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BOARD OF EDUCATION 

 

The Pacific Grove Board of Education is an elected body of five trustees. The board works 

closely with the Superintendent and staff to provide leadership to the district. 

 

John Paff, President 

Brian Swanson, Clerk 

Christy Dawson, Member 

Carolyn Swanson, Member 

Dr. Frank Rivera, Member 

 

Regularly scheduled meeting of the Board of Education are typically held on the first and 

third Thursdays of each month. In addition, special meetings are held when there is a need. 

All meetings are open to the public. 

 

Board agenda packets and minutes are posted on the district web site at www.pgusd.org. 

 

The Board welcomes all district employees to attend their meetings. Should you have 

questions about an agenda item, you may contact the Superintendent’s office at (831) 646-

6510. 

http://www.pgusd.org/


 Pacific Grove Unified School Board Goals 

February 18, 2021 

 

“Challenging every student with exceptional learning opportunities” 

 
Mission Statement 

Pacific Grove Unified School District, in partnership with the community and with a focus on equity, will 

challenge every student by providing a quality instructional program in a positive, safe and stimulating 

environment.  

 

The District will meet the diverse needs of all students by ensuring exceptional learning opportunities to 

acquire and apply the knowledge and skills that develop the insight and character necessary for a productive 

and rewarding life. 

 

 

A. PGUSD District Goals   

1.  Student Learning and Achievement: Every student is performing at a minimum at grade level, 

engaged in his or her learning, and contributing positively to the community. 

2. Health and Safety of Students and Schools: District students and staff are provided a safe and 

welcoming environment  

3. Credibility and Communication:  Credibility through effective and transparent communication with 

the public and stakeholders. 

4. Fiscal Solvency, Accountability and Integrity 

 

B. Goals Defined 

1. Improve and Enhance Student Learning and Achievement  

• Alignment of District budget with established priorities in Local Control and Accountability 

Plan (LCAP) and strategic plan so that every student is proficient or above grade level, 

engaged in his/her learning and contributing positively to the community 

• Use data driven, standards-based instruction and curriculum with the goal of all students 

achieving at proficient or above 

• Monitor and utilize multiple measures of assessment and metrics to monitor academic 

progress 

• Monitor and respond to target student populations as identified by the LCAP, as well as other 

underserved student groups 

• Maintain annual LCAP updates and perform regular surveys of service needs, including the 

social/emotional needs of students and families 

• Assess programs and strategies to challenge students performing above grade level 

2. Health and Safety of Students and Schools 

• Provide safe and well-maintained facilities for students and staff 

• Address student and staff health, wellness and social-emotional needs 

• Support programs that enhance community, staff and student engagement and connectedness 

3. Maintain Credibility Through Effective and Transparent Communication with All Stakeholders 

• Determine strategies to inform the public on a timely basis on District plans and actions 

•  Board members will report on their community activities and actions impacting the District 

• Acknowledge and celebrate stakeholder support in all programs 

4. Fiscal Solvency, Accountability and Integrity 

• Maintain fiduciary responsibilities 

• Align budget with LCAP and strategic plan 

• Maintain regular State updates and interim reporting, as well as periodic District updates to 

the Board 

• Maintain a current budget handbook available to the public 

 



Pacific Grove Unified School District 

2021-22       Strategic Plan 

BOARD GOAL: Student Learning and Achievement - Overall Educational 

Program: every student is proficient or above grade level, engaged in 

his/her learning and contributing positively to the community.       
 

Strategy One: Develop and implement a comprehensive and standards-based educational 

program with respect to curriculum, instruction, course offerings, class size, support 

programs and facilities (P1, P2, P7) 
 

● The District will focus on equity and equitable learning opportunities, especially in light 

of support and intervention in transition from distance learning to in-person, by using 

relevant and inclusive curriculum, instruction and assessment(P1, P6, P7, P8) 

 

● All students will receive access to core programs in all content areas and student learning 

will be guided by California academic standards-based curriculum in all content areas, 

current California teaching standards, and local professional expertise (P2, P7) 

 

● All students will be assessed for academic “learning gaps” due to Distance Learning gaps 

in the Fall 2021, if not sooner, and provided appropriate remedial learning opportunities 

 

● Technology will be integrated in all subject areas, and distributed appropriately to 

all students, in order to engage students       in 21
st 

Century Learning, as detailed 

in the Educational Technology Plan and supported by site level support (IE: 

Ninjas) (P2, P4, P5) 

 

● The Director of Curriculum will facilitate articulation across all grade levels via       
collaborative leadership avenues – core, arts and electives (P2, P4, P5, P8) 

 

● Teachers will use consistent accountability measures that are aligned with the 

California State Standards and other California Standards of the Teaching Profession. 

Teachers and administrators will use the PLC process in conjunction with valid 

assessment data to identify students learning needs and adjust instruction accordingly. 

Students are also engaged in their own learning process through goal setting (P2, P4, 

P5)  
 

● Teachers will utilize the core targets in the California Standards for Teaching Profession 

as part of regular instruction, program planning and professional development (P1, P2, 

P4, P5, P8) 

 

● Students and parents will have a clear educational plan established, including student 

outcomes, with supplemental support provided to students according to their instructional 

needs based on assessment data (P2, P3, P4, P5) 
 

● Programs will be instituted to maximize appropriate college preparation, application and 

acceptance (P5, P7) 
 

● Intervention programs will be used District-wide to provide early and ongoing 

assessments to identify students who are not proficient at grade level and require targeted 

instruction to meet their individual needs, as aligned with the LCAP (P2, P4) 



Pacific Grove Unified School District 

2021-22       Strategic Plan 

 

BOARD GOAL: Credibility, Confidence and Communication Accountability 

and Integrity: Student, family and community partnerships, relationships and 

dialog contribute to the success of every student. 
 

Strategy Two: Staff Recruitment, Retention and Professional Development (P1) 
 

● Highly qualified staff, with respect to credentials, training and experience, will be 

assigned to       all courses and programs (P1) 

 

● The District will create and maintain a recruitment plan      that seeks to hire a 

representation of culturally and linguistically diverse professionals, managed by the 

Director of Human Resources Department, to address hiring needs, as aligned with the 

LCAP (P1) 

 

● The District will implement a professional development plan, managed by the Director 

of Curriculum,  that is data-driven, that matches both the Strategic Plan and the LCAP 

and implemented through the Single Plan for Student Achievement at each site (P2, P4) 
      

● Staff evaluation will be aligned to the Strategic Plan,     LCAP and the Standards of 

the Teaching Profession in the areas of credentialing requirements, professional 

development, standards-based instruction and assessment (P1) 

 

Strategy Three: Maintenance of Effective Communications 
 

● Parents and community members will be invited and recruited to participate in school 

site and District committees and programs, including stakeholder meetings as 

prescribed in the LCAP (P3, P5), so that all members have means to have their voice 

included in decision making. 

● Translation services, at least for Spanish speaking families, will be provided at 

meetings and events if needed 

 

● Ongoing communication will be facilitated between the school sites, the District 

Office, the School Board and the parent community, including monthly updates to 

the School District Overview, the weekly District newsletter, social media releases, 

and other communications tools.  (P3) 
 

● The District web-site, department and school web-sites, e-newsletters, and other media 

will be employed to deliver timely, relevant and accurate information to the PGUSD 

community.      (P3, P5) 
 

● District/site/student accomplishments and awards will be publicized community-wide 

(P3, P5) 
 

● Parents and students will be informed, via electronic and print media, regarding pupil 

attendance, chronic absenteeism, drop-out rates, graduations rates, and other data relating 

to pupil engagement (P3, P5), and conferences will be conducted, as appropriate.



Pacific Grove Unified School District 

2021-22       Strategic Plan 

 

BOARD GOAL: Credibility, Confidence, Communication Fiscal 

Solvency, Program, Services and Budget Alignment 
 

Strategy Four: Maintain       a safe, clean and secure school environment (P6) 
 

● Each campus will (P6): 

o provide a welcoming environment where students and staff may come to school each 

day feeling safe, respected, proud and can comfortably focus on learning 

o be free of all forms of violence 

o provide classrooms that are equipped for successful student learning 

o promote respectful conversations and encourage students to interact and mix freely 

o maintain and update a School Safety Plan and Emergency Management Plan 

o Provide services to address social-emotional and overall wellness needs 

 

● Teacher/student interactions will reflect mutual respect and facilitate respectful dialog (P6) 

 

● Facility operation and maintenance schedules will reflect the priorities of the District 

(P1) 
 

● Surveys such as Healthy Kids Survey for Students and Parents, shall be used to 

measure sense of school safety and school connectedness (P3, P5, P6) 

 

Strategy Five:  The District budgetary process will reflect the Strategic Plan/LCAP goals 

● Funding priorities and significant budget revisions will be connected to the Strategic 

Plan, Local Control Accountability Plan, Board Goals 

 

● All program budgets will be routinely reviewed for relevance to core program and 

strategic plan goals 

 

● District budget details will be made available to the public, with funding sources and 

their impact on the General Fund clearly identified in regular, public reports 
 

● The budget process will allow for innovative and creative ideas/projects as aligned with the 

Strategic Plan and LCAP 
 
 

 

 

Definition of Terms: 
 

Local Control Accountability Plan (LCAP) State Priorities as per Education Code 52060 

& 52066 fall into three categories: 
Conditions of Learning, Pupil Outcomes & Engagement. 

 

LCAP Priorities: (P1) Basic Services, (P2) Implementation of State Standards (Academic 

Content/Performance standards), (P3) Parental Involvement, (P4) Student Achievement, (P5) 

Student Engagement, (P6) School Climate, (P7) Access to Courses, (P8) Student Outcomes. 



 
 

Pacific Grove Unified School District 
Division of Responsibilities  

Administrators 
 

Dr. Ralph Gómez Porras – Superintendent 
❖ Chief Executive Officer   
❖ District Community Representative 
❖ Board Policy and Administrative Regulation 
❖ Advisor to the Board of Education  
❖ District Staff and Instructional Leader 
❖ Community Human Services District Representative 
❖ Liaison with County Services and Programs  
❖ Liaison to the Board on Employer/Employee Relations 
❖ Personnel 
❖ Classified/Certificated Negotiations 
 

Song Chin-Bendib – Assistant Superintendent of Business Services 

❖ Acting Superintendent – Business 
❖ Budget 
❖ Payroll/Accounting/Insurance/Accounts Payable/Accounts Receivable 
❖ Mandated Costs 
❖ Attendance Accounting 
❖ MSIG Board Representative 
❖ Risk Management – Workers’ Comp  
❖ Surplus Disposal  
 

Sean Keller – Robert Down Elementary School Principal 
❖ Staff Supervision, Evaluation, Leadership 
❖ Instructional Leadership of School 
❖ Site Budget Development and Oversight 
❖ School Improvement Plan 
❖ Special Education, Title I, GATE Committee, English Language Learner Programs 
 

Buck Roggeman – Principal for Forest Grove Elementary School  
❖ Staff Supervision, Evaluation, Leadership 
❖ Instructional Leadership of School 
❖ Site Budget Development and Oversight 
❖ Before & After School Recreational Program Administrator (BASRP) 
❖ School Improvement Plan 
❖ Special Education, Title I, GATE Committee  
❖ English Language Learner Programs (Title III, R-30 Language Assessment, ELAP) 
 

Sean Roach – PG Middle School Principal 
❖ Staff Supervision, Evaluation, Leadership 
❖ Instructional Leadership of School 
❖ Site Budget Development and Oversight 
❖ Special Education, GATE, English Language Learner Programs 
❖ Facilities Use 
❖ School Site Council 
 



Jason Tovani – PG Middle School Assistant Principal 
❖ Student Discipline 
❖ Emergency Procedures and Site Safety Committee 
❖ Individual Education Plans (IEP’s) 
❖ Site Testing Coordinator 
❖ Guest Teachers 
❖ Sexual Harassment Prevention Training 

❖ Classified Professional Growth Committee 
 

Lito Garcia – PG High School Principal & CHS Principal 
❖ Staff Supervision, Evaluation, Leadership 
❖ Instructional Leadership of School 
❖ Site Budget Development and Oversight 
❖ Wester Association Schools and Colleges (WASC) 
❖ Community High School 
❖ Special Education 
❖ Parent/booster clubs 
❖ District Negotiation Representative 
 

Shane Steinback – PG High School Assistant Principal 
❖ Site Testing Coordinator 
❖ Student Discipline 
❖ Central Coast Section (CCS) / California Interscholastic Federation (CIF) District 

Representative 
❖ Community High School 
❖ Wellness Committee  
❖ Athletics 
❖ Career Technical Education (CTE) 
 

Barbara Martinez – Adult School Principal /Safety 
❖ Staff Supervision, Evaluation, Leadership 
❖ Instructional Leadership of School 
❖ Budget Approval 
❖ Wester Association Schools and Colleges Advisory Committee 

❖ High School Diploma Counseling and Schedule Development 
❖ Coordinated Compliance Review 

❖ Parent Education, Older Adults with Disabilities 

❖ Coordinate Programs Preschool through Adult 
❖ Emergency Procedures 

❖ Preschools 

Eric Saavedra – Adult School Program Coordinator 
And Adult School Program Specialists 
❖ Coordinate Programs Preschool through Adult 
❖ Staff Development 
❖ Wester Association Schools and Colleges Coordinator 
❖ GED/CAHSEE Testing Coordinator 
❖ ABE/ESL/HS Diploma/Distance Learning 

❖ Budget Development 
❖ Community Partnerships 



Ani Silva – Director I, Curriculum/Special Projects  
❖ K-12 Curriculum: including Textbook 

Adoption and Staff Development 
Coordinator 

❖ Categorical Program Director 
❖ School Accountability Report Cards 
❖ Peer Assistance Review Committee 

Member 

❖ Induction Program Coordinator 
❖ District GATE Coordinator 
❖ District English Language Learner 

Coordinator 
❖ District Testing Coordinator 
❖ After School Enrichment Program 
❖ Local Control Accountability Plan  

Billie Mankey–Director II, Human Resources 
❖ Certificated and Classified Personnel 
❖ Recruitment 
❖ Certificated credentials, salary 

placement, and transcripts 
❖ Orientation Programs 
❖ Legal Compliance 

(employment/credentialing laws) 
❖ Peer Assistance and Review 

Committee Member 
❖ Teacher Induction 

❖ Classified Professional Growth 
Committee 

❖ STRS/PERS Retirement 
❖ Classification Studies 

❖ Evaluation Compliance and Tracking 
❖ Classified/Certificated Contract 

Management 
❖ Complaint Management 
❖ Classified/Certificated Negotiations 

 

Matthew Binder –Director of Educational Technology 
❖ Technology Ninja’s 
❖ District Educational Technology Plan 
❖ Classroom Technology Curriculum  

❖ Digital Tool’s Training 
❖ District Technology Committee 
❖ Illuminate 

Jonathan Mejia – Director of Technology Systems  
❖ Technology Leadership 
❖ District Technology Plan 
❖ District Technology Committee 

Clare Davies – Director I, Student Services 
❖ Special Education, Student Services 
❖ Health 
❖ 504 Meetings and Compliance 
❖ Attendance 
❖ Home Hospital 

❖ Speech Therapy 
❖ K-12 Counseling 
❖ Intervention Programs 
❖ Homeless and Foster Youth Liaison 

Matt Kelly –Director of Maintenance and Transportation 
❖ Construction Management 
❖ Deferred Maintenance Plan 
❖ Integrated Pest Management 
❖ Hazardous Materials 

❖ Asbestos and Lead Management Plan 
❖ Storm Water Pollution Prevention Plan  
❖ Maintenance, Operations, 

Transportation, and Grounds 
Departments 

Stephanie Lip – District Nutrition Director 

❖ Directs the district Child Nutrition Program  
❖ Supervises and trains food service personnel 

 

Katrina Powley – District School Nurse 

❖ Student Wellness 
❖ Site Health Clerks 

 

 



 
District Office 

SUPPORT STAFF 

Mandi Ackerman – Executive Assistant to the Superintendent 
❖ Appointments with the Superintendent  
❖ Board Packet Agenda and backup items 
❖ Board Policy questions 
❖ Student expulsion documentation preparation 
❖ Meeting Agendas for Cabinet 
❖ District activities calendar 
❖ Administrator Notifications 
❖ Annual Notice to Parents 
❖ Classified and Certificated Bargaining Contract Maintenance 

Leslie Ternullo – Administrative Specialist, Curriculum  
❖ Appointments and Calendar for the Director of Curriculum 
❖ Curriculum Textbook and material orders 
❖ Data input and assessment tracking (GATE and English Learner) 
❖ Testing materials and distribution 
❖ Support for Curriculum Programs 
❖ Support for After-school Enrichment Program (ASE) 

Sara Birkett – Administrative Specialist, Student Services 
❖ Support for Special Services 
❖ Support for Intervention Programs 
❖ Support for Speech Therapy 

Angela Lippert – Personnel Specialist 
❖ Support to Director of Human Resource 
❖ Processing Substitute Applications 
❖ TB testing 
❖ Professional Growth Tracking 
❖ Photo ID Badges 
❖ Volunteer Database  
❖ Substitute Calling System 
❖ Maintain Files and Records 
❖ Maintain the District Human Resources Web Site 
❖ Fingerprinting 

Kimberly Ortiz – Personnel Technician 

❖ Support to Director of Human Resource 
❖ Processing Substitute Applications 
❖ TB testing 
❖ Professional Growth Tracking 
❖ Photo ID Badges 
❖ Volunteer Database  
❖ Substitute Calling System 
❖ Fingerprinting 

 



District Office 
SUPPORT STAFF 

 

Denise Engles – Administrative Secretary, Asst. Superintendent 
❖ Business Office Operations 
❖ Dispatching (Maintenance, Grounds, Transportation) 
❖ District Forms 
❖ Accounts Receivable/Billings/Cash deposits 
❖ Purchase Order Processing 
❖ Facility Use Requests 
❖ Inventory Control Tagging 
❖ Retiree Benefits 

Angela Rodriguez – Fiscal Officer 

❖ Budget 
❖ State Reports 
❖ Mandated Cost Logs 
❖ District Attendance 

Marie Faile – Payroll and Benefits Specialist 

 
❖ Certificated and Classified Payroll 
❖ Health Insurance / Benefits  
❖ Workers Compensation 
❖ Voluntary Deductions/Tax Sheltered Annuities 
❖ Employee Attendance Tracking 
❖ Paycheck Distribution 

 

TBD – Account Clerk III - Accounts Payable 

❖ Accounts payable processing and questions 
❖ Employee Reimbursements 
❖ Purchase Orders 

 
 



Pacific Grove Unified School District - 2021-2022
180 Day School Calendar Date Event 

M T W TH F
July 2021 26 27 28 29 30 7/30 New Hire Orientation

Aug 2021

2 3 4 5 6 8/2 Professional Development Day (Non Student Day)
9 10 11 12 13 8/3 Welcome 
16 17 18 19 20 8/4 Teacher Prep Day (Non Student Day)
23 24 25 26 27 8/5 First Day of School 19
30 31 1 2 3

Sept 2021

6 7 8 9 10 9/6 Labor Day Holiday
13 14 15 16 17
20 21 22 23 24 21
27 28 29 30 1 10/2 Butterfly Parade

Oct 2021

4 5 6 7 8 10/8 End of 1st Quarter (46 days)
11 12 13 14 15 10/11-10/15 Fall Break
18 19 20 21 22
25 26 27 28 29 16

Nov 2021

1 2 3 4 5
8 9 10 11 12 10/11 Veterans day Holiday
15 16 17 18 19 11/24 Minimum Day for Students and Classified Staff
22 23 24 25 26 11/25-11/26 Thanksgiving Holiday 19
29 30 1 2 3

Dec 2021

6 7 8 9 10 12/17 End of 2nd Quarter (42 days)
13 14 15 16 17 12/17 End of 1st Semester (88 days)
20 21 22 23 24 12/17 Minimum Day for Students and Classified Staff
27 28 29 30 31 12/20-1/3 Winter Break 13

Jan 2022 3 4 5 6 7 12/21-1/3 Winter Break
10 11 12 13 14
17 18 19 20 21 1/17 Martin Luther King Holiday
24 25 26 27 28 19
31 1 2 3 4

Feb 2022 7 8 9 10 11
14 15 16 17 18 2/14-2/18 Presidents' Holiday
21 22 23 24 25 2/21 Professional Development Day (Non Student Day) 14
28 1 2 3 4

March 2022

7 8 9 10 11 3/11 End of 3rd Quarter (42 days)
14 15 16 17 18
21 22 23 24 25 23
28 29 30 31 1

April 2022

4 5 6 7 8 4/8 Minimum Day for Students and Classified Staff
11 12 13 14 15 4/11-4/15 Spring Break
18 19 20 21 22
25 26 27 28 29 16

May 2022

2 3 4 5 6 5/27 End of 4nd Quarter ( 50 days)
9 10 11 12 13 5/27 End of 2nd Semester ( 92 days)
16 17 18 19 20 5/27 Last Day of School
23 24 25 26 27 5/30 Memorial Day 
30 31 5/31 Teacher Prep Day (Non Student Day) 20

First Day of School Breaks 
Professional Development Day/Teacher Prep Day Holiday (8 total)
Welcome Local Holiday (5 total)
Minimum Day for Students and Classified Staff (4 total)

185 Work Days - Current Teachers 186 Work Days - New Teachers Instructional Days 180



PACIFIC GROVE UNIFIED SCHOOL DISTRICT
Classified Computation of Work Days for 2021-2022
365 = days in one year
104 = weekend days
365 - 104 = 261 work days per year (wd/y)
261 work days ¸ 12 months = 21.75 work days per month (wd/m)

12 Month Classified Employee Bus Trainer Disp. - TBD
261 work days per year - 14 holidays = 247 work days Maintenance, Grounds, Custodian
· Vacation time can be used during all Breaks Confidential
· Pay Schedule = 12 checks Acct Clerk III

11.5 Month Classified Employee Admin Assist. (AE)
251 work days per year - 14 holidays = 237 work days Clerks (AE)
· October Break = non-working days Admin Assist. IV (MOT)
· Spring Break = non-working days
· Pay Schedule = 12 checks

11 Month Classified Employee Admin Assist. IV (HS)
11 months x 21. wd/m = 239 wd/y - 13 holidays = 226 work days Admin Assist.III (HS)
· Vacation time can be used during October, Winter & Spring Breaks Clerk III (HS) Account Clerk I
· Pay Schedule = 12 equal checks July through June Library Media Tech III (HS)
· Start July 20, 2021 - Last day June 17, 2022

10.75 Month Classified Employee Office Manager (FG) & (RD)
10.75 months x 21.75 wd/m = 234 wd/y - 13 holidays = 221 work days Admin Assist. IV (MS)
· Vacation time can be used during Winter & Spring Breaks
· October Break = non-working days
· Pay Schedule = 12 equal checks July through June
· Start July 20, 2021 - Last day June 17, 2022

10.5 Month Classified Employee
10.5 months x 21.75 wd/m = 228 wd/y - 13 holidays = 215 work days Admin Specialist (DO)
· Vacation time can be used during Winter & Spring Breaks Admin Assist. II (CHS)
· October Break = non-working days Admin. Assist. II (HS)
· Pay Schedule = 12 equal checks July through June Clerk III (MS)
· Start July 20, 2021 - Last day June 9, 2022 Career Tech

10 Month Classified Employee Bus Drivers
10 months x 21.75 wd/m = 218 wd/y - 13 holidays = 205 work days Recreation Coord.
· Vacation time can be used during Winter & Spring Breaks Recreation Leader
· October Break = non-working days Computer Tech.’s
· Pay Schedule = 12 equal checks August through June
· Start July 28, 2021 - Last day June 3, 2022

190 Day Classified Employee
· All Breaks Off - Work student days + 5 days before school + 5 after school Clerk III (RD), (FG)
· Pay Schedule = 12 equal checks July through June Personnel Tech.
· Start July 27, 2021 - Last day June 3, 2021

185 Day Classified Employee
· All Breaks Off - Work student days + 5 days before school or after school
· Pay Schedule = 11 equal checks August through June (see payroll to sign up for 12 month deferred Pay) Library Tech II (MS), (FG), (RD)
· Start August 3, 2021 - Last day June 3, 2022

180 Day Classified Employee Instructional Assist., Food Service, Noon Duty
· All Breaks Off - Work student days ONLY Campus Super., Para
· Pay Schedule = 10 equal checks August through May (see payroll to sign up for 12 month deferred Pay) BASRP Rec. Attend., Healthcare Assist.
· Start August 5, 2021 - Last day May 27, 2022



646-6553 646-6560

Business Office Fax 646-6582 Fax 648-8415

Main Fax 646-6500 Principal Buck Roggeman 200

HR Fax 646-6527 Office Manager Desiree Babas 201

SPED Fax 646-6522 Clerk III, Attendance Nancy DaSilva 202

Transportation Fax 372-7955 BASRP Marlene Roman 224 or 646-6501

Superintendent Ralph Porras 646-6520 Cafeteria Fran Castorina 203

Executive Asst. to Supt. Mandi Ackerman 646-6510 ELD Jennifer Smallwood 103

Assistant Superintendent Song Chin-Bendib 646-6509 Health Clerk Natalie Adams 221 or 646-6558

Secretary to Asst. Supt. Denise Engles 646-6517 Library Christine Gruber 204

Dir. of Human Resources Billie Mankey 646-6507 Counselor Zoe Roach 126

Personnel Specialist Angela Lippert 646-6593 Speech Molly Kriva 154

Accounts Payable TBD 646-6519 Psychologist Thalia Jones 228

Fiscal Officer Angela Rodriguez 646-6516 RSP Katie Kreeger 129

Nutrition Director Stephanie Lip 646-6521 Title 1 Mary Quindimil 152

Dir. Facilities/Transportation Matt Kelly 646-6537 M/M Gretchen Kelly 102

Admin. Assist. II Facilities/Transp. Lori Aiello 646-6530 M/M Rebecca Boston 104

Payroll/Benefits Marie Faile 646-6515 Custodian Oscar Orozco 207

Dir. Student Services Clare Davies 646-6523 OT Diane McCluskey 233

Adm. Specialist, Stdnt Svcs Sara Birkett 646-6524 Computer Lab Carey Parker 213

Dir. Curr. /Special Projects Ani Silva 646-6526

Adm. Specialist, Curr. Leslie Ternullo 646-6508 646-6540

Personnel Technician Kimberly Ortiz 646-6553 Fax 648-8414

District Nurse Katrina Powley 646-6514 Principal Sean Keller 302

Dir. Education Technology Matthew Binder 646-6618 Office Mgr. Amy Riedel 300

Digital Learning Teacher Andrew Bradley 210 Clerk III, Attendance Carey O'Sullivan 301

Director of Technology Systems Jonathan Mejia 646-6525 Health Clerk Cindy Waznis 303

BASRP Darryl Smith 646-6548

646-6568 Cafeteria TBD 131

Fax 646-6652 Library Anne Scanlon 112

Principal Sean Roach 309 Psychologist Dessie Zanger 140

Secretary Apple Atofau 300 Counselor Sonda Frudden 139

Asst. Principal Jason Tovani 308 RSP Heather Zunguze 121

Clerk III Melissa Gibson 306 RSP Lauren Davis 116

Clerk III, Attendance Robin Cochran 305 M/S Patty Bloomer 119

Cafeteria Fran Petty 338 Speech Laura Rivera 220

Computer Lab Grayson Fong 311 Computer Lab Daniel Schwartz 317

Counselor Janie Lawrence 304 OT Megan Roach 220

Custodian Jason Cota 301 Custodian Edward Overstreet TBD

ELD Susan Torres 344

Health Clerk Tammie Kirmil 307 646-6535

Home Economics Darcy Tuinenga 332 Fax 648-8417

Library Jodi Bitter 310 Principal Lito Garcia 646-6535

Boys Locker Room Adan Hull/Chip Dorey 336 Teacher-in-Charge Sheri Deeter 646-6535

Girls Locker Room Staphany Arriola/Dezi Pettas 335 Teacher Christian Lamonea 646-6535

Psychologist Dessie Zanger 347 Admin. Assist. II Luciana Morgan 646-6535

M/M Amy Tulley 330

M/S Jasona Prowse 325

RSP Kathy Wheeler 331 State Preschool Diane Beron 646-6547

RSP Pam Gaul 352

M/M Justin Matlow 312

Speech Tara Tullius 334 Teacher Erin Homami 373-3138

Speech Jennifer Pritchard 373-3139

Community High – 1004 David Ave. Bldg A

SPED Preschool- 1004 David Ave. Room E-4 Bldg B

State Preschool- 1004 David Ave. Bldg A-3

District Office- 435 Hillcrest Ave. Forest Grove School - 1065 Congress Ave.

Robert Down School - 485 Pine Ave.

Pacific Grove Middle School- 835 Forest Ave.



646-6590 646-6580

 Main Office Fax 646-6660  Fax 646-6578

Library Fax 646-6602 Principal Barbara Martinez 426

ASB Fax 646-6513 Program Coordinator Eric Saavedra 420

 Cafeteria Fax 646-6538 Admin. Asst. IV Michelle Maas 422

Principal Lito Garcia 273 Clerk III-Main Office Sandra Dorantes 400

Admin. Assist. IV Jill Houston 311 Clerk III-Parent Ed Diane Cate-Pegis 441

Assistant Principal Shane Steinback 274 Clerk III-Parent Ed TBD 442

Admin. Assist. III Johanna Biondi 201 Clerk III-Evening TBD 400

Clerk III, Attendance DiAnna Gamecho 211 Prog Spec HSD/HiSet TBD 404

Athletic Director Lauralea Gaona 201 CDC-Child Care Jenn Hall 434

Music Room TBD 204 CDC-Ext. Day Preschool Kelly Ann Joyce 432

Cafeteria Linda Lyon 202 Dual Language Co-Op Ariana Macias-Rivera 416

Counselor, grades 11-12 Kristin Paris 279 Lighthouse Co-Op TBD 415

Counselor, grades 9-10 Margaret Rice 278 Pine Ave Co-Op Jackie Kite 646-6583

Counselor, Outreach Michelle Cadigan 332 State Preschool-David Ave Diane Beron 646-6547

Admin. Assist. II, Guidance Summer Coe 277 Transition Class Lorraine Gonzales 646-6661

Girls' Locker Room Donna O’Donnell 230 Custodian Irene Asignacion/Nayan Prasad 424

Head Custodian Miguel Soria 238    

Career Center Technician Janet Light 269 755-0300

Health Clerk Tammie Kirmil 212 P.O. Box 80851 www.monterey.k12.ca.us 753-7888

Library Alex Morrison 240 Superintendent Deneen Guss 755-0301

Psychologist Leslie King 210  Fax 755-6473

RSP Becky Goldfinch 285 Assoc. Supt. Garry Bousum 755-0308

RSP Vivian Bliss 309 Fax 753-0454

RSP Nick Lackey 233 Dir. Personnel Leigh Butler 784-4915

M/M Alyce Avenell 292  Fax 754-3658

SDC Lysa Filcek 302 SELPA Kenyon Hopkins 755-0342

Clerk III, Student Felicia Afifi 209  Fax 769-0732

Speech Tara Tullius/Jennifer Pritchard 301 MCOE Special Ed. Terri Dye 755-6431

AVID Maddy Portela 285

Boys' Locker Room Todd Buller TBD

Campus Supervisors Bob Howell/Ginny Roggeman 276 City Manager Ben Harvey 648-3106

Drama Jessica Grogan 288 Fax 657-9361

ELD Desma Johnson 226 Recreation Dept. Katie Clark 648-3130

Library Tech Raymond DeVost 294 300 Forest Avenue Fax 648-9392

Resource Officer Justin Hankes 272 Fire Department Non-emergency 646-3900

   600 Pine Ave. Emergency 911

655-1430 Police Department Non-emergency 648-3143

580 Pine Ave. Police Administration 648-3147

Fax 648-3163

Fax 655-1451 Emergency 911

Dispatch 647-7911

   Records 648-3143

PG Post Office 373–2271

Fax 373-4327

MCOE- 901 Blanco Rd., Salinas 93901

North Monterey County Center for Independent Study

1004 David Avenue in Building E, Room 2, at the Monterey Bay 

Charter School

City of Pacific Grove- 300 Forest Avenue

Adult School - 1025 Lighthouse Ave.Pacific Grove High School – 615 Sunset Ave.

http://www.monterey.k12.ca.us/


  

Board Meeting Calendar August – December 2021 

 
Aug. 19 Regular Board Meeting District Office 

✓ Student Enrollment Update 

✓ Back to School Night Dates 

✓ Property Tax Report 

✓ Quarterly Facilities Project Updates* 

✓ Quarterly District Safety Update*  

Sept. 2 Regular Board Meeting  District Office 

✓ Unaudited Actual Report  

✓ Local Control Accountability Plan Review 

Sept. 16 Regular Board Meeting District Office 

✓ Williams Uniform Complaint Report 

TBD  

Sept. 18 

*Saturday 

Special Board Meeting District Office 

✓ Foreign Language Program  

TBD  

Sept. 25 

*Saturday 

Special Board Meeting District Office 

✓ Board Goals – Review/Revise    

✓ Strategic Plan – Review/Revise                                                                                                  

Oct. 7 Regular Board Meeting District Office 

✓   Superintendent Goals                                                                    

✓ Budget Revision #1 on 2021-22 working budget (preliminary First Interim) 

✓ Bus Ridership 

✓ Week of the School Administrator 

Oct. 21 

 

Regular Board Meeting District Office 

✓ Quarterly District Safety Update*                                                  

Nov. 4 Regular Board Meeting  District Office 

✓ PGHS Course Bulletin Information/Discussion   

Nov. 18 Regular Board Meeting  District Office  

✓ Intent Form Due (to serve as Board President or Vice President)   

✓ Review of Special Education Contracts                                           

✓ Quarterly Facilities Project Updates* 

Dec. 16 

 

Organizational Meeting District Office 

✓ Election of 2020-21 Board President and Clerk 

✓ Budget Revision #2 

✓ First Interim Report 

✓ PGHS Course Bulletin Action/Discussion 

✓ Williams Uniform Complaint Report 

✓ Employee Recognition 

✓ Review of Legal Services Costs  

✓ Solicitation of Funds Report 
*Quarterly District Safety Update and Quarterly Facilities Projects Update as needed 



                              Pacific Grove Administration Organizational Chart 
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Name Badge 

Upon hire you will receive a name badge they will need to wear at all time when on campus. If 

you lose or need a replacement notify HR and they will print a new one and either pony it to you 

or you can pick up at HR. If HR has a photo on file then we can print one up otherwise you will 

need to make an appointment to get a new photo taken.  

District Email 

HR will email you your district email address and password.  

We use the Google system for our PGUSD domain. 
You can use the Google mail website and/or download the Google Mail app for your phone. 
 
website:  mail.google.com 
 
username: First initial Last name@pgusd.org  
 
District Forms 

District forms can be found on District webpage www.pgusd.org under the staff tab/ staff forms 

Master Contracts 

Both PGTA and CSEA contracts can be found on the district webpage www.pgusd.org under the 

staff tab/ master-contracts 

Keenan SafeSchool  

Every fall you will need to complete the assigned Keenan trainings. They can be found on the 

district webpage under Staff/ Staff links the last one is the Keenan Keenan Safe Schools – 

Required Safety Training on-line Courses pgusd-keenan.safeschools.com/login 

Login will be you district email address. No Password is needed  

Emergency Forms 

Every fall you will need to fill out or update your current Emergency Form. You will see an email 

from InformK-12 that HR will send out. Please complete it at your earliest convenience. 

Attendance Sheets 

Certificated Personal Necessity Leave Form and Classified Personal Necessity Leave Form can 

be found in the PGTA or CSEA contract and Orientation Handbook Complete this form and 

submit to supervisor for approval before leave. 

Upon return the Certificated Absence Report or Classified Absence Report will need to filled out 

and approved by your supervisor.  

Your office manager can help answer questions with these two forms.  

If you require a substitute please put you substitute request into Frontline/Aesop as soon as 

possible. 

Frontline/Aesop  

You will be provided a Frontline account from HR upon hire. You will get an email to your 

district email from Frontline/Aesop follow link to set up your username and password. This is 

the absence management system that we use. If you cannot remember you username or forgot 

you password please call or email HR. They can give you your username or reset your password. 

Employee Quick start Guide 

http://mail.google.com/
mailto:sreagor@pgusd.org
http://www.pgusd.org/
http://www.pgusd.org/
http://pgusd.keenan.safeschools.com/
http://pgusd.keenan.safeschools.com/


Employee QuickStart Guide|   
 

            © 2018 Frontline Education 
 

1 

Absence Management 

SIGNING IN 

Type aesoponline.com in your web browser’s address bar or go to 
app.frontlineeducation.com if you have a Frontline Account. 
  
The Sign In page will appear. Enter your ID/username and 
PIN/password and click Sign In. 

RECOVERING CREDENTIALS 

If you cannot recall your credentials, use the recovery options or 
click the “Having trouble signing in?” link for more details. 

CREATING AN ABSENCE 

You can enter a new absence from your Absence Management home page under the Create Absence tab.  
 

Enter the absence details including the date of the absence, the absence reason, notes to the 
administrator or substitute, etc. and attach any files, if needed. You can then click Create Absence. 
 

 

http://aesoponline.com/
http://app.frontlineeducation.com/


Employee QuickStart Guide   |   
 

            © 2018 Frontline Education 
 

2 

MANAGING YOUR PIN AND PERSONAL INFORMATION 

Using the “Account” option, you can manage your personal information, change your PIN number, upload 

shared attachments (lesson plans, classroom rules, etc.), manage your preferred substitutes, and more. 
 

 

GETTING HELP AND TRAINING 

If you have questions, want to learn more about a certain 
feature, or need more information about a specific topic, click 
Help Resources and select Frontline Support. This opens a 

knowledge base of help and training materials.  
 

ACCESSING ABSENCE MANAGEMENT ON THE PHONE 

In addition to web-based, system accessibility, you can also create absences, manage personal 
information, check absence reason balances, and more, all over the phone.  
 
To call the Absence Management system, dial 1-800-942-3767. You’ll be prompted to enter your ID 

number (followed by the # sign) and then your PIN number (followed by the # sign). 
 
Over the phone you can:  

• Create an absence (within the next 30 days) – Press 1 

• Review upcoming absences – Press 3 

• Review a specific absence – Press 4 

• Review or change your personal information – Press 5 

If you create an absence over the phone, please note the confirmation number that the 
system assigns the new absence, for future reference.  

 



 

 

 

 

PAYROLL INFORMATION 

/ FORMS 

 

 

 



PAYROLL INFORMATION 

 
 

PAYDAY: 

Payroll warrants are available on pay day, please see the Pay Date Calendar 

for actual dates. They will be delivered to your school site on pay day and 

will be held by the site secretary. If the end of the month falls on a weekend, 

payday is the preceding Friday. You must sign for your warrant. Warrants 

will not be released to anyone other than you without your written 

permission. If payday falls during a holiday, the warrants will be available in 

the district office. Notice of the times the office will be open during holidays 

will be sent to the school sites prior to the holiday breaks. 

 

AUTOMATIC DEPOSIT: 

Automatic payroll deposit is available to all employees. Employees enrolled 

in direct deposit, will receive all pay advices at their personal email address 

on file with PGUSD. Employees without a personal email address on file 

will receive their paperless pay advices to the employee’s personal email 

address on file. Pay advices will be delivered in PDF format using a secure 

password-protected PDF. To view the PDF, employees will be asked to 

input a password, which is your Escape employee ID number. If you wish to 

enroll in automatic deposit, complete the ACH form on our website. 

 

STIPENDS: 

Stipends for extra duty assignments are paid as listed on the Special 

Assignment Salary Schedule. The assignments are paid on a monthly 

schedule or, in the case of coaching, when a Special Assignment timesheet is 

submitted and approved through Informed K12. It is important to keep track 

of your paperwork for submission. Extra duties are common, and they will 

also be tracked by timesheet. Timesheets MUST be turned in semi-monthly 

and not held for any reason. When your extra duty has been fulfilled a 

timesheet is turned into the site secretary for review. When it has been 

signed by management, it will be forwarded to the payroll department for 

payment. Stipends and extra duty timesheets are paid on Supplemental 

payrolls on or about the 10th day of the month. 

 

DEFERRED PAY: 

Employees may elect deferred pay so that they are paid equally over 12 

months. During the months worked, 10 or 11, a portion of your after-tax 



earnings are withheld to be paid on the month(s) that you do not work. 

Deferred pay will remain in effect until payroll is informed in writing of 

your request to cancel. Once cancelled, you may not elect deferred pay again 

until the start of the new school year. Forms are available on our website. 

 

JURY DUTY: 

When you are called to jury duty you must inform your supervisor and keep 

them informed as to whether you will be required to report. Because we are 

a state entity, there is no payment from the courts for your jury service. You 

do however, get a mileage reimbursement, which is not reportable to the 

district. You will be paid, by the District, for all days you are required to 

serve. At the end of your jury service please attach the paperwork provided 

by the court to your absence form. 

 

STATE DISABILITY INSURANCE: 

PGUSD does not participate in the state disability insurance program. Your 

sick leave is cumulative for that reason and there are provisions for 

differential pay, if needed. CTA offers disability insurance through 

American Fidelity, for members of CTA, at the employee’s cost.  Please 

contact the payroll office if you would like more information. 

 

WORKERS COMPENSATION INSURANCE: 

All employees of the Pacific Grove Unified School District are covered by 

Workers Compensation Insurance. It is imperative that you notify your 

Principal or Site Secretary, as soon as possible, in the event that you are 

injured in any way during working hours. No injury is too small. We must 

be notified so that you may be covered. If you have any questions, please 

call the payroll office at 646-6515. 

 

HEALTH BENEFITS: 

PGUSD is a member of the Monterey County Schools Insurance Company 

(MCSIG).  This is a joint powers agency made up of school districts within 

Monterey county.  The office for that agency is at: 76 Stephanie Drive, 

Salinas, CA 9390. The phone number is 831-755-0161. It is important that 

you come into the payroll office and sign up for your health benefits prior to 

the first paycheck in August. If you plan to add a spouse and children to 

your insurance coverage, we must have copies of your marriage license or 

domestic partner certificate and birth certificates for children.  Benefits will 

not be active to your dependents until the required forms are received.   



Supplemental Payroll Friday, July 09, 2021

Regular Payroll Friday, July 30, 2021

Supplemental Payroll Tuesday, August 10, 2021

Regular Payroll Tuesday, August 31, 2021

Supplemental Payroll Friday, September 10, 2021

Regular Payroll Thursday, September 30, 2021

Supplemental Payroll Friday, October 08, 2021

Regular Payroll Friday, October 29, 2021

Supplemental Payroll Wednesday, November 10, 2021

Regular Payroll Tuesday, November 30, 2021

Supplemental Payroll Friday, December 10, 2021

Regular Payroll Thursday, December 23, 2021

Supplemental Payroll Monday, January 10, 2022

Regular Payroll Monday, January 31, 2022

Supplemental Payroll Thursday, February 10, 2022

Regular Payroll Monday, February 28, 2022

Supplemental Payroll Thursday, March 10, 2022

Regular Payroll Thursday, March 31, 2022

Supplemental Payroll Friday, April 08, 2022

Regular Payroll Friday, April 29, 2022

Supplemental Payroll Tuesday, May 10, 2022

Regular Payroll Tuesday, May 31, 2022

Supplemental Payroll Friday, June 10, 2022

Regular Payroll Thursday, June 30, 2022

NOTE: Regular payroll pick-up is available at your designated site, no later than 2 p.m. on payday. Regular 

payroll includes time sheet pay for substitute, extra hours and overtime worked for regular employees with the 

pay period being from the 16th of the month to the 15th of the following month.

Supplemental checks will be mailed to the address on file. Supplemental pay dates are for special 

assignments and stipend payments. 

Employees enrolled in direct deposit will have payments for regular and supplementa payrolls posted on 

payday. ACH pay advices will be delivered to the personal email address on file. 

PACIFIC GROVE UNIFIED SCHOOL DISTRICT

PAY DAY SCHEDULE
2021/2022



5/20/2021

DATA ENTRY DEADLINE: REGULAR & MANUAL PAYROLL 6:00 A.M.

(Includes clearing labor errors) SUPPLEMENTAL PAYROLL 3:00 P.M.

WARRANT PICK UP: REGULAR & SUPPLEMENTAL PAYROLL 8:00 A.M.-NOON

MANUAL PAYROLL 10:30 A.M.-1:00 P.M.

JULY AUGUST SEPTEMBER
TYPE CUT-OFF PICK UP PAY DAY TYPE CUT-OFF PICK UP PAY DAY TYPE CUT-OFF PICK UP PAY DAY

Man. Fri. 2 Fri. 2 Fri. 2 Man. Thur. 5 Thur. 5 Thur. 5 Man. Fri. 3 Fri. 3 Fri. 3

Sup. Tue. 6 Thur. 8 Fri. 9 Sup. Thur. 5 Mon. 9 Tue. 10 Sup. Tue. 7 Thur. 9 Fri. 10

Man. Thur. 15 Thur. 15 Thur. 15 Man. Fri. 13 Fri. 13 Fri. 13 Man. Wed. 15 Wed. 15 Wed. 15

Reg. Mon. 26 Thur. 29 Fri. 30 Reg. Wed. 25 Mon. 30 Tue. 31 Reg. Fri. 24 Wed. 29 Thur. 30

OCTOBER NOVEMBER DECEMBER
TYPE CUT-OFF PICK UP PAY DAY TYPE CUT-OFF PICK UP PAY DAY TYPE CUT-OFF PICK UP PAY DAY

Man. Tue. 5 Tue. 5 Tue. 5 Man. Fri. 5 Fri. 5 Fri. 5 Man. Fri. 3 Fri. 3 Fri. 3

Sup. Tue. 5 Thur. 7 Fri. 8 Sup. Fri. 5 Tue. 9 Wed. 10 Sup. Tue. 7 Thur. 9 Fri. 10

Man. Fri. 15 Fri. 15 Fri. 15 Man. Mon. 15 Mon. 15 Mon. 15 Man. Wed. 15 Wed. 15 Wed. 15

Reg. Mon. 25 Thur. 28 Fri. 29 Reg. Mon. 22 Mon. 29 Tue. 30 Reg. Fri. 17 Wed. 22 Thur. 23

JANUARY FEBRUARY MARCH
TYPE CUT-OFF PICK UP PAY DAY TYPE CUT-OFF PICK UP PAY DAY TYPE CUT-OFF PICK UP PAY DAY

Man. Wed. 5 Wed. 5 Wed. 5 Man. Fri. 4 Fri. 4 Fri. 4 Man. Fri. 4 Fri. 4 Fri. 4

Sup. Wed. 5 Fri. 7 Mon. 10 Sup. Mon. 7 Wed. 9 Thur. 10 Sup. Mon. 7 Wed. 9 Thur. 10

Man. Fri. 14 Fri. 14 Fri. 14 Man. Tue. 15 Tue. 15 Tue. 15 Man. Tue. 15 Tue. 15 Tue. 15

Reg. Tue. 25 Fri. 28 Mon. 31 Reg. Tue. 22 Fri. 25 Mon. 28 Reg. Fri. 25 Wed. 30 Thur. 31

APRIL MAY JUNE
TYPE CUT-OFF PICK UP PAY DAY TYPE CUT-OFF PICK UP PAY DAY TYPE CUT-OFF PICK UP PAY DAY

Man. Tue. 5 Tue. 5 Tue. 5 Man. Thur. 5 Thur. 5 Thur. 5 Man. Fri. 3 Fri. 3 Fri. 3

Sup. Tue. 5 Thur. 7 Fri. 8 Sup. Thur. 5 Mon. 9 Tue. 10 Sup. Tue. 7 Thur. 9 Fri. 10

Man. Thur. 14 Thur. 14 Thur. 14 Man. Fri. 13 Fri. 13 Fri. 13 Man. Wed. 15 Wed. 15 Wed. 15

Reg. Mon. 25 Thur. 28 Fri. 29 Reg. Tue. 24 Fri. 27 Tue. 31 Reg. Fri. 24 Wed. 29 Thur. 30

MCOE CLOSED 12/24-12/31

2, 9, 15 - LIABILITY PAYROLLS

MONTEREY COUNTY SCHOOLS
2021-22 PAYROLL SCHEDULE

Please make sure that your signed Pay01 report is submitted prior to payroll pick-up, which can be emailed to 

payroll-submit@montereycoe.org or faxed to (831) 753-1616.  

Man=Manual    Reg=Regular    Sup=Supplemental



PACIFIC GROVE UNIFIED SCHOOL DISTRICT 

435 HILLCREST AVENUE 

PACIFIC GROVE, CA 93950 

AUTHORIZATION OF AUTOMATIC DEPOSIT OF PAYROLL 

WARRANTS 

The Monterey County Office of Education has the ability to deposit your paycheck/payroll warrant directly into 

your checking account. In order to do this; the Payroll Department must have the information contained on a 

personal check including name of the institution, address and account number (You must attach a voided check 
or a copy of a voided check to this form). This form must be submitted to Payroll no later than the 15th of the 
month. The automatic deposit becomes effective with the 2nd payroll warrant after this form is implemented, to 

allow for bank account verification. 

Paperless Pay Stub: PGUSD requires employees who elect direct deposit to receive paperless pay stubs at the 
personal email address provided. The employer-issued email address will be used as default if a personal email 
is not provided. Paperless pay stubs will be delivered in a secured, password-protected PDF. 

It is extremely important that you notify the Payroll Department if you change banks or change bank 

account numbers at your current bank.

If you have any questions please contact the Payroll Department at 831-646-6515 or via email 
Payroll@pgusd.org.

ATTACH YOUR CHECK HERE 

In signing this form, the employee shall hold harmless the school district; it's employees and agents, for 

the entire automatic deposit process of any and all payroll warrants. It is the responsibility of the employee to 

submit the correct information, which will result in the automatic deposit of funds to the proper account. 

The authority granted by the execution of this form is to remain in full force and effect until the employee 

revokes it in writing. Revocation must occur at least 10 working days prior to the end of the month by notifying 

the Payroll Department in writing to allow the Office of Education a reasonable opportunity to act on it, or upon 

termination of my employment from the District. 

I have read and understand the above information concerning automatic deposit authorization and I 

hereby authorize the Pacific Grove Unified School District and the Monterey County Office of Education to 

deposit my entire payroll warrant (and/or corrections to the previous credits) to the institution indicated on the 

attached personal check. The institution is authorized to credit and/or correct the amounts to my account. 

___________________________________________________________________________________        
Print Name Employee Email Address

Authorizing Signature    Date 

Type of Account: __Checking   __   Savings
Financial Institution Name: ___________________________________ 
Account Number: ___________________________________________
Routing Transit Number:_____________________________________

_______________________________________        _________________________



PACIFIC GROVE UNIFIED SCHOOL DISTRICT 

435 HILLCREST AVENUE  

PACIFIC GROVE, CA 93950 

DEFERRED PAY ELECTION FORM 

EMPLOYEE NAME:  __________________________________________________________ 

SCHOOL SITE:  _________________________ WORK YEAR (10 OR 11 MONTHS) __________ 

SOCIAL SECURITY NUMBER:  _________________________________________________ 

How Deferred Pay works: 

A portion of your net pay (after taxes) is withheld each month that you are paid. This shows up as 
"Deferred Pay" on your paystub. IF every month your net pay (after taxes) is exactly the same, the 
amount that was withheld for 10 months is divided in half and paid to you in June and again in July. For 
11 months, the amount withheld will be paid to you in July. The amount paid out in June and July, or just 
July, is approximately the amount of net pay that you were paid each of the ten months. 

If during the 10/11 months, your pay changes for any reason, the amount withheld for deferred comp 
changes, so therefore the amount to be paid out in June and July will differ from the previous months’ net 
pay. The amount you are paid out on your non work month(s) is EXACTLY the amount that you had 
deferred (withheld) during the 10/11 months of pay. 

Payout(s) of deferred pay are net pay only, no gross pay, no deductions, and no taxes. 

I understand that if I decide to stop participation in the Deferred Pay Program during the work year, I must 
submit a written request to Payroll to do so.  It is further understood that I would not be able to reinstate 
the Deferred Pay Program until the beginning of the next school year. I understand that during the next 
payroll cycle after cancellation, I will be paid out the amount withheld in full. 

REGARDING YOUR ______(School Year) SALARY (CHECK ONE):

______   I prefer to register for the Deferred Pay Program, and hereby request that a portion of my 

monthly, after tax earnings, are set aside for the month or months that I do not work. 

______   I prefer to not register for the Deferred Pay Program, I understand I will not receive a check in  

     the months I do not work. 

______________________________________________    _________________________________ 
Employee Signature        Date 



COST BASED OFF 6,225.36$        
DISRICT YEARLY 

CONTRIBUTION EE ONLY 10 PAY PERIODS    FTE 1

COST BASED OFF 6,501.36$        

DISTRICT YEARLY 
CONTRIBUTION               
EE+1 & FAMILY 10 PAY PERIODS    FTE 1

PLAN

PPO $25 EMPLOYEE ONLY 1237.20 622.54 614.66

EE + 1 2468.40 591.03 1877.37

FAMILY 3206.40 591.03 2615.37

PPO $30 EMPLOYEE ONLY 1123.20 622.54 500.66

EE + 1 2240.40 591.03 1649.37

FAMILY 2911.20 591.03 2320.17

PPO $40 EMPLOYEE ONLY 1064.40 518.78 545.62

EE + 1 2124.00 591.03 1532.97

FAMILY 2757.60 591.03 2166.57

PPO $50 EMPLOYEE ONLY 998.40 518.78 479.62

EE + 1 1993.20 591.03 1402.17

FAMILY 2589.60 591.03 1998.57

PPO $60 EMPLOYEE ONLY 898.80 518.78 380.02

EE + 1 1786.80 591.03 1195.77

FAMILY 2323.20 591.03 1732.17

EPO SOUTHERN CA EMPLOYEE ONLY 804.00 518.78 285.22

EE + 1 1600.80 650.14 950.66

FAMILY 2078.40 591.03 1487.37

DENTAL EMPLOYEE ONLY 59.00 0.00 70.80

EE + 1 107.00 0.00 128.40

FAMILY 176.00 0.00 211.20

VISION EMPLOYEE ONLY 12.00 0.00 14.40

EE + 1 20.00 0.00 24.00

FAMILY 35.00 0.00 42.00

*PLEASE NOTE EMPLOYEE COST MAY VARY DUE TO ROUNDING

RATES SUBJECT TO CHANGE ANNUALLY

 PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
CLASSIFIED - 10 MONTH

2021 HEALTH, DENTAL, & VISION RATES
 PAYROLL CHANGE EFF 12/23/20 PREMIUMS EFF 01/01/2021-12/31/21

COVERAGE 
OPTIONS

2020 MONTHLY            
PREMIUM

DISTRICT MONTHLY 
CONTRIBUTION

EMPLOYEE         
MONTHLY COST



COST BASED OFF -$                 
DISRICT YEARLY 

CONTRIBUTION EE ONLY 10 PAY PERIODS    FTE 1

COST BASED OFF 4,624.00$        

DISTRICT YEARLY 
CONTRIBUTION               
EE+1 & FAMILY 10 PAY PERIODS    FTE 1

PLAN

PPO $25 EMPLOYEE ONLY 1237.20 0.00 1237.20

EE + 1 2468.40 462.40 2006.00

FAMILY 3206.40 462.40 2744.00

PPO $30 EMPLOYEE ONLY 1123.20 0.00 1123.20

EE + 1 2240.40 462.40 1778.00

FAMILY 2911.20 462.40 2448.80

PPO $40 EMPLOYEE ONLY 1064.40 0.00 1064.40

EE + 1 2124.00 462.40 1661.60

FAMILY 2757.60 462.40 2295.20

PPO $50 EMPLOYEE ONLY 998.40 0.00 998.40

EE + 1 1993.20 462.40 1530.80

FAMILY 2589.60 462.40 2127.20

PPO $60 EMPLOYEE ONLY 898.80 0.00 898.80

EE + 1 1786.80 462.40 1324.40

FAMILY 2323.20 462.40 1860.80

EPO SOUTHERN CA EMPLOYEE ONLY 804.00 0.00 804.00

EE + 1 1600.80 462.40 1138.40

FAMILY 2078.40 462.40 1616.00

DENTAL EMPLOYEE ONLY 59.00 0.00 59.00

EE + 1 107.00 0.00 107.00

FAMILY 176.00 0.00 176.00

VISION EMPLOYEE ONLY 12.00 0.00 12.00

EE + 1 20.00 0.00 20.00

FAMILY 35.00 0.00 35.00

*PLEASE NOTE EMPLOYEE COST MAY VARY DUE TO ROUNDING

RATES SUBJECT TO CHANGE ANNUALLY

 PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
CERTIFICATED - 10 MONTH

2021 HEALTH, DENTAL, & VISION RATES
 PAYROLL CHANGE EFF 12/23/20 PREMIUMS EFF 01/01/2021-12/31/21

COVERAGE 
OPTIONS

2020 MONTHLY            
PREMIUM

DISTRICT MONTHLY 
CONTRIBUTION

EMPLOYEE         
MONTHLY COST



COST BASED OFF 6,225.36$        
DISRICT YEARLY 

CONTRIBUTION EE ONLY 11 PAY PERIODS    FTE 1

COST BASED OFF 6,501.36$        

DISTRICT YEARLY 

CONTRIBUTION                          

EE+1 & FAMILY 11 PAY PERIODS    FTE 1

PLAN

PPO $25 EMPLOYEE ONLY 1124.73 565.94 558.79

EE + 1 2244.00 591.03 1652.97

FAMILY 2914.91 591.03 2323.88

PPO $30 EMPLOYEE ONLY 1021.09 518.78 502.31

EE + 1 2036.73 591.03 1445.69

FAMILY 2646.55 591.03 2055.51

PPO $40 EMPLOYEE ONLY 967.64 518.78 448.86

EE + 1 1930.91 591.03 1339.88

FAMILY 2506.91 591.03 1915.88

PPO $50 EMPLOYEE ONLY 907.64 518.78 388.86

EE + 1 1812.00 591.03 1220.97

FAMILY 2354.18 591.03 1763.15

PPO $60 EMPLOYEE ONLY 817.09 518.78 298.31

EE + 1 1624.36 591.03 1033.33

FAMILY 2112.00 591.03 1520.97

EPO SOUTHERN CA EMPLOYEE ONLY 730.91 518.78 212.13

EE + 1 1455.27 591.03 864.24

FAMILY 1889.45 591.03 1298.42

DENTAL EMPLOYEE ONLY 59.00 0.00 59.00

EE + 1 107.00 0.00 107.00

FAMILY 176.00 0.00 176.00

VISION EMPLOYEE ONLY 12.00 0.00 12.00

EE + 1 20.00 0.00 20.00

FAMILY 35.00 0.00 35.00

*PLEASE NOTE EMPLOYEE COST MAY VARY DUE TO ROUNDING

RATES SUBJECT TO CHANGE ANNUALLY

 PACIFIC GROVE UNIFIED SCHOOL DISTRICT 

CLASSIFIED - 11 MONTH

2021 HEALTH, DENTAL, & VISION RATES

 PAYROLL CHANGE EFF 12/23/20 PREMIUMS EFF 01/01/2021-12/31/21

COVERAGE 

OPTIONS

2020 MONTHLY                        

PREMIUM

DISTRICT MONTHLY 

CONTRIBUTION

EMPLOYEE                      

MONTHLY COST



COST BASED OFF 6,225.36$        
DISRICT YEARLY 

CONTRIBUTION EE ONLY 12 PAY PERIODS    FTE 1

COST BASED OFF 6,501.36$        

DISTRICT YEARLY 
CONTRIBUTION               
EE+1 & FAMILY 12 PAY PERIODS    FTE 1

PLAN

PPO $25 EMPLOYEE ONLY 1031.00 518.78 512.22

EE + 1 2057.00 541.78 1515.22

FAMILY 2672.00 541.78 2130.22

PPO $30 EMPLOYEE ONLY 936.00 518.78 417.22

EE + 1 1867.00 541.78 1325.22

FAMILY 2426.00 541.78 1884.22

PPO $40 EMPLOYEE ONLY 887.00 518.78 368.22

EE + 1 1770.00 541.78 1228.22

FAMILY 2298.00 541.78 1756.22

PPO $50 EMPLOYEE ONLY 832.00 518.78 313.22

EE + 1 1661.00 541.78 1119.22

FAMILY 2158.00 541.78 1616.22

PPO $60 EMPLOYEE ONLY 749.00 518.78 230.22

EE + 1 1489.00 541.78 947.22

FAMILY 1936.00 541.78 1394.22

EPO SOUTHERN CA EMPLOYEE ONLY 670.00 518.78 151.22

EE + 1 1334.00 541.78 792.22

FAMILY 1732.00 541.78 1190.22

DENTAL EMPLOYEE ONLY 59.00 0.00 59.00

EE + 1 107.00 0.00 107.00

FAMILY 176.00 0.00 176.00

VISION EMPLOYEE ONLY 12.00 0.00 12.00

EE + 1 20.00 0.00 20.00

FAMILY 35.00 0.00 35.00

*PLEASE NOTE EMPLOYEE COST MAY VARY DUE TO ROUNDING

RATES SUBJECT TO CHANGE ANNUALLY

 PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
CLASSIFIED - 12 MONTH

2021 HEALTH, DENTAL, & VISION RATES
 PAYROLL CHANGE EFF 12/23/20 PREMIUMS EFF 01/01/2021-12/31/21

COVERAGE 
OPTIONS

2020 MONTHLY            
PREMIUM

DISTRICT MONTHLY 
CONTRIBUTION

EMPLOYEE         
MONTHLY COST



COST BASED OFF -$                 
DISRICT YEARLY 

CONTRIBUTION EE ONLY 12 PAY PERIODS    FTE 1

COST BASED OFF 4,624.00$        

DISTRICT YEARLY 

CONTRIBUTION                          

EE+1 & FAMILY 12 PAY PERIODS    FTE 1

PLAN

PPO $25 EMPLOYEE ONLY 1031.00 0.00 1031.00

EE + 1 2057.00 385.33 1671.67

FAMILY 2672.00 385.33 2286.67

PPO $30 EMPLOYEE ONLY 936.00 0.00 936.00

EE + 1 1867.00 385.33 1481.67

FAMILY 2426.00 385.33 2040.67

PPO $40 EMPLOYEE ONLY 887.00 0.00 887.00

EE + 1 1770.00 385.33 1384.67

FAMILY 2298.00 385.33 1912.67

PPO $50 EMPLOYEE ONLY 832.00 0.00 832.00

EE + 1 1661.00 385.33 1275.67

FAMILY 2158.00 385.33 1772.67

PPO $60 EMPLOYEE ONLY 749.00 0.00 749.00

EE + 1 1489.00 385.33 1103.67

FAMILY 1936.00 385.33 1550.67

EPO SOUTHERN CA EMPLOYEE ONLY 670.00 0.00 670.00

EE + 1 1334.00 385.33 948.67

FAMILY 1732.00 385.33 1346.67

DENTAL EMPLOYEE ONLY 59.00 0.00 59.00

EE + 1 107.00 0.00 107.00

FAMILY 176.00 0.00 176.00

VISION EMPLOYEE ONLY 12.00 0.00 12.00

EE + 1 20.00 0.00 20.00

FAMILY 35.00 0.00 35.00

*PLEASE NOTE EMPLOYEE COST MAY VARY DUE TO ROUNDING

RATES SUBJECT TO CHANGE ANNUALLY

 PACIFIC GROVE UNIFIED SCHOOL DISTRICT 

CERTIFICATED - 12 MONTH

2021 HEALTH, DENTAL, & VISION RATES

 PAYROLL CHANGE EFF 12/23/20 PREMIUMS EFF 01/01/2021-12/31/21

COVERAGE 

OPTIONS

2020 MONTHLY                        

PREMIUM

DISTRICT MONTHLY 

CONTRIBUTION

EMPLOYEE                      

MONTHLY COST





























 

The Pacific Grove Unified School District does not discriminate against on the basis of sex, sexual orientation, gender, gender identity, gender 
expression, pregnancy, race, ancestry, national origin, religion, color, mental or physical disability, medical condition, genetic information, marital 

status, age, and military and veteran status. 

 

 

 

 

 

 

 

 

Electronic District Forms 

 
 

 

• Special Assignment Time Sheet  

o This form is to be submitted electronically and can be found at the pgusd.org under 

staff – staff forms – District Forms. Paper submission are no longer accepted. 

 

• Request for off campus activity (Hyperlink will be added soon) 

o This form is to be submitted electronically and can be found at pgusd.org under staff 

– staff forms – district forms. Paper submission are no longer accepted. 

 

• Request to attend Conference/Training/Meeting 

o This form is to be submitted electronically and can be found at pgusd.org under staff 

– staff forms – district forms. Paper submission are no longer accepted. 

 

• Request for use of School Facilities Form 

 

 

 

 

 

 

PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
435 Hillcrest Avenue     Pacific Grove, CA  93950 

Ralph Gomez Porras 
Superintendent 
(831) 646-6520 
Fax (831) 646-6500 
rporras@pgusd.org 

Song Chin-Bendib 
Assistant Superintendent 
Business Services 
(831) 646-6509 Fax (831) 646-6582 
schinbendib@pgusd.org www.pgusd.org 



CLASSIFIED TIMESHEET 

Pacific Grove Unified School District 

  CLASSIFIED PAYROLL TIME SHEET 
WORK PERFORMED: 

Name of Employee:____________________________ Sub for Emp: (name of employee that is out)

Month:  /  Year:
Last 4 of SS# School or Department: 

Date IN OUT TOTAL Work Performed Date IN OUT TOTAL Work Performed 

1 16 
2 17 
3 18 
4 19 
5 20 
6 21 
7 22 
8 23 
9 24 
10 25 
11 26 
12 27 
13 28 
14 29 
15 30 

   31 
COLUMN TOTAL COLUMN TOTAL 

FINAL TOTAL 
Pay cycle: 16th of the month to the 15th of the following month.  SITE/DEPT DEADLINE: 16-31 DUE ON THE FIRST, BY 10 A.M., 1-15 DUE ON THE 16TH BY 
10 AM.. All hourly, daily, or Other Work Pay must be approved by the District Payroll Office before payment can be made.  

Fund Resource Year Goal Funct. Object Sub-Obj Site Program Mgmt Straight OT HRS  Payroll USE 

EMPLOYEE SIGNATURE DATE  SUPERVISOR SIGNATURE      DATE

CLASSIFIED TIMESHEET 

OT



CERTIFICATED TIMESHEET 

 Pacific Grove Unified School District
 CERTIFICATED PAYROLL TIME SHEET 

WORK PERFORMED: 

Name of Employee:____________________________ Sub for Emp: (name of employee that is out)

Month:  /  Year:
Last 4 of SS# School or Department: 

Date IN OUT TOTAL Work Performed Date IN OUT TOTAL Work Performed 

1 16 
2 17 
3 18 
4 19 
5 20 
6 21 
7 22 
8 23 
9 24 
10 25 
11 26 
12 27 
13 28 
14 29 
15 30 

       31 
COLUMN TOTAL COLUMN TOTAL 

FINAL TOTAL 
Pay cycle: 16th of the month to the 15th of the following month.  SITE/DEPT DEADLINE: 16-31 DUE ON THE FIRST, BY 10 A.M., 1-15 DUE ON THE 16TH BY 
10 AM.. All hourly, daily, or Other Work Pay must be approved by the District Payroll Office before payment can be made.  

Fund Resource Year Goal Funct. Object Sub-Obj Site Program Mgmt Straight OT HRS  Payroll USE  

EMPLOYEE SIGNATURE DATE  SUPERVISOR SIGNATURE    DATE

CERTIFICATED TIMESHEET







Appendix F 
 

PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
 

CLASSIFIED ABSENCE REPORT  
 
 

Employee:  Date(s) Absent:  
   
School or Work Center:  

 
 
 

CHECK REASON FOR ABSENCE AND EXPLAIN IN SPACE PROVIDED: 
 
 
 

 Sick Leave  Personal Necessity Leave 
    
 Industrial Accident or Illness Leave  Childbirth Leave 
    
 Bereavement Leave  Child Rearing Leave 
    
 Jury Duty or Witness Leave  Vacation Leave 
    
 Absence for Promotional Examination  Military Leave 
    
 Leave of Absence without Pay  Voting Leave 
    
 Leave of Absence for Study or Retraining  Other   

 
 
 

  
 I certify that during my absence I was ill or 

injured and unable to work. 
 

 Attached is a doctor’s verification of illness. Approved    Disapproved  
 I certify that I have not consulted a physician 

but was treated by someone in a religious sect. 
 

 
 
 
 

   
Employee’s Signature Date  Supervisor’s Signature Date
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REQUEST FOR  

PERSONAL NECESSITY LEAVE 
or 

VACATION LEAVE 
 
To:  Superintendent (site principal) or designee. 
 
From:  ____________________________________________                                                                             (Employee) 
 

 
 
PERSONAL NECESSITY LEAVE is requested on                     (date/dates) 
for the following reason or purpose:  (Seven days per school year limit) 
 
A.  _____                                                                                                                                

 
                                                                                                                                                              
 

B.   _____   I have contacted the Superintendent or his/her designee for confidential  
     reasons. 

It is not possible for me to accomplish the above during non‐working hours.  I 
understand that approval of this request will result in an equivalent reduction of my 
accumulated sick leave benefits. 
                                    
                    Signature of Employee 
 
VACATION LEAVE is requested on                                                    _____         (date/dates) 

 
                                                                                    
                                                             Signature of Employee 
 
 
 
 
 
To:               
 
From:  Immediate Supervisor   
 

Your request is:        Approved      Disapproved   
 
 
                           
                       Signature of Superintendent or Designee 
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REQUEST FOR FLEX TIME 

 

 

 
I _________________________ hereby request the flexing of my time, in accordance 

with Article IV F of the CSEA contract. 

 

 

The time I request to work beyond my normal schedule is as follows: 

______________________   _____________________ 

Identify Date(s)    Identify Time(s) 

 

 

 

The time I request to take off through use of the above noted time is as follows: 

 

______________________   _____________________ 

Identify Date(s)    Identify Time(s) 

 

 

 

 

 

 

_____________________________  _______________________________   

Employee Please Print   Employee Signature  Date 

 

 

 Approved    

 Not approved 

    

 

_____________________________  _______________________________   

Supervisor        Date 

   

 

 

 

 

 

 
Ref: Flex Time Request  



Office Use Only 

 

      

         

     

 

Pacific Grove Unified School District 
 

Personal Information Change Form 
 

 

 

Please submit ALL name/address/phone changes on this form to Human Resources 
 

 

Date: ______________________________ 

 

Name: ______________________________ _____________________________ 

  Last      First 

 

 

 

    Name Change:  (Must include copy of new Social Security Card) 

 

    New Name: ______________________ _____________________________ 

   Last     First 

 

 

 

    Address Change: 

 

 New Physical Address   New Mailing Address: 

 

 ______________________________ _____________________________ 

 

 ______________________________ _____________________________ 

 

 ______________________________ _____________________________ 

 

 

 

    Telephone Number Change: 

 

    New Phone Number:  ________________________________ 

     

 

If you have district insurance you will ALSO need to fill out a 

change form for MCSIG (the form is located in the staff forms on 

our web site) 

Please let your union president know so they can update your 

information with your union. 

 

 

_______________________________________________________ 

  Employee Signature 

 

 

 

 

           Payroll   MCSIG     STRS       Additional Benefits 

  

            Personnel/Escape CSEA/CTA   PERS  



TIME OF HIRE PAMPHLET 
 
This pamphlet, or a similar one that has been approved by the Administrative Director, must be 
given to all newly hired employees in the State of California. Employers and claims 
administrators may use the content of this document and put their logos and additional 
information on it. The content of this pamphlet applies to all industrial injuries that occur on or 
after January 1, 2013. 
 

WHAT IS WORKERS’ COMPENSATION? 
 
If you get hurt on the job, your employer is required by law to pay for workers’ compensation 
benefits. You could get hurt by: 
 
One event at work. Examples: hurting your back in a fall, getting burned by a chemical that 
splashes on your skin, getting hurt in a car accident while making deliveries. 

—or— 
Repeated exposures at work. Examples: hurting your wrist from using vibrating tools, losing 
your hearing because of constant loud noise. 

—or— 
Workplace crime. Examples: you get hurt in a store robbery, physically attacked by an unhappy 
customer. 
 

Discrimination is illegal 
 
It is illegal under Labor Code section 132a for your employer to punish or fire you because you:  
       ● File a workers’ compensation claim 
 ● Intend to file a workers’ compensation claim 
 ● Settle a workers’ compensation claim 
 ● Testify or intend to testify for another injured worker. 
 
If it is found that your employer discriminated against you, he or she may be ordered to return 
you to your job. Your employer may also be made to pay for lost wages, increased workers’ 
compensation benefits, and costs and expenses set by state law. 
 
 

WHAT ARE THE BENEFITS? 
 

• Medical care: Paid for by your employer to help you recover from an injury or illness 
caused by work. Doctor visits, hospital services, physical therapy, lab tests and x-rays are 
some of the medical services that may be provided. These services should be necessary to 
treat your injury. There are limits on some services such as physical and occupational 
therapy and chiropractic care.   

 
 

July 2014     



• Temporary disability benefits: Payments if you lose wages because your injury 
prevents you from doing your usual job while recovering. The amount you may get is up 
to two-thirds of your wages. There are minimum and maximum payment limits set by 
state law. You will be paid every two weeks if you are eligible. For most injuries, 
payments may not exceed 104 weeks within five years from your date of injury. 
Temporary disability (TD) stops when you return to work, or when the doctor releases 
you for work, or says your injury has improved as much as it’s going to. 

 
• Permanent disability benefits: Payments if you don’t recover completely. You will be 

paid every two weeks if you are eligible. There are minimum and maximum weekly 
payment rates established by state law.  The amount of payment is based on: 

 
o Your doctor’s medical reports 
o Your age 
o Your occupation  

 
• Supplemental job displacement benefits: This is a voucher for up to $6,000 that you 

can use for retraining or skill enhancement at an approved school, books, tools, licenses 
or certification fees, or other resources to help you find a new job. You are eligible for 
this voucher if: 

 
o You have a permanent disability. 
o Your employer does not offer regular, modified, or alternative work, within 60 

days after the claims administrator receives a doctor’s report saying you have 
made a maximum medical recovery. 
 

• Death benefits: Payments to your spouse, children or other dependents if you die from a 
job injury or illness. The amount of payment is based on the number of dependents. The 
benefit is paid every two weeks at a rate of at least $224 per week. In addition, workers’ 
compensation provides a burial allowance.    

 
OTHER BENEFITS 

 
You may file a claim with the Employment Development Department (EDD) to get state 
disability benefits when workers’ compensation benefits are delayed, denied, or have ended.   
There are time restrictions so for more information contact the local office of EDD or go to their 
web site www.edd.ca.gov. 
 
If your injury results in a permanent disability (PD) and the state determines that your PD benefit 
is disproportionately low compared to your earning loss, you may qualify for additional money 
from the Department of Industrial Relation’s special earnings loss supplement program also 
known as the return to work program.  If you have questions or think you qualify, contact the 
Information & Assistance Unit by going to www.dwc.ca.gov and looking under “Workers’ 
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Compensation programs and units” for the “Information & Assistance Unit” link or visit the DIR 
web site at www.dir.ca.gov. 
 

Workers’ compensation fraud is a crime 
Any person who makes or causes to be made any knowingly false statement in order to obtain or 
deny workers’ compensation benefits or payments is guilty of a felony. If convicted, the person 
will have to pay fines up to $150,000 and/or serve up to five years in jail.   
 

WHAT SHOULD I DO IF I HAVE AN INJURY? 
 
Report your injury to your employer   
Tell your supervisor right away no matter how slight the injury may be. Don’t delay – there are 
time limits. You could lose your right to benefits if your employer does not learn of your injury 
within 30 days. If your injury or illness is one that develops over time, report it as soon as you 
learn it was caused by your job.   
 
If you cannot report to the employer or don’t hear from the claims administrator after you have 
reported your injury, contact the claims administrator yourself.  
 

Workers’ compensation insurance company or if employer is self-
insured, person responsible for handling the claim is: 
 
 
              __________________________________________________ 
 
Address: ___________________________________________________ 
 
Phone:  ____________________________________________________. 

You may be able to find the name of your employer’s workers’ compensation insurer at 
www.caworkcompcoverage.com.   If no coverage exists or coverage has expired, contact the 
Division of Labor Standards Enforcement at www.dir.ca.gov/DLSE as all employees must be 
covered by law. 
 
Get emergency treatment if needed 
If it’s a medical emergency, go to an emergency room right away. Tell the medical provider who 
treats you that your injury is job related. Your employer may tell you where to go for follow up 
treatment. 
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Emergency telephone number: Call 911 for an ambulance, fire department 
or police. For non-emergency medical care, contact your employer, the 
workers’ compensation claims administrator or go to this facility: 
 
_________________________________________________________. 
 

 
Fill out DWC 1 claim form and give it to your employer  
Your employer must give you a DWC 1 claim form within one working day after learning about 
your injury or illness. Complete the employee portion, sign and give it back to your employer.  
Your employer will then file your claim with the claims administrator. Your employer must 
authorize treatment within one working day of receiving the DWC 1 claim form.   
 
If the injury is from repeated exposures, you have one year from when you realized your injury 
was job related to file a claim.   
 
In either case, you may receive up to $10,000 in employer-paid medical care until your claim is 
either accepted or denied. The claims administrator has up to 90 days to decide whether to accept 
or deny your claim. Otherwise your case is presumed payable.  

Your employer or the claims administrator will send you “benefit notices” that will advise you of 
the status of your claim. 
 

MORE ABOUT MEDICAL CARE 
 

What is a Primary Treating Physician (PTP)? 
This is the doctor with overall responsibility for treating your injury or illness. He or she may be: 

• The doctor you name in writing before you get hurt on the job 
• A doctor from the medical provider network (MPN) 
• The doctor chosen by your employer during the first 30 days of injury if your employer 

does not have an MPN or 
• The doctor you chose after the first 30 days if your employer does not have an MPN.  

 
What is a Medical Provider Network (MPN)? 
An MPN is a select group of health care providers who treat injured workers. Check with your 
employer to see if they are using an MPN. 

If you have not named a doctor before you get hurt and your employer is using an MPN, you will 
see an MPN doctor. After your first visit, you are free to choose another doctor from the MPN 
list.  

What is Predesignation? 
Predesignation is when you name your regular doctor to treat you if you get hurt on the job. The 
doctor must be a medical doctor (M.D.), doctor of osteopathic medicine (D.O.) or a medical 
group with an M.D. or D.O. You must name your doctor in writing before you get hurt or 
become ill.   
July 2014     
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You may predesignate a doctor if you have health care coverage for non-work injuries and 
illnesses. The doctor must have: 

• Treated you  
• Maintained your medical history and records before your injury and  
• Agreed to treat you for a work-related injury or illness before you get hurt or become ill.   

 
You may use the “predesignation of personal physician” form included with this pamphlet. After 
you fill in the form, be sure to give it to your employer. 
 
If your employer does not have an approved MPN, you may name your chiropractor or 
acupuncturist to treat you for work related injuries. The notice of personal chiropractor or 
acupuncturist must be in writing before you get hurt. You may use the form included in this 
pamphlet. After you fill in the form, be sure to give it to your employer.  
 
With some exceptions, state law does not allow a chiropractor to continue as your treating 
physician after 24 visits. Once you have received 24 chiropractic visits, if you still require 
medical treatment, you will have to select a new physician who is not a chiropractor. The term 
“chiropractic visit” means any chiropractic office visit, regardless of whether the services 
performed involve chiropractic manipulation or are limited to evaluation and management. 
 
Exceptions to the prohibition on a chiropractor continuing as your treating physician after 24 
visits include postsurgical physical medicine visits prescribed by the surgeon, or physician 
designated by the surgeon, under the postsurgical component of the Division of Workers’ 
Compensation’s Medical Treatment Utilization Schedule, or if your employer has authorized 
additional visits in writing.  
 

WHAT IF THERE IS A PROBLEM? 

If you have a concern, speak up. Talk to your employer or the claims administrator handling your 
claim and try to solve the problem. If this doesn’t work, get help by trying the following: 

Contact the Division of Workers’ Compensation (DWC) Information and Assistance (I&A) Unit 
All 24 DWC offices throughout the state provide information and assistance on rights, benefits and 
obligations under California's workers' compensation laws. I&A officers help resolve disputes 
without formal proceedings. Their goal is to get you full and timely benefits. Their services are 
free.   

To contact the nearest I&A Unit, go to www.dwc.ca.gov and under “Workers’ Compensation 
programs and units”, click on “Information & Assistance Unit.” At this site you will find fact 
sheets, guides and information to help you. 

The nearest I&A Unit is located at:  

Address:            

Phone number: ________________________________________________. 
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Consult with an attorney 
Most attorneys offer one free consultation. If you decide to hire an attorney, his or her fees may 
be taken out of some of your benefits. For names of workers’ compensation attorneys, call the 
State Bar of California at (415) 538-2120 or go to their website at www.californiaspecialist.org. 
You may get a list of attorneys from your local I&A Unit or look in the yellow pages. 
 

Warning 
Your employer may not pay workers’ compensation benefits if you get hurt in a voluntary off-
duty recreational, social or athletic activity that is not part of your work-related duties. 

 

Additional rights 
You may also have other rights under the Americans with Disabilities Act (ADA) or the Fair 
Employment and Housing Act (FEHA). For additional information, contact FEHA at (800) 884-
1684 or the Equal Employment Opportunity Commission (EEOC) at (800) 669-4000. 
 
The information contained in this pamphlet conforms to the informational requirements found in Labor Code 
sections 3551 and 3553 and California Code of Regulation, Title 8, sections 9880 and 9883. This document is 
approved by the Division of Workers’ Compensation administrative director. 
 
Revised 6/17/14 and effective for dates of injuries on or after 1/1/13 
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PREDESIGNATION OF PERSONAL PHYSICIAN 

In the event you sustain an injury or illness related to your employment, you may be treated for such injury or illness 
by your personal medical doctor (M.D.), doctor of osteopathic medicine (D.O.) or medical group if: 
 

• on the date of your work injury you have health care coverage for injuries or illnesses that are not work 
related; 

• the doctor is your regular physician, who shall be either a physician who has limited his or her practice of 
medicine to general practice or who is a board-certified or board-eligible internist, pediatrician, 
obstetrician-gynecologist, or family practitioner, and has previously directed your medical treatment, and 
retains your medical records; 

• your “personal physician” may be a medical group if it is a single corporation or partnership composed of 
licensed doctors of medicine or osteopathy, which operates an integrated multispecialty medical group 
providing comprehensive medical services predominantly for nonoccupational illnesses and injuries; 

• prior to the injury your doctor agrees to treat you for work injuries or illnesses; 
• prior to the injury you provided your employer the following in writing: (1) notice that you want your 

personal doctor to treat you for a work-related injury or illness, and (2) your personal doctor's name and 
business address.  
 

You may use this form to notify your employer if you wish to have your personal medical doctor or a doctor of 
osteopathic medicine treat you for a work-related injury or illness and the above requirements are met. 

 
NOTICE OF PREDESIGNATION OF PERSONAL PHYSICIAN  

Employee: Complete this section. 
 
To: ____________________________ (name of employer) If I have a work-related injury or illness, I choose to be 
treated by: 
_____________________________________________________________________________________________ 
 (name of doctor)(M.D., D.O., or medical group) 
____________________________________________________________________(street address, city, state, ZIP) 
 
__________________________________________________(telephone number) 
 
Employee Name (please print): 
_____________________________________________________________________________________________ 
 
Employee's Address: 
_____________________________________________________________________________________________ 
 
Name of Insurance Company, Plan, or Fund providing health coverage for nonoccupational injuries or illnesses: 
 
                            
 
Employee's Signature ________________________________Date: __________ 
 
Physician: I agree to this Predesignation: 
 
Signature: _________________ ___________________________Date: __________ 
(Physician or Designated Employee of the Physician or Medical Group) 
 
The physician is not required to sign this form, however, if the physician or designated employee of the physician or 
medical group does not sign, other documentation of the physician's agreement to be predesignated will be required 
pursuant to Title 8, California Code of Regulations, section 9780.1(a)(3).  
 

 
 
 

July 2014     



§ 9783.1. DWC Form 9783.1 Notice of Personal Chiropractor or Personal Acupuncturist. 

NOTICE OF PERSONAL CHIROPRACTOR OR PERSONAL ACUPUNCTURIST  
 
If your employer or your employer's insurer does not have a Medical Provider Network, you may be able to change 
your treating physician to your personal chiropractor or acupuncturist following a work-related injury or illness. In 
order to be eligible to make this change, you must give your employer the name and business address of a personal 
chiropractor or acupuncturist in writing prior to the injury or illness. Your claims administrator generally has the 
right to select your treating physician within the first 30 days after your employer knows of your injury or illness. 
After your claims administrator has initiated your treatment with another doctor during this period, you may then, 
upon request, have your treatment transferred to your personal chiropractor or acupuncturist. 
 
NOTE: If your date of injury is January 1, 2004 or later, a chiropractor cannot be your treating physician after you 
have received 24 chiropractic visits unless your employer has authorized additional visits in writing. The term 
“chiropractic visit” means any chiropractic office visit, regardless of whether the services performed involve 
chiropractic manipulation or are limited to evaluation and management. Once you have received 24 chiropractic 
visits, if you still require medical treatment, you will have to select a new physician who is not a chiropractor. This 
prohibition shall not apply to visits for postsurgical physical medicine visits prescribed by the surgeon, or physician 
designated by the surgeon, under the postsurgical component of the Division of Workers’ Compensation’s Medical 
Treatment Utilization Schedule. 
 
You may use this form to notify your employer of your personal chiropractor or acupuncturist. 
 
Your Chiropractor or Acupuncturist's Information: 
 
__________________________________________________________________________________________ 
 (name of chiropractor or acupuncturist) 
 
__________________________________________________________________________________________ 
 (street address, city, state, zip code) 
 
__________________________________________________________________________________________ 
 (telephone number) 
 
Employee Name (please print): 
 
__________________________________________________________________________________________ 
 
Employee's Address: 
 
__________________________________________________________________________________________ 
 
 
 
Employee's Signature ___________________________ Date: _________ 
 
 
 
 

July 2014     





 

 

 

 

CURRICULUM FORM 

 

 

 



2021/2022 Textbook Order Form   School:    Grade:   Subject: 

• Please fill out COMPLETELY

• Return to LESLIE TERNULLO:
Curriculum Office or SARA
BIRKETT: SPED Office at the DO.

• Attach additional pages as needed

Date: 

Publisher: 

Publisher Address: 

Publisher Phone: 

Publisher Fax: 

Publisher Rep/Any other info: 

Name of Text/Workbook Grade 

Level 

Date 

Published 

ISBN or Item 

Number 

Quantity Price Total 

Cost 

Person Submitting Order (please print): Subtotal: 

Department Chair Signature: Tax (8.25%): 

Principal’s Signature: Shipping (10%): 

Curriculum Signature: TOTAL: 



 

 

 

DISTRICT FORMS / 

SAMPLES AND 

INSTRUCTIONS 

 

 

 



Food Service 
Field Trip Form 

 

 

Please complete and fax  
no later than  

 

7 SCHOOL DAYS BEFORE THE TRIP 
 

Teacher’s Name                School Site 
 

__________________            _____________ 
 

Day and Date of Trip 
 

_______________________________ 
 

Destination 
 

________________________________ 
 

Time of Departure 

 
________________________________ 

 

Number of students requesting a sack lunch ___________ 

Lunches will be delivered to the office on the day of the field trip. 
Please return cooler box to cafeteria when you return to school. 

 
 

STUDENT NAME STUDENT NAME STUDENT NAME 
1 
 

7 13 

2 
 

8 14 

3 
 

9 15 

4 
 

10 16 

5 
 

11 17 

6 
 

12 18 

 
Please fax to: 

Stephanie Lip, School Nutrition Director 

Fax: 646-6500 
Phone: 646-6521 
slip@pgusd.org 

 
**It is required by the State Government under the National School Lunch Program  
that we provide meals for needy students even when students are not on campus. 

 

mailto:slip@pgusd.org


 

The Pacific Grove Unified School District does not discriminate against on the basis of sex, sexual orientation, gender, gender identity, gender 
expression, pregnancy, race, ancestry, national origin, religion, color, mental or physical disability, medical condition, genetic information, marital 

status, age, and military and veteran status. 

 

 

 

 

 

 

 

 

Electronic District Forms 

 
 

 

• Special Assignment Time Sheet  

o This form is to be submitted electronically and can be found at the pgusd.org under 

staff – staff forms – District Forms. Paper submission are no longer accepted. 

 

• Request for off campus activity (Hyperlink will be added soon) 

o This form is to be submitted electronically and can be found at pgusd.org under staff 

– staff forms – district forms. Paper submission are no longer accepted. 

 

• Request to attend Conference/Training/Meeting 

o This form is to be submitted electronically and can be found at pgusd.org under staff 

– staff forms – district forms. Paper submission are no longer accepted. 

 

• Request for use of School Facilities Form 

 

 

 

 

 

 

PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
435 Hillcrest Avenue     Pacific Grove, CA  93950 

Ralph Gomez Porras 
Superintendent 
(831) 646-6520 
Fax (831) 646-6500 
rporras@pgusd.org 

Song Chin-Bendib 
Assistant Superintendent 
Business Services 
(831) 646-6509 Fax (831) 646-6582 
schinbendib@pgusd.org www.pgusd.org 

https://app.informedk12.com/link_campaigns/special-assignment-timesheet-electronic-form?token=ssAG5heHj5GC2jgP97X3C11N
https://app.informedk12.com/link_campaigns/rta-2020-2021-electronic-form?token=oivenYUD4tLUGgvtn2GbKQmg
file:///C:/Users/HR_Clerk/Desktop/Angela%20Desktop/New%20folder/facilitron.com/pgusd93950


PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
School:__________________________________ 

PURCHASE REQUISITION – PRE AUTHORIZATION  
 
Your Name:____________________________________________ Date____________ 
 
Dept./Fund to Charge ____________________________________ 

 

                                           Select One Below 
OFFICE, PREPARE A 
PURCHASE ORDER _________    

I WILL SELF-PURCHASE AND  
SUBMIT FOR REIMBURSEMENT _________ 

Is this for Curriculum software from Measure A? Yes_______    No_______  
If yes, requires Curriculum Director approval prior to purchase 
 
Vendor Name:  _______________________________________________________________ 
Address:  ___________________________                email: ____________________________ 
City: ____________________________      State ___________________ Zip: _____________ 
Telephone: _______________________     Fax: ______________________________________          
 
Page# Quantity Unit Catalog No. Item Description Price Extension 

       

       

       

       

       

       

       

       

       

       

       

       

       

       

            Subtotal: ______________ 
Sales Tax 8.75%_________ 

Shipping 12%min. __________ 
Total __________________ 

 
______________________________________   Date______________________________  
Approved by Principal: 
 
______________________________________   Date______________________________ 
Director of Curriculum  (only required for curriculum software from Measure A) 



Updated 10/29/19 
 

Vendor #    

 

PACIFIC GROVE UNIFIED SCHOOL DISTRICT 

REQUEST FOR REIMBURSEMENT 

 
Purchases using the reimbursement procedure are discouraged and are conducted at the employee’s own risk.  The district is 

not committed to reimburse an employee unless prior authorization has been obtained. (Board Regulation #3310) 

 

Name:                     Date:               

Type of expense:            School/Dept.         

(Specify:  conference, travel, instructional supplies, admin. supplies, etc.) 

 

Directions:  Be specific.  NOTE THAT FIRST AND LAST DAY MEALS ARE REIMBURSABLE 

AT 75%.  If expense is for mileage specify from…to… in Location column and attach a mileage map 

printout from your site to event venue.  Each trip should be listed separately.  All expenditures must be 

accompanied by the ORIGINAL ITEMIZED RECEIPT. 
 

Date Incurred Location Type of Expense Purpose of Expense Receipt 

Attached 

Reimbursable 

          Amount * 

      

      

      

      

      

      

      

      

      

      

 

 

 

               Total  Reimbursement  
Signature of Person Claiming Expense Reimbursement 

 Accounts to be charged: 

 

    

Principal or Supervisor 

    

  

Business Office Authorization   

 

* Per Board Policy 

 

NOTE:  This form will not be honored unless it is signed by the principal or program 

administrator. 

 

 

 



Updated 10/29/19 
 

 
EXPENSE REIMBURSEMENT WORKSHEET 

 

1. Meals Reimbursement –  Actual and Necessary: Original receipts must be attached.   

All meal expenses, including tips up to 15%, cannot exceed the per diem rate as shown in the chart below.  

First and last days are reimbursed at 75% of the total rate as shown in the chart below. 

Out of state meal expenses will be reimbursed at the PGUSD rate as shown in the chart below. 
 

 

Date Breakfast Lunch Dinner Total 

     

     

     

     

     

     

     

 

2. Lodging – Receipts must be attached for reimbursement 

 

_________ days at $______________ per day Total  $ _________________ 

 

3. Travel *  Evidence of mileage shall be attached (i.e. Mapquest or Google maps printout reflecting mileage from 

the employee’s school site to the event venue, not from the employee’s residence) 

In all reimbursement for travel, the maximum amount allowed shall be equal to the cost of travel by ordinary air 

fare.  

PGUSD BP#4033, PGUSD Reg#4033, PGUSD BP#3350, PGUSD Reg#3350. Ed Codes 44032 and 44033 

 

___ Airplane* $   

___ Car*  ______ miles @ $____ per mile $   

___Other*   $_________________ 

 

NOTE: The following items are EXCLUDED from authorized expenses and must not be included in this 

claim:  Alcoholic beverages, personal services, Internet connections for personal use, entertainment, gifts, 

mileage cost in excess of coach air fare, expenses for non-employees. 

 

Chart for Calculating Per Diem Rates  

 Inyo Imperial, 

Stanislaus, 

Yolo 

Madera, Marin, 

Santa Clara 

Alameda, 

Fresno, 

Sacramento, 

San Mateo, 

Sonoma 

Napa, San Luis, 

Santa Barbara, 

Santa Cruz 

Los Angeles, Monterey, 

Orange, Riverside, San 

Diego, San  Francisco, 

Ventura 

PGUSD Rate (no incidentals) $59.00 $59.00 $69.00 $64.00 $69.00 $69.00 

Breakfast    15.00      15.00 17.00 16.00 17.00 17.00 

Lunch 16.00 16.00 18.00 17.00 18.00 18.00 

Dinner 28.00 28.00 34.00 31.00 34.00 34.00 

First/Last Days – 75% $44.25 $44.25 $51.75 $48.00 $51.75 $51.75 

 



 

 

 

BOARD POLICY AND / OR 

REGULATIONS 

 

 



Pacific Gro ve  Un ifie d  Sch o o l District  

    

St u d en t s   Po licy  # 5 0 3 0  

 

STUDENT WELLNESS 

 

 

Pa ge  1  o f 3   Ad o p t ed  6 / 2 0 0 6  

All Righ t s Rese r v ed  b y  PGUSD.  REVISED Ju n e  8 , 2 0 1 7  

Pacific Grove Unified School District has the responsibility to ensure that our schools offer the best 

possible climate for the education of students in the 21st century.  The Board of Education is 

committed to providing a school environment that promotes and protects student mental, physical, 

and emotional health and well-being, recognizing the important connection between healthy lifestyle 

choices and a student’s ability to learn and achieve high standards.  The Board values students and 

respects their right to receive a high quality education in a setting free from commercial influences. 

The Board believes students need a comprehensive wellness education program, including adequate 

exercise, nourishing foods, and a knowledge of health principles in order to ensure their future well-

being.  Because the Board recognizes the importance of involving parents, students, food service 

professionals, administrators, teachers and community health educators in the process of developing 

and implementing this wellness policy, the Board will maintain a committee dedicated to student 

wellness. The Healthy, Hunger-Free Kids Act was passed in 2010. 

 

 

Legal Reference 

 

EDUCATION CODE 

 

3350-33354        CDE responsibilities re: physical education 

35182.5 Advertising 

38080-38103 Cafeteria, establishment and use 

38086 Free Fresh Drinking Water 

44807.5 Recess Restrictions 

45103.5 Contracts for management consulting services; restrictions 

48931 Authorization and sale of food 

48980 Notice at beginning of term 

49430-49436 Pupil Nutrition, Health, and Achievement Act of 2001 

49490-49493 School breakfast and lunch programs 

49500-49505 School meals  

49510-49520 Nutrition 

49530-49536 Child Nutrition Act 

49540-49546 Child care food program 

49547-49548.3 Comprehensive nutrition services 

49550-49562 Meals for needy students 

49565-49565.8         California Fresh Start pilot programs 

49570 National School Lunch Act 

51200 Course of Study 

51210 Course of study, grade 1-6 

51210.1-51210.2     Physical Education, grades 1-6 

51210.4 Nutrition education 

51220 Course of study, grade 7-12 

51222 Physical education 

51223 Physical education, elementary schools 

51520 School premises; prohibited solicitations 
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51795-51798 School instructional gardens 

51880-51921 Comprehensive health education 

 

 

 

 

CODE OF REGULATIONS, TITLE 5 

 

15500-15501 Food sales by student organization 

15510 Mandatory Meals  

15530-15535 Nutrition Education 

15550-15565 School lunch and breakfast programsCODE OF FEDERAL 

REGULATIONS, TITLE 7 

 

210.1-210.33 National School Lunch Program 

210.30 Wellness Policy 

220.1-220.22 National School Breakfast Program 

245.1-245.13 Determination of eligibility for free and reduced price meals 

 

UNITED STATES CODE, TITLE 20 

 

1232,g          Federal Education Rights and Privacy Act 

6301-6514        Title 1 Program 

 

UNITED STATES CODE, TITLE 42 

 

1751-1769 National School Lunch Program, Especially: 

1758b Local wellness policy 

1771-1793 Child Nutrition Act, including: 

1773 School breakfast program 

1779 Rules and regulations, Child Nutrition Act 

 

 

HEALTH AND SAFETY CODE 

 

113700-114455  California Uniform Retail Food Facilities Law 

114200-114245 Vending machines 

 

OTHER 

 

0520.2 Title 1 Program Improvement Schools 

3353 Free and Reduced Price Meals 

3513.3 Tobacco-Free Schools 

3550   Board policy Food Service/Child Nutrition 
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3554 Other Food Sales 

3555 Nutrition Program Compliance 

5131.6 Alcohol and Other Drugs 

5131.61 Drug Testing 

5125 Student Records 

5131.6 Substance Abuse 

5131.62 Tobacco 

5131.64 Alcohol testing 

5141.4 Child Abuse Reporting 

5141.31 Immunization 

5141.3 Health Examinations 

5141.24 Special Health Care Issues 

5141.6 Student Health and Social Services 

6142.1 Sexual Health and HIV/Aids Prevention Education 

6020 Concepts and Roles - Parent Involvement 

6164.2 Guidance/Counseling Services 

5142.8 Comprehensive Health Education 

6143 Course of Study 

6162.51 Standardized Testing and Reporting Program 

6171 Title 1 Programs 

6190 Evaluation of the Instructional Program 
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STUDENT WELLNESS 

 

 

Page 1  of 9   Issued June 22, 2006 

All Rights Reserved by PGUSD.  Revised Sept. 7, 2006; Sept. 6, 2007, June 8, 2017 

As directed by the Board of Education, a series of regulations have been drafted to implement a complete 
Student Wellness Program.  These regulations should be implemented in context with health and physical 
education classroom activities, school events, food service operations and other food sales. 
 

Health Education 
 
To achieve the goal of health literacy, students must comprehend a set of core health concepts and 
develop skills to apply the knowledge in their own life.  The following are objectives that will be 
instructed at the elementary, middle and high school.  Instruction will occur as part of the Physical 
Education, health, and/or other appropriate curriculum. 
 
1. Students will develop knowledge and skills related to personal health and disease prevention.  

 
2. Students will demonstrate ways in which they can maintain and enhance their health and well-being.  

 
a. Students will demonstrate the ability to use goal-setting and decision-making skills. 

 
b. Students will demonstrate the ability to practice health-enhancing behaviors to reduce health 

risks. 
 

3. Students will understand and demonstrate behaviors that prevent disease.    
 
a. Students will demonstrate self-management skills to improve personal health. 

 
4. Students will understand and demonstrate how to play a positive, active role in promoting the health 

of their families.    
 

5. Students will understand and accept individual differences in growth and development.  
 

6. Students will identify information, products and services that may be helpful or harmful to their 
health.  
 
a. Students will demonstrate the ability to access valid health information and health-promoting 

products and services. 
 

b. Students will analyze the influence of culture, media, technology and other factors on health. 
 

7. Students will receive instruction in nutrition concepts.  
 
a. As reinforcement, nutrition education should be integrated into classroom instruction in core 

subjects such as math, science, language arts, social science, as well as before and after school 
programs.   
 

b. Emphasize promotion of fruits, vegetables, whole grain products, low–fat and fat–free dairy 
products, healthy food preparation methods, food safety and the caloric balance between food 
intake and energy expenditure.    
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Student will receive information and resources to promote healthy mental practices. 
 
 
By the time a student graduates they will have received instruction in the following areas: 
 

Nutrition and physical education. 
Growth, development and sexual health. 
Injury prevention and safety. 
Alcohol, tobacco and other drugs 
Mental, emotional and social health 
Personal and community health. 

 

 

Physical Education 
 
Students in grades K-12, including students with disabilities and special health care needs, will receive 
physical education instruction.    

 
a. 200 minutes every 10 days for students in grades K – 6  

 
b. 400 minutes every 10 days for students in grades 7 – 8 and two years of Physical Education in 

Grades 9 – 12.  
 

 Temporary exemptions from physical education should be limited to students whose medical 
condition(s) do not allow for inclusion in the general, modified, or adapted physical education 
program.  
 

 High school students who are exempt from two years of physical education in grades, 10, 11 or 12, 
per local district policy, must be provided with the opportunity to participate in a variety of physical 
education elective courses.   
 

 High school physical education course content will include each of the following areas: effects of 
physical activity on dynamic health, mechanics of body movement, aquatics, gymnastics and 
tumbling, individual and dual sports, rhythm and dance, team sports, and combatives.   
 

 Class size is consistent with the requirements of good instruction and safety.  
 

 School districts will administer a physical fitness test annually to all students in grades five, seven, 
and nine during the months of February, March, April or May.   
 

 Students will receive their individual fitness test results upon completing the test.    
 

 All physical education will be taught by credentialed teachers with training in physical education.  
 

 All elementary students will have at least 20 minutes a day of supervised recess, which will be 
distributed throughout the day, thus integrating physical activity with classroom learning.  
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 Teachers and other school personnel should not use physical activity (e.g. running laps, push-ups)  
or withhold opportunities of physical activity (e.g. loss of recess or physical education) as  
punishment.  

 

Classroom Activities and School Events 
 
Activities, which include celebrations, rewards, fundraising, and other school-sponsored events, shall 
support children’s health, nutrition education, and physical fitness.  
 

 Foods of minimal nutritional value shall not be distributed to students by teachers, staff or 
volunteers.  
 

 Planners of special events such as PTA’s, room parents, and athletic boosters are encouraged to 
support student wellness by selecting food and beverage items which comply with State and 
Federal laws, provide opportunities for positive food choices by children and adults, and 
reinforce the teachings of the District’s Health curriculum. (See Exhibit A.) Food prepared in 
commercial kitchens should be encouraged. 
 

 Parents are encouraged to support the District’s nutrition education efforts by considering 
nutritional quality when selecting foods sent to school, either for individual or for class 
consumption. Student allergies and health issues need to be considered when sending food to 
school.  
 

 Teachers, staff, and volunteers are encouraged to support student wellness by modeling good 
nutrition and fitness practices for their students. For example, in the classroom, during 
instructional time, adults should not consume food and beverages that do not meet nutritional 
standards.  
 

 The District will protect and promote mental health by limiting commercial influences in school 
to those which support a climate of wellness and healthy lifestyle principles. 
   

 Teachers and parents shall not compete with the National School Lunch Program by providing 
food to be served to students during the times that school breakfasts or lunches are being served 
to students. 

  
1. Schools should limit non–holiday celebrations that involve food (such as birthdays) during the 

school day to one party per class per month.  Foods and beverages provided for classroom activities 
should be in accordance with state and federal nutrition standards, with not more than one food or 
beverage being served that does not meet nutritional standards.  Food presentations associated with 
specific curriculum units may occur more frequently, but should promote healthy choices as part of 
their instructional nature.   

 
2. Schools will not use foods or beverages as rewards for academic performance or good behavior, 

and will not withhold food or beverages (including food served through school meals) as a 
punishment.  
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3. Items and activities for student clubs and school-wide fundraisers shall be pre-approved by the 
Superintendent, or designee, and shall follow the Student Wellness standards and shall be health-
promoting items when possible.  (See Exhibit B.) Fundraising plans by High School clubs and 
student organizations shall be pre-approved by the Pacific Grove High School administration, and 
Associated Student Body, Groups should work with the Nutrition Director to ensure that all 
regulations are followed. Items should not compete with or impair student participation in the 
school food service program.   

4. School-sponsored events outside of the school day (i.e. activities formally approved by the school 
or District administration or Board, and for which the District and its employees have supervisory 
responsibility, such as, but not limited to athletic events, dances, performances, or fundraisers 
involving food) will support the principles of the Wellness Policy and will provide children and 
adults with opportunities for positive food choices by including foods and beverages which comply 
with State nutrition standards.  All positive food choices shall be designated on the menu.   

 

Guidelines for Food Service Operations 
 
To increase cost effectiveness, the Superintendent or designee shall centralize and direct the purchasing 
of food and supplies, the planning of menus, and the auditing of all food service accounts for the District. 
 
With Board approval, the District may enter into a contract for management consulting services or a 
contract with a private company that enables a school to offer students food items that comply with State 
and District nutritional standards.  The franchise agreement and food purchases shall be subject to the 
competitive bidding requirements of the National School Lunch and School Breakfast Programs.  
 

Food Services on School Premises 
 
To reinforce the District’s comprehensive program of student wellness activities, foods provided on 
school premises shall: 
 
1.  Be carefully selected so as to contribute to students’ nutritional well being and the prevention of 

chronic illness.  
 

2.   Be in compliance with nutritional standards as set forth in California statutes, and meet all legal 
requirements for participation in the National School Lunch and School Breakfast Programs.  
 

3.   Be prepared in ways that will appeal to students, retain nutritive quality, and foster lifelong 
healthy food choices.   
 

4.   Be served in age-appropriate quantities at reasonable prices.   
 
5.   Be offered in pleasant surroundings, which provide adequate space and time for student eating, 

relaxation, and socializing.   

 
6.        Students will have access to free, safe drinking water and cups during meal service. 
 
Students shall have access to hand washing before eating any school meal or snack.   
 



Pacific Grove Unified School District 
   

Students  Regulation#5030 

 

STUDENT WELLNESS 

 

 

Page 5  of 9   Issued June 22, 2006 

All Rights Reserved by PGUSD.  Revised Sept. 7, 2006; Sept. 6, 2007, June 8, 2017 

Parents/guardians are encouraged to support the District’s nutrition education efforts by considering 
nutritional quality when providing foods for individual students, occasional class functions, or school-
wide events.  
 

Nutritional Standards for Food and Beverages Sold  at Schools 

 

The school day is effective from midnight to one-half hour after the school day ends.  

 

SOLD means the exchange of food for money, coupons, vouchers, or order forms, when any part of 

the exchange occurs on a school campus. 

 

 

ELEMENTARY SCHOOLS 

FOOD 

 
The Food Services program will ensure the only foods, in addition to the USDA reimbursable meals, that 
may be sold to a student at an elementary school during the school day must meet all of the following 
regulation to be considered compliant.(Education Code 49430. 49431, 49431.7: CA Code sections 
15575, 15578: Code of Federal Regulations sections 210.11, 220.12 
 

1. No more than 35 percent of total calories from fat;(except nuts, nut butter, seeds, reduced-fat 
cheese, dried fruit+nut/seed combo), AND 

2. No more than 10 percent of total calories from saturated fat;(except reduced-fat cheese, dried 
fruit+nut/seed combo with no added fat/sugar), AND 

3. No more than 35 percent sugar by weight (except            fruit, non-fried vegetables, dried 
fruit+nut/seed combo with no added fat/sugar,  AND  

4. Less than 0.5 grams trans-fat per serving AND 
5. No more than 200 mg of sodium AND 
6. No more than 175 calories per serving 

 
AND 
 
Must also meet ONE of the following: 

a. Fruit 
b. Non-fried vegetable 
c. Dairy food 
d. Nuts, Seeds, Legumes, Eggs, Cheese 
e. Whole Grain Item 

 
A whole grain items contains: 

 The statement ”Diets rich in whole grain foods” 

 Whole grain listed as the first ingredient 

 A combination of whole grain ingredients comprising at least 51% of the total grain weight OR 

 At least 51%whole grain by weight  
 

BEVERAGES 
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 A compliant beverage must be marked or labeled as a fruit and/or vegetable juice, milk, non-dairy milk, 
or water AND meet all criteria under the specific category. 
(Education Code 49431.5) California Code of Regulations section 15576, Code of Federal Regulations 
section 210.10, 210.11, 220.8, 220.12 
 
 
Compliant Beverages: 

1. Fruit or Vegetable juice:; 

 that are composed of no less than 50 percent fruit juice and 

 have no added sweeteners AND 

  No larger than 8 fl.oz. serving size 
 

2.   Drinking water; 

 with no added sweetener 

 

 3.   Milk; 

 Cow’s or goat’s milk AND 

 1% and nonfat  AND 

 contains Vitamin A & D AND  

 greater than 25% calcium Daily Value per 8 fl.oz AND 

 Less than 28 grams of sugar per 8 fl.oz. AND 

 no more than 8 fl. oz. serving size 

  

     4.    Non-dairy milk; 

 nutritionally equivalent to milk 

 

MIDDLE AND HIGH SCHOOL. 
The Food Service program will ensure the only foods, in addition to the USDA reimbursable meals, 
which may be sold to a student during the school day in the middle, or junior, or high schools are:  
(Education Code 49430,  49431.2,49431.7, California Code of Regulations sections 15575, 15577, 
15578,  Code of Federal Regulations section 210.11, 220.12 
 
COMPLIANT FOODS 
 

 SNACKS 
 

1. “Snacks”food items must be:  
1. Less than or equal to 35 percent of its total calories from fat, except the following foods are 

exempt from this specific requirement: 

(Nuts, nut butters, and seeds, reduced fat cheese, dried fruit+nut/seed combo) AND 
 

2. Less than10 percent of its total calories from saturated fat, except the following foods are exempt 
from this specific requirement: 

(Reduced-fat cheese, dreid fruit+nut/seed combo) AND 
3. Less than or equal to 35 percent sugar by weight  

(Except fruits and non-fried vegetables,  dried fruit+nut/seed combo), AND 
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4. No more than 200 calories per individual food item AND 
No more than 200 milligrams sodium per container  

AND must meet one of the following 
Be a fruit, vegetable, dairy, protein or whole grain item, (or have one of these listed as the first 

ingredient OR 

Be a combination food containing at least ¼ cup fruit or vegetable. 
 

ENTRÉE 

 
5. An individual  entrée item sold to a student in middle, junior, or high school must : 

a. Contain no more than 400 calories per entree, and 
b. Contain no more than 4 grams of fat per 100 calories contained in each entree, and shall 

be categorized as entree items in the School Breakfast Program or National School 
Lunch Program. 

c. Contain less than  0.5 grams trans-fat per serving 
 

Non-compliant food may be sold from one-hour after school through midnight. 

 

            BEVERAGES 
A compliant beverage must be marketed or labeled as a fruit and/or vegetable juice, milk, non-milk, 
water, or electrolyte replacement beverage/sport drink AND meet all the criteria under that specific 
category. Education Code Section 49431.5, California Code of Regulations Section 15576, Code of 
Federal Regulations sectios 210.10, 210.11, 220.8, 220.12 
 

 COMPLIANT BEVERAGES 
 

1. Fruit or vegetable juice drinks that are composed of no less than 50 percent juice and have no 
added sweetener and no larger than 12 fl.oz serving size 

 
2. Drinking water with no added sweetener, and no serving size limit 

 
3.  

Milk: one-percent-fat milk, nonfat flavored milk,(cow or goat milk ), and contains Vitamin A & D and 

more than 25% calcium per 8 fl.oz and no more than 28 grams of total sugar per 8 fl oz.and 12 fl.oz 
serving size. 

4. Low-calorie Electrolyte Replacement Beverages (NOT ALLOWED IN MIDDLE SCHOOL) 

 Water as first ingredient 

 Less than 16.8 grams added sweetener/8fl.oz. 

 Less than 40 calories/8 fl.oz 

 10-150 mg sodium/8 fl. oz 

 10-90 mg potassium/8 fl.oz 

 No added caffeine 

 Less than 12 fl. oz. serving size 
 

5. No-calorie Electrolyte Replacement Beverage (NOT ALLOWED IN MIDDLE SCHOOL) 

 Water as the first ingredient 
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 Less than 16.8 grams added sweetener/8 fl.oz 

 Less than 5 calories/8 fl.oz (or leass than 10 cal/20 fl.oz) 

 10-150 mg sodium/8 fl.os. 

 10-90 mg potassium/8 fl.oz 

 No added caffeine 

 Less than 20 fl. oz. serving size 
 

Non-compliant beverages may be sold from one-half hour after school through midnight. 

 

 

Free and Reduced Priced Meals  

 
The Board recognizes that adequate nutrition is essential to child development and learning, and that 
some families may be unable to provide breakfast and lunch for their children.  In accordance with law, 
the District shall provide nutritionally adequate free and reduced priced meals for students whose 
families meet federal eligibility criteria. 
 
Free and reduced lunch application forms are available all year round and parents can apply at any time 
during the school year. Forms are available in each school site office and online at PGUSD.org. 
 

1. Students eligible to receive free or reduced price meals will not be treated differently from other 
students or easily identified by their peers or non-designated school employees.   

2.  
3. Food services may utilize electronic identification and payment systems; will promote the 

availability of school meals to all students; and may use non-traditional methods for serving 
meals, such as "grab and go" or classroom breakfasts/snacks.   
 

4. Field trip lunches can be requested for when students will be off campus at lunch time. 
 

Other Food Sales 

 
The Board shall ensure that food sales by school-related groups and the use of vending machines are in 
compliance with the nutrition standard set forth by state and federal law.  Such foods and beverages, 
(including those sold in snack lines, student stores, vending machines, and fundraising efforts) shall not 
impair, compete, or conflict with student participation in the District’s food service program. Sanitation 
and safety procedures shall comply with the requirements of the California Uniform Retail Food 
Facilities Law as set forth in Health and Safety Code 113700 -114455.  
 
The Superintendent, or designee, shall approve the sale of food items by student or adult organizations in 
accordance with law, Board policy, and administrative regulation.   
 
No foods of minimal nutritional value shall be sold on school premises during the school day (as defined 
as midnight until one half hour after the official school day ends).   
 
When vending machines are sponsored by the District, the Superintendent, or  designee shall determine 
how and where vending machines may be placed at school sites, District offices, or other school 
facilities. 
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Parent Education 

 
To reinforce and support the District's comprehensive Wellness Policy, the Superintendent or designee 
will direct each school site to develop a strategy to educate and involve parents/guardians. These 
strategies shall include: monthly information about healthy eating and/or physical activity, notification 
and information regarding Wellness Policy updates and any new related regulations.  
 

Policy Implementation 

 
The Superintendent, with the assistance of the Wellness Committee, will establish a plan for measuring 
implementation of this Student Wellness Policy.  The plan will include the designation of one or more 
persons in the District or at each school charged with operational implementation.   
 
Wellness Committee duties shall include the examination of related research and laws, assessment of 
student needs, and the review of existing policies.  In raising awareness about student health issues, the 
committee may survey parents, conduct forums, or collaborate with appropriate community agencies.   
 
Each school site shall post the District's policies and regulations on nutrition and physical activity in 
public view in all school cafeterias or eating areas. The policy will also be posted on the Food Service 
page on the District’s website. 
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These references are offered as an informational resource, not an endorsement.  Many other items not 

listed may meet standards.  Please refer to product labels.   

 

The California Department of Education Nutrition Service Department has a quick reference card for 

Public Schools which provides a quick guide to compliant foods, snacks and drinks: 

http://www.cde.ca.gov/ls/nu/he/compfoodsrefpub.asp 

 

One of the many informative features of this website is the “Nutrition Calculator” which will 

determine instantly whether or not an individually packaged food item would meet the nutrition 

standards for fat, saturated fat, and sugar established by California legislation:  

http://www.californiaprojectlean.org  

 

Seven pages of healthy snack ideas with preparation and serving tips: 

www.cspinet.org/nutritionpolicy/healthy_school_snacks.pdf  

 

California Healthy Kid Resources center provides ideas for healthy school snacks: 

http://www.californiahealthykids.org 

 

Centers for Disease Control have information on school heath, physical activity and healthy eating: 

https://www.cdc.gov/healthyschools/npao/strategies.htm 

http://www.cde.ca.gov/ls/nu/he/compfoodsrefpub.asp
http://www.californiaprojectlean.org/
http://www.cspinet.org/nutritionpolicy/healthy_school_snacks.pdf
http://www.californiahealthykids.org/
https://www.cdc.gov/healthyschools/npao/strategies.htm
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The following are offered as an informational resource, not an endorsement. 
 
Fundraises, which include lists of suggested events for schools, sports, and clubs that offer healthy 
alternatives, and do not include the sale of food items.  
 
http://www.californiaprojectlean.org/docuserfiles/Ideas%20for%20healthy%20fundraising%20fact%
20sheet.pdf  
 
Resources for healthy schools including creative financing and fundraising, snack and vending ideas, 
communication of policy, etc.:   http://actionforhealthykids.org  
 
Suggestions and products for school fundraisers that teach nutrition.  This site offers ideas for 
generating revenue with products that educate parents and are beneficial to children’s health.   
http://www.fundraisers.com/ideas/lunchboxcomics  
 
 

Links to sites that offer fund raisers for schools: 
 
http://www.actionforhealthykids.org/storage/documents/parent-toolkit/fundraisers-family-health-
f1.pdf 
 
https://healthymeals.fns.usda.gov/hsmrs/Kansas/Fundraising%20Ideas%20for%20Schools.pdf 
     
https://www.multicare.org/file_viewer.php?id=8348&title=Cash+without+Calories+-
+School+Activity 
 
https://www.michigan.gov/documents/mdch/Healthy_Fundraising_369122_7.pdf 
 
 

Alternative ways to reward students: 
 
https://healthymeals.fns.usda.gov/hsmrs/Connecticut/Food_As_Reward.pdf 
 
http://polkdhsd7.sharpschool.com/UserFiles/Servers/Server_3751710/File/D7%20PBS%20Behavior
%20Intervention%20Website%20Resources/Rewards%20Kids%20Will%20Crave.pdf 
 
 

http://www.californiaprojectlean.org/docuserfiles/Ideas%20for%20healthy%20fundraising%20fact%20sheet.pdf
http://www.californiaprojectlean.org/docuserfiles/Ideas%20for%20healthy%20fundraising%20fact%20sheet.pdf
http://actionforhealthykids.org/
http://www.fundraisers.com/ideas/lunchboxcomics
http://www.actionforhealthykids.org/storage/documents/parent-toolkit/fundraisers-family-health-f1.pdf
http://www.actionforhealthykids.org/storage/documents/parent-toolkit/fundraisers-family-health-f1.pdf
https://healthymeals.fns.usda.gov/hsmrs/Kansas/Fundraising%20Ideas%20for%20Schools.pdf
https://www.multicare.org/file_viewer.php?id=8348&title=Cash+without+Calories+-+School+Activity
https://www.multicare.org/file_viewer.php?id=8348&title=Cash+without+Calories+-+School+Activity
https://www.michigan.gov/documents/mdch/Healthy_Fundraising_369122_7.pdf
https://healthymeals.fns.usda.gov/hsmrs/Connecticut/Food_As_Reward.pdf
http://polkdhsd7.sharpschool.com/UserFiles/Servers/Server_3751710/File/D7%20PBS%20Behavior%20Intervention%20Website%20Resources/Rewards%20Kids%20Will%20Crave.pdf
http://polkdhsd7.sharpschool.com/UserFiles/Servers/Server_3751710/File/D7%20PBS%20Behavior%20Intervention%20Website%20Resources/Rewards%20Kids%20Will%20Crave.pdf
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The Governing Board is committed to equal opportunity for all individuals in education. District 

programs and activities shall be free from discrimination based on gender, gender identity or 

expression, or genetic information, sex, sexual orientation, race, color, religion, ancestry, national 

origin, ethnic group identification, marital or parental status, physical or mental disability, the 

perception of one or more of such characteristics, or association with a person or group with one or 

more of these actual or perceived characteristics.  The Board shall promote programs which ensure that 

discriminatory practices are eliminated in all District activities. 

 

District programs and facilities, viewed in their entirety, shall be in compliance with the Americans 

with Disabilities Act. 

 

Annually, the Superintendent or designee shall review district programs and activities to ensure removal 

of any barrier that may unlawfully prevent an individual or group in any of the protected categories 

stated above from accessing district programs and activities, including the use of facilities.  The 

Superintendent or designee shall take prompt, reasonable actions to remove any identified barrier.  The 

Superintendent or designee shall report his or her findings and recommendations to the Board after each 

review. 

 

The Superintendent or designee shall ensure that the district provides auxiliary aids and services when 

necessary to afford individuals with disabilities equal opportunity to participate in or enjoy the benefits 

of a service, program or activity. These aids and services may include, but are not limited to, qualified 

interpreters or readers, assistive listening devices, notetakers, written materials, taped text, and Braille 

or large print materials. 

 

Individuals with disabilities shall notify the Superintendent or principal if they have a disability that 

requires special assistance or services. Reasonable notification should be given prior to the school-

sponsored function, program or meeting. 

 

The Superintendent or designee shall notify students, parents/guardians, employees, employee 

organizations and applicants for admission and employment, and sources of referral for applicants about 

the District's policy on nondiscrimination and related complaint procedures.  Such notification shall be 

included in each announcement, bulletin, catalogue, application form or other recruitment materials 

distributed to these groups. 

 

The Superintendent or designee shall also provide information about related complaint procedures. 

 

In compliance with law the District's nondiscrimination policy shall be published in the individual's 

primary language to the extent practicable. 

 

Legal Reference: 

 

EDUCATION CODE 

200-262.4  Prohibition of discrimination 

48985  Notices to parents in language other than English 

http://www.gamutonline.net/displayPolicy/138754/0
http://www.gamutonline.net/displayPolicy/138778/0
http://www.gamutonline.net/displayPolicy/132268/0
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51007  Legislative intent: state policyGOVERNMENT CODE 

11000 Definitions 

11135  Nondiscrimination in programs or activities funded by state 

11138 Rules and regulations 

12900-12996 Fair Employment and Housing Act 

54953.2 Brown Act compliance with Americans with Disabilities ActPENAL CODE 

422.55 Definition of hate crime 

422.6 Interference with constitutional right or privilege 

CODE OF REGULATIONS, TITLE 5 

4 6 0 0 -4 6 8 7   Un ifo r m  co m p la in t  p r o ced u r es  

4900-4965 Nondiscrimination in elementary and secondary education programs receiving state 

financial assistance 

UNITED STATES CODE, TITLE 20 

1400-1482 Individuals with Disabilities in Education Act 

1681-1688 Discrimination based on sex or blindness, Title IX 

2301-2415  Carl D. Perkins Vocational and Applied Technology Act 

6311 State plans 

6312 Local education agency plans 

UNITED STATES CODE, TITLE 29 

794 Section 504 of the Rehabilitation Act of 1973 

UNITED STATES CODE, TITLE 42 

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

2000e-2000e-1 7  Title VII, Civil Rights Act of 1964 as amended 

2000h-2000h-6 Title IX 

12101-12213 Americans with Disabilities Act 

CODE OF FEDERAL REGULATIONS, TITLE 28 

35.101-35.190 Americans with Disabilities Act 

36.303 Auxiliary aids and services 

CODE OF FEDERAL REGULATIONS, TITLE 34 

100.1-100.13 Nondiscrimination in federal programs, effectuating Title VI 

104.1-104.39 Section 504 of the Rehabilitation Act of 1973 

106.1-106.61 Discrimination on the basis of sex, effectuating Title IX, especially: 

106.9 Dissemination of policy 

 

Management Resources: 

CSBA PUBLICATIONS 

Providing a Safe, Nondiscriminatory School Environment for Transgender and Gender-

Nonconforming Students, Policy Brief, February 2014 

Interim Guidance Regarding Transgender Students, Privacy, and Facilities, September 27, 2013 

Safe Schools:  Strategies for Governing Boards to Ensure Student Success, 2011 

U.S. DEPARTMENT OF EDUCATION, OFFICE FOR CIVIL RIGHTS PUBLICATIONS 

Notice of Non-Discrimination, January 1999 

Protecting Students from Harassment and Hate Crime, January, 1999 

Nondiscrimination in Employment Practices in Education, August, 1991 

http://gamutonline.net/DisplayPolicy/132636/7
http://www.gamutonline.net/displayPolicy/144545/0
http://gamutonline.net/DisplayPolicy/144547/5
http://www.gamutonline.net/displayPolicy/144548/0
http://www.gamutonline.net/displayPolicy/144644/0
http://www.gamutonline.net/displayPolicy/144699/0
http://www.gamutonline.net/displayPolicy/283624/0
http://www.gamutonline.net/displayPolicy/352313/0
http://www.gamutonline.net/displayPolicy/169695/0
http://www.gamutonline.net/DisplayPolicy/187020/1
http://www.gamutonline.net/displayPolicy/187041/0
http://www.gamutonline.net/displayPolicy/244922/0
http://www.gamutonline.net/displayPolicy/364360/0
http://www.gamutonline.net/displayPolicy/364412/0
http://www.gamutonline.net/displayPolicy/189980/0
http://www.gamutonline.net/displayPolicy/189987/0
http://www.gamutonline.net/DisplayPolicy/241112/2
http://www.gamutonline.net/displayPolicy/303162/0
http://www.gamutonline.net/displayPolicy/190143/0
http://www.gamutonline.net/displayPolicy/191053/0
http://www.gamutonline.net/displayPolicy/191934/0
http://www.gamutonline.net/displayPolicy/191934/0
http://gamutonline.net/DisplayPolicy/191960/2
http://gamutonline.net/DisplayPolicy/191967/2
http://www.gamutonline.net/displayPolicy/190848/0
http://www.gamutonline.net/displayPolicy/222082/0
http://www.gamutonline.net/displayPolicy/222041/0
http://www.gamutonline.net/displayPolicy/191293/0
http://www.gamutonline.net/displayPolicy/274466/0
http://www.gamutonline.net/displayPolicy/191254/0
http://www.gamutonline.net/displayPolicy/191279/0
http://www.gamutonline.net/displayPolicy/191211/0
http://www.gamutonline.net/displayPolicy/191252/0
http://www.gamutonline.net/displayPolicy/274453/0
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U.S. DEPARTMENT OF JUSTICE PUBLICATIONS 

2010 ADA Standards for Accessible Design, September 2010 

 

WEB SITES 

CSBA:  http://www.csba.org 

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

California Safe Schools Coalition:  http://www.casafeschools.org 

Pacific ADA Center:  http://www.adapacific.org 

U.S. Department of Education, Office for Civil Rights:  http://www.ed.gov/about/offices/list/ocr 

 

U.S. Department of Justice, Civil Rights Division, Americans with Disabilities Act:  

http://www.ada.gov 

http://www.csba.org/
http://www.cde.ca.gov/
http://www.casafeschools.org/
http://www.adapacific.org/
http://www.ed.gov/about/offices/list/ocr
http://www.ada.gov/
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The Governing Board recognizes that technological resources can enhance employee performance by 

improving access to and exchange of information, offering effective tools to assist in providing a 

quality instructional program, and facilitating District and school operations. The Board expects all 

employees to learn to use the available technological resources that will assist them in the 

performance of their job responsibilities. As needed, employees shall receive training in the 

appropriate use of these resources. 

 

Employees shall be responsible for the appropriate use of technology and shall use the District's 

technological resources predominately for purposes related to their employment. Such use is a 

privilege which may be revoked at any time. 

 

Employees should be aware that computer files and communications over electronic networks, 

including e-mail and voice mail, are not private. These technologies shall not be used to transmit 

confidential information about students, employees or District operations without authority. 

 

The Superintendent or designee shall ensure that all District computers with Internet access have a 

technology protection measure that prevents access to visual depictions that are obscene or child 

pornography, and that the operation of such measures is enforced. The Superintendent or designee 

may disable the technology protection measure during use by an adult to enable access for bona fide 

research or other lawful purpose. (20 USC 700 1; 47 USC 254) 

 

To ensure proper use of the system, the Superintendent or designee may monitor the District's 

technological resources, including e-mail and voice mail systems, at any time without advance notice 

or consent. If passwords are used, they must be known to the Superintendent or designee so that 

he/she may have system access. 

 

The Superintendent or designee shall establish administrative regulations that outline employee 

obligations and responsibilities related to the use of District technology. He/she also may establish 

guidelines and limits on the use of technological resources. Inappropriate use shall result in 

cancellation of the employee's user privileges, disciplinary action and/or legal action in accordance 

with law, Board policy and administrative regulations. 

 

The Superintendent or designee shall provide copies of related policies, regulations and guidelines to 

all employees who use the District's technological resources. Employees shall be asked to 

acknowledge in writing that they have read and understood these policies, regulations and guidelines. 

 

In the event that the use of an electronic resource affects the working conditions of one or more 

employees, the Superintendent or designee shall notify the employees' exclusive representative. 

 

Legal Reference: 

EDUCATION CODE 

51870-51874 Education technology 

GOVERNMENT CODE 

3543.1 Rights of employee organizations 
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PENAL CODE 

502 Computer crimes, remedies 

632 Eavesdropping on or recording confidential communications 

UNITED STATES CODE, TITLE 20 

6801-6979 Technology  for Education Act 

7001 Internet safety policy and technology protection measures, Title III funds 

UNITED STATES CODE, TITLE 47 

254 Universal service discounts (E-rate) 

CODE OF FEDERAL REGULATIONS, TITLE 4 7 

54.520 Internet safety policy and technology protection measures, E-rate discounts 

Management Resources: 

CDE PUBLICATIONS 

K- 12 Network Technology Planning   Guide: Building the Future, 1994 

CDE PROGRAM ADVISORIES 

1223.94 Acceptable Use of Electronic Information Resources 

WEB SITES 

CDE: http://www.cde.ca.gov 

CSBA: http://www.csbc/org 

Federal Communications Commission: http://www.jcc.gov 

U.S. Department of Education: http://www.ed.gov 

American Library Association: http://www.ala.org 
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The Governing Board desires to provide District employees with a working environment that is free 
from harassment. In order to achieve this end, the Board prohibits sexual harassment of District 
employees by anyone, in any manner, and shall not tolerate retaliatory action or behavior against a 
District employee or other person who complains, testifies or otherwise participates in the complaint 
process pursuant to Board policy and administrative regulations. 
 
This policy shall apply to District employees, and when applicable, to interns, volunteers, and job 
applicants.   
 
Any District employee who permits, engages in or participates in sexual harassment or who aids, 
abets, incites, compels, or coerces another to commit sexual harassment of another District 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 District administrator other than the Superintendent or designee who 
receives a harassment complaint shall promptly notify the Superintendent or designee. 
 
Any employee or applicant for employment who feels that he/she or another individual in the District 
is being sexually harassed should immediately contact his/her supervisor, principal, other District 
administrator or the Superintendent or designee in order to obtain procedures for reporting a 
complaint.   
 
Complaints of sexual harassment can be filed in accordance with AR 4030 - Nondiscrimination in 
Employment. 
 
Any District 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, Superintendent or designee, or other District 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.   
 
The Superintendent or designee shall take all actions necessary to ensure the prevention, 
investigation and correction of sexual harassment, including but not limited to: 
 
1. Providing periodic training to all employees in accordance with law and administrative 

regulation.  
2. Publicizing and disseminating the District's sexual harassment policy to staff 
3. Ensuring prompt, thorough and fair investigation of complaints 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. 
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All complaints and allegations of sexual harassment shall be kept confidential to the extent necessary 
to carry out the investigation or to take other subsequent necessary actions.  (2 CCR 11023) 
 
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 
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 REGULATIONS, TITLE 2 
11009 Employment Discrimination 
11021 Retaliation 
11023 Harassment and Discrimination Prevention and Correction 
11024 Sexual Harassment Training and Education 
11034 Terms, Conditions, and Privilege of Employment 
CODE OF REGULATIONS, TITLE 5 
4900-4965 Nondiscrimination in Elementary and Secondary Education Programs Receiving State 
Financial Assistance 
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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As part of its commitment to provide a safe and healthful work environment, the Governing Board 
recognizes the importance of developing an exposure control plan. The Superintendent or designee 
shall establish a written exposure control plan in accordance with state and federal standards for 
dealing with potentially infectious materials in the workplace 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). 
 
The Superintendent or designee shall determine which employees have occupational exposure to 
bloodborne pathogens and other potentially infectious materials. In accordance with the District's 
exposure control plan, employees having occupational exposure shall be offered the hepatitis B 
vaccination. 
 
The 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 Superintendent or designee as having occupational exposure may 
submit a request to the Superintendent or designee to be included in the training and hepatitis B 
vaccination program. The Superintendent or designee may deny a request when there is no 
reasonable anticipation of contact with any infectious material. 
 
Legal Reference: 
LABOR CODE 
142.3  Authority of Cal/OSHA to adopt standards 
144.7  Requirement to amend standards 
CODE OF REGULATIONS, TITLE 8 
3204  Access to employee exposure and medical records 
5193  California bloodborne pathogens standards 
CODE OF FEDERAL REGULATIONS, TITLE 29 
1910.1030  OSHA bloodborne pathogens standards 
Management Resources: 
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 
OSHA:  http://www.osha.gov 
Cal/OSHA: http://www.dir.ca.gov/occupational_safety.html 
Centers for Disease Control and Prevention:  http://www.cdc.gov 
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In order to protect employees from contact with potentially infectious blood or other body fluids, the 
Governing Board requires that universal precautions be observed throughout the District. 
 
Universal precautions are appropriate for preventing the spread of all infectious diseases and shall be 
used regardless of whether bloodborne pathogens are known to be present. 
 
Employees shall immediately report any exposure incident or first aid incident in accordance with the 
District's exposure control plan or other safety procedures. 
 
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 
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 
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The Governing Board believes that the maintenance of drug- and alcohol-free workplaces is essential 

to school and District 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 21 USC 81 at any 

school District workplace. These prohibitions apply before, during and after school hours. A school 

District workplace is any place where school District work is performed, 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 where 

students are under District jurisdiction; or during any period of time when an employee is supervising 

students on behalf of the District or otherwise engaged in District business. 

 

The Superintendent or designee shall notify employees of these prohibitions.   (Government Code 

8355; 41 USC 702) 

 

An employee shall abide by the terms of this policy and notify the District, within five days, of any 

criminal drug or alcohol statute conviction that he/she receives for a violation occurring in the 

workplace. (41 USC 702) 

 

The Superintendent or designee shall 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.  (41 USC 701) 

 

The 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.   A plea 

or verdict of guilty, a finding of guilt by a court in a trial without a jury, or a conviction following a 

plea of nolo contendere  shall be deemed to be a conviction. (Education Code 44836, 45123) 

 

A classified employee may be reemployed after conviction of such an offense if the Board 

determines, from the evidence presented, that the person has been rehabilitated for at least five years. 

(Education Code 45123). 

 

The Board may take appropriate disciplinary action, up to and including  termination, or 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 Superintendent or designee shall establish a drug-and alcohol-free awareness program to inform 

employees about: (Government code 8355).  

 

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

2. The District policy of maintaining drug and alcohol-free workplaces 

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

4. The penalties that may be imposed on employees for drug and alcohol abuse violations. 
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Legal Reference: 

EDUCATION CODE 

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 

UNITED STATES CODE, TITLE 20 

7101-7165 Safe and Drug-Free Schools and Communities 

UNITED STATES CODE, TITLE 21 

812 Schedule of controlled substances 

PUBLIC LAW 107-110 

4111-4117 Safe and Drug Free Schools and Communities Act 

CODE OF FEDERAL REGULATIONS, TITLE 21 

1308.01-1308.49 Schedule of controlled substances 
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The Governing Board recognizes that the health hazards associated with smoking and the use of tobacco 
products, including the breathing of second-hand smoke, are inconsistent with its goal to provide a 
healthy environment for students and staff.   
 
The Board further prohibits the use of tobacco products at any time in district-owned or leased 
buildings, on district property, and in district vehicles. (Health and Safety Code 104420 and 
104559; Labor Code 6404.5; 20 USC 6083).  This prohibition applies to all employees, students, and 
visitors at any school-sponsored instructional program, activity or athletic event on or off district 
property.  Any written joint use agreement governing community use of district facilities or grounds 
shall include notice of the district's tobacco-free schools policy and consequences for violations of the 
policy. 

 
“Smoking” means inhaling, exhaling, burning, or carrying any lighted or heated cigar, cigarette, pipe, 
tobacco or plant product intended for inhalation, whether natural or synthetic, in any manner or in any 
form and includes the use of an electronic smoking device that creates an aerosol or vapor or of any 
oral smoking device for the purpose of circumventing the prohibition of smoking. (Business and 
Professions Code 22950.5; Education Code 48901)  
 
 Tobacco products include: (Business and Professions Code 22950.5; Education Code 48901) 

1. Any product containing, made, or derived from tobacco or nicotine that is intended for 
human consumption, whether smoked, heated, chewed, absorbed, dissolved, inhaled, snorted, 
sniffed, or ingested by any other means, including, but not limited to, cigarettes, cigars, little 
cigars, chewing tobacco, pipe tobacco, or snuff 

2. An electronic device that delivers nicotine or other vaporized liquids to the person inhaling 
from the device, including, but not limited to, an electronic cigarette, cigar, pipe, or hookah 

3. Any component, part, or accessory of a tobacco product, whether or not sold separately 

This policy does not prohibit the use or possession of prescription products and other cessation aids 
that have been approved by the U.S. Department of Health and Human Services, Food and Drug 
Administration, such as nicotine patch or gum. 

Smoking or use of any tobacco-related product or disposal of any tobacco-related waste is prohibited 
within 25 feet of any playground, except on a public sidewalk located within 25 feet of the 
playground. In addition, any form of intimidation, threat, or retaliation against a person for attempting 
to enforce this policy is prohibited. (Health and Safety Code 104495) 

 
Legal Reference 
BUSINESS AND PROFESSIONS CODE 
22950.5 Stop Tobacco Access to Kids Enforcement Act 
EDUCATION CODE 

http://gamutonline.net/displayPolicy/132225/3
http://gamutonline.net/displayPolicy/273980/3
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48900 Grounds for suspension/expulsion  
48901 Prohibition against tobacco use by students 
HEALTH AND SAFETY CODE 
39002 Control of air pollution from nonvehicular sources  
104350-104495 Tobacco use prevention, especially:  
104495 Prohibition of smoking and tobacco waste on playgrounds 
PENAL CODE  
308 Unlawful to sell or furnish tobacco products to minors 
LABOR CODE 
3300 Employer, definition  
6304 Safe and healthful workplace  
6404.5 Occupational safety and health; use of tobacco products 
UNITED STATES CODE, TITLE 20 
6083 Nonsmoking policy for children's services  
7111-7122 Student Support and Academic Enrichment Grants 
CODE OF FEDERAL REGULATIONS, TITLE 21 
1140.1-1140.34 Unlawful sale of cigarettes and smokeless tobacco to minors 
PERB RULINGS 
Eureka Teachers Assn. v. Eureka City School District (1992) PERB Order #955 (16 PERC 23168)  
CSEA #506 and Associated Teachers of Metropolitan Riverside v. Riverside Unified School District 
(1989) PERB Order #750 (13 PERC 20147) 
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Whenever possible, employees shall request personal leaves in advance and prepare suitable lesson 
plans or instructions for a substitute employee. 
 

Bereavement 
 
Employees are entitled to a leave of up to three days, or five days if out-of-state travel is required, 
upon the death of any member of the employee's immediate family.  No deduction shall be made 
from the employee's salary, nor shall such leave be deducted from any other leave to which the 
employee is entitled.  (Education Code 44985, 45194) 
 
At the employee's request, bereavement leave may be extended under personal necessity leave 
provisions.  (Education Code 44981, 45207) 
 
Members of the immediate family shall include:  the mother, father, grandmother, grandfather, or 
grandchild of the employee or the employee's spouse; the employee's spouse, son, son-in-law, 
daughter, daughter-in-law, brother, or sister; or any relative living in the employee's immediate 
household.  (Education Code 44985, 45194) 
 
At his/her discretion, the Superintendent or designee may grant additional unpaid bereavement leave. 
 

Personal Necessity 
 

Employees may use up to seven days of their accrued sick leave during each contract year for reasons 
of personal necessity.  (Education Code 44981, 45207) 
 
Acceptable reasons for the use of personal necessity leave include: 
 
1. Death of a member of the immediate family when the number of days of absence exceeds the 

limits set by bereavement leave provisions.  (EC 44981, 45207) 
2.  An accident involving the employee's person or property or the person or property of a member 

of the immediate family.  (Education Code 44981, 45207) 
3.  A serious illness of a member of the employee's immediate family.  (EC 44981)   
4.  Required court appearance.  (Education Code 45207) 
5.  Fire, flood, or other immediate danger to the home of the employee. 
6.  Personal business of a serious nature which the employee cannot disregard. 
 
Leave for personal necessity may be allowed for other reasons at the discretion of the Superintendent 
or designee.  However, no such leave shall be granted for purposes of personal convenience, for the 
extension of a holiday or vacation, or for matters that can be taken care of outside of working hours.  
The Superintendent or designee shall have final discretion as to whether a request reflects true 
personal necessity. 
 
The employee shall request advance permission for personal necessity leave, except in urgent 
situations such as the death or serious illness of a member of the immediate family or an accident 
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involving the employee's person or property or the person or property of a member of the immediate 
family.  
 
After any absence due to personal necessity, the employee shall verify the absence by submitting a 
completed and signed District absence form to his/her immediate supervisor. (EC 44981 & 45207) 
 

Personal Leave for School Activities 
 
Any employee who is a parent, guardian or grandparent having custody of one or more children in 
grades K-12 may use up to 40 hours of personal leave, vacation or compensatory time off each 
school year in order to participate in school activities.  Such leave shall not exceed eight hours in any 
month of the school year, and the employee shall give reasonable advance notice of the absence.  If 
both parents of a child are employed at the same work site, this leave shall be allowed for the first 
parent who applies; simultaneous absence by the second parent may be granted by the Superintendent 
or designee.  (Labor Code 230.8) 
 
The employee shall use existing vacation, personal leave or compensatory time off for purposes of 
this leave and shall provide documentation from the school upon request to prove that he/she 
participated in school activities at the time of the leave.  (Labor Code 230.8) 
 
In lieu of using vacation, personal leave or compensatory time off, eligible employees giving 
reasonable advance notice may take up to 40 hours without pay each school year for this purpose, not 
to exceed eight hours in any month.   

 

Legal and Civic Duties 
 
Employees shall be granted leave with pay to appear in court as jurors and may be granted leave to 
appear in court as witnesses other than litigants.  (Education Code 44036, 44037) 
 
The employee shall turn over to the District any jury or witness fees received.  (Education Code 
44036) 
 
Notices, summons and subpoenas for court appearances shall be submitted to the District office when 
requesting leave. 
 
Employees shall be granted up to 20 days of paid leave per year for service performed within the 
state on any boards, commissions, committees or groups authorized by Education Code 44987.3, 
provided the organization informs the District of the service and reimburses the District upon request 
for compensation paid to the employee's substitute and for actual related administrative costs.  
(Education Code 44987.3) 
 
Legal Reference: 
EDUCATION CODE 
44036-44037  Leaves of absence for judicial and official appearances 
44963  Power to grant leaves of absence (certificated) 
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44981  Leaves of absence for personal necessity (certificated) 
44985  Leave of absence due to death in immediate family (certificated) 
44987.3  Leave of absence to serve on certain boards, commissions, etc. 
45190  Leaves of absence and vacations (classified) 
45194  Bereavement leave of absence (classified) 
45198  Effect of provisions authorizing leaves of absence 
45207  Personal necessity (classified) 
FAMILY CODE 
6211 Domestic violence 
LABOR CODE 
230  Time off to appear in court 
230.1 Time off for victims of domestic violence 
230.3  Volunteer firefighters; discrimination 
230.4 Volunteer firefighters 
230.8  Leave to visit child's school 
233  Illness of child, parent or spouse 
CALIFORNIA CONSTITUTION 
Article 1, Section 8  Religious discrimination 
UNITED STATES CODE, TITLE 42 
2000d-2000d-7 Title VII, Civil Rights Act of 1964 
COURT DECISIONS 
Rankin v. Commission on Professional Competence (1988) 24 Cal.3d 167 
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The Governing Board shall authorize payment for per diem meal expenses, including travel, incurred 

by any employee performing authorized services for the District. 

 

The Superintendent or designee may approve employee requests to attend meetings in accordance with 

the adopted budget. 

 

Expenses shall be reimbursed within limits approved by the Board.  The Superintendent or designee 

shall establish procedures for the submission and verification of expense claims. He/she may authorize 

an advance of funds to cover necessary expenses. 

 

The Board may establish an allowance on either a mileage or monthly basis to reimburse authorized 

employees for the use of their own vehicles in the performance of assigned duties. 

 

All out-of-state travel for which reimbursement will be claimed shall have Board approval.  Travel 

expenses not previously budgeted also shall be approved on an individual basis by the Board.   

 

Authorized employees may use District credit cards while attending to District business.  Under no 

circumstances may personal expenses be charged on District credit cards. 

 

Legal Reference: 

EDUCATION CODE 

44016  Travel expense 

44032  Travel expense payment 

44033  Automobile allowance 

44802 Student teacher's travel expense 
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The Governing Board recognizes its obligation to help teachers meet their responsibility for fulfilling the 

professional growth requirements of their credentials. The Board expects that the increased competence attained 

by these teachers during their professional growth activities will contribute significantly to the District's 

educational program. 

 

Title 5, Section 80556 requires the Superintendent or designee to designate one or more credentialed persons as 

professional growth advisors. Title 5, Section 80556 also mandates the District to adopt policies and procedures 

for the selection of these advisors. 

 

The Superintendent or designee shall maintain procedures for the selection of professional growth advisors. 

These procedures shall be designed to provide for the best possible match between teachers and advisors. 

 

The Board may appoint one or more professional growth panels to participate in selecting, orienting and 

assisting professional growth advisors. (Title 5, Section 80556) 

 

The Board may appoint one or more professional growth panels to resolve disputes between teachers and 

professional growth advisors. (Title 5, Section 80556) 

 

The Superintendent or designee shall provide the Board with recommendations for panel membership. Panels 

may include administrators, teachers, parents and other members of the community. 

 

Legal Reference: 

EDUCATION CODE 

44277-44279 Requirements for professional growth 

CODE OF REGULATIONS, TITLE 5 

80550-80565 Generally, especially 

80550 Professional growth requirements definitions 

80552-80553 Specific renewal requirements 

80554-80555 Elements of professional growth plan and professional growth record 

80556 Professional growth advisors, and employing agencies; roles and responsibilities 

80558 Definition of professional growth activities 

80565 Professional service requirements 

 



Appendix C 
SUGGESTED AREAS FOR PROFESSIONAL GROWTH COURSES 

A Professional Growth Award is earned by completion of nine (9) approved units. 
Work Related Studies (Revised 12/06) 

 

Area 1:  Courses open to all employees regardless of current job assignment: 
- Bookkeeping/Accounting 
- Child, Family and Community Relations 
- Computer and Software courses 
- CPR 
- English 
- First Aid 
- Human Relations 
- Mathematics/Statistics 
- Nutrition 
- Principals of Management 
- Psychology 
- Public Relations 
- Telephone Etiquette 
- Typing/Keyboarding 
- Inservice Workshops sponsored by the District 
- Approved correspondence courses 

Area 2:  Courses open to Maintenance, Grounds and Operations Families: 
- Basic Custodial Training 
- Heating/Plumbing and Furnace Equipment Repair and Operation 
- Horticulture 
- Landscape Gardening 
- Preventive Maintenance 
- Use of Pesticides and Insecticides 

Area 3:  Courses open to Food Service Families: 
- Food Safety Certification 
- Food Service Management 

Area 4:  Courses open to Instructional Assistant, Library, Computer and  
               BASRP Families: 

- Administration and Supervision of Programs for Young Children 
- Art, Music and Science for the Young Child 
- Child Care 
- Child Development 
- Classroom Techniques 
- Introduction of Child Psychology 
- Introduction to High School/Elementary Curriculum 
- Principals of Working with Young Children 
- Library Training (Library only) 

Area 5:  Courses open to Administrative and Clerical Families: 
- Business Coursework 
- Data Processing 
- Office Procedures 
- Payroll Record Keeping 

Personnel Management 
- Transcription 

Other courses, including General Education Courses to complete College Degree, may be  
approved for work related if approved by Employee’s Administrative Supervisor  

and by the Professional Growth Committee. 

PGUSD/CSEA- 2017/20 65



Appendix D 
 

PACIFIC GROVE UNIFIED SCHOOL DISTRICT 
Professional Growth Credit Form for Classified Employees 

 

INSTRUCTIONS:  Submit one copy.  List only one course on each application; submit to 
the Professional Growth Committee prior to undertaking course.   
 

   

Name     Date   
 

   

Applicant School/Department  Position 
 

     

Course/Workshop Title and Number  Units  Hours 
 

   

Name of School Where Course is Given  Beginning/Ending Dates of Course 
 

Course Description (Attach Copy of Catalog or Course Offering): 
 

 
 

Work Related (check one) Yes   No  
 

If Work Related, Please Explain Why:  

 
 

Supervisor’s Comments:  

 
 

     

   Supervisor’s Signature  
   (not required for courses listed in Appendix C)  

 
 

  COMMITTEE ACTION   
 
 

Date of Action  Units/Hours Approved  Work [   ] General [    ] 
 

Comments:  

 

 

Return application to Professional Growth Committee with verification of  
completion of coursework, certificate, transcript, or grade print out. 

 
 
 

A signed certificate of completion or transcript MUST accompany this form. 
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Employees, students, and visitors to our school district may have sensitivity and/or allergic reactions 

to various fragrant products. Therefore, in-so-much as possible Pacific Grove Unified School District 

is a fragrance-free workplace. The Governing Board believes that the use of fragrance-free products 

helps create a safe and healthy workplace and learning environment.  Fragrances from perfumes, 

lotions, air fresheners, candles and other personal care products that are not fragrance-free have been 

associated with adverse health effects including headaches, asthma, allergies, sinus problems, and 

skin rashes.  The use of scented products has also been associated with difficulty in concentration, 

which can affect student learning.  In order to promote the health and comfort of District students and 

staff, and to promote a healthy learning environment, the Governing Board establishes the following 

fragrance free policy to protect indoor air quality.   

 

The use of air fresheners, candles, plug-ins, potpourri, and incense is prohibited in any District 

facility, including District owned vehicles.   

 

The use of scented cleaning products other than those purchased by the District is prohibited for 

cleaning classrooms and District offices.   

 

Employees should refrain from using and wearing personal care products that are perceptible and 

cause health problems to others.  Personal care products include, but are not limited to, cologne, 

perfume, aftershave lotions, scented lotions, fragranced hair products, body sprays, scented 

deodorants, hand sanitizers and similar products.  
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The Board of Trustees is committed to providing a school environment that promotes the safety of 

students, employees, and visitors to school grounds. The Board also recognizes the importance of 

protecting District property, facilities, and equipment from vandalism and theft.  

 

The Superintendent or designee shall develop campus security procedures that are consistent with the 

goals and objectives of the District's comprehensive safety plan and site-level safety plans. Such 

procedures shall be regularly reviewed to reflect changed circumstances and to assess their 

effectiveness in achieving safe school objectives. 

(cf. 0450 - Comprehensive Safety Plan) 

Surveillance Systems 

The Board believes that reasonable use of surveillance cameras will help the district achieve its goals 

for security of campuses and other district facilities. In consultation with the safety planning 

committee and/or relevant staff, the Superintendent or designee shall identify appropriate locations 

for the placement of surveillance cameras, including on school buses.  The Superintendent or 

designee may add, remove or relocate cameras based upon district need.  Cameras shall not be placed 

in areas where students, staff, or community members have a reasonable expectation of privacy. 

Cameras placed on school buses may have both audio and video capabilities.  Audio capability in 

other surveillance locations shall be enabled so that sounds are recorded.  

Surveillance footage may be viewed at any time, as needed, by employees so authorized by the 

Superintendent.  Surveillance footage may be shared with law enforcement at the discretion of district 

administration.   Data shall be available for up to thirty days, unless maintained as a student or 

personnel record. 

 (cf. 5131.1 - Bus Conduct) 

(cf. 5145.12 - Search and Seizure) 

Prior to the operation of the surveillance system, the Superintendent or designee shall ensure that 

signs are posted at conspicuous locations at affected school buildings and grounds. These signs shall 

inform students, staff, and visitors that surveillance may occur. The Superintendent or designee shall 

also provide written notice to students and parents/guardians about the district's surveillance system, 

including the general locations where surveillance may occur, explaining that the recordings may be 

used in disciplinary proceedings, and that matters captured by the camera may be referred to local law 

enforcement, as appropriate. 

(cf. 5144 - Discipline) 

(cf. 5144.1 - Suspension and Expulsion/Due Process) 

http://gamutonline.net/displayPolicy/1053052/
http://gamutonline.net/displayPolicy/170885/
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To the extent that any images from the district's surveillance system are preserved or maintained as to 

create a student record as defined under the federal Family Educational Rights and Privacy Act 

(“FERPA”) and other applicable law, the Superintendent or designee shall ensure that the images are 

accessed, retained, and disclosed only in accordance with applicable law.  For example, an image may 

become a student record if it is maintained and used in a student discipline hearing.    

To the extent that any images from the district's surveillance system create a personnel record, the 

Superintendent or designee shall ensure that the images are accessed, retained, and disclosed in 

accordance with law, Board policy, administrative regulation, and any applicable collective 

bargaining agreements. 

 

Legal Reference:  

EDUCATION CODE  

32020 Access gates  

32211 Threatened disruption or interference with classes  

32280-32288 School safety plans  

35160 Authority of governing boards  

35160.1 Broad authority of school Districts  

38000-38005 Security patrols  

49050-49051 Searches by school employees  

49060-49079 Student records  

PENAL CODE  

469 Unauthorized making, duplicating or possession of key to public building  

626-626.10 Disruption of schools  

CALIFORNIA CONSTITUTION  

Article 1, Section 28(c) Right to Safe Schools  

UNITED STATES CODE, TITLE 20  

1232g Family Educational Rights and Privacy Act  

COURT DECISIONS  

New Jersey v. T.L.O. (1985) 469 U.S. 325  

ATTORNEY GENERAL OPINIONS  

83 Ops.Cal.Atty.Gen. 257 (2000)  

75 Ops.Cal.Atty.Gen. 155 (1992)  

Management Resources:  

CSBA PUBLICATIONS  

Protecting Our Schools: Governing Board Strategies to Combat School Violence, 1999  

CALIFORNIA DEPARTMENT OF EDUCATION PUBLICATIONS  

Safe Schools: A Planning Guide for Action, 2002  

NATIONAL INSTITUTE OF JUSTICE PUBLICATIONS  

Schools and Law Enforcement Agencies, 1999  

WEB SITES  

CSBA: http://www.csba.org  

California Department of Education, Safe Schools Office: http://www.cde.ca.gov/ls/ss  

National Institute of Justice: http://www.ojp.usdoj.gov/nij  
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The Board of Education recognizes that all district staff and students must be prepared to respond quickly 

and responsibly to emergencies, disasters, and threats of disaster. 

 

School employees are considered disaster service workers and are subject to disaster service activities 

assigned to them. (Government Code 3100) 

 

The Superintendent or designee shall develop and maintain a disaster preparedness plan which details 

provisions for handling all emergencies and disasters and which shall be included in the comprehensive 

school safety plan. 

 

In the event of a federally declared emergency, salaried employees of the school district shall be entitled to 

overtime pay if/as documented from the start and throughout the duration of said emergency. 

 

Legal Reference: 

EDUCATION CODE 

32001 Fire alarms and drills 

32040 Duty to equip school with first aid kit 

32280-32289 School safety plans 

32290 Safety devices 

39834 Operating overloaded bus 

46390-46392 Emergency average daily attendance in case of disaster 

49505 Natural disaster; meals for homeless students; reimbursement 

GOVERNMENT CODE 

3100 Public employees as disaster service workers 

8607 Standardized emergency management system 

CODE OF REGULATIONS, TITLE 5 

550 Fire drills 

560 Civil defense and disaster preparedness plans 

CODE OF REGULATIONS, TITLE 19 

2400-2450 Standardized emergency management system 

UNITED STATES CODE, TITLE 42 

12101-12213 Americans with Disabilities Act 

Management Resources: 

CSBA PUBLICATIONS 

Avian Influenza, Governance and Policy Services Fact Sheet, April 2006 

911! A Manual for Schools and the Media During a Campus Crisis, 2001 

CENTERS FOR DISEASE CONTROL AND PREVENTION PUBLICATIONS 

Pandemic Influenza Planning Checklist, 2006 

CONTRA COSTA COUNTY OFFICE OF EDUCATION 

Pandemic Flu School Action Kit, June 2006 

GOVERNOR'S OFFICE OF EMERGENCY SERVICES 

School Emergency Response: Using SEMS at Districts and Sites, June 1998 

U.S. DEPARTMENT OF EDUCATION PUBLICATIONS 

Practical Information on Crisis Planning: A Guide for Schools and Communities, May 2003 

WEB SITES 

CSBA: http://www.csba.org 
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American Red Cross: http://www.redcross.org 

California Department of Education, Crisis Preparedness: http://www.cde.ca.gov/ls/ss/cp 

California Emergency Management Agency: http://www.calema.ca.gov 

California Seismic Safety Commission: http://www.seismic.ca.gov 

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

Contra Costa County Office of Education, Pandemic influenza 

resources:http://www.cccoe.k12.ca.us/about/flu/resources_flu_action_kit 

Federal Emergency Management Agency: http://www.fema.gov 

U.S. Department of Education, Emergency Planning: http://www.ed.gov/admins/lead/safety/emergencyplan 

U.S. Department of Homeland Security: http://www.dhs.gov 

 

 

http://www.redcross.org/
http://www.cde.ca.gov/ls/ss/cp
http://www.calema.ca.gov/
http://www.seismic.ca.gov/
http://www.cdc.gov/
http://www.cccoe.k12.ca.us/about/flu/resources_flu_action_kit
http://www.ed.gov/admins/lead/safety/emergencyplan
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