination series shall be 

made available to such employees no later than 24 hours after the first aid incident.  (8 CCR 5193) 

 

Sharps Injury Log 

 

The Superintendent or designee shall establish and maintain a log recording each exposure incident 

involving a sharp.  (8 CCR 5193; 29 CFR 1910.1030) 

 

The exposure incident shall be recorded within 14 working days of the date the incident is reported 

to the district.  (8 CCR 5193) 

 

The information recorded shall include the following, if known or reasonably available:  (8 CCR 

5193; 29 CFR 1910.1030) 

 

1. Date and time of the exposure incident 
 

2. Type and brand of sharp involved in the exposure incident 

 

3. A description of the exposure incident, including: 

 

a. Job classification of the exposed employee 
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b. Department or work area where the exposure incident occurred 

 

c. The procedure that the exposed employee was performing at the time of the incident 

 

d. How the incident occurred 

 

e. The body part involved in the incident 

 

f. If the sharp had engineered sharps injury protection, whether the protective 

mechanism was activated and whether the injury occurred before, during, or after 

the protective mechanism was activated 

 

g. If the sharp had no engineered sharps injury protection, the injured employee's 

opinion as to whether and how such a mechanism could have prevented the injury 

 AR 4119.42(g) 

 4219.42 

 4319.42 

 

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued) 

 

 

h. The employee's opinion about whether any other engineering, administrative, or 

work practice could have prevented the injury 

 

Post-Exposure Evaluation and Follow-up 

 

Following a report of an exposure incident, the Superintendent or designee shall immediately make 

available to the exposed employee, at no cost, a confidential medical evaluation, post-exposure 

evaluation, and follow-up. The Superintendent or designee shall, at a minimum:  (8 CCR 5193; 29 

CFR 1910.1030) 

 

1. Document the route(s) of exposure and the circumstances under which the exposure 

incident occurred 

 

2. Identify and document the source individual, unless that identification is not feasible or is 

prohibited by law 

 

3. With the consent of the exposed employee, provide for the collection and testing of the 

employee's blood for hepatitis B, hepatitis C, and HIV serological status 

 

4. Provide for post-exposure prophylaxis, when medically indicated, as recommended by the 

U.S. Public Health Service 

 

5. Provide for counseling and evaluation of reported illnesses 
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The Superintendent or designee shall provide the health care professional responsible for the 

employee's hepatitis B vaccination with a copy of 8 CCR 5193 and 29 CFR 1910.1030; a 

description of the employee's duties as they relate to the exposure incident; documentation of the 

route(s) of exposure and circumstances under which exposure occurred; results of the source 

individual's blood testing, if available; and all medical records maintained by the district relevant 

to the appropriate treatment of the employee, including vaccination status.  (8 CCR 5193; 29 CFR 

1910.1030) 

 

The district shall maintain the confidentiality of the affected employee and the exposure source 

during all phases of the post-exposure evaluation.  (8 CCR 5193) 

 
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information) 

(cf. 9011 - Disclosure of Confidential/Privileged Information) 

 

 

 

 

 AR 4119.42(h) 

 4219.42 

 4319.42 

 

 

EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued) 

 

 

Records 

 

Upon an employee's initial employment and at least annually thereafter, the Superintendent or 

designee shall inform employees with occupational exposure of the existence, location, and 

availability of related records; the person responsible for maintaining and providing access to 

records; and the employee's right of access to these records.  (8 CCR 3204) 

 
(cf. 1340 - Access to District Records) 

(cf. 3580 - District Records) 

(cf. 4112.9/4212.9/4312.9 - Employee Notifications) 

 

The district shall maintain a medical record of each employee with occupational exposure, 

including the employee's hepatitis B vaccination status, the results of any post-exposure medical 

examinations and follow-up procedures, a copy of the information provided to the health care 

professional, and a copy of the health care professional's written opinion.  The medical record shall 

be kept confidential and not disclosed or reported without the employee's written consent to any 

person within or outside the workplace except as required by law.  (8 CCR 5193; 29 CFR 

1910.1030) 
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Upon request by an employee, or a designated representative with the employee's written consent, 

the Superintendent or designee shall provide access to a record in a reasonable time, place, and 

manner, no later than 15 days after the request is made.  (8 CCR 3204) 

 

Records shall be maintained as follows:  (8 CCR 3204, 5193; 29 CFR 1910.1030) 

 

1. The medical records of each employee with occupational exposure shall be maintained for 

the duration of employment plus 30 years. 

 

2. Training records shall be maintained for three years from the date of training. 

 

3. The sharps injury log shall be maintained five years from the date the exposure incident 

occurred. 

 

4. Exposure records shall be maintained for at least 30 years. 

 

5. Each analysis using medical or exposure records shall be maintained for at least 30 years. 

 

 

 

Regulation CSBA MANUAL MAINTENANCE SERVICE 
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS 4319.42 

 

 

HEPATITIS B VACCINE DECLINATION 

 

In accordance with 8 CCR 5193 and 29 CFR 1910.1030, the district makes the hepatitis B vaccine 

available to employees who may reasonably be expected to have contact with blood or other 

potentially infectious materials in the performance of their duties. Any employee who declines this 

vaccine is required to read and sign the following statement: 

 

I understand that, due to my occupational exposure to blood or other potentially infectious 

materials, I may be at risk of acquiring hepatitis B virus (HBV) infection.  I have been given the 

opportunity to be vaccinated with hepatitis B vaccine, at no charge to myself.  However, I decline 

hepatitis B vaccination at this time.  I understand that by declining this vaccine, I continue to be at 
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risk of acquiring hepatitis B, a serious disease.  If in the future I continue to have occupational 

exposure to blood or other potentially infectious materials and I want to be vaccinated with 

hepatitis B vaccine, I can receive the vaccination series at no charge to myself. 

 

____________________________________ 

Employee Name (Please print) 

 

____________________________________ 

Signature 

 

____________________________________ 

Date 
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 4219.43 

UNIVERSAL PRECAUTIONS 4319.43 

 

 

In order to protect all employees from contact with potentially infectious blood or other body 

fluids, the Governing Board requires that universal precautions be observed throughout the district.  

Universal precautions are appropriate for preventing the spread of all infectious diseases and shall 

be used regardless of whether bloodborne pathogens are known to be present. 

 
(cf. 4157/4257/4357 - Employee Safety) 

(cf. 5141 - Health Care and Emergencies) 

(cf. 5141.22 - Infectious Diseases) 

(cf. 5141.24 - Specialized Health Care Services) 

(cf. 5141.6 - School Health Services) 

(cf. 6145.2 - Athletic Competition) 
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The Superintendent or designee shall distribute to employees information provided by the 

California Department of Education (CDE) regarding acquired immune deficiency syndrome 

(AIDS), AIDS-related conditions, and hepatitis B.  This information shall include, but not be 

limited to, any appropriate methods employees may use to prevent exposure to AIDS and hepatitis 

B, including information concerning the availability of a vaccine to prevent contraction of hepatitis 

B, and that the cost of this vaccination may be covered by the health plan of the employees.  

Information shall be distributed annually, or more frequently if there is new information supplied 

by CDE.  (Health and Safety Code 120875, 120880) 

 
(cf. 4112.9/4212.9/4312.9 - Employee Notifications) 

 

Information regarding universal precautions may be included in employee handbooks. 

 

Employees shall immediately report any exposure incident or first aid incident in accordance with 

the district's exposure control plan for bloodborne pathogens or other safety procedures.  

 
(cf. 4119.42/4219.42/4319.42 - Exposure Control Plan for Bloodborne Pathogens) 

 

 

 
Legal Reference:  (see next page) 

 

 

 

 

 

 

 

 

 

 

 

 

 BP 4119.43(b) 

 4219.43 

 4319.43 

 

 

UNIVERSAL PRECAUTIONS  (continued) 

 

 

 
Legal Reference: 

GOVERNMENT CODE 

3543.2  Scope of bargaining 

HEALTH AND SAFETY CODE 

117600-118360  Handling and disposal of regulated waste 
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120875  Providing information to school districts on AIDS, AIDS-related conditions and Hepatitis B 

120880  Information to employees of school district 

LABOR CODE 

6401.7  Injury and illness prevention program 

CODE OF REGULATIONS, TITLE 8 

3203  Injury and illness prevention program 
5193  California bloodborne pathogens standard 

CODE OF FEDERAL REGULATIONS, TITLE 29 

1910.1030  OSHA bloodborne pathogens standards 

 
Management Resources: 

CENTERS FOR DISEASE CONTROL AND PREVENTION PUBLICATIONS 

Hepatitis B Questions and Answers for the Public 
WEB SITES 

American Federation of Teachers:  https://www.aft.org 

California Department of Industrial Relations, Occupational Safety and Health: 

http://www.dir.ca.gov/occupational_safety.html 

California Department of Public Health: https://www.cdph.ca.gov 

Centers for Disease Control and Prevention:  http://www.cdc.gov 

U.S. Department of Labor, Occupational Safety and Health Administration:  http://www.osha.gov 
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UNIVERSAL PRECAUTIONS 4319.43 

 

 

Definitions 
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Universal precautions are an approach to infection control. All human blood and certain human 

body fluids, including, but not limited to semen, vaginal secretions, and any body fluid that is 

visibly contaminated with blood, are treated as if known to be infectious for human 

immunodeficiency virus (HIV), hepatitis B virus (HBV), hepatitis C virus (HCV), and other 

bloodborne pathogens.  (8 CCR 5193; 29 CFR 1910.1030) 

 

Occupational exposure means reasonably anticipated contact with blood or other potentially 

infectious materials that may result from the performance of an employee's duties.  (8 CCR 5193; 

29 CFR 1910.1030) 

 

A sharp is any object that can be reasonably anticipated to penetrate the skin or any other part of 

the body and to result in an exposure incident.  (8 CCR 5193) 

 

Infection Control Practices 

 

For the prevention of infectious disease, the district shall: 
 

1. Effectively maintain the worksite in a clean and sanitary condition, and implement an 

appropriate written schedule for cleaning and decontamination of the worksite 
 

(cf. 4119.42/4219.42/4319.42 - Exposure Control Plan for Bloodborne Pathogens) 

 

2. When necessary for employees with occupational exposure to bloodborne pathogens, 

provide appropriate personal protective equipment, such as gloves, masks, and outer 

garments, at no cost to the employee  (8 CCR 5193) 
 

3. Provide handwashing facilities which are readily accessible to employees, or, if not 

feasible, provide an appropriate antiseptic hand cleanser in conjunction with clean cloth or 

paper towels, or antiseptic towelettes 
 

Any employee who has contact with blood or other body fluid, regardless of whether bloodborne 

pathogens are known to be present, shall: 
 

1. Use personal protective equipment as appropriate. 
 

2. Wash hands and other skin surfaces thoroughly with soap and running water: 
 

a. Immediately or as soon as feasible following contact with blood or other potentially 

infectious materials 

 

b. Immediately after removing gloves or other personal protective equipment 

 

 

 

 AR 4119.43(b) 

 4219.43 

 4319.43 
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UNIVERSAL PRECAUTIONS  (continued) 

 

 

3. When handwashing facilities are not available, use antiseptic hand cleanser in conjunction 

with clean cloth or paper towels, or antiseptic towelettes. In such instances, hands shall be 

washed with soap and running water as soon as feasible. 

 

4. Refrain from eating, drinking, smoking, applying cosmetics or lip balm, or handling 

contact lenses in work areas with a reasonable likelihood of occupational exposure to 

bloodborne pathogens. 

 

5. Clean and decontaminate all equipment and environmental and work surfaces after contact 

with blood or other potentially infectious material, no later than the end of the shift or more 

frequently as required by state regulations. 

 

6. Rather than using the hands directly, use mechanical means such as a brush and dust pan, 

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

 

7. Use effective techniques designed to minimize the risk of a sharps injury in all procedures 

involving the use of sharps.  
 

(cf. 5141.21 - Administering Medication and Monitoring Health Conditions) 

(cf. 5141.24 - Specialized Health Care Services) 

 

8. Handle, store, treat, and dispose of regulated waste in accordance with Health and Safety 

Code 117600-118360 and other applicable state and federal regulations. 

 

a. Immediately or as soon as possible after use, contaminated sharps shall be placed 

in containers meeting the requirements of 8 CCR 5193. 

 

b. Specimens of blood or other potentially infectious material shall be placed in a 

container which prevents leakage during collection, handling, processing, storage, 

transport, or shipping. 
 

(cf. 4157/4257/4357 - Employee Safety) 

(cf. 5141 - Health Care and Emergencies) 

(cf. 5141.22 - Infectious Diseases) 

(cf. 5141.6 - School Health Services) 

(cf. 6145.2 - Athletic Competition) 
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All Personnel BP  4151(a) 

  4251 

EMPLOYEE COMPENSATION  4351 

 

 

In order to recruit and retain employees committed to the district's goals for student learning, the 

Governing Board recognizes the importance of offering a competitive compensation package 

which includes salaries and health and welfare benefits. 

 
(cf. 3100 - Budget) 

(cf. 3400 - Management of Districts Assets/Accounts) 

(cf. 4000 - Concepts and Roles) 

(cf. 4154/4254/4354 - Health and Welfare Benefits) 

 

The Board shall adopt separate salary schedules for certificated, classified, and supervisory and 

administrative personnel. These schedules shall comply with law and collective bargaining 

agreements and shall be printed and made available for review at the district office.  (Education 

Code 45022, 45023, 45160, 45162, 45268) 

 
(cf. 4121 - Temporary/Substitute Personnel) 
(cf. 4141/4241 - Collective Bargaining Agreement) 

(cf. 4143/4243 - Negotiations/Consultation) 

 

Each certificated employee, except an employee in an administrative or supervisory position, shall 

be classified on the salary schedule on the basis of uniform allowance for education level and years 

of experience, unless the Board and employee organization negotiate and mutually agree to a salary 

schedule based on different criteria. Certificated employees shall not be placed in different 

classifications on the schedule, nor paid different salaries, solely on the basis of the grade levels at 

which they teach.  (Education Code 45028) 

 
(cf. 4030 - Nondiscrimination in Employment) 

 

Salary schedules for staff who are not a part of a bargaining unit shall be determined by the Board 

at the recommendation of the Superintendent or designee. 

 
(cf. 4140/4240/4340 - Bargaining Units) 

(cf. 4312.1 - Contracts) 

 

The Board shall determine the frequency and schedule of salary payments, including whether 

payments for employees who work less than 12 months per year will be made over the course of 
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the school year or in equal installments over the calendar year.  (Education Code 45038, 45039, 

45048, 45165) 

 

In extraordinary circumstances or emergency situations, the Board may determine to continue to 

compensate employees during periods of extended closure or disruption of normal district 

operations when permitted by law and consistent with collective bargaining agreements and 

memoranda of understanding. 

 

The Superintendent or designee shall post a notice explaining the Fair Labor Standards Act's wage 

and hour provisions in a conspicuous place at each work site.  (29 CFR 516.4) 

 

 BP 4151(b) 

 4251 

 4351 

 

 

EMPLOYEE COMPENSATION (continued) 

 

 

Overtime Compensation 

 

District employees shall be paid an overtime rate of not less than one and one-half times their 

regular rate of pay for any hours worked in excess of eight hours in one day or 40 hours in  

 

 BP 4151(b) 

  4251 

  4351 

 

 

EMPLOYEE COMPENSATION(continued) 

 

 

one work week, or twice their regular rate of pay for any hours worked in excess of 12 hours in 

one day or eight hours on the seventh consecutive day of work. However, employees shall be 

exempt from overtime rules if they are employed as teachers,  or school administrators, and other 

employees  or if they qualify as being employed in positions established by the Board asan 

executive, administrative, or professional shall be exempt from overtime rules.  

(Educationcapacity and are paid a monthly salary that is at least twice the state minimum wage for 

full-time employment.  (Labor Code 45128, 45130;510, 515; 29 USC 213; 29 CFR 541.0-541.710, 

553.27, 553.32) 

 
(cf. 4300 - Administrative and Supervisory Personnel) 

 

When authorized in a collective bargaining agreement or other agreement between the district and 

employees, an employee may take compensatory time off in lieu of overtime compensation, 

provided the employee has not accrued compensatory time in excess of the limits specified in 29 

USC 207.  An employee who has requested the use of compensatory time shall be allowed to use 
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such time within 12 calendar monthsa reasonable period after making the request if the use of the 

compensatory time does not unduly disrupt district operations.  (Education Code 45129;   (29 USC 

207; 29 CFR 553.20-553.25) 

 

For each nonexempt employee, the Superintendent or designee shall maintain records on the 

employee's wages, hours, and other information specified in 29 CFR 516.5-516.6. 

 
(cf. 3580 - District Records) 
(cf. 4112.6/4212.6/4312.6 - Personnel Files) 

 
 
 
Legal Reference:  (see next page) 
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  4351 

 

 

EMPLOYEE COMPENSATION (continued) 

 

 
 
Legal Reference: 

EDUCATION CODE 

45022-45061.5  Salaries, especially: 

45023  Availability of salary schedule 

45028  Salary schedule for certificated employees 

45127-45133.5  Classified employees; work week; overtime provisions 

45160-45169  Salaries for classified employees 
45268  Salary schedule for classified service in merit system districts 
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GOVERNMENT CODE 

3540-3549  Meeting and negotiating, especially: 

3543.2  Scope of representation 

3543.7  Duty to meet and negotiate in good faith 

LABOR CODE 

226  Employee access to payroll records 
232  Disclosure of wages 

510 Overtime compensation; length of work day and week; alternative schedules 

515  Overtime exemption for administrative, executive, and professional employees 

CODE OF REGULATIONS, TITLE 8 

11040  Wages and hours; definitions of administrative, executive, and professional employees 

UNITED STATES CODE, TITLE 26 

409A  Deferred compensation plans 

UNITED STATES CODE, TITLE 29 

201-219  Fair Labor Standards Act, especially: 

203  Definitions 

207  Overtime 

213  Exemptions from minimum wage and overtime requirements 
CODE OF FEDERAL REGULATIONS, TITLE 26 

1.409A-1 Definitions and covered plans 

CODE OF FEDERAL REGULATIONS, TITLE 29 

516.4  Notice of minimum wage and overtime provisions 

516.5-516.6  Records 

541.0-541.710  Exemptions for executive, administrative, and professional employees 

553.1-553.51  Fair Labor Standards Act; applicability to public agencies 

COURT DECISIONS 

Flores v. City of San Gabriel, 9th Cir., June 2, 2016, No. 14-56421 

 
Management Resources: 

OFFICE OF MANAGEMENT AND BUDGET PUBLICATIONS 

Administrative Relief for Recipients and Applicants of Federal Financial Assistance Directly Impacted by 

the Novel Coronavirus (COVID-19) Due to Loss of Operations, Memorandum M-20-17, March 19, 2020 

WEB SITES 

CSBA:  http://www.csba.org 

Internal Revenue Service:  http://www.irs.gov 

School Services of California, Inc.:  http://www.sscal.com 
U.S. Department of Labor, Wage and Hour Division:  https://www.dol.gov/whd 
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