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MUSDEmployee Handbook

POLICY ON DRUG FREE WORKPLACE

The Morongo Unified School District recognizes the potential dangers of drug abuse in the workplace. Such
abuse increases safety risks to employees and students where the impaired employee is responsible for
supervision of students, operation or maintenance of vehicles or machinery or other responsibilities involving
the health and welfare of District students and personnel. Additional dangers of drug abuse may include a loss of
efficiency to the District, and an additional burden on co-workers who must accommodate the absences or
inefficiency of an impaired employee. For these reasons, the District establishes a drug-free awareness program.

You are hereby notified that the unlawful manufacture, distribution, dispensation, under the influence,
possession or use of a controlled substance, as defined in schedules |-V of Section 202 of the Controlled
Substance Act (21 U.S.S. 812), is prohibited in the workplace.

You are further notified that, as a condition of your continued employment under any federal grant to the
District, you will abide by the terms of this statement, and will notify the District of any criminal drug statute
conviction (including pleas of nolo contendere), occurring in the workplace. Said notice shall be delivered no
later than five (5) days after such conviction.

The District will take appropriate personnel action, up to and including dismissal, against any employee found to
have violated the provisions of this statement.

POLICY ON TOBACCO-FREE SCHOOLS

The Governing Board recognizes the health hazards associated with tobacco products, including the breathing of
second-hand smoke, and desires to provide a healthy environment for students and staff. Employees are
encouraged to serve as models for good health practices that are consistent with the district's instructional
programs. The Governing Board prohibits the use of all tobacco products on the grounds of all facilities owned
or leased by the Morongo Unified School District (in compliance with the Federal Pro-Children’s act of 1994
[Public Law 103-227]). The products prohibited include any product containing tobacco or nicotine, including,
but not limited to, cigarettes, cigars, miniature cigars, smokeless tobacco, snuff, chew, clove cigarettes, betel,
electronic cigarettes, electronic hookahs, and other vapor-emitting devices, with or without nicotine content,
that mimic the use of tobacco products. This prohibition applies to all employees, students, and visitors at any
school-sponsored instructional program, activity, or athletic event held on or off district property. Any written
joint use agreement governing community use of district facilities or grounds shall include notice of the district's
tobacco-free schools policy and consequences for violations of the policy.

The Board prohibits smoking and/or the use of tobacco products at any time in district-owned or leased
buildings, on district property, and in district vehicles. (Health and Safety Code 104420, 104559)

The Superintendent or designee shall maintain a list of clinics and community resources that may assist
employees and students who wish to stop using tobacco products.

POLICY ON ALCOHOL-FREE WORKPLACE

District personnel shall not consume alcoholic beverages during duty hours. District employees shall not report
for or remain on duty under the influence of alcohol.
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CODE OF ETHICS

The Governing Board expects district employees to maintain the highest ethical standards, to follow district
policies and regulations, and to abide by state and national laws. Employee conduct should enhance the
integrity of the district and the goals of the educational program.

The Board encourages district employees to accept as guiding principles the codes of ethics published by the
professional associations to which they may belong.

RULES OF CONDUCT FOR PROFESSIONAL EDUCATORS

[EXCERPTY
TITLE 5, ARTICLE 3. RULES OF CONDUCT FOR PROFESSIONAL EDUCATORS. GENERAL PROVISIONS

These rules are binding upon every person holding a credential or any license to perform educational services
under the jurisdiction of the Commission on Teacher Credentialing, and the consequences of any willful
breach may be revocation or suspension of the credential, or license, or private admonition of the holder.

Nothing in these rules is intended to limit or supersede any provision of law relating to the duties and
obligations of certificated persons or to the consequences of the violation of such duties and obligations. The
prohibition of certain conduct in these rules is not to be interpreted as approval of conduct not specifically
cited.

These rules may be cited and referred to as “Rules of Conduct for Professional Educators”.

PROFESSIONAL CANDOR AND HONESTY IN LETTERS OF MEMORANDA OF EMPLOYMENT
RECOMMENDATION

A certificated person shall not write or sign any letter or memorandum which intentionally omits significant
facts, or which states as facts matters which the writer does not know of his/her own knowledge to be true
relating to the professional qualifications or personal fitness to perform certificated services of any person
whom the writer knows will use the letter or memorandum to obtain professional employment nor shall
he/she agree to provide a positive letter of recommendation which misrepresents facts as a condition of
resignation or for withdrawing action against the employing agency.

This rule has no application to statements identified in the letter or memorandum as personal opinions of the
writer but does apply to unqualified statements as fact that which the writer does not know to be true or to
statements as fact that which the writer knows to be untrue.

WITHDRAWAL FROM PROFESSIONAL EMPLOYMENT

A certificated person shall not abandon professional employment without good cause.

“Good cause” includes, but is not necessarily limited to, circumstances not caused by or under the voluntary
control of the certificated person.
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UNAUTHORIZED PRIVATE GAIN OR ADVANTAGE
A certificated person shall not:

Use for his/her own private gain or advantage or to prejudice the rights or benefits of another person any
confidential information relating to students or fellow professionals;

Use for his/her own private gain or advantage the time, facilities, equipment, or supplies which are the property
of his/her employer without the express or clearly implied permission of his/her employer.

Accept any compensation or benefit or thing of value other than his/her regular compensation for the
performance of any service that he/she is required to render in the course and scope of his/her certificated
employment. This rule shall not restrict performance of any overtime or supplemental services at the request of
the school employer; nor shall it apply to or restrict the acceptance of gifts or tokens of minimal value offered
and accepted openly from students, parents or other persons in recognition or appreciation of service.

PERFORMANCE WITH IMPAIRED FACULTIES
A certificated person shall not:

Perform or attempt to perform any duties or services authorized by his or her credential during any period in
which he or she knows or is in possession of facts showing that his or her mental or intellectual faculties are
substantially impaired for any reason, including but not limited to use of alcohol or any controlled substance.

Assign or require or permit a subordinate certificated person to perform any duties authorized by his or her
credential during any period in which the superior certificated person knows of his or her own knowledge or is in
possession of facts showing that the subordinate certificated person’s mental or intellectual faculties are
substantially impaired for any reason, including but not limited to use of alcohol or any controlled substance.

For the purpose of this rule, substantial impairment means a visible inability to perform the usual and customary
duties of the position in a manner that does not represent a danger to pupils, employees, or school property. It
does not include or mean inability attributable to lack of or inadequate, professional preparation or education.

HARASSMENT AND RETALIATION PROHIBITED

No certificated person shall directly or indirectly use or threaten to use any official authority or influence in any
manner whatsoever which tends to discourage, restrain, interfere with, coerce, or discriminate against any
subordinate or any certificated person who in good faith reports, discloses, divulges, or otherwise brings to the
attention of the governing board of a school district, the Commission on Teacher Credentialing or any other
public agency authorized to take remedial action, any facts or information relative to actual or suspected
violation of any law regulating the duties of persons serving in the public school system, including but not limited
to these rules of professional conduct.

DISCRIMINATION PROHIBITED

A certificated person shall not, without good cause, in the course and scope of his or her certificated employment
and solely because of race, color, creed, gender, national origin, handicapping condition or sexual orientation,
refuse or fail to perform certificated services for any person.

3|Page
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OATH OR AFFIRMATION OF ALLEGIANCE FOR DISASTER SERVICE WORKERS AND PUBLIC EMPLOYEES:
(GOVT. CODE 3100)

It is hereby declared that the protection of the health and safety and preservation of the lives and property
of the people of the state from the effects of natural, manmade, or war-caused emergencies which result in
conditions of disaster or in extreme peril to life, property, and resources is of paramount state importance
requiring the responsible efforts of public and private agencies and individual citizens. In furtherance of the
exercise of the police power of the state in protection of its citizens and resources, all public employees are
hereby declared to be disaster service workers subject to such disaster service activities as may be assigned
to them by their superiors or by law. (Govt. Code 3100)

For the purpose of this chapter, the term “disaster service worker” includes all public employees and all
volunteers in any disaster council or emergency organization accredited by the California Emergency Council.
The term “public employees” includes all persons employed by the state or any county city, city and county,
state agency or public district, excluding aliens legally employed. (Govt. Code 3101)

a. All disaster service workers shall, before they enter upon the duties of their employment, take and
subscribe to the oath or affirmation required by this chapter. (Govt. Code 3102)

b. In the case of intermittent, temporary, emergency or successive employments, then in the discretion
of the employing agency, an oath taken and subscribed as required by this chapter shall be effective
for the purposes of this chapter for all successive periods of employment which commence within
one calendar year from the date of this subscription. (Govt. Code 3102)

c. Notwithstanding subdivision (b), the oath taken and subscribed by a person who is a member of an
emergency organization sanctioned by a state agency or an accredited disaster council, whose
members are duly enrolled or registered with the Office of Emergency Services, or any accredited
disaster council of any political subdivision, shall be effective for the period the person remains a
member with that organization. (Govt. Code 3102)

The oath or affirmation required by this chapter is the oath of affirmation set forth in of Article XX Section 3
of the Constitution of the State of California.

OATH OF AFFIRMATION OF ALLEGIANCE FOR PUBLIC EMPLOYEES OF A SCHOOL DISTRICT OF THE STATE OF
CALIFORNIA

(Required by Article XX Section 3of the Constitution of the State of California)

l, , dosdemnly swear (or affirm) that | will sypport and defend the Cmstitution of the Uhited
Sates and the Costitution of the Sate of California against allenemies,foreignand domestic; that | will bear
true fath and allegance to he Cagtitution of the Urited Sates and the Cwstitution of the Sate of
Galifornia; that | will take this obligation freely, wthout any mental reservation or purpose of easion; and
that | will well and faithfully dscharge the duties uponwhich | amabout to enter.
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ADMINISTRATIVE PROCEDURES: REASONABLE ACCOMMODATIONS FOR INDIVIDUALS WITH DISABILITIES
BACKGROUND

Federal and state laws provide that no individual shall be denied the right and opportunity to seek, obtain and
hold employment, or be subjected to discrimination solely by reason of disability.

DISTRICT POLICY

The District is committed to provide equal employment and educational opportunities for individuals with
disabilities and does not discriminate on the basis of a disability in the admission, access, treatment, or
employment in its programs or activities.

REASONABLE ACCOMMODATION

A. Reasonable accommodation is any effective adjustment made by an employer to accommodate the
known physical or mental limitations of applicants or employees with disabilities, providing such
accommodation does not impose an undue hardship in the operation of the employer’s program. Undue
hardship is the result of any action that is unduly costly, extensive, substantial, disruptive or that will
fundamentally alter the nature of the program.

B. In general, the process for identifying a reasonable accommodation is as follows:

1. Look at the particular job involved. Determine its purpose and its essential functions, using job
descriptions when available.

2. Consult with the individual with a disability to find out his or her specific physical or mental abilities
and limitations as they relate to the essential job functions. Identify the barriers to job performance
and assess how these barriers could be overcome with an accommodation.

3. In consultation with the individual, identify potential accommodations and assess how effective each
would be in enabling the individual to perform essential job functions. If the consultation does not
identify an appropriate accommodation, technical assistance is available from a number of sources,
many without cost.

4. |If there are several effective accommodations that would provide an equal employment opportunity,
consider the preference of the individual with a disability and select the accommodations that best
serve the needs of the individual and the employer.

RESPONSIBILITY OF SITE ADMINISTRATOR

Reasonable accommodations shall be considered first between the site administrator and the individual
requesting accommodation. If a reasonable accommodation cannot be made at the local site because it would
impose an undue hardship or because of a lack of local funds, the site administrator shall inform the individual of
the reasonable accommodation applications procedure.

Prior to initiating any involuntary action (e.g. involuntary medical leave or disciplinary action) against an
employee with a known disability who without reasonable accommodation is unable to perform essential job
functions, the site administrator shall consider first whether the individual’s disability can be reasonably
accommodated, and, if so, whether such accommodation will ameliorate the basis for the proposed involuntary
action.

APPLICATION FOR REASONABLE ACCOMMODATION

If the site administrator cannot provide reasonable accommodation, the applicant/employee may request an
application and instructions for Reasonable Accommodations from the Human Resources Office.

5|Page
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EVALUATION PROCESS

The Assistant Superintendent of Human Resources will review the application material. If the Assistant
Superintendent determines that the requested accommodation is not feasible, he shall work with the employee
in an effort to find an alternative accommodation that would enable the employee to perform the essential
functions of his/her position. If, after second review, accommodation cannot be found, the Assistant
Superintendent of Human Resources shall notify the employee, in writing, of his decision. If accommodations can
be made, the Assistant Superintendent shall notify the employee, in writing of the Reasonable Accommodation
Plan.

APPEAL PROCEDURES

Appeal Request
An individual may appeal the decision of the Assistant Superintendent of Human Resources. A written request to

appeal the decision must be submitted to the Superintendent’s Office within thirty (30) calendar days of the
employee’s receipt of the decision of the Assistant Superintendent.

Committee
A committee of three (3) district employees will be appointed by the Superintendent to reconsider the decision
of the Assistant Superintendent of Human Resources.

Decision of the Committee
The Superintendent will notify the individual of the Committee’s decision. The decision of the Committee is final.

EMPLOYEE/EMPLOYER PROTECTION

A complaint of an appeal of the Assistant Superintendent’s decision will be made without reprisal by the Board
or any of its employees or agents.

These procedures shall be construed to protect the substantive rights of interested persons, to meet the
appropriate due process standards, and to assure that the District complies with state and federal laws and
implementing regulations.

STUDENTS WHO VIOLATE 48900

The Morongo Unified School District recognizes its obligation to inform the teacher of each pupil who has
engaged in, or is reasonably suspected to have engaged in, any of the acts described in any of the subdivisions,
except subdivision (h), of Section 48900 (reasons for suspension and expulsion).

The District will provide information to the teacher based upon any records that the District maintains in its
ordinary course of business, or receives from a law agency. Teachers shall obtain this information by reviewing
the cumulative records of students in their classes. Likewise, teachers are obligated to report any such pupil
conduct to the site principal immediately.

No school district, school district officer or employee shall be civilly or criminally liable for providing information
under this section unless it is proven that the information was false and that the District, District Officer or
employee knew that the information was false, or was made with reckless disregard for the truth or falsity of
the information provided.
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MANDATED REPORTING OF CHILD ABUSE

DEFINITIONS:
Child abuse or neglect includes the following: (Penal Code 11165.6)
1. A physical injury inflicted by other than accidental means on a child by another person
2. Sexual abuse of a child as defined in Penal Code 11165.1
3. Neglect as defined in Penal Code 11165.2
4. Willful cruelty or unjustifiable punishment of a child as defined in Penal Code 11165.3
5. Unlawful corporal punishment or injury resulting in a traumatic condition as defined in Penal
Code 11165.4
6. Abuse or neglect of a child in out-of-home care, including at school, as defined in Penal Code 11165.5

Child abuse or neglect does not include:
1. A mutual affray between minors (Penal Code 11165.6)
2. An injury caused by reasonable and necessary force used by a peace officer acting within the course and
scope of his/her employment (Penal Code 11165.6)

INDICATORS FOR SUSPICION
When the parent:
1. Presents contradictory history that simply does not explain reasonably the nature or extent of the
injuries; seems unable or reluctant to explain the injuries.
2. Reports the inflicted trauma was due to an attack by a sibling or third party.
Delays or fails to bring the child in for care. The injuries occurred the night before or a few days before.
4. Reveals inappropriate awareness of the seriousness of the situation, either overreacting or
underreacting.
5. Gives a history of child’s repeated injury or an overly specific detailed “eye witness” history of the injury.
6. Reports feeling socially and emotionally isolated and alone or is experiencing severe family stress.
7. Refuses to consent to further diagnostic studies, refuses to have the child hospitalized for observation,
or refuses to answer questions or give history.
8. Reports a history of having visited several hospitals.
9. Reports having been abused or neglected as a child.
10. Exhibits emotional disturbance and/or bizarre behavior.
11. Has unreasonable expectations for a child’s behavior and capabilities.
12. Demonstrates inappropriate sexual behavior.

w

A child should be considered a potential victim of abuse when he/she:

1. Has an unexplained injury or is reluctant to discuss his/her injury.

2. Has been given inappropriate food, drink, and/or drugs.

3. Shows evidence of overall poor care such as poor dental hygiene, bad breath, poorly dressed, and
inappropriately dressed for weather conditions, generally or regularly dirty and ill kept.

4. Is unusually fearful, panicked or cringes at the merest display of affection such as a hug or a grasping of
a hand.

5. Shows evidence of repeated injury.

6. Isseen as “different”, “unusual”, or “bad” by parents, or is different in physical or emotional make up.

7. Shows evidence of sexual abuse, such as physical damage to the genitalia, positive tests for venereal
disease or genital-urinary infection or extreme fear or interest in the structure and functioning of the
genitals.

8. Has injuries that are not mentioned in the history.
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WHAT TO REPORT

A child who appears to be in immediate danger.

A child with unexplained or unusual injuries.

A child’s request for help relating to physical or emotional abuse.
A child relating sexual experiences.

Health-threatening, unsanitary living conditions.

vk wnN e

MORE DETAILS OF THE LAW

Section 11166.5 of the California Penal Code Requires that on or after January 1, 1985 any person who enters
into employment in a capacity in which they are required by law to report known or suspected cases of child
abuse must sign a statement, to be provided by the employer, indicating knowledge of child abuse requirements
and an agreement to comply with child abuse requirements. This statement must be signed prior to and as a
prerequisite to employment and shall be retained by the employer.

General neglect should be reported to the Department of Public Social Services only. General neglect is failure to
provide adequate food, clothing, shelter and supervision.

The right to response: The mandated reporter must be informed of the results and of any action the agency is
taking with regard to the child and family.

CRIMINAL AND CIVIL LIABILITY

P.C. 11172(a) — Immunity from Liability:

Mandated reporters are not liable either in civil damages or from criminal prosecution as a result of making a
report. This immunity shall apply even if the mandated reporter acquired the knowledge or reasonable suspicion
of child abuse or neglect outside of his or her professional capacity or outside the scope of his or her
employment. Other persons are not liable either civilly or criminally, unless it can be proven that a false report
was made and that the reporter knew the report to be false when filed.

P.C. 11166(b) — Failure to Report:

Any mandated reporter who fails to report an incident of known or reasonably suspected child abuse or neglect
as required by this section is guilty of a misdemeanor punishable by up to six months confinement in a county jail
or by a fine of one thousand dollars (51,000) or by both that imprisonment and fine. If a mandated reporter
intentionally conceals his or her failure to report an incident known by the mandated reporter to be abuse or
severe neglect under this section, the failure to report is a continuing offense until an agency specified in Section
11165.9 discovers the offense.

WHO MUST REPORT

PC 11165.7 — Mandated Reporters
All Morongo Unified School District Employees are “Mandated Reporters”

WHEN TO REPORT

Section 11166 of the California Penal code requires “(A) mandated reporter shall make a report to an agency
specified in Section 11165.9 whenever the mandated reporter, in his or her professional capacity or within the
scope of his or her employment, has knowledge of or observes a child whom the mandated reporter knows or
reasonably suspects has been the victim of child abuse or neglect. The mandated reporter shall make a report to
the agency immediately or as soon as is practicably possible by telephone, and the mandated reporter shall
prepare and send a written report (Suspected Child Abuse Report Form #SS 8572) thereof within 36 hours of
receiving the information concerning the incident to either the local law enforcement agency or the Child
Protective Services Unit of the San Bernardino County Department of Public Social Services.
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HOW TO REPORT

Try to be clear, with exact names, addresses and ages, if possible. Call Child Protective Services 1-800- 827-8724
immediately or as soon as possible. Follow with a written report within 36 hours to:

Child Protective Services (Regional Office) Department of Public Social Services 56311 Pima Trail

Yucca Valley, CA 92284
Fax number: 909-891-3545

UNIVERSAL PRECAUTIONS AGAINST BLOODBORNE PATHOGENS

Universal precautions shall be observed to protect employees and students from contact with potentially
infectious blood or other body fluids. Universal precautions are appropriate for preventing the spread of
infectious disease and shall be used regardless of whether bloodborne pathogens are known to be present.

LegalReferences: Health and Safey Gode
199.81Providing information to school districts on AIDS AlDSrelated conditions and Hepmatitis B
transmisgon/vaccination.
199.82nformation to employeesof scool districts.
199.21: Gonfidentially ¢ Parentsor physidans arenot required to inform sctool officials of student@ HIV/AIDS satus.
Sharing information about HIV/AIDSinfected personswithout written consentis prohibited bylaw and subjectto a
civil peralty and a fine not to exceed $5,000.00, except in cetain cirauimstances.
Cadle of Requlations, Tite 8
5193:; Calfornia Boodborne RathogensStardards
Cdale of Faleral Requlations, Title29
1910.1030: OSFHA Bloodborne RathogensStardards

Universal Precautions are an approach to infection control. All human blood and certain human body fluids are
treated as if known to be infectious for HIV, HBV and other bloodborne pathogens. It is not always possible to
know when blood or body fluids are infectious; therefore, all body fluids shall be handled as if infectious.
Students and staff shall routinely observe the following universal precautions for the prevention of infectious
disease:

A Wear disposable waterproof gloves whenever you expect to come into direct contact with blood, other
body fluids, or contaminated items or surfaces. This applies to incidents including, but not limited to,
caring for nosebleeds or cuts, cleaning up spills or handling clothes soiled by blood or body fluids. Do not
reuse gloves. After each use, remove the gloves without touching the outside and dispose of them in a
lined waste container. Gowns or smocks should be worn if you anticipate soiling of clothes by body fluids
or secretions.

B. Wash your hands and any other contacted skin surfaces thoroughly for 15 to 30 seconds with dispensable
soap and warm running water, rinse under running water, and thoroughly dry with disposable paper
towels, using towels to turn off faucet:

1. Immediately after any accidental or otherwise contact with blood, body fluids, drainage from
wounds, or with soiled garments, objects or surfaces;

Immediately after removing gloves, gowns or smocks;

Before eating, drinking or feeding;

Before handling food, cleaning utensils or kitchen equipment;

Before and after using the toilet or diapering.

ukwn

When running water is not available, use antiseptic hand cleanser and clean towels or antiseptic towelettes and
use soap and running water as soon as feasible.
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C. Clean surfaces and equipment contaminated with blood with soap and water, and disinfect them
promptly with a fresh solution of an EPA approved disinfectant. While cleaning, wear disposable gloves
and use disposable towels whenever possible. Rinse mops or other non- disposable items in the
disinfectant.

D. Properly dispose of contaminated materials and label them biohazardous.
1. Place blood, body fluids, gloves, bloody dressings and other absorbent materials into appropriately
labeled plastic bags or lined waste containers.
2. Place needles, syringes and other sharp disposable objects in leak-proof, puncture-proof
containers.
3. Bag soiled towels and other laundry. Presoak with disinfectant and launder with soap and water.
4, Dispose of urine, vomitus or feces in sanitary sewer system.
E. Do not care for other’s injuries if you have any bleeding or oozing wounds, uncovered cuts or skin
conditions.
F. New CPR — compression only, resuscitation bag or other ventilation device when readily available in place

of mouth to mouth resuscitation.
G. Hepatitis B Vaccine
H. Keep a Sharps Injury Log
I Use sheathed, retractable needles. Check availability with the District.

HIV/AIDS EDUCATION, SEX EDUCATION, AND NOTICE TO PARENTS

The Legislature has increased our responsibilities as educators to provide factual, explicit information to
students concerning sex health education, sexually transmitted disease, and related issues. This is a sensitive
area. Depending upon the beliefs of a particular family, a parent may object to his or her student receiving
certain types of instruction.

PRINCIPALS, AS WELL AS TEACHERS, HAVE A STATUTORY RESPONSIBILITY TO ASSURE THAT PARENTS RECEIVE
THIS ADVANCE NOTIFICATION, AND FAILURE TO DO SO COULD RESULT IN REVOCATION OF THE CREDENTIAL OF
THE TEACHER, THE PRINCIPAL, OR BOTH.

Education Code Section 51938 requires that each parent or guardian receive written notification that his or her
student will be enrolled in a class in comprehensive sexual health education and HIV/AIDS prevention education.
The parent must have the opportunity to request in writing, in advance, that his or her child not attend the class.
The written notification must advise the parent of the opportunity to inspect and review written or audiovisual
materials to be used in the class prior to conducting the class.

Education Code Section 51938 requires that the parent or guardian receive advanced written notification at
least 15 days prior to the beginning of any unit of instruction in comprehensive sexual health education and
HIV/AIDS prevention education.

Any written request from the parent that the student not attend a class of this nature must be honored. In
addition, Education Code 51939 provides that any parent may request in writing that his or her pupil be excused
from any instruction on health, family life, sex education where it conflicts with the religious beliefs of the
parent or guardian.

EDUCATION CODE SECTION 51550 PROVIDES THAT THE CERTIFICATION DOCUMENT OF ANY PERSON
RESPONSIBLE FOR NOTIFYING A PARENT OF SUCH A CLASS OR OF THE AVAILABILITY FOR INSPECTION OF
MATERIALS FOR SUCH A CLASS WHO WILLFULLY FAILS TO MAKE SUCH NOTIFICATION OR TO MAKE SUCH
MATERIAL AVAILABLE MAY BE REVOKED OR SUSPENDED. Your attention to these notification requirements is
essential.
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ANNUAL NOTIFICATION OF THE UNIFORM COMPLAINT PROCEDURES (UCP)

The Morongo Unified School District has the primary responsibility to ensure compliance with applicable state and
federal laws and regulations and has established procedures to address allegations of unlawful discrimination,
harassment, intimidation, and bullying, and complaints alleging violation of state or federal laws governing
educational programs and the charging of unlawful pupil fees.

The Morongo Unified School District shall investigate all allegations of unlawful discrimination, harassment,
intimidation or bullying against any protected group as identified in Education Code section 200 and 220 and
Government Code section 11135, including any actual or perceived characteristics as set forth in Penal Code
section 422.55 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 conducted by the Morongo Unified School District, which is
funded directly by, or that receives or benefits from any state financial assistance.

The UCP shall also be used when addressing complaints alleging failure to comply with state and/or federal laws
in:

Consolidated Categorical Aid Programs

Career Technical and Technical Education and Training Programs Special Education Programs
Safety Planning Requirements

Local Control Accountability Plan

A complaint of noncompliance with laws relating to pupil fees may be filed pursuant to the local UCP. A pupil
enrolled in a public school shall not be required to pay a pupil fee for participation in an educational activity.

A pupil fee includes, but is not limited to, all of the following:

1. A fee charged to a pupil as a condition for registering for school or classes, or as a condition for
participation in a class or an extracurricular activity, regardless of whether the class or activity is elective or
compulsory, or is for credit.

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

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

A pupil fee complaint shall not be filed later than one year from the date the alleged violation occurred.
Complaints other than complaints relating to pupil fees* must be filed in writing with the following compliance
officer:

Name and/or Title: Dr. Deborah Turner, Assistant Superintendent
Unit or office: Instructional Services
Address: PO Box 1209, Twentynine Palms CA 92277

Telephone Number: 760-367-9191, ext. 4224

*Complaints of noncompliance with laws relating to pupil fees are filed with a principal of a school. A complaint
regarding pupil fees may be filed anonymously if the complaint provides evidence or information to support an
allegation of noncompliance with laws relating to pupil fees.

Complaints alleging unlawful discrimination, harassment, intimidation, and/or bullying, must be filed within six (6)
months from the date the alleged discrimination, harassment, intimidation, or bullying, occurred or the date the
complainant first obtained knowledge of the facts of the alleged discrimination, harassment, intimidation, or

bullying, unless the time for filing is extended by the superintendent or his or her designee.
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Complaints will be investigated and a written Decision or report will be sent to the complainant within sixty (60)
days from the receipt of the complaint. This sixty (60) day time period may be extended by written agreement of
the complainant. The district person responsible for investigating the complaint shall conduct and complete the
investigation in accordance with sections 4680-4687 and in accordance with local procedures adopted under
section 4621.

The complainant has a right to appeal the district’s Decision to the California Department of Education (CDE) by
filing a written appeal within 15 days of receiving Morongo Unified School District’s Decision. The appeal must
include a copy of the complaint filed with Morongo Unified School District and a copy of the LEA’s Decision.

Civil law remedies may be available under state or federal discrimination, harassment, intimidation, or bullying
laws, if applicable. In appropriate cases, an appeal may be filed pursuant to Education Code Section 262.3. A
complainant may pursue available civil law remedies outside of Morongo Unified School District’s complaint
procedures. Complainants may seek assistance from mediation centers or public/private interest attorneys. Civil
law remedies that may be imposed by a court include, but are not limited to, injunctions and restraining orders.

A copy of the Morongo Unified School District’s UCP policy and complaint procedures shall be available free of
charge.

POLICY ON UNIFORM COMPLAINT PROCEDURE

The Governing Board of the Morongo Unified School District (“District”) recognizes that the District has primary
responsibility for insuring that it complies with State and Federal laws and regulations governing educational
programs. The District shall investigate and seek to resolve complaints at the local level. The District shall follow
uniform complaint procedures pursuant to State regulations when addressing complaints alleging unlawful
discrimination or failure to comply with the law in (Education Code section 8500 et seq.), consolidated
Categorical Aid Programs (Education Code section 64800(a)), Vocational Education (Education Code sections
52300-52480) Child Nutrition Programs (Education Code section 49490 et seq.), Special Education programs
(Education Code section 56000 et seq. and 59000 et. seq.), and laws regarding unlawful discrimination on the
basis of ethnicity, religion, age, sex, color, physical or mental disability (including AIDS), medical condition (cancer
related), marital status, ancestry, or political belief or affiliation in any program or activity conducted by a local
agency funded by or that receives benefits from state financial assistance. Complainants are notified that
matters listed under “Referring Complaint to Appropriate Agencies” are not issues covered by these procedures.

COMPLIANCE OFFICER

The Board designates the following compliance officer to receive and direct investigation of complaints, maintain
records of complaints and subsequent related actions, and insure District compliance with the law.

Name and/or Title: Dr. Deborah Turner, Assistant Superintendent
Unit or office: Instructional Services

Address: PO Box 1209, Twentynine Palms CA 92277
Telephone Number:  760-367-9191, ext. 4224

NOTIFICATIONS

The District shall annually notify in writing its students, employees, parents and guardians, school advisory
committees and other interested parties of these procedures and the person responsible for processing
complaints. Complainants are hereby notified that they may have alternative local civil law remedies via
governmental agencies such as OCR, DFEH, EEOC, local bar associations, law schools, and Superintendent, or
mediation services.
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FILING OF COMPLAINT

Any individual, public agency or organization may file a written complaint of alleged noncompliance with the
appropriate officer(s) named in these guidelines.

If a complainant is unable to put a complaint in writing due to conditions such as illiteracy or a disability, district
staff shall help the complainant to file the complaint.

Complaints alleging unlawful discrimination may be filed by a person who alleges that he/she personally suffered
unlawful discrimination or by a person who believes that an individual or any specific class of individuals has been
subjected to unlawful discrimination. The complaint must be initiated no later than six (6) months from the date
when the alleged discrimination occurred or when the complainant first obtained knowledge of the facts of the
alleged discrimination. To file a complaint with the Office of Civil Rights, see Appeals to the California Department
of Education section.

All complaints other than discrimination shall be filed within sixty (60) days from the date the complainant knew,
or should have known, of the alleged act.

INVESTIGATION OF COMPLAINT

Within 10 business days after the compliance officer receiving the complaint, the compliance officer shall begin
an investigation into the complaint. Within one business day of initiating the investigation, the compliance
officer shall provide the complainant and/or his/her representative with the opportunity to present the
information contained in complaint to the compliance officer and shall notify the complainant and/or his/her
representative of the opportunity to present the compliance officer with any evidence, or information leading to
evidence, to support the allegations in the complaint. Such evidence or information may be presented at any
time during the investigation.

To ensure that all pertinent facts are made available, the compliance Officer and the complainant may ask other
individuals to provide additional information, verbal or written.

RESPONSE

Unless extended by written agreement with the complainant, the compliance officer shall prepare and send to
the complainant a written report of the district's investigation and decision, as described in the section "Final
Written Decision" below, within 60 calendar days of the district's receipt of the complaint. (5 CCR 4631)

The Board may consider the matter at its next regular board meeting or at a special board meeting convened in
order to meet the 60 day time limit within which the complaint must be answered. The Board may decide not to
hear the complaint, in which case the compliance officer's decision shall be final.

If the Board hears the complaint, the compliance officer shall send the Board's decision to the complainant within
60 days of the district's initial receipt of the complaint or within the time period that has been specified in a
written agreement with the complainant. (5 CCR 4631)

FINAL WRITTEN DECISION
The district's decision shall be shall be in writing and shall be sent to the complainant

In consultation with district legal counsel, information about the relevant part of a decision may be communicated
to a victim who is not the complainant and to other parties that may be involved in implementing the decision or
affected by the complaint, as long as the privacy of the parties is protected.
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If the complaint involves a limited-English-proficient student or parent/guardian and the student involved attends
a school at which 15 percent or more of the students speak a single primary language other than English, then
the decision shall also be translated into that language. In other all other instances, the district shall ensure
meaningful access to all relevant information for parents/guardians with limited English proficiency.

For all complaints, the decision shall include: (5 CCR 4631)

1. The findings of fact based on the evidence gathered. In reaching a factual determination, the following
factors may be taken into account:
a. Statements made by any witnesses
The relative credibility of the individuals involved
How the complaining individual reacted to the incident
Any documentary or other evidence relating to the alleged conduct
Past instances of similar conduct by any alleged offenders
Past false allegations made by the complainant

-0 ooy

2. The conclusion(s) of law
3. Disposition of the complaint

4. Rationale for such disposition
For complaints of retaliation or unlawful discrimination, including discriminatory harassment, intimidation,
or bullying, the disposition of the complaint shall include a determination for each allegation as to
whether retaliation or unlawful discrimination has occurred.

The determination of whether a hostile environment exists may involve consideration of the following:

How the misconduct affected one or more students' education

The type, frequency, and duration of the misconduct

The relationship between the alleged victim(s) and offender(s)

The number of persons engaged in the conduct and at whom the conduct was directed
The size of the school, location of the incidents, and context in which they occurred
Other incidents at the school involving different individuals

S oo T o

5. Corrective actions, including any actions that have been taken or will be taken to address the allegations
in the complaint and including, with respect to a student fees complaint, a remedy that comports with
Education Code 49013 and 5 CCR 4600

For complaints of unlawful discrimination, including discriminatory harassment, intimidation, or bullying,
the notice may, as required by law, include:

a. The corrective actions imposed on the individual found to have engaged in the conduct that relate
directly to the subject of the complaint

b. Individual remedies offered or provided to the subject of the complaint

c. Systemic measures the school has taken to eliminate a hostile environment and prevent recurrence

6. Notice of the complainant's right to appeal the district's decision within 15 calendar days to the CDE and
procedures to be followed for initiating such an appeal

The decision may also include follow-up procedures to prevent recurrence or retaliation and for reporting
any subsequent problems.
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For complaints alleging unlawful discrimination, including discriminatory harassment, intimidation, or

bullying, based on state law the decision shall also include a notice to the complainant that:

1. He/she may pursue available civil law remedies outside of the district's complaint procedures,
including seeking assistance from mediation centers or public/private interest attorneys, 60 calendar
days after the filing of an appeal with the CDE. (Education Code 262.3)

2. The 60 days moratorium does not apply to complaints seeking injunctive relief in state courts or to
discrimination complaints based on federal law. (Education Code 262.3)

3. Complaints alleging discrimination based on race, color, national origin, sex, gender, disability, or age
may also be filed with the U.S. Department of Education, Office for Civil Rights at www.ed.gov/ocr
within 180 days of the alleged discrimination.

APPEALS TO THE CALIFORNIA DEPARTMENT OF EDUCATION

Any complainant who is dissatisfied with the district's final written decision may file an appeal in writing with the
CDE within 15 calendar days of receiving the district's decision. (Education Code 49013, 52075; 5 CCR 4632

The complainant shall specify the basis for the appeal of the decision and whether the facts are incorrect and/or
the law has been misapplied. The appeal shall be accompanied by a copy of the locally filed complaint and the
district's decision. (5 CCR 4632)

Upon notification by the CDE that the complainant has appealed the district's decision, the Superintendent or
designee shall forward the following documents to the CDE: (5 CCR 4633)

1. A copy of the original complaint

2. A copy of the decision

3. A summary of the nature and extent of the investigation conducted by the district, if not covered by the

decision

4. A copy of the investigation file including, but not limited to, all notes, interviews, and documents
submitted by the parties and gathered by the investigator

5. Areport of any action taken to resolve the complaint

A copy of the district's uniform complaint procedures

7. Other relevant information requested by the CDE

o

The CDE may directly intervene in a complaint without waiting for action by the district when one of the
conditions listed in 5 CCR 4650 exists, including cases in which the district has not taken action within 60 days
of the date the complaint was filed with the district.

OFFICE OF CIVIL RIGHTS

Individuals have a right to file with the Office of Civil Rights at any time during the District’s complaint process
regarding a complaint of discrimination on the basis of race, color, national origin, sex, age or disability at 50
United Nations Plaza, Room 239, San Francisco, CA, 94102. Complainants may also file an appeal with the Office
of Civil Rights within 60 days of receipt of the District’s final decision of its complaint process.

PUBLIC COMPLAINTS OTHER THAN UNIFORM COMPLAINT PROCEDURE MATTERS

It is desirable that complaints or conflicts not falling under the above uniform complaint procedure categories
be initially addressed between the people involved, and if not resolved may be processed in the following
sequence.

Level 1: The complainant shall discuss the complaint and/or conflict with the supervisor at the school or
work site level.

Level 2: The complainant shall discuss the complaint and/or conflict informally by telephone or appointment
with the Assistant Superintendent of Human Resources, or his/her designee.
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Level 3: The complainant shall submit formal written description of the complaint or conflict to the Assistant
Superintendent of Human Resources or his/her designee.
This written request shall include:
a. The specific nature of the complaint and a brief statement of the facts related to the conflict.
b. The previous steps taken to resolve the complaint/conflict.
The action which the complainant wishes taken and the reasons why such action will resolve
the problem. The Assistant Superintendent of Human Resources or his/her designee shall
provide a written summary of the resolution to the complainant.

Level 4: Should the matter not be resolved to the complainant’s satisfaction, the complainant may request in
writing that the complaint be considered by the Board of Education.

The Board of Education, after reviewing the complaint, the Assistant Superintendent’s report, information
submitted by the complainant, and the Superintendent’s recommendation may grant the complainant an
opportunity to address the Board of Education or before a committee of the Board of Education.

The complainant shall be advised, in writing, of the Board of Education’s decision which shall be final.

POLICY ON HARASSMENT/DISCRIMINATION

The Governing Board is determined to provide district employees, interns, volunteers, and job applicants a safe,
positive environment where they are assured of full and equal employment access and opportunities, protection
from harassment or intimidation, and freedom from any fear of reprisal or retribution for asserting their
employment rights in accordance with law. This policy shall apply to all district employees and, to the extent
required by law, to interns, volunteers, and job applicants.

No district employee shall be discriminated against or harassed by any coworker, supervisor, manager, or other
person with whom the employee comes in contact in the course of employment, on the basis of the employee's
actual or perceived race, religious creed, color, national origin, ancestry, age, marital status, pregnancy, physical
or mental disability, medical condition, genetic information, military and veteran status, gender, gender identity,
gender expression, sex, or sexual orientation or his/her association with a person or group with one or more of
these actual or perceived characteristics.

Discrimination in employment based on the characteristics listed above is prohibited in all areas of employment
and in all employment-related practices, including the following:

1. Discrimination in hiring, compensation, terms, conditions, and other privileges of employment

2. Taking of an adverse employment action, such as termination or the denial of employment, promotion,
job assignment, or training

3. Unwelcome conduct, whether verbal, physical, or visual, that is so severe or pervasive as to adversely
affect an employee's employment opportunities, or that has the purpose or effect of unreasonably
interfering with the individual's work performance or creating an intimidating, hostile, or offensive work
environment

4. Actions and practices identified as unlawful or discriminatory pursuant to Government Code 12940 or 2
CCR 11006-11086, such as:

a. Sex discrimination based on an employee's pregnancy, childbirth, breastfeeding, or any related
medical condition or on an employee's gender, gender expression, or gender identity, including
transgender status
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b. Religious creed discrimination based on an employee's religious belief or observance, including his/her
religious dress or grooming practices, or based on the district's failure or refusal to use reasonable
means to accommodate an employee's religious belief, observance, or practice which conflicts with an
employment requirement.

c. Disability discrimination based on a district requirement for a medical or psychological examination of
a job applicant, or an inquiry into whether a job applicant has a mental or physical disability or a
medical condition or as to the severity of any such disability or condition, without the showing of a
job-related need or business necessity

d. Disability discrimination based on the district's failure to make reasonable accommodation for the
known physical or mental disability of an employee or to engage in a timely, good faith, interactive
process with an employee, to determine effective reasonable accommodations for the employee,
when he/she has requested reasonable accommodation for a known physical or mental disability or
medical condition

The Board also prohibits retaliation against any district employee who opposes any discriminatory employment
practice by the district or its employees, agents, or representatives or who complains, testifies, assists, or in any
way participates in the district's complaint process pursuant to this policy. No employee who requests an
accommodation for any protected characteristic listed in this policy shall be subjected to any punishment or
sanction, regardless of whether the request was granted. (Government Code 12940)

Complaints concerning employment discrimination, harassment, or retaliation shall immediately be investigated
in accordance with procedures specified in the accompanying administrative regulation.

Any supervisory or management employee who observes or has knowledge of an incident of prohibited
discrimination or harassment shall report the incident to the Superintendent or designated district coordinator
as soon as practical after the incident. All other employees are encouraged to report such incidents to their
supervisor immediately. The district shall protect any employee who reports such incidents from retaliation.

The Superintendent or designee shall use all appropriate means to reinforce the district's nondiscrimination
policy. He/she shall provide training and information to employees about how to recognize harassment,
discrimination, or other related conduct, how to respond appropriately, and components of the district's policies
and regulations regarding discrimination. The Superintendent or designee shall regularly review the district's
employment practices and, as necessary, shall take action to ensure district compliance with the
nondiscrimination laws.

In addition, the Superintendent or designee shall post, in a conspicuous place on district premises, the California
Department of Fair Employment and Housing publication on workplace discrimination and harassment issued
pursuant to 2 CCR 11013.

Any district employee who engages in prohibited discrimination, harassment, or retaliation or who aids, abets,
incites, compels, or coerces another to engage or attempt to engage in such behavior in violation of this policy
shall be subject to disciplinary action, up to and including dismissal.

SEXUAL HARASSMENT

The Governing Board prohibits sexual harassment of district employees. The Board also prohibits retaliatory
behavior or action against district employees or other persons who complain, testify, or otherwise participate in
the complaint process established pursuant to this policy and accompanying administrative regulation. This
policy shall apply to all district employees and, when applicable, to interns, volunteers, and job applicants.

The Superintendent or designee shall take all actions necessary to ensure the prevention, investigation, and

correction of sexual harassment, including but not limited to:
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1. Providing training to employees in accordance with law and administrative regulation
2. Publicizing and disseminating the district's sexual harassment policy to staff
3. Ensuring prompt, thorough, and fair investigation of complaints

4. Taking timely and appropriate corrective/remedial action(s), which may require interim separation of the
complainant and the alleged harasser and subsequent monitoring of developments

All complaints and allegations of sexual harassment shall be kept confidential to the extent necessary to carry
out the investigation or to take other subsequent necessary actions. (2 CCR 11023)

Any district employee who feels that he/she has been sexually harassed or who has knowledge of any incident
of sexual harassment by or against another employee shall immediately report the incident to his/her
supervisor, the principal, district administrator, or Superintendent.

A supervisor, principal, or other district administrator who receives a harassment complaint shall promptly
notify the Superintendent or designee.

Complaints of sexual harassment shall be filed in accordance with AR 4030 - Nondiscrimination in Employment.
An employee may bypass his/her supervisor in filing a complaint where the supervisor is the subject of the
complaint.

Any district employee who engages or participates in sexual harassment or who aids, abets, incites, compels, or
coerces another to commit sexual harassment in violation of this policy is subject to disciplinary action, up to
and including dismissal.

Sexual harassment has been defined by Federal and State regulations as a form of sex discrimination. It can
consist of unwelcome sexual advances, request for sexual favors, either (Written) suggestive or obscene letters,
notes and invitations or (Visual) leering, gestures, displays of derogatory posters, cartoons, calendars or
drawings, and other verbal or physical conduct of a sexual nature when:

1. Submission to the conduct is made explicitly or implicitly a term or condition of the individual's
employment.

2. Submission to or rejection of the conduct is used as the basis for an employment decision affecting the
individual.

3. Submission to or rejection of the conduct is used as the basis for any decision affecting the individual
regarding benefits, services, honors, programs, or activities available at or through the district.

Prohibited sexual harassmesito includes conduct which, regardless of whether or not it is motivated by
sexual desire, is so severe or pervasive as to unreasonably interfere with the victim's work performance or
create an intimidating, hostile, or offensive work environment.

Examples of actions that might constitute sexual harassment in the work or educational setting, whether
committed by a supervisor, a co-worker, or a non-employee, include, but are not limited to:

1. Unwelcome verbal conduct such as sexual flirtations or propositions; graphic comments about an
individual's body; overly personal conversations or pressure for sexual activity; sexual jokes or stories;
unwelcome sexual slurs, epithets, threats, innuendoes, derogatory comments, sexually degrading
descriptions, or the spreading of sexual rumors
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2. Unwelcome visual conduct such as drawings, pictures, graffiti, or gestures; sexually explicit emails;
displaying sexually suggestive objects

3. Unwelcome physical conduct such as massaging, grabbing, fondling, and stroking or brushing the body;
touching an individual's body or clothes in a sexual way; cornering, blocking, leaning over, or impeding
normal movements

Though not part of Board Policy or regulations, it is recommended that employees follow these additional
guidelines:

Private, personal conduct may at some point become unwelcome. Employees placed on notice that the co-
employee now believes the conduct to be unwelcome shall cease such conduct immediately. Any conduct of a
sexual nature following such notice may be determined to be sexual harassment. Such conduct is subject to
investigation by the employer on the complaint of an individual who believes it to be unwelcome.

Employees who participate in a consensual relationship, and at some point wish to discontinue the relationship,
must clearly state to the other participant that the conduct is no longer consensual or welcomed, and that all
such conduct must cease.

NOTICE OF NONDISCRIMINATION

No district employee shall be discriminated against or harassed by any coworker, supervisor, manager, or other
person with whom the employee comes in contact in the course of employment, on the basis of the employee's
actual or perceived race, religious creed, color, national origin, ancestry, age, marital status, pregnancy, physical
or mental disability, medical condition, genetic information, military and veteran status, gender, gender identity,
gender expression, sex, or sexual orientation or his/her association with a person or group with one or more of
these actual or perceived characteristics. The non-discrimination policy covers admission and access to, and
treatment and employment in, the District’s programs and activities, including vocational education.

Inquiries regarding the equal opportunity policies, the filing of grievances and requests for a copy of the
complaint procedure covering discrimination complaints may be directed to the following persons. These
employees are also available to provide information regarding the provisions of Federal civil rights laws
applicable to the District’s programs and activities.

SELPA Director — Title Il ADA Coordinator

Assistant Superintendent, Human Resources — Title IV and Title VI Coordinator and 504 Coordinator
Morongo Unified School District

P. 0. Box 1209

Twentynine Palms, CA 92277 (760) 367-9191

The Morongo Unified School District recognizes its obligation to provide overall program accessibility
throughout the District for persons with disabilities. Contact the Section 504-ADA Coordinator to obtain
information about the existence and location of services, activities, and facilities that are readily accessible to
and usable by persons with disabilities.

Inquiries regarding federal laws and regulations concerning nondiscrimination in education or the District’s
compliance with those provisions may also be directed to:

Office of Civil Rights
U. S. Department of Education
50 United Nations Plaza, Room 239 San Francisco, CA 94102
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WORKER’S COMPENSATION

THE DISTRICT IS SELF-INSURED

The Morongo Unified School District is self-insured for worker’s compensation through California Schools Risk
Management CSRM and our Third Party Administrator is York Risk Services Group. The benefits of worker’s
compensation are not affected by being self-insured. The benefit levels are set by the Worker’s Compensation
Appeals Board. This Appeals Board will continue to hear district cases. Employees are encouraged to learn more
about their rights and benefits by choosing the “Workers’ Comp” tab at the State of California’s Division of
Industrial Relations website https://www.dir.ca.gov/.

Your medical treatment for a work-related injury or illness will be provided through a Medical Provider Network
(MPN) if your injury or illness occurred on or after July 1, 2006. You still have the option of being treated by your
personal physician (pursuant to Labor Code §4600) if you have properly notified MUSD Safety Compliance Officer
of your desire to treat with your personal physician prior to your injury or illness and your personal physician
agrees to treat you for your work-related injury or illness

The rural access standard policy provides that if in-network services are not available within 60 minutes or 30
miles of your home or work, the MPN will provide you with a regional area list expanded by adjacent counties or
by 5-mile increments of providers who are in the MPN. This list will not exceed 45 miles. [f sufficient services are
not available, which would include not having at least three providers in the selected specialty available within the
45 mile rural access area standard, you may obtain medical treatment from a medically appropriate provider of
your choice, whether or not such provider is part of the MPN.

To receive the most up to date information regarding the MPN, including medical care, out of area medical
treatment, and the specialist referral process you may contact Wellcomp directly via phone (800) 544-8150 or
through their website: www.wellcomp.com.

If your accident or illness is accepted as work-related, your medical costs and any temporary disability benefits will
be paid by the District according to established procedures. Regular employees should review the Industrial
Accident or lliness Leave provisions of the Collective Bargaining Agreement for additional information. Other
employees (substitutes, temporary, or noon supervisors) are normally provided additional information on benefits
by the Human Resources office.

ADMINISTRATIVE PROCEDURES

1. In a medical emergency dial 9-1-1 or get the employee to the nearest health care provider or emergency
room. If an injury is not a medical emergency, the employee must report the injury to their supervisor
immediately, then call COMPANY NURSE®©888-375-0280 (24hrs/7days) where they will speak to a
registered nurse who will take their personal information and either refer them for medical treatment or give
care advice. If the employee is unable, or refuses, to telephone COMPANY NURSHE supervisor must call
and give them as much information as possible to document reporting of the injury. The call to COMPANY
NURSE®Oshould be made for all injuries regardless of whether the employee will seek medical treatment for
their injury.

2. When an employee is referred to a medical facility, please give the employee the workers’ compensation packet
containing the following:
1. Memo to Injured Employee
Employee Responsibilities
MPN Pamphlet
Employee receipt of MPN pamphlet*
Workers' Compensation Claim Form (DWC 1) & Notice of Potential Eligibility Form - this is the NCR
form with cover sheet

ik wnN
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3. Once an employee has received medical treatment for an injury they must bring a release from the treating
facility specifying whether they can either return to work (with or without restrictions), or not return to
work. If the employee is placed on modified duty they must meet with their supervisor before they can
return to work. The supervisor will work with the Safety Compliance Officer to determine if modified duty is
available.

4. Supervisors should complete a Supervisor Incident Investigation Report and forward it with statements from
all witnesses to the Safety Compliance Office.

EMPLOYEE RESPONSIBILITIES

Work-Related Emergency
1. In a Work-Related Emergency Call 9-1-1 or go to the nearest health care provider or emergency room

regardless of whether they are an MPN participant. (A work-related emergency is defined as a media
condition, starting with the sudden onset of severe synptoms that, without immedate medcd attention,
could place your health in serious jegpardy).

Work-Related Injuries or llinesses
2. For ALL other work-related injuries or illnesses follow the following

a. If you are injured on the job, report the injury to your supervisor immediately, then call COMPANY
NURSEO 1-888-375-0280 (24hrs/ 7days), where you will speak to a registered nurse who will take
your information and either refer you for medical treatment or give care advice.

b. If medical treatment is declined on initial call to COMPANY NURSED, but is later necessary, you
must call COMPANYNURO back for a medical referral AND notify your supervisor.

If vou require Medical Treatment
3. Morongo USD participates in the Wellcomp-Medical Provider Network (MPN) for treatment of workers’

compensation injuries. Unless you have properly pre-designated a personal health care provider, before your
injury, you must obtain treatment through an MPN provider. Employees will be held responsible for self-
procured or out of MPN treatment.

4. You will have no out-of-pocket cost. Go to the medical facility advised by GCOMPANY NURSE®©for initial
treatment. If applicable, advise the pharmacy that your prescription is for a workers’ compensation injury.
They can call myMatrixx at (877) 804-4900, if verification is needed.

5. All Follow-Up Treatments: Must be performed by an approved workers’ compensation physician or facility
and must be pre-authorized by York RSG, our Workers’ Compensation Claims Administrator.

6. After Medical Treatment:

A. If you're released to Return to Work on REGULAR duty, you must obtain authorization from the medical
facility to return to work (even if no time is lost) and send it to the Safety Office.

B. If you're released to Return to Work on MODIFIED/LIGHT duty, before you can return to work, you
must meet with your supervisor who will work with the Safety Office to determine if you’re able to
perform your duties while accommodating your restrictions. If it is determined you may return to work
with the stipulated restrictions, a Temporary Modified/Alternate Duty Agreement form must be signed
prior to your return to work.

C. If you're NOT released to Return to Work with the stipulated restrictions you will remain on workers’
compensation leave®*. It will be your responsibility to call your absence in to Sub Online. Only absences
specifically required by the treating doctor will be accepted as workers’ compensation. Send paperwork
restricting you from work to the Safety Office.
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* For additional information regarding Industrial Accident and lliness Leave see: CSEA Contract section on
Industrial Accident and Iliness Leave; or the MTA Contract section on Leave Provisions.

7. Medical appointments for work related injuries should be made before or after working hours whenever
possible, and if not possible, the appointment should be scheduled to minimize time away from work.

8. All absences for treatment must be verified by a note from the treating facility. Send ALL doctors’ notes for
initial treatment, follow-up, and/or therapy visits to the Safety Compliance Officer by Fax (760) 367-1041 or
through Morongo USD Mail to Albert Kent/Safety Office-DO.

If you have any questions regarding your Workers’ Compensation benefits, please contact the Morongo

Unified School District’s Safety Compliance Officer at (760) 367-9191 extension 4232.

EMPLOYEE CONFLICT OF INTEREST

State law and Board Policy 9270 prohibit District employees from engaging in any of the following activities:
1) Participating in making a decision of the District which the employee has reason to know will have a
foreseeable material, financial effect on his/her business interests or income;

2) Making such a decision;

3) In any way attempting to use their official position to influence such a decision;

4) Having a business relationship with a current District vendor

5) Accepting compensation from any vendor who has done business with the District in the last two

years.

Certificated employees who make or influence District purchasing decisions are encouraged to review and
familiarize themselves with Board Policies 9270 and 3315, and to direct any questions they may have concerning
application of the policy to the Assistant Superintendent, Human Resources.

DISTRICT PERSONNEL, EQUIPMENT, MATERIALS, AND SUPPLIES

Equipment Inventory: An equipment inventory shall be maintained for all items with a market value of $500 or
more showing location, description, identification number and original acquisition cost. Inventories shall be
verified on an annual basis.

Use of District Personnel, Materials, Equipment, and Supplies: District personnel, equipment, materials, and
supplies are intended to be used for educational purposes. Utilization or loan of District personnel, equipment,
materials, or supplies by individuals or organizations for private use is prohibited, except when used in
connection with the Civic Center Act or when used for non-profit or charitable purposes when it has been
determined by the Superintendent or designee to be in the best interest of the District to permit such use.

Personal Property: The District is not responsible for the loss of personal property lost or stolen on District
premises. This applies to staff and students.

SPECIAL EDUCATION REFERRALS

Pursuant to Education Code section 56321, whenever an assessment for the development or revision of an
individualized education program is to be conducted, the parent of the pupil must be given, in writing, a
proposed assessment plan within fifteen (15) days of the referral for assessment. Teachers are required to
immediately refer any and all parent requests and referrals for special education assessment to the school site
principal.

22|Page
Updated: August 2018



MUSDEmployee Handbook

CRIMINAL OFFENDER RECORD INFORMATION

This policy has been developed to meet the requirements of the State of California, Department of Justice,
Bureau of Criminal Identification and Information, Field Operations and Record Security Section for any agency
that maintains or receives criminal history information. To insure that this employer is aware of the background
of employees accessing confidential criminal history records, they shall be fingerprinted and processed through
the California Department of Justice and the FBI.

The overall responsibility for the administration of the employee fingerprint and resulting criminal history
information rests with the Assistant Superintendent, Human Resources.

Record Security: Any questions regarding the release, security and privacy of Criminal Offender Record
Information (CORI) are to be resolved by the Assistant Superintendent, Human Resources.

Record Storage: CORI shall be under lock and key and accessible only to Human Resources personnel authorized
by the Assistant Superintendent, Human Resources; who are committed to protect CORI from unauthorized
access, use of disclosure.

Record Dissemination: CORI shall be used only for the purpose for which it was requested by the Assistant
Superintendent, Human Resources.

Record Destruction: CORI shall be destroyed after employment determination has been made, and copies of
same will be destroyed in such a way that the employee’s name can no longer be identified.

Record Reproduction: CORI may not be reproduced for dissemination.

Training: Assistant Superintendent, Human Resources is required:

1. To read and abide by this policy
2. To themselves be fingerprinted and have a clearance check completed;
3. To have on file a signed copy of the Employee Statement Form which acknowledges an

understanding of laws prohibiting misuse of CORI.

Penalties: Misuse of CORI is a criminal offense. Violation of this policy regarding CORI may result in suspension,
dismissal, and/or criminal or civil prosecution.
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EMPLOYEE USE OF TECHNOLOGY

Employees are authorized to use the district’s on-line services in accordance with user obligations and
responsibilities specified below.

1. The employee in whose name an on-line services account is issued is responsible for its proper use at
all times. Users shall keep personal account numbers, home addresses, and telephone numbers
private. They shall use the system only under their own account number.

2. Employees shall use the system only for purposes related to their employment with the district.
Commercial, political, and/or personal use of the system is strictly prohibited. The district reserves
the right to monitor any on-line communications for improper use.

3. Users shall not use the system to promote unethical practices or any activity prohibited by law or
district policy (see BP/AR 4040).

4, Users shall not transmit material that is threatening, obscene, disruptive, sexually explicit, or
otherwise solicits a California Penal Code violation or that could be construed as harassment or
disparagement of others based on their race, national origin, sex, sexual orientation, age, disability,
religion or political belief.

5. Copyrighted material may not be placed on the system without the author’s permission. Users may
download copyrighted material for their own use only and only in accordance with copyright laws
and pertains to their daily duties.

6. Vandalism will result in the cancellation of user privileges. Vandalism includes uploading,
downloading or creating computer viruses and/or any malicious attempt to harm or destroy district
equipment or materials or the data of any other user.

7. Users shall not read other users’ mail or files, shall not attempt to interfere with other users’ ability
to send or receive electronic mail, nor shall they attempt to read, delete, copy, modify or forge other
users’ mail.

8. Users are encouraged to keep messages brief.

9. Users shall report any security problem or misuse of the network to the Superintendent or designee.

10. Users shall not keep personal pictures or music on district equipment.

11. Users are not to use their District email for non-work related services, email, programs, RSS feeds,

etc... in order to minimize the amount of spyware, malware, and viruses on the network.
12. Users shall lock the computer when they are away from their desk.

13. Users shall not use email to mass mail District employees for non-district related items.

INFORMATION TECHNOLOGY WORKSTATION POLICY

INTRODUCTION

Morongo Unified School District (MUSD) provides employees with Information Technology (IT) as a tool to help
MUSD achieve its educational goals. IT resources include computers, telephones, voicemail, email, video
conferencing, software, applications, and Internet access. IT assets are provided to improve the efficiency of the
MUSD operation. IT resources allow access to District data and allow employees to create, change, store, share
and disseminate information. In providing use of IT resources and access to MUSD data, MUSD must establish
policies to control IT usage and access in order to safeguard valuable data and control business communication.
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STATEMENT OF POLICY

MUSD workstations shall be classified as either administrative or student workstations.

MUSD administrative workstations used for the performance of daily operations are MUSD resources and
property to be used solely for legitimate education and business purposes. Using such resources without written
permission and authorized by the Superintendent/designee for any personal or private purpose, or any personal
or private gain, is prohibited. Administrative workstations shall be used by administrative staff and teachers only.
Students are not allowed to use administrative workstations. All administrative workstations must be set to a
password protected screen saver after 15 minutes of non- use.

MUSD student workstations are MUSD resources and property to be used solely for legitimate educational
purposes. Using such resources without written permission and authorized by the Superintendent/designee for
any personal or private purpose, or any personal or private gain, is prohibited. Student workstations may be
used by administrative staff, teachers and students for educational purposes. Students may use only
workstations designated and clearly marked as student workstations.

MUSD administrative and student workstations shall not be used to solicit for commercial ventures, religious or
political causes, outside organizations or other non-business or education related causes. Workstations will not
be used to communicate in ways that may be disruptive, offensive, harmful or harassing to others. This includes
downloading, transmitting or possessing messages which are threatening, egregious, derogatory, defamatory,
insulting, sexist, ageist, racist, pornographic, sexually explicit or, in any other way, inappropriate or non-business
related.

MUSD administrative and student workstations shall be used only by employees, contracted providers, and
students authorized in writing by the Superintendent or designee. Administrative workstations are not
authorized for use by students, family and friends of MUSD employees or contracted providers and any outside
visitors.

MUSD workstations are provided to conduct MUSD business and are subject to monitoring. Monitoring of MUSD
workstations will include, but is not limited to, accessing, recording, disclosing, inspecting, reviewing, listening to,
retrieving, and recording and printing log-in details. The purpose for monitoring the use of workstations is to
protect the district’s assets, protect district data, protect staff and student privacy and provide a high standard of
professional conduct. Information created and or stored on any MUSD IT device is the property of MUSD and is
not private to the individual. Such IT resources and services are subject to administrative audit, as MUSD deems
necessary, to ensure compliance to this policy and/or investigate perceived or reported misusage of IT. MUSD
authorized personnel may conduct such monitoring and auditing at any time or place.

The reasons for which MUSD may obtain such access include, but are not limited to: Maintaining the system;
recovering data, systems, files or accounts;

preventing or investigating allegations of workstation abuse or misuse;

assuring compliance with copyright laws;

complying with legal and regulatory requests for information;

ensuring that MUSD operations continue appropriately during an employee’s absence; and

any other purpose deemed appropriate by MUSD.

= =4 =4 - -8 -9

MUSD workstations shall be maintained by IT and contracted IT staff only. Workstations and monitors will be
turned off at the end of the work day to conserve energy.

Only MUSD owned and authorized hardware may be attached to a workstation. No personal hardware devises
may be attached to a workstation without prior written approval from the Superintendent/designee.
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All personal computers, phones, or electronic devises are required to have current Antivirus software, be free of
viruses or spyware, and only used for educational or work purposes when using the District’s network.

All workstations shall be joined to the MUSD domain and named in accordance with one of the following naming
conventions where XXXX is the school initials, YYY...Y is the location, RM## is the room number and finally the
number of the workstation starting at the door of the classroom and going around the room clockwise. All
teacher workstations will be numbered 00. Computer lab workstations will be numbered from left to right
beginning with the most left hand workstation in the front row when facing the back of the classroom.

XXXX-YYY...Y, XXXX-RM###-##

Examples:
Condor Principal’s Workstation: CES-PRINCIPAL
Friendly Hills Teacher Workstation: FHES-RM16-00
Oasis Student Workstation: OES-RM 2-03
SOFTWARE

MUSD purchases or licenses the use of copies of computer software from a variety of outside companies. MUSD
does not own the copyright to this software or its related documentation and, unless authorized by the software
developer, does not have the right to reproduce it for use on more than one computer. According to U.S.
copyright law, illegal reproduction of software can be subject to civil damages and criminal penalties, including
fines and imprisonment.

Employees and students are prohibited from loading any software on any MUSD computer system or from using
MUSD computers to make illegal copies of licensed or copyrighted software. To help ensure compliance with
software license laws, all software purchases must be authorized by the Superintendent or designee. Software
and configurations provided to employees as IT resources are tested to ensure compatibility and configured to
assure proper operation, in an effort to provide a reliable computer. Employees and students are not to install,
re-install, up-grade, patch or otherwise modify installed software, or to reconfigure or otherwise change
established configurations. Failure to comply with this requirement could compromise the operation and the
quality of service the IT resource was intended to provide. Returning an IT resource to its approved configuration
will cost MUSD additional expense not only to reconfigure and re-deploy computers, but also in the lost time for
the user during the reconfiguration/repair process.

Any unauthorized software, configuration changes and/or files will be removed as discovered during any support
service process. A report will be made to the MUSD Superintendent. MUSD will make no attempt to save or
otherwise recover any unauthorized software or files.

MUSD data shall be stored in designated folders on the MUSD file servers to allow backup of data. No MUSD data
should be stored on local workstations, unless specifically authorized by Superintendent or designee.

Any sensitive data transported outside of a school district facility should be encrypted and/or physically secure.
No District data should be stored on personal/home computers or personal electronic devices. Records
maintained on any personal device or messages sent or received on a personal device that is being used to
conduct district business may be subject to disclosure, pursuant to a subpoena or other lawful request.

HARDWARE

Only appropriate IT staff is authorized to install or remove any hardware components. MUSD maintains an
inventory of the equipment issued to employees. During support cycles and the exiting return process, MUSD will
verify the hardware inventory. Any unauthorized components will be removed and returned to the employee.

Any missing components will be brought to the attention of the MUSD Superintendent
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ANTI-VIRUS

To assure optimum performance of the IT system, all employees must be careful about viruses. Employees must
always use MUSD provided security and anti-viral procedures and software. Employees are not authorized to
load data, information or “shareware” from such public and/or unprotected sources as the Internet; and, are
prohibited from using software that is designed to destroy data, provide unauthorized access to the computer
systems or disrupt computing processes in any other way. Using viruses, worms, Trojan horses, and other
invasive software is expressly forbidden. Additionally, all disks or devices that are inserted into the MUSD
computers must first be scanned for viruses or signs of other forms of malicious software.

DESKTOP PERSONALIZATION

All workstations will be configured with a standard desktop and password protected screen saver designed to
maximize system performance. Any personalized screensavers must be reviewed and approved by IT staff, for
appropriate compliance and usage in the MUSD IT System.

SUMMARY

Protecting MUSD IT resources is everyone’s responsibility. Employees have an obligation to report situations that
appear to jeopardize MUSD IT resources, or violate the policies herein. Any misconduct must be promptly
reported to the Superintendent/designee.

1 Employees are not to share their assigned and authorized usage of IT resources, such as applications, files
in “home directories”, email and voicemail.

T As a matter of voicemail and email etiquette, messages must be carefully worded, clear and concise.
Additionally, copies of voicemail and email messages must be limited and sent only to those individuals
that are necessary to receive the message.

9 The voicemail and email communications sent or received through MUSD IT resources are the property
of MUSD. MUSD reserves the right to monitor, access or review, without notice, any voicemail or email
message either sent or received. MUSD also reserves the right to disclose such messages to third parties
for any reason MUSD, in its sole discretion, deems appropriate. Again, employees must never assume
that they can delete a voicemail or an email message to avoid review. Other copies may exist or can be
restored. Generally, an employee must treat a voicemail or email as if it were a memorandum or letter.

CONCLUSION
9 Each employee is responsible for their own actions in the usage of IT resources.

1 Any violation of these guidelines must be reported to supervision.

T Acknowledgement of MUSD Information Technology Usage Policy is required of each employee using
the system.

9 IT resources are to be used solely for MUSD business purposes.
9 MUSD may access and monitor its IT resources usage without notice to users.

9 MUSD policies prohibiting all forms of harassment, including sexual harassment, apply to the use of
MUSD IT resources.

9 MUSD IT resources may not be used to solicit outside organizations or causes, or other personal

matters unrelated to MUSD business.
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9 No one may access, or attempt to obtain access to another individual’s IT resources without
appropriate authorization.

9 All administrative workstations must be set to a password protected screen saver after 15 minutes of
non-use.

1 Only MUSD owned and authorized hardware may be attached to a workstation or used to access the
internet.

I Students are not allowed to use administrative workstations.

9 Information created and or stored on any MUSD IT device is the property of Morongo Unified School
District.

MUSD authorized personnel may conduct monitoring and auditing at any time or place.
9 Violations of this policy may result in corrective action up to and including termination.
9 Workstations are to be turned off at the end of the day to conserve energy.

PORTABLE ELECTRONIC DEVICES

Portable devices provide mobility for end users which offer many advantages business and educational
purposes. One such advantage is the ability to move the devices easily around the classroom, educational or
conference facility, or worksite and to be able to take the portable devices home to complete work, or to
transport them to other locations where Morongo Unified School District business will be conducted, such as
conferences, meetings or other sites. Removal of the devices from Morongo Unified School District premises
may involve transportation on foot, by personal automobile or commercial passenger vehicle (such as a van, taxi
or ride-share), public transportation, including bus, train, or airplane. It may also involve, use and storage of the
device in remote locations for extended periods of time outside the normal workday, work week, and away from
the Morongo Unified School District worksite.

As part of the assignment of your portable devices, please understand the terms of use as outlined in the
Employer Device Agreement. Each user who is assigned a device or other portable device must have a signed

copy of the Acceptable Use Policy on file, as well as the Employee Portable Devices Assignment and Usage
Agreement.

Any employee who, through gross negligence or deliberate conduct causes damage, destruction, theft or loss to
any District issued portable device will be personally liable for the damage, destruction or loss. In cases of gross
negligence or deliberate destruction/theft, the employee will be financially responsible for the replacement of
the portable device on the depreciation schedule listed below. District will seek payment from employee when a
neutral, fact-finding investigation determines that the loss or destruction is due to the employee’s gross
negligence, willful misconduct, or dishonesty. Gross negligence is an extreme departure from the ordinary
standard of conduct, as an entire failure to exercise care, as the exercise of so slight a degree of care as to
justify the belief that there was an indifference to the interest and welfare of others.

UNION AGREEMENTS

All personnel are encouraged to become familiar with contracts addressing their employment. Certificated
employees should be knowledgeable of the Morongo Teachers Association’s contract with the Morongo Unified
School District. Classified employees should be knowledgeable of the California School Employees Association’s
contract with the Morongo Unified School District.
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DRESS AND GROOMING
The Governing Board believes that since school employees serve as role models, they should maintain
professional standards of dress and grooming. Just as overall attitude and instructional competency contribute
to a productive learning environment, so do appropriate dress and grooming.
The Board encourages staff during school hours to wear clothing that demonstrates their high regard for

education and presents an image consistent with their job responsibilities. Clothes that may be appropriate for
shop instructors or gym teachers may not be appropriate for classroom teachers.

FAMILY MEDICAL LEAVE ACT OF 1993

(FMLA; 29 U.S.C. Sec. 2601, Et. Seq.)
The Family & Medical Leave Act (FMLA) of 1993 guarantees employees 12 workweeks of unpaid leave with paid
benefits in a 12-month period for three qualifying reasons. These reasons are:

1. The Employee’s own serious health conditions

The serious health condition of the employee’s parent, spouse, or child

3. For child-rearing or child-bonding within 12 months after birth or placement for adoption or foster
care of a child

N

You are hereby notified that leave eligibility requirements under FMLA are one (1) year of continuous service
and at least 1250 hours service in the prior twelve (12) months. At the end of the leave, the employee is entitled
to reinstatement to the same or equivalent position. The FMLA allows employers to designate paid leave (or
other qualifying leave) as counting against the FMLA entitlement.

You are hereby further notified that an absence taken under any of the three (3) allowable reasons will be
considered FMLA leave and, as such, will draw against the twelve (12) workweeks of unpaid leave with benefits
in the applicable 12-month period entitlement.

For specific eligibility, application procedures and appropriate forms:

1. Classified personnel will reference Article “O”, Section 19, of the Morongo Unified School
District/California School Employees Association, Chapter 29, agreement.

2. Certificated personnel will reference Article “N”, Section 11, of the Morongo Unified School
District/Morongo Teacher’s Association, CTA/NEA agreement.

Morongo Unified School District shall neither interfere with, restrain, nor deny the employee’s right to exercise
FMLA rights.
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