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The Red Bluff Union Elementary School District is required to notify every employee
concerning certain laws and policies. This training packet contains the information that
we are required to share and other information that we felt would be helpful to you. We
ask that you read this information and complete the sign-off form indicating that you
have received this information.
The following topics are addressed in this training packet:
 Drug, Alcohol and Tobacco-Free Workplace


Evaluation—Certificated
















Nondiscrimination
Employee Use of Technology-Acceptable Use Policy
Non-school Employment
Sexual Harassment Prevention
Exposure Control (Blood borne Pathogens/Universal Precautions)
Employee Safety
Leaves
Annual Vacations--Classified
Uniform Complaint Procedure
Child Abuse Prevention and Reporting-Mandated Reporter
Worker’s Comp (work-related Injuries)
Pesticide Use Notification
Phishing-Scams Awareness



Government Pension Offset/Windfall Elimination Provision



Disability Insurance Notice

EMPLOYEE ACKNOWLEDGEMENT:
This training packet describes important information about the Red Bluff Union
Elementary School District and I understand that I should consult Human Resources
Services regarding any questions not answered in this packet.
Since the information described here is subject to change, I acknowledge that revisions
to the policies may occur. All such changes will be communicated through official
notices, and I understand that revised information may supersede, modify, or eliminate
existing policies.
Only the Superintendent of the Red Bluff Union Elementary School District has the ability
to adopt any revisions to the policies in this packet.
Furthermore, I acknowledge that this training packet is neither a contract nor a legal
document. I have received this packet and I understand that it is my responsibility to
read and comply with the policies contained in this packet and any revisions made to
it.

DRUG, ALCOHOL, AND TOBACCO-FREE WORKPLACE
It is the policy of the Red Bluff Union Elementary School District to maintain a
drug-free workplace. The RBUESD Superintendent believes that the maintenance of a
drug- and alcohol-free workplace is essential to staff and student safety and to help
ensure a productive and safe work and learning environment. (BP 4020)
Smoking is prohibited by employees and the public throughout Red Bluff Union
Elementary School District facilities and on Red Bluff Union Elementary School District
property. Smoking will not be permitted in any work areas, including private offices, rest
rooms, conference rooms, meeting rooms, lobbies, or on RBUESD property and grounds.
Smoking is also prohibited in Red Bluff Union Elementary School District vehicles. (BP
3513.3)

EVALUATION
(Certificated)
Evaluation is a process whereby the effectiveness of the professional staff
member is appraised in relation to job-related responsibilities and duties, predetermined
county office goals and objectives, RBUESD and community expectations, employee
competencies, and RBUESD policies, regulations, and procedures. RBUESD will
implement evaluation as described in the RBUESD Certificated Employees Organization
contract.

NON-DISCRIMINATION
The Red Bluff Union Elementary School District prohibits discrimination against
and/or harassment of Department employees and job applicants at any Department
site or activity on the basis of actual or perceived race, religion, color, national origin,
ancestry, age, marital status, pregnancy, physical or mental disability, medical
condition, genetic information, veteran status, gender, sex, or sexual orientation.
Any employee or job applicant who believes that he/she has been or is being
discriminated against or harassed in violation of Department policy or regulation should
immediately contact his/her supervisor, the Coordinator, or the Superintendent who
shall advise the employee or applicant about the Districts’ procedures for filing,
investigating, and resolving any such complaints.
The Red Bluff Union Elementary School District Coordinator for Nondiscrimination
in Employment is Rachel Bentley, Human Resource Coordinator Services. (BP, AR 4030)

EMPLOYEE USE OF TECHNOLOGY
The Red Bluff Union Elementary School District recognizes that technological
resources can enhance employee performance by offering effective tools to assist in
providing a quality instructional program, facilitating communications with
parents/guardians, students, and the community, supporting Red Bluff Union
Elementary School District and school operations, and improving access to and
exchange of information. The Superintendent 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 professional development in the
appropriate use of these resources.

Employees shall be responsible for the appropriate use of technology and shall
use the Districts’ technological resources primarily for purposes related to their
employment.
Employees shall be notified that computer files and electronic communications,
including email and voice mail, are not private. Technological resources shall not be
used to transmit confidential information about students, employees, or Districts’
operations without authority.
Use of the Districts’ technological resources for personal purposes shall be limited
to scheduled break times or after work hours and with permission from the employee’s
supervisor. Such use is a privilege that may be revoked at any time.
Employees should be aware that computer files and communications over
electronic networks, whether work related or personal, including e-mail and voice mail,
are not private.
These technologies shall not be used to transmit confidential information about
students, employees or Department operations without authority. Employees should
also be aware that any work product created while employed by Red Bluff Union
Elementary School District is the sole property of the Department and is to remain in its
possession upon the employee’s exit.
To ensure proper use of the system, the Superintendent or designee may monitor
the Districts’ 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.
Employees shall be responsible for the safe and efficient operation of
technological resources by:
 Not using equipment with food or drink nearby,
 Not attempting to repair equipment or allowing anyone who is not
Red Bluff Union Elementary School District technology support staff to attempt
to repair equipment,
 Not loading non-department software on computers without
approval from RBUESD technology support staff,
 Not attempting to bypass any security or network settings or make
changes to their configurations, and Protecting the confidentiality and
security of data on the computer by not allowing persons not employed by
Red Bluff Union Elementary School District to use the computer unattended.
Inappropriate use shall result in a cancellation of the employee's user privileges
and/or legal action in accordance with law, board policy and administrative
regulations.
Use of Cellular Phone or Mobile Communications Device
Any employee that uses a cell phone or mobile communications device in violation of
law, District policy, or administrative regulation shall be subject to discipline and may be
referred to law enforcement officials as appropriate. (BP 4040)

NON-SCHOOL EMPLOYMENT
In order to help maintain public trust in the integrity of Red Bluff Union Elementary
School District operations, the RBUESD Superintendent expects all employees to give the
responsibility of their positions precedence over any other outside employment. A
District employee may receive compensation for outside activities as long as these
activities are not inconsistent, incompatible, in conflict with, or unfavorable to his/her
District duties. (BP 4136, 4236, 4336)

SEXUAL HARASSMENT
The Red Bluff Union Elementary School District is committed to providing a work
environment free of unlawful harassment. Department policy prohibits retaliatory
behavior or action against Department employees or other persons who complain,
testify, or otherwise participate in the complaint process established pursuant to policy
and administrative regulation.
Any employee who witnesses or is the victim of an incident of harassment has a
responsibility to report it to an appropriate supervisor, i.e., the harasser’s supervisor, their
own supervisor, or Human Resource Services.
Any Department employee who engages or participates in sexual harassment in
violation of policy is subject to disciplinary action, up to and including dismissal.
Complaints of harassment can be filed with Rachel Bentley, Coordinator, in
accordance with BP, AR 1312.1-Complaints Concerning Discrimination in Employment.
(BP 4119.11, 4219.11, 4319.11)

EXPOSURE CONTROL TRAINING
As part of its commitment to provide a safe and healthful work environment, the
Superintendent has developed an exposure control plan for dealing with potentially
infectious materials in the workplace to protect employees from possible infection due
to contact with blood borne pathogens, including but not limited to hepatitis B virus,
hepatitis C virus and human immunodeficiency virus (HIV). The Districts’ exposure
control plan is located in the Human Resource Services department.
In order to protect employees from contact with potentially infectious blood or
other body fluids, the Red Bluff Union Elementary School District 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 blood borne pathogens are known to be present.
Employees shall immediately report any exposure incident or first aid incident in
accordance with the Districts’ exposure control plan or other safety procedures.
The Superintendent or designee shall ensure that the worksite is effectively
maintained in a clean and sanitary condition, and shall implement an appropriate
schedule for cleaning and decontamination of the worksite.
Employees may be offered or may request to be immunized for hepatitis B, at no
cost to the employee. Included is pertinent information and frequently asked questions
regarding Hepatitis B and the Hepatitis B vaccine. If you wish to receive the Hepatitis B
vaccine, please address your request to Human Resources Services or Department
nursing staff. (SP, AR, E 4119.42, 4219.42, 4319.42, SP, AR, 4119.43, 4219.43, 4319.43)

SAFETY
A safe and healthful working environment is essential to the employees of
RBUESD. We will observe the safety laws of the governments within whose jurisdictions
we operate and no one will knowingly be required to work in any unsafe manner.
Safety is every employee’s responsibility, and all employees are expected to use safe
work practices and do everything reasonable and necessary to keep RBUESD a safe
place to work. To this end, we have developed an Injury and Illness Prevention Program
and adopted policy to address environment and safety issues. The IIPP and relevant
policies are available in the handbook. Also available are general safety guidelines
and other pertinent information. Please read this information carefully and become
familiar with it. (BP, AR 4157, 4257, 4357)
The District complies with all insurance safety regulations by conducting
inspections annually. In order to meet insurance compliance standards the following
items are not allowed in classrooms:
Lamps, Christmas lights or other decorative light that is not an LED “rope”
style lighting
Aroma or scent emitting items, both plug in or ignition based.
Flammable Items: No candles, lanterns or other flame based lighting
sources
Ceiling clearance must be within 24” of ceiling
All entrances, exits, electrical panels and pathways must remain cleared
of any obstacles.

LEAVES
The Superintendent shall provide for paid and unpaid leaves of absence for
employees in accordance with law, District policy, administrative regulation, and
collective bargaining agreements.
The Superintendent recognizes the following justifiable reasons for employee
absence:
Personal illness or injury
Industrial accident or illness
Family care and medical leave
Military service
Personal necessity and personal emergencies
Disability leave for certificated employees in accordance with Education Code
44986
Vacations for classified staff
Sabbaticals for purposes of study or training related to the employee’s job duties
Compulsory leave
It is the policy of the Red Bluff Union Elementary School District that notification
for absences be given as soon as possible and that the employee shall submit
absences using Frontline (Aesop) and following the protocols of individual
departments.
Absence for personal necessity must be taken in increments of not less than one
hour blocks of time. No such leave in excess of seven days may be used in any school
year for the purposes of personal necessity. Personal necessity shall not be granted

during a scheduled vacation or leave of absence without the approval of the
Superintendent or Designee. (BP 4161, 4261, 4361)

VACATION
It is the policy of the Red Bluff Union Elementary School District that no more than
ten days (80 hours) of vacation may be carried beyond June 30 without prior approval
of the Superintendent. The Superintendent will only approve carryover in extenuating
circumstances.
When planning vacation, please remember that all vacation must be preapproved by your supervisor. Please see the Employee Handbook for additional
information.

UNIFORM COMPLAINT PROCEDURES
The Superintendent is primarily responsible for complying with applicable state
and federal laws and regulations governing educational programs. Complaints may be
filed with the Department or the California Department of Education alleging a
violation by the Department of state and/or federal laws or regulations in any program
or activity which is funded by state or federal funds. The Department has developed
policies and procedures for filing complaints.
The Superintendent desires that complaints be resolved expeditiously without
disrupting the educational process. The Superintendent or designee shall determine
whether a complaint should be considered a complaint against the Department
and/or an individual employee, and whether it should be resolved by the Districts’
process for complaints concerning personnel and/or other Department procedures.
The Department will not investigate anonymous complaints unless it so desires. (BP
1312.3)
You can find additional information on our website https://www.rbuesd.org/UniformComplaint-FormsWilliams-UCP/index.html

CHILD ABUSE AND NEGLECT REPORTING PROCEDURES
With concern for the total well being of each student, the Red Bluff Union
Elementary School District directs employees to report known or suspected incidences
of child abuse in accordance with state law and Red Bluff Union Elementary School
District policy. Once a report has been given by telephone, a written report shall follow
with in 36 hours. Telephonic reports shall be made to Children’s Protective Services at
(530) 527-9416 or 1-800-323-7711 or to the local law enforcement agency. Written
reports can be faxed or mailed to Children’s Protective Services, Tehama County
Department of Social Services, P.O. Box 1515, Red Bluff, CA 96080. Red Bluff Union
Elementary School District employees shall cooperate with the child protective
agencies responsible for reporting, investigating, and prosecuting cases of
child abuse. (BP 5141.4)

WORK-RELATED INJURIES
(Workers’ Compensation/Industrial Accident)
RBUESD carries insurance to cover the cost of work-incurred injury or illness.
Benefits help pay for your medical treatment and part of any income you may lose
while recovering. Specific benefits are prescribed by law depending on the
circumstance of each case.
To be assured of maximum coverage, work-related accidents must be reported
immediately to Company Nurse, your supervisor and to the Human Resource Services
Department within 24 hours. The employee will then be directed to go to Lassen
Medical Group-Urgent Care (RBUESD’s MPN) or with the appropriate pre-designated
physician form on file, to their personal physician. The pre-designated physician form
must be completed and signed by your physician and on file with the HRS Department
prior to the accident/injury. A copy of this form, along with information regarding our
Medical Provider Network (MPN) is available on our website or in the HRS Office. Once
notified of an employee’s injury, RBUESD will initiate the appropriate paperwork and file
a claim in a timely manner.

Temporary disability checks are to be turned in to the Payroll office. (BP 4157.1,
4257.1, 4357.1)

PESTICIDE USE NOTIFICATION
Public agencies are required to provide employees with annual written
notification of pesticide use. During the school year, it may be necessary to apply
certain pesticides at the Red Bluff Union Elementary School District, 1755 Airport Blvd.
and/or school sites. A List of agencies and products used can be found on our website
located at https://www.rbuesd.org/District-Services/Maintenance/index.html
If you wish to be notified of specific pesticide applications at the Department or
your school site, please register with the Red Bluff Union Elementary School District
(information below.) People who register for this notification will be notified at least 72
hours prior to application.
To register, please send your name, address, school site and request to:
"Pesticide Notification"
Attention: Director of Facilities
Red Bluff Union Elementary School District
1755 Airport Blvd.
Red Bluff, CA 96080
It is the intent of the Red Bluff Union Elementary School District to minimize the use
of chemical pesticides and, when their use cannot be avoided, to utilize the least toxic
appropriate method. Employees may not bring outside chemicals (i.e., cleaners,
disinfectants, deodorizers, sanitizers, air freshener, bleach wipes, etc.) to any RBUESD
worksite. You may obtain additional information on pest management products,
chemicals, and practices on the California Department of Pesticide Regulation's
website at http://www.cdpr.ca.gov.

PHISHING SCAMS AWARENESS
Many agencies have been a target of fake (or "phishing") email offers/warnings.
These malicious messages are meant to trick users into sending sensitive information to
spammers. The best thing to do with these email messages is to delete them.
If you receive an email message where the sender is claiming to be RBUESD staff
member and is asking you for your password, personal information, or to provide the
personal information of staff members, do not comply, RBUESD will never ask you to
provide your password or social security number (or other personal information) by
email. Messages requesting such information are fraudulent and should be deleted. If
you ever have any questions or concerns regarding fake email offers/warning, you can
contact the IT Help Desk at 528-7247 or send an e-mail to helpdesk@rbuesd.org.

GOVERNMENT PENSION OFFSET AND
WINDFALL ELIMINATION PROVISION

RBUESD employees participate in STRS and therefore do not pay into Social
Security. Two provisions of federal law reduce a person's Social Security benefits if
he/she is also receiving a public pension:
The Government Pension Offset (GPO) reduces an individual’s Social Security
survivor benefits (available to a person whose deceased spouse had earned Social
Security benefits) by an amount equal to two-thirds of his/her public pension.
The Windfall Elimination Provision (WEP) changes the formula used to figure
benefit amounts – reducing an individual’s own Social Security benefits (earned while
working in a job covered by Social Security). Flyers regarding each of these topics can
be found in the index.

DISABILITY INSURANCE NOTICE
RBUESD does participate in State Disability Insurance. You must speak with the
Human Resources Department before filing for SDI benefits. RBUESD coordinates
benefits with State Disability and you can not, by law, earn more than 100% of your
normal monthly wage. You are required to submit all statement of monies received to
the District for the coordination of these benefits. Failure to do so could result in an
overpayment from the District or the State and fines and/or penalties may result.

ATTACHMENTS
This section is comprised of information that supports the packet of information
provided.
Copies of actual policies, handouts, forms, etc. that are referenced in the
packet are
included for your reference.
All Board Policies can be found at https://www.rbuesd.org/About-Us/SchoolBoard/Board-Policies/index.html

