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I. Introduction
The Menlo Park City School District created this Handbook to implement federal and state law
fully and fairly, and to provide students, parents, staff and the public with a thorough description
of the procedures by which Superintendent, through designated employees, will address
complaints.
This Handbook contains the official complaint procedures and shall apply to the Menlo Park City
School District’s Board of Education as well as to the Superintendent and all staff.

II. Definitions
1.

“Complaint” means a written statement alleging a violation of federal or state laws or
regulations, non-compliance with official guidelines, or other inappropriate action or
circumstance on the part of, or under the authority of the Superintendent. If the complainant
is unable to put the complaint in writing due to conditions such as a disability or illiteracy,
staff shall assist the complainant in filing the complaint. Verbal allegations, grievances, and
suggestions do not fall under this definition of “complaint” and are not subject to these
complaint procedures.

2.

“Formal Complaint” means a signed complaint alleging a violation of federal or state laws
or regulations, to which the complainant requests a response.

3.

“Complainant” means any individual, including a person’s duly authorized representative
or an interested third party, who files a written complaint with the Superintendent or
designee.

4.

“Complaint Investigation” means an administrative process used by the Superintendent or
designee for the purpose of gathering data regarding a complaint.

5.

“Complaint Procedure” means the internal process used by the Superintendent and staff to
process and resolve complaints.
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BP 1312 COMPLAINTS CONCERNING THE SCHOOLS
The Governing Board believes the quality of the educational program can improve when the
District listens to complaints, considers differences of opinion, and resolves disagreements
through an established, objective process.
The Board encourages complainants to resolve problems early and informally whenever
possible. If a problem remains unresolved, the individual should submit a formal complaint as
early as possible in accordance with appropriate District procedures outlined in the District’s
Complaint Procedures Handbook. District procedures shall be readily accessible to the public.
Individual Board members do not have the authority to resolve complaints. If approached
directly with a complaint, however, Board members should listen to the complaint and show
their concern by referring the complainant to the Superintendent or designee (Complaint
Compliance Officers) so that the problem may receive proper consideration.

MPCSD Policy Adopted: November 21, 2002
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BP 1312.1 COMPLAINTS CONCERNING DISTRICT EMPLOYEES
The Governing Board accepts responsibility for providing a means by which the public can hold
employees accountable for their actions. The Board desires that complaints be resolved
expeditiously without disrupting the educational process.
The Superintendent or designee shall develop regulations which permit the public to submit
complaints against district employees in an appropriate way. These regulations shall protect the
rights of involved parties. The Board may serve as an appeals body if the complaint is not
resolved.
(cf. 1312.2 - Complaints Concerning Instructional Materials)
(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 3515.2 - Disruptions)

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

MPCSD Board Policy Revised/Adopted: May 29, 2013
Previous Adoption: November 21, 2002
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AR 1312.1 COMPLAINTS CONCERNING DISTRICT EMPLOYEES
The Superintendent or designee shall determine whether a complaint should be considered a
complaint against the district and/or an individual employee, and whether it should be resolved
by the district's process for complaints concerning personnel and/or other district procedures.
(cf. 1312.2 - Complaints Concerning Instructional Materials)
(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 4144/4244/4344 - Complaints)

To promote prompt and fair resolution of the complaint, the following procedures shall govern
the resolution of complaints against district employees:
1.

Every effort should be made to resolve a complaint at the earliest possible stage.
Whenever possible, the complainant should communicate directly to the employee in
order to resolve concerns.

2.

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

3.

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

4.

When a written complaint is received, the employee shall be notified within five days or
in accordance with collective bargaining agreements.

5.

A written complaint shall include:
a.
The full name of each employee involved
b.
A brief but specific summary of the complaint and the facts surrounding it
c.
A specific description of any prior attempt to discuss the complaint with
the employee and the failure to resolve the matter

6.

Staff responsible for investigating complaints shall attempt to resolve the complaint to the
satisfaction of the parties involved within 30 days.

7.

Both the complainant and the employee against whom the complaint was made may
appeal a decision by the principal or immediate supervisor to the Superintendent or
designee, who shall attempt to resolve the complaint to the satisfaction of the person
involved within 30 days. Parties should consider and accept the Superintendent or
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designee's decision as final. However, the complainant, the employee, or the
Superintendent or designee may ask to address the Board regarding the complaint.
8.

Before any Board consideration of a complaint, the Superintendent or designee shall
submit to the Board a written report concerning the complaint, including but not limited
to:
a.
The full name of each employee involved
b.
A brief but specific summary of the complaint and the facts surrounding it,
sufficient to inform the Board and the parties as to the precise nature of the
complaint and to allow the parties to prepare a response
c.
A copy of the signed original complaint
d.
A summary of the action taken by the Superintendent or designee, together
with his/her specific finding that the problem has not been resolved and
the reasons

9.

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

10.

All parties to a complaint may be asked to attend a Board meeting in order to clarify the
issue and present all available evidence.

11.

A closed session may be held to hear the complaint in accordance with law.

(cf. 9321 - Closed Session Purposes and Agendas)
(cf. 9323 - Meeting Conduct)

12.

The decision of the Board shall be final.

Any complaint of child abuse or neglect alleged against a district employee shall be reported to
the appropriate local agencies in accordance with law, Board policy and administrative
regulation.
(cf. 5141.4 - Child Abuse Prevention and Reporting)

Administrative Regulation Revised/Adopted: May 29, 2013
Previous Adoption: November 21, 2002
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BP 1312.2 COMPLAINTS CONCERNING INSTRUCTIONAL MATERIALS
The Governing Board uses a comprehensive process to adopt district instructional materials that
is based on selection criteria established by law and Board policy and includes opportunities for
the involvement of parents/guardians and community members. Complaints concerning the
content or use of instructional materials, including textbooks, supplementary instructional
materials, library materials, or other instructional materials and equipment, shall be properly and
fairly considered using established complaint procedures.
(cf. 6161.1 - Selection and Evaluation of Instructional Materials)
(cf. 6161.11 - Supplementary Instructional Materials)
(cf. 6163.1 - Library Media Centers)

Parents/guardians are encouraged to discuss any concerns regarding instructional materials with
their child's teacher and/or the school principal. If the situation remains unresolved, a complaint
may be filed using the process specified in the administrative regulation.
The district shall accept complaints concerning instructional materials only from staff, district
residents, or the parents/guardians of children enrolled in a district school.
When deliberating upon challenged materials, the Superintendent and/or review committee shall
consider the educational philosophy of the district, the professional opinions of teachers of the
subject and of other competent authorities, reviews of the materials by reputable bodies, the
teacher's stated objectives in using the materials, community standards, and the objections of the
complainant.
Complainants are encouraged to accept the Superintendent's or review committee's decision.
However, if the complainant finds that decision unsatisfactory, he/she may appeal the decision to
the Board.
(cf. 9322 - Agenda/Meeting Materials)

The district's decision shall be based on educational suitability of the materials and the criteria
established in Board policy and administrative regulation.
(cf. 6144 - Controversial Issues)
(cf. 9000 - Role of the Board)
(cf. 9005 - Governance Standards)

Complaints related to sufficiency of textbooks or instructional materials shall be resolved
pursuant to the district's Williams uniform complaint procedure at AR 1312.4.
(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 1312.3 - Uniform Complaint Procedures)
(cf. 1312.4 - Williams Uniform Complaint Procedures)

Board Policy Revised/Adopted: May 29, 2013
Previous Adoption: November 21, 2002
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AR 1312.2 COMPLAINTS CONCERNING INSTRUCTIONAL MATERIALS
Step 1:  Informal Complaint
If a staff member, district resident, or parent/guardian of a student enrolled in a district school
has a complaint regarding the content or use of any specific instructional material, he/she shall
informally discuss the material in question with the principal.
Step 2: Formal Complaint
If the complainant is not satisfied with the principal's initial response, he/she shall present a
written complaint to the principal. Complaints regarding printed material shall name the author,
title, and publisher and shall identify the objection by page and item numbers. In the case of
nonprinted material, written information specifying the precise nature of the objection shall be
given. Complainants shall sign all complaints and provide identifying information so that the
district is able to make a proper reply.  Anonymous complaints will not be accepted.
Upon receiving a complaint, the principal shall acknowledge its receipt and answer any questions
regarding procedure. The principal then shall notify the Superintendent or designee and the
teacher(s) involved of the complaint.
During the investigation of the complaint, the challenged material may remain in use until a final
decision has been reached. However, upon request of the parent/guardian who has filed the
complaint, his/her child may be excused from using challenged materials until a resolution has
been reached.  The teacher shall assign the student an alternate material of equal merit.
Step 3:  Superintendent Determination
The Superintendent or designee shall determine whether a review committee should be convened
to review the complaint.
If the Superintendent or designee determines that a review committee is not necessary, he/she
shall issue a decision regarding the complaint.
Step 4: Review Committee
If the Superintendent or designee determines that a review committee is necessary, he/she shall
appoint a committee composed of administrators and staff members selected from relevant
instructional and administrative areas. The Superintendent or designee may also appoint
community members to serve on the committee.
The review committee shall review the criteria specified in Board policy and shall determine the
extent to which the challenged material supports the curriculum, the educational appropriateness
of the material, and its suitability for the age level of the student.
8
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Within 30 days of being convened, the review committee shall summarize its findings in a
written report. The Superintendent or designee shall notify the complainant of the committee's
decision within 15 days of receiving the committee's report.
Step 5:  Appeal to the Governing Board
If the complainant remains unsatisfied, he/she may appeal the Superintendent's or the review
committee's decision to the Board.  The Board's decision shall be final.
(cf. 9322 - Agenda/Meeting Materials)

Administrative Regulation Revised/Adopted: May 29, 2013
Previous Adoption: November 21, 2002
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E 1312.2 COMPLAINTS CONCERNING INSTRUCTIONAL MATERIALS
REQUEST FOR RECONSIDERATION OF
INSTRUCTIONAL MATERIALS
This form is for use only by district employees, district residents, or parents/guardians of
children enrolled in a district school to challenge the content or use of an instructional material.
For complaints regarding sufficiency of instructional materials, please use the Williams Uniform
Complaint Procedure complaint form E1312.4.
Date: _________________________________________________________________________
Name of person filing complaint:___________________________________________________
*Anonymous complaints will not be accepted.*
Group represented (if any):________________________________________________________
Phone:__________________________ E-mail address, if any: ___________________________
Address:______________________________________________________________________
_
Material Being Challenged:
Title: _________________________________________________________________________
Author:  ______________________________________________________________________
Publisher:_____________________________ Date of Edition:___________________________
Name of school/classroom material was used: ________________________________________
1.

Please specifically state the nature of your concern or objection and identify your
objection by page, tape sequence, video frame, or words, as appropriate. You may use
additional pages if necessary.

2.

Did you read/view the entire selection?

3.

For what age group would you recommend this material?
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4.

If not, what percentage did you read/view, or what parts?

5.

What do you feel might be the result if a student reads/views this material?

6.

What would you like the school to do about this material?
) Do not assign it to my child
) Withdraw it from all students
) Reconsider it

 Signature of complainant: ________________________________________________________

For District Use:
Request received by: ______________________________________ Date: _________________
Title: _________________________________________________________________________
Action(s) taken: __________________________________________ Date: _________________

Exhibit Revised/Adopted: May 29, 2013
11

Menlo Park City School District
COMPLAINT PROCEDURES HANDBOOK

Previous Adoption: November 21, 2002
BP 1312.3 UNIFORM COMPLAINT PROCEDURES
The Governing Board recognizes that the district has the primary responsibility to ensure
compliance with applicable state and federal laws and regulations governing educational
programs. The Board encourages the early, informal resolution of complaints whenever possible
and appropriate. To resolve complaints which cannot be resolved through such informal process,
the Board shall adopt the uniform system of complaint processes specified in 5 CCR 4600-4670
and the accompanying administrative regulation.
The district's uniform complaint procedures (UCP) shall be used to investigate and resolve the
following complaints:
1.

Any complaint alleging district violation of applicable state or federal law or regulations
governing adult education programs, consolidated categorical aid programs, migrant
education, career technical and technical education and training programs, child care and
development programs, child nutrition programs, and special education programs (5
CCR 4610)

(cf. 3553 - Free and Reduced Price Meals)
(cf. 3555 - Nutrition Program Compliance)
(cf. 5141.4 - Child Abuse Prevention and Reporting)
(cf. 5148 - Child Care and Development)
(cf. 6159 - Individualized Education Program)
(cf. 6171 - Title I Programs)
(cf. 6174 - Education for English Language Learners)
(cf. 6175 - Migrant Education Program)
(cf. 6178 - Career Technical Education)
(cf. 6178.1 - Work-Based Learning)
(cf. 6178.2 - Regional Occupational Center/Program)
(cf. 6200 - Adult Education)

2.

Any complaint alleging the occurrence of unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying) against any person, based on his/her
actual or perceived characteristics of race or ethnicity, color, ancestry, nationality,
national origin, ethnic group identification, age, religion, marital or parental status,
physical or mental disability, sex, sexual orientation, gender, gender identity, gender
expression, or genetic information, or any other characteristic identified in Education
Code 200 or 220, Government Code 11135, or Penal Code 422.55, or based on his/her
association with a person or group with one or more of these actual or perceived
characteristics, in district programs and activities, including, but not limited to, those
funded directly by or that receive or benefit from any state financial assistance (5 CCR
4610)

(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4030 - Nondiscrimination in Employment)
(cf. 4031 - Complaints Concerning Discrimination in Employment)
(cf. 5145.3 - Nondiscrimination/Harassment)
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(cf. 5145.7 - Sexual Harassment)

3.

Any complaint alleging district violation of the prohibition against requiring students to
pay fees, deposits, or other charges for participation in educational activities (5 CCR
4610)

(cf. 3260 - Fees and Charges)
(cf. 3320 - Claims and Actions Against the District)

4.

Any complaint alleging that the district has not complied with legal requirements related
to the implementation of the local control and accountability plan  (Education Code
52075)

(cf. 0460 - Local Control and Accountability Plan)

5.

Any complaint alleging retaliation against a complainant or other participant in the
complaint process or anyone who has acted to uncover or report a violation subject to this
policy

6.

Any other complaint as specified in a district policy

The Board recognizes that alternative dispute resolution (ADR) can, depending on the nature of
the allegations, offer a process to reach a resolution to the complaint that is agreeable to all
parties. One type of ADR is mediation, which shall be offered to resolve complaints that involve
more than one student and no adult. However, mediation shall not be offered or used to resolve
any complaint involving sexual assault or where there is a reasonable risk that a party to the
mediation would feel compelled to participate. The Superintendent or designee shall ensure that
the use of ADR is consistent with state and federal laws and regulations.
The district shall protect all complainants from retaliation. In investigating complaints, the
confidentiality of the parties involved shall be protected as required by law. As appropriate for
any complaint alleging retaliation or unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying), the Superintendent or designee shall keep confidential the identity of
the complainant and/or the subject of the complaint, if he/she is different from the complainant,
as long as the integrity of the complaint process is maintained.
(cf. 4119.23/4219.23/4319.23 - Unauthorized Release of Confidential/Privileged Information)
(cf. 5125 - Student Records)
(cf. 9011 - Disclosure of Confidential/Privileged Information)

When an allegation that is not subject to the UCP is included in a UCP complaint, the district
shall refer the non-UCP allegation to the appropriate staff or agency and shall investigate and, if
appropriate, resolve the UCP-related allegation(s) through the district's UCP.
The Superintendent or designee shall provide training to district staff to ensure awareness and
knowledge of current law and related requirements, including the steps and timelines specified in
this policy and the accompanying administrative regulation.
13
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(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

The Superintendent or designee shall maintain records of all UCP complaints and the
investigations of those complaints. All such records shall be destroyed in accordance with
applicable state law and district policy.
(cf. 3580 - District Records)

Non-UCP Complaints
The following complaints shall not be subject to the district's UCP but shall be referred to the
specified agency:  (5 CCR 4611)
1.

Any complaint alleging child abuse or neglect shall be referred to the County Department
of Social Services, the County Protective Services Division, and the appropriate law
enforcement agency.

2.

Any complaint alleging health and safety violations by a child development program
shall, for licensed facilities, be referred to Department of Social Services and shall, for
licensing-exempt facilities, be referred to the appropriate Child Development regional
administrator.

3.

Any complaint alleging employment discrimination shall be sent to the California
Department of Fair Employment and Housing and the compliance officer shall notify the
complainant by first class mail of the transfer.

4.

Any complaint alleging fraud shall be referred to the California Department of Education.

In addition, the district's Williams Uniform Complaint Procedures, AR 1312.4, shall be used to
investigate and resolve any complaint related to sufficiency of textbooks or instructional
materials, emergency or urgent facilities conditions that pose a threat to the health or safety of
students or staff, or teacher vacancies and misassignments. (Education Code 35186)
(cf. 1312.4 - Williams Uniform Complaint Procedures)

Board Policy Revised/Adopted: February 9, 2016
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Previous Adoption: June 21, 2006, March 10, 2005, November 15, 2001
AR 1312.3 UNIFORM COMPLAINT PROCEDURES
Except as the Governing Board may otherwise specifically provide in other district policies,
these general uniform complaint procedures (UCP) shall be used to investigate and resolve only
the complaints specified in BP 1312.3.
(cf. 1312.1 - Complaints Concerning District Employees)
(cf. 1312.2 - Complaints Concerning Instructional Materials)
(cf. 1312.4 - Williams Uniform Complaint Procedures)
(cf. 4031 - Complaints Concerning Discrimination in Employment)

Compliance Officers
The district designates the individual(s) identified below as the employee(s) responsible for
coordinating the district's response to complaints and for complying with state and federal civil
rights laws. The individual(s) also serve as the compliance officer(s) specified in AR 5145.3 Nondiscrimination/Harassment as the responsible employee to handle complaints regarding sex
discrimination. The individual(s) shall receive and coordinate the investigation of complaints and
shall ensure district compliance with law.
(cf. 5145.3 - Nondiscrimination/Harassment)
(cf. 5145.7 - Sexual Harassment)

Special Education; Section 504
Director of Student Services
181 Encinal Avenue
Atherton, CA 94027
(650) 321-7140
Consolidated Categorical Aid Programs; Discrimination
Assistant Superintendent
181 Encinal Avenue
Atherton, CA 94027
(650) 321-7140
The compliance officer who receives a complaint may assign another compliance officer to
investigate and resolve the complaint. The compliance officer shall promptly notify the
complainant if another compliance officer is assigned to the complaint.
In no instance shall a compliance officer be assigned to a complaint in which he/she has a bias or
conflict of interest that would prohibit him/her from fairly investigating or resolving the
complaint. Any complaint against or implicating a compliance officer may be filed with the
Superintendent or designee.
The Superintendent or designee shall ensure that employees assigned to investigate and resolve
complaints receive training and are knowledgeable about the laws and programs at issue in the
15
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complaints to which they are assigned. Training provided to such designated employees shall
include current state and federal laws and regulations governing the program, applicable
processes for investigating and resolving complaints including those involving alleged unlawful
discrimination (such as discriminatory harassment, intimidation, or bullying), applicable
standards for reaching decisions on complaints, and appropriate corrective measures. Designated
employees may have access to legal counsel as determined by the Superintendent or designee.
(cf. 4331 - Staff Development)
(cf. 9124 - Attorney)

The compliance officer or, if necessary, any appropriate administrator shall determine whether
interim measures are necessary during and pending the results of an investigation. If interim
measures are determined to be necessary, the compliance officer or the administrator shall
consult with the Superintendent, the Superintendent's designee, or, if appropriate, the site
principal to implement, if possible, one or more of the interim measures. The interim measures
may remain in place until the compliance officer determines that they are no longer necessary or
until the district issues its final written decision, whichever occurs first.
Notifications
The district's UCP policy and administrative regulation shall be posted in all district schools and
offices, including staff lounges and student government meeting rooms.  (Education Code 234.1)
The Superintendent or designee shall annually provide written notification of the district's UCP,
including information regarding unlawful student fees and local control and accountability plan
(LCAP) requirements, to students, employees, parents/guardians, the district advisory committee,
school advisory committees, appropriate private school officials or representatives, and other
interested parties.  (Education Code 262.3, 49013, 52075; 5 CCR 4622)
(cf. 0420 - School Plans/Site Councils)
(cf. 0460 - Local Control and Accountability Plan)
(cf. 1220 - Citizen Advisory Committees)
(cf. 3260 - Fees and Charges)
(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
(cf. 5145.6 - Parental Notifications)

The annual notification and complete contact information of the compliance officer(s) may be
posted on the district web site and, if available, provided through district-supported social media.
(cf. 1113 - District and School Web Sites)
(cf. 1114 - District-Sponsored Social Media)

The Superintendent or designee shall ensure that all students and parents/guardians, including
students and parents/guardians with limited English proficiency, have access to the relevant
information provided in the district's policy, regulation, forms, and notices concerning the UCP.
If 15 percent or more of students enrolled in a particular district school speak a single primary
language other than English, the district's policy, regulation, forms, and notices concerning the
16
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UCP shall be translated into that language, in accordance with Education Code 234.1 and 48985.
In all other instances, the district shall ensure meaningful access to all relevant UCP information
for parents/guardians with limited English proficiency.
The notice shall:
1.

Identify the person(s), position(s), or unit(s) responsible for receiving complaints

2.

Advise the complainant of any civil law remedies that may be available to him/her under
state or federal antidiscrimination laws, if applicable

3.

Advise the complainant of the appeal process, including, if applicable, the complainant's
right to take a complaint directly to the California Department of Education (CDE) or to
pursue remedies before civil courts or other public agencies, such as the U.S. Department
of Education's Office for Civil Rights (OCR) in cases involving unlawful discrimination
(such as discriminatory harassment, intimidation, or bullying).

4.

Include statements that:
a.
b.
c.

d.

e.
f.
g.
h.

The district has the primary responsibility to ensure compliance with applicable
state and federal laws and regulations governing educational programs.
The complaint review shall be completed within 60 calendar days from the date
of receipt of the complaint unless the complainant agrees in writing to an
extension of the timeline.
A complaint alleging retaliation or unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying) must be filed not later
than six months from the date it occurred, or six months from the date the
complainant first obtained knowledge of the facts of the alleged unlawful
discrimination. The time for filing may be extended for up to 90 days by the
Superintendent or designee for good cause upon written request by the
complainant setting forth the reasons for the extension.
A student enrolled in a public school shall not be required to pay a fee for
his/her participation in an educational activity that constitutes an integral
fundamental part of the district's educational program, including curricular and
extracurricular activities.
The Board is required to adopt and annually update the LCAP in a manner that
includes meaningful engagement of parents/guardians, students, and other
stakeholders in the development and/or review of the LCAP.
The complainant has a right to appeal the district's decision to the CDE by
filing a written appeal within 15 calendar days of receiving the district's
decision.
The appeal to the CDE must include a copy of the complaint filed with the
district and a copy of the district's decision.
Copies of the district's UCP are available free of charge.
17

Menlo Park City School District
COMPLAINT PROCEDURES HANDBOOK

District Responsibilities
All UCP-related complaints shall be investigated and resolved within 60 calendar days of the
district's receipt of the complaint unless the complainant agrees in writing to an extension of the
timeline.  (5 CCR 4631)
The compliance officer shall maintain a record of each complaint and subsequent related actions,
including steps taken during the investigation and all information required for compliance with 5
CCR 4631 and 4633.
All parties involved in the allegations shall be notified when a complaint is filed and when a
decision or ruling is made. However, the compliance officer shall keep all complaints or
allegations of retaliation or unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) confidential except when disclosure is necessary to carry out the
investigation, take subsequent corrective action, conduct ongoing monitoring, or maintain the
integrity of the process.  (5 CCR 4630, 4964)
Filing of Complaints
The complaint shall be presented to the compliance officer who shall maintain a log of
complaints received, providing each with a code number and a date stamp.
All complaints shall be filed in accordance with the following:
1.

A written complaint alleging district violation of applicable state or federal law or
regulations governing adult education programs, consolidated categorical aid programs,
migrant education, career technical and technical education and training programs, child
care and development programs, child nutrition programs, and special education
programs may be filed by any individual, public agency, or organization.  (5 CCR 4630)

2.

Any complaint alleging noncompliance with law regarding the prohibition against
requiring students to pay student fees, deposits, and charges or any requirement related to
the LCAP may be filed anonymously if the complaint provides evidence, or information
leading to evidence, to support an allegation of noncompliance. A complaint about a
violation of the prohibition against the charging of unlawful student fees may be filed
with the principal of the school. However, any such complaint shall be filed no later than
one year from the date the alleged violation occurred. (Education Code 49013, 52075; 5
CCR 4630)

3.

A complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) may be filed only by a person who alleges that he/she
personally suffered the unlawful discrimination or by a person who believes that an
individual or any specific class of individuals has been subjected to it. The complaint
shall be initiated no later than six months from the date when the alleged unlawful
discrimination occurred, or six months from the date when the complainant first obtained
knowledge of the facts of the alleged unlawful discrimination. The time for filing may be
18
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extended for up to 90 days by the Superintendent or designee for good cause upon written
request by the complainant setting forth the reasons for the extension.  (5 CCR 4630)
4.

When a complaint alleging unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying) is filed anonymously, the compliance officer shall pursue an
investigation or other response as appropriate, depending on the specificity and reliability
of the information provided and the seriousness of the allegation.

5.

When the complainant or alleged victim of unlawful discrimination (such as
discriminatory harassment, intimidation, or bullying) requests confidentiality, the
compliance officer shall inform him/her that the request may limit the district's ability to
investigate the conduct or take other necessary action. When honoring a request for
confidentiality, the district shall nevertheless take all reasonable steps to investigate and
resolve/respond to the complaint consistent with the request.

6.

If a complainant is unable to put a complaint in writing due to conditions such as a
disability or illiteracy, district staff shall assist him/her in the filing of the complaint. (5
CCR 4600)

Mediation
Within three business days after the compliance officer receives the complaint, he/she may
informally discuss with all the parties the possibility of using mediation. Mediation shall be
offered to resolve complaints that involve more than one student and no adult. However,
mediation shall not be offered or used to resolve any complaint involving an allegation of sexual
assault or where there is a reasonable risk that a party to the mediation would feel compelled to
participate. If the parties agree to mediation, the compliance officer shall make all arrangements
for this process.
Before initiating the mediation of a complaint alleging retaliation or unlawful discrimination
(such as discriminatory harassment, intimidation, or bullying), the compliance officer shall
ensure that all parties agree to make the mediator a party to relevant confidential information.
The compliance officer shall also notify all parties of the right to end the informal process at any
time.
If the mediation process does not resolve the problem within the parameters of law, the
compliance officer shall proceed with his/her investigation of the complaint.
The use of mediation shall not extend the district's timelines for investigating and resolving the
complaint unless the complainant agrees in writing to such an extension of time. If mediation is
successful and the complaint is withdrawn, then the district shall take only the actions agreed to
through the mediation. If mediation is unsuccessful, the district shall then continue with
subsequent steps specified in this administrative regulation.
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Investigation of Complaint
Within 10 business days after the compliance officer receives the complaint, the compliance
officer shall begin an investigation into the complaint.
Within one business day of initiating the investigation, the compliance officer shall provide the
complainant and/or his/her representative with the opportunity to present the information
contained in the complaint to the compliance officer and shall notify the complainant and/or
his/her representative of the opportunity to present the compliance officer with any evidence, or
information leading to evidence, to support the allegations in the complaint. Such evidence or
information may be presented at any time during the investigation.
In conducting the investigation, the compliance officer shall collect all available documents and
review all available records, notes, or statements related to the complaint, including any
additional evidence or information received from the parties during the course of the
investigation. He/she shall individually interview all available witnesses with information
pertinent to the complaint, and may visit any reasonably accessible location where the relevant
actions are alleged to have taken place. To investigate a complaint alleging retaliation or
unlawful discrimination (such as discriminatory harassment, intimidation, or bullying), the
compliance officer shall interview the alleged victim(s), any alleged offenders, and other relevant
witnesses privately, separately, and in a confidential manner. As necessary, additional staff or
legal counsel may conduct or support the investigation.
A complainant's refusal to provide the district's investigator with documents or other evidence
related to the allegations in the complaint, failure or refusal to cooperate in the investigation, or
engagement in any other obstruction of the investigation may result in the dismissal of the
complaint because of a lack of evidence to support the allegation.  (5 CCR 4631)
In accordance with law, the district shall provide the investigator with access to records and other
information related to the allegation in the complaint and shall not in any way obstruct the
investigation. Failure or refusal of the district to cooperate in the investigation may result in a
finding based on evidence collected that a violation has occurred and in the imposition of a
remedy in favor of the complainant.  (5 CCR 4631)
The compliance officer shall apply a "preponderance of the evidence" standard in determining
the veracity of the factual allegations in a complaint. This standard is met if the allegation is
more likely to be true than not.
Report of Findings
Unless extended by written agreement with the complainant, the compliance officer shall prepare
and send to the complainant a written report, as described in the section "Final Written Decision"
below, within 60 calendar days of the district's receipt of the complaint.  (5 CCR 4631)
Final Written Decision
The district's decision on how it will resolve the complaint shall be in writing and shall be sent to
the complainant.  (5 CCR 4631)
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In consultation with district legal counsel, information about the relevant part of a decision may
be communicated to a victim who is not the complainant and to other parties that may be
involved in implementing the decision or affected by the complaint, as long as the privacy of the
parties is protected.
If the complaint involves a limited-English-proficient student or parent/guardian and the student
involved attends a school at which 15 percent or more of the students speak a single primary
language other than English, then the decision shall also be translated into that language. In all
other instances, the district shall ensure meaningful access to all relevant information for
parents/guardians with limited English proficiency.
For all complaints, the decision shall include:  (5 CCR 4631)
1.

The findings of fact based on the evidence gathered. In reaching a factual determination,
the following factors may be taken into account:
a.
b.
c.
d.
e.
f.

Statements made by any witnesses
The relative credibility of the individuals involved
How the complaining individual reacted to the incident
Any documentary or other evidence relating to the alleged conduct
Past instances of similar conduct by any alleged offenders
Past false allegations made by the complainant

2.

The conclusion(s) of law

3.

Disposition of the complaint

4.

Rationale for such disposition

For complaints of retaliation or unlawful discrimination (such as discriminatory harassment,
intimidation, or bullying), the disposition of the complaint shall include a determination for each
allegation as to whether retaliation or unlawful discrimination has occurred.
The determination of whether a hostile environment exists may involve consideration of the
following:
a.
b.
c.
d.
e.
f.

How the misconduct affected one or more students' education
The type, frequency, and duration of the misconduct
The relationship between the alleged victim(s) and offender(s)
The number of persons engaged in the conduct and at whom the conduct
was directed
The size of the school, location of the incidents, and context in which they
occurred
Other incidents at the school involving different individuals
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5.

Corrective action(s), including any actions that have been taken or will be taken to
address the allegations in the complaint and including, with respect to a student fees
complaint, a remedy that comports with Education Code 49013 and 5 CCR 4600

For complaints of unlawful discrimination (such as discriminatory harassment, intimidation, or
bullying), the notice may, as required by law, include:
a.
b.
c.
6.

The corrective actions imposed on the individual found to have engaged in the
conduct that relate directly to the subject of the complaint
Individual remedies offered or provided to the subject of the complaint
Systemic measures the school has taken to eliminate a hostile environment and
prevent recurrence

Notice of the complainant's right to appeal the district's decision within 15 calendar days
to the CDE and procedures to be followed for initiating such an appeal

The decision may also include follow-up procedures to prevent recurrence or retaliation and for
reporting any subsequent problems.
For complaints alleging unlawful discrimination based on state law (such as discriminatory
harassment, intimidation, and bullying), the decision shall also include a notice to the
complainant that:
1. He/she may pursue available civil law remedies outside of the district's
complaint procedures, including seeking assistance from mediation centers or
public/private interest attorneys, 60 calendar days after the filing of an appeal
with the CDE. (Education Code 262.3)
2. The 60 days moratorium does not apply to complaints seeking injunctive relief
in state courts or to discrimination complaints based on federal law. (Education
Code 262.3)
3. Complaints alleging discrimination based on race, color, national origin, sex,
gender, disability, or age may also be filed with the U.S. Department of
Education, Office for Civil Rights at www.ed.gov/ocr within 180 days of the
alleged discrimination.
Corrective Actions
When a complaint is found to have merit, the compliance officer shall adopt any appropriate
corrective action permitted by law. Appropriate corrective actions that focus on the larger school
or district environment may include, but are not limited to, actions to reinforce district policies;
training for faculty, staff, and students; updates to school policies; or school climate surveys.
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For complaints involving retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), appropriate corrective actions that focus on the victim
may include, but are not limited to, the following:
1.

Counseling

2.

Academic support

3.

Health services

4.

Assignment of an escort to allow the victim to move safely about campus

5.

Information regarding available resources and how to report similar incidents or
retaliation

6.

Separation of the victim from any other individuals involved, provided the separation
does not penalize the victim

7.

Restorative justice

8.

Follow-up inquiries to ensure that the conduct has stopped and there has been no
retaliation

9.

Determination of whether any past actions of the victim that resulted in discipline were
related to the treatment the victim received and described in the complaint

For complaints involving retaliation or unlawful discrimination (such as discriminatory
harassment, intimidation, or bullying), appropriate corrective actions that focus on a student
offender may include, but are not limited to, the following:
1.

Transfer from a class or school as permitted by law

2.

Parent/guardian conference

3.

Education regarding the impact of the conduct on others

4.

Positive behavior support

5.

Referral to a student success team

6.

Denial of participation in extracurricular or co-curricular activities or other privileges as
permitted by law

7.

Disciplinary action, such as suspension or expulsion, as permitted by law
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The district may also consider training and other interventions for the larger school community
to ensure that students, staff, and parents/guardians understand the types of behavior that
constitute unlawful discrimination (such as discriminatory harassment, intimidation, or bullying),
that the district does not tolerate it, and how to report and respond to it.
If a complaint alleging noncompliance with the laws regarding student fees, deposits, and other
charges or any requirement related to the LCAP is found to have merit, the district shall provide
a remedy to all affected students and parents/guardians subject to procedures established by
regulation of the State Board of Education.  (Education Code 49013, 52075)
For complaints alleging noncompliance with the laws regarding student fees, the district shall
attempt in good faith, by engaging in reasonable efforts, to identify and fully reimburse all
affected students and parents/guardians who paid the unlawful student fees within one year prior
to the filing of the complaint.  (Education Code 49013; 5 CCR 4600)
Appeals to the California Department of Education
Any complainant who is dissatisfied with the district's final written decision may file an appeal
in writing with the CDE within 15 calendar days of receiving the district's decision. (Education
Code 49013, 52075; 5 CCR 4632)
The complainant shall specify the basis for the appeal of the decision and whether the facts are
incorrect and/or the law has been misapplied. The appeal shall be accompanied by a copy of the
locally filed complaint and a copy of the district's decision.  (5 CCR 4632)
Upon notification by the CDE that the complainant has appealed the district's decision, the
Superintendent or designee shall forward the following documents to the CDE:  (5 CCR 4633)
1.

A copy of the original complaint

2.

A copy of the written decision

3.

A summary of the nature and extent of the investigation conducted by the district, if not
covered by the decision

4.

A copy of the investigation file including, but not limited to, all notes, interviews, and
documents submitted by the parties and gathered by the investigator

5.

A report of any action taken to resolve the complaint

6.

A copy of the district's uniform complaint procedures

7.

Other relevant information requested by the CDE
Administrative Regulation Revised/Adopted: February 9, 2016
Previous Adoption: June 21, 2006, March 10, 2005, November 15, 2001
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AR 1312.4 WILLIAMS UNIFORM COMPLAINT PROCEDURES
Types of Complaints
The district shall use the procedures described in this administrative regulation only to
investigate and resolve the following:  (Education Code 35186; 5 CCR 4680-4683)
1.

Complaints regarding the insufficiency of textbooks and instructional materials, including
any complaint alleging that:
a.

A student, including an English learner, does not have standards-aligned
textbooks or instructional materials or state- or district-adopted textbooks or
other required instructional materials to use in class.

b.

A student does not have access to textbooks or instructional materials to use at
home or after school. This does not require two sets of textbooks or
instructional materials for each student.

c.

Textbooks or instructional materials are in poor or unusable condition, have
missing pages, or are unreadable due to damage.

d.

A student was provided photocopied sheets from only a portion of a textbook
or instructional materials to address a shortage of textbooks or instructional
materials.

(cf. 6161.1 - Selection and Evaluation of Instructional Materials)

2.

Complaints regarding teacher vacancy or misassignment, including any complaint alleging
that:
a.

A semester begins and a teacher vacancy exists.

b. A teacher who lacks credentials or training to teach English learners is assigned
       to teach a class with more than 20 percent English learners in the class.
(cf. 4112.22 - Staff Teaching English Language Learners)

c.

A teacher is assigned to teach a class for which the teacher lacks subject matter
competency.

Teacher vacancy means a position to which a single designated certificated employee has not
been assigned at the beginning of the year for an entire year or, if the position is for a
one-semester course, a position to which a single designated certificated employee has not been
assigned at the beginning of the semester for an entire semester. (Education Code 35186; 5 CCR
4600)
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Beginning of the year or semester means the first day classes necessary to serve all the students
enrolled are established with a single designated certificated employee assigned for the duration
of the class, but not later than 20 working days after the first day students attend classes for that
semester. (5 CCR 4600)
Misassignment means the placement of a certificated employee in a teaching or services position
for which the employee does not hold a legally recognized certificate or credential or the
placement of a certificated employee in a teaching or services position that the employee is not
otherwise authorized by statute to hold.  (Education Code 35186; 5 CCR 4600)
(cf. 4112.2 - Certification)
(cf. 4113 - Assignment)

3.

Complaints regarding the condition of school facilities, including any complaint alleging
that:
a.

A condition poses an emergency or urgent threat to the health or safety of
students or staff.

Emergency or urgent threat means structures or systems that are in a condition that
poses a threat to the health and safety of students or staff while at school, including,
but not limited to, gas leaks; nonfunctioning heating, ventilation, fire sprinklers, or
air-conditioning systems; electrical power failure; major sewer line stoppage; major
pest or vermin infestation; broken windows or exterior doors or gates that will not
lock and that pose a security risk; abatement of hazardous materials previously
undiscovered that pose an immediate threat to students or staff; structural damage
creating a hazardous or uninhabitable condition; or any other condition deemed
appropriate. (Education Code 17592.72)
b. A school restroom has not been cleaned, maintained, or kept open in accordance
with Education Code 35292.5.
Clean or maintained school restroom means a school restroom has been cleaned or
maintained regularly, is fully operational, or has been stocked at all times with toilet
paper, soap, or paper towels or functional hand dryers.   (Education Code 35292.5)
Open restroom means the school has kept all restrooms open during school hours
when students are not in classes and has kept a sufficient number of restrooms open
during school hours when students are in classes. This does not apply when the
temporary closing of the restroom is necessary for student safety or to make repairs.
(Education Code 35292.5)
(cf. 3514 - Environmental Safety)
(cf. 3517 - Facilities Inspection)
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Filing of Complaint
A complaint alleging any condition(s) specified in the section "Types of Complaints" above shall
be filed with the principal or designee at the school in which the complaint arises. The principal
or designee shall forward a complaint about problems beyond his/her authority to the
Superintendent or designee in a timely manner, but not to exceed 10 working days. (Education
Code 35186; 5 CCR 4680)
Investigation and Response
The principal or designee shall make all reasonable efforts to investigate any problem within
his/her authority. He/she shall remedy a valid complaint within a reasonable time period not to
exceed 30 working days from the date the complaint was received. (Education Code 35186; 5
CCR 4685)
Complaints may be filed anonymously. If the complainant has indicated on the complaint form
that he/she would like a response to the complaint, the principal or designee shall report the
resolution of the complaint to him/her at the mailing address indicated on the complaint form
within 45 working days of the initial filing of the complaint. At the same time, the principal or
designee shall report the same information to the Superintendent or designee. (Education Code
35186; 5 CCR 4680, 4685)
When Education Code 48985 is applicable and the complainant has requested a response, the
response shall be written in English and in the primary language in which the complaint was
filed.  (Education Code 35186)
If a complainant is not satisfied with the resolution of a complaint, he/she has the right to
describe the complaint to the Governing Board at a regularly scheduled meeting. (Education
Code 35186; 5 CCR 4686)
For any complaint concerning a facilities condition that poses an emergency or urgent threat to
the health or safety of students or staff as described in item #3a in the section "Types of
Complaints" above, a complainant who is not satisfied with the resolution proffered by the
principal or Superintendent or designee may file an appeal to the Superintendent of Public
Instruction within 15 days of receiving the district's response. The complainant shall comply
with the appeal requirements specified in 5 CCR 4632.  (Education Code 35186; 5 CCR 4687)
All complaints and written responses shall be public records. (Education Code 35186; 5 CCR
4686)
(cf. 1340 - Access to District Records)

Reports
On a quarterly basis, the Superintendent or designee shall report, to the Board at a regularly
scheduled public Board meeting and to the County Superintendent of Schools, summarized data
on the nature and resolution of all complaints. The report shall include the number of complaints
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by general subject area with the number of resolved and unresolved complaints. (Education Code
35186; 5 CCR 4686)
Forms and Notices
The Superintendent or designee shall ensure a Williams complaint form is available at each
school. However, complainants need not use the district's complaint form in order to file a
complaint.  (Education Code 35186; 5 CCR 4680)
The Superintendent or designee shall ensure that the district's complaint form contains a space to
indicate whether the complainant desires a response to his/her complaint and specifies the
location for filing a complaint. A complainant may add as much text to explain the complaint as
he/she wishes.  (Education Code 35186; 5 CCR 4680)
The Superintendent or designee shall ensure that a notice is posted in each classroom in each
school containing the components specified in Education Code 35186.  (Education Code 35186)

Administrative Regulation Revised/Adopted: March 21, 2017
Previous Adoption: May 29, 2013, June 21, 2006, March 10, 2005
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E 1312.4 WILLIAMS UNIFORM COMPLAINT PROCEDURES
COMPLAINT NOTICE TO PARENTS/GUARDIANS, STUDENTS, AND TEACHERS:
COMPLAINT RIGHTS
Parents/Guardians, Students, and Teachers:
Pursuant to Education Code 35186, you are hereby notified that:
1.

There should be sufficient textbooks and instructional materials. That means each
student, including an English learner, must have a textbook or instructional materials, or
both, to use in class and to take home.

2.

School facilities must be clean, safe, and maintained in good repair.

3.

There should be no teacher vacancies or misassignments. There should be a teacher
assigned to each class and not a series of substitutes or other temporary teachers.  The
teacher should have the proper credential to teach the class, including the certification
required to teach English learners, if present.
Misassignment means the placement of a certificated employee in a teaching or services
position for which the employee does not hold a legally recognized certificate or
credential or the placement of a certificated employee in a teaching or services position
that the employee is not otherwise authorized by statute to hold.
Teacher vacancy means a position to which a single designated certificated employee has
not been assigned at the beginning of the year for an entire year or, if the position is for a
one-semester course, a position to which a single designated certificated employee has
not been assigned at the beginning of a semester for an entire semester.

4.

A complaint form may be obtained at the school office or district office, or downloaded
from the school or district web site.  You may also download a copy of the California
Department of Education complaint form from the following web site:
http://www.cde.ca.gov/re/cp/uc. However, a complaint need not be filed using either the
district's complaint form or the complaint form from the California Department of
Education.
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 COMPLAINT FORM:  WILLIAMS UNIFORM COMPLAINT PROCEDURES
Education Code 35186 creates a procedure for the filing of complaints concerning deficiencies
related to instructional materials, conditions of facilities that are not maintained in a clean or safe
manner or in good repair, teacher vacancy or misassignment. The complaint and response are
public documents as provided by law. Complaints may be filed anonymously. However, if you
wish to receive a response to your complaint, you must provide the contact information below.
Response requested?  ( Yes     ( No
Contact information (if response is requested above):
Name: ________________________________________________________________________
Address: ______________________________________________________________________
Phone number:   Day: ____________________________ Evening: _______________________
E-mail address, if any: ___________________________________________________________
Date problem was observed: ______________________________________________________
Location of the problem that is the subject of this complaint: _____________________________
School name/address: ____________________________________________________________
Course title/grade level and teacher name: ___________________________________________
Room number/name of room/location of facility: ______________________________________
Only the following issues may be the subject of this complaint process. If you wish to
complain about an issue not specified below, please use the appropriate district complaint
procedure.
Specific issue(s) of the complaint: (Please check all that apply. A complaint may contain more
than one allegation.)
1.   Textbooks and instructional materials:  (Education Code 35186; 5 CCR 4681)
( A student, including an English learner, does not have standards-aligned textbooks or
instructional materials or state- or district-adopted textbooks or other required
instructional materials to use in class.
or

( A student does not have access to textbooks or instructional materials to use at home
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after school. This does not require two sets of textbooks or instructional materials for
each student.
( Textbooks or instructional materials are in poor or unusable condition, have missing
pages, or are unreadable due to damage.
( A student was provided photocopied sheets from only a portion of a textbook or
instructional materials to address a shortage of textbooks or instructional materials.
2.   Teacher vacancy or misassignment:  (Education Code 35186; 5 CCR 4681)
( A semester begins and a teacher vacancy exists. A teacher vacancy is a position to
which a single designated certificated employee has not been assigned at the beginning of
the school year for an entire year or, if the position is for a one-semester course, a
position to which a single designated certificated employee has not been assigned at the
beginning of a semester for an entire semester.
( A teacher who lacks credentials or training to teach English learners is assigned to
teach a class with more than 20 percent English learners in the class.
( A teacher is assigned to teach a class for which the teacher lacks subject matter
competency.
3.   Facility conditions:  (Education Code 17592.72, 35186, 35292.5; 5 CCR 4683)
( A condition exists that poses an emergency or urgent threat to the health or safety of
students or staff including gas leaks; nonfunctioning heating, ventilation, fire sprinklers,
or air-conditioning systems; electrical power failure; major sewer line stoppage; major
pest or vermin infestation; broken windows or exterior doors or gates that will not lock
and that pose a security risk; abatement of hazardous materials previously undiscovered
that pose an immediate threat to students or staff; structural damage creating a hazardous
or uninhabitable condition; and any other condition deemed appropriate by the district.
( A school restroom has not been cleaned or maintained regularly, is not fully
operational, or has not been stocked at all times with toilet paper, soap, or paper towels or
functional hand dryers.
( The school has not kept all restrooms open during school hours when students are not
in classes and has not kept a sufficient number of restrooms open during school hours
when students are in classes. This does not apply when temporary closing of the restroom
is necessary for student safety or to make repairs.
Please describe the issue of your complaint in detail. You may attach additional pages and
include as much text as necessary to fully describe the situation. For complaints regarding
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facilities conditions, please describe the emergency or urgent facilities condition and how that
condition poses a threat to the health or safety of students or staff.
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
Please file this complaint at the following location:
Superintendent’s Office
Menlo Park City School District
181 Encinal Avenue
Atherton, CA 94027
Please provide a signature below. If you wish to remain anonymous, a signature is not required.
However, all complaints, even anonymous ones, should be dated.

______________________________________                            __________________________
Signature                                                                                         Date
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Exhibit Revised/Adopted: March 21, 2017
Previous Adoptions: May 29, 2013, June 21, 2006, March 10, 2005
BP 4030 NONDISCRIMINATION IN EMPLOYMENT
The Governing Board desires to provide a positive work environment where employees and job
applicants are assured of equal access and opportunities and are free from harassment in
accordance with law. The Board prohibits district employees from discriminating against or
harassing any other district employee or job applicant on the basis of the person's actual or
perceived race, religious creed, color, national origin, ancestry, age, marital status, pregnancy,
physical or mental disability, medical condition, genetic information, veteran status, gender,
gender identity, gender expression, sex, or sexual orientation.
(cf. 0410 - Nondiscrimination in District Programs and Activities)
(cf. 4032 - Reasonable Accommodation)
(cf. 4033 - Lactation Accommodation)
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
(cf. 4119.41/4219.41/4319.41 - Employees with Infectious Disease)
(cf. 4154/4254/4354 - Health and Welfare Benefits)
(cf. 5145.7 - Sexual Harassment)

Prohibited discrimination consists of the taking of any adverse employment action against a
person, including termination or denial of promotion, job assignment, or training, or in
discriminating against the person in compensation, terms, conditions, or other privileges of
employment based on any of the prohibited categories of discrimination listed above.
The prohibition against discrimination based on the religious creed of an employee or job
applicant includes any discrimination based on the person's religious dress or grooming practices
or any conflict between the person's religious belief, observance, or practice and an employment
requirement. The prohibition against discrimination based on the sex of an employee or job
applicant shall include any discrimination based on the person's pregnancy, childbirth,
breastfeeding, or any related medical conditions.  (Government Code 12926, 12940)
Harassment consists of any unwelcome verbal, physical, or visual conduct that is based on any of
the prohibited categories of discrimination listed above and that is so severe or pervasive that it
adversely affects an individual's employment opportunities, has the purpose or effect of
unreasonably interfering with the individual's work performance, or creates an intimidating,
hostile, or offensive work environment.
The Board also prohibits retaliation against any district employee or job applicant who
complains, testifies, assists, or in any way participates in the district's complaint procedures
instituted pursuant to this policy.
Any district employee who engages in prohibited discrimination, harassment, or retaliation or
who aids, abets, incites, compels, or coerces another to engage or attempt to engage in such
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behavior in violation of this policy shall be subject to disciplinary action, up to and including
dismissal.
(cf. 4117.4 - Dismissal)
(cf. 4118 - Suspension/Disciplinary Action)
(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

The following position is designated as Coordinator for Nondiscrimination in Employment:
Superintendent
181 Encinal Avenue, Atherton, CA 94027
(650) 321-7140
Any employee or job applicant who believes that he/she has been or is being discriminated
against or harassed in violation of district policy should, as appropriate, immediately contact
his/her supervisor, the Coordinator, or the Superintendent who shall advise the employee or
applicant about the district's procedures for filing, investigating, and resolving any such
complaint.
Complaints regarding employment discrimination or harassment shall immediately be
investigated in accordance with AR 4031 - Complaints Concerning Discrimination in
Employment.
(cf. 4031 - Complaints Concerning Discrimination in Employment)

Any supervisory or management employee who observes or has knowledge of an incident of
prohibited discrimination or harassment shall report the incident to the Coordinator or
Superintendent as soon as practical after the incident. All other employees are encouraged to
report such incidents to their supervisor immediately.
Training and Notifications
The Superintendent or designee shall provide training to employees about how to recognize
harassment and discrimination, how to respond appropriately, and components of the district's
policies and regulations regarding discrimination.
(cf. 4131- Staff Development)
(cf. 4231- Staff Development)
(cf. 4331- Staff Development)

The Superintendent or designee shall regularly publicize, within the district and in the
community, the district's nondiscrimination policy and the availability of complaint procedures.
Such publication shall be included in each announcement, bulletin, or application form that is
used in employee recruitment.  (34 CFR 100.6, 106.9)
The district's policy shall be posted in all district schools and offices including staff lounges and
student government meeting rooms.  (5 CCR 4960)
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Board Policy Revised/Adopted: November 21, 2013
Previous Adoption: February 13, 2003
AR 4030 NONDISCRIMINATION IN EMPLOYMENT
(AR in progress; to be approved December 2017)
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BP 5141.4 CHILD ABUSE REPORTING PROCEDURES
The Governing Board is committed to supporting the safety and well-being of district students
and desires to facilitate the prevention of and response to child abuse and neglect. The
Superintendent or designee shall develop and implement strategies for preventing, recognizing,
and promptly reporting known or suspected child abuse and neglect.
The Superintendent or designee may provide a student who is a victim of abuse with
school-based mental health services or other support services and/or may refer the student to
resources available within the community as needed.
(cf. 1020 - Youth Services)
(cf. 5141.6 - School Health Services)
(cf. 6164.2 - Guidance/Counseling Services)

Child Abuse Prevention
The district's instructional program shall include age-appropriate and culturally sensitive child
abuse prevention curriculum. This curriculum shall explain students' right to live free of abuse,
include instruction in the skills and techniques needed to identify unsafe situations and react
appropriately and promptly, inform students of available support resources, and teach students
how to obtain help and disclose incidents of abuse.
(cf. 6142.8 - Comprehensive Health Education)
(cf. 6143 - Courses of Study)

The district's program also may include age-appropriate curriculum in sexual abuse and sexual
assault awareness and prevention. Upon written request of a student's parent/guardian, the
student shall be excused from taking such instruction.  (Education Code 51900.6)
The Superintendent or designee shall, to the extent feasible, seek to incorporate community
resources into the district's child abuse prevention programs and may use these resources to
provide parents/guardians with instruction in parenting skills and child abuse prevention.
Child Abuse Reporting
The Superintendent or designee shall establish procedures for the identification and reporting of
known and suspected child abuse and neglect in accordance with law.
(cf. 4119.21/4219.21/4319.21 - Professional Standards)
(cf. 5145.7 - Sexual Harassment)
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Procedures for reporting child abuse shall be included in the district and/or school
comprehensive safety plan.  (Education Code 32282)
(cf. 0450 - Comprehensive Safety Plan)

District employees who are mandated reporters, as defined by law and administrative regulation,
are obligated to report all known or suspected incidents of child abuse and neglect.
The Superintendent or designee shall provide training regarding the duties of mandated reporters.
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Board Policy Revised/Adopted: November 10, 2015
Previous Adoption: June 26, 2003
AR 6159.1 COMPLAINTS CONCERNING SPECIAL EDUCATION
(Procedural Safeguards & Complaints for Special Education)

(AR in progress; to be approved December 2017)
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IV. All Other Complaints
1. All complaints, other than those described above concerning Employees, Instructional
Materials; the Williams Complaint; Child Abuse; Special Education; and Unlawful
Discrimination, Harassment and Other Violations are to be filed with one of the District’s
Compliance Officers:
Special Education; Section 504
Director of Student Services
181 Encinal Avenue
Atherton, CA 94027
(650) 321-7140
Consolidated Categorical Aid Programs; Discrimination; All Others
Assistant Superintendent
181 Encinal Avenue
Atherton, CA 94027
(650) 321-7140
Any individual, public agency or organization may file a written complaint with the
Compliance Officer. Complaints must be signed - ordinarily unsigned complaints will not be
investigated. If a complaint is unable to put a complaint in writing due to conditions such as
illiteracy or other disability, staff will help the complainant file the complaint.
2. The Compliance Officer shall receive, date, log, and file each original written and signed
complaint.
3. The Compliance Officer shall review each complaint to determine appropriate response. If
the content of the complaint most appropriately can be dealt with as a complaint concerning
Employees, Instructional Materials; the Williams Complaint; Child Abuse; Special
Education; and Unlawful Discrimination, Harassment and Other Violations, those procedures
shall be followed.
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4. The Compliance Officer will ensure that a reply is provided in a timely manner to any
complainant who requests a reply.

40

