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District Vision
We are a community of life-long learners, working together to be educated, productive, kind and
responsible citizens.
District Mission
Forestville Elementary School is committed to equipping our students with the tools they need for
academic, personal and social success.
We provide opportunities for each student to reach their highest potential by establishing a curriculum
that meets or exceeds standards for education; providing supportive programs that develop our children’s
mental, physical and social skills; and partnering with parents and the community to create an
environment geared to the success of our students.
District Motto
Scholarship changes me
Friendship changes others
Leadership changes communities
Stewardship changes the world
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Welcome to the District

On behalf of the Board of Trustees, I welcome you to the Forestville Union School District. You
are members of one of the most progressive and focused school Districts within Northern
California.
This staff handbook was developed to provide you with valuable information so we can work
together to provide outstanding service to our students. Within this document, you will find
policies, suggestions and resources that promote employee satisfaction as well as academic
success for each of our students.
Educating our children is a noble mission. Each employee, regardless of his or her role, is vital to
the success of our school district. Each morning, campus supervisors, crossing guard, office
managers, Principals, and Teachers greet students with a smile. Custodians maintain our
campuses and food service employees feed our children so they are ready to learn.
Paraprofessionals provide academic and social support to promote student accomplishments in
the classroom and in the community.
Parent satisfaction with our school is evident in the number of families who continue to elect to
send their children to Forestville School from neighboring communities.

A little history…

•
•
•
•
•

1899 – Forestville Elementary School District formed in January to service K-8
1934 – Original building burned down; local carpenters rebuilt the school office, Audi,
faculty room, nurse’s room, computer lab, business office, District office, and rooms 4-6.
1956 – Combined with Vine Hill School District to comprise the Forestville Union School
District.
2013 – Modernization of campus including classrooms and parking lots.
We are a thriving District in a small community with an incredible amount of parental,
Teacher, and staff support.
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Forestville Union School District Directory
SUPERINTENDENT
Renee Semik..………………………………………………………………………………………………Ext. 7702
Jackie Bertero, Facilities & Operations Manager………………………………Ext. 7704
Diane Hughes, Chief Business Officer……………………………………………….Ext. 7705
Cristy Simmons, Human Resource/Payroll/District Secretary……………Ext. 7700
PRINCIPAL
Jennifer Hegenbart………………………………………………………………………………………Ext. 7101
Hilary Jackson, Office Manager………………………………………………………..Ext. 2700
Alison Stez, Office Manager……………………………………………………………..Ext. 2700
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EMPLOYMENT PRACTICES and EXPECTATIONS
CONDITIONS OF EMPLOYMENT

All new employees must participate in a District orientation and must meet the following legal
requirements for employment: I-9 Form, Employment Eligibility Verification, examinations for
tuberculosis, security fingerprint identification check, child abuse reporting affidavit (AB1432), employee
confidentiality agreement, and loyalty oath pursuant to Government Code 3100. Some job classifications
may be required to provide: “No Child Left Behind” proficiency, pre-placement physical examination,
proof of appropriate credentials, and CPR or First Aid certificates.

CONFIDENTIALITY

Confidentiality is an ethical, legal and professional responsibility of every school employee. Access to an
individual student’s records is limited to the student’s parent or legal guardian, school officials, and
other persons with a legitimate educational interest or a court order (Ed. Code 49076). All employees
are expected to maintain the confidentiality of personal information relation to students and staff at all
times and should refrain from discussing confidential matters in public places and in social media.
(Board Policy 4119.23, BP 4219.23).

CORRESPONDENCE

District Letterhead may only be used for school business purposes, and with permission from
administration. Any request in regards to Court Orders, custody issues, or visitation must go through
Administration, as well. District/School letterhead is never to be used by staff. If a parent has asked for a
written communique, reference or summary from you in regard to the student’s school experiences
and/or progress, or something similar, the best professional practice is to discuss such requests with
your site Principal or Superintendent. Information regarding a student should always be factual in
nature, based on quantifiable and measurable data. It is to be void of any impressions, opinions, and/or
subjective thoughts and ideas as this may open you and the school to be liable for its contents.

CREDENTIALS – FILING & RENEWAL

It is the responsibility of the employee to register his/her credential with Forestville Union School
District and the Credentials Specialist at Sonoma County Office of Education. Application for renewal
should be made at least six months in advance to ensure proper action by the State Board of Education.
Further information on renewal of credentials may be obtained from the California Commission on
Teacher Credentialing website at www.ctc.ca.gov. All classroom Teachers are required to maintain
English Language Learner certification. No Child Left Behind certification is required for all Teachers of
core content, as defined by federal law. (20 USC 6319, 7801; 34 CFR 200.55; 5 CCR 6100-6126).

DISTRICT GOVERNANCE

Forestville Union School District is governed by the Board of Trustees who are elected, and serve a 4year term. The Board meets regularly, once per month in our school staff room. The Board governs the
District through the adoption and implementation of District policies and budget. The Superintendent is
the chief administrative officer of the District, and is responsible agent of the Board to implement
District policies, regulations and contracts.
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DRESS AND GROOMING

All District employees are expected to dress appropriately in order to contribute to a productive learning
environment. Employees are expected to give proper attention to personal cleanliness and to wear
clothing and footwear that is appropriate to the performance of their job responsibilities and duties
without restrictions, impediments, or issues of safety. (Board Policy 4119.22, BP 4219.22). Remember, a
professional employee appearance contributes to a positive perception in the community. If you have
any questions, please discuss with an administrator.

E-MAIL

E-mail and Internet access is monitored by District policy. Employees should limit all use of District
technology to only business-related purposes. Employees should use appropriate e-mail etiquette, take
care in sentence and word choices, be of a professional tone and manner, resist broad responses, and
negative blasts. Avoid sending e-mails to “Faculty” or a defined “group” when the text is intended for
just a small group or a specific person. Again, a professional and respectful tone is expected in all
correspondence.

EMPLOYEE INFORMATION SHEET

Each employee is required to complete an Employee Information Sheet upon employment. The sheet
contains emergency contact information. It is the employee’s responsibility to notify the District Office
when he/she changes emergency contact information, medical information, change of mailing address,
phone number, or marital status.

EQUAL OPPORTUNITY EMPLOYER

Forestville Union School District community is comprised of a rich diversity of residents. The District
does not discriminate on the basis of race, gender, color, national origin, sexual orientation, religion,
age, marital status, political belief or activity, status as a veteran, disability, or medical condition as
defined by state, federal, or local law (Board Policy 4030). Forestville Union School District provides
reasonable accommodations to assist in the hiring process and performance of essential job functions as
required by applicable federal, state, and local laws (Board Policy 4032).

FINGERPRINTING

All new employees of Forestville Union School District shall be fingerprinted (AR4112.5, AR 4212.5). An
employee may not begin work until a criminal record report is obtained from the Department of Justice.
Fingerprinting expenses are the responsibility of the District. California Justice Department fingerprint
reports that indicate a criminal history may exclude individuals from employment.

MEDICAL PRIVACY LAW

Department of Health and Human Services (HHS) and the Health Insurance Portability and
Accountability Act of 1996 (HIPPA), the Privacy Rules of HIPPA require covered entities to implement
new safeguards to protect the security and confidentiality of a person’s health information. Forestville
Union School District prescribes to these practices and does not provide access to any medical
information on employees.
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PERSONNEL FILES

Employee personnel files are kept in the District office. The Superintendent or designee is responsible
for maintaining personnel files in accordance with Administrative Regulation 4112.6 and 4212.6. An
employee may access their personnel file by arrangement with the District Secretary.

PROFESSIONAL BEHAVIOR

All employees shall conduct themselves in a professional and courteous manner, including written
communication, while interacting with students, staff or the public (Board Policy 4119.21, BP 4219.21).
Staff behavior reflects upon our entire school community; each employee serves as an ambassador for
the entire District. Consult with a supervisor in the event of a difficult or confrontational situation.

TUBERCULOSIS CHECK

Employment will not be considered official by the District unless the person has submitted to an
examination within sixty days prior to hire or immediately after hire to determine freedom from active
tuberculosis (Education Code 49406; 5 CCR 5503). This examination shall consist of an x-ray of the lungs
or an approved intradermal tuberculin test.
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EMPLOYMENT STATUS, PAYROLL, and BENEFITS
CLASSIFICATIONS

The Board of Trustees shall classify all positions as Administrative, Certificated, Classified, or
Confidential. Each position shall have a designated title, assigned hours per day, week, and months per
year. A job description of duties required and the regular salary ranges shall be established for each
position.

CERTIFICATED

All regular Forestville Union School District employees who are performing teaching or administrative
duties that require a credential are known as “Certificated” employees. In accordance with Education
Code 44929.23 and Administrative Regulation 4166, Certificated employees are not granted permanent
status at Forestville Union School District. New Certificated employees are designated as either
temporary or probationary employees. Each Certificated employee is expected to comply with the
working hours and other duties outlined in the Collective Bargaining Agreements, Article 9. Refer to
District Secretary for current salary schedule. Staff development days are required for all Certificated
employees prior to the start of the school year, Part-time Certificated employees are expected to
participate in all staff development days and will be paid their full per diem rate of pay for such
participation.

CLASSIFIED

All Classified employees enter the District in probationary status, and shall be considered probationary
for their first year of service. Probationary employees may be released at any time during their
probationary period. Probationary employees who remain employed with the District beyond the end of
their probationary period earn permanent status (Board Policy 4216). Permanent employees promoted
to a higher classification shall be considered probationary in their new position until they have
satisfactorily completed one year of service in that position. A permanent employee who accepts a
promotion and fails to complete the probationary period for that promotional position shall be
employed in the classification from which he/she was promoted (Education Code 45113). Classified
employees are expected to adhere to their work schedule unless instructed differently by
administration. Refer to District Secretary for current wages schedule.

COMPLAINT AGAINST SCHOOL PERSONNEL

The District places trust in its employees, and desires to support their actions in such a manner that
employees are free from unwarranted criticism and complaints. Members of the community have the
right to lodge complaints against school personnel and to expect the school District will investigate and
attempt to resolve such complaints fairly and promptly. The District Board policy regarding complaints
concerning school personnel outlines a comprehensive process to protect employee rights and
encourage a prompt resolution (Board Policy and Administrative Regulation 1312.1). Employees are
encouraged to contact the Superintendent with their concerns regarding complaints against school
personnel or acts of unlawful discrimination.

EVALUATION

To ensure that you perform your job to the best of your abilities, it is important that you be recognized
for good performance and that you receive appropriate suggestions for improvement when necessary.
The District implements a program of evaluation for all employees (Board Policy 4115, BP 5215). The
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District will follow the procedures outlined in the Certificated and Classified Collective Bargaining
Agreements regarding evaluation schedules.

GRIEVANCE PROCEDURES

Forestville Union School District is committed to adhering to the agreements laid out in the Collective
Bargaining Agreement. The grievance procedure is intended to enhance personal communication
between employees and administrators should a problem arise that is not clearly addressed in the
contract. For swift resolution of such a problem, employees should promptly present the issue to their
supervisor in an informal discussion. Efforts will be made to resolve the problem at this level. In the rare
instance that a resolution is not to be found, the collective bargaining agreement outlines specific
grievance procedures by which contract disputes may be resolved. Certificated and Classified employees
may have a union representative accompany them during any or all meetings. It is the responsibility of
the employee to arrange representation.

HEALTH BENEFITS

The District offers a comprehensive package for all employees who work four (4) hours or more, daily.
Part-time eligible employees are offered this package on a pro-rated basis. The benefit package includes
medical, vision, dental and life insurance. The District contribution is negotiated between the District
and negotiation teams of Forestville Teachers Association and California School Employees Association,
Chapter 201. Following are contact numbers, should you have questions regarding benefits.
California’s Valued Trust
800-288-9870
Delta Dental
888-355-8227
Kaiser Permanente
800-464-4000
Vision Service Plan
800-877-7195
Caremark Pharmacy/Mail Order
888-354-6390
PPO Claims Processing
800-442-7247
Upon ending employment, health benefits will continue through the last day of the last full month of
paid employment. Permanent Classified or probationary Certificated employees who resign their
position as of the end of the school year will continue to receive health benefits through August 31st.
The District complies with the Consolidated Omnibus Budget Reconciliation Act (COBRA). COBRA
contains provisions giving certain former employees, retirees, spouses, and dependent children the right
to temporary continuation of health coverage at group rates. Contact the District office Manager for
details.

PAYROLL PROCESSING

The District processes two payroll for each monthly period. The first payroll is called the regular payroll
and is paid on the last working day of the month. This payroll pays all employees who have been hired to
work on-going salaried positions in the District. The District offers a wide variety of employee-approved
voluntary deductions from paychecks on the regular payroll. These items include: 403(b) or 457
accounts, contributions to IRC section 125 accounts, private salary protection, life insurance policies,
bargaining unit dues, and employee portions of health benefit premiums. Changes to the regular payroll
are due to the Payroll Department by the 15th of the month in which you want the change initiated. The
second payroll is called the supplemental payroll and is paid on the 10th of the month following the end
of the monthly pay period. This payroll pays all temporary and substitute employees and all “regular”
employees who have performed extra duties, overtime, or stipend positions. Employees must submit a
time card to their Principal for approval on the last working day of the month. The majority of District
9

employees take advantage of automatic payroll deposit. The process allows employees to instruct the
payroll department to automatically deposit their payroll check into a checking account each month
rather than receiving an actual paycheck. Employees receive an “Advice of Deposit” on their work email
that provides all details of monthly pay.

PROFESSIONAL GROWTH

The District encourages employees to be continuous learners in order to develop new skills and widen
knowledge in order to provide better service and instruction to our students and the District. A variety
of professional development opportunities are provided for staff here in the District and though the
Sonoma County Office of Education.

RETIREMENT & RETIREMENT SAVINGS PLANS

It is never too soon to plan for your retirement. In general, all Certificated employees and classified
employees who work four (4) hours or more daily, are enrolled in the appropriate retirement system,
State Teacher Retirement System, (STRS) or California Public Employee System (CALPERS). In addition to
receiving retirement benefits through STRS or CALPERS, the District can assist employees in participating
in a 403(b) or 457 retirement savings plan. Under these plans, public employees may elect to save for
retirement by allocating pre-tax income toward a wide variety of investment options.

SECTION 125 PLAN

Employees may elect to participate in the IRS Section 125 Plan to reduce taxes and increase spendable
income. Section 125 allows employees to use “pre-tax” dollars to pay for qualified expenses. Examples
of expenses that may be included in a Section 125 Plan are: dependent day care expenses, out-of-pocket
medical or dental expenses, and any benefit cost or insurance premiums you pay. The District plan
offers an annual open enrollment period as well as an opportunity to meet with a representative when
hired.

TITLE IX OFFICER

Forestville Union School District shall be free of discrimination in its employment practices. The Board
prohibits District employees from discriminating against or harassing any other District employee or job
applicant on the basis of the person’s actual or perceived race, religious creed, color, national origin,
ancestry, age, marital status, pregnancy, physical or mental disability, medical condition, genetic
information, veteran status, gender, gender identity, gender expression, sex, or sexual orientation
(Board Policy 4030). Any District employee who engages in prohibited discrimination, harassment, or
retaliation or who aids, abets, incites, compels, or coerces another to engage or attempt to engage in
such behavior in violation of his policy shall be subject to disciplinary action, up to and including
dismissal. All District employees are required to comply with all provisions of Title IX Compliance Officer.
The Compliance Officer shall initiate an impartial investigation of an allegation of discrimination or
harassment within five school days of receiving notice of the behavior, regardless of whether a written
complaint has been filed or whether the written complaint is complete. (AR 4031). (See Exhibit D)
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LEAVES and ABSENCES
ABSENCE

If a Certificated employee is ill or an emergency prevents them from reporting to work they must
immediately activate AESOP http://www.aesoponline.com to find a substitute, as well as notify the
District Office Manager and Principal. AESOP account information and instructions have been included in
this handbook as Exhibit A. A Teacher may request approval for a future absence by filling out a request
for absence form and acquiring approval from the Principal. Once approval has been obtained, the
Teacher will arrange for a substitute and enter the absence into AESOP. Classified employees do not use
AESOP but will report an absence due to illness or emergency to the Office Manager and Principal. For a
future absence, the Classified employee shall obtain approval from the Principal and secure a substitute
for the day of absence. Notification of absence and substitute should be provided to the Office
Manager.

BEREAVEMENT

Each employee shall be entitled to three (3) days bereavement leave, or five (5) days leave when travel
is out-of-state, or when travel exceeds 300 miles one way. Bereavement leave is available when such
absence is caused by the death of a member or his/her immediate family and is fully paid.

HOLIDAY LEAVE

The District shall provide a minimum of eleven (11) holidays during each fiscal year at the same rate of
pay as would have been received for that day if it had been worked. For more information, refer to the
Collective Bargaining Agreement, speak with the District Secretary, or refer to the annual school
calendar.

INDUSTRIAL ACCIDENT and ILLNESS LEAVE

An employee suffering an injury or illness arising out of and in the course and scope of his/her
employment shall be entitled to a leave of up to 60 working days in any one fiscal year for the same
accident or illness (AR 4261.11). The industrial accident or illness leave is to be used in lieu of normal
sick leave benefits. Any time a unit member on industrial accident or illness leave is able to return to
work, he/she shall be reinstated to his/her position without loss of pay or benefits.

JURY DUTY

In the event that an employee is called for jury service or for service as a subpoenaed non-litigant
witness in a court of law or any other tribunal for which provision is made in the Statutes of the State of
California, the District shall pay the unit members regular salary. Employees are required to provide
proof of jury service to the District office.

OTHER LEAVES

Other leaves include maternity leave, adoption leave, parenting leave, military leave, child rearing leave
and Family Care Leave (AR 4161.8). For more information, refer to the Collective Bargaining Agreement
or speak with the District Secretary.
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PERSONAL LEAVE and PERSONAL NECESSITY LEAVE

Certificated employees may use up to three (3) days of accumulated sick leave during each contract year
for “personal necessity”. Classified employees may use up to four (4) days of accumulated sick leave
each year. Personal necessity shall be taken for reasons that the employee cannot reasonably be
expected to ignore, and cannot be dealt with outside of the regular workday. Personal necessity leave
may be used for personal and professional reasons and, as such, a stated reason for the leave will not be
required. Personal necessity days shall not be used solely as an extension of any holiday or vacation.

SICK LEAVE

Ten (10) days of sick leave credit are provided annually for every employee of the District. Earned sick
leave may be accumulated from year to year and transferred to or from other California school districts.

UNPAID LEAVE

The District may grant an un-paid leave upon written request when it is deemed to provide a future
value to the District. Examples of unpaid leaves that will be considered include; study, health or
disability leave, political leave, association leave, and extended emergency leave.

CATASTROPHIC LEAVE

Certificated Employees may participate in the catastrophic leave program. Unit members who donate to
the leave “bank” are eligible to apply for leave days should they exhaust their leaves due to a
catastrophic event.
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DISTRICT POLICIES and PROCEDURES – Certificated & Classified Staff
ADMINISTRATION OF PRESCRIBED MEDICATION FOR PUPIL (E.C. 49423)

As per the provisions of Section 48422, any pupil who is required to take medication (either prescription
or over-the-counter) during the regular school day may be assisted by school personnel if they school
district receives, (1) a written statement from the prescribing physician detailing the method, amount,
and time schedules by which such medication is to be taken, and (2) a written statement from the
parent or guardian of the pupil indicating the desire that the school District assist the pupil in the matter
set forth in the physician’s statement. Some students may have permission to carry an Epi-pen or
inhaler but still require proper paperwork to be submitted. Students may be allowed to carry
medications on them as long as they have a Doctor’s “authorization to administer medication” on file in
the office and it is a daily maintenance prescription. In the event that the student is in need of a rescue
inhaler or is exhibiting discomfort, the student will need to administer in the presence of the Health
Technician. Not even cough drops. Please check with the Office Manager if you have any questions
regarding a student or medication.

ATTENDANCE

Log in to Schoolwise and complete attendance by 8:45am. Completed attendance generates an absence
list which is crucial to determine students on campus in case of an emergency. It is extremely important
to make note of any students who may be tardy. Please assist the office by marking these students
tardy. ALL students must have a tardy slip from the office before being admitted into your classroom.
Celebrating Attendance: Teachers provide weekly/monthly incentives for their students encouraging
daily attendance in school.

CLASSROOM CARE AND MAINTENANCE

Chairs need to be stacked at the end of each day for ease of vacuuming. Each Teacher should have
students keep the floor and their desk as clean as possible. Nothing should be left on or under student
desks at the end of the school day. Please only use blue tape. Scotch, masking, and duct tape destroy
paint and are very difficult to remove. Do not use tape on carpets, the adhesive cannot be removed. If
the custodial care and maintenance of your classroom is not satisfactory, please submit maintenance
request through FMX.
In order to promote a positive and healthy environment, Teachers are expected to keep their own
workplace clean, including Teacher and student desks, microwaves, mini-refrigerators, and sink area.
Food items are never to be left out on the floor, counters, or other surfaces, but must be stored away.
Please do not dump food or other items down the drain as the drains clog easily. Do not leave dirty
dishes in the sink or on the counter as this invites pests.
Classroom appliances - In an effort to keep the staff and students safe from risk of fire, injury or
electrocution, all appliances should have an applicable function and purpose that supports student
learning of state standards and/or meets the general needs of a classroom environment. All appliances
must be inspected and registered by the Facilities and Maintenance Department and pre-approved for
use in the classroom by and administrator. Appliances must be used according to manufacturer’s explicit
instructions, and inspected annually. Please fill out the Appliance Use Form and submit it to the Director
of Facilities. All Appliances must meet current Fire and Cal OSHA regulations as well as meet the
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recommendations of RESIG. All appliances must be kept clean and stored properly to discourage
attraction of pests.

CLASSROOM MANAGEMENT

Classroom management and rules are essential components to providing a positive and effective
learning environment for students where each is treated fairly and respectfully. The CSTP #2 gives an
excellent overview of the indicators that best reflect an effective management system. The classroom
management plan must also incorporate the basic framework of the Forestville School Progressive
Discipline Flow Chart. Students must be aware and clearly understand the classroom rules, the
consequences and incentives, and be able to check their daily progress. They must also receive
consistent opportunities to learn and improve the skills necessary to help them make positive choices
for themselves and others. The Toolbox curriculum has been provided for teachers to use in instructing
children on how to make positive and productive choices. Each classroom must have the following: a
posting of the class rules, a behavior tracking and recording system in place, and defined incentives that
celebrate and recognize positive behavior and choices.

CLASSROOM RULES

Classroom rules are essential. Teachers need fair, firm and consistent classroom rules. Students must be
aware of classroom rules, consequences and incentives and be able to check their daily progress.
Therefore, rules will be posted and each classroom must have some type of tracking system for
students.

CLASSROOM SAFETY

Asbestos - Asbestos can be found in the walls, floors and ceilings of classrooms. We are careful to
inspect the asbestos on a regular basis to ensure that staff and students are safe from exposure. Please
do not penetrate the walls with nails or screws as this can release dust containing asbestos into the air
system and distribute it throughout the classroom.
Ceiling Tiles - It has recently been discovered that the silica in ceiling tiles is harmful to the health of
staff and students. Much like Asbestos, if it is undisturbed it is harmless. However, moving the tiles or
hanging items from the ceiling frame can cause unseen fibers to enter the air. Please do not hang
anything from the ceiling.
Chemicals/cleaners/paints/wipes - Any chemical, cleaner, paint or wipe used and/or stored on campus
must be inventoried and have an SDS Sheet included in the MSDS binders. Please do not bring these
items to school without first speaking to the Director of Facilities. Spray paints and other aerosols must
be kept in the fire safe cabinet located in M&O. Unregistered chemicals found in classrooms and offices
will be removed. If using paints of any kind, please remember to cover all surfaces, indoors and out
(including lawn), with cardboard or paper to catch overspray. Do not use spray paint on windy days and
remember to have aerosols returned to the fire cabinet after use.
Ladder use - Cal/OSHA regulations do not allow untrained staff to use ladders.

COLLABORATION WITH COLLEAGUES

When teachers share students, for example with an ELD paraprofessional, RSP, Speech, and/or
Enrichment teachers or staff members, they will make arrangements to meet on a weekly or bi-monthly
basis to discuss and review student(s) progress, and/or address concerns or needs as they arise.
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Teachers will collaborate with their grade level colleague(s) in an effort to provide all students at that
grade level similar or shared learning opportunities and experiences. These would include, but are not
limited to, common field trips, book clubs, and special events, activities, experiences.
Collaboration with a colleague includes discussions of effective instructional practices and strategies,
designing of lessons, analyzing assessment data for student progress at the grade level, making
adjustments to instruction and/or curriculum as necessary, sharing of students for intervention lessons
and activities, communicating with colleagues above and below your grade level, etc.

COMMUNICATION WITH PARENTS

We have found that when positive, productive and encouraging parent-teacher communication and
cooperation takes place, most questions or concerns are addressed or reduced. It is highly
recommended that teachers strive to build a positive working relationship with their parents in support
of students’ well-being, academic progress and overall school success. Whenever possible, communicate
with parents in person or by phone, especially to express concerns or issues.
When communicating with a parent, keep a record of the correspondence in the School Information
System, currently Schoolwise. A copy of any correspondence sent to all parents, including emails, must
be provided to the principal. Additionally, please give the office a copy of any ongoing communications
you maintain with students and parents. Providing a classroom bulletin or newsletter is great way to
keep parents involved in the happenings of the classroom.
Keep your Schoolwise online gradebook up to date at least on a weekly basis. This is just another way
we can communicate and inform parents about their child’s progress.

COPIER

Please replace any paper in the drawers you have used for your copy job, so the next person in line for
the copier does not run out. Notify the office manager if the supply of copy paper is running low, or if
there is a jam in the copier. Do not try to fix a jam yourself unless you’ve received the necessary training
and have been given permission. Please do not use partial reams of white paper. If you open the ream,
put the entire ream in the drawer.

CUSTODIAL SCHEDULE

M, W, TH, F - All classrooms and offices are restocked, vacuumed and cleaned, as are restrooms
including sinks and toilets. All garbage and recycling are removed. Please stack chairs and pick up items
off of the floor so that the custodial staff can vacuum. They do not have time to pick up books, papers,
pencils, clothing, small items, etc.

Tuesday - Instead of vacuuming, classroom surfaces will be wiped down and disinfected. Please do not
stack chairs on desks on Tuesdays.
If one of our custodial staff is absent, then we will do our best to get to each classroom, but will usually
have to skip some rooms. We will do our best to let you know when there is a change in the routine.
Please send an email to the Director of Facilities or send a maintenance request if something is missed,
or your room needs some extra attention due to a spill or event.
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We only have two evening custodians to clean our entire campus, so please do not ask them to do extra
tasks for you during their cleaning routine. They just do not have the time. Send a maintenance request
instead, so that your request can be addressed by the daytime staff.

EMERGENCY PROCEDURES AND PREPAREDNESS
All staff must inform the office when leaving campus at any time, for any reason, during the
school day.
 RED EMERGENCY BAGS

Red Emergency Bags should be kept within arm’s reach of your classroom door and should include the
following:
1. Red Emergency Binder and current Class Rosters and Emergency Procedures.
2. First Aid Kit
3. Red, Green and Blue Cards
4. Items to occupy students
Please check with the office if you need any of the above items.

 DRILLS AND DISASTER EMERGENCY PROCEDURES

We will have drills as per state law requirements. This means two drills per month. Drill and Emergency
Procedures should be kept in your Red Emergency Binder in your Red Emergency Bag which must be
located in plain view near your classroom’s primary exit. Evacuation instructions MUST be posted near
the door of each room.
Evacuation Procedure- At the sound of the fire alarm or after an earthquake, all students and school
personnel are to vacate the premises immediately and walk to their designated area according to the
posted map. Having said this, please take note if the ringing of the alarm happens at a scheduled “drill”
date, follow procedures as outlined. If the alarm is sounding, and we know it to be a mistake or prank,
we will make an immediate broadcast on our PA system alerting you to that fact. If you hear the alarm
sounding and it is not a scheduled drill, nor have you heard an announcement providing details on the
PA system, be cautious and on extra alert of your surroundings when proceeding with the evacuation of
students from your classroom. Upon leaving the classroom, the Teacher should check to see that all
pupils have vacated the room. Be sure to take your red bag with the Emergency Binder with you.
Leave the door open upon exiting.
1. Pupils are to walk in a single-file line in an orderly and quiet manner. Teachers should
maintain control at all times.
2. Upon reaching the designated areas, the class should stand quietly in line and wait for
the Teacher to take roll. The Teacher will stand in a position for proper supervision.
3. Teacher holds up the appropriately colored card to indicate:
Green- “Everything Good. Keep Going.”
Red- STOP. “I need help or someone is missing”
Blue- Medical Emergency.
Hold up your Red Card if any of your students are not present, for any reason, even if you know
where they are.
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When the “all clear” signal is given (announcement is made), pupils and Teachers should return to their
classroom in a manner similar to the way in which they left the building. Please review emergency
procedures with your students on a regular, and ongoing basis.

EARLY RELEASE TUESDAYS

Teachers’ meetings and collaboration times will be scheduled on Tuesdays, beginning at 2:15. Please
plan ahead so you can keep these days open, free from personal commitments, or other school-related
activities. All Teachers are required to attend staff meetings, trainings or professional development
workshops as calendared. If there is a conflict in attending a scheduled meeting or workshop, please
immediately discuss the situation with the principal, receive approval to be excused from the meeting,
and develop a plan to make it up. If you would like to be on a staff meeting agenda or have any
suggestions, please email the Principal or Superintendent.

FIELD TRIPS AND SPECIAL ACTIVITIES

Educational field trips and special on or off-campus activities are an important part of the educational
process. A field trip or special event request form found in our FMX system must be completed, in its
entirety, at least three weeks in advance of the desired date for the trip/activity. No trip or activity can
be officially confirmed until approval by the site principal has been received. In order to ensure student
safety and minimize liability to employees and the District, a letter outlining the field trip/activity
purpose and details must be provided to the parents, as well as an appropriate school field trip
permission form completed prior to any student’s participation in the field trip. The District encourages
parent or volunteer participation on school field trips, and attendance at special activities or events.

FIRE SAFETY

Reduce combustible fire load in classrooms - artwork and teaching materials shall not exceed 20% of
the wall area. Decorative materials such as curtains, drapes, hangings, Christmas lights, etc., shall be
flame retardant (provide documentation that these items are fire retardant to the Superintendent).
Proper use of extension cords in classrooms – Extension cords are useful in temporary situations,
however, if electricity is going to be needed on a regular basis, an extension cord is not a fire-safe
solution. Consider moving the appliance to an area where a wall outlet is available, or if countertop
space is scarce, store the item elsewhere and only plug it in while in use. If a multi-outlet extension cord
is used; it must be UL listed, do not plug extension cords into each other, ensure the load is appropriate
for the capacity of the cord, and it must have a built-in circuit breaker or fuse. (California Fire Code
Section 605.5)
Fire extinguishers and training – know where your closest fire extinguisher is located and how to use it
to put out a fire. Be sure to complete fire extinguisher training offered by the District.
Electrical panel clearance – Maintain at least 36” of space around electrical panels, do not paper over an
electrical panel. (California Fire Code Section 605.3; National Fire Protection Association 70)
Open flames – Do not use open flames (i.e., candles) in the classroom or offices. Do not store candles in
the classroom or offices. (California Code of Regulations Title 19, 3.25; California Fire Code Section
308.1.5)
Exits – Do not block exits. Post evacuation maps in an easily visible location near exits. (California Code
of Regulations Title 19, Section 3.13; California Fire Code Section 1022.1). No paper or flammable
material is to be placed on the door or within one foot of entry door.
Holiday decorations – Be sure that all electrical items are certified by a nationally recognized
independent testing las (such as UL). Inspect all lights, decorations and extension cords for damage
before using.
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FORESTVILLE INTEGRATED TEAM (FIT)

This is an informal meeting held with the Principal and other possible specialized support staff to discuss
the academic and emotional well-being of students. Please speak to the Principal for more information
and to set up a meeting.

FUND RAISING

Solicitations made on behalf of schools must comply with the State disclosure law (Business and
Professions Code 17510-17510.7). This law is complicated and requires a great deal of disclosure
depending upon who is doing soliciting (child age restrictions) and the type of solicitation (restricted
activities). All classes, grade levels, groups or school organizations utilizing students, personnel, facilities
and equipment need to have site/District approval by the Board thirty (30) days prior to the collection or
promotion of any fund raising in excess of $200 (ed. Code 51520/51521). These funds need to be
recorded (receipts) and deposited daily. No funds are to remain in the classrooms overnight. The
appropriate designee will credit class/organization accounts after receipts and totals are verified. Events
that raise solicitations may be approved through a school master list submitted to the District Office
with the Principal’s signature and must still conform to all State accounting practices (receipts and daily
deposits).
In addition, any interest in eliciting funds or securing grants for school or student related materials,
curriculum, and/or field trip scholarship requests, whether provided through a foundation such as the
Forestville Education Foundation or John Jordon, the Sebastopol Rotary, or any fundraising online sites
such as DONORSCHOOSE, or similar, must first receive approval from the site Principal. All donated
items must then be inventoried as school property through the Facilities and Operations Manager.
Requests for “Funding Approval” forms will be available in the school’s staff room.

HOMEWORK

Homework for pupils is a regular part of instruction in Forestville. Homework may legitimately include
practice of skills learned in the classroom with assignments being made only after students understand
the principles involved. Whatever the character of the work, assignments should be made carefully and
with complete clarity, keeping a clear objective in mind. Recommended daily times allotments are as
follows:
Kindergarten: Homework assignments should stimulate students to talk often with their
parent/guardian. Parents/Guardians should be encouraged to read with their children.
Grade 1-3: Homework should not take more than 15 to 30 minutes, daily, of the child’s out-of-school
time. Assignments should promote the development of skills and encourage family participation.
Grades 4-6: Homework should require no more than 40 to 60 minutes, daily, of the child’s out-of-school
time. Assignments should help develop good personal study habits and may include occasional special
projects. Teachers should instruct students on how to develop good study techniques and habits.
Homework assignments should not require use of encyclopedias or other specialty materials unless
sufficient time is allowed for students to get such materials from the library.
Grades 7-8: Homework should require no more than 90 minutes, daily, to meet the rigor and demands
of our comprehensive Middle School program. Assignments are intended to support and deepen
student’ mastery of standards and more time may be needed to complete major projects, research,
and/or writing assignments. This is all in anticipation and preparation to be successful in high school and
beyond.
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INDEPENDENT STUDY CONTRACTS

An Independent Study Contract is for students who will be out of school for 5 or more consecutive days.
The purpose of the Independent Study Contract Is to continue the child’s education and assure that the
District receives credit for the student’s attendance. The work assigned should be work the student is
missing in class during his/her absence. Teachers need to avoid assigning separate work such as “A
Journal of My Trip.” If a student does not complete the I.S.C. upon returning to the class, you may give
the student an F or N for that work which is reflected in your grade book, but the absence cannot be
marked as unexcused on attendance records. Before the child leaves school, it is essential that contract
have signatures of pupil, parent, Teacher and administrator. There must be a Teacher’s signature after
the student has completed the contract with a notation that Teacher agrees to give the student full (or
partial) credit.

LESSON PLANS

Excellent instruction requires thorough planning and effort. Often our days go according to how well
prepared we are for the day’s work. All teachers are required to have lesson plans. Use the format that
suits you best. Please make sure these plans are readily accessible for substitutes and school leadership.
Additionally, please provide a separate substitute folder/binder, ready at a moment’s notice and easily
located, with general lesson plans, prepared work, extra learning activities, instructional strategies that
are most effective with your students, a seating chart, daily schedule, and all other pertinent student
information so that the guest teacher has an opportunity for a successful and productive day with your
students.

LUNCH COUNT

Lunch count in Schoolwise must be completed by 8:45 AM each day, and delivered to the Lunch
Manager’s office located at the North entrant to the library. The lunch count envelope and tracking
sheet will be placed in your mailbox by late afternoon or early in the morning each day. All field trip
lunch requests must be made at least two weeks in advance through the FMX system.

MAILBOXES

Mailboxes must be checked and all items removed before the start of each school day, and then again at
least one more time during the day, preferably at lunch or on your prep time. There may be timesensitive or important school and district communiques placed in your mailbox that must be sent home
with students as soon as possible. Be sure to go through the mail you bring back to your classroom and
distribute any flyers and materials as instructed.

OFF CAMPUS

If a Teacher or staff member is not scheduled to supervise students, and desires to leave campus during
a break, he/she must check out and back in with the office, and when possible, provide the destination.

RECEIPTS FOR REIMBURSEMENT

The Chief Business Officer keeps an accurate accounting of expenditures. All expenditures need to have
pre-approval from administration. All reimbursement requests must be submitted on a
“Reimbursement” request form accompanied by an original receipt for the EXACT amount of purchases.
Receipts should not exceed $100.00 and only have items on it that are being reimbursed. Samples of
reimbursement requests are included in the employee handbook.
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Do not keep cash in the classroom, for any reason. If you are collecting money for a specific purchase
you must turn it in to the District Office after school to be deposited it into your classroom account.
Cash must be counted accurately and accompanied by a cash count sheet when turned into the office
for verification. You will receive the yellow receipt for the deposit for your records.

REPORTING TO PARENTS

We have found that when parent-school cooperation is apparent, most problems are reduced. It is
recommended that Teachers keep a record of all parent correspondence in the School Information
System, currently Schoolwise. In addition, do not hesitate to request assistance from the Principal if
confronted with a difficult situation or parent. If correspondence is to be sent home, please place a copy
in the Principal’s box. Please give the office a copy of ongoing communication you maintain with your
students.
NOTE: If a student is likely to receive an “F” grade, a “Does not meet standard”, or have an
unsatisfactory in citizenship, parents must be notified of the fact in advance of the actual issuance of the
grade. Parents should be notified during parent conferences if their child is at risk of being retained.

SECURITY

Our offices, staff room, computer labs, library, conference room, and archive room are all secured with
an alarm system. An alarm code is necessary to access these areas outside of the regular school hours.
The daytime custodial staff will unlock all bathrooms, labs, the staff room and hallway doors before 8am
each day. The night custodial staff will make sure that all doors and gates are locked at 8pm each
evening. For your own safety, it is not recommended that you be on campus outside of regular working
hours. If you do need to be on campus, please be sure to keep your door locked and be aware of your
surroundings while walking to and from your car. If you unlock a door, please remember to re-lock it as
you leave. If you see suspicious activity on campus alert local authorities immediately by calling 911 or
our local dispatch office at 707-565-2121. If you notice an issue on campus that needs immediate
attention, such as a water leak, please notify the Director of Facilities at 707-888-9220.
It is our district policy to keep all doors “Locked and Propped” using the Lock Bloks that are attached to
each door. This allows the door to be opened and closed easily by staff and students during the day, and
lets the door be closed and secured quickly during a lockdown emergency without staff having to fumble
for keys.

STAFF ROOM

It is imperative for us to wash, dry, and put away our own dishes and utensils. We want to keep the staff
room tidy at all times. This includes cleaning the table where you eat and putting your dishes back in the
cabinets. If you feel it necessary to temporarily borrow any item from the kitchen area, or use a paper
product, please be sure to return or replace it. It is a common kitchen and we must remember that all
the items in it have been specifically provided for our common use. Visitors, who receive permission to
enter our staff room, should find it reflecting the spirit and organization of our school. Students and
children are not allowed in the staff room unless they have received permission from leadership or the
Office Manager due to a special activity or event.

STUDENT PROGRESS

PROGRESS REPORTS/CONFERENCES
Parents are to receive mid-trimester “progress reports” on students’ academic and behavior progress. A
summative trimester “report card” will be provided at the end of each trimester. A set of completed
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report cards will be provided to the principal at the end of each trimester, as calendared, and before
reports are sent home to parents.
NOTE: If a student is not progressing as expected, “Does not meet standard” in an overall subject, or has
an unsatisfactory in citizenship, parents must be notified of the fact well in advance of the actual
issuance of the grade or report. This is most effective when done in a parent conference so a plan can be
created with a parent’s input to help the student make necessary improvements and progress.
Fall and Spring parent conferences will take place each year. Fall conferences will occur during the
middle of the first trimester, and conferences for students at risk will take place in late Winter or early
Spring.

STUDENT RECORDS

Every student has a cumulative folder on file in the office. You are welcome to check out these files and
review them in the staff room, but they must not leave the staff room. In each file there are color coded
folders to keep the information organized. No documents may be removed from the file.

STUDENT STUDY TEAM

Students Study Team meetings will be scheduled as needed. Ideally, a student should be discussed at a
FIT meeting before an SST is arranged. Prior to a meeting being scheduled, please make available a
thorough overview and documentation of all the supports and interventions you have done for the
student. A list of such interventions and supports is available in the staff room, with your RSP teacher,
and the principal. If you have immediate concerns regarding a student, please meet with your principal.
All students who may be considered for retention MUST have had an initial and follow-up SST
documenting all interventions and outcomes. Parents must be notified by at least the second SST
meeting that retention is being seriously considered.

SUPERVISION OF STUDENTS

Students must be supervised at all times. Students may not be left unsupervised for any length of time.
Please arrive at any yard supervision duties on time. Follow yard supervision guidelines and zone
assignments. It is recommended that staff do not get involved in their own children’s discipline but to
have another team member step in. Teachers must supervise their students immediately following an
ending recess or transition bell, this will help to provide time to help students prepare for learning.
Teachers are to walk students together in a tight, closely monitored group to and from different areas
on campus, including classrooms, the playgrounds, lunch area, the multi, library, etc.

TECHNOLOGY IN YOUR CLASSROOM

It is our goal to make sure that the technology and equipment in each classroom is in working order
each day when the teacher enters the classroom. Please make an effort to understand how the
equipment works and how to do some basic troubleshooting. You can easily find information on-line or
make an appointment with your Technology staff for some training. Submit a technology request in FMX
or contact the main office if you need something repaired right away. Please do not cover or hide any
electronics, panels or cables. We need to have access in order to maintain the network and equipment.
The cables and technology connections in the classroom are very expensive. Please be very careful when
moving furniture around the technology connections.
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Each classroom has the following technology:
Teacher Computer - Please leave on at least one night a week so that updates can be run. Do not
interrupt updates. Allow them to finish up completely, and for the computer to restart.
Student Computers - Each student computer allows students access to the internet where they can log
onto various programs. Please leave on at least one night a week so that updates can be run. Do not
interrupt updates. Allow them to finish up completely, and for the computer to restart.
Student Chrome Books - Please make sure they are properly house, plugged in, and locked securely in a
cabinet at the end of each day.
Projector - Please remember to shut off the projector when it is not in use. It takes 45 seconds to start
the projector and 90 seconds for the projector to shut down. Please do not continue to push the buttons
in an effort to make it turn on faster. If the projector will not turn on, it is likely due to a dirty filter.
Contact the main office so that we can clean to filter right away for you. Do NOT unplug the projector
for any reason.
Speakers - are connected to your computer and uplift mic. The mic will override everything, so if you
don’t want the sound to fluctuate, make sure that your mic is turned off.
Thermostat - all thermostats are set up on a schedule to reduce energy waste. Please see attached for
instructions on how to temporarily override schedule. Please keep your doors and windows closed while
the HVAC unit is running.
Uplift Microphone - each mic has a rechargeable battery. Remember to plug it in each night so that it
will be fully charged for the next day
Google Apps- FUSD utilizes Google Apps for Education which includes Email, Drive, Calendar, Slides,
Sheets, google Classroom and much more. Please visit the google training center on-line for more
information on these apps.
Room Lighting - Each classroom is equipped with energy efficient LED lighting. Turning one switch on
turns on half of the lights and turning on both switches turns on all of the lights.
Document Camera
Wifi Access Point
Teacher Laptop

TELEPHONE USE BY STUDENTS

Please have students use the classroom phone for all calls deemed necessary by the Teacher, both
during recess and class time. These necessities may include requests for parents to bring forgotten items
to school such as projects, permission slips, homework, etc. or to verify pick up or after school plans. If a
student does not reach a parent when calling home from the classroom, please ask that the student
leaves a message.
Any student who is feeling ill must be sent to the office. Students may not call home about a possible
illness from the classroom. After being sent to the office, and an illness or health issue has been
determined a concern by the Health Tech, a phone call to the parent will be made at that time.

TEXTBOOKS

The price of school textbooks keeps increasing. Each Teacher should number, assign and document each
book distributed to students and hold them accountable for the care and proper use of their books.
Please keep a record of the condition of each book when they are assigned to students, especially in
grades 2-6.
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USE OF SCHOOL FACILITIES

The Board of Trustees recognizes that District facilities are a community resource whose primary
purpose is to promote schools programs and is governed by the Civic Center Act. When staff members
need to use facilities beyond the normal instructional program (i.e., private drama troupes, sports clubs,
dance/music lesson, etc.) they need to comply with the District use of facilities requests and insurance
forms. This ensures equal access to all groups within the public and private sector of the community as
governed by Board Policy 1330. Contact the District Office Manager for facility use forms and further
information. Please submit a schedule request in FMX for use of fields, playgrounds, computer labs, etc.
to prevent conflicts with other classes who wish to use the same space. The Director of Facilities
schedules grounds and cleaning around the daily schedule in FMX.

WELLNESS POLICY

Please refer to the Parent Handbook for the complete policy. This policy includes what type of snacks or
foods can be provided at school and when. With the increase of food allergies we are asking that there
are no homemade foods coming to school. For birthday or other celebrations please encourage parents
and students to find other appropriate ways to celebrate the special occasion instead of sweets and
candies. Providing parents with a list of options would be helpful.

WORK ROOM

This is another common area that must be maintained and kept tidy for use by all. Please pick up all your
copied items as soon as possible. Any job sent to the workroom copier from a teacher computer station
should be saved in the que and when you arrive at the copier, then begin the copy job.
If the bulletin board/craft paper is running low, please notify the office manager. Do not take a roll of art
paper from the workroom to use in your classroom. Cut what you need from the roll, and leave the rest.
If there is a new roll that needs to be placed on the cutting rack, please ask the office manager for help
to do this.
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COMMON AGREEMENTS
District Benchmarks & Assessments: Renaissance, DIBELs, & Wonders and Eureka Math program
benchmarks/assessments
• Administer Benchmarks as calendared throughout the year, adhering to set dates and timelines.
• Class Data Tracking Sheet is kept up to date for each student and available upon request
Standards:
Provide instruction for the Common Core State Standards (ELA and Math), and all Content
Standards as outlined by the California Department of Education using the curriculum framework and any
other noted resources and adopted curriculum as guidelines for instruction. The standards and framework
are designed to encourage the highest achievement of every student by defining the knowledge, concepts,
and skills that students should acquire at each grade level.
Curriculum:
• Fidelity to District adopted curricular programs, following their scope and sequence outlines and as
requested by administration: Wonders, Eureka Math, Studies Weekly, Sparks, etc.
• In grades 3rd-6th, regular opportunities to work through the online SBAC “practice” tests and
“performance tasks” are provided to students throughout the year
• Student writing portfolios showcase their monthly authentic writing samples/essays
• Intervention: Provide students with robust classroom intervention opportunities in Math and ELA a
minimum of twice a week
• Students use District provided online supplemental curricular programs, such as Freckle, GoNoodle,
etc. to enhance and/or support student learning, growth and progress
• Social Emotional Learning: Throughout the year, provide Toolbox and any other supplemental
lessons and instruction on a regular basis to build student’s capacity to learn and develop positive
and effective life and social/emotional skills that will help them be successful individuals and citizens
o
o

A Toolbox bulletin board is established in each class and highlights the “tool” for the
week/month
Teach the character trait of the month and weave it into your daily lessons and classroom
routines, allowing students opportunities to practice and improve their development of the
character trait
Handwriting is taught at each grade level as appropriate

o
Student Work:
• Work is corrected in a timely manner and provided to students and parents on a weekly or bimonthly basis.
• Work is recorded weekly in the online gradebook
• Writing portfolio is available for students, parents, and school leadership to review as requested

Instruction:
• Is focused, structured, relevant, rigorous and based on California Content and Common Core
standards.
• Instructional minutes are used to their fullest extent to optimize student progress and success, and
narrow the achievement gap
• Goal: one year academic growth for every student-tracked by formal and informal assessments,
District Benchmarks, and SBA
• Students must be in their classroom at least 15 minutes before the final dismissal bell (unless with an
enrichment teacher). The office must be able to relay messages to students and teachers (in their
regularly assigned classroom) as they are received in the office at the end of the day.
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Exhibit A

How to use Frontline Absence Management (Formerly AESOP)
It is the Teacher’s responsibility to secure a sub for an absence.
All planned absences must be approved by your Principal before posting the
absence in AESOP. Absence request forms can be found in the Staff Room.
If an absence has been approved or you are ill, log into AESOP at
https://www.aesoponline.com and log in with the log-in info that you were given.
ID ___________ PIN ___________
You can navigate the pages by clicking on the tabs at the top of the page.
On the Absences page - Create an Absence by choosing a date on the calendar,
selecting a reason for the absence, selecting Full or Half Day and then clicking
“Create Absence”. This will post a job and substitutes will be called by AESOP in an
effort to fill the opening. You can also see past absences on this page.
On the Feedback Page - you can leave feedback about subs that have worked in your
class. Subs can also leave feedback for you.
On the Accounts Page - You can Edit your personal info and change your PIN.
This is also where you can list your preferred subs. The benefit of having preferred
subs listed is that AESOP will notify your preferred subs immediately after you post
the job. If you do not have any preferred subs listed, then then the system will begin
calling two days prior to the absence in an attempt to fill the job.
On the Directory Page - You will find a list of subs available on the date posted so
that you may call them personally if you like. Do not ever assign a job to a sub
without first confirming with the sub that they can in fact work for you on that day.
If you are ill and unable to post an absence yourself, please call or text Jackie at 707888-9220 so that she can post the job for you.
On the Help Page - You will find helpful videos that will answer any questions that
you may have about using this program

25

EXHIBIT B
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Forestville an.d State LCA.P Areas of Priority
State Priority One

State Priority Two

State Priority Three

Basic Services

Implementation of Common

Parental Involvement

•

Rate of teacher

•

Student access to standards-

misassignment
aligned instructional

Core State Standards

•

•

•

Facilities in good repair

•

Promotion of parental

Next Generation Science

•

Parent Conferences

Standards

•
•

Forestville Foundation

ELA/ELD standards

Volunteer opportunities

State Priority Four

State Priority Five

Student Achievement

Student Engagement

Meets or Exceeds standards

• School attendance rates

on CAASPP

• Chronic absenteeism rates
•

• Score on API (90%

Participation in extracurricular programs

attendance rate)

• % ELL - ELA proficient
•

Efforts to seek parent input

participation

all students

materials

•

Implementation of CCSS for

•
•

• School activities: Open
House, BBQ, Harvest Fair

EL reclassification rate
•

• Meets or Exceeds standards

Extended learning after
school

based on local assessments

State Priority Six

State Priority Seven

State Priority Eight

School Climate

Course Access

Other Student Out comes

• Student Suspension rates

• Student access and

• Other indicators of student

• Student Expulsion rates

enrollment in all required

performance in requ ired

• Student Forums/Survey

areas of study

areas of study. May include

• Healthy Kids Survey

performance on other

• Other local measures

assessments
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EXHIBIT C
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EXHIBIT D
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PURCHASE ORDER

Forestville Union School
District

NO: 817-00002
DATE 07/14/2016

SHIP TO:
District Office

Business Services
6321 Highway 116
Forestville, CA 95436-9699
(707) 887-9767 FAX (707) 887-2185

IMPORTANT INSTRUCTIONS TO VENDOR
ORDERED FROM:
School Specialty, Inc.
32656 Collection Center Drive
Chicago, IL 60693-0326

1. Itemized INVOICES in Ouplicale.
2. Enclose PACKING LIST wilh ALL shipments.
3. No deviation in PRICE or SUBSTITUTION in kind pennitled.
4. All deliveries F.O.B. Destinalion unless olherwise specified. If freighl
Is 10 be charged, prepay, and add lo in'l<licc.
5. THE LAW REQUIRES MATERIAL SAFETY DATA SHEETS FOR
PRODUCTS ON THIS ORDER. PLEASE ENCLOSE WITH INVOICE.
6. Purchase order number must appear on packing slip,

FAX:

ORDER LOCATION
0002 • District Office

REQUISITIONEJ
John Doe

F.0 .8.

DATE REQUIRED

TERMS OF PAYMENT

SHIP VIA

RPO#

•
'l..

EACH

Guidecraft Texo Block Sel - Item #1502607

"·1-- ·

Page 1 of 1

REQUISITION #
R17-00011

38.24

•
$76.48

Order Sub-Total
Sales Tax
Shipping
Adjustment

$76.48
6.31
16.95

Order Total

$99.74

Vendor
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Forestville Union School District

REIMBURSEMENT CLAIM FORM
To be used to turn in receipts for reimbursement after PO has been created
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Office Use Only:
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'- - ~

I ___.

Denied ....

Date:._ __ _ __

Pay Against PO#:-- -- - - -- - - -- - -- - - - -Revised: 4/18/16
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EXHIBIT E

34

EXHIBIT F
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Mitsubishi Electric Thermostat
Installed in Rooms 18, 19, 20, 22, 23, 24

Schedule override
Press to temporarily adjust temperature.
Cool
Setting

Indoor

13°
Cancel

Hold Until

5-nr,
'UU PM
F n
Auto

If a person is present during an
unoccupied period, press HOLD to
temporarily use occupied temperature. Each additional press of HOLD
extends the HOLD UNTIL duration by 1
hour to a limit set by the installer.

BS

S st m
Auto

0

The timer will expire automatically or schedule may be manually
resumed by pressing CANCEL

More

M32221

Press to resume
program schedule

Temporary hold

~;;porariS~~;::~: tempB:C_,J,;~ ' !
-#
~

Presls

"ULI PM

Cancel

\

Fan
Auto

Press to resume
program schedule

:

More

·e

t!)
-=

M32221

Press A. or
to immediately adjust
the temperature. This will temporarily
override the temperature setting for
the current time period.
The new temperature will be
maintained only until the next
programmed time period begins (see
page 11 ).
To cancel the temporary setting at any
time, press CANCEL.

Temperature will be
maintained until the
time shown
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EXHIBIT G

Emergency
Procedures
Faculty Response Actions

Forestville Union School District
Updated August 2019
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Fire Drill/Evacuation Procedures
Forestville Union school District complies with state and local fire safety regulations. Fire drills are to be held once
each month that school is in session. All students, teachers, staff, volunteers and visitors are required to leave the
building during a fire drill. A copy of the drill schedule will be shared with staff at the beginning of each school
year. A record of all drills is kept in the Main Office.

WHAT TO DO WHEN THE FIRE ALARM SOUNDS OR AN EVACUATION IS ANNOUNCED
The fire alarm is a very distinct and loud alarm that is completely separate from our PA system. It does not sound
anything like our regular bells. If you hear a fire alarm that is not a scheduled drill, please hesitate before evacuating.
Listen for a follow up announcement and be very aware of your surroundings.

Teachers
1.
2.

All teachers and students stop their work and quietly head for the classroom exits.
Teachers and staff should take Red Emergency Bag (located near classroom door) and evacuate ALL
PERSONS to their assigned assembly area in an orderly manner. The Red Bag should include the
following:
 Red Binder with class roster, student emergency contact info & list of any student
medical conditions
 Small first aid kit
 Red, blue & green card
 Items to entertain class if they need to remain outside for any length of time.
3. Students should not take backpacks, lunches, or any belongings with them.
4. Classroom doors are to remain OPEN unless you see a fire. In the case of a visible fire, doors should be
closed in an attempt to contain the fire in one area (This comes directly from our local fire chief).
5. After their class arrives at the assigned assembly area, teachers should immediately take roll and hold up an
appropriate card (which can be found in the Red Emergency Bag).
o Green card = all ok
o Blue card = we need medical attention
o Red card = we are missing someone
6. If someone is unaccounted for, the teacher is to hold up red card, even if they think they know where the
student is
7. If someone needs medical attention, teacher is to hold up blue card.
8. Evacuation Team Leaders and Health Techs will report to teachers holding up red or blue cards.
9. If teachers are not with their students at the time of an evacuation, they should evacuate to nearest assembly
area and Evacuation Team Leader will make sure they are accounted for.
10. No staff or student should ever cross between or through building to get to an assembly area. Everyone can
be accounted for by Evacuation Team Leader at nearest assembly area. Always walk out and away from
buildings.
11. Staff that is unable to walk due to disability or injury will be assisted by staff as designated by team.

Students - Students are expected to walk, single file, and quietly to assembly area and wait for directions from
teachers and staff
Members. Students who are unable to walk due to disability or injury will be assisted by staff. as
designated by team.
Evacuation Team Leaders - There will be a designated Evacuation Team leader for each area of our school.
Our Team Leaders and their alternates are listed below.
Primary Area
Cisco Piazzo

Intermediate Area
Bibiana Drury

Middle School
Renee Semik

Alternates: Jennifer Hegenbart, Jackie Bertero, Cristy Simmons, Diane Hughes
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1.
2.
3.

4.

Evacuation Team leaders will carry campus radios and evacuation checklist with them at all times.
Checklist can be kept on clipboard near door so that it can be easily grabbed upon exit.
When the alarm sounds they will take their radio and checklist and move to their designated assembly area.
Team Leaders are to go to staff members in their area who are holding up red cards or signaling for help
and assist them in communicating their needs to the incident commander (such as locating a missing
student or requesting first aid).
When the Evacuation Team Leaders have accounted for all students, teachers, staff and visitors they will
notify the Incident Commander via radio.

Office Staff
1.
2.
3.
4.

Office Manager will identify which pull station has been pulled by looking at alarm panel next to light
switch and then notify Maintenance and Operations by radio.
Office Staff to take Red Emergency Bag, radios, absence list and sign in log and evacuate building.
Office staff should monitor radio and assist Evacuation Team Leaders and Incident Commander as needed
to account for visitors and people who have evacuated to the front parking lot.
If pull station has been pulled by unknown person, Administration and custodial staff will investigate and
make a follow up announcement before staff is to continue with evacuation.

Maintenance & Operations
1.
2.
3.
4.
5.
6.

Reset pull station and silence alarm.
Report details of emergency to Incident commander.
Reset main Fire Alarm.
Inspect campus for any potential danger to staff or students.
Inform Incident Commander when campus is clear of danger.
If pull station has been pulled by unknown person, cautiously inspect area and communicate with office
staff.

Incident Commander
1.
2.
3.

Take radio and checklist and evacuate the building.
Monitor radio for updates from Evacuation Team Leaders and Maintenance and Operations.
When Evacuation Team Leaders have confirmed everyone is safe and accounted for and Maintenance &
Operations has confirmed that the campus is safe, the Incident Commander will instruct the office staff to
re-enter the building and announce the ALL-CLEAR.

Operations Section Chief
1.
2.

Take radio and checklist and evacuate building. Check bathrooms and common buildings to make sure
everyone has evacuated.
Monitor radio for updates from Evacuation Team Leaders and Maint. & Operations.

In the event of an actual emergency, the Incident Commander will notify staff which Sections of the Emergency
Operations Plan need to be activated.
WHEN THE ALL CLEAR IS ANNOUNCED
Staff and students are to return to their regular schedule
EVALUATION OF DRILL AND PROCEDURES
•
•

Following each drill, the incident commander, Evacuation Team Leaders and Chiefs of activated Sections
will meet to evaluate drill and procedures.
Feedback and suggestions from staff is always welcome and should be directed to the Operations Section
Chief.
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Lockdown Procedures
There are currently no laws or regulations requiring us to have Lockdown Drills. However, it is considered Best
Practices to include these drills in our schedule. We currently schedule two Lockdown Drills per school year.
WHAT IS A LOCKDOWN?
Lockdown is the response action initiated when schools are faced with extremely violent behavior, armed intruders,
an on-campus hostage situation, snipers or police activity in the vicinity that could threaten the safety of students
and staff. When a superintendent, principal, or designee initiates a lockdown it means that there is an immediate
threat on campus and staff should move quickly to get students into a safe area.
WHAT TO DO WHEN YOU HEAR THE LOCKDOWN ANNOUNCEMENT
Stay calm and use common sense!
•

Staff & Students in Classrooms, Multi, Library & Audi
o Shut and lock doors and windows. Pull drapes, close blinds & cover all windows
o Move all students and staff away from windows and stay low, below the window line
o Turn off lights, take roll and keep calm and quiet
o Remain in classroom until you hear the “All Clear” announcement or are escorted by first
responders

•

Staff & Students Outdoors - This is a judgement call by the staff member in charge of the
students.
o Immediately move into the nearest building or safest location.
o Remain hidden until you hear the “All Clear” Announcement or are escorted by first
responders

•

Office Staff
o Lockdown your office
o Designate someone to call 911 and stay on the line with the operator
o Wait for law enforcement to arrive and give you instructions

•

The following people will be monitoring the drill by making sure that everyone is hidden, doors
are locked and windows are covered:
o Jackie Bertero - Primary
o Jennifer Hegenbart - Intermediate
o Kirsten Sanft - Middle
o Diane Hughes, Maureen Santori - Alternates

HOW WILL I KNOW WHAT IS GOING ON?
The office staff and administration will do their best to keep you informed of the situation by utilizing email, radios
and telephones as long as it is safe to do so. Remember, the initial purpose of the lockdown is to hide and be quiet!
DO NOT call the sheriff or other authorities and tie up their lines. We are on the line with them and will give you
info as it comes in.
WHO CAN INITIATE A LOCKDOWN?
Anyone on campus can initiate a lockdown by getting a message to either office. *There will be situations where
you will need to simply use your common sense. We cannot possibly plan for every scenario. Stay calm and assess
what you think would be the safest action for you and your students.
EVALUATION OF DRILL AND PROCEDURES
Following each drill, the Incident Commander, Evacuation Team Leaders and Chiefs of activated Sections will meet
to evaluate drill and procedures.
Feedback and suggestions from staff is always welcome and should be directed to the Operations Section Chief.
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Shelter in Place Procedures
There are currently no laws or regulations requiring us to have Shelter in Place Drills. However it is considered Best
Practices to include these drills in our schedule. We currently schedule two shelter in Place Drills per school year.
WHAT IS SHELTER IN PLACE?
Shelter in Place is the response action initiated when schools are faced with an incident where staff and students
would be safer indoors than out. A Shelter in Place alert may be initiated when a hazardous substance such as a
chemical, biological, or radiological contaminant is released into the environment, or for other reasons varying from
an animal on campus, weather conditions, or any other scenario where it is safer for all to be indoors. If the air
quality in the area is compromised, then staff will receive further instructions regarding what to do. Staff and
students may be required to move to a different building, depending on what the situations is.
WHAT TO DO WHEN YOU HEAR THE SHELTER IN PLACE ANNOUNCEMENT
•

•

•

Staff and Students
o Move indoors right away and take roll
o Close doors and windows
o Shut off heater/AC units
o Monitor email and phone for further instructions
Office Staff
o Contact proper authorities, depending on situation
o Keep staff informed
o Announce “All Clear” when all is clear
The following people will be monitoring the drill by making sure that everyone is indoors.
o Jackie Bertero - Primary
o Jennifer Hegenbart - Intermediate
o Renee Semik - Middle
o Diane Hughes, Alison Stez - Alternates

HOW WILL WE KNOW WHAT IS GOING ON?
The office staff and administration will do their best to keep you informed of the situation by utilizing the PA
system, email, radios and telephones. DO NOT call the sheriff or other authorities and tie up their lines. We are on
the line with them and will give you info as it comes in.
WHO CAN INITIATE A SHELTER IN PLACE?
Anyone on campus can initiate a Shelter in Place by getting a message to either office.
EVALUATION OF DRILL AND PROCEDURES
• Following each drill, the Incident Commander, Evacuation Team Leaders and Chiefs of activated
Sections will meet to evaluate drill and procedures.
• Feedback and suggestions from staff is always welcome and should be directed to the Operations
section Chief.
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Earthquake Procedures
The State Dept. of Education requires us to have 4 Earthquake drills per year. (Ed Code 35294 - Sections 3529535297). The Forestville Union School District practices Drop Cover and Hold On, which is a self-protective action
called for whenever there is immediate danger from flying objects and/or falling debris.
WHAT TO DO WHEN YOU FEEL AN EARTHQUAKE:
Stay Calm!
• Staff & Students indoors
o At the first sign of shaking or threat from falling objects, all students and staff should
immediately drop to the floor, cover the back of their necks, and hold on to the closest
piece of furniture (desk or chair) or other stable object with their free hand.
o If you are in a location without furniture (such as a hallway or bathroom, immediately
kneel next to a bare, inside wall and place your arms and hands over the back of your
neck and head.
o Stay in this position until the threat passes and you hear an announcement directing you
to evacuate or return to regular activities.
•

Staff & Students Outdoors
o Move away from trees, buildings, electrical lines, and play equipment.
o Drop to the ground and cover the back of your neck and head with your arms and hands.

•

Office Staff
o Duck, cover and hold on until threat passes.
o Make announcement to evacuate buildings

•

Maintenance and Operations
o Check all buildings and classrooms for damage and report back to Incident commander

WHO / WHAT INITIATES A DROP, COVER AND HOLD ON?
• Drop, cover and Hold is initiated by the shaking of the ground during an earthquake, an explosion,
or any other situation where people could be harmed by flying objects or falling debris.
• For drill purposes, an announcement over the PA system will initiate the Drop, Cover and Hold
On.
WHAT HAPPENS AFTER THE EARTHQUAKE DRILL?
• After an earthquake or earthquake drill, we will always evacuate the buildings to our designated
evacuation assembly areas, as we do in our Fire Drill / Evacuation Procedures and account for
everyone while buildings are checked for damage.
• Please follow our standard Evacuation Procedures after hearing the announcement to evacuate.
WHAT HAPPENS IF THERE IS AN AFTERSHOCK WHILE WE ARE EVACUATING?
• If there is an aftershock while you are evacuating, then Drop, Cover and Hold on again until the
shaking stops and it is safe to continue to the evacuation assembly area.
EVALUATION OF DRILL AND PROCEDURES
• Following each drill, the Incident commander, Evacuation Team Leaders and Chiefs of activated
Sections will meet to evaluate the drill and procedures.
• Feedback and suggestions from staff is always welcome and should be directed to the Operations
Section chief.
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Bomb Threat
Schools can receive bomb threats via telephone, mail, or someone may simply notice a suspicious package.

Telephone
In the event that the school receives a bomb threat by telephone:
• Listen, do not interrupt the caller.
• Keep the caller on the line with statements such as “I’m sorry, I didn’t understand you. What did
you say?”
• Alert someone else by prearranged signal to call 9-1-1 and notify the telephone company to trace
the call while the caller is on the line. Tell the operator the name of the school, the name of the
caller, and the phone number on which the bomb threat came in.
• Notice details: background noises, voice description, etc.
• Notify the site administrator immediately after completing the call.
• Complete the Bomb threat Report Form (Annex A)

Mail
In the event that the school receives a bomb threat by mail:
• Note the manner in which the threat was delivered, where it was found and who found it.
• Limit handling of item by immediately placing it in an envelope so that fingerprints may be
detected.
• Written threats should be turned over to law enforcement.
• Notify principal or site administrator.

Suspicious Package
In the event that a suspicious package is found on campus:
• Caution students and staff against picking up or touching any strange objects or packages.
• Notify principal or site administrator.

Principal/Site Administrator Actions
•
•

•
•
•
•
•

Call 9-1-1
Instruct staff and students to turn off any pagers, cell phones, or two way radios. Use of these
devices may trigger explosive devices.
Determine whether to evacuate the threatened building and adjoining buildings. Modify
evacuation routes as necessary to bypass the location of the bomb, if you know. Keep in mind that
evacuation may not be the best response.
Use the intercom, runners, or the PA system to evacuate threatened rooms.
Direct staff to look for suspicious packages, boxes or foreign objects. If suspicious item is found,
note the location, description and report to the principal or Site Administrator, but make no
attempts to investigate or examine the object.
Do NOT return to the school building until it has been inspected and determined to be safe by
local law enforcement officials.
Avoid publicizing the threat any more than necessary.
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EXHIBIT H
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Sonoma County Schools Air Quality Guidance
Air Quality Index
(measured at airnow.aovl

1
1
1

Recommended School Activities

School Actions

District Actions

•

Great day to be active outside

•

None

•

None

•

Good day to be active outside
Students who are unusually
sensitive to air pollution
could have symptoms:

•

Monitor readings, keep
staff aware of sensitive
students

•

Monitor the situation
if index worsens

•

Ifs OK to be active outside
for short activities such as
recess and physical education
(PE).
For longer activities such as
athletic practice, take more
breaks and do less intense
activities.
Watch for symptoms and take
1
action as needed."
Students with asthma should
follow their asthma action
plans and keep their
ouick-relief medicine handv
For all outdoor activities, take
more breaks and do less
intense activities.
Consider moving longer or
more intense activities
indoors or rescheduling them
Watch for symptoms and take
action as needed: Students
with asthma should follow
their asthma action plans and
keep their quick-relief
medicine handy

•

Inform staff that
restrictions are in place
based on these
recommendations.
Ensure that staff are
following the
guidelines

•

Remind site
administrators of
restrictions at this
level
Monitor the situation
if index worsens

Move all activities indoors or
reschedule them to another
day

•

green

10-50\ GOOD

•

yellow

~

151-100\ MODERATE

orange

•

(101-150) UNHEALTHY FOR
SENSITIVE GROUPS

1~
(151-200) UNHEALTHY

1~
(201 and higher) VERY
UNHEALTHY

•
•
•
•
•

•

•

•
•

•

•
•
•

•

•

Inform staff that
restrictions are in place
based on these
recommendations
Move all athletic
related events to
indoors if possible or
reduce to less intense
activities if moving to
indoors is not possible
Ensure that staff are
following the
guidelines

•

Inform staff that
restrictions are in place
Cancel all outdoor
athletic activity
Ensure that staff are
following the
guidelines
Stay in communication
with district office for
changes
Monitor school site for
concerns such as poor
air filtration or leaky
windows

•

•
•

•

•

•

•

Remind site
administrators of
restrictions at this
level
Monitor the situation
if index worsens
Determine if there are
site by site concerns.
Respond to school if
there are site by site
concerns to support
and determine severity
Allow excused
absences for students
health concerns
Respond to site
concerns to support
and determine severity
Remind site
administrators of
restrictions at this
level
Consider closing
school.s based on site
by site concerns

1 Asthma

Symptoms· Air pollution can make asthma symptoms worse and trigger attacks. Symptoms of asthma include
coughing, wheezing, difficulty breathing, and chest tightness. Even students who do not have asthma could experience
these symptoms. If symptoms occur: The student might need to take a break, do a less intense activity, stop all activity,
go indoors, or use quick-relief medicine as prescribed. If symptoms don't improve, get medical help.
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