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N O N - D I S C R I M I N A T I O N  I N  E M P L O Y M E N T  
( B P / A R  4 0 3 0 )  

The Governing Board prohibits unlawful discrimination, intimida-
tion, bullying against and/or harassment of district employees 
and job applicants on the basis of actual or perceived race, color, 
national origin, ethnicity, nationality, ancestry, religious creed, re-
ligion, age, marital status, pregnancy, physical or mental disabil-
ity, disability, gender identity, gender expression, medical condi-
tion, veteran status, genetics, gender or sexual orientation, sex, 
or association with a person or a group with one or more of these 
actual or perceived characteristics at any district site and/or ac-
tivity. The Board also prohibits retaliation against any district em-
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and/or personal use of the system is strictly prohibited, in-
cluding computer games, personal email/banking, and per-
sonal on-line activities. The use of signature lines should 
include name, title, phone number, etc. Confidentiality no-
tice/disclaimers are allowed. No taglines, slogans, or 
quotes are to be included in the signature lines or in the 
body of the message. The district reserves the right to mon-
itor any on-line communications for improper use. 

3. Users shall not use the system to promote unethical prac-
tices or any activity prohibited by law or district policy. 

4. Users shall not transmit material that is threatening, ob-
scene, disruptive, or sexually explicit, or that could be con-
strued as harassment or disparagement of others based on 
their race, national origin, sex, sexual orientation, age, dis-
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related to domestic violence, sexual assault, or stalking. The 
employee must give reasonable notice, if feasible. The Sacra-
mento City Unified School District may require certification of 
domestic violence: a police report, protection order, and docu-
mentation from court or from a medical professional, domestic 
violence advocate, or counselor. To the extent the law allows, 
the Sacramento City Unified School District must maintain the 
employee’s confidentiality. (California Labor Code §230-230.1, 
as amended by 2000 Cal. Stat. 487)  Additionally, you have a 
right to be free from retaliation and discrimination. You can file a 
complaint with the Labor Commissioner’s Office at 
www.dir.ca.gov/dlse.   
The Sacramento City Unified School District declares that vio-
lent conduct of any kind will not be condoned or tolerated. Disci-
pline up to and including termination of employment will occur to 
any employee who threatens or abuses others on work time or 
using work resources. Employees convicted of a crime as a re-
sult of domestic violence may be subject to corrective or disci-
plinary procedures, up to and including termination, when work 
performance or normal operation of the workplace is affected.  

U N I F O R M  C O M P L A I N T  ( U C )  P R O C E D U R E S  
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reasonable period of time to conduct an investigation will 
depend upon the quantity of witnesses and complexity of 
the investigation. If the district fails to respond within a spec-
ified or adjusted time limit, a complainant may proceed to 
the next level. If a complainant fails to take the complaint to 
the next step within the prescribed time, the complaint shall 
be considered settled at the preceding step. 

L e v e l  I :  The complainant shall first meet informally with the 
principal of the school or department where the allegedly discrim-
inatory act occurred. A complaint regarding discrimination away 
from a school site should be discussed informally with an admin-
istrator selected by the Superintendent. If the complainant's con-
cerns are not clear or cannot be resolved through informal dis-
cussion, the principal or other administrator shall prepare, within 
10 working days, a written summary of his/her meeting(s) with 
the complainant. This report shall be available if requested by the 
nondiscrimination coordinator. 
L e v e l  I I :  If a complaint cannot be satisfactorily resolved at 
Level I, the complainant may submit a formal written complaint to 
the district nondiscrimination coordinator within 10 days of his/her 
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work shall be done by state-certified asbestos abatement con-
tractors in compliance with state and federal standards. The dis-
trict's complete, updated management plan for material contain-
ing asbestos in school buildings shall be available for inspection 
in district and school offices during normal business hours. Par-
ent, teacher, and employee organizations shall annually be in-
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and who was a member of the Armed Forces (including a mem-
ber of the National Guard or Reserves) at any time during the 
period of five years preceding the date on which the veteran un-
dergoes that medical treatment, recuperation, or therapy.  

The caregiver would be able to take up to 26 weeks of leave to 
care for a veteran for up to five years after he or she leaves mili-
tary service if the veteran suffered a qualifying injury or illness in 
the line of active duty (or had an existing injury or illness aggra-
vated in the line of active duty). The injury or illness could mani-
fest itself before or after the member became a veteran. 

Benefits and Protections: During FMLA leave, the employer must 
maintain the employee’s health coverage under any “group 
health plan” on the same terms as if the employee had continued 
to work. Upon return from FMLA leave, most employees must be 
restored to their original or equivalent positions with equivalent 
pay, benefits, and other employment terms.  

Use of FMLA leave cannot result in the loss of any employment 
benefit that accrued prior to the start of an employee’s leave.  

Eligibility Requirements: Employees are eligible if they have 
worked for a covered employer for at least one year, for 1,250 
hours over the previous 12 months, and if at least 50 employees 
are employed by the employer within 75 miles.  

Definition of Serious Health Condition: A serious health condition 
is an illness, injury, impairment, or physical or mental condition 
that involves either an overnight stay in a medical care facility, or 
continuing treatment by a health care provider for a condition that 
either prevents the employee from performing the functions of the 
employee’s job, or prevents the qualified family member from 
participating in school or other daily activities.  

Subject to certain conditions, the continuing treatment require-
ment may be met by a period of incapacity of more than three 
consecutive calendar days combined with at least two visits to a 
health care provider or one visit and a regimen of continuing 
treatment, or incapacity due to pregnancy, or incapacity due to a 
chronic condition. Other conditions may meet the definition of 
continuing treatment.  

Use of Leave: An employee does not need to use this leave en-
titlement in one block. Leave can be taken intermittently or on a 
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the school and community. This responsibility requires standards 
of exemplary professional conduct. It must be recognized that the 







Confidentiality 
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Employment Discrimination/Harassment Review Request 

  
 

Instructions: Individuals alleging harassment and/or discrimination and requesting review are required 
to complete this form and submit it to the appropriate Compliance Coordinator: 

Student Related Issues (Title IX): Director of Student Services/Alternative Education OR 
Employee Related Issues (Title VII) : Chief Human Resources Officer





 

 

Notifications 
The Chief Human Resource Officer, Human Resource Services, shall meet the notification requirements 
of Title 5 California Code of Regulations 4622, including the annual dissemination of district complaint 
procedures and information about available appeals, civil law remedies and conditions under which a com-
plaint may be taken directly to the California Department of Education. The Chief Human Resource Of-
ficer, Human Resource Services, shall ensure that complainants understand that they may pursue other 
remedies, including actions before civil courts or other public agencies. 
Complainants will receive written acknowledgement identifying the person(s), employee(s), or agency 
positions(s), or unit(s) responsible for receiving complaints, investigating complaints and ensuring District 
compliance. The written acknowledgement will also include a statement that ensures that such person(s), 
employee(s), position(s), or unit(s) responsible for compliance and/or investigation shall be knowledgeable 
about the laws/programs that he/she is assigned to investigate. [T5CCR 4621, 4631] 

Procedures 
The following procedures shall be used to address all complaints which allege that the district has violated 
federal or state laws or regulations governing educational programs. Compliance officers shall maintain a 
record of each complaint and subsequent related actions, including all information required for compliance 
with the Title 5 California Code of Regulations 4632.  
All parties involved in allegations shall be notified when a complaint is filed, when a complaint meeting 
or hearing is scheduled and when a decision or ruling is made.  

Step 1:  Filing of Complaint 
Any individual, public agency or organization may file a written complaint of alleged noncompliance by 
the district.  
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 months from the date when the alleged discrimination occurred or when the complainant first obtained 
knowledge of the facts of the alleged discrimination. [T5 CCR 4630] 
The complaint shall be presented to the compliance officer who shall maintain a log of complaints received, 
providing each with a code number and a date stamp. 
If a complainant is unable to put a complaint in writing due to conditions such as illiteracy or other disa-
bilities, district staff shall help him/her to file the complaint. [T5 CCR 4600] 

Step 2:  Mediation 
The Board recognizes that a neutral mediator can often suggest a compromise that is agreeable to all parties 
in a dispute. In accordance with uniform complaint procedures, whenever all parties to a complaint agree 
to try resolving their problem through mediation, the Superintendent or designee shall initiate mediation. 
The Superintendent or designee shall ensure that mediation results are consistent with state and federal 
laws and regulations. 





 

 

Discrimination complaints shall be investigated in a manner that protects the confidentiality of the parties 
and the facts. The District ensures that complainants are protected from retaliation and that the identity of 
a complainant alleging discrimination will remain confidential as appropriate, except to the extent neces-
sary to carry out the investigation or proceedings, as determined by the Superintendent or designee on a 
case-by-case basis. [T5CCR 4621] 
The Board prohibits retaliation in any form for participation in complaint procedures, including but not 
limited to the filing of a complaint or the reporting of instances of discrimination. Such participation shall 
not in any way affect the status, grades or work assignments of the complainant. 

Appeals to the California Department of Education 
If dissatisfied with the district's decision, the complainant may appeal in writing to the California Depart-
ment of Education within 15 days of receiving the district's decision. For good cause, the Superintendent 
of Public Instruction may grant an extension for filing appeals. [T5 CCR 4652] 
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Williams Uniform Complaint Procedure 



 

 

damage creating a hazardous or uninhabitable condition. (Education Code 17592.72 paragraph (1) 
of subdivision (c)) 

Filing of Complaint 
A complaint alleging any condition(s) specified above shall be filed with the principal of the school or 
his or her designee, in which the complaint arises. The principal or designee shall forward a complaint 
about problems beyond his/her authority to the Superintendent or designee within 10 working days. 
(Education Code 35186) 
The school shall have a complaint form available for such Williams Complaints. (Education Code 
35186(a)(1), Title 5 California Code of Regulations (T5CCR) 4680): 
The complainant need not use the Williams Complaint form to file a complaint.  
The Williams Complaint form shall identify the place for filing the complaint.  
The Williams Complaint form will include a space to indicate whether a response is requested.  
The principal or designee shall make all reasonable efforts to investigate any problem within his/her 
authority. He/she shall remedy a valid complaint within a reasonable time period not to exceed 30 
working days from the date the complaint was received. (Education Code 35186) 
The Williams complaints may be filed anonymously. If the complainant has indicated on the complaint 
form that he/she would like a response to his/her complaint, the principal or designee shall report the 
resolution of the complaint to him/her within 45 working days of the initial filing of the complaint. At 
the same time, the principal or designee shall report the same information to the Superintendent or 
designee. (Education Code 35186) 
Upon receipt of a written complaint from an individual, public agency or organization, Williams’s 
complaint procedures shall be initiated. The Superintendent or designee shall distribute full infor-
mation about these procedures. 
Refusal by the complainant to provide the investigator with documents or other evidence related to the 
allegations in the complaint, or to otherwise fail or refuse to cooperate in the investigation or engage 
in any other obstructions of the investigation, may result in the dismissal of the complaint because of 
lack of evidence to support the allegations. (T5CCR 4631) 
Refusal by the District to provide the investigator with access to records and/or other information 
related to the allegation in the complaint, or to otherwise fail to refuse or cooperate in the investigation 
or engage in any other obstruction of the investigation, may result in a finding based on evidence 
collected that a violation has occurred and may result in the imposition of a remedy in favor of the 
complainant. (T5CCR 4631) 
The Board recognizes that a neutral mediator can often suggest a compromise that is agreeable to all 
parties in a dispute. In accordance with Williams’s complaint procedures, whenever all parties to a 
complaint agree to try resolving their problem through mediation, the Superintendent or designee shall 
initiate mediation. The Superintendent or designee shall ensure that mediation results are consistent 
with state and federal laws and regulations. 
If a complainant is not satisfied with the resolution of the complaint, he/she may describe the complaint 
to the Governing Board at a regularly scheduled hearing. (Education Code 35186) 
For complaints concerning a facility condition that poses an emergency or urgent threat to the health 
or safety of pupils or staff as described in item #3 above, a complainant who is not satisfied with the 



 

 

resolution proffered by the principal or Superintendent or designee may file an appeal to the State 
Superintendent of Public Instruction within 15 days of receiving the report. (T5CCR 4687) 
Reports 
The Superintendent or designee shall report summarized data on the nature and resolution of all com-
plaints to the Board and the County Superintendent of Schools on a quarterly basis. The report shall 
include the number of complaints by general subject area with the number of resolved and unresolved 
complaints. These summaries shall be publicly reported on a quarterly basis at a regularly scheduled 
Board meeting. (Education Code 35186, T5CCR 4686) 
If a response is requested, the response shall be made to the mailing address of the complainant indi-
cated on the complaint. (Education Code 35186(a)(1), T5CCR 4680) 
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educational content for more than one week per semester or to courses they have previously 
completed, and physical educational instructional minutes in elementary schools. 

 
Complaints must be filed in writing with the following compliance officer(s):  

 
Cancy McArn 
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o The District shall not establish a two-tier educational system 
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on the basis or a person’s association with a person or group with one or more of these actual or per-





 

 

 

Human Resource Services 
Complaint Form 

For Office Use Only 

Check One  Case #: 
 

�… Employee �… Applicant �… Parent/Guardian �… Public �… Student* �… Anonymous 
 
Date (mm/dd/yy): / /  Response Requested: �… Yes      �… No 

Site/Location: Administrator: 

Course or Grade Level:  Room Number or Location:  

Site/Location Address:  Email address: 

Name of Complainant (Print):  

Complainant Address:  

Complainant Home/Work Phone:  Location:  
Please indicate the type of complaint below: (BP refers to Board Policy; E refers to Exhibit.) 

Employee/Appl icant:  





 

 

Person(s) Involved in Complaint: 
1. 

2. 

Date of Occurrence 
(mm/dd/yy):  

/ /  Time:  Witness:  

Ethnicity (if applicable):  Age (if applicable):  Sex: �… Male �… Female 
 
Describe the 
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Memo—Reporting Child Abuse  
July 1, 2018 

 
by the District; however, the absence of training shall not excuse a mandated reporter from the duties imposed 
under reporting laws. 
 
Volunteers whose duties require contact and supervision of children should also obtain training. (Penal Code 
Section 11165.7) 
 
Definitions and Types of Child Abuse: 
 
The term "child abuse or neglect" includes: 

 
• Physical Abuse 
• Neglect 
• Sexual Abuse 
• Willful Cruelty or Unjustifiable Punishment 
• Unlawful Corporal Punishment 

 
Physical Abuse means a physical injury, which is inflicted by other than accidental means on a child by 
another person. (Partial excerpt from Penal Code section 11165.6.) 

 
Neglect means negligent treatment or maltreatment of a child by a person responsible for the 
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model alone or with others for purposes of preparing a film, photograph, negative, slide, drawing, painting or 
other pictorial depiction involving obscene sexual conduct; and knowingly depicting a child in, or knowingly 
developing, duplicating, printing or exchanging any film, photograph, video tape, negative or slide in which a 
child is engaged in an act of obscene sexual conduct. (Penal Code Section 11165.1) 
 
Willful Cruelty or Unjustifiable Punishment means a situation where any person willfully causes or permits 
any child to suffer, or inflicts thereon, unjustifiable physical pain or mental suffering, or having the care or 
custody of any child, willfully causes or permits the person or health of the child to be placed in a situation 
such that the child's person or health is endangered. (Penal Code Section 11165.3) 
 
Unlawful Corporal Punishment means a situation where any person 
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However, if the selected person fails to report, then the other person is responsible for reporting.  (Penal Code 
Section 11166 11166 (h)) 
 
The reporting duties are individual.  No supervisor or administrator may impede or inhibit the reporting duties 
and no person making a report shall be subject to any sanction for making the report.  Internal procedures to 
apprise administrators and supervisors of reports may be established; however, they cannot require any em-
ployee to disclose his or her identity to the employer. Reporting possible child abuse or neglect to an em-
ployer, supervisor, principal, school counselor, coworker or other person does not substitute for making a 
mandated report. (Penal Code Section 11166(i)) 
IMMUNITY FROM CIVIL OR CRIMINAL LIABILITY FOR MANDATED REPORTERS: 
 
No mandated reporter shall be civilly or criminally liable for any required report. Any other person reporting 
known or suspected child abuse or neglect shall not incur civil or criminal liability unless it can be proven that 
a false report was made and the person knew that the report was false or was made with reckless disregard for 
the truth or falsity of the report and, in that event, the person is liable for any damages caused. (Penal Code 
Section 11172) 
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Volunteer Agreement to Administer Epinephrine Auto-Injectors 
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Volunteer Agreement to Administer Epinephrine Auto-Injectors 
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Rescission.  Any employee who volunteers may rescind his or her offer to administer epinephrine auto-
injectors up to three days after the completion of the training.  After that time, a volunteer may rescind his 


