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INTRODUCTION 
 
What is expected of substitutes? 
 
●​ Report to your assignment on time. You will need to check in at the school site’s front office by the 

start time of your assignment to get necessary information about your assignment.  
●​ Substitutes should maintain high standards of professional appearance reflecting those of the 

education profession and serving as role models for students. 
●​ Shorts and other garments resembling shorts are not generally acceptable attire except in the gym, 

on the playground or on athletic fields. Clothes with rips, tears and holes are not 
acceptable.Substitutes are expected to maintain an appropriate appearance that is businesslike, 
neat and clean, as determined by the requirements of the work area.  Dress and appearance 
should not be offensive to the public or other employees. BP 4119.22 

●​ District policies require that substitute teachers remain at a school site through the preparation 
period when it falls on the last period of the day. If the preparation period falls during the first period 
of the day, the substitute is to be at the school site during the prep period. You may also be asked 
to cover another absent teacher’s class during the preparation period. 

●​ Substitutes are on the same professional level as a contracted teacher/employee and are 
expected to observe the same ethical standards. You are expected to maintain the highest ethical 
standards and follow district policies and regulations in place to keep the educational system for 
our students functioning at its peak and maintain the district’s integrity. Public education is a 
cooperative venture involving the services of many people.  GUSD functions best when there is a 
spirit of cooperation among all employees – when the employees have confidence in and respect 
for the rights and responsibilities of others. If you are concerned about a practice at the school, talk 
to the site administrator. If a substitute engages in an unethical or inappropriate practice, the 
substitute may be removed from the substitute roster. 

 
ACCEPTING ASSIGNMENTS AND REPORTING TO THE SITE 
 
Substitutes may accept assignments through any of the following: 
1.​ Assignments accepted through Frontline online website  
2.​ Assignments accepted through direct contact at the site in person or via telephone 
3.​ Assignments accepted through Frontline Automated Call System 

 
Please note that your subbing assignment MUST be logged in Frontline. If you do not see your 
assignment in Frontline, please contact the site you subbed at.  

●​ For substitute teachers, entries not logged in Frontline will not be paid, as its assignment log is 
used for payroll.  

●​ For classified substitutes (non-teaching substitutes), your assignment must be in Frontline 
and you will need to clock in and out from your assignment on the kiosk set up at each of the 
school site offices. Please note that if you do not have an assignment in Frontline, you will not 
be able to clock in and out on the Time and Attendance kiosk. Clocking in and out will generate 
a timesheet. If there is an error, you may submit a correction within three (3) days of the 
assignment by logging into Frontline and going to the Time and Attendance platform under 
“Timesheets”. 

 
If teaching on an emergency substitute teaching credential, the substitute cannot serve for more than 
30 days (20 days for special education) for any one teacher during the school year.  
 
At the end of each school year, please keep an eye out for a “Reasonable Assurance” notice and return 
it to the District Office by the specified date to remain active on the substitute list for the following school 
year. If this form is not received by the specified date, your substitute account will be inactivated for the 
following school year. 
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Hours of Work 
Schedules for daily operation and work hours at the various sites will be established by supervisors and 
approved by the Superintendent. Substitute work hours will be determined by the accepted assignment 
in Frontline. A full work day is scheduled for seven (7) hours not including the lunch break.  
 
SALARY SCHEDULE 
 
Gridley Unified School District pays all its substitutes an hourly rate as indicated below: 
 
Certificated Substitute Teacher  
 
Short Term (Assignments in the same classroom/teacher less than 21 consecutive days) 
1-20 consecutive days in same class is $28.58 per hour 
1-20 consecutive days in same class for Gridley retired teachers $28.58 per hour 
 
Long Term (Assignments for 21+ consecutive days in the same classroom/teacher) 
21+ consecutive days in same class is $32.14 per hour 
 
Classified Substitutes 
 
Classified Substitutes are paid on Step 1 of the classification range worked in. 
Gridley retired classified may be placed up to step 5 in the classification range worked in. 
 
Intern Psychologist 
 
$75.00 per day up to number of days approved for Internship Program hours 
 
 
PAY PERIODS 
The pay period for substitutes is from the 26th of the month through the 25th of the following month. 
Paychecks are issued on the 10th of each month and will be mailed to you if you receive a live check. If 
you have signed up for direct deposit, your paystub will be emailed to you to the email address you 
have on file. You will need to enter the last four digits of your social security number to access the 
paystubs emailed to you. 
 
 
SICK LEAVE ACCRUAL FOR SUBSTITUTES  
In accordance with California’s Healthy Workplaces, Healthy Families Act (California Labor Code 
sections 245–249), eligible substitute employees earn paid sick leave while employed by the District. 

Eligibility 
Substitute employees, including substitute teachers and other short-term or temporary substitute staff, 
are eligible to accrue paid sick leave if they work in California for the District for at least thirty (30) days 
within a one-year period. 

Employees may begin using accrued sick leave on or after the 90th day of employment. 

Accrual of Leave 
Eligible substitute employees accrue paid sick leave at the rate of one (1) hour of paid sick leave for 
every thirty (30) hours worked. 
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Accrued sick leave balances are maintained through the District payroll system and are reflected on 
employee pay statements.  

Use of Paid Sick Leave 
Paid sick leave may be used for: 

●​ Diagnosis, care, or treatment of an existing health condition; 
●​ Preventive care for the employee or a family member; 
●​ Medical appointments; 
●​ Reasons related to domestic violence, sexual assault, or stalking, as permitted by law. 

Family members include those identified under California law, including children, parents, spouses, 
registered domestic partners, grandparents, grandchildren, siblings, and designated persons where 
applicable. 

Procedures for Use 
Substitute employees requesting use of paid sick leave must: 

●​ Accept an assignment prior to requesting sick leave for that assignment day; 
●​ Report the absence through the District’s substitute management (canceling assignment under 

illness) and notify the site;  
●​ Notify the the Human Resources Office; and 
●​ Complete and submit the Substitute- Paid Sick Leave Request  to the Human Resources Office 

in the payroll period in which the sick leave hours are used. 

Paid sicke; leave must be used in increments consistent with District payroll practices and applicable 
law up to the amount of hours accepted in the assignment. 

Annual Usage and Carryover 
The District provides paid sick leave in accordance with California law. Employees may use available 
accrued leave up to the annual limit established by law or District policy, currently up to 40 hours each 
school year. 

Unused accrued sick leave may carry over from year to year subject to applicable statutory caps and 
District procedures. Accrued sick leave balances are capped at 80 hours.  

Separation from Employment 
Unused paid sick leave is not paid out or transferred out upon separation from employment. However, 
previously accrued and unused sick leave may be reinstated if an employee is rehired within the 
timeframe required by law, typically one (1) year. 
 
Additional Information 
Questions regarding paid sick leave eligibility, accrual balances, or procedures should be directed to the 
Human Resources or Payroll Department. 
 
SCHOOL SITES 
Assignments will be in Frontline and include the site your assignment is at. Reporting to an assignment 
will always include checking in at the front office. There are five (5) schools in the district and a total of 
six (6) locations you may report to, as follows: 
 
McKinley Primary School (Grades TK-1)​ Wilson Elementary School (Grades 2-5) 
1045 Sycamore Street​ 409 Magnolia Street 
Gridley, CA 95948​ Gridley, CA 95948 
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Sycamore Middle School (Grades 6-8)​ Gridley High School (Grades 9-12) 
1125 Sycamore Street​ 300 E. Spruce Street 
Gridley, CA 95948​ Gridley, CA 95948 
 
Esperanza High School (Grades 11-12)​ Transportation & Maintenance Office 
581B Jackson Street​ 906 Fairview Drive 
Gridley, CA 95948​ Gridley, CA 95948 
 
LEGAL RESPONSIBILITIES OF SUBSTITUTES 
 
Theory of Common Law: Courts have held that schools have a special relationship with students and have a 
legal duty to protect students from foreseeable harm. The basic theory underlying the theory of common law is 
negligence. For schools to be held liable for injuries to students, all four of the following elements must be 
present: 
1. A duty of reasonable care 
2. A breach of duty 
3. Actual damage to the plaintiff 
4. Breach must be the proximate cause of the damage 
 
Loco Parentis: While under the supervision of school personnel, staff members serve in loco parentis (in place of 
the parents). 
 
Theory of Reasonableness: Courts will attempt to determine if school personnel acted as a reasonable and 
prudent adult would normally act under the same given circumstance if a student is injured. 
 
Degree of Foreseeable Harm: Courts will seek to determine if an injury to a student could have been anticipated 
and prevented. The degree of foreseeable harm often determines the extent in which teachers, administrators and 
school districts are held liable for injuries to students. 
 
Student Supervision Requirements: In California, except during lunch periods, certificated staff must maintain 
visual contact and assume the primary responsibly for the supervision of students. 
 
Respondeat Superior: When acting within the scope of employment, school districts are held legally responsible 
for the acts and omissions of their employees. If an employee acts outside the scope of employment, the 
individual, and not the school district, will be held liable for acts and omissions resulting in injury to students and 
others. 
 
Leaving Students Unattended & Locking Classrooms: Teachers should not leave students in classrooms 
unattended without certified supervision. Teachers are responsible for all students under their charge and are 
legally responsible for the welfare of these students. 
 
Reporting Dangerous Situations: If any employee at a school observes the existence of a dangerous situation, 
it is imperative that it be reported to school officials as soon as possible so preventive and/or corrective actions 
can be taken. Dangerous situations can include unsafe equipment, physical obstacles, unknown objects, potential 
and actual student confrontations, substance abuse, gang activities, etc. 
 
Missing Students: Missing students should be reported to the school office immediately. 
 
Injuries To Students: If any doubt exists in the mind of a teacher about moving an injured student, don't move 
the student. The school office should be notified immediately for medical assistance. An observing student may 
need to be sent to the office for assistance while the teacher attends the injured student. 
 
Release Of Students: Students should not be released directly to anyone other than school personnel without 
written permission from office staff. If anyone requests that a student be released to their care, and the teacher is 
uncertain about that person’s legal authorization to assume custody of the student, the teacher should send the 
individual to the school office for written authorization before the student is released. 
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Confidentiality: Any request for information regarding students or families from outside school sources should be 
referred to the school principal. Substitute teachers need to be diligent in protecting the privacy rights of students 
and families. 
 
Due Process: Courts have held that education is a property right. Student property rights may not be abridged 
without observing students' legal due process rights. The guarantee of a fair and impartial hearing must be 
afforded all students. 
 
Child Abuse Reporting: All school substitutes are Mandated Reporters; you are a Mandated Reporter and you 
must report known or suspected child abuse to a child protective agency and local law enforcement by telephone 
immediately or as soon as practically possible and in writing within 36 hours. GUSD requires employees to report 
to their supervisor, who in turn ensures that the Board policy and procedures are followed.  A copy of the Board’s 
Administrative Regulation is available at the District Office and at each of the sites. Participation in the Mandated 
Reporter Training is required within six weeks of hire date or within the first six weeks of the start of the school 
year. Additional information regarding the training will be provided. BP 5141.4. Even suspected child abuse must 
be reported to the proper legal authorities. Substitute teachers who suspect child abuse should seek the guidance 
of school administrators. 
 
Students on Medication: Students are prohibited from taking medication without being under the immediate 
supervision of appropriately designated and trained staff. Students who bring medications to class should be 
referred to the school office immediately. 
 
Letting Students Out Early: Letting students out early is disruptive to other classrooms, and it often results in 
students being unsupervised. If unsupervised students are injured, the school district and the assigned teacher/s 
are legally responsible. The early release of students should not be permitted without prior authorization of school 
administrators and without appropriate student supervision. 
 
Weapons and Drugs: California has a zero tolerance law regarding weapons and drugs in schools. Any student 
suspected of being in possession of weapons or drugs or under the influence of drugs, is in violation of the law, 
and school administrators should be notified immediately. 
 
Student Searches: While teachers serve in loco parentis for students under their charge, students may not be 
searched without reasonable suspicion. Teachers are not to conduct different gender student body searches. 
Same-sex student body searches should only be done by an administrator when reasonable suspicion exists, and 
when at least one staff member is present to serve as a witness. Law strictly prohibits strip searches. 
 
Sexual Harassment: Sexual harassment (use of sexually explicit language, requests for sexual favors, sexually 
graphic materials/language, or the creation of a sexually hostile work or learning environment) between and 
among students, between staff and students, or between staff members is legally prohibited and should be 
reported immediately to the appropriate school administrator. 
 
Personal Use of School Property: The personal use of school property constitutes a gift of public funds and is 
prohibited by law. 
 
School Visitors: Most schools require school visitors to report to the school office prior to actually visiting 
classrooms or the playground. If you observe individuals at the school who you believe are unauthorized, report 
them to the school office immediately. Most schools will provide visitors with nametags or written authorization. 
 
Playground Supervision: If a student is seriously injured on the playground, courts will attempt to determine if 
there was a proper number of assigned staff members on duty, if playground supervisors were properly located 
and diligent, if proper safety rules existed, if those rules were consistently and properly enforced, and if any 
foreseeable and preventable danger existed. If human error did occur, the courts will seek to determine if that 
failure was the proximate reason the student sustained the injury. 
 
Use of Physical Force: Rarely, and only under emergency situations, is it legally or professionally permissible for 
teachers to use physical force with students. Physical force may only be used to prevent injury to students, others, 
or self. The use of physical force must be limited to the amount of force absolutely necessary to prevent injury. 
Teachers should avoid placing themselves in danger of injury when supervising students. 
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Corporal Punishment in California: California Education Code prohibits the use of physical punishment. 
 
Student Detention during Recess or the Noon Break: Check the school policy before you withhold a student's 
recess or nutrition break, and before you require him/her to stay after school. 
 
 
TIPS FOR A SUCCESSFUL SUBSTITUTE TEACHING ASSIGNMENT 
 
REMEMBER: It is important for substitute teachers to establish their classroom expectations and consequences 
at the beginning of the day. It is essential for teachers to be perceived by students as confident, as being in 
charge, and as being fair. 
 
Respecting Students: Remember that each individual student is a person who deserves to be treated with 
respect regardless of their intellectual abilities, primary language, social training, cultural background, or personal 
circumstance. Students respect adults who respect them. 
 
Staying In Control: It is extremely important for teachers to control their emotions. Teachers should model 
appropriate behavior even under highly stressful situations. When teachers lose self-control, it becomes more 
difficult to make proper decisions and to retain the respect of students. When teachers lose self-control, their 
behavior often becomes the focus of attention rather than the student's behavior. 
 
Eye Contact: Direct eye contact and non-verbal communication are effective classroom management tools, 
provided that the non-verbal communication doesn't become threatening or intimidating to students. 
 
Raising Your Voice: Using different voice inflections in the classroom is appropriate only if it has a legitimate 
educational purpose, doesn't result in yelling (which is ineffective and abusive), and doesn't demean students. 
 
Establishing Standards of Conduct: The key to having a successful educational day is letting the entire class 
know your expectations. "Establishing standards" should be done as early in the day as possible. Teachers need 
to be firm, fair, and consistent. Setting reasonable standards and consequences and consistently enforcing these 
standards is essential in maintaining a safe, orderly learning environment. 
 
Proximity & Classroom Management: There is a direct correlation of distance of the teacher from the student 
and student behavior. The closer a teacher is to a student, normally, the better the student's behavior. Teachers 
who walk around the classroom and monitor student conduct usually maintain much better classroom control. 
 
Unoccupied Student Time: Unoccupied and non-directed student time often results in classroom management 
difficulties. Teachers should provide learning activities for students to begin working on immediately upon entering 
the classroom and upon concluding their regular classroom assignments. 
 
Extinction: Minor unacceptable student behaviors are often best dealt with by using a technique known as 
extinction (ignoring minor negative behavior so it is not reinforced by providing desired attention). This technique 
usually results in minor unacceptable student behavior disappearing. If the undesired behavior persists, the 
teacher will need to use more direct disciplinary intervention strategies. 
 
Typical Classroom Rules: Typical elementary and middle school classroom rules include the following: (a) Keep 
your feet, hands and objects to yourself; (b) You may talk when you have raised your hand and been given 
permission to do so by the teacher; (c) Students are to remain in their seats unless given permission to be out of 
their seats; (d) No "put-downs;" and (e) No student will stop another student from learning. Severe violations 
resulting in instant referrals to the principal's office include fighting, possession of drugs or weapons, physical 
threats, constant disruption and defiance, etc. Typically, high school student rules will vary from elementary and 
middle school rules only slightly. High school students need classroom rules to be stated in such a way that they 
consider the increased level of maturity of the students. 

 
DISTRICT POLICIES AND OTHER INFORMATION  
 
Complaint Handling Procedure 
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Under normal conditions, if you have a job-related problem, question or complaint, you should discuss it with your 
supervisor.  
  
If the discussion with your supervisor does not answer your question or resolve the matter to your satisfaction, 
you may then present your complaint, orally or in writing, to the next higher level of management.  If the matter is 
still not resolved satisfactorily, you may present your complaint in writing to the Superintendent. Within five (5) 
working days of receiving the complaint, the Superintendent or designee shall conduct any necessary 
investigation and meet with the complainant in an effort to resolve the complaint. 
  
When the issue personally involves the supervisor or manager with whom you would ordinarily discuss a problem, 
you may bypass that individual and proceed to the next person in authority without fear of reprisal.  Difficulties in 
using this complaint procedure should be brought to the attention of the Personnel Manager. 
  
Employee Safety 
GUSD strives to provide safe working conditions for our employees.  We observe the safety laws of the 
governments within whose jurisdictions we operate.  No one will knowingly be required to work in any unsafe 
manner.  Safety is every employee’s responsibility, and all employees are expected to do everything reasonable 
and necessary to keep GUSD a safe place to work. Any unsafe conditions should be reported to your supervisor 
immediately. 
  
Universal Precautions 
Universal precautions shall be observed throughout the District to protect employees from contact with potentially 
infectious blood or other body fluids.  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. 
  
Universal precaution is an approach to infection control.  According to the concept of universal precautions, all 
human blood and certain human body fluids are treated as if known to be infectious for HIV, HBV and other blood 
borne pathogens. 
  
PLEASE REFER TO BOARD POLICY “UNIVERSAL PRECAUTIONS” BP 4119.43, 4219.43, 4319.43 FOR 
DETAILED INFORMATION. 
  
All exposure incidents must be reported as soon as possible to your supervisor and the Superintendent or 
Personnel Manager.  Following a report of an exposure incident, the District shall provide the exposed employee 
with a confidential medical evaluation and follow-up, as required by law.  GUSD shall maintain the confidentiality 
of the affected employee and the exposure source during all phases of the post-exposure evaluation. 
  
General Guidelines for Universal Precautions 

1.​ Wear disposable waterproof gloves whenever you expect to come into direct hand contact with blood, 
other body fluids, or contaminated items or surfaces.   This applies to incidents including, but not limited 
to, caring for nosebleeds or cuts, leaning up spills, or handling clothes soiled by blood or body fluids.  DO 
NOT REUSE GLOVES.  After each use, remove the gloves without touching the outside of them and 
dispose of them in a lined waste container. 

2.​ Wash your hands and nay other contacted skin surfaces thoroughly for 15 to 30 seconds with soap and 
warm running water, rinse under running water, and thoroughly dry with disposable paper towels: 

a.​ Immediately after any contact with blood, body fluids, drainage from wounds, or with soiled 
garments, objects or surfaces. 

b.​ Immediately after removing gloves, gowns or smocks. 
c.​ Before eating, drinking, or feeding. 
d.​ Before handling food, cleaning utensils or kitchen equipment. 
e.​ Before and after using the toilet or diapering. 

When running water is not available, use antiseptic hand cleanser and lean towels and use soap and 
running water as soon as possible. 

3.​ Clean surfaces and equipment contaminated with blood with soap and water and disinfect them promptly 
with a fresh solution of bleach (ten parts water to one part bleach) or other disinfectant.  While cleaning, 
wear disposable gloves and use disposable towels whenever possible.  Rinse mops or other 
non-disposable items in the disinfectant. 

4.​ Properly dispose of contaminated materials and label them as bio-hazardous.  
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a.​ Place blood, body fluids, gloves, bloody dressings and other absorbent materials into 

appropriately labeled plastic bags or lined waste containers. 
b.​ Place needles, syringes and other sharp disposable objects in leak-proof, puncture-proof 

containers. 
c.​ Bag soiled towels and other laundry.  Presoak with disinfectant and launder with soap and water. 
d.​ Dispose of urine, vomit or feces in the sanitary sewer system.  Rinse, flush and sanitize sink and 

countertops after any such disposal. 
5.​ Do not care for others’ injuries if you have any bleeding or oozing wounds or skin conditions. 
6.​ Use a mouthpiece, resuscitation bag or other ventilation device when readily available in place of 

mouth-to-mouth resuscitation.  
7.​ Immediately report any exposure incident or first-aid incident to your supervisor. 

 
 
 
Conflict of Interest 
Business dealings that represent, or appear to represent, a conflict between the interests of GUSD and an 
employee are unacceptable.  GUSD recognizes the right of employees to engage in activities outside of their 
employment which are of a private nature and unrelated to our business.  However, outside work that conflicts 
with the business of the District or done in conjunction with District work is a conflict of interest.  
  
Harassment 
The Board of Trustees prohibits sexual harassment, as defined in BP/AR 4119.11, 4219.11, 4319.11, in the 
working environment of District employees or applicants by any person in any form.  Employees who permit or 
engage in such harassment may be subject to disciplinary action up to and including dismissal.  
 
Alcohol and Drugs 
Gridley Unified School District believes that the maintenance of drug and alcohol free workplaces is essential to 
school and district operations.  The Board of Trustees has deemed the District as a Drug and Alcohol Free 
Workplace (BP 4020). 
 
Tobacco-Free Schools 
Gridley Unified School District believes that the maintenance of tobacco- free workplaces is essential to school 
and district operations.  The Board of Trustees has deemed the District as a Tobacco Free Workplace (BP 2161). 
 
Confidentiality 
The District Superintendent, administration and staff shall maintain the confidentiality of all confidential records 
until such time as laws, state regulations, and/or bylaws of this District permit disclosure.  Information and records 
pertaining to closed sessions, negotiations and student records are not subject to public disclosure under 
Government Code 6252-6260. 
  
Any employee who willfully releases confidential/privileged information about students, staff, or any topic properly 
confined to a closed session shall be subject to disciplinary action up to and including dismissal. 
  
Telephone Use 
GUSD telephones are to be used for business purposes in serving the interest of our customers and in the course 
of normal operations.  Answer all calls promptly and courteously.  On occasion, personal calls may be necessary, 
but we ask your cooperation in limiting them to emergencies or essential personal business and in keeping them 
brief.  Personal long-distance calls from District phones are to be charged to the employee’s charge card or home 
phone numbers.  Any costs for long distance calls are to be reimbursed by the employee. 
  
Mobile Devices 
GUSD mobile devices may be necessary for certain employees to conduct District-related business. In the event 
a District-owned device is used for personal use, to be able to exclude all use by an employee from taxable 
income, employees will reimburse the District for any personal calls made, and a pro rate of the monthly charge. 
  
Internet/Computer Technology Use 
The computer network is provided for staff to conduct research and communicate with others.  Employees are 
authorized to use District on-line services in accordance with user obligations and responsibilities specified in BP 
4040(a) (b) and AR 4040.  
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In the event of a work injury: 

1.​ Be sure first aid is given. Call the Company Nurse Hotline at (877) 778-2576 for non-emergency injuries. Code: GRID 
2.​ If emergency medical treatment is needed, call 911. 
3.​ See that the injured employee is taken to a doctor or hospital, if necessary.  
4.​ Report all injuries immediately to your supervisor or Human Resources (Julie Vang at (530) 846-4721 ext. 8110).  
5.​ Contact Human Resources or Claim Administrator if you have any questions about workers’ compensation. You may 

also contact an Information and Assistance Officer at the State Division of Workers’ Compensation. 
6.​ Hear recorded information and a list of local offices by calling toll-free (800) 736-7401 or visit www.dir.ca.gov. 

Anyone who knowingly files or assists in the filing of a false workers' compensation claim may be fined up to $150,000 and 
sent to prison for up to five years.   (Insurance Code Section 1871.4) 
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Sexual Harassment Notice 

The Facts About Sexual Harassment 
The Fair Employment and Housing Act (FEHA) defines sexual harassment as harassment based on sex or of a sexual nature; 
gender harassment; and harassment based on pregnancy, childbirth, or related medical conditions. 
The definition of sexual harassment includes many forms of offensive behavior, including harassment of a person of the same 
gender as the harasser. The following is a partial list of types of sexual harassment: 
• Unwanted sexual advances 
• Offering employment benefits in exchange for sexual favors 
• Actual or threatened retaliation 
• Leering; making sexual gestures; or displaying sexually suggestive objects, pictures, cartoons, or posters 
• Making or using derogatory comments, epithets, slurs, or jokes 
• Sexual comments including graphic comments about an individual’s body; sexually degrading words used to describe an 
individual; or suggestive or obscene letters, notes, or invitations 
• Physical touching or assault, as well as impeding or blocking movements 
• Sexual desire is not necessary 
 
Employers’ Obligations 
All employers must take the following actions against harassment: 
• Take all reasonable steps to prevent discrimination and harassment from occurring. If harassment does occur,  take effective 
action to stop any further harassment and to correct any effects of the harassment. 
• Develop and implement a sexual harassment prevention policy with a procedure for employees to make complaints and for 
the employer to investigate complaints. 
Policies should include provisions to: 
• Fully inform the complainant of his/her rights and any obligations to secure those rights. 
• Fully and effectively investigate. The investigation must be thorough, objective, and complete. Anyone with information 
regarding the matter should be interviewed. A determination must be made and the results 
communicated to the complainant, to the alleged harasser and, as appropriate, to all others directly concerned. 
• Take prompt and effective corrective action if the harassment allegations are proven. The employer must take appropriate 
action to stop the harassment and ensure it will not continue. The employer must also communicate to the complainant that 
action has been taken to stop the harassment from recurring. Finally, appropriate steps must be taken to remedy the 
complainant’s damages, if any. 
• Post the Department of Fair Employment and Housing (DFEH) employment poster (DFEH - 162) in the workplace (available 
through the DFEH publications line [916] 478-7201 or Web site). 
• Distribute an information sheet on sexual harassment to all employees. An employer may either distribute this pamphlet 
(DFEH 185) or develop an equivalent document that meets the requirements of Government Code section 12950(b). This 
pamphlet may be duplicated in any quantity. However, this pamphlet is not to be used in place of a sexual harassment 
prevention policy, which all employers are required to have. 
• All employees should be made aware of the seriousness of violations of the sexual harassment policy and must be cautioned 
against using peer pressure to discourage harassment victims from complaining. 
• Employers who do business in California and employ 50 or more part-time or full-time employees must provide at least two 
hours of sexual harassment training every two years to each supervisory employee and to all new supervisory employees 
within six months of their assumption of a supervisory position. 
• A program to eliminate sexual harassment from the workplace is not only required by law, but is the most practical way for an 
employer to avoid or limit liability if harassment should occur despite preventive efforts. 
 
Employer Liability 
All employers, regardless of the number of employees, are covered by the harassment section of the FEHA. 
Employers are generally liable for harassment by their supervisors or agents. Harassers, including both  supervisory and 
non-supervisory personnel, may be held personally liable for harassing an employee or 
coworker or for aiding and abetting harassment. Additionally, the law requires employers to take “all reasonable steps to 
prevent harassment from occurring.” If an employer has failed to take such preventive measures, that employer can be held 
liable for the harassment. A victim may be entitled to damages, even though no employment opportunity has been denied and 
there is no actual loss of pay or benefits. In addition, if an employer knows or should have known that a non-employee (e.g. 
client or customer) has sexually harassed an employee, applicant, or person providing services for the employer and fails to 
take immediate and appropriate corrective action, the employer may be held liable for the actions of the non-employee. 
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An employer might avoid liability if  
• the harasser is not in a position of authority, such as a lead, supervisor, manager or agent; 
• the employer had no knowledge of the harassment; 
• there was a program to prevent harassment; and 
• once aware of any harassment, the employer took immediate and appropriate corrective action to stop the harassment. 
 
Filing a Complaint 
Employees or job applicants who believe that they have been sexually harassed may file a complaint of 
discrimination with DFEH within one year of the harassment. DFEH serves as a neutral fact-finder and attempts to help the 
parties voluntarily resolve disputes. 
 
If DFEH finds sufficient evidence to establish that discrimination occurred and settlement efforts fail, the Department may file a 
civil complaint in state or federal court on behalf of the complaining party. The DFEH may seek punitive damages is entitled to 
attorney’s fees and costs if it prevails in litigation. 
Remedies include: 
• Fines or damages for emotional distress from each employer or person found to have violated the law 
• Hiring or reinstatement 
• Back pay or promotion 
• Changes in the policies or practices of the involved employer 
 
Employees can also pursue the matter through a private lawsuit in civil court after a complaint has been filed with DFEH and a 
Right-to-Sue Notice has been issued. 
 
For more information, see publication DFEH-159 “Guide for Complainants and Respondents.” 
For more information, contact DFEH toll free at (800) 884-1684 TTY number at (800) 700-2320 or visit the DFEH website at 
www.dfeh.ca.gov 
In accordance with the California Government Code and ADA requirements, this publication can be made available in Braille, 
large print, computer disk, or tape cassette as a disability-related reasonable accommodation for an individual with a disability. 
To discuss how to receive a copy of this publication in an alternative format, please contact DFEH at the numbers above. 
 
State of California 
Department of Fair Employment & Housing 
DFEH-185 (11/14) 
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FMLA Leave Information 
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EDD Disability Information 
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Paid Family Leave Information 
About Paid Family Leave 
Paid Family Leave program was created for the moments that matter. Benefits are available to care for a seriously ill family 
member, to bond with a new child, or participate in a qualifying military event. 
 
Facts About Paid Family Leave 
• Provides up to eight weeks of partial-wage-replacement benefits. Leave doesn’t have to be taken all at once. 
• Provides approximately 70 to 90 percent of your weekly salary. 
• Funded through your State Disability Insurance tax withholding, noted as “CASDI” on paystubs, or a qualifying voluntary plan 
paid into in the past 5 to 18 months. 
• To bond with a new child, leave can be taken anytime within the first 12 months of a child entering your family. 
• Citizenship and immigration status do not affect eligibility. 
 
What if My Claim Is Denied? 
If your claim is denied, you have the right to: 
• Know the reason for denial. 
• Appeal decisions about your eligibility for benefits. Visit Appeals (edd.ca.gov/en/Disability/Appeals) for more information. 
All claim information is confidential except for purposes allowed by law. 
 
Do I Qualify for Paid Family Leave? 
To qualify for Paid Family Leave benefits, you must: 
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• Take time off from work to care for a seriously ill family member, to bond with a new child or to participate in a qualifying 
military event. 
• Be covered by State Disability Insurance or a voluntary plan in lieu of State Disability Insurance. 
• Have earned at least $300 in the past 5 to 18 months. 
• Submit your claim no later than 41 days after you begin your family leave. Do not file before your first day of leave. 
 
How Are Benefit Amounts Calculated? 
Benefits are 70 to 90 percent of your highest quarterly earnings 5 to 18 months before your claim begins. Estimate your 
benefits at Disability Insurance and Paid Family Leave Calculator (edd.ca.gov/PFL_Calculator). 
 
Does Paid Family Leave Provide Job Protection? 
Paid Family Leave does not provide job protection. Job protection may be provided if you qualify under other laws: 
• Federal Family and Medical Leave Act (dol.gov/agencies/whd/fmla). 
• California Family Rights Act. Civil Rights Department (calcivilrights.ca.gov). 
Notify your employer of your plan to take leave and the reason for taking leave according to your company’s policy 
 
How Do I Apply for Benefits? 
You can apply for Paid Family Leave benefits at myEDD (myedd.edd.ca.gov). 
To file by mail, you must complete and submit a claim for Paid Family Leave (PFL) Benefits (DE2501F) form. Learn more at 
File a Paid Family Leave Claim by Mail (edd.ca.gov/en/disability/How_to_File_a_PFL_Claim_by_Mail). 
 
Caregiving Claims 
Provide medical certification for your seriously ill family member who requires your care. This certification needs to be from 
their licensed health professional. You must also provide information about the family member you are caring for and their 
signature. 
 
Bonding Claims 
Provide documents that show your relationship to your child. This can be a copy of your child’s birth certificate, adoptive 
placement agreement, or foster care placement record.If you are currently receiving pregnancy-related Disability Insurance 
benefits, it is not necessary to request a Paid Family Leave claim form. The form to file for bonding will be sent through your 
myEDD (myedd.edd.ca.gov) account or by mail when your pregnancy-related disability claim ends. 
 
Military Assist Claims 
Military assist claims require two types of supporting documents. This can be proof of covered active duty or call to covered 
active duty and documentation of the qualifying event. 
 
Voluntary Plans 
If you are covered by a voluntary plan, contact your employer for information about your coverage and instructions on how to 
apply for benefits. 
 
For more information, visit Paid Family Leave (edd.ca.gov/PaidFamilyLeave) 
 
PFL Phone Number 
Our toll-free number is 1-877-238-4373. Representatives are available Monday through Friday from 8 a.m. to 5 p.m., except 
on holidays. After a brief message, you must select a language. 
• Press 1 for English 
• Press 2 for Spanish 
• Press 3 for All Other Languages. 
Interpreter services are available free of charge. 
 
TTY Phone Number 
Our toll-free number is 1-880-445-1312. 
For more information, visit State Disability Insurance (edd.ca.gov/en/Disability/Contact_SDI) 
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Hepatitis B and HIV Information 
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New Health Insurance Marketplace Coverage Options 

Part A: General Information 
When key parts of the health care law take effect in 2014, there will be a new way to buy private individual health insurance: 
the Health Insurance Marketplace. To assist you as you evaluate options for you and your family, this notice provides some 
basic information about the new Marketplace and employment-based health coverage we offer to you. Please note that this 
notice is informational only. 
 
What is the Health Insurance Marketplace? 
The Marketplace is designed to help you find private individual health insurance that meets your needs and fits your budget. 
The Marketplace offers "one-stop shopping" to find and compare private health insurance options. You may also be eligible for 
a new kind of tax credit that lowers your monthly premium right away. Open enrollment for health insurance coverage through 
the Marketplace begins in October 2013 for coverage starting as early as January 1, 2014. 
 
Can I Save Money on my Health Insurance Premiums in the Marketplace? 
You may qualify to save money and lower your monthly premium, but only if your employer does not offer coverage, or offers 
coverage that doesn't meet certain standards. The savings on your premium that you're eligible for depends on your 
household income. 
 
Does the Employment-Based Health Coverage We Offer to You Affect Your Eligibility for Premium Savings through 
the Marketplace? 
Yes. If we have offered you health coverage that meets certain standards, you will not be eligible for a tax credit through the 
Marketplace and you may wish to enroll in our health plan, if you are eligible. (Just because you received this Marketplace 
notice does not mean you are eligible.) However, you may be eligible for a tax credit that lowers your monthly premium, or a 
reduction in certain cost-sharing if we do not offer coverage to you at all or do not offer coverage that meets certain standards. 
If the cost of self-only coverage under our health plan is more than 9.5% of your household income for the year, or if our health 
plan does not meet the "minimum value"1 standard set by the Affordable Care Act, you may be eligible for a tax credit. 
 
Note: If you purchase a health plan through the Marketplace instead of accepting our health plan coverage, then you may lose 
our contribution (if any) to your coverage under our health plan. Also, our contribution—as well as your employee 
contribution—is often excluded from income for Federal and State income tax purposes. Your payments for coverage through 
the Marketplace are made on an aftertax Basis. 
 
How Can I Get More Information About the Health Insurance Marketplace? 
The Marketplace can help you evaluate your coverage options, including your eligibility for coverage through the Marketplace 
and its cost. Please visit HealthCare.gov for more information, including an online application for health insurance coverage 
and contact information for a Health Insurance Marketplace in your area. 
 
You can also contact an Individual CHOICE licensed health insurance counselor at (800) 444-1188 on or after October 1, 
2013, and get your questions answered. 
 
Part B: Information About Employer-Provided Health Plan Coverage 
If you decide to complete an application for coverage in the Marketplace, you will be asked for information about our health 
plan coverage. The information below can help you complete your application for coverage in the Marketplace. 
 
1. General Employer Information. 
Employer name: Gridley Unified School District 
Employer Identification Number (EIN): 94-6002223 
Employer street address: 429 Magnolia Street 
Employer phone number: 530-846-4721 
Employer city: Gridley 
Employer state: California 
Employer ZIP code: 95948 
Who can we contact about employee health coverage at this job?: Julie Vang 
Phone number (if different from above): 
Email address: jvang@gusd.org 
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2. Eligibility. You may be asked whether or not you are currently eligible for our health plan coverage or whether you will 
become eligible for coverage within the next three months. In addition, if you are or will become eligible, you may be required 
to list the names of your dependents that are eligible for coverage under our health plan. If you would like information about 
the eligibility requirements for our health plan, please read the eligibility provisions described in the Summary Plan Description 
for our health plan. You can obtain a copy of the Summary Plan Description at www.bsspjpa.org or by contacting Julie Vang at 
530-846-4721  or jvang@gusd.org. 
 
3. Minimum Value. If you are eligible for coverage under our health plan, you may be required to check a box indicating 
whether or not our health plan meets the minimum value standard. Our health plan coverage meets the minimum value 
standard. 
 
4. Premium Cost. If you are eligible for coverage under our health plan, you may be asked to provide the amount of premiums 
you must pay under the lowest-cost health plan that meets the minimum value standard. 
 
If you would like information about the premiums under our lowest-cost health plan, please contact Julie Vang at 530-846-4721 
or jvang@gusd.org. 
 
5. Future Changes. You may also be asked whether or not we will be making certain changes to our health plan coverage for 
the new plan year. As usual, you will be provided with information about any changes to our health plan coverage before the 
next open enrollment period. If you are not sure how to answer this question on your Marketplace application, please contact 
the Marketplace. 

Board Policies  

Click on the links below to access and review GUSD’s board policies. 
 
Non Discrimination in District Programs 
Non Discrimination in Employment 
Local Control and Accountability Plan 
Fees and Charges 
Drug and Alcohol-Free Workplace 
Lactation Accommodation 
Sex-based Discrimination and Sexual Harassment 
Universal Precautions 
Non-school Employment 
Employee Assistance Programs 
Evaluation/Supervision for Certificated and Evaluation/Supervision for Classified 
Child Abuse Prevention and Reporting 
Uniform Complaint Procedures 
Tobacco-free Schools 
Environmental Safety 
Integrated Pest Management 
School Bus Drivers 
Health and Welfare Benefits 
Work-Related Injuries 
Personal Illness & Injury Leave 
Family Care and Medical Leave 
Drug and Alcohol Testing for School Bus Drivers 
Health Care and Emergencies 
Administering Medication and Monitoring Health Conditions 
Career Technical Education 
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