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Our Motto

“Together, We are Making a Difference”

Our Mission

The Yuba County Office of Education’s purpose is to improve the quality of life for all
Yuba County citizens. Our specialty is equipping those with unique needs with the
knowledge, skills and attitudes that will enhance their journey and empower them to
realize their full potential.

Our Values

The values of the Yuba County Office of Education are our essential and enduring
tenets, not to be compromised for financial, program or personal gains.

We are dedicated to:

Promoting honesty and truthfulness in all we do

Acting in a fair, consistent manner deserving of trust and respect for each
individual

Appreciating the value of humor in life events while acting with sensitivity and
compassion

Expecting personal interaction that promotes dignity and appropriate levels of
personal responsibility

Our Vision

The Yuba County Office of Education team believes we can make a positive difference
in our community and in the lives of those we are committed to serve. We create an
atmosphere that inspires mutual respect, trust, pride and commitment. We support
each other, recognize achievements and promote the highest level of quality service.
As a team, we encourage cooperative decision making through open communication
and continuous professional growth.



From Our Superintendent:

| am very pleased to have the opportunity to extend a warm welcome to you as we begin a new
school year.

This document is your copy of our 2009-2010 Employee Handbook. Many of our colleagues have
spent an untold amount of time and effort to coordinate and assimilate the information contained in
these pages. We have tried to arrange the topics and data in an easy and user-friendly form. Please
take some time and familiarize yourself with the contents of this booklet.

Our employees are in one of three groups — Certificated, Classified, or
Management. All necessary to the standard of service we provide the citizens
of Yuba County. All equally valued, respected, and appreciated. Yuba County
Office of Education prides itself on providing a learning, teaching, and
community service environment that is second to none. There is only one way
of achieving this, which is through the quality and commitment of our staff. |
want you to know not every staff displays the kind of attitude you have—the
willingness to put forth whatever is necessary in service to our students, our
clients and our community. Our mission, “...to improve the quality of life for all
Yuba County citizens...our specialty is equipping those with unique needs with
the knowledge, skills, and attitudes that will enhance their journey and
Richard D. Teagarden empower them to realize their full potential,” would not have the possibility of
SUpeggﬁig?Sem of being accomplished without your unfailing assistance and guidance. Thank
you for making YCOE your home of employment and the citizens of Yuba
County the focus of your career. | would like to wish you every success and | hope that you will enjoy
a happy and fulfilling year.

As Superintendent, | always welcome your thoughts and feelings regarding our organization and the
programs we operate. | look forward to your invitations to special school events, recognition
ceremonies, along with notification of staff meetings at your site. In return, | will maintain regular
communication with you through our monthly Superintendent’s Dispatch and with the systems of
communication we have set in this organization.

Once again, welcome, and have a wonderful year!
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School Site Listing

Yuba County Office of Education
935 14" Street « Marysville « CA » 95901
(530) 749.4900 « Fax: (530) 741.6500
email: firsthame.lastname@yubacoe.k12.ca.us

Board Members

Binninger, Lou Area 1
Hovey, Mary Area 4
Landerman, Donna Area 6
Muck, Sidney Area 5
Rastetter, Marlene Area 3
Smith, George Area 2
Vincent, Wayne Area 7

The Yuba County Board of Education meets on the 2nd Wednesday of each month at 4:30 p.m.
in the Oak Room at Yuba County Office of Education, 935 14th Street, Marysville — unless
otherwise stated on the agenda.

Administration
Teagarden, Richard..................ccceveennns Superintendent of Schools ...................... 749.4855
Johnson, Darlene........cccoooevrenncnnne. Admin. Assistant to the Superintendent.......... 749.4853
Nicoletti, Maggi€.......ccccccvvvveeeeeeennnn. Secretary to the Superintendent.............. 749.4854
Business & Fiscal Services
Begley, Violette..........cccooeviiiiiiiiiiiiinnnn. Director of Fiscal Services....................... 749.4856
Calonder, Valerie .........ccccceeeeeeeennne. Account Technician..........cccccoveieeeeiiinnnne. 749.4863
DeVaughn, Monique........................ Account Technician.........cccccceeviieiiiiinnnnes 749.4985
Johnson, Kimberlee ...........cccccvveennn.. Account Technician..........ccccceeveeeeeiiennnne. 749.4908
Kerwin, Angela.........ccccuvvviiiinnnnnnee. Fiscal Services Coordinator/Intl............... 749.4860
Larson, Linda .........ccceevvvvvviieeeeee, Account Technician..........cccccoeeieeeviiennnne. 749.4866
Marquette, Rhonda.......................... Fiscal Services Coordinator/Exitl.............. 749.4862
Rongley, Dorothy ..........cccccceeeeeeenne. Account Technician..........ccccceeeiieeeiiiennne. 749.4864
Sanchez, Lynette ...........oeoeevvvennnnns Account Technician..........ccccceeviieiiiiinnnnns 749.4857
Schaefer, Natalie................ccceeeeees Account ClerK..........coovvvviiiiiiiiieeeeeeeee, 749.4984
Waldorff, Mike ........ccoooeviiiiiiiiiin. Tech. Il SysStems......ccoooeveviiiiiiiiiiiieeeeee, 749.4906
Williamson, Debbie...........cccccvvvnnnn.. Account Technician..........cccccoeveieeeiiennnne. 749.4865
Human Resources
Sutfin, CiNdy ..o Director of Human Resources................. 749.4870
Allread, Jennifer.........cccccccvnnnnn.. Credentials Analyst/H.R. Assistant.......... 749.4869
Beaver, Janet...........ccccceeeeieennnnnn. Human Resources Technician ................ 749.4867
Brooks, Mary JO.........ccccevvvvnnnnnnn. Receptionist ......cccceeeevvviiiiiiiieee e 749.4900
Williams, Pat..........cccevvvvvvivnnnnnnn. STRS Benefits Counselor ...........cccceee.... 749.4868



Educational Services
Sokoloski, Sally
Allan-Rogers, Jorgine
Amaya-Andersen, Thelma
Arcuri, Evelyn
Cena, Leslie
Cole, Jessica
Durrett, Cheryl
Fruetel, Glenda
Gordon, Rusty
Harris, Josh
Hrico, Alicia
Jensen, Hope
Kay, Janelle
Kennedy, Wendy
Lockwood, Debbie
Malboeuf, Simone
Moore, Joyce
Olson, Sheila
Orcutt, Melissa
Peters, Andrea
Phelps, Janee
Rounds, Mary
Schroeder, Heidi
Sherman, Kristina
Walker, Codi

Prevention/Foster Youth Program

Reyna, Chris
Danielson, Melissa
Molina-Jones, Amy
Quilty, Monica

Speech & Lanquage Specialists
Cena, Leslie
Abercrombia, Jamilya, SLPA....

Biersdorff, Kelly

Colwell, Sharon/
Andries, Hermina
Fillmore, Suzanne
Freeman, Leslie
Glines, Anita
Growdon, Cathy

Hardee, Leigh

....... Asst. Superintendent/Ed. Services...... 749.4871

........ Child Care Council Coordinator.................. 749-4041

.......... Behavior Specialist..................cceeeee.. 749.4991

........ Coordinator of Curriculum & Testing.......... 749.4872

....... Speech Department Coordinator ............... 749.4996

....... Health Clerk ............coeeviiiiiiiiii ... 633.3120 ext101
....... Paraeducator Camptonville ROP ........ 288.3277

....... Secretary to Assistant Superintendent....... 749.4874

....... SELPA Administrator/Program Specialist . 749.4873

....... Special Education Principal................. 633.3120 ext. 103
....... FRC Program Facilitator...................... 749.3276 ext. 105
....... Child Develop. Center Director............ 743.4895

....... Psychologist...........ccccvvvvviiiiiiinieenen.. 633.3120 ext. 108
....... NUISE. ... eeeeenn. ©33.4960

....... Program Secretary ...........cccoeeevveeennn... 749.4907

....... Camptonville Academy Coordinator-.... 288.3277

....... Psychologist...........ccccevvvviiiiiinieene.. 633.3120 ext. 108
....... Teacher Camptonville Opp. Ed. .......... 288-3277

....... Program Specialist/Pre Program Admin.... 749.4990

....... Psychologist...........ccevevviiiiiiiinnieeeeeeenn. 749.4015

....... Teacher Camptonville RSP ................. 288.3277

....... Health Coordinator ..............ccceeeene... 749.4041

....... Special Education Principal................. 741.6220

....... Teacher Wheatland Elem. Opp. Ed.....

....... Educational Services Clerk ................. 749.6924

....... Program Administrator ............................ 749.4005

....... Foster Youth Services.............cccccevveeeeee.. 749.4904

....... Prevention Specialist...................cceeeeeen. 749.4994

....... Homeless Education ..........ccccccevvvvvvennen.. 749.4905
Speech Department Coordinator ............ 749.4996

Cedar Lane Elementary School.............. 741.6112 ext 3706
Bear River School............ooooiiiiiiiiiinnnn. 633.3135 ext 628
Camptonville School.............ccceevvvnnnnnnnn. 288.3277

Dobbins Elementary School ................... 692.1665

Virginia School/MHS..............ccoeevvvivinne, 741.6180 ext. 3176
Marysville Charter Academy of Arts........ 741.6180 ext 3176
YESCA ..o 692.2210

Cordua Elementary School..................... 741.6115

Ella Elementary School.............ccc.oeee..... 741.6124 ext. 4418
Edgewater Elementary School ............... 741.0866

Kynoch Elementary School..................... 741.6141 ext. 137
Olivehurst Elementary School ................ 741.6191

Yuba Gardens Intermediate School........ 741.6194
Charter/Private/ALT Assess

Virginia School...........cccccccveeiiiiieiiie, 633.3120

Agnes Weber Meade
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Jewett, Terry ......
Jones, Nicole......
Karnes, Jaime ....
Kauk, Susan.......
Leeds, Elaine .....

Markland, Karen.

Miller, Jane.........

Ontiveros, Laura.

Root, Theresa ....

Squires, Lisa ......

Swift, Kathy ........

Taylor, Hailey, SLPA ................

Turnquist, Jan ....

Wickline, Pam ....

Williamson, Kelly

New Day Charter School

Goldfield ... 741.6320
Olivehurst Preschool Center................... 682.0199
Covillaud Ellementary School................. 741.6121 ext 401
Yuba Feather School/Preschool.............. 675.0735
Cedar Lane Elementary...........ccccccceunnn.. 741.6111
Virginia School.............cooiiiiiiiii, 633.3120
Linda Elementary School........................ 741.6196 ext. 5218
Bridges Preschool............ooooiiiiiiiinnn. 788.1943

BAFB Preschool Center
BAFB/MWheatland Pre Assess

Olivehurst Preschool Center................... 682.0199
Browns Valley Elementary School.................. 741.6107
Foothill Intermediate School ................... 741.6130
Loma Rica Elementary School ............... 741.6144
Spring Valley School.............ccccceeeeeeee. 741.6220
McKenney Intermediate School.............. 741.6141 ext 137
Lindhurst High School..............ccoovveennn.. 741.6150
Wheatland High School .......................... 633.3100
Virginia SChool/WHS ..., 633.3100 ext 132
Bear River Elementary School................ 633.3135 ext 628

Virginia School/Bear River
Wheatland Preschool Center

Cobblestone Elementary School ............ 634.9723 ext 231
YCOE/Cobblestone

Riverside Meadows Elementary School . 743.1271 ext 226
Rio Del Oro Elementary School.............. 749.0690 ext 134
YCOE/RIO Del Oro.....cccoovveviiiiiiiiii, 749.0690
Plumas CDC.......coooviiiiiiieeeeeeeeeeii 743.4895
CONNECHIONS....uuii e 743.4895

RIO Del Or0....coeiieiiieeiee e 749.0690 ext. 134
Lone Tree Elementary School................. 788.1590

Wheatland Montessori

Wings Program

Virginia School/Yuba College ................. 741.6398

Linda Elementary School........................ 741.6196 ext 5218
Cedar Lane Elementary School

Ella Elementary School

Linda Preschools

Olivehurst Head Start

Beverly Terrace Head Start .................... 742.2485
ASSESSMENTS ...cooviiiiiii e

Arboga Elementary School..................... 741.6101
Johnson Park Elementary School........... 741.6133 ext. 4818
Kynoch Preschool Center............c.c........ 741.6327

MJUSD Preschool Assessments



Child Care Planning Council and Family Resource Cen __ ter
1104 E Street « Marysville « CA « 95901

(530) 749-4040 « Fax: (530) 749-3279

email: firstname.lasthame@yubacoe.k12.ca.us

Allan-Rogers, Jorgine ...........cccevveeennees Child Care Planning Council Coordinator ....... 749.4041
Bills, Wendy ......ccccooeeevvvvviiiiinnn. Workability Vocational Training Counselor .....749.4047
Canada, Rebecca .........cccceeeeeeee Child Care Planning Council Specialist............ 749.4042
Hang, Mary Pa .........cccccovvvvvnnnnnnnn. Child Care Planning Council Assistant............. 749.4040
Hrico, AliCia .......cooveieiiiiiiiiiii. Family Resource Center Pgm Facilitator......... 749.4049
Job, Caron........ccccceeeeeieiiieees Workability Vocational Training Counselor ..... 749.4045
Kline, Renee...........ccccvvvviiivnnnnnn. Workability Vocational Training Counselor ..... 749.4046

School Attendance Review Board (S.A.R.B.)
1919 B Street ¢« Marysville « CA « 95901
(530) 741-6157 « Fax: (530) 741-6140

Teagarden, Richard.....................oo Acting Chairperson.........ccccevvevvviiiiine e 749-4855
Braneman, Barry...........ccooeveeiiiiiininnnns Dept of Human Services Rep..........cccevvvveeneee 749-6331
Carreon, Jolie .........cccceeeviiiiiiiiiiiiin. MJUSD Representative ............cceeeeeeeeeeeeeennnnns 749-6901
Samuel, Allyson......ccccoeeeevvvvieiiiiiennnn. SARB Secretary .......ccccoevvviiiiiieeeeeeee 741-6157
Seiler, Pete ......ooovviiiiiiii, YCOE Representative ........cccoeeeeeeeveeeiinininnnnn. 741-6349
Sorbello, Shiloh........cccoooeeiiiiiiii. Deputy District Attorney..........ccceeeeeeeeeeeveeennnnns 749-7770
Summers, JONN......cccceeviiiiiiiiiiii, Yuba County Superior Court Rep..........ccc...... 749-7691
Watkins, ANN ........ccoovvviiiiiieeeeeeeeeiiines Truancy Officer/Dept of Probation Rep............... 741-6145

Regional Career Center
1114 Yuba Street « Marysville « CA « 95901
(530) 741-6213 « Fax: (530) 749-4858 « (530) 749-4858

Clary, Patti.......coovveiiiiiiiieeeeeiin ][ =T ox (o] SRR 749.4803
Atkinson, Dee......cccoeeeeevvvviiiiiiin. Employment & Training Pgm Spec..................... 749.4807
Boyes, Bryan........cccoooiiiiiiiiiiins TEC e 749.4818
Dutcher, Christi .......ccoovvvviiiiieeee, Business Services Representative.............. 749.4828
Glaze, Matt.........cooovvviiiiiieieiieeeeiies Network Analyst ..........coouiiiiniiiiiiii, 749.4995
Harman, Dorothy.........cccccceeeeeeeenn. GIrEETLEI ..o 749.4850
Herrod, Cathie.........ccccevvviiiinnenn TEC e 749.4817
Heslop, Dave.........ccccvvvvvvivciieeeee, Fiscal Coordinator...........cccceeveeeeeevveeiiiinnnn. 749.4808
James, Robert.......cccoooeeiiiiiiiiiiienn. TEC e 749.4814
Kristensen, Donna............cccccceuee.... ROP INStructor/CNA ........oovvviiiiiiiieiieieiiieee, 749-4842
Kussmann, Ben..........cccccooeeeeeinnnnnee. Network Administrator.............cccoeeevvvvvnnnnnnn. 749.4810
Lee, Yl .. TEC e 749.4816
Loftis, Richard ...........cooovviiiiinnnnnne. Crew SUPEIVISOr ........uuuiieeieeeeieeiiiiiian e
MacAdams, Heather........................ TEC e 749-1279
Manley, Gail ...........cooovviiiiiiiinnee, TEC e 749.4827
McBride, Cheryl........c.oooveeeieeeee, ROP Instructor/BuSiN€SS ..........ccevvvvvvvvnnnnnnn. 749.4834
McDonald, Brian..........cccccceeeeeeeeenee. Technology Coordinator ...........ccceeeeeevveennnees 749-4845



Mesa, NanCy ........ccooeeeviiiiinieinieees TEC e
Moore, Sheila.........cccccevvveveieiieennnnne. TEC I
Pearson, Audrey ........cccccceeeeeeeeeeeee. TEC e
Pearson, Cindy.........cccccvvvviiieeeeenn, ClerK.. e
Shelley, LU ..o TEC I
Shields, Pam .........cccoooiiiiiiiiiiiiinnn TEC e

Agnes Weber Meade School — Special Education Progra __ m
1905 Ahern Street - Marysville « CA « 9590I
741.6320/749.7991 - Fax: 741.6230

email: firstname.lasthame.@yubacoe.k12.ca.us

Schroeder, Heidi..........ccoovvvvviiiiinneeee, Principal
Fulmer, YvONne.......cccovevvviiieeiineenn. Braillist Paraeducator
Hardee, Leigh........ccoovvvviiiiiieeneee, Speech Therapist
Johnson, Barbi.......cccccevveviiiiiiinnnnn. Paraeducator
Johnson, Marisol.........cccccceeeeivvnnnnns Paraeducator
McWilliams, Cari......ccoccevveivneiinnnnn.. Teacher
Olenski, Annette.......cooevvveeevveeennnnen. Paraeducator
Ross, Sandra ........ccocoevveviiiiiiineennn. Teacher
Slaughter, Jeanette ..............cccco... Adaptive PE Teacher

Anna Bell Karr Center — Program for the Visually Im___ paired
1904 Huston Street « Marysville « CA « 95901
741.6229 - Fax: 740.4833

email: firstname.lasthame.@yubacoe.k12.ca.us

Schroeder, Heidi..........ccoovvviviiiiineneen, Principal
Cooper, LiZ...oooeieeiiiiiiiiiiiiieeeeee Teacher
Powell, Tana .........cceevvvevevviiiviennnnne. Paraeducator
Sotelo, Lupe ..., Paraeducator

Bridges Preschool

123 Beale Highway « Beale Air Force Base ¢« 95903
P.O. Box 818 « Wheatland « CA « 95692

788.1942

email: firstname.lasthame@yubacoe.k12.ca.us

Orcutt, MeliSSa.......coovvveeiiiiiiiiiiiiiiee e, Program Coordinator
Leeds, Elaine .........cccoovvvvvveeinnnenn, Speech and Language Specialist
Nottle-Powell, Kristen...........ccoccevernennns Teacher
Yang, Mary......ccooovviiiiiiiniiiiineccen, Paraeducator

749-4819
749-4820
749-4824
749-4809
749-4822
749-4837



Cobblestone Elementary — Special Education Program
1718 Churchill Drive ¢ Plumas Lake ¢ CA « 95961
634.9723 ext. 201 Fax: 749.9765

email: firstname.lasthame@yubacoe.k12.ca.us

Schroeder, Heidi..........ccoovvvvviiiiineneee, Principal
Dumaplin, Tina........ccceevvviviiiinneennee. Paraeducator
Freitas, Dian€.........ccccvvvvvviiieeeeennn, Adapted PE Specialist
RoOt, Teresa .........ccoeveeeeiiiieeeiiiiee. Speech Therapist
Whiteley, Connie.........cccevvvvvvvnnnnnnn. Paraeducator
Wiese, Gary ......ccceeeeeeeeeeieeeiiiiieennn Teacher

Connections Preschool

1280 Zanes Drive ¢ Plumas Lake ¢ 95961
741.1495

email: firsthame.lastname@yubacoe.k12.ca.us

Orcutt, MeliSSa.......cccceeeeeevveeiiiiiiieeeeee, Program Coordinator
Garlington, Karen ..........coeeeevveennnnes Teacher
Silva, Kim ... Paraeducator
Squires, LiSa .....ooevvvvviiiiiiieeieeeeiiiinns Speech and Language Specialist

Goldfield Preschool Center

1778 McGowan Parkway ¢ Olivehurst « CA « 95961
741.6228

email: firstname.lasthame.@yubacoe.k12.ca.us

Orcutt, MelisSSa.......cccoeeeeeveveeiiiiiieeeeeee, Program Coordinator
Annin, Kathy ..., Paraeducator
Higginson, Margi ............ccceeeeeeeeenn. Speech and Language Specialist
McCurry, Sally........coovviiiiiiiiine, Teacher
Muniz, Pat........cccevvveviiiiiiiiiiiiiiiieee, Teacher
Tucker, LiSa.........uveeeneeeieiieeiiiinnnn Paraeducator

Harry P.B. Carden School - Juvenile Court School
1023 14th Street « Marysville « CA « 95901
741.6409 « Fax: 741.6400

email: firstname.lasthame.@yubacoe.k12.ca.us

Seiler, Pete.....ooovviieiiieecie e Principal
Bowen, ChriS ... Teacher
Briggs, Jeremiah ..........cccccceeeeeeenn, Teacher
Cano, Krystal.........ccoevviiiiiiinnen. Paraeducator
Chinn, Bonnie.........ccccvvvvieiieeeeee, Secretary
Kennedy-Rupert, Dee...................... Teacher
Matthews, Karen ........cccccevvvvevvnnnene. Resource Teacher
Nielsen, Larry .......ccccevevviiiiiinneeeeeee, Teacher



Plumas Lake Child Development Center

1280 Zanes Drive ¢ PlumaslLake ¢« CA 95961
743-4895 « FAX: 743-6864

email: firsthname.lasthname@yubacoe.k12.ca.us

Jensen, HOPEe .....ooevvvviiiiiiiiiicicei Director
Barcenas de Oregel, Dulce..........ccooeeeeneeeenees Teacher
Byers, Tonya.......cccoeveeviiiiiiniiiieees Teacher
Ford, Shasta...........cccoevviviiiiinnennne, Clerk
Garcia, Claudia .........cccceeviiiiiiiiinnnns Teacher
Guild, Choia .......cccevvviiiiiiieieiieeeeiis Childcare Aide
Hogan, Carrie.........cccvvvvvvviiieeeeeenn, Teacher
Judge, GUrdip.......ccceeeeeeeeieeiiiiiinn. Teacher
Martinez, Isabel.........cccccvvvvvviinnnnnne. Teacher
Mclintosh, Christina.......................... Childcare Aide
Parnow, Joscelyn........cccccceeeeeeeeennn, Teacher
Vasquez, ANNa........cccoeeeeeeveneeeeennnnn. Childcare Aide
Vasquez, Terre . .occooeeeeeeeeveeeiiinnn Childcare Aide

Rio Del Oro Elementary — Special Education Program
1220 Zanes Drive ¢ Plumas Lake « CA « 95961
749.0690 ext. 113 « Fax: 749.0689

email: firstname.lasthame@yubacoe.k12.ca.us

Schroeder, Heidi...........cooovviiiiiiinnn. Principal
Freitas, Diane.........ccccvvvvvvviiieeeeennn, Adapted PE Specialist
King, Mary ......ccoooeeieiiiiiiiiiieiee e Teacher
Siller, Linda .......ccoooeeiiiiis Paraeducator
Squires, LiSa .....ocevvvvviiiiiiieeieeeeiiies Speech Therapist
Wright, Faith.......cccooooeeeeiii. Paraeducator

Spring Valley School - Special Education Program
5327 Fruitland Road < Marysville « CA « 95901
741.6220 + Fax: 741.6532

email: firstname.lasthame.@yubacoe.k12.ca.us

Schroeder, Heidi...........ccoovviiiiiiiinn, Principal
Adams, Arletta............ccceevvevvivnnnnnnnn. Secretary
O’Sullivan, Monica............cceeveeennens Paraeducator
Slaughter, Jeanette .............ccccce.. Adaptive PE Specialist
Springsteen, Roberta..........c.ccoceevveennene. Paraeducator
Zeka, Judy........ooeviiiiiiie e, Teacher

Thomas E. Mathews - Community School

131 F Street - Marysville - CA - 95901
741.6349 + FAX: 634.7608

email: firstname.lasthame@yubacoe.k12.ca.us

Seiler, Pete.....ooovvceiieiiee e Principal
Brown, Mary ........ccooovviiiiiiiis Paraeducator
Chinn, Bonnie........cccccvvvvceieeeeeee, Secretary
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Dotson, RICKi ...cveiieiiiieiin Paraeducator

Kuntz, Paula......ccoccoveeeiiiieeieii Teacher
Tripp, Lesli€.....ccoveeeceeeicieeeceee Teacher
Watts, KeViN .....oveeeeeeeeeeeieiie Teacher

Virginia School

801 Olive Street « Wheatland « CA « 95692
633.3120 « FAX: 633.3117

email: firstname.lasthame@yubacoe.k12.ca.us

Harris, JOSh ... Principal
Aleman, JOrge ......ccoeeeeeevveeeviinnnn. Paraeducator
Alvarez, Georgia .........cccevevvvvvnnnnnnnn. Paraeducator
Coburn, Courtney.........ccccceeeeeeeeenne. Teacher
De Alba, LiSa....ccooevveiieiiiiiiiiiieeeee Paraeducator
Freitas, Diane.........ccccvvvvvvvviiineeeenn, Adaptive PE Teacher
Gillin, Allen ..., Paraeducator
Hardee, Leigh........ccoovvvviviiiiiineeee, Speech and Language Teacher
Harmon, Daren..........ccccocceieiinnnes Secretary
Holland-Davis, Tami................ce...... Paraeducator
Jaicks, JOody.........eiiiiiiiiiiin Teacher
Karnes, Jaime .......cccccevvvevvvveveennnnnnn. Paraeducator
Kay, Janelle...........cccovviiiiiiiinnnnnne, Psychologist
LaChappa, Melody ..........cccceeeeennnee. Custodian
LOr, LeE . Paraeducator
Masciangioli, Cari..........ccccceeeeeeeenn.e. Paraeducator
Moore, Charlie.........cccoeevviiiiiinnenenee. Physical Therapist
MOOre, JOYCE....ccoeeeeeeeeeieiiiiieee e, Psychologist
Poole, Melissa.........cccevvviiiiinnnnnne. LVN
Rojas, Lucrecia .........cccccvvvviieeeeeenn, Paraeducator
Rounds, Mary........ccccevviviiiiinneeenee. Nurse/Health Coordinator
Sartell, Pat.......cccooooiiiiiiiis Teacher
Schisler, Rebecca ..., Teacher
Simpson, Sharon.............cccceevvvvnnees Paraeducator
Sterle, Christi.........cccceeiiiiiiiiiiiiiins Teacher
Hubbard, Drenda...........ccccccevvvennnnee. Paraeducator
Yerkes, Marje .......coeeeiiiiiiiiiiiiinnnns Paraeducator

Virginia School/Bear River

100 Wheatland Park Drive ¢ Wheatland « CA ¢ 95692
633.3135 ext. 227

email: firstname.lasthame@yubacoe.k12.ca.us

Harris, JOSh ..o, Principal
McBride, Marianne ...........ccccoeeeeeeee. Paraeducator
MOOre, JOYCE....ccoeeeeeeeeeieriiiiiee e, Psychologist
O’Connell, Marty .......cccoeeeeeeeieeeinnnns Teacher
Ontiveros, Laura........cccceeeeeeeevevennnns Speech
Rounds, Mary........cccccevvviiiiiinnneeenee. Nurse



Virginia School/Marysville High School

12 E. 18" Street « Marysville « CA « 95901
741.6180 ext. 3181

email: firstname.lasthame@yubacoe.k12.ca.us

Harris, JOSh ..o, Principal
Bursack, Genia..........ccccevvvviineeeennne. Paraeducator
Glassgow, Krista ........cccoeeeeeeeveennnnns Paraeducator
Moore, JOYCE.......cuuoveeieiiiieeeeeiinee Psychologist
Percival, Jan........ccccccvvvvviiiiiiiinnnnnne, Teacher
Rounds, Mary........ccccevvviiiiiinneeenee. Nurse

Virginia School/Wheatland High School

1010 Wheatland Road * Wheatland « CA ¢ 95692
633.3100 ext. 132

email: firstname.lasthame@yubacoe.k12.ca.us

Harris, JOSh ..., Principal
Coupe, Leeann........cccoeeevvieeennneennnn. Paraeducator
Flores, VicKi€.........ccovvvviiiiiiiieeeee, Paraeducator
Francis, Ellen ............cccoooeiii. Teacher
MOOre, JOYCE....ccoeeeeeeeeeeeriiiiiee e, Psychologist
Rounds, Mary........ccccevviviiiiinneeenee. Nurse

Virginia School/Yuba College

2088 North Beale Road ¢ Marysville « CA « 95901
741.6398

email: firstname.lasthame@yubacoe.k12.ca.us

Harris, JOSh ..., Principal
Adan, Betty........cccceeeeeiieiiiiiiiiiin Paraeducator
Kuhn, Beth ..., Paraeducator
Moore, JOYCE........uuoveeiiiiieeeeeeiieee Psychologist
Randolph, Diane .........cccccccceeeeeene.. Teacher
Rounds, Mary.........cccevvvviiiiinneeenee. Nurse

Wings Program

123 Beale Highway « Beale AFB « 95903
P.O. Box 818 « Wheatland « 95961
788.1941

email: firstname.lastname@yubacoe.k12.ca.us

Orcutt, MeliSSa.......ccoovveeiiiiiiiiiiiiiee e, Program Coordinator
Arzu-Ramirez, Caridad.............ccccerveueneee Paraeducator
Burkam, Heather..........ccccccoeeeeee Teacher
Freitas, Diane.........ccccvvvvvviiieeeeennn, Adaptive Physical Education



Yuba County Career Preparatory Charter School
1104 E Street + Marysville ¢« CA « 95901
749.4000 « FAX: 741.6032

email: firstname.lasthame@yubacoe.k12.ca.us

Holtz, Carol............evvvvieviiiiiiiiiiiiiiiieiee, Director Alternative Education................ ext. 4001
Arvizu, Shelly ... Operational Services Coordinator .......... ext. 4002
Reyna, ChriS......ccvvvviiiiiieeeeeeeeee Independent Study Coordinator ............. ext. 4005
Taylor, Carole Sue........cccccceeeieiiiiieieinnns Vocational Programs Coordinator .......... ext. 4003

Anderson, EriC.........cccceeviiii. Teacher

Bains, Juspreet .........cccvvviiineeeeene. Teacher

Baucum, Victoria........cccccevvvevevennnnee. Teacher

Beall, Nicole ..o, Paraeducator............cooevvvviiiiiiineeeeeeeeiis ext. 4010

Beilby, Dann..........ccccvvvvviiiiieeeee, Instructor

Bruce, Adele..........cooooviiiiiiiin Records Clerk .........ooovveiiiiiiiiiiniiiiieeiiinns ext. 4011

Clark, Kathy..........ccoovvvviiiiiieeeee, Receptionist

Cooper, Josette.........ccceeeeeieiiiieeennns Special Education Clerk .............ouvennnn.. ext. 4014

Dollins, Johnnie........cccccvvvvvvveennnnnee. Teacher

Feingold, Florence...........cccccoo.ooe. Teacher

Kelly, Carol.......ccccceevvvviiiiiiiieeeeee, Teacher

Langland, Tanya ........ccccccceeeeeneeenee. Teacher

Lawson, Bob ........ccovvvviiviiiiiiiiiiinee, Teacher

Leon, Teresa.....ccccoeeeeeeeveieeeeeinnne. School Secretary........ccooeeveeeiiiiiiiiininnnnn. ext. 4004

Long, Ella......ccccooeveeeviiiiiieeeeeee Teacher

Matthew, Karen .........cccccccceeeeeneenee. Special Education Teacher

Morrison, Jennifer.........cccccvevveeenneee. Teacher

Moss, Sarah ... Teacher

Mumm, Carolyn.........ccccccceeeeeeeeeenne, Teacher

Munsee, Dan........cccocceveiiiiiiiiiinneees Instructor

O’Keeffe, Margaret.............ccceeevunees Teacher

Pochert, Jan ..........cccoevviiiiiieeeeeee, Teacher

Rai, Tajinder..........cccvvvvvvivciiieeeeee, Teacher

Renicker, Margie ............ccceeeeeeeeenee. Paraeducator...........ccoeevvviviiiiiiiee e ext. 4012

Shorey, Dena.......cccccceeeeeeeeeeeveeiinnns Paraeducator...........cccoeevvvviiiiieee e ext. 4013

Shuffield, Brian..........ccccoooeiiiiiiiiinnns Teacher

Smith, Ed......ccooiii Teacher

Sullivan, Rosalie...........ccccoeeevveninnns Teacher

Yeoman, TONY.......cccoevvevnieeiineeennnnn. Teacher

Career Preparatory Charter School/Automotive Academ y
1104 E Street + Marysville « CA « 95901

749.4000 « FAX: 741.6032

email: firstname.lasthame@yubacoe.k12.ca.us

Taylor, Carole Sue.........ccccceeeeeiiiiieeeinnns Vocational Programs Coordinator .......... ext. 4003
Hamel, Ken ........ccoovvvvviiiiiieeeee, ROP Teacher
Smith, Ed.....oooooeiiiiiis Academic Teacher
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Career Preparatory Charter School/Business And Tech _ nology Academy
407 D Street ¢ Marysville « CA « 95901

741.4000 « FAX: 741.6032

email: firstname.lasthame@yubacoe.k12.ca.us

Taylor, Carole Sue.........ccccceeeeeeeeeevennnnn, Vocational Programs Coordinator .......... ext 4003
Brown, Steve........ccoooiiiiiiiii Academic Teacher
Dollins, Johnnie........cccccceeeeeeeeen, ROP Teacher

Career Preparatory Charter School/Construction Acad emy
1104 E Street + Marysville « CA « 95901

749.4000 « FAX: 741.6032

email: firstname.lasthame@yubacoe.k12.ca.us

Taylor, Carole Sue.........ccccceeeeiiiiiiieiinnns Vocational Programs Coordinator .......... ext 4003
Graham, Tammy .......ccccoeeeeeeeveennnnnns Academic Teacher
Meyer, MIKe.......coooeveviiiiiiiiiiiee e ROP Teacher
Vasey, David.........ccccoeevvvvveiiiiiinnnn. ROP Teacher

Facilities/Maintenance/Transportation/Youthbuild
833 14th Street + Marysville « CA « 95901
749.6921 « FAX: 741.0762

email: firstname.lasthame@yubacoe.k12.ca.us

Teagarden, Richard..................ccovveennne Director of Facilities & Maintenance....... 749.4855
Baxter, Cheryl ... SECIELAIY ..o 749.6921
Boyes, Bryan.........ccccvvvvviiiiieeeeee, YouthBuild Counselor............cccceeeeeennne. 749.4818
Busch, Howard..........cccccvviiinnnnnee. Maintenance & Operations Supervisor... 682.0459
Doty, Stephen .........cccovvvvceieeeeeen, YouthBuild Educational Instructor .......... 682.0459
Heslop, Dave.........cccovvveiiiiiiieeeee, Fiscal Manager.........cccceevvviiiiiiiiiieeeeiins 749.4808
Meyer, MIKE......ccoeeeeeveeeeiiiiieee e, YouthBuild Construction Teacher........... 682.0355
Moore, Sheila..........cccevvviiiiinnnnne. Outreach/Recruitment Counselor........... 749.4820
Moreno, JOhN ........ccevvvviieiiiiiiiiiinnee, Maintenance Technician ........................ 682.1139
Sadler, Rachel.........cccccoooiiiiiiiiiiinnn, Custodian ........cooovveiiiiiiiii
Teagarden, Walt.............cooevvvvnnnnnn.. Mail Courier
Torres, Lei Lani .....cceeeeeeeeeieeiiiinnnnnnn. Custodian ........cooovveiiiiiiii e 682.0363
Vasey, David.........ccccoeeevviviiiiininnnn. YouthBuild Construction Teacher........... 682.0466
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Information & Communication

Mail Delivery

Mail will be delivered to and picked up from County Office sites on Mondays, Wednesdays and
Fridays of each week. Clearly label correspondence going between sites with the recipients’
name and location.

Emergency Numbers

In the event of an emergency after duty hours, the following persons should be notified. For an
emergencies regarding physical plant or equipment within the Special Education Department,
Community School, or Yuba County Office of Education, call:

1. John Moreno 674-2399 All facilities
Virginia School, VS/Bear River,
2. Josh Harris 673-6585 VS/WHS, VS/MHS, VS/Yuba
College

Spring Valley School, Agnes
3. Heidi Schroeder 743-1230 Weber Meade, Anna Bell Karr,
Rio Del Oro, Cobblestone, APE

4. Melissa Orcutt (916) 624-8308 Bridges, Connections, Goldfield,

Wings

5. Leslie Cena 743-3225 Speech

6. Sally Sokoloski 743-8032

7. Ric Teagarden 743-8607 Cell — 682-0348

8. Pete Seiler 246-7595 Thomas E. Mathews

9. Carol Holtz 671-3023 Charter School

10. Jorgine Rogers 674-9426 Chlld_ Care Planning Council and
Family Resource Center

Emergency
L. Dispatch 911

In the event of an emergency, such as an accident, etc., the following persons should be called:

Heidi Schroeder (530) 743-1230
Josh Harris (530) 673-6585
Sally Sokoloski (530) 743-8032
Ric Teagarden (530) 743-8607
Pete Seiler (530) 246-7595
Carol Holtz (530) 671-3023
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Patti Clary (530) 743-1440
Melissa Orcutt (916) 624-8308
Leslie Cena (530) 743-3225

It will be the responsibility of those persons receiving an emergency call to notify the
Superintendent and other members of Management as to the nature of the situation and the
action taken, if appropriate.

The Yuba County Office of Education has developed a procedures guide for school closure. All
site administrators will have a copy available and will review the process with staff.

*Please do not share home telephone numbers with non-employees.

Communications

The Central County Office has a phone system with voice mail. To call an individual, dial 749
followed by the four numbers following the person’s name you are trying to contact. The
number will go directly to the individual.

Central Office Main Line....................... 4900

Jennifer Allread..........ccccoeeeeeviviiiiiiinennn. 4869
Thelma Amaya-Andersen.............cccc...... 4991
Evelyn ArCuUri .....cccoeeeeeeieveeciee e 4872
Janet Beaver .........ccooovviiiiiiiiiiiiis 4867
Violette Begley.....cccoovveeeevviiiiiiiiiiieeeeee, 4856
Mary JO BrooksS.........ccoovvviiiiiiiiieiiiiiiiiinnns 4979
Valerie Calonder...........cccovvvvvvviciieeeeenene, 4863
Melissa Danielson .........cccccceeeveiiiiiieennnes 4904
Monique DeVaughn..........ccccoevieiviivennnnns 4985
Glenda Fruetel...........cccooeviiiiiiiiiiiin. 4874
Rusty Gordon ..........ccoovveviviiiiieeeeeeeeennnns 4873
Darlene JohNSOoN .........cccvvviiiinieieeeeeeiines 4853
Kimberlee Johnson..........ccccceeveeiivvieennne, 4908
Angela Kerwin .........ccocceevveviiiiiiiineeeeee, 4860
Debbie Lockwood..........cccccceevieiiiiiiinnnn, 4907
Rhonda Marquette............ccccoeeeeiiiiiennnnnes 4862
Amy Molina-JONEeS.........ccovvvvviviciiieeeeeen, 4992
Linda Larson.......ccooeeeeeveeevviiiiineeeeeeeeeiines 4866
Maggie Nicoletti........ccccevvvvciiieeieeeeeeninns 4854
Melissa OrCutt..........coeevveviiiiiiineeeeeeeeeiiae 4990
Monica QUIltY........ccceevvrriiiiiiiieeeeeeeeeeiie 4905
Dorothy Rongley.........cooovviiiiiiiiiiiiiiiiiins 4864
Lynette Sanchez.........cccccccceeeiieiieevveennnns 4857
Natalie Schaeffer.........cccccooeeiiiiiiiiiiiininns 4984
Sally SoKOIoSKi ........ccvvvviiiieeiiirieiiiiin, 4871
Cindy SUfiN ... 4870
Ric Teagarden.........ccccvvvvveiiieeeeeeeeeeiinns 4855
Mike Waldorff..........coooviiiiiiiiiieeeie 4906



CodiWalKer ... 6924

Pat Willlams......ooeeeeeee e 4868
Debbie Williamson.........ccocvvveeieiiiiinann.. 4865
Fax Machine .......oooeeeeeiiieee e, 741-6500
Resource ROOM......cocvvvvviiiiiieiii e, 4909

Voice Mail Etiquette

Encourage staff to leave messages
Encourage brief, specific messages that may address issues without a return call
Encourage staff to let office know when problems arise

Where possible, a telephone will be located at each site. Personal calls should be limited, and
when necessary personal calls are made, they should be kept as brief as possible to allow for
incoming and emergency calls. If a long distance personal call must be made, the employee
must charge it to his/her telephone credit card or home phone number. In the Marysville area,
we are now being charged for local calls.

Mailboxes are located at the County Office. For site staff not assigned a mailbox, the school
site box is used. This box will be checked daily and the mail will be delivered to the sites.

Personal Cell Phones :

Personal cell phones are NOT to be used in the classroom or in the community during
instructional time when you are responsible for students. (Calls may be made or
received on breaks.)

School Phones :

School phones are to be used for school business.

At Centers: Personal calls will not be forwarded to classrooms. Messages will be

taken and placed in staff mailboxes. We understand that at times there are

exceptions:

o Emergency phone calls

o If you are expecting an important phone call, (i.e. from a physician, etc.) explain
the situation to the office coordinator for principal approval.
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Staff Payment

Attendance Statement

Each employee will receive a statement of accrued and earned sick leave by September 30 of
each year. It is the employee's responsibility to maintain an accurate accounting of their sick
leave throughout the year. You can verify your leaves by checking your warrant stub. If there is
a discrepancy, notify Janet Beaver, Human Resources Technician in the Human Resources
Department immediately.

Payroll Warrants

Employees have two options for receiving their monthly payroll warrants or direct deposit stubs:

1. Have warrant mailed to home address: Employees may have warrants mailed to their
home address (as it appears on warrant). The warrant will be mailed the day before pay
day.

2. Direct deposit: Employees have the option of direct deposit. Information may be

obtained from either Fiscal Services or Human Resources. Your direct deposit warrant
will be mailed to your home address (as it appears on warrant).

Any questions regarding this procedure should be addressed with Cindy Sutfin or Janet Beaver
in the Human Resources Department.

Change of Address

It is extremely important _ that the Human Resources Department be notified when you have a
change of address or phone number. You will need to complete the Change of Address form
that is available on our website, www.yuba.net, under Human Resources, YCOE Employees
section or it can be obtained from the Human Resources Department. You will also need to let
your department head know.

Time Sheets

All employee time sheets must be turned in to your immediate supervisor on your last day
worked or before the 15" of each month and will be paid at the end of the month. School
secretaries will submit time sheets for substitutes after the employee signs them - check with
school secretary if there is a question. All time sheets are due to the Fiscal Services
Department from the program managers no later than the afternoon of the 20™ or date listed on
the time sheet schedule. Exceptions may be needed for early submission during holidays or
year-end.

Payroll Changes

Payroll changes should be submitted to Kimberlee Johnson in the Fiscal Services Department,
no later than the 20" of each month to be effective for the end of the month. Address changes
should be submitted to Janet Beaver, Human Resources Technician.
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Certificated and classified employees anticipating moving to a new range on the salary schedule
based on units to be completed prior to the start of the next school year must give written notice
to the Director of Human Resources by May 15" and must submit evidence of satisfactory
completion prior to September 15™. All courses, etc., must be approved in advance to receive
credit on the salary schedule.

Reporting Absences

Each employee must report all absences (no matter the duration) to their department head.
Whenever possible, advance notice should be given to the department head. When this is not
possible, the procedures for your department are to be followed.

In those cases where advance notice can be given, the Request for Absence must be
completed and approved. When advance notice cannot be given, the employee must complete
the Request for Absence as soon as they return to work.

Each department will prepare a monthly summary report of attendance. Each employee shall
verify the report of his or her absences for accuracy. This must be done by the 10" of each
month. If you disagree with your absence report, you will need to discuss it with your
department head. Each department will be responsible for verifying that the report is accurate.

If you do not sign the report by the 10", there will be consequences. There may occasionally be
extenuating circumstances and these will be looked at on a case-by-case basis. The
consequences (which are not cumulative year to year) are as follows:

First time: The employee will be sent a reminder.
Second time: The employee's warrant will be held or direct deposit stopped.
Third time: A letter of reprimand will be placed in their personnel file.

Special Education — Josh Harris — 633-3120
All employees will continue to call Daren at Virginia School when they will be absent if advance
notice has not been given. This is true whether you will be out for 15 minutes or a whole day.

Special Education — Heidi Schroeder — 741-6220 and Melissa Orcutt — 749-4990
All employees will continue to call Arletta at Spring Valley School following the same procedures
as outlined above.

Speech — Leslie Cena — 749-4996

All employees will call Leslie Cena at the County Office following the same procedure as
outlined above. Therapists will continue to call their schools unless other arrangements have
been made.

Court/Community — Pete Seiler — 741-6409
All employees will continue to call Bonnie at T. E. Mathews following the same procedures as
outlined above.

Regional Career Center — Patti Clary — 749-4803
All employees will continue to call their supervisor following the same procedures as outlined
above.
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Workability
Call Rusty Gordon, 749-4873 and follow the same procedures as outlined above.

Central Office
All employees will call the receptionist, 749-4900, following the same procedures as outlined
above.

FRC/CCPC/Support Staff
All employees will call Sally Sokoloski, 749-4871, and follow same procedures as outlined
above.

Camptonville/Foothill RSP
Employees will call the school to request a substitute if needed then call Sally Sokoloski, 749-
4871, to report the absence.

Staff Safety

Workers' Compensation Liability

If you are injured on the job, you must immediately report the injury to your immediate
supervisor. There are Workers' Compensation booklets entitled, "What to Do In The event Of
an Employee Injury" at each site. These explain the procedures to follow.

You do have the option of advising the Human Resources Department, in writing, if you wish to
have your personal physician treat you. Your personal physician must also sign indicating
he/she will accept you as a workers' compensation patient. Such designation must be on file
with the Human Resources Department prior to the date of injury and updated yearly.

Recent legislation has brought some changes to workers' compensation benefits, which specify
how medical treatment is provided in the event you are injured on the job.

Our goal is to provide a safe working environment; however, we realize injuries may occur.
Should you be injured on the job, our goal is to provide you with prompt, quality medical
treatment and to assist you in making a full recovery.

To ensure that our employees receive prompt, quality medical attention, we are implementing a
Medical Provider Network, which is called "PRIME Advantage Medical Network", effective July
30, 2005. Unless you have predesignated your personal physician in writing, prior to being
injured on the job, all medical treatment will be provided to you by the Urgent Care Center
located at 1531 Plumas Court in Yuba City.

If you have any questions regarding the PRIME Advantage Medical Network, how to obtain
medical treatment, or any other questions pertaining to a workers' compensation injury, please
contact Jennifer Allread, Human Resources Assistant, at 749-4869, Cindy Sutfin, Director of
Human Resources, at 749-4870, or the MPN Coordinator at Keenan & Associates at 1-800-654-
8102.

Everyone is asked to be particularly careful to take every precaution to assure that injuries do
not occur and to work safely and follow all safety rules and regulations.
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Workers' Compensation Claim Form (DWC 1)
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Lifting

When lifting, you should crouch as close as possible to the student (or object) and bend your
legs. Keep your back straight and bend at the hips so you are over the student (or object). Lift
with your leg muscles and not with your back muscles. Get a firm grip on the student (or
object), straighten your legs and swing your back into a vertical position. When setting objects
down, reverse the procedure making sure the leg muscles and not the back muscles do the
work.

It is recommended that two-person lifts always be used for students in wheelchairs.

LIFT SAFELY...

Back Straight
Lift Slowly
Feet Wide Apart - One Foot Forward
Knees Bent
Firm Grip

Make Your Leg Muscles Do The Work!

Tobacco Free Policy

The Tobacco Free Policy is effective July 1, 1994. Staff may contact Chris Reyna at the
Prevention Office, 749-4872, or the Yuba County Health Department regarding smoking
cessation classes.

Hazardous Materials Communication Program

The Yuba County Office of Education has developed a Hazardous Materials Communication
Program to enhance our employees' health and safety. We intend to provide information about
chemical hazards and other hazardous substances and the control of hazards via our
communication program that includes container labeling, material safety data sheets (MSDS)
and training.

If a staff member orders an item containing hazardous materials, an MSDS form will need to be
obtained and placed on file.

Safety

There are numerous plans required by various state/federal agencies assuring that employees
are informed of hazards or unsafe conditions in the work place. These include: Employee Right
to Know, Hazard Communication Program, Safety (Injury/lllness Prevention) Program and
Earthquake Safety Program. Each of these has varying components which have been
addressed by the County Office. All employees will be furnished with pertinent information
and/or it will be available at each site on each of the required safety programs.

It shall be the responsibility of all County Office personnel acting individually to be alert to any
hazard within or outside of county buildings which may jeopardize the safety of school children,
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employees or the public; and it shall be the responsibility of all personnel to report promptly to
the nearest authority any condition, incident or suspicion which in their judgment warrants
investigation. Nothing stated herein is intended to conflict with the jurisdiction of teachers in
supervision of pupils or the authority of site administrators or supervisors in implementing the
policies and regulations of the County Office of Education.

Precautionary measures against fire, explosion or other hazards shall be established together
with appropriate instructions and drills for pupils and other personnel. Procedures to be
followed in the event of potential emergencies will be available at each site.

Staff Emergency Cards

Every staff member is requested to have an up-to-date emergency information card in the
County Office and with their department heads. Any changes must be given to Janet Beaver in
the Human Resources Department.

Tuberculosis Examination

The Education Code states that at least once every four years, or more often if recommended
by the local health office, a TB exam will be taken.

County Office Procedures & Deadlines

Personnel Files

A personnel file for each employee shall be established at the County Office. These files shall
not be made public.

Access to an employee's personnel file shall be limited to the employee and those with a "need
to know." Access authorization must be obtained from the Director of Human Resources. The
contents of all personnel files shall be kept in strictest confidence.

The County Office shall keep a log indicating the dates and names of persons who have
reviewed the file. The log shall be made available to the employee upon request or by his/her
authorized association representative.

Information of a derogatory nature shall not be filed until the employee has been notified and

given an opportunity to review and/or respond. The employee shall have 10 working days in
which to respond.
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Transfers

Employees may notify the Human Resources Department each year, in writing, if they wish to
be notified of any available transfers. This notification would be in addition to any posting that is
done at sites and would be valid for the calendar year.

In addition, each May, the Human Resources Department will ask those employees who wish to
be notified of openings during the summer break to notify Human Resources in writing and they
will receive notice of any available openings. If they do not notify Human Resources, they will
not be notified of openings during the summer break.

Use of Yuba County Office of Education Property

When an employee has County Office owned equipment in their possession at times other than
the normal workday, the primary source of insurance will be the employee’s homeowner policy
in case of theft, vandalism or other damage. The County Office will provide secondary
insurance if necessary. The Yuba County Office of Education will reimburse the employee for
the cost of the deductible on their homeowner’s policy in most instances. If the employee’s
negligence caused the theft, vandalism or other damage, the employee will be responsible for
the deductible. All employees who maintain County Office owned equipment in their possession
will be required to sign a release that indicates they understand the provisions of this regulation.

Intranet/Internet Acceptable Use Agreement

The Yuba County Office of Education has a policy regarding acceptable Internet use.
Employees needing to review the information/requirements should contact Brian McDonald,
Technology Coordinator by email at brian.mcdonald@yubacoe.k12.ca.us or by telephone at
530-749-4845.

Vans/Vehicles

Vehicles designated as “check-out vehicles” will be located at the YCOE Operations Center
located at 833 14™ Street. Site administrator/department head shall submit a Request for
Vehicle Use Form to Cheryl Baxter by fax at 741-6500 or by calling her at 749-6921 for sign-out
of pool vehicles with a minimum of 24 hours advanced notice. Pick-up of vehicles outside of
normal business hours should be coordinated in advance. All vehicles include a mileage log and
procedures guide for use, repair, requests and emergencies.

Vehicles assigned to respective programs will be located at the designated sites and/or the
Alternative Programs parking lot. Assigned vehicle keys will be issued by the responsible Site
administrator/department head or their designated representative.

The YCOE gas vendor is Pacific Pride located at 427 14™ Street in Marysville.
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Posting Signs at 1010 | Street

Only Non-Profit Organizations may post signs at the 1010 | Street location with written approval.
To post a sign, a representative of the Non-Profit Organization must fill out a Request for
Posting Sign and Approval Form  and submit it to the Superintendent, at 935 14th Street. All
signs must be posted and taken down on agreed dates by the Non-Profit Organization
requesting posting. The Superintendent, at his discretion, may take down any sign at any time.
Notice will be given in the event of a sign taken down prior to agreed upon date.

Checkout Portable Barbeque

Only Non-Profit Organizations may use the portable barbeque located at 833 14™ Street, with
written approval. To use the portable barbeque, a representative of the Non-Profit Organization
must fill out a Request for Use of Portable Barbeque and Approval F orm and submit it to Ric
Teagarden or Cheryl Baxter at 833 14th Street. The portable barbeque must be picked up and
brought back on agreed dates by the Non-Profit Organization requesting barbeque. Pick up
times will be from Monday through Friday, on non-holidays between the hours of 8:30 a.m. and
5:00 p.m. The barbeque must be cleaned upon return. If not, the organization will be charged
for cleaning and will not be able to use in the future.

Deadlines

1. Out-of-Pocket Expenses
Prior administrative approval
Amount not to exceed more than $30 (Per Purchase)
Purchases within hub area are encouraged
Complete request for reimbursement form/include itemized receipt(s)*
*Reimbursement request due within two weeks of purchase date
Submit to department head for authorization and coding
Department head will submit to Natalie Schaeffer by Friday for reimbursement within
two weeks.

2. Mileage
- Rate is 55.0 cents per mile
Complete mileage form*
*Must turn in on the 20™ of each month for reimbursement by the following 10" of the
month
Submit to department head
Department head will submit to Valerie Calonder for payment

3. Reaqisters
Complete monthly

Turn in to Dorothy Rongley*
*Due the Monday after the close of the school month

4. Monthly Attendance Report
Each department head will prepare a monthly summary*
*Each employee must verify and sign the report of their absences by the 10" of each
month
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5. Request for Absence (Personal Necessity, Etc.)
Advance notice to department head*
*If not feasible, submit form within 24 hours after the time the employee is absent
Once approved, please send a written substitute request to the appropriate secretary
(if applicable)
lliness Leave
Absences for iliness, injury, accident or doctor appointments for employee only.
Personal Necessity Leave
Unlimited days of leave of absence (deducted from sick leave) may be used for the
following reasons:
1. Death or serious iliness of a member of his/her immediate family
2. Accident involving his/her person or property or the person or property of his/her
immediate family.
3. Appearance in any court or before an administrative tribunal as a litigant, party, or
witness under subpoena or any order made with jurisdiction.
Emergency-Leave pursuant to this paragraph shall be limited to circumstances that are
an emergency in nature.
1. To qualify as an emergency, the situation must meet all of the following criteria:
a. Is serious in nature;
b. The unit member cannot reasonably be expected to disregard;
c. Requires immediate action; and
d. Cannot be taken care of after work hours or on weekends.
Personal Leave
Up to 4 days of leave allotted from personal necessity may be used for the following
reasons:
1. Attendance at child’s school functions.
2. Necessary business transactions which can be handled only during normal business
hours.
3. May not be used for matters of purely personal convenience, recreation or to
intentionally extend holidays.
4. Shall not be used for concerted activity.
5. May not be taken for purpose of conducting business for which the employee can
reasonably be expected to receive compensation.
6. Religious observances.
7. May not be used for recreational purposes.
The above is intended to provide general guidelines in limited leave categories. Please
refer to the respective collective bargaining agreement for specific leave
criteria/guidelines.

6. Office/School Supplies Request
Turn in to the person in your department responsible for ordering supplies
Once order is placed, the order form is submitted to your department head for
approval.

7. Gas Credit Cards
Use for auto travel for conference attendance when county vehicle is not available
Request through department head
Return card and gas receipts to department head upon completion of trip
Department head initials soft copy, codes and returns to Valerie Calonder
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8. Conference Attendance
A. Conference Request Form

Complete for all conferences
Submit to department head at least three weeks in advance of conference date
Complete advance per diem portion of form for overnight conferences (three
weeks in advance)
Indicate amount to be used to purchase materials (not to exceed $100 if
available in budget and with prior approval)

B. Conference Per Diem Adjustment Form
Submit to department head no later than two weeks after return from
conference
Include receipts for all conference-related expenses (registration, lodging,
travel, etc.)
Flat daily rate (24 hours) or per meal rate (less than 24 hours) will be allowed
for meal reimbursement
Meal allowance:

Breakfast $6.00
Lunch 10.00
Dinner 18.00
Daily $34.00

C. Trip Expense Report
- Use for one-day conference

Request reimbursement for appropriate expenses (mileage, registration, lunch,
parking, etc.)*
Include all receipts
*Submit to department head no later than two weeks after return from
conference
Receipts not needed for meals

9. Purchase Requests
Complete address of vendor (include telephone number when available)
List items to be ordered-quantity, unit, description, cost per unit, total (include 8.25%
tax)
Submit to department head
All purchase requests for existing school year must be submitted by April 30"

10. Open Purchase Orders
One person and alternate are designated to sign
All tags must be signed by designated person and itemized
Send to your department secretary (current balance available by calling)
Tags should be turned in immediately

NOTE: Turnin all forms in INK__
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Fiscal Services Department - General Policies and P

rocedures

SUBMIT FOR
APPROVAL TO

SUBMIT FOR
PROCESSING TO

DEADLINE TO
FISCAL SERVICES

PAYMENTS MADE

COMMENTS

PAYROLL

Timesheets

Program manager on
last working day or
before the 15"

Cindy Sutfin -
Human Services
Kimberlee DeGroodt -
Fiscal Services
Department

No later than last
working day or before
the 20th*

Last working day of the
month
for central office

If program manager is unavailable, send timesheets to
Fiscal Services/Human Services no later than the due
date so processing can begin. Program manager should
come to Fiscal Services to sign timesheets.

Payroll Deductions

Kimberlee DeGroodt -
Fiscal Services
Department

20" of each month
—5:00 pm

ACCOUNTS PAYABLE

Mileage and
Contractor Invoices

Program manager by
20" of each month

Valerie Calonder -
Fiscal/Accounts Payable

25" of each month
—5:00 pm

10™ of the following month

DO NOT SEND TO VALERIE WITHOUT
DEPARTMENT HEAD APPROVAL

Purchase Requisitions

Program manager

Tuesday of each week
to department secretary
or staff member
inputting purchase
orders for your
department

Wednesday of each
week — 5:00 pm

Purchase orders will be
mailed/distributed on

Fridays by Fiscal Services
Department if no problems

exist. Payment will be
made upon receipt of
signed, received copy of
PO and invoice

Budget revisions must be submitted by program
manager with the requisition or before. POs are held if
we do not have budget revisions or proper approval
signatures.

Purchase requisitions will be sent back unprocessed if
they are not legible, have no account number or are not
properly approved.

If Valerie makes a change to a requisition she will send a
copy back to the program manager to let them know
there was a change.

Fiscal Services by

The following Monday for
input. Checks mailed on

rement normeter rrogram Manager dea)r/n@ Friday @ 4 p.m. Thursday/Friday of the
p-m. following week.
OTHER
Employee Natalie Schaeffer, Friday to receive

Reimbursement

Program manager

Fiscal Clerk

reimbursement within
two weeks

Weekly

For approved purchases $30 or less with receipt
attached.

Must be submitted within 2 weeks of purchase

Emergency Purchase
Requisitions

Program manager

Tuesday of each week
to department secretary
or staff member
inputting purchase
orders for your
department

Wednesday of each
week — 5:00 pm

Purchase orders will be
mailed/distributed on
Fridays by Fiscal Services
Department if no problems
exist.

Special Note: If purchase is determined to be an
"emergency" by program manager the service or
purchase can be obtained immediately after requisition is
assigned a number and approved. PO process will then
continue as usual. Justification for emergency must be
explained on requisition and a requisition number should
be given to the vendor for reference.
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Program Purchases

Contractor Invoices

Contractors must submit invoices to supervisors by the 20" of the month to be paid by the 10"
of the following month.

Purchasing Procedures

Payment for purchases will not be approved unless a purchase order has been obtained before
purchasing. County Office procedures for purchasing must be followed. Purchase requests are
available from your department head. Completed purchase requests should be turned in to your
immediate supervisor for initial approval. The deadline for end-of-the-year purchase orders is
April 30". Please be sure to return all hand-carried purchase order receipts and invoices to
individual designated by your department head to verify that the merchandise has been
received.

Open Purchase Orders

Open purchase orders will be issued on a limited basis. Check with your department head if
you feel you have a situation that requires one. Two people should be designated to sign for
each open purchase order. Those people are responsible for turning in signed and itemized tags
to individual designated by department head. Tags will be forwarded to the Fiscal Services
Department. Tags should be turned in on the day of purchase. Special education staff may find
out the current balance of open purchase orders at any time by calling: Daren Harmon at
Virginia School, Arletta Adams at Spring Valley School and Glenda Fruetel for remainder.

Out-of-Pocket Expenses

Legitimate out-of-pocket expenses, WITH PRIOR ADMINISTRATIVE APPROVAL, which total
$30 or less may be reimbursed provided you turn in an itemized, dated receipt and complete an
employee request for reimbursement form. Any out-of-pocket expenses over that amount will
not be reimbursed. All purchases over $30 must have a purchase order number prior to
purchase. No more than one $30 receipt per location (on any one day) will be honored.
Out-of-pocket expenditures are encouraged to be made from hub area businesses
(Marysville-Yuba City).

Receipts for out-of-pocket expenses must be turned in to your immediate supervisor within two
calendar weeks of purchase date to qualify for reimbursement.

Supplies

We are currently using a "stockless warehouse" system for purchasing school and office
supplies. Office Depot is our current contracted vendor. Order forms, catalogs and specific
instructions are available at each site.

The department head is responsible for accurately assigning the proper expenditure account.
These expenditures will be charged to program accounts monthly.
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Forms

All forms locally produced or purchased must be reviewed and approved by the appropriate
administrator before they are used or produced. If a new supply of existing forms is needed,
route requests through your department head.

Tech Repair Procedures

Technology requests must be made through the staff member's supervisor via the YCOE
Technology Ticket system. The ticket system is available via the web at
http://techticket.yubacoe.k12.ca.us. Additionally, the site can only be viewed through the YCOE
local area network. For more information or questions, contact Brian McDonald at 749-4845 or
by email at brian.mcdonald@yubacoe.k12.ca.us.

Purchasing a Fixed Asset

1. Request a Fixed Asset Number from Monique DeVaughn in Fiscal Services prior to
purchase.

2. Fixed Asset Number must appear on Purchase Order and requisition.
3. After the Fixed Asset purchase order is processed, a Fixed Asset tag and card will be
sent to Brian McDonald, Technology Coordinator, for all technology equipment and to the

purchaser for all other purchases.

4. When item is received, a Fixed Asset Number label must be attached to the item and an
Inventory Card completed and sent to Monique DeVaughn.

Fixed Asset Labels, Inventory Cards and Transfer Cards can be requested from Fiscal
Services. Samples of these cards are included in the Handbook.

Object Numbers:

Object Number 4300 — Items valued at $1-$499 (Not Fixed Asset)
Object Number 4400 — Items valued at $500-$29,999 (Fixed Asset)
Object Number 6400 — Items valued at $30,000 + (Fixed Asset)

Transferring or Discarding a Fixed Asset

You must complete a Fixed Asset Transfer Card (sample included in Handbook) whenever you
transfer or discard equipment. The person transferring the equipment will give the card to their
immediate supervisor for signature who will then give it to Monique DeVaughn in the Fiscal
Services Department.

Discarding of equipment must be requested through the maintenance work order system who

will take it to storage for auction or dispose of it. Procedures for deletion of item from
site/program inventory should be followed according to site guidelines.
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Auto Travel for Conference Attendance

Auto travel for conference attendance should be in county vehicles whenever possible. When
this is not possible, travel can be accomplished through utilization of a county credit card or by
completing the Mileage Reimbursement form. Clear all travel expenses with your immediate
supervisor prior to conference attendance.

Mileage

All mileage claims, regardless of the amount, must be turned in to your immediate supervisor on
the 20th of each month. Mileage is then paid by the 10th of the following month. If not claimed
at appropriate time, mileage will not be reimbursed.

Conferences & Observations

Individuals who wish to attend a conference should submit a Conference Request form to
his/her immediate supervisor at least three calendar weeks in advance of conference dates (see
Regulation 4133/4233). If funding will allow only limited participation, individuals will be selected
for participation on the basis of: 1) program needs, 2) desire of employee to participate and 3)
length of time since last conference attendance.

Once vyour conference has been approved, send a written substitute request to your site
supervisor's secretary.

Employees will be reimbursed for "reasonable, actual and necessary expenses" (in accordance
with Regulation 4133/4233) and within budget limitations. Employees who request to attend a
conference that requires expenditures in excess of available budgeted amounts may, with
department head approval, attend if they are willing to pay the additional amount (over budget)
from their own resources. Conference costs include any and all costs associated with a
conference, including travel. Advance per diem is to offset all conference costs and is not to be
viewed solely as a "food allowance." Conference Adjustment forms must be completed and
submitted within two weeks of conference attendance.

Materials may be purchased at a conference with prior approval from your department head.
These purchases will be reimbursed within budget limitations and will not exceed $100.
Reimbursement should be claimed on Per Diem Adjustment Form or the Trip Expense Report.
Attach receipts to claim form.

Peer observations within county programs and observations of programs out of the county
should be arranged through the employee's immediate supervisor.

Community-Based Instruction

Community-based expense forms fall under two categories:

1. Community-based activities for which no receipts are available. Examples are telephone,
game machines, vending or soft drink machines, washer/dryer at laundromat and travel
(bus).

2. Community-based activities for which there are receipts after the fact. Examples are
Burger King for sodas, Albertson’s for shopping, and lunch.
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Forms may be requested from your department head. Guidelines to cover these two areas are:

1. The department head must give both prior and final approval of the expenditure (on the
form).

2. The community-based activity must fit the IEP of the students involved.
3. Expenditures may not exceed a $30 limit.

4. The forms must be completed and returned to the department head within two weeks of
the activity. No request for reimbursement will be accepted after that period of time.

5. These procedures will be used only for the items the instructor must obtain at the time of
the community-based instruction.

Classroom Procedures

Hours of Duty

Hours of duty will be set by the immediate supervisor in accordance with the provisions of the
law and the negotiated contract.

The intent of professional day is to allow employees to occasionally leave after student
departure on a given day if they have recently had an extended day due to long meetings/IEPs.
Staff is to notify their department head when this occurs. Use of professional day should be the
“exception and not the rule.” Employees are still required to work a duty day per their contract,
not leave until they have completed all professional duties and responsibilities and may be
required to work up to 7% hours. Employees are also required to be available for mandatory
meetings beyond their workday.

School Day

The school day shall be arranged and scheduled by the administration to provide the maximum
opportunity for instruction and meet State requirements for length of day by grade level.

Lesson Plans

Lesson plans will be maintained in a specified location so that substitute teachers will be able to
refer to them in planning their day and be available for administrative review at the beginning of
each week.

Playground Supervision

When students are participating in playground activities (either planned P.E. or recess free
play), they must be under the direct observation of either the teacher or the paraeducator. Staff
assigned to classroom programs that share campuses with host schools will participate in yard
duty schedules as developed in conjunction with the host school.
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Unattended Classes

No teacher is to leave their class unattended while students are present at any time without
notifying another teacher. Should it become necessary for you to leave your room in an
emergency, see that the principal or department head is notified immediately. Teachers are
legally responsible for students assigned to them and personal financial liability can be severe
should any accidents or unacceptable behavior occur while a teacher is out of the room. County
insurance coverage on the teacher could also be invalid in such an event. When the teacher is
required to leave the classroom, students must be left in the care of an adult employee of the
Yuba County Office of Education who, if not credentialed, must be under the supervision of a
credentialed employee.

Partial Day Absences

All absences less than a full day must be approved by your immediate supervisor, except in the
case of an emergency. If an emergency illness arises during the day, notify your immediate
supervisor or the Assistant Superintendent of Educational Services at the Yuba County Office of
Education.

Custodial Services

The custodial staff will make every effort to maintain the classroom areas in an optimal condition
to facilitate the instructional program. Please assist them in any way you can. The custodial
staff has requested that the following guidelines be followed:

1. Do not tape or tack anything on painted walls.

2. Do not tape anything on the metal window frames.

3. Do not place wet garbage in unlined wastebaskets. Always use plastic liners for wet
garbage.

4. If you tape something to the windowpane, please use scotch tape.

The custodial and maintenance persons are directly responsible to the department heads at
each site.

1. All maintenance requests and special janitorial requests should be submitted directly to
department heads/site administrator. The special education principals should be
informed of these requests.

2. Work Order requests for maintenance of facilities will be completed by department heads
and submitted to Cheryl Baxter at the Operation Center.

3. Any movement of furniture or equipment from site to site must be requested in writing
through the department head/site administrator.
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Building Evacuation Drills

It will be the responsibility of the building administrator to insure that building evacuation drills
are conducted in accordance with office directives. Teachers in programs located on host
school campuses will participate in evacuation drills with host campus.

Burglaries and Vandalism

If, at any time, you discover that we have had a burglary or that vandalism has been committed,
make sure that you do not touch anything (smudged fingerprints or footprints are of no value to
the police). Immediately call the Assistant Superintendent, Educational Services, department
head, principal, or, if they are not available, call the Superintendent. Nothing is to be touched
until one of the administrators has determined what action is to be taken. Complete a police
report, and contact the Director of Human Resources for assistance. Also, contact the school
site principal regarding the incident for crime reporting purposes.

Substitutes - Certificated and Classified

All instructional staff members employed by Yuba County Office of Education who cannot report
for duty must notify their respective supervisor by calling the designated answering machine no
later than 6:00 a.m. This allows the person calling substitutes adequate time to arrange for a
substitute. There will be a message recorder operating throughout the evening and early
morning hours. Your message should include the following information:

1. Your name.

2. The program you work in.

3. The date.

4. Reason for your absence.

5. Any additional information you might want to pass on.

Staff From : Answering Machine N _umber
Agnes Weber Meade
Goldfield
Anna Bell Karr 741-6220
Spring Valley
Bridges Preschool
Wings
Rio Del Oro
Cobblestone
Connections Preschool
Staff From :
Virginia School
Wheatland High School
Yuba College 633-3122
Marysville High School
Bear River
Staff From :
Harry P. B. Carden 741-6349
Thomas E. Mathews
Staff From:
Plumas Lake CDC 743-4895
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If you have called in ill, it is assumed that you will be back to work the following day. If you know
you will be out more than one day, please indicate so a substitute can be scheduled.

All staff shall call the answering machine each day they will be gone.

Speech Therapists are responsible for notifying their sites before 8:00 a.m. when ill. They
should also notify Arletta Adams, Secretary at Spring Valley School, 741-6220.

Dress Code

Yuba County Office of Education programs serve students on a variety of host campus
locations, as well as in the community. Employees are encouraged to wear clothing that
demonstrates their high regard for their profession and presents an image consistent with their
job responsibilities. No clothing shall be worn which:

Creates a safety hazard (i.e. no flip flops)

Is revealing or provocative

Displays any words, pictures or designs that would be considered, by reasonable
standards, to be vulgar, profane or otherwise inappropriate for the workplace.

Employees shall not, except with prior approval of their department head, wear blue jeans,
shorts or sweat suits to work.

Employees who work on a campus that has a higher standard dress code will follow the dress
code of that school/site.

Field Trips

Any trip off the campus is considered a field trip and proper clearance must be obtained.
Parents shall have prior notice of all field trips, including walking field trips to nearby locations.

The use of county vans for community-based instruction has been scheduled by department
heads with the respective sites. Check with your department head for assigned dates. Be sure
to notify your department head of any changes in the assigned schedule.

Teachers will be responsible for assuring that a first aid kit is available on all vehicular trips.
Teachers should leave a complete list of individuals participating on field trips with either the
County Office or a staff member at the site who will be available while students are on the trip.

Field trips, which involve swimming, require the presence of a certified lifeguard.
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Copyright Compliance

The Yuba County Office of Education intends to adhere to the provisions of the United States
copyright law in the three areas of print, video and microcomputer. Employees are hereby
notified that willful infringement of the law may result in disciplinary action. Neither the Board
nor the Superintendent will provide legal support to an employee who infringes the copyright
law.

GENERAL

The copyright law allows educators "fair use" based on four factors:
1. Purpose and character of use (instructional).
2. Nature of the work (textbooks have a bigger market than a videotape).
3. Amount of work used (usually ten percent limit).
4. Effect on potential market (sales).

Occasionally, there is a special note on some materials specifically prohibiting reproduction of
any kind. Permission to use any part of such works must be secured, in writing, from the author
or producer.

In no case shall any county employee or student use county equipment for duplication or
playback, which would prevent or circumvent the sale of materials by the copyright owner.

Personal Property Used in Programs

Instructional staff who wish to utilize personal property in their instructional program must first
complete a Use of Personal Property form available from their program administrator. A copy of
the form will be kept on file with the Director of Human Resources to assure that insurance
coverage has been arranged. There is a limit on the value and type of personal property that
the insurance coverage will cover. Please check with your program administrator prior to
bringing personal property into your instructional area. This form should be updated annually.

Classroom Visitors

It will be the policy of the Yuba County Office of Education to permit any persons who desire to
visit any class operated by the county as long as:

1. No attempt is made to interfere with the class activities during the visit (see Ed. Code
44810).

2. No attempt is made to upbraid, insult or abuse any teacher in the presence of pupils
or on school grounds or public ways adjacent to school premises (see Ed. Codes
44811 and 44812).

3. Children of employees are not to be brought to school during working hours. The only
exceptions would be in an emergency situation or on an occasional basis for a short
duration of time when, in the opinion of the department head, the child will not
interrupt the program. These exceptions will require prior approval of the department
head and/or site administrator.

When one of our schools or classes is conducting a program that involves the public,
employees' children are welcome to attend as invited guests.
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Classroom Presentations/Activities — Outside Partic ipants

When staff plans to implement an outside speaker in their classroom curriculum, they will
complete the speaker request form. When a special learning activity is incorporated into the
classroom curriculum, staff will complete the special learning activity request.

Confidentiality Guidelines

As an employee of the YCOE working with students and families, you have a responsibility for
maintaining strict confidentiality.

The following are quidelines with respect to maintaining confidentiality in all programs:

Written or oral information about student and families is shared only with other personnel who
have an explicit need to know for the benefit of the student/family (not for the benefit of the
provider).

Information about one student is not shared with another student or parent under any
circumstances.

Only necessary information will be shared with those who have an “educational interest” in the
student. Information should not be obtained from a parent or other person based on a promise
that the information so obtained will not be shared with other appropriate personnel.

Discussions concerning confidential information are to take place in secured locations, not in
hallways, stairwells, staff lounges or parking lots, on the playground, or elsewhere where others
may overhear.

Confidential written documentation or notes of oral confidential communications should be
stored in secure locations, and when in use, should be shielded from the view of others
approaching the desk, and should not be left on a desk at any time the staff member has
occasion to leave the desk.

Confidential information should not be left as a message with a secretary, on a voice mail, or on
an electronic mail system.

Confidential information that must be mailed or carried should be placed in an envelope marked
confidential.

Confidential information received by a school that was not requested or needed should not be
made part of the student’s/child’s record and should be returned to the sender or shredded.

Confidentiality should be maintained regardless of how the information is obtained (written, oral,
electronic).

All staff, substitutes and volunteers should be held to the same standard of confidentiality.
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Instructional Programs Video/DVD Use Guidelines

The policy below is for supplemental or enrichment videos/DVDs to be used in the classroom.
Videos used as part of the regular curriculum, purchased specifically for that purpose, are
assumed cleared once purchased by the YCOE.

Videos/DVDs may be used in the classroom as a means of reinforcing instruction in a

history, science, social science, art/music, or English language arts core areas.

The lesson plan will reflect the specific educational purpose of the video to be shown

and student responsibilities for related activities.

Prior notification of video/DVD use must be provided to the department head/principal

and approval obtained.

If a video other than G rating is selected, parental permission must be obtained in

advance. Students who have reached age of majority may sign their own permission

slips but families should be advised that the video/DVD is being shown.

If a video/DVD is approved for a special classroom event, classroom discussion

following the video/DVD should be guided to provide students with an opportunity to

demonstrate skills outlined in student/program goals and objectives.

End of School Year

All teachers assigned to classroom duties by the Yuba County Office of Education will be
expected to have rooms ready for summer activities prior to the end of the school year.

Instructional activities should continue through the last instructional day. Department head may

require an End-of-Year Checkout Sheet.

All items on check-out lists will be completed prior to release of end-of-the-year warrants.

Extended Year

1.

2.
3.

Parents of students will be surveyed by mid to late April to determine extended year
enroliment.
Anticipated position openings shall be posted in early to mid May.

Staff who wish to work extended year shall file a written request with the Director of Human
Resources within two weeks of the position openings being announced. This is a volunteer

position.

Staff selected for extended year shall receive notice in writing, including the location of the

assignment and the class to be taught, by the beginning of June.
No employee shall be required to work during the extended year. However, once an

employee files a written acceptance, it shall be considered a binding commitment. In the
event that unforeseen circumstances arise, Superintendent approval is needed to dissolve

the agreement.
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Extended year positions and assignments shall be determined based on program needs as
follows:

(a) Voluntary basis by employees

(b) Work history and performance

(c) Seniority by hire date and, if applicable, by credential

(d) Employees' ability to fill full 20-day assignment

(e) Current employees shall be given priority in filling positions

If there are vacant paraeducator positions (unfilled), a certificated employee may elect to fill
the position. Salary will be based on the classified salary schedule. A certificated
employee cannot bump a classified employee.

Sick leave and personal necessity requests will not be approved. Staff will be paid for days
worked only.

Discretionary Days may not be used during extended school year.
Payment for extended year will be in a single check on the last working day of July.

Student Records

Student Emergency Cards

An emergency card must be maintained for each student. Changes in any information on the
card (telephone number, legal custody, etc.) must be updated. A set of emergency cards will be

maintained at each site, with duplicates as noted below:

Virginia School (For: VS, VS/WHS, VS/YC, VS/IMHS, VS/Bear River)

Spring Valley School (For: ABK, SVS, AWM, Rio del Oro, Cobblestone)

YCOE/Melissa Orcutt (For: Bridges Preschool, Goldfield Preschool, Connections at
Plumas Lake Preschool, Wings at Lone Tree)

County Office (For: All Sites)

All staff at each site should know the location of emergency cards for students in their program.

Student Attendance Registers

Each teacher must complete attendance registers. Please adhere to the following timetable:

Virginia School: Registers to school secretary no later than Tuesday following the last day
of the school month.

Additional Programs/Special Day Classes: Registers are due in the Central Office the
Friday following the last day of the school month.

The Central Office may request registers the first working day following the close of school for
state attendance reports. Any questions regarding registers should be directed to Dorothy
Rongley, 749-4864.
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Cumulative Record/Confidential Files

A cumulative record shall be maintained for each pupil enrolled in a program of instruction under
the jurisdiction of the Yuba County Office of Education. Psychological reports will be maintained
in a separate locked confidential file and not be made a part of the student's cumulative record.

The County Office of Education Special Education Secretarial Staff shall process all requests for
cumulative records/confidential files for outside individuals and agencies. When a student
transfers out of a class, the cumulative record shall be forwarded to the Central Office, via the
principal, for processing. Cumulative records/confidential files for departing students should be
forwarded to the Central Office within two weeks of student departure.

Reporting of Student Progress/IEPs

The teaching staff is encouraged to have frequent communication with the parents of students.
It is hoped that open and frequent communication can develop the school-home cooperation
that facilitates student achievement.

The Individualized Education Program for students enrolled in Yuba County programs will be
developed on a schedule set by the Special Education Principal and the staff at each site. IEPs
will be reviewed at least once annually and more frequently if parents or staff feel frequent
review is needed.

Progress reports will be provided to parents according to reporting periods designated on the
IEP.

CASEMS Updates

Copies of the IEP for entering students should be sent to Glenda Fruetel at the County Office.
Speech Therapists must submit IEPs for all unduplicated students as they are enrolled in
therapy. Updates and/or changes in student data, including exits, service changes, etc., will be
requested of staff and returned to Glenda according to requested deadlines. CASEMS data is
important information for funding and accountability, and information submitted must be
accurate.

Excuses

Whenever a student is absent with parental consent for a part or all of a school day, the parent
is required to explain the absence. A written note explaining the absence works best for
everyone and provides a good record. If a parent calls, enter the following information in a log:

Name

Date

Person calling
Reason of absence

PwpbdPE
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Excused absences according to state law for attendance accounting purposes include only the
following:

1. Due to pupil'sillness (death in the immediate family will be considered illness).
2.  Due to quarantine under the direction of a County or City Health Officer.
3.  For the purpose of having medical, dental or optometric services rendered.

All other reasons for being absent are considered unexcused by the state.

It is the responsibility of the teacher to report a student who has been absent more than three
consecutive days to the Special Education Principal/Administrator.

Student Health

Administration of Medication

Students required to take medication prescribed by a physician during the regular school day
MUST have:

a) A completed Physician/Parent Request for Administration of Medication by School
Personnel form detailing the method, amount and time schedules by which such
medication is to be taken. This form is available at school sites.

b) Medication must be in the original container appropriately labeled by the pharmacy.

c) Medication must be transported by the bus driver or the parent - not the student.

d) No medication will be given or used at school that is not ordered by a physician, including
over-the-counter medication.

lliness or Injury

Should a student become too ill to remain in class, the teacher (or School Nurse) should make
every attempt to contact the parent or person designated by the parent on the student
Emergency Form and arrange for the student to be transported home. In the event that a parent
or emergency contact cannot be located and the child remains at school, the teacher should
complete a Notice of First Aid or Care form and a copy should be sent home with the student.
Should a student be injured and require First Aid, provide care following the Guidelines for
School First Aid and Procedures available with the First Aid Kit and supplies. Notify parent by
phone and complete a Notice of First Aid or Care.

In the event of a serious illness or injury, provide immediate care of first aid that does not extend
beyond your level of training. Contact School Nurse, Site Administrator, and/or the Director of
Educational Services as soon as possible. Notify the parents or designated emergency contact.

Transportation arrangements and emergency medical care will depend on the severity of the
injury or illness. Staff should not transport a student in their private vehicle.
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Accident Reporting Procedure

When an accident occurs (major or minor):
Staff completes Notice of First Aid or Care
Original to Parent
Copy to Nurse and Site Administrator

When the County Office requires notification:
Staff completes Student Accident Report
Original to Yuba County Office of Education/Director of Human Resources
Copy to Nurse and Site Administrator

Notice of First Aid or Care and Student Accident Report forms are located at each school site.

Control of Communicable Diseases — Universal Precau tions

Protect yourself and others from communicable diseases by following these simple precautions:
Hand washing with liquid soap and running water:
Before preparing food, before and after eating
After using the restroom or assisting with toileting or diapering
Before and after administering first aid
After contact with any body fluids (blood, saliva, vomitus, feces, urine, semen,
menstrual flow, wound drainage, nasal discharge, etc.)
After removing disposable gloves
Wear Disposable gloves whenever you will be:
Touching any body fluids, particularly blood
Examining the mouth or assisting with dental care
Coming in physical contact with anyone who has open cuts or lesions
Do not reuse gloves — throw them away after each use
Use care when disposing trash:
Use trash containers lined with plastic bags when disposing of trash that contains
blood/body fluids
Place needles, syringes or other sharp objects in special puncture-proof
containers
Tie plastic bags and discard at the end of the day. Double bag as needed.
Use disinfectants:
Clean all areas soiled with blood/body fluids with an EPA approved disinfectant
Clean student work areas and cafeteria tables daily or as needed with an EPA
approved disinfectant

Guidelines for Exclusion

Mild illness is common among students. Most students will not need to be excluded from school
for mild respiratory tract illnesses because transmission is likely to have occurred before
symptoms developed. Following common-sense hygienic practices can reduce the risk of
illness. The School Nurse is a resource for information and should be contacted when trying to
determine the need for exclusion of an ill student. Following are some of the reasons a student
should be excluded from school:

lliness that prevents the student from participating comfortably in program activities.
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lliness that results in a greater need for care than the staff can provide without
compromising the health and safety of other students.
A student with any of the following conditions: Fever, lethargy, irritability, persistent
crying, difficult breathing, and/or other manifestations of possible severe illness.
Diarrhea, especially if repeated episodes occur and are accompanied by a fever, rash, or
general illness. A single episode, without any other symptoms may not be cause for
exclusion.
Vomiting two or more times in the previous 24 hours, unless the vomiting is determined to
be caused by a non-communicable condition.
Skin rash with fever or behavioral changes.
Various contagious conditions, such as conjunctivitis, impetigo, strep throat, scabies,
head lice, and chicken pox.
(Adapted from: American Academy of Pediatrics, Red Book 2000: Report of the Committee on
Infectious Diseases.)

Head Lice

Staff will check for head lice as needed to effectively control head lice and prevent transmission
to other students. Any student who is found to have an active head lice infestation (live lice) in
his/her hair will be sent home from school as soon as arrangements can be made with a parent
or family member. Information will be sent home informing parents of treatment methods, nit
removal and care of personal items and home environment. Your student may return to school
once his/her hair has been properly treated as advised. Students will be checked by the school
staff prior to returning to the classroom. Parents will be instructed to continue to check for the
presence of live lice and the removal of nits (eggs) for at least 10 day to prevent re-infestation.
In the case of repeated lice infestation, Laidlaw bus transportation may be suspended. Parents
may be asked to bring their child to school and wait while his/her head is checked. If you have
any questions or would like further information, please contact the School Nurse.

Reporting Child Abuse

California’s Child Abuse Reporting Law mandates that county employees must report known or
suspected child abuse to the proper authorities by telephone as soon as practical following with
the written report within 36 hours. Reporting forms (Suspected Child Abuse Report or Report of
Suspected Dependent Adult/Elder Abuse) are available at each school site or from site
administrators. Permission from an administrator or supervisor is not required to file a
suspected or known abuse report.

The following information is taken from “Child Abuse: Educator's Responsibilities” from the
Crime and Violence Prevention Center, California Attorney General’s Office, revised, May 2003.

Definitions: The law defines child abuse as: physical abuse, physical neglect, sexual abuse
and emotional maltreatment.

Physical abuse: “Child abuse means a physical injury which is inflicted by other than
accidental means on a child by another person.” (PC, Sec. 11165.6)
Physical indicators: bruises, burns, bite marks, abrasions, lacerations, head injuries, internal
injuries, fractures.
Behavioral indicators:

Frightened of parents/caretakers or, at the other extreme, overprotective of
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parent/caretakers
Excessively passive, overly compliant, withdrawn, fearful or, at the other extreme, overly
aggressive, destructive, physically violent
Child and/or parent/caregiver attempt to hide injuries, child wears excessive layers of
clothing, especially in hot weather, child frequently absent from school or misses PE if
changing into gym clothes, difficulty sitting or walking
Frightened of going home
Clingy and forms indiscriminate attachments
Apprehensive when other children cry
Wary of physical contact with adults
Drastic behavioral changes in and out of parent/caretaker presence
Hyper vigilant
Seizures or vomiting
Depression, self-mutilation, suicide attempts, substance abuse, sleeping disorders,
eating disorders in adolescence

Additional indicators:
Statement by the child that the injury was caused by abuse (chronically abused children
may deny abuse)
Knowledge that the child’s injury is unusual for the age group (any fracture in an infant)
Knowledge of the child’s history of previous or recurrent injuries
Unexplained injuries (parent unable to explain reason for injury, discrepancies in
explanation, blame placed on third party, etc.)
Parent/caretaker who delays seeking or fails to seek medical care for the injury

Physical neglect: Negligent treatment or maltreatment of a child by parent or caretaker under
circumstances indicating harm or threatened harm to the child’s health or welfare, including both
acts and omissions on the part of the responsible party.
Severe neglect: negligent failure of parent/caretaker to protect from severe malnutrition or
medically diagnosed non-organic failure to thrive. Parent willfully causes or permits health of
child to be endangered: intentional failure to provide adequate food, clothing, shelter, medical
care.
Indicators:
Lacking adequate medical or dental care
Sleepy or hungry
Dirty, demonstrates poor personal hygiene, inadequately dressed for weather conditions
Evidence of poor or inadequate supervision for child’s age
Conditions in home unsafe or unsanitary
Appears to be malnourished
Depressed, withdrawn, apathetic, antisocial, destructive behavior, fearful, suffers from
substance abuse, speech disorder, eating disorder, habit disorder (biting, rocking,
whining)

Caution: While some of the conditions may exist in any home, it is the extreme or persistent
presence of the factors that indicate a degree of neglect.

Sexual abuse: Acts of sexual assault or exploitation of a minor, which encompass a broad
spectrum of behavior and may consist of acts over a long period of time (chronic molestation) or
a single incident. Victims range in age from less than one year through adolescence.

Assault: Rape, gang rape, incest, sodomy, lewd or lascivious acts with a child under 14, oral
copulation, penetration of genital or anal opening by foreign object
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Exploitation: Conduct or activities related to pornography depicting minors and promoting
prostitution by minors

Caution: Sexual abuse is often accompanied by guilt and shame of the child and makes it
extremely difficult for children to report sexual abuse. Sometimes a child who does seek help is
accused of making up stories or may be pressured into pressure from parents/caretakers and
deny that any abuse has occurred.

Indicators: Some of the indicators, taken separately, may not be symptomatic but are listed and
as a guide and should be considered in context of other factors.

History: Disclosure (direct or indirect, “I know someone...”) to a trusted person, wearing stained
or bloody underwear, knowledge that a child’s problem unusual for the specific age group,
history of previous or recurrent injuries/diseases, pregnancy in a young girl or STDs. Pregnancy
in and of itself is not reasonable suspicion but should be considered with indications of coercion
or significant age disparity in minor and partner.

Physical symptoms: STDs, genital discharge or infection, physical trauma or irritation to the
anal/genital area, pain during urination or defecation, difficulty in walking or sitting due to anal or
genital pain, psychosomatic symptoms (stomach aches, headaches).

Sexual behaviors of children: Detailed and age-inappropriate understanding of sexual behavior
(especially by younger children), inappropriate sexual behavior with peers or toys, compulsive
indiscreet masturbation, excessive curiosity about sexual matters, unusually seductive behavior,
excessive concern about homosexuality (particularly by boys).

Emotional maltreatment:  Consists of emotional abuse and emotional deprivation or neglect.

Emotional abuse: May include excessive verbal assaults, unpredictable responses of
inconsistency, continual negative moods, constant family discord, double message
communication.

Behavioral indicators: Withdrawn, depressed, apathetic, clingy, forms indiscriminate
attachments, “acts out,” exaggerated fearfulness, overly rigid, sleep or eating disorders, signs of
emotional turmoil that include repetitive and rhythmic movements (rocking, whining), inordinate
attention to details, little or no verbal or physical communication with others, enuresis, fecal
soiling, comments such as “Mommy always tells me I’'m bad,” substance abuse problems.
Behavioral indicators: Refuses to eat adequate amounts of food, unable to perform normal
learned functions for age (walking, talking), antisocial behavior, abnormally unresponsive,
constantly “pesters” other adults for attention, exaggerated fears.

Legal Requirements

Child Abuse Reporting Law (PC Sec 11166) requires the following professionals to report
suspected child abuse: child care custodians, health practitioners, employees of a child
protective agency, child visitation monitors, firefighters, animal control officers, humane society
officers, commercial film and photographic processors. Educators and other school employees
typically fall into the categories of child-care custodian and health care practitioners.

Immunity: Mandated reporters are provided immunity from civil and criminal liability as a result
of making a required or authorized report of known or suspected child abuse.

Employers are required to inform their employees of their legal obligation and the employee
must sign a form that they have knowledge of the provisions of Section 11166 and will comply
with the provisions.

The failure to report by telephone immediately (or as soon as practically possible) and in writing
within 36 hours is a misdemeanor (penalty: up to six months county jail, fine of not more than
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$1,000, or both). Failure to report may result in the loss of license or credential. Failure to report
may also result in personal civil liability.

Reporting Procedure

Report the known or suspected incident to a child protective agency immediately with the
following information: name of the reporter (confidential with limited exceptions), name of the
child, nature and extent of the injury, other information including that which led to the report.
The call must be followed within 36 hours by written report and must be filed on DOJ SS 8572.
Schools may develop special procedures for reporting. No supervisor or administrator may
interfere with the individual reporting responsibility nor may an individual reporter be absolved of
responsibility by relying on a supervisor or administrator to meet the responsibility.

Confidentiality

Reporter: The identity of the reporter may only be disclosed: between child protective agencies,
counsel representing a child protective agency, DA in criminal prosecution, DA in WIC 602
arising from alleged child abuse, child’s counsel, county counsel or DA in termination of parental
rights or WIC 300, licensing agency when abuse in out-of-home care reasonably suspected,
court order, waiver by reporter.

Reports: The required reports and information contained in the reports may only be disclosed:
to persons or agencies to whom a reporter’'s identity may be disclosed (above), persons or
agencies to whom disclosure of index and investigative information is permitted, persons or
agencies with whom investigators of child abuse are coordinated, multidisciplinary teams (WIC
18951), persons or agencies responsible for licensing of facilities that care for children, DSS or
other licensing agency when a complaint allege child abuse in/out of home placement or care,
hospital scan team, coroners and medical examiners when conducting postmortem, Board of
Prison Terms when subpoenaed for parole revocation proceedings against parolee charged with
abuse. Violation: misdemeanor (6 months jail/$500 fine).

Notification of Parents

If a minor is released from school into custody of a peace officer and the parents inquire about
the child’s location, the parents should be referred to the law enforcement agency that took the
minor into custody (school should obtain the officer's name, badge number and telephone
number for parents).

Interviews of Minor

The child has the right to be interviewed in private or selecting an adult who is a member of the
school staff to be present during the interview. The staff member cannot participate in the
interview or discuss facts or circumstances of the case with the child and is subject to
confidentiality requirements. Violation: misdemeanor (6 months jail/$500 fine). A staff member
selected by a child may decline the request to be present at the interview.
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Staff Development

Professional Growth Plans

Individuals will select a peer advisor to work with them in the development, review, monitoring
and verification of professional growth plans and hours. Professional growth is an element of
the evaluation process.

Individuals will submit the name of their peer advisor and a copy of their professional growth
goals/plan to their department head for review and approval by August 15™ for 12-month
employees or by October 15™ for 10-month employees. A review of activities accomplished
annually will be discussed with department heads when the new plan is developed each year.

Professional Growth Advisor/Credential Requirement

For County Office of Education employees, who have a credential requiring professional growth
hours, please refer to the Professional Growth Advisors Listing section.

Professional Growth Stipends

In addition to units being earned towards advancement on the salary schedule from college
coursework (15 hours = 1 credit), units may also be earned from workshops and local class
offerings. These must be attended outside of the work day, require prior approval from the
department head and the Director of Human Resources, and must be related to individual
assignment/position and identified professional growth goals. Requests must be made ten (10)
days prior to enrollment in workshop. Employee may choose a one-time $50 stipend instead of
unit advancement on the salary schedule each time 15 approved hours have been completed.
Staff must notify Human Resources by May 15" if they have completed hours or units. All
stipends will be paid on September 30™. For additional information, see employee contracts.

For a summary sheet of staff development options, payments, procedures, etc., please refer to
the Professional Growth Opportunities section.
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2009-2010 Staff Development Options for Instruction

al Staff

Date Topic Location
Implementing the _ Center for Education
Moderate/Severe Functional _
Optional - Curriculum in the Classroom Feather River Room

August 14, 2009

Best Practices for Teaching
Alternative Education Students
(tentative)

Center for Education

Yuba River Room

Mandatory -
November 2, 2009

Teaching Students with
Moderate/Severe Intellectual
Disabilities

Center for Education

Feather River Room

ELA and Reading
Comprehension (tentative)

Center for Education

Yuba River Room

November 6, 2009

RTI Strategies for Speech and
Language Impaired Students
(Speech staff only)

Family Intervention
Community Support (FICS)

Optional -
January 29, 2010

The Art and Science of
Collaboration in Special
Education

One-Stop

Beckworth Room

Straight Talk About Attention
Deficit/Hyperactivity Disorder

Center for Education

Feather River Room
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Professional Growth Activities/ldeas

Computer training

Articles written for newspaper, magazine, newsletter
Conferences

Research

Peer observation

Grant writing

Specific job training

School site activities / involvement
Supervision of student teachers
Cross-training with peers
Collaboration

Participation on committees: Countywide, school-wide, individual departments, statewide
Individual computer skill development
Individual skill development
Professional affiliation / meetings
Public relations / speaking

Training of classroom volunteers (ROP)
Parent education

Coursework

Master trainer team

Organizational planning meeting

Kids come in special flavors
Countywide back-to-school meeting
Countywide staff development day
Professional reading

First aid

CPR training

Specialized health care training
Mentor teacher projects

Department in-service / sharing
Community involvement / activities
In-service presentations
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August
September
October
December

February

March

April

May

June

2009-2010 Community Events

CAC Booth at Yuba-Sutter Fair
United Way Drive

MJUSD Parent Summit (tentative)
Holiday Parades

Academic Decathlon
Heart Awareness Month

Bok Kai Festival/Children’s Craft Area

Hawk Flight
Autism Fair
Make a Difference Day

Very Special Arts Show
Track Meet

Relay for Life
Marysville Street Fair
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Professional Growth Advisor List

Name

Josh Harris

Carol Holtz

Melissa Orcultt

Heidi Schroeder

Peter Seiler

Sally Sokoloski

Leslie Cena

Ric Teagarden

Credentials & Field

Title & Location Work Phone
Principal, All Virginia 633-3120
School Programs

Director, Alternative 741-6025
Education Programs

Program/Inclusion Specialist  749-4990
Bridges Preschool, Goldfield,

Connections, Wings

Principal, Special Education  741-6220

Spring Valley School, ABK,
AWM, Cobblestone, Rio del Oro

Principal 741-6349
TEM & Carden Schools
Assistant Superintendent 749-4871
of Educational Services
Speech Coordinator 741-6327
Superintendent, YCOE 749-4855
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Admin. Services
Education Specialist — M/M

Admin. Services
Multiple Subject/
Single Subject - Math

Standard Elementary -
History, Anthropology
Teaching Specialist - SH

Admin. Services
Clinical/Rehabilitative -
Speech

Admin. Services
Standard Services —
Instructional Programs
Standard Elementary -
Geography

Admin. Services
Restricted Special Ed -
Speech

Admin. Services
Clinical/Rehabilitative —
Speech

Admin. Services
Single Subject — Ind. Arts



Professional Growth Opportunities
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Resources

Assistive Technology Lending Library

What type of assistive technology will work for my student is often a difficult question to answer
without some expensive trial and error involved. In order to help you with these decisions, the
Yuba County Office of Education has developed a lending library with some basic switches, toys
and adapters. By first borrowing some of these devices, you will be better able to assess what
works to help your student access the world more completely.

The Lending Library is at the Yuba County Office of Education. Please call Melissa Orcutt at
749-4990 for a current list of available materials or to have items sent to your school site.

Video Library

The Yuba County Office of Education also has a collection of videos on a wide variety of topics
that are available for your use. These videos can be used at home for your own information,
shared with parents during a home visit or shown at staff meetings, etc.

If you would like an updated list of these videos, please call Melissa Orcutt at 749-4990 or Rusty
Gordon at 749-4873.

OTHER

Lottery Grant Procedures

1. There will be two grant periods each year.

2. The due dates for the grant applications will be the last Friday of October and the last
Friday of February. Applications must have department head approval and be submitted
to Glenda Fruetel no later than 5:00 p.m. on those dates. Any application received after
that time will be considered for the next lottery grant period.

3. A notice will be sent out to each site and department head approximately one month
before the due date to be shared among staff.

4. Current year guidelines will be in the Staff Handbook. Any changes will be sent to sites
and department heads to share with all staff.

5. Grant applications can be obtained from Glenda Fruetel, school site secretary or
department head.

6. Program used for grant expenditures is 01.1100.0.5770.1110.4300.003.2100.

Please contact Sally Sokoloski or Glenda Fruetel if you have any questions.

51



Credential Information

Specific credential information and renewal procedures can be obtained online from the
California Commission on Teacher Credentialing at www.ctc.ca.gov and/or by contacting
Jennifer Allread, Credential Analyst, in the Human Resources Department at the County Office
by email at jennifer.allread@yubacoe.k12.ca.us or by telephone at 749-4869.

Meeting Purpose Summary

Board of Education meetings are held in public to conduct official business of the Board of
Education and the Superintendent of Schools. All are welcome to attend unless the meeting is
a closed meeting. Public comments are welcome under the Public Comments portion of the
meeting or other times when requested.

Directors meetings are bi-monthly meetings with the Superintendent allowing Directors to share
and coordinate the actions of their departments and get feedback and/or approval on personnel
requests. They also hold each other accountable for the development and implementation of
identified goals both personal and those of their department. Others may be asked to attend
this meeting when specific program information is needed that is not known by the Director.
Others may attend by contacting their Director or the Superintendent.

Leadership meetings are monthly meetings with designated certificated and classified
management staff. The Superintendent facilitates the meeting. The purpose of the meeting is
to provide a forum for better communication. This meeting is intended to give managers a
forum for meeting together to coordinate programs that cut across department lines. Agenda
items are requested in advance by the Superintendent’s Secretary.

Program/Department meetings are scheduled as needed to coordinate the activities of a
program and implement the goals of the department and the Yuba County Office of Education.

Task Force Committee meetings are held for a specific reason and are operated with a clear
purpose or charter. Meetings are held as necessary and are reported back to management or
departments for approval of committee work.

Special meetings are non-recurring meetings for a specific purpose at a designated time and
place with clearly identified people invited to conduct business or make decisions
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Meeting Schedule

July | Aug. |Sept. |Oct. Nov. Dec. Jan. [Feb. llar. Apr. | May | June
Leadership No 3
(1% Wed. of each month) 12 2 7 4 2 6 3 5 2
, Mtg. 31
3:00
Board 9
(2"! Wed. of each month) 8 12 9 14 18 13 10 10 14 12 23
4:30
Low Incidence
2:00 19
Operations 24 21 16 11 22 15 19 17 21
Council
2:30
Community
Advisory 25 22 27 1 26 23 | 23 | 27 | 25 22
Committee
3:30
Special Ed 20 25 23 20 17 22 26 26 23 27 18
Department 2:00 | 2:00 2:00 2:00 2:00 2:00 | 2:00 | 2:00 | 2:00 | 2:00 | 1:00
p.m. | p.m. p.m. p.m. p.m. p.m. | p.m. |[p.m.| p.m. | pm. | p.m.
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Prevention Program

The Yuba County Office of Education is concerned for the health, safety and well being of all
staff and students. The YCOE believes that the maintenance of a drug, alcohol, and tobacco-
free workplace is essential to school and YCOE operations. As a result, the Board of Education
has adopted policies, which relate to tobacco, alcohol and other drugs (Drug and Alcohol-Free
Workplace, Policy 4020 and Tobacco-Free Schools, Policy 3513.3).

The County Office recognizes that the possession and use of illegal substances violates the
health, safety and well being of students and staff. The County Office also recognizes that the
abuse of legal products presents a health hazard, which can have serious consequences for the
abuser.

It is a violation of County Office policy for any employee at a County Office workplace to
unlawfully manufacture, distribute, dispense, possess, use or be under the influence of any
alcoholic beverage, drug or controlled substance as defined in the Controlled Substances Act
and Code of Federal Regulations before, during or after school hours at school or in any other
County Office workplace. In the event the policy is violated, disciplinary action shall be taken.
In taking disciplinary action, the Superintendent shall require termination when law requires
termination. When termination is not required by law, the Superintendent shall either take
disciplinary action, up to and including termination, or shall require the employee to satisfactorily
participate in and complete a drug assistance or rehabilitation program approved by a federal,
state, or local health, law enforcement or other appropriate agency. The Superintendent's
decision shall be made in accordance with relevant state and federal law, employment
contracts, collective bargaining agreements and County Office policies and practices.

As a condition of employment with the County Office, employees must notify their supervisor of
any conviction on criminal drug or alcohol statute violations occurring in the workplace, no later
than five days after such conviction.

The use of tobacco products presents a health hazard, which can have serious consequences
both for the smoker and the nonsmoker. Therefore, in the best interests of students, employees
and the general public, the use of tobacco products at any time on County Office property,
facilities or in County Office vehicles is prohibited. This prohibition applies to all employees,
students, visitors and other persons at any site of the County Office or at any event sponsored
by the County Office. It applies to any and all activities on any property owned, leased or rented
by or from the County Office. The implementation of tobacco-free school policies serves to
reinforce and support educational efforts to prevent the use of tobacco by young people. As
adults, employees of the County Office serve as powerful role models influencing the use of
tobacco by young people.

Employees must abide by the policy as a condition of employment. Should the policy be
violated, disciplinary action shall be taken in accordance with County Office procedure.

Resources are available which may assist employees to stop smoking. Information is also

available on drug and alcohol counseling, rehabilitation and employee assistance programs.
Information and resources may be obtained by contacting the Yuba County Prevention Staff.
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Calendars

YCOE Holiday Schedule

District Holiday Schedule
Camptonville Union School District
Marysville Joint Unified School District
Plumas Elementary School District
Wheatland School District

Wheatland Union High School District

Yuba County Office of Education
Special Education, Alternative Education and Charter Programs
Wings and Bridges
Plumas Lake Child Development Center
Youth Build
Carden Court School
Adult Jail Program
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YUBA COUNTY OFFICE OF EDUCATION
935 14™ STREET, MARYSVILLE CA 95901

SUPERINTENDENT OF SCHOOLS

RICHARD D. TEAGARDEN

HOLIDAY

Independence Day
Labor Day
Veteran’s Day
Non-Work Day
Thanksgiving

Christmas Eve &
Christmas Day

New Year's Eve &
New Year's Day

Martin Luther King Day
Lincoln’s Birthday
Presidents’ Day

Good Friday

Holidays 2009-2010

OFFICE CLOSED

July 3
September 7
November 11

November 25

November 26 & 27

December 24 & 25

December 31
January 1

January 18
February 12
February 15

April 2

(Easter — April 4)
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(Friday)
(Monday)
(Wednesday)
(Wednesday)
(Thurs./Friday)
(Thurs./Friday)
(Thursday)
(Friday)
(Monday)
(Friday)
(Monday)

(Friday)



2009-2010 County Office of Education/District Holid ay Schedule
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Camptonville Union School District

2009-2010 School Calendar
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Marysville Joint Unified School District
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Plumas Lake Elementary School District
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Wheatland School District
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Wheatland Union High School District
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YCOE Special Education, Alternative Education and C  harter Programs
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YCOE Special Education, Wings and Bridges Programs
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Plumas Lake Child Development Center

65



Forms on the Website

The following is a list of YCOE forms that can be found on our website at www.yuba.net:

Change of address form Student emergency form
Change of salary class request form (certificated) Trip Expense Reimbursement
Change of salary class request form (classified) Property Use form
Conference / workshop request Work order request
Conference Per Diem Adjustment Workshop attendance log

Conference per diem adjustment form

Course approval form

Employee Request for Reimbursement

IEP Amendments

IEP Annual Goals

IEP Annual Goals Benchmarks

IEP Annual Goals Objectives

IEP Education Setting

IEP Individual Transition Plan

IEP Information Eligibility

IEP Parent Consent

IEP Present Levels

IEP Services

IEP Special Factors Assessment

IEP Team Meeting Comments

IEP Transition Services

Invoice

Mileage Reimbursement Claim

Mileage Reimbursement Claim — Prior Year
Month End Closing Report

Notice of Suspension/Expulsion

Position Announcement Request

Professional growth record

Purchase Requisition

Request for payment — revolving fund

Request for posting sign & approval form
Request for service (vehicle repair)

Request for use of portable BBQ

Request for vehicle use

Round trip mileage (from YCOE)

SELPA - Informed Parental Consent to Extend a Timeline
SELPA — Manifestation Determination Discussion Guide
SELPA — Manifestation Determination Meeting Notice
SELPA — Parent and Staff Notice of IEP Meeting
SELPA — Request for Low Incidence Funds
SELPA — Services for Suspension

SELPA — Worksheet for Services to EL Student
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