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Trinity County Office of Education

Bloodborne Pathogens

Everyone in our educational system needs to be aware of the potential danger of bloodborne pathogens. OSHA (Occupational Safety and Health Administration) has issued a standard that can protect you from bloodborne pathogens. By working together to carry out these standards, we can substantially reduce the risk of contracting a bloodborne disease on the job.

Although not every educator is occupationally exposed to bloodborne pathogens while performing his/her job, it is important for everyone in an educational setting to understand the dangers of infection and safety procedures we can use to minimize risk.

Bloodborne Diseases
Hepatitis B Virus (HBV)

Inflammation of the liver is the major infectious bloodborne hazard you face on the job.

· Flu-like symptoms, sometimes requiring hospitalization

· May have no symptoms at all and be unaware you are infected.

· Leads to liver damage, cirrhosis and possibly death.

· Infects body fluids

· May be spread to sexual partners, family members and unborn infants

Human Immunodeficiency Virus (HIV)

Attacks immune system causing the disease AIDS
· May have no symptoms but carry virus for many years

· Flu-like symptoms, fever, diarrhea and fatigue

· Eventually develops into AIDS

· Associated AIDS-related illnesses may develop

· Transmitted primarily through sexual contact but also in contact with body fluids.

Workplace Transmission
Regardless of the name, bloodborne diseases are transmitted in essentially the same manner:

· Semen and vaginal secretions

· Torn or loose skin

· Unfixed tissue or organs

Bloodborne pathogens enter you body through:

· Open cuts

· Nicks

· Skin Abrasions

· Acne

· Dermatitis

· Mucous Membranes
Accidental Injury

· Infection may occur through accidental injury with a sharp object that is contaminated such as broken glass, sharp metal, needles, knives and exposed ends of orthodontic wires.

Indirect Transmission

· May occur when you touch an object or surface contaminated with blood or infectious material if transfer into the mouth, eyes, nose or open skin occurs. Surfaces which are contaminated are a major cause of the spread of hepatitis. HBV can survive on surfaces dried and at room temperature for at least one week!

Universal Precautions
· Consider every person, all blood and most body fluids to be potential carrier of infectious disease.

· Many people who are carriers of infectious diseases have no visible symptoms and are not aware they are infected. No age group, socio-economic class, state or city is exempt.

· Treat all human blood and body fluids as if they were known to be infected with HIV, HBV or other bloodborne pathogens.

· It takes just one exposure to become infected.

Reducing Your Risk
Engineering Controls

A program to provide physical and mechanical systems for eliminating hazards at their source. (e.g., appropriate containers for waste towels, blood soaked items, etc.)

Work Practice Controls

Specific procedures to reduce exposure to infectious materials. (e.g., trained personnel to administer first-aid treatment, a custodian trained and responsible for cleaning up all body fluid spills.)

Hand washing: One of the most effective work practice controls.

· Avoids transferring contamination

· After removing gloves, wash your hands with non-abrasive soap and running water as soon as you can.

· Wash or flush any skin or mucous membranes with water as soon as possible after coming into direct contact with blood.

· If hand washing facilities are not available, such as on a bus, antiseptic hand cleanser or antiseptic towelettes will be available for your use. This is only a temporary measure and thorough washing should be done as soon as possible.

Personal Hygiene

· Minimize splashing, spraying, spattering and generating droplets of moisture when attending to an injured student.

· When there is a chance of occupational exposure, do not eat, drink, smoke, apply cosmetics or lip balms or handle contact lenses.

· Do not keep food and drink in refrigerators, freezers, etc. where blood or other potentially infectious materials are present.

Personal Protective Equipment
Depends on what is appropriate for your job and adequately protects you. May include:

· Gloves

· Gowns

· Aprons

· Lab Coats

· Face Shields

· Protective Eye Wear

· Masks

· Mouthpieces

· Resuscitation Bags

If you are in charge of cleaning up blood or other body fluids:

· Wear appropriate clothing

· Use solution of one part bleach to 10 parts water

· Disinfect mops and cleaning tools well after each session

General Rules Regarding Personal Protective Equipment
· Proper training for use of equipment

· Equipment appropriate for task

· Equipment must fit properly

· Equipment must be free of flaws

· Must use protective equipment EVERY time a task is performed involving potentially infectious material

· Remove as soon as possible, equipment which become penetrated with blood or infectious material

Resuscitation Devices

Designed to protect you from contact with a victim’s 

saliva and body fluids.  Avoid using unprotected mouth-to-mouth resuscitation.

Gloves
You MUST wear gloves when it is reasonably anticipated you may come into contact with:

· Blood 

· Any potentially infectious material

· Mucous membranes or non-intact skin
For first aid, gloves may be made of latex or vinyl. Watch for tears or punctures, and cover any hand cuts with bandages before putting on gloves.  Dispose of gloves which are damaged. Never wash or re-use this type of glove.

Utility gloves may be decontaminated and reused if there are no cracks, tears, punctures or peeling areas.

Remove gloves when they become contaminated, damaged or immediately after completing a task. When removing gloves, take care that no pathogens from the soiled gloves contact you hands.

· With both hands gloved, peel one glove off from top to bottom and hold it in the gloved hand.

· With the exposed hand, peel the second glove from the inside tucking the first glove inside the second.

· Dispose of the entire bundle promptly.

· Never touch the outside of the glove with bare skin.

· Every time you remove you gloves, wash you hands with soap and running water as soon as you can.

Housekeeping: General Rules
· Clean surfaces with disinfectant or a 10 percent bleach to water solution as soon as possible after contact with blood or potentially infectious materials.

· Always wear gloves

· Use tongs or a broom when cleaning up broken glass.

· Have waste containers specifically labeled or color-coded, and ensure that they are leak-proof and puncture resistant for infectious waste. Do not overfill.

· Contaminated laundry should be placed in color-coded, leak-proof bags and handled minimally without sorting or rinsing.

· Bins, pails, cans and receptacles which are reused should be inspected and decontaminated on a regular basis.

· Read the label: Watch for fluorescent orange-red labels, red bags and containers with a biohazard symbol. This symbol indicates blood or other potentially infectious materials.

HBV Infection
If you are exposed to blood or other infectious materials as part of your job, the County Office of Education makes the Hepatitis B vaccination available at no cost. The vaccine should be given within 24 hours of exposure. It will require 3 injections over a six-month period.

Playing it Safe
If you are accidentally exposed, report the incident immediately to you supervisor. With your consent, the County Office of Education will provide you with:

· A confidential medical evaluation

· Blood tests

· Post-exposure preventive treatment if available

· Follow-up counseling

What You Must Know and Do to Protect Yourself

What Infectious Diseases Could You Be Exposed To In the School Setting?


The most common infectious diseases in the United States are frequently found in schools:  the common cold, influenza (flue), impetigo, ringworm, head-lice, streptococcal sore throat, measles and sexually transmitted diseases.  Many of these are passed from person to person in schools and other places where people share air, space, furniture, equipment and tools.


Some infectious diseases can be passed from an infected person to another person – from saliva and nasal discharges, for example, or can be spread by insects and other animals.  Some disease-causing organisms are found in soil, air and water.


Infectious diseases are caused by many kinds of germs, including bacteria, fungi, protozoa and viruses.  These tiny organisms cause disease by attacking living tissue.


Two serious infectious diseases deserve particular attention:  AIDS/HIV infection and hepatitis B.  Both AIDS/HIV infection and Hepatitis B are blood-borne diseases which can be spread by the blood and body fluids containing the blood of infected persons (who may not be ill).

What is AIDS/HIV Infection?


AIDS (Acquired Immune Deficiency Syndrome) is the advanced stage of HIV (Human Immunodeficiency Virus) infection.  The virus attacks the body’s natural defense (immune) system, leaving it vulnerable to life-threatening infections from other diseases and allowing rare cancers to develop.  The virus may also attack the brain and nervous system.  Persons infected with HIV frequently have no apparent symptoms and usually appear in good health.  More than half the people in the United States who have been diagnosed to have AIDS have died.

How is AIDS/HIV Infection Spread?


The possibility that AIDS/HIV will be transmitted in schools, the workplace and other public gatherings is remote.  AIDS/HIV infection is not transmitted from one person to another through everyday activities.  You will not get AIDS by being around or working with a person who is infected or by having ordinary daily contact with an HIV infected person.

AIDS/HIV infection may be spread by:

1. sharing intravenous (IV) needles and /or syringes with someone who is infected

2. penetrating the skin with needles that have been used to inject an infected person

3. sharing unsterile instruments used to penetrate the skin with someone who is infected, such as th0se used for tattooing, acupuncture and ear piercing

4. any sexual activity involving direct genital contact with semen, blood or vaginal secretions with someone who is infected

5. direct contact of infected blood on broken skin (for example cuts and scratches).

6. Direct contact of mucous membrane of the eye with the blood of an infected person

7. Receiving a blood transfusion or blood product from someone who is infected (since 1985 this risk is extremely low – approximately 1 chance in 68,000).

8. Being born to an infected mother

What Is Hepatitis B?

Hepatitis B is an infection of the liver caused by a virus found in blood and other body fluids of infected person.  The symptoms, which are the same as those of Hepatitis A, may be mild to severe.  The symptoms may be fatigue, mild fever, muscle or joint aches, loss of appetite, nausea, vomiting, abdominal pain and, in some cases, jaundice (yellow color of the skin and whites of the eyes) and darkened urine.  Onset of symptoms may appear 1 to 6 months after exposure to the virus.  Death, while uncommon, may result from permanent damage to the liver.

How Is Hepatitis B Spread?


Because of the much higher concentration of Hepatitis B virus in blood, transmission of Hepatitis B virus is more likely to occur than transmissions of AIDS/HIV.  Some specific school populations, such as children from residential facilities for the developmentally disabled, have hepatitis B more often than other school children.


An infected person can transmit Hepatitis B as long as the virus remains in the blood.  Transmission may occur as early as four weeks before any symptoms occur.  Carriers of the virus often have no symptoms.


Hepatitis B infection may be spread by:

1. sharing intravenous (IV) needles and/or syringes with someone who is infected

2. penetrating the skin with needles that have been used to inject an infected person

3. sharing unsterile instruments used to penetrate the skin with someone who is infected, such as those used in tattooing, acupuncture and ear piercing or razors

4. sexual activity involving direct genital contact with semen, blood or vaginal secretions

5. direct contact of infected blood with broken skin (such as cuts or scratches)

6. direct contact of mucous membrane of the eye and mouth (the moist lubricating tissue of these body parts) with the blood of an infected person

7. sharing toothbrushes

8. being born to an infected mother

The way you are most likely to be exposed to AIDS/HIV infection and Hepatitis B in the school setting is when your broken skin comes directly in contact with the blood of an infected person.

How Can AIDS/HIV Infection, Hepatitis B and Other Infections Be Prevented Or Avoided?


There is no vaccine to prevent AIDS/HIV infection.  There is a safe and effective vaccine to combat Hepatitis B.


AIDS/HIV infection and Hepatitis B are most commonly spread through sexual intercourse and by sharing needles with others to inject drugs.  By abstaining from these activities, the major risk of exposure to these viruses is eliminated.  Sexual relations are safe if both partners are uninfected and mutually monogamous.  The proper use of condoms with water-based lubricants containing spermicides can greatly reduce the risk of getting AIDS/HIV infection or Hepatitis B from a partner who is infected.  If needles are shared to inject drugs, cleaning all equipment with household bleach and rinsing with water can reduce the risk of infection.

What Precautions Can You Take To Protect Yourself From All Infections In The School Setting?


In your school setting it is not possible for you to know who may be a carrier of an infectious disease and what germs may be present.  Carriers do not always show outward signs of infection and often are not aware of being infected.  But you can take steps that will help protect you from all infectious diseases.


Universal precautions are steps recommended by the U.S. Centers for Disease Control to be taken in health-care settings to reduce risks of infection.  Even though schools are not “health-care settings” the principles of universal precautions apply to situations in the school setting.  Taking “universal precautions” simply means taking routine care in handling blood and body fluids containing blood of all persons regardless of whether those persons are known to be infected with some specific disease-causing agent.


Following the principles of universal precautions when in the school setting and in all other situations will help protect you from all infectious diseases.  Those precautions include the following:

· Get in the habit of washing your hands with soap and running water at regular times during your workday.  Common infectious diseases (excluding AIDS/HIV infection and Hepatitis B) may be contracted from dirt and waste encountered in the workplace.

· Avoid punctures with objects that may contain blood of other person.

· Handle blood and other body fluids that may contain blood with gloves and wash hands thoroughly with soap and running water when you are finished.

· Carefully dispose of trash that contains body wastes and sharp objects.  Use special containers with plastic liners for disposal of refuse that contains blood or any body spills that may contain blood.  For disposal of sharp objects, use containers that cannot be broken or penetrated.  Do not bend, break or recap needles.

· Promptly remove all other person’s blood and body wasted from you skin by washing with soap and running water.

· Clean surfaces that have blood or body wastes containing blood on them with an Environmental Protection Agency (EPA) approved disinfectant or a 1:10 solution of household bleach and water.  (The solution should be fresh daily to ensure proper strength.)

AND…..

· Know your school district’s policy regarding proper disposal of waste that is contaminated with body discharges.
· Have a vaccination for protection from Hepatitis B if you are in contact with developmentally delayed students.  The cost of having a vaccination may be covered by your employee health insurance benefits.
· If you are responsible for administering first-aid to others or may be placed in a position where you may give first-aid to others, obtain current instruction and certification in first-aid and CPR (cardiopulmonary resuscitation).  Current instruction will include modification of first-aid needed to protect the rescuer from infection.
· Maintain confidentiality of all medical information concerning students and co-workers, especially one who has AIDS/HIV infection.  Sharing information about someone who has AIDS/HIV infection without permission is prohibited by law and punishable by fine in some states.
What Other Precautions Can You Take To Protect Yourself At All Times?

· Do not share needles or inject legal or illegal drugs.

· Do not have acupuncture, get a tattoo or have your ears pierced with needles that have not been sterilized.

· When having sexual intercourse with any person not known to be free of infection, use a condom properly and also use a spermicide.  (This precaution may provide the maximum protection possible; however, it is not 100% effective.)

· Do not engage in blood rituals (where your skin is purposely broken to mix your blood with the blood of others).

At school and in other public settings it is unlikely that you will know who is infected with the viruses that may cause AIDS/HIV, Hepatitis B or many other diseases.  These basic and simple measures can protect you and prevent the spread of AIDS/HIV infection, Hepatitis B and many other infectious diseases.

Observing the principles of universal precautions will help protect you from AIDS/HIV infection, hepatitis B and many other infectious diseases.  You do not need to know which people around you are infected or which diseases they may be carrying because you are always prepared.  These precautions will result in fewer illnesses for you and others around you.
All Personnel
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS

As part of its commitment to provide a safe and healthful work environment, the Trinity County Board of Education recognizes the importance of developing an exposure control plan. The County Superintendent or designee shall establish a written exposure control plan in accordance with state and federal standards for dealing with potentially infectious materials in the workplace to protect employees from possible infection due to contact with bloodborne pathogens, including but not limited to hepatitis B virus, hepatitis C virus and human immunodeficiency virus (HIV).

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

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

The County Superintendent or designee shall determine which employees have occupational exposure to bloodborne pathogens and other potentially infectious materials. In accordance with the County Office's exposure control plan, employees having occupational exposure shall be offered the hepatitis B vaccination.

The County Superintendent or designee may exempt designated first aid providers from pre-exposure hepatitis B vaccination under the conditions specified by state regulations. (8 CCR 5193(f))

Any employee not identified by the County Superintendent or designee as having occupational exposure may submit a request to the County Superintendent or designee to be included in the training and hepatitis B vaccination program.  The County Superintendent or designee may deny a request when there is no reasonable anticipation of contact with any infectious material.

Legal Reference:  (see next page)

Policy
TRINITY COUNTY OFFICE OF EDUCATION

adopted:  March 21, 2002
Weaverville, California

All Personnel
AR
4119.42(a)



4219.42
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS

Definitions

Occupational exposure means reasonably anticipated skin, eye, mucous membrane, or parenteral contact with blood or other potentially infectious materials that may result from the performance of an employee's duties. (8 CCR 5193(b))

Exposure incident means a specific eye, mouth, other mucous membrane, nonintact skin, or parenteral contact with blood or other potentially infectious materials that result from the performance of an employee's duties. (8 CCR 5193 (b))

Parenteral contact means piercing mucous membranes or the skin barrier through such events as needlesticks, human bites, cuts, and abrasions. (8 CCR 5193(b))

A sharp is any object that can be reasonably anticipated to penetrate the skin or any other part of the body and to result in an exposure incident. (8 CCR 5193(b))

A sharps injury is any injury caused by a sharp, including but not limited to cuts, abrasions or needlesticks. (8 CCR 5193(b))

Work practice controls are controls that reduce the likelihood of exposure by defining the manner in which a task is performed. (8 CCR 5193(b))

Engineering controls are controls, such as sharps disposal containers, needleless systems, and sharps with engineered sharps injury protection, that isolate or remove the bloodborne pathogens hazard from the workplace. (8 CCR 5193(b))

Engineered sharps injury protection is a physical attribute built into a needle device or into a non-needle sharp which effectively reduces the risk of an exposure incident.  (8 CCR 5193(b))

Exposure Control Plan

The County Office's exposure control plan shall contain at least the following components:  (8 CCR 5193(c))

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

The County Office's exposure determination shall be made without regard to the use of personal protective equipment and shall include a list of: 
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued)
a.
All job classifications in which all employees have occupational exposure 

b.
Job classifications in which some employees have occupational exposure

c.
All tasks and procedures, or groups of closely related tasks and procedures, in which occupational exposure occurs and which are performed by employees listed in item #b above

2.
The schedule and method of implementing:  

a.
Methods of compliance required by 8 CCR 5193(d), such as universal precautions, general and specific engineering and work practice controls, and personal protective equipment
(cf. 4119.43/4219.43/4319.43 - Universal Precautions)

b.
Hepatitis B vaccination 

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

d.
Communication of hazards to employees, including labels, signs, information and training 

e.
Recordkeeping 

3.
The County Office's procedure for evaluating circumstances surrounding exposure incidents

4.
An effective procedure for gathering information about each exposure incident involving a sharp, as required for the log of sharps injuries

5.
An effective procedure for periodically determining the frequency of use of the types and brands of sharps involved in exposure incidents documented in the sharps injury log

6.
An effective procedure for identifying currently available engineering controls and selecting such controls as appropriate for the procedures performed by employees in their work areas or departments
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued)
7.
An effective procedure for documenting instances when a licensed healthcare professional directly involved in a patient's care determines, in the reasonable exercise of clinical judgment, that the use of an engineering control would jeopardize an individual’s safety or the success of a medical, dental or nursing procedure involving the individual

8.
An effective procedure for obtaining the active involvement of employees in reviewing and updating the exposure control plan with respect to the procedures performed by employees in their respective work areas or departments

The exposure control plan shall be reviewed and updated at least annually and whenever necessary to:  (8 CCR 5193(c))

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

2.
To the extent that sharps are used in the County Office, reflect progress in implementing the use of needleless systems and sharps with engineered sharps injury protection

3.
Include new or revised employee positions with occupational exposure

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

5.
Review and respond to information indicating that the exposure control plan is deficient in any area  
The County Office's exposure control plan shall be accessible to employees upon request.  (8 CCR 3204(e))  
Preventive Measures 

The County Superintendent or designee shall use engineering and work practice controls to eliminate or minimize employee exposure, and shall regularly examine and update controls to ensure their effectiveness. (8 CCR 5193(d))
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued)

Hepatitis B Vaccination

The hepatitis B vaccination and vaccination series shall be made available at no cost to all employees who have occupational exposure.  The hepatitis B vaccination shall be made available after an employee with occupational exposure has received the required training and within 10 working days of initial assignment, unless the employee has previously received the complete hepatitis B vaccination series, or antibody testing has revealed that the employee is immune, or vaccination is contraindicated by medical reasons.  (8 CCR 5193(f))

Employees who decline to accept the vaccination shall sign the hepatitis B declination statement. (8 CCR 5193(f))

The County Superintendent or designee may exempt designated first aid providers from the pre-exposure hepatitis B vaccine in accordance with 8 CCR 5193 (f). 
Information and Training 

The County Superintendent or designee shall ensure that all employees with occupational exposure participate in a training program containing the elements required by state regulations, during working hours and at no cost to the employee. This program shall be offered at the time of initial assignment to tasks where occupational exposure may take place, at least annually thereafter, and whenever a change of tasks or procedures affects the employee's exposure. (8 CCR 5193(g))

Designated first aid providers shall receive training that includes the specifics of reporting first-aid incidents which involve blood or body fluids which are potentially infectious.  (8 CCR 5193(g))

Reporting Incidents

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

Unvaccinated designated first aid providers must report any first aid incident involving the presence of blood or other potentially infectious material, regardless of whether an exposure incident occurred, by the end of the work shift. The full hepatitis B vaccination series shall be made available to such employees no later than 24 hours after the first aid incident.  (8 CCR 5193(f))
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS (continued)

Sharps Injury Log

The County Superintendent or designee shall establish and maintain a log recording each exposure incident involving a sharp. The exposure incident shall be recorded within 14 working days of the date the incident is reported to the County Office.  (8 CCR 5193(c))

The information recorded shall include the following, if known or reasonably available: (8 CCR 5193(c))

1.
Date and time of the exposure incident

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

3.
A description of the exposure incident, including:

a.
Job classification of the exposed employee

b.
Department or work area where the exposure incident occurred

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

d.
How the incident occurred

e.
The body part involved in the incident

f.
If the sharp had engineered sharps injury protection, whether the protective mechanism was activated and whether the injury occurred before, during or after the protective mechanism was activated

g.
If the sharp had no engineered sharps injury protection, the injured employee’s opinion as to whether and how such a mechanism could have prevented the injury

h.
The employee’s opinion about whether any other engineering, administrative or work practice could have prevented the injury
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued)
Post-Exposure Evaluation and Follow-up

Following a report of an exposure incident, the County Superintendent or designee shall immediately make available to the exposed employee, at no cost, a confidential medical evaluation, post-exposure evaluation and follow-up. The County Superintendent or designee shall, at a minimum: (8 CCR 5193(f))

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

2.
Identify and document the source individual, unless that identification is infeasible or prohibited by law

3.
Provide for the collection and testing of the employee’s blood for hepatitis B, hepatitis C and HIV serological status

4.
Provide for post-exposure prophylaxis, when medically indicated, as recommended by the U.S. Public Health Service

5.
Provide for counseling and evaluation of reported illnesses

The County Superintendent or designee shall provide the health care professional with a copy of 8 CCR 5193; a description of the employee’s duties as they relate to the exposure incident; documentation of the route(s) of exposure and circumstances under which exposure occurred; results of the source individual’s blood testing, if available; and all medical records maintained by the County Office relevant to the appropriate treatment of the employee, including vaccination status. (8 CCR 5193(f))

The County Office shall maintain the confidentiality of the affected employee and the exposure source during all phases of the post-exposure evaluation. (8 CCR 5193(f))

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

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

Records

Upon an employee’s initial employment and at least annually thereafter, the County Superintendent or designee shall inform employees with occupational exposure of the existence, location and availability of related records; the person responsible for maintaining and providing access to records; and the employee’s right of access to these records.  (8 CCR 3204)
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EXPOSURE CONTROL PLAN FOR BLOODBORNE PATHOGENS  (continued)

(cf. 1340 - Access to District Records)

(cf. 3580 - District Records)

Medical records for each employee with occupational exposure shall be kept confidential and not disclosed or reported without the employee’s written consent to any person within or outside the workplace except as required by law.  (8 CCR 5193(h))

Upon request by an employee, or a designated representative with the employee’s written consent, the County Superintendent or designee shall provide access to a record in a reasonable time, place and manner, no later than 15 days after the request is made.  (8 CCR 3204(e))

Records shall be maintained as follows:  (8 CCR 3204(d), 5193(h))

1.
Medical records shall be maintained for the duration of employment plus 30 years.  

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

3.
The sharps injury log shall be maintained five years from the date the exposure incident occurred.  
4.
Exposure records shall be maintained for at least 30 years.

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

Exhibit
TRINITY COUNTY OFFICE OF EDUCATION

version:  March 21, 2002
Weaverville, California

All Personnel
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UNIVERSAL PRECAUTIONS

4319.43

In order to protect employees from contact with potentially infectious blood or other body fluids, the Trinity County Board of Education requires that universal precautions be observed throughout the County Office. 

Universal precautions are appropriate for preventing the spread of all infectious diseases and shall be used regardless of whether bloodborne pathogens are known to be present.

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

(cf. 5141.1 - Accidents)

(cf. 5141.22 - Infectious Diseases)

(cf. 5141.23 - Infectious Disease Prevention)

(cf. 5141.24 - Specialized Health Care Services)

(cf. 5141.6 - School-Based Health and Social Services)

(cf. 6145.2 - Athletic Competition)

Employees shall immediately report any exposure incident or first aid incident in accordance with the County Office's exposure control plan or other safety procedures.

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

Legal Reference:

HEALTH AND SAFETY CODE
117600-118360  Handling and disposal of regulated waste 

120875  Providing information to school districts on AIDS, AIDS-related conditions and Hepatitis B

120880  Information to employees of school district

CODE OF REGULATIONS, TITLE 8
5193  California bloodborne pathogens standard

CODE OF FEDERAL REGULATIONS, TITLE 29
1910.1030  OSHA bloodborne pathogens standards

Management Resources:

CDE PROGRAM ADVISORIES
1016.89  Guidelines for Informing School Employees about Preventing the Spread of Infectious Diseases, including Hepatitis B and AIDS/HIV Infections and Policies for Dealing with HIV-Infected Persons in School Settings

WEB SITES

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

Policy
TRINITY COUNTY OFFICE OF EDUCATION

adopted:  March 21, 2002
Weaverville, California
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UNIVERSAL PRECAUTIONS

4319.43

Definitions
Universal precautions are an approach to infection control. All human blood and certain human body fluids, including but not limited to semen, vaginal secretions and any body fluid that is visibly contaminated with blood, are treated as if known to be infectious for human immunodeficiency virus (HIV), hepatitis B virus (HBV), hepatitis C virus (HCV) and other bloodborne pathogens.  (8 CCR 5193(b))

Personal protective equipment includes specialized clothing or equipment worn or used for protection against a hazard.  General work clothes such as uniforms, pants, shirts or blouses not intended to function as protection against a hazard are not considered to be personal protective equipment.  (8 CCR 5193(b))

A sharp is any object that can be reasonably anticipated to penetrate the skin or any other part of the body and to result in an exposure incident. (8 CCR 5193(b))

Engineered sharps injury protection is a physical attribute built into a needle device or into a non-needle sharp which effectively reduces the risk of an exposure incident.  (8 CCR 5193(b))

Employee Information
The County Superintendent or designee shall distribute to employees information provided by the California Department of Education regarding acquired immune deficiency syndrome (AIDS), AIDS-related conditions, and hepatitis B.  This information shall include, but not be limited to, any appropriate methods employees may use to prevent exposure to AIDS and hepatitis B, including information concerning the availability of a vaccine to prevent contraction of hepatitis B, and that the cost of this vaccination may be covered by the health plan benefits of the employees. Information shall be distributed at least annually, or more frequently if there is new information supplied by the California Department of Education.  (Health and Safety Code 120875, 120880)

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

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

Infection Control Practices
The County Superintendent or designee shall ensure that the worksite is effectively maintained in a clean and sanitary condition, and shall implement an appropriate written schedule for cleaning and decontamination of the worksite.  (8 CCR 5193(d))


AR
4119.43(b)



4219.43



4319.43

UNIVERSAL PRECAUTIONS  (continued)

Where occupational exposure remains after the institution of engineering and work practice controls, the County Superintendent or designee shall provide appropriate personal protective equipment at no cost to the employee. Such equipment may include gloves, gowns, masks, eye protection, and other devices that do not permit blood or other potentially infectious materials to pass through or reach the employee’s clothes, skin, eyes, mouth or other mucous membranes under normal conditions of use. The County Superintendent or designee shall maintain, repair, make accessible and require employees to use and properly handle protective equipment.  (8 CCR 5193(d)) 

The County Superintendent or designee shall provide handwashing facilities which are readily accessible to employees. When provision of handwashing facilities is not feasible, the County Superintendent or designee shall provide an appropriate antiseptic hand cleanser in conjunction with clean cloth or paper towels, or antiseptic towelettes.  (8 CCR 5193(d))

For the prevention of infectious disease, employees shall routinely:  (8 CCR 5193(d))

1.
Perform all procedures involving blood or other potentially infectious materials in such a manner as to minimize splashing, spraying, spattering, and generating droplets of these substances.

2.
Use personal protective equipment as appropriate.

a.
Appropriate clothing, including but not limited to, gowns, aprons, lab coats, clinic jackets or similar outer garments, shall be worn in occupational exposure situations.

If a garment becomes penetrated by blood or other potentially infectious materials, the employee shall remove the garment immediately or as soon as feasible.  All personal protective equipment shall be removed prior to leaving the work area. When removed, it shall be placed in an appropriately designated area or container for storage, washing, decontamination or disposal.

b.
Gloves shall be worn when it can be reasonably anticipated that the employee may have hand contact with blood, other potentially infectious materials, mucous membranes and nonintact skin, and when handling or touching contaminated items or surfaces.


AR
4119.43(c)
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4319.43

UNIVERSAL PRECAUTIONS  (continued)

Disposable gloves shall be replaced as soon as practical when contaminated, or as soon as feasible if they are torn, punctured, or when their ability to function as a barrier is compromised. They shall not be washed or decontaminated for reuse. Utility gloves may be decontaminated for reuse if the integrity of the gloves is not compromised, but must be discarded if they are cracked, peeling, torn, punctured, or exhibit other signs of deterioration or when their ability to function as a barrier is compromised.

c.
Masks in combination with eye protection devices or face shields shall be worn whenever splashes, spray, spatter, or droplets of blood or other potentially infectious materials may be generated and eye, nose or mouth contamination can be reasonably anticipated.

3.
Wash hands and other skin surfaces thoroughly with soap and running water:  

a.
Immediately or as soon as feasible following contact of hands or any other skin or mucous membranes with blood or other potentially infectious materials  

b.
Immediately after removing gloves or other personal protective equipment 
When handwashing facilities are not available, the employee shall use antiseptic hand cleanser in conjunction with clean cloth or paper towels, or antiseptic towelettes. In such instances, hands shall be washed with soap and running water as soon as feasible. 
4.
Refrain from eating, drinking, smoking, applying cosmetics or lip balm, or handling contact lenses in work areas with a reasonable likelihood of occupational exposure. 

5.
Clean and decontaminate all equipment and environmental and work surfaces after contact with blood or other potentially infectious material, no later than the end of the shift or more frequently as required by state regulations.

6.
Rather than using the hands directly, use mechanical means such as a brush and dust pan, tongs or forceps to clean up broken glassware which may be contaminated.  

7.
Use effective patient-handling techniques and other methods designed to minimize the risk of a sharps injury in all procedures involving the use of sharps in patient care.  


AR
4119.43(d)
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4319.43

UNIVERSAL PRECAUTIONS  (continued)

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

(cf. 5141.24 - Specialized Health Care Services)

a.
Needleless systems shall be used to administer medication or fluids, withdraw body fluids after initial venous or arterial access is established, and conduct any other procedure involving the potential for an exposure incident for which a needleless system is available as an alternative to the use of needle devices.  If needleless systems are not used, needles or non-needle sharps with engineered sharps injury protection shall be used.  

b.
Contaminated needles or other sharps shall not be broken, bent, recapped, removed from devices, or stored or processed in a manner that requires employees to reach by hand into the containers where these sharps have been placed.

c.
Disposable sharps shall not be reused.

8.
Handle, store, treat and dispose of regulated waste in accordance with Health and Safety Code 117600-118360 and other applicable state and federal regulations. 

a. 
Immediately or as soon as possible after use, contaminated sharps shall be placed in containers meeting the requirements of 8 CCR 5193(d)(3)(D). Containers shall be easily accessible, maintained upright throughout use where feasible, and replaced as necessary to avoid overfilling.

b.
Specimens of blood or other potentially infectious material shall be placed in a container which prevents leakage during collection, handling, processing, storage, transport or shipping.

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

(cf. 5141.1 - Accidents)

(cf. 5141.22 - Infectious Diseases)

(cf. 5141.23 - Infectious Disease Prevention)

(cf. 5141.6 - School-Based Health and Social Services)

(cf. 6145.2 - Athletic Competition)

Regulation
TRINITY COUNTY OFFICE OF EDUCATION

approved:  March 21, 2002
Weaverville, California

Students
BP 5141.41

CHILD ABUSE PREVENTION 
Every child has the right to live free of physical and emotional abuse, including neglect and sexual assault.  The Trinity County Board of Education recognizes that such abuse has severe consequences for the child, sometimes resulting in the child's own violent behavior or in drug addiction.  Schools are in a position to promote the prevention of child abuse and its reoccurrence,  and to reduce the general vulnerability of children.

Age-appropriate and culturally-appropriate child abuse prevention curriculum shall be a component of the County Office's health and safety instruction.  This curriculum shall explain students' rights to live free of abuse, inform them of available support resources, and teach them how to obtain help and disclose incidents of abuse.  The curriculum also shall include training in self-protection techniques.

The County Superintendent or designee shall provide coordinated training for teachers who will use the child abuse prevention curriculum, including instruction in the physical and behavioral indicators of abuse, crisis counseling techniques, community resources, rights and responsibilities to report abuse or neglect, and care for a child's needs after a report is made.

(cf. 5141.4 - Child Abuse Reporting Procedures)
The County Superintendent or designee shall seek to incorporate community resources into the schools' child abuse prevention programs.  To the extent feasible, the County Superintendent or designee shall also use these community resources to provide parents/guardians with instruction in parenting skills and child abuse prevention.  

Parents/guardians shall receive prior notice of child abuse prevention instruction whenever such instruction will include family life or sex education for which notification is required by law.

(cf. 1020 - Youth Services)

(cf. 6142.1 - Family Life/Sex Education) 

Legal Reference:

WELFARE AND INSTITUTIONS CODE
18975-18979  The Maxine Waters Child Abuse Prevention Training Act of 1984

Policy
TRINITY COUNTY OFFICE OF EDUCATION

adopted:  March 21, 2002
Weaverville, California

Students
AR 5141.4(a)

Child Abuse Reporting Procedures

Duty to Report

Certificated employees and classified employees trained in child abuse identification and reporting shall report known or suspected child abuse to a child protective agency by telephone immediately or as soon as practically possible and in writing within 36 hours.  The reporting duties are individual and cannot be delegated to another individual except under circumstances set forth in Penal Code 11166.

Definitions

1.
"Child Abuse" includes the following:

a.
A physical injury inflicted by other than accidental means on a child by another person

b.
Sexual abuse of a child

c.
Willful cruelty or unjustifiable punishment of a child, or willfully inflicting unjustifiable physical pain or mental suffering, or failure to safeguard a child from these injuries when the child is under a person's care or custody

d.
Unlawful corporal punishment or injury resulting in a traumatic condition

e.
Neglect of a child or abuse in out-of-home care

2.
"Mandated Reporters" are those people defined by law as "child care custodians," "health practitioners," "child visitation monitors" and "employees of a child protective agency."  Mandated reporters include virtually all school employees.  The following school personnel are required to report:


Teachers, administrators, supervisors of child welfare and attendance, certificated student personnel employees, employees of a child care institutions, headstart teachers, school psychologists, licensed nurses, counselors, presenters of child abuse prevention programs, classroom volunteers and those instructional aides or other classified employees trained in child abuse reporting.

3.
"Child Protective Agencies" are those law enforcement and child protective services responsible for investigating child abuse reports, including the local police or sheriff epartment, county welfare or juvenile probation department and child protective services.



AR 5141.4(b)

Child Abuse Reporting Procedures  (continued)

4.
"Reasonable Suspicion" means that it is objectively reasonable for a person to entertain such a suspicion, based upon facts that could cause a reasonable person in a like position, drawing when appropriate on his/her training and experience, to suspect child abuse.  (Penal Code 11166)

Reporting Procedures

1.
To report known or suspected child abuse, any employee (as defined above) shall report by telephone to the local child protective agency.

Trinity County Child Protective Services

P.O. Box 1470, Weaverville, CA 96093

(530) 623-8273


The telephone report must be made immediately, or as soon as practically possible, upon suspicion.  This report will include:

a.
The name of the person making the report

b.
The name of the child

c.
The present location of the child

d.
The nature and extent of any injury

e.
Any other information requested by the child protective agency, including the information that led the mandated reporter to suspect child abuse


When the verbal report is made, the mandated reporter shall note the name of the official contacted, the date and time contacted, and any instructions or advice received.

2.
Within 36 hours of making the telephone report, the mandated reporter shall complete and mail to the local child protective agency a written report which includes a completed Department of Justice form (DOJ SS 8572).


Mandated reporters may obtain copies of the above form either from the County Office or the local child protective agency.


Instructions are included on the form, and reporters may ask the site administrator for help in completing and mailing it; however, the mandated reporter is personally responsible for ensuring that the written report is correctly filed.












AR 5141.4(c)

Child Abuse Reporting Procedures  (continued)

3.
Employees reporting child abuse to a child protective agency are encouraged, but not required, to notify the site administrator or designee as soon as possible after the initial verbal report by telephone.  When so notified, the site administrator shall inform the County Superintendent or designee.


Administrators so notified shall provide the mandated reporter with any assistance necessary to ensure that reporting procedures are carried out in accordance with law and County Office regulations.  At the mandated reporter's request, the principal may assist in completing and filing these forms.


If the mandated reporter does not disclose his/her identity to a County Office administrator, he/she shall at least provide or mail a copy of the written report to the County Office without his/her signature or name.

Legal Responsibility and Liability

1.
Mandated reporters have absolute immunity.  School employees required to report are not civilly or criminally liable for filing a required or authorized report of known or suspected child abuse.

2.
If a mandated reporter fails to report an instance of child abuse which he/she knows to exist or reasonably should know to exist, he/she is guilty of a misdemeanor punishable by confinement in jail for up to six months, a fine of up to $1,000, or both.  The mandated reporter may also be held civilly liable for damages resulting from any injury to the child after a failure to report.

3.
When two or more persons who are required to report have joint knowledge of a suspected instance of child abuse, and when they so agree, the telephone report may be made by either of them and a single report made and signed by that person.  However, if any person knows or should know that the designated person failed to make the report, that person then has a duty to do so.

4.
The duty to report child abuse is an individual duty and no supervisor or administrator may impede or inhibit such reporting duties.  Furthermore, no person making such a report shall be subject to any sanction.

Victim Interviews

Upon request, a child protective agency representative may interview a suspected victim of child abuse during school hours, on school premises, concerning a report of suspected child abuse that occurred within the child's home.  The child shall be given the choice of being interviewed in private or in the presence of any adult school employee or volunteer aide selected by the child.  (Penal Code 11174.3)












AR 5141.4(d)

Child Abuse Reporting Procedures  (continued)

A staff member or volunteer aide selected by a child may decline to be present at the interview.  If the selected person accepts, the principal/program administrator or designee shall inform him/her, before the interview takes place, of the following legal requirements:

1.
The purpose of the selected person's presence at the interview is to lend support to the child and enable him/her to be as comfortable as possible.

2.
The selected person shall not participate in the interview.

3.
The selected person shall not discuss the facts or circumstances of the case with the child.

4.
The selected person is subject to the confidentiality requirements of the Child Abuse and Reporting Act, a violation of which is punishable as specified in Penal Code 11167.5.

If a staff member agrees to be present, the interview shall be held at a time during school hours when it does not involve an expense to the school.  (Penal Code 11174.3)

Release of Child to Peace Officer or Child Protective Services Agent

When a child is released to a peace officer or child protective services agent and taken into custody as a victim of suspected child abuse, the County Superintendent or designee and/or principal shall not notify the parent/ guardian as required in other instances of removal of a child from school, but rather shall provide the peace officer or agent with the address and telephone number of the child's parent/guardian.  It is the responsibility of the peace officer or agent to notify the parent/guardian of the situation.  (Education Code 48906)

Peace officers and child protective services agents will be asked to sign an appropriate release or acceptance of responsibility form.

(cf. 5145.11 - Questioning and Apprehension)

When School Employees are Accused of Child Abuse

Regardless of who child abusers may be, the major responsibilities of mandated reporters are to 1) identify incidents of suspected child abuse, and 2) comply with laws requiring the reporting of suspected abuse to the proper authorities.  Determining whether or not the suspected abuse actually occurred is not the responsibility of the school employee.  Such determination and follow-up investigation will be made by a child protective agency.

Pending the outcome of an investigation by a child protective agency and before formal charges are filed, the employee may be subject to reassignment or a paid leave of absence.

AR 5141.4(e)

Child Abuse Reporting Procedures  (continued)

Upon filing formal charges or upon conviction, the County Office may take disciplinary action in accordance with law, County Office policies, regulations and/or collective bargaining agreements.  The County Superintendent or designee shall seek legal counsel in connection with either the suspension or dismissal of the employee.

(cf. 4117.4 - Dismissal)

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Policy
TRINITY COUNTY OFFICE OF EDUCATION

Students
Community Relations
BP 1312
Complaints Concerning the Schools
The Trinity County Board of Education believes that the quality of the educational program can improve when the County Office listens to complaints, considers differences of opinion, and resolves disagreements through an established, objective process.  

The County Board encourages complainants to resolve problems early and informally whenever possible.  If a problem remains unresolved, the individual should submit a formal complaint as early as possible in accordance with appropriate County Office procedures.  County Office procedures shall be readily accessible to the public.

Individual County Board members do not have authority to resolve complaints.  If approached directly with a complaint, however, County Board members should listen to the complaint and show their concern by referring the complainant to the County Superintendent or designee so that the problem may receive proper consideration.

(cf. 1312.1 - Complaints Concerning County Office Employees)

(cf. 1312.2 - Complaints Concerning Instructional Materials)

(cf. 1312.3 - Uniform Complaint Procedures)

(cf. 3320 - Claims and Actions Against the County Office)

Legal Reference:

EDUCATION CODE
35146  Closed sessions

GOVERNMENT CODE
950-950.8  Actions against public employees

54957-54957.8  Closed sessions

CODE OF REGULATIONS, TITLE 5
3080  Application of section 4600-4671

4600-4671  Uniform complaint procedures

Policy
TRINITY COUNTY OFFICE OF EDUCATION

adopted:  March 21, 2002
Weaverville, California

Community Relations
BP 1312.1(a)

Complaints Concerning County OFFICE employees

The Trinity County Board of Education accepts responsibility for providing a means by which the public can hold employees accountable for their actions.  The County Board desires that complaints be resolved expeditiously without disrupting the educational process.

The County Superintendent or designee shall develop regulations which permit the public to submit complaints against County Office employees in an appropriate way.  These regulations shall protect the rights of involved parties.  The County Board may serve as an appeals body if the complaint is not resolved.

(cf. 1312.2 - Complaints Concerning Instructional Materials)

(cf. 1312.3 - Uniform Complaint Procedures)

(cf. 3515.2 - Disruptions)

The County Board prohibits retaliation against complainants.  The County Superintendent or designee at his/her discretion may keep a complainant's identity confidential, except to the extent necessary to investigate the complaint.  The County Office will not investigate anonymous complaints unless it so desires.

Legal Reference:  (see next page)


BP 1312.1(b)
Complaints Concerning COUNTY OFFICE EMPLOYEES  (continued)

Legal Reference:

EDUCATION CODE
33308.1  Guidelines on procedure for filing child abuse complaints

35146  Closed sessions

44031  Personnel file contents and inspection

44811  Disruption of public school activities

44932-44949  Resignation, dismissal and leaves of absence (rights of employee; procedures to follow)

48987  Child abuse guidelines
GOVERNMENT CODE
54957  Closed session; complaints re employees

54957.6  Closed session; salaries or fringe benefits

PENAL CODE
273  Cruelty or unjustifiable punishment of child

11164-11174.3  Child Abuse and Neglect Reporting Act

WELFARE AND INSTITUTIONS CODE
300  Minors subject to jurisdiction of juvenile court

Management Resources:

CDE LEGAL ADVISORIES
0910.93  Guidelines for parents to report suspected child abuse by school district employees or other persons against a pupil at school site (LO:4-93)

Policy
TRINITY COUNTY OFFICE OF EDUCATION

adopted:  March 21, 2002
Weaverville, California

Community Relations
AR 1312.1(a)
Complaints Concerning COUNTY OFFICE EMPLOYEES

Complaint Procedures
The County Superintendent or designee shall determine whether a complaint should be considered a complaint against the County Office and/or the individual, and whether it should be resolved by the County Office's process for complaints concerning personnel, other County Office procedures or both. 

(cf. 1312.2 - Complaints Concerning Instructional Materials)

(cf. 1312.3 - Uniform Complaint Procedures)   

In order to promote fair and constructive communication, the following procedures shall govern the resolution of complaints against County Office employees:

1.
Every effort should be made to resolve a complaint at the earliest possible stage.  Whenever possible, complaints concerning school personnel should be made directly by the complainant to the person against whom the complaint is made.  Parents/guardians are encouraged to attempt to orally resolve concerns with the staff member personally.

2.
If a complainant is unable or unwilling to resolve the complaint directly with the person involved, he/she may submit an oral or written complaint to the employee's immediate supervisor or the principal.

3.
When a written complaint is received, the employee shall be notified in accordance with collective bargaining agreements.  

4.
All complaints related to County Office personnel other than administrators shall be submitted in writing to the principal or immediate supervisor.  If the complainant is unable to prepare the complaint in writing, administrative staff shall help him/her to do so.  Complaints related to a principal or central office administrator shall be initially filed in writing with the County Superintendent or designee.  Complaints related to a County Board member or to the County Superintendent shall be initially filed in writing with the County Board.

5.
A written complaint must include:

a.
The name of each employee involved

b.
A brief but specific summary of the complaint and the facts surrounding it and

c.
A specific description of any prior attempt to discuss the complaint with the employee and the failure to resolve the matter

AR 1312.1(b)

Complaints Concerning COUNTY OFFICE EMPLOYEES  (continued)

6.
The person responsible for investigating complaints will attempt to resolve the complaint to the satisfaction of the person(s) involved within 30 days.  

7.
The complainant may appeal a decision by the principal/administrator or immediate supervisor to the County Superintendent or designee, who will attempt to resolve the complaint to the satisfaction of the person(s) involved within 30 days.  Complainants should consider and accept the County Superintendent or designee's decision as final.  However, the complainant, the employee, or the County Superintendent or designee may ask to address the County Board regarding the complaint.

8.
Before any County Board consideration of a complaint, the County Superintendent or designee shall submit to the County Board a written report concerning the complaint, including but not be limited to:

a.
The name of each employee involved

b.
A brief but specific summary of the complaint and the facts surrounding it, sufficient to inform the County Board and the employee(s) as to the precise nature of the complaint and to allow the employee(s) to prepare a defense

c.
A copy of the signed original complaint

d.
A summary of the action taken by the County Superintendent or designee, together with his/her specific finding that the problem has not been resolved and the reasons

9.
The County Board may uphold the County Superintendent's decision without hearing the complaint.

10.
All parties to a complaint may be asked to attend a County Board meeting in order to present all available evidence and allow every opportunity for explaining and clarifying the issue.

11.
Before the County Board holds a closed session to hear complaints or charges brought against an employee, the employee shall receive written notice of his/her right to have the complaints or charges heard in open session rather than closed session.  This notice shall be delivered personally or by mail at least 24 hours before the time of the session, and the employee may request that the complaints or charges be heard in open session.  Complaints concerning County Board members shall be addressed in open session unless a closed session is warranted pursuant to Education Code 35146 or 48918 or Government Code 54957 or 54957.6.  (Government Code 54957)  



AR 1312.1(c)

Complaints Concerning COUNTY office EMPLOYEES  (continued)

(cf. 9321 - Closed Session Purposes and Agendas)

(cf. 9323 - Meeting Conduct)

12.
Any decision of the County Board shall be final.

Complaints Regarding Child Abuse

When a complaint of child abuse is alleged, the County Office shall provide parents/guardians procedures for filing a child abuse complaint with the appropriate child protective agencies.  Upon request, such procedures shall be written in the primary language of the parent/guardian, and the County Superintendent or designee shall provide an interpreter if needed.  (Education Code 48987)

Providing the above procedures to parents/guardians does not relieve mandated reporters from their duty to report suspected child abuse in accordance with law.

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

(cf. 4144/4244/4344 - Complaints)

(cf. 5141.4 - Child Abuse Reporting Procedures)

Trinity County Office of Education

Complaint Against a TCOE Employee

The County Office of Education shall investigate and seek to resolve complaints at the local level. The written complaint should be submitted to the Superintendent of Schools, Trinity County Office of Education, P.O. Box 1256, Weaverville, CA 96093. The complaint review will be concluded within 60 days.
Date:


Name of Person Making Complaint:


Address:


Home Phone:

Work Phone:


Statement of the Problem:

Describe the problem and include all of the information needed to support the allegation or complaint. Additional pages may be attached if needed.
All Personnel
BP 4119.23(a)



4219.23

Unauthorized Release of Confidential/

4319.23

Privileged Information

The Trinity County Board of Education, administration and staff shall maintain the confidentiality of all confidential records until such time as laws, state regulations and/or bylaws of this County Office permit disclosure.  Information and records pertaining to closed sessions, negotiations and student records are not subject to public disclosure under Government Code 6252-6260.

Any employee who willfully releases confidential/privileged information about students, staff or any topic properly confined to a closed session shall be subject to disciplinary action up to and including dismissal from County Office service.  Confidential information includes any information relating to the County Board's employer-employee strategies on matters in negotiation or matters to be placed in negotiation.

Any employee who willingly and for monetary gain uses or discloses confidential/privileged information as defined in Government Code 1098 is guilty of a misdemeanor.  (Government Code 1098)

Any action by an employee which inadvertently or carelessly results in release of confidential/privileged information shall be recorded, and the record shall be placed in the employee's personnel file.  Depending on the circumstances, the County Superintendent or designee may deny the employee further access to any privileged information and shall take any steps necessary to prevent any further unauthorized release of such information.

(cf. 5125 - Student Records)

(cf. 5125.1 - Release of Directory Information)

(cf. 9321 - Closed Session Purposes and Agendas)

Legal Reference:  (see next page)


BP
4119.23(b)
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4319.23

Unauthorized Release of Confidential/Privileged Information  (continued)

Legal Reference:

EDUCATION CODE
35010  Control of district; prescription and enforcement of rules

35146  Closed sessions  (re student suspension)

44031  Personnel file contents and inspection

44932  Grounds for dismissal of permanent employees

44933  Other grounds for dismissal

45113  Rules and regulations for classified service

49060-49078  Pupil records

GOVERNMENT CODE

1098  Public officials and employees:  confidential information

3540 et seq.  Meeting and negotiating in public employment

6252 et seq.  Inspection of public records

54957  Closed session; purposes for holding; definition of "employee" exclusion of witnesses

54957.2  Taking of minutes at closed sessions; clerk; minute book

54957.6  Closed session, representatives to employee organization(s); state conciliator

LABOR CODE

1102.5  Employees:  disclosure of information

UNITED STATES CODE, TITLE 20

1232g  Family Education Rights and Privacy Act

Policy
TRINITY COUNTY OFFICE OF EDUCATION

adopted:  March 21, 2002
Weaverville, Califor

Trinity County Office of Education

Copyright Laws:  “Is it O.K. to Copy these Materials?”
What does the law say?
Copying without permission is a violation of the Copyright Act of 1976. Under the Act, published, copyrighted educational materials are protected like other literary works. Materials that are intended to be consumable must not be copied. These include workbooks, exercises, standardized tests, test booklets, answer sheets and like consumable materials.

If people tell you the law does not apply to educators or to state governments, they are wrong. Federal court decisions in recent years have repeatedly upheld copyright protection. The courts are enforcing the Act.

What Do Educators Say?
There is a definite trend among education policy makers towards strict compliance with copyright law. They’ve read the law and the court decisions and they with to avoid the penalties. Your district may have a policy which puts the burden of liability on your shoulders for the prevention of illegal copying as well as overseeing adherence to legal and ethical standards.

What Do Publishers Say?

Publishers are keenly aware of the financial problems schools face. They understand the pressures teachers and administrators face. However, these pressures and problems do not excuse violations of the Copyright Act.  They believe unauthorized copying is an unacceptable solution to the problem of inadequate funding.
You and your students suffer the most because you will:

· Have fewer quality selections

· Pay a higher price to offset the losses caused by those who copy without paying a cent.

Do’s and Don’ts

1. Don’t make a copy unless you have the permission of the publishers.

2. Be skeptical of those who say, “Go ahead and copy, nobody will ever know.”
3. Do buy enough materials to get your job done. Buying enough will relieve the temptation to make unauthorized copies.

4. If you accept a preview or on-approval copy from a publisher, distributor or dealer, be responsible for ensuring that no copies are made.  The Copyright law applies to previews just as it applies to materials you have already purchased.
5. Do share with teachers, students and administrative personnel a statement reflection your personal respect for the copyright law. Your leadership will inspire others to maintain ethical practices.

6. If you are a parent, set a good example at home and at work. Parents should be good role models in promoting respect for the Copyright Act.

7. Please feel free to reproduce and distribute this sheet among your associates.
What Can I Do?
· Discourage the purchase of single copies when you know that a single copy won’t meet the teacher and student needs.

· Make sure you are on a firm legal ground when saying “yes” to someone who wants to make a copy. If you are not sure, a call to an attorney could save a lot of trouble.

· Encourage others to plan ahead so they can anticipate their need for multiple copies of a particular item. With enough lead time, you would have the latitude to purchase the copies needed.

· See that any unauthorized copies you discover are destroyed.  By letting them stay in circulation, you have become party to the use of unauthorized copies.

· Always urge that top policy makers in your school or institution become involved in setting policy concerning the copying of published materials.  This will eliminate inconsistent treatment and assure wide adherence to the Act.

References

Publishing Law Handbook Ad Hoc Committee on Copyright Law Revision 1976.

Should I Copy Software? International Communications Industries Association 1976.

All Personnel









BP 4020(a)
Drug AND ALCOHOL-Free Workplace
The Trinity County Board of Education believes that the maintenance of drug and alcohol-free workplaces is essential to school and County Office operations.  

No employee shall unlawfully manufacture, distribute, dispense, possess, use or be under the influence of any alcoholic beverage, drug or controlled substance as defined in the Controlled Substances Act and Code of Federal Regulations before, during or after school hours at school or in any other County Office workplace.

The County Superintendent or designee shall:

1.
Publish and give to each employee a notification of the above prohibitions.  The notification shall specify the actions that will be taken against employees who violate these prohibitions.  The notification shall also state that as a condition of employment, the employee will abide by the terms of this policy and notify the employer, within five days, of any criminal drug or alcohol statute conviction which he/she receives for a violation occurring in the workplace.


For the purpose of this policy, "conviction" shall mean a finding of guilt, including a plea of nolo contendere, or imposition of sentence, or both, by any judicial body charged to determine violations of federal or state criminal drug or alcohol statutes.

2.
Establish a drug and alcohol-free awareness program to inform employees about:

a.
The dangers of drug and alcohol abuse in the workplace

b.
The County Office policy of maintaining drug and alcohol-free workplaces

c.
Any available drug and alcohol counseling, rehabilitation, and employee assistance programs and

d.
The penalties that may be imposed on employees for drug and alcohol abuse violations

3.
Notify the appropriate federal granting or contracting agencies within 10 days after receiving notification, from an employee or otherwise, of any conviction for a violation occurring in the workplace.

4.
Initiate disciplinary action within 30 days after receiving notice of a conviction for a violation in the workplace from an employee or otherwise.  Such action shall be consistent with state and federal law, the appropriate employment contract, the applicable collective bargaining agreement and County Office policy and practices.

5.
Make a good faith effort to continue maintaining a drug and alcohol-free workplace through implementation of County Board policy.


BP 4020(b)

Drug AND ALCOHOL-Free Workplace  (continued)

In taking disciplinary action, the County Board shall require termination when termination is required by law.  When termination is not required by law, the County Board shall either take disciplinary action, up to and including termination, or shall require the employee to satisfactorily participate in and complete a drug assistance or rehabilitation program approved by a federal, state or local health, law enforcement or other appropriate agency.  The County Board's decision shall be made in accordance with relevant state and federal laws, employment contracts, collective bargaining agreements and County Office policies and practices.

(cf. 4117.4 - Dismissal)

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4159/4258/4359 - Employee Assistance Programs)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Legal Reference:

EDUCATION CODE
44011  Controlled substance offense

44065  Issuance of credentials

44425  Conviction of controlled substance offenses as grounds for revocation of credential

44836  Employment of certificated persons convicted of controlled substance offenses

44940  Compulsory leave of absence for certificated persons

44940.5  Procedures when employees are placed on compulsory leave of absence

45123  Employment after conviction of controlled substance offense

45304  Compulsory leave of absence for classified persons

GOVERNMENT CODE
8350-8357  Drug-free workplace
THE DRUG-FREE WORKPLACE ACT OF 1988
Public Law 100-690, 5151-5160

DRUG-FREE SCHOOLS AND COMMUNITIES ACT AMENDMENT OF 1989

H.R. 3614

UNITED STATES CODE, TITLE 21
202 schedules I-V

812 Controlled Substances Act

CODE OF FEDERAL REGULATIONS, TITLE 21

1300.1-1300.15  Definitions relating to controlled substances
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E 4020(a)

Drug-Free Workplace

Notice to Employees
YOU ARE HEREBY NOTIFIED that it is a violation of County Board policy for any employee at the workplace to unlawfully manufacture, distribute, dispense, possess, use any narcotic drug, hallucinogenic drug, amphetamine, barbiturate, marijuana or other controlled substance as defined in the Drug-Free Workplace Act of 1988.

"Workplace" is defined as any place where County Office work is performed, including a school building or other school premises; any school-owned or school-approved vehicle used to transport students to and from school or school activities; any off-school sites when accommodating a school-sponsored or school-approved activity or function, such as a field trip or athletic event, where students are under County Office jurisdiction.

As a condition of your continued employment with the County Office, you will comply with the County Office's policy on Drug-Free Workplace and will, any time you are convicted of any criminal drug or alcohol statute violation occurring in the workplace, notify your supervisor of this conviction no later than five days after such conviction.

Pursuant to California Education Code 44836 and 45123, the County Board may not employ or retain in employment persons convicted of a controlled substance offense as defined in Education Code 44011.  If any such conviction is reversed and the person acquitted in a new trial or the charges dismissed, his/her employment is no longer prohibited.

Pursuant to Education Code 45123, the County Office may employ for classified service a person who has been convicted of a controlled substance offense only if it determines, from evidence presented, that the person has been rehabilitated for at least five years.  The County Board shall determine the type and manner of presentation of the evidence, and the County Board's determination as to whether or not the person has been rehabilitated is final.

Pursuant to Education Code 44425, whenever the holder of any credential issued by the State Board of Education or the Commission for Teacher Preparation and Licensing has been convicted of a controlled substance offense as defined in Education Code 44011, the County Office may not employ non-certificated persons in positions requiring a certificate.  When the conviction becomes final or when imposition of sentence is suspended, the commission revoke the credential.

Pursuant to Education Code 44940, the County Office must immediately place on compulsory leave of absence any certificated employee charged with involvement in the sale, use or exchange to minors of certain controlled substances.

Pursuant to Education Code 44940, the County Office may immediately place on compulsory leave of absence any certificated employee charged with certain controlled substance offenses.











E 4020(b)

Drug AND ALCOHOL-Free Workplace Notice to Employees  (continued)

The following drug and alcohol counseling, rehabilitation, and/or employee assistance programs are available locally:

(Employee Signature)

(Date)

Business and Noninstructional Operations





BP 3514.1(a)

Hazardous Substances
The Trinity County Board of Education recognizes that potentially hazardous substances are used in the daily operations of our schools.  The County Superintendent or designee shall ensure these substances are inventoried, used, stored and regularly disposed of in a safe and legal manner.

Insofar as possible, the County Superintendent or designee shall minimize the quantities of hazardous substances stored on school property and shall substitute less dangerous materials for hazardous substances.

Hazard Communication Program
The County Superintendent or designee shall develop, implement and monitor a written hazard communication program in accordance with state law.  As part of this program, he/she shall ensure that employees are fully informed about the properties and potential hazards of substances to which they may be exposed and that material safety data sheets are readily accessible to them.

Teachers shall instruct students about the importance of proper handling, storage, disposal and protection when using any potentially hazardous substance.

(cf. 3514 - Environmental Safety)

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

(cf. 5141.23 - Infectious Disease Prevention)

(cf. 6161.3 - Toxic Art Supplies)

Legal Reference:  (see next page)












BP 3514.1(b)

Hazardous Substances  (continued)

Legal Reference:

EDUCATION CODE
49341  Legislative findings

49401.5  Legislative intent; consultation services

49411 Chemical listing; compounds used in school programs; determination of shelf life; disposal

FOOD AND AGRICULTURE CODE

12981  Regulations re pesticides and worker safety
HEALTH AND SAFETY CODE
25163  Transportation of hazardous wastes; registration; exemptions; inspection

25500-25520  Hazardous materials release response plans; inventory

LABOR CODE
6360-6363  Hazardous Substances Information and Training Act

CODE OF REGULATIONS, Title 8

5194  Hazard Communication
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AR 3514.1(a)

Hazardous Substances
The disposal of chemicals may be accomplished in accordance with removal and disposal systems established by the County Office of Education or by permission of the County Superintendent of Schools.  (Education Code 49411)

Hazard Communication Program
The written hazard communication program shall be available upon request to all employees and their designated representatives.  (8 CCR 5194)

The following materials are exempted from the hazard communication program and this County Office regulation:  hazardous wastes; tobacco products; wood and wood products; manufactured articles; food, drugs and cosmetics intended for personal consumption by employees while in the workplace; and substances used in compliance with regulations issued by the Department of Pesticide Regulation pursuant to Food and Agriculture Code 12981.

1.
Container Labeling


Except for consumer products, pesticides, alcoholic beverages, and food, drug and additive products which are already labeled in compliance with federal law, no container of hazardous substance shall be accepted by schools or the County Office unless labeled by the supplier with the following information:

a.
Identity of the hazardous substance(s)

b.
Hazard warning statements

c.
Name and address of the chemical manufacturer or importer


Whenever hazardous substances are transferred from their original containers to other containers, the secondary containers shall likewise be labeled with the identity and hazard warning statement.

2.
Material Safety Data Sheets


Upon receiving a hazardous substance or mixture, the County Superintendent or designee shall ensure that the manufacturer has also furnished a Material Safety Data Sheet (MSDS) as required by law.  If the MSDS is missing or obviously incomplete, the County Superintendent or designee shall request a new MSDS from the manufacturer and shall notify the California Occupational Safety and Health Division (Cal/OSHA) if a complete MSDS is not received.












AR 3514.1(b)

Hazardous Substances  (continued)


The County Superintendent or designee shall maintain copies of the MSDS for all hazardous substances and ensure that they are kept up to date and available to all affected employees during working hours.  He/she shall review each incoming MSDS for new and significant health or safety information and shall disseminate this information to affected employees.

3.
List of Hazardous Substances

For specific information about the hazardous substances known to be present in the County Office and schools, employees may consult the MSDS.

4. 
Hazardous Non-routine Tasks


When employees are required to perform hazardous non-routine tasks, they shall first receive information about the specific hazards to which they may be exposed during this activity and the protective/safety measures which must be used.  They shall also receive information about emergency procedures and the measures the County Office has taken to lessen the hazards, including ventilation, respirators, and the presence of another employee.

5.
Hazardous Substances in Unlabeled Pipes


Before starting to work on unlabeled pipes, employees shall contact their supervisors for information as to the hazardous substance(s) contained in the pipes, the potential hazards, and safety precautions which must be taken.

(cf. 3514 - Environmental Safety)

6.
Informing Contractors


To ensure that outside contractors and their employees work safely in County Office buildings and schools, the County Superintendent or designee shall inform these contractors of hazardous substances which are present on the site and precautions that employees may take to lessen the possibility of exposure.  It shall be the contractor’s responsibility to disseminate this information to his/her employees and subcontractors.
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Trinity County Office of Education

Memo:  Injury and Illness Prevention Program

August 20, 1997

TO:

All Administrators and Employees



TRINITY COUNTY OFFICE OF EDUCATION

FROM:
Superintendent

SUBJECT:
Injury & Illness Prevention Program

On 6/17/1991, The Board of Trustees of the TRINITY COUNTY OFFICE OF EDUCATION ADOPTED THE Injury and Illness Prevention Program in compliance with the California Code of Regulations, Title 8, Division 1, Chapter 4, Subchapter 7, General Industry Safety Orders, Section 3203.

The Board of Trustees and I believe that all school district administrators and employees have the fundamental responsibility to make a commitment to work together to ensure the safety and health of all school employees and to ensure a safe environment in which to work and teach children.  

In compliance with the above regulation, Terri Townzen, has the authority and responsibility for the overall implementation and monitoring of our effective Injury and Illness Prevention Program. 

Any concerns, comments, or complaints about a safety-related matter should be directed to the district’s responsible person.  

Trinity County Office of Education

Memo:  Injury and Illness Prevention Program

TITLE 8 CCR SECTION 3203 (a)(1)

(a) Effective July 1, 1991, every employer shall establish, implement, and maintain an effective Injury and Illness Prevention Program.  The Program shall be in writing and shall, at a minimum:

(1) Identify the person or persons with authority and responsibility for implementing the program. 

The responsible person for TRINITY COUNTY OFFICE OF EDUCATION is:


Terri Townzen


Business Assistant 


TRINITY COUNTY OFFICE OF EDUCATION


P.O. Box 156


Weaverville,  CA   96093



(530) 623-2861 ext. 224

The alternate responsible person is:


Mr. Chuck Johnson


Maintenance Technician


TRINITY COUNTY OFFICE OF EDUCATION


P.O. Box 1256


Weaverville,  CA   96093


(530) 623-2861 ext. 247
All Personnel
BP
4119.11(a)




4219.11

SEXUAL HARASSMENT 


4319.11

The Trinity County Board of Education desires to provide County Office employees with a working environment that is free from harassment.  In order to achieve this end, the County Board prohibits sexual harassment of County Office employees by anyone, in any manner, and shall not tolerate retaliatory action or behavior against a County Office employee or other person who complains, testifies or otherwise participates in the complaint process pursuant to County Board policy and administrative regulations.

For the purposes of this policy, County Office employees shall include applicants for employment in the County Office.

Any County Office employee who permits, engages in or participates in sexual harassment of another County Office employee or student shall be in violation of this policy and is subject to disciplinary action, up to and including dismissal.  An employee shall be deemed to have permitted sexual harassment where he/she has knowledge that a student or an employee has engaged in sexual harassment and fails to report such student or employee to the appropriate authorities, whether or not the victim makes a complaint.  

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

(cf. 4030 - Nondiscrimination in Employment)

(cf. 4117.4 - Dismissal)

(cf. 4118 - Suspension/Disciplinary Action)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

(cf. 4318 - Suspension/Disciplinary Action)
Any County Office employee who feels that he/she has been sexually harassed or who has knowledge of any instance of sexual harassment by another employee or a student, shall immediately contact his/her supervisor, principal, County Superintendent or designee, or other County Office administrator, to obtain procedures for reporting a complaint.  However, an employee may bypass his/her supervisor in registering a complaint where the supervisor is the alleged perpetrator of the sexual harassment.  Employee complaints of sexual harassment shall be filed in accordance with AR 4031 - Complaints Concerning Discrimination in Employment.

(cf. 4031 - Complaints Concerning Discrimination in Employment)

The County Superintendent or designee shall take all actions necessary to ensure the prevention, investigation and correction of sexual harassment, including but not limited to:

BP         4119.11(b)



4219.11



4319.11

SEXUAL HARASSMENT  (continued)

1.
Providing periodic training to all staff regarding the County Office’s sexual harassment policy, particularly the procedures for registering complaints and employees’ duty in availing themselves of the complaint procedure in order to avoid harm

2.
Publicizing and disseminating the County Office’s sexual harassment policy to staff 

3.
Ensuring prompt, thorough and fair investigation of complaints in a way that respects the privacy of all parties concerned, to the extent necessary

4.
Taking timely and appropriate corrective/remedial actions after completion of investigation.  This may require subsequent monitoring of developments.

Legal Reference:

EDUCATION CODE

200-262.4  Prohibition of discrimination on the basis of sex, especially:

GOVERNMENT CODE
12900-12996  Fair Employment and Housing Act

LABOR CODE

1101  Political activities of employees

1102.1  Discrimination:  sexual orientation

UNITED STATES CODE, TITLE 42

2000d-2000d-7  Title VI, Civil Rights Act of 1964 

2000e-2000e-17  Title VII, Civil Rights Act of 1964 as amended

2000h-2-2000h-6  Title IX, 1972 Education Act Amendments

CODE OF FEDERAL REGULATIONS, TITLE 34

106.9  Dissemination of policy

COURT DECISIONS

Faragher v. City of Boca Raton, (1998) 118 S.Ct. 2275

Burlington Industries v. Ellreth, (1998) 118 S.Ct. 2257

Gebser v. Lago Vista Independent School District, (1998) 118 S.Ct. 1989

Oncale v. Sundowner Offshore Serv. Inc., (1998) 118 S.Ct. 998

Juarez v. Ameritech Mobile Systems, (N.D. Ill.) 746 F.Supp. 798

Dornhecker v. Malibu Grand Prix Corp., (5th Cir. 1987) 828 F.2d. 307

Meritor Savings Bank, FSB v. Vinson et al., (1986) 447 U.S. 57
Management Resources:


OFFICE OF CIVIL RIGHTS AND NATIONAL ASSOCIATION OF ATTORNEYS GENERAL


Protecting Students from Harassment and Hate Crime, January, 1999


WEB SITES


EEOC:  http://www.eeoc.gov


OCR:  http://www.ed.gov/offices/OCR
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4119.11(a)




4219.11

SEXUAL HARASSMENT


4319.11

Prohibited sexual harassment includes, but is not limited to, unwelcome sexual advances, requests for sexual favors or other verbal, visual or physical conduct of a sexual nature made against another person of the same or opposite gender, in the work or educational setting, when:  (Education Code 212.5)

1.
Submission to the conduct is made either expressly or by implication, a term or condition of the other’s employment

2.
Submission to or rejection of such conduct by the other individual is used as the basis for an employment decision affecting him/her

3.
The conduct has the purpose or effect of unreasonably interfering with the other individual's work or academic performance; creating an intimidating, hostile or offensive work or educational environment; or of adversely affecting the other individual's evaluation, advancement, assigned duties, or any other condition of education, employment or career development

4.
Submission to or rejection of the conduct by the other individual is used as the basis for any decision affecting him/her regarding benefits, services, honors, programs or activities available at or through the County Office  

Other examples of sexual harassment, whether committed by a supervisor or any other employee, include but are not limited to:

1.
Unwelcome leering, sexual flirtations or propositions

2.
Unwelcome sexual slurs, epithets, threats, verbal abuse, derogatory comments or sexually degrading descriptions

3.
Graphic verbal comments about an individual's body, or overly personal conversation

4.
Sexual jokes, stories, drawings, pictures or gestures

5.
Spreading sexual rumors

6.
Touching an individual's body or clothes in a sexual way

7.
Cornering or blocking of normal movements

8.
Displaying sexually suggestive objects in the educational or work environment

9.
Any act of retaliation against an individual who reports a violation of the County Office's sexual harassment policy or who participates in the investigation of a sexual harassment complaint


AR
4119.11(b)




4219.11




4319.11

SEXUAL HARASSMENT   (continued)

Notifications
A copy of this policy shall:  (Education Code 231.5)

1.
Be displayed in a prominent location in the main administrative building or other area of the school

2.
Be provided to each faculty member, all members of the administrative staff, and all members of the support staff at the beginning of the first quarter or semester of the school year, or whenever a new employee is hired  

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

3.
Appear in any school or County Office publication that sets forth the school’s or County Office's comprehensive rules, regulations, procedures and standards of conduct  

All employees shall receive either a copy of information sheets prepared by the California Department of Fair Employment and Housing or a copy of County Office information sheets that contain, at a minimum, components on:  (Government Code 12950)

1.
The illegality of sexual harassment

2.
The definition of sexual harassment under applicable state and federal law

3.
A description of sexual harassment, with examples

4.
The County Office's complaint process available to the employee

5.
The legal remedies and complaint process available through the Fair Employment and Housing Department and Commission

6.
Directions on how to contact the Fair Employment and Housing Department and Commission  
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AR 3541.1(a)
TRANSPORTATION FOR SCHOOL-RELATED TRIPS

The County Office may provide transportation for students, instructors and other individuals for field trips and excursions approved according to Trinity County Board of Education policy and administrative regulations. 

(cf. 3541 - Transportation Routes and Services)

(cf. 6153 - School-Sponsored Trips)

The County Superintendent or designee shall determine the most appropriate and cost-effective mode of transportation for each approved trip. 

(cf. 3312.2 - Educational Travel Program Contracts)
(cf. 3540 - Transportation)

When County Office transportation is provided, students may be released from using County Office transportation only with the advance written permission of their parent/guardian.

School-related organizations requesting transportation shall be fully responsible for the costs of their trips unless funding has been approved by the County Superintendent.

(cf. 1230 - School-Connected Organizations)

The County Superintendent or designee shall ensure that the County Office has sufficient liability insurance when field trips or excursions involve either transportation by County Office vehicles or travel to and from a foreign country.  When a trip to a foreign country is authorized, liability insurance shall be secured from a carrier licensed to transact insurance business in that country.  (Education Code 35330)

(cf. 3530 - Risk Management/Insurance)

Transportation by Private Vehicle

The County Superintendent or designee may authorize the transportation of students by private vehicle when the vehicle is driven by an adult age 18 or older who has a good driving record and who has registered with the County Office for such purposes.  Drivers shall be required to possess a valid California driver's license and at least the minimum insurance required by law.

(cf. 1240 - Volunteer Assistance)

Drivers shall receive safety and emergency instructions which shall be kept in their vehicle.  

All student passengers shall provide permission slips signed by their parents/guardians.  Teachers shall ensure that all drivers have a copy of each student’s permission slip.










AR 3541.1(b)
TRANSPORTATION FOR SCHOOL-RELATED TRIPS (continued)
Owners, drivers and passengers shall be informed that the registered owner and his/her insurance company are responsible for any accidents or violations which may occur.  

The number of passengers, including the driver, shall not exceed the capacity for which the vehicle was designed. Motor trucks may not transport more persons than can safely sit in the passenger compartment.

All drivers and passengers shall wear seat belts in accordance with law.  (Vehicle Code 27315)

Legal Reference:
EDUCATION CODE

35330  Excursions and field trips

35332  Transportation by air

39830 School  bus

39830.1  School pupil activity bus

39860 Transportation to special activities by district

44808  Liability when students not on school property

VEHICLE CODE

27315  Mandatory use of seat belts in private passenger vehicles

COURT DECISIONS
Castro v. Los Angeles (1976) 54 Cal.App.3d 232
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