Communicable Disease Control Information

Universal Precautions
General precautions persons can take to prevent the spread of all infectious diseases.

General Information
The single most important practice is hand washing. Always wash hands with soap under running water for at
least 30 seconds after taking temperatures, examining mouths or weeping eyes, when wiping a runny nose, or
helping a student in the bathroom.
Hands should always be washed before drinking, eating, and before and after going to the bathroom.
If there are open cuts, abrasions or weeping lesions on hands, disposable plastic gloves should be worn and may
be ordered through the District supply catalog.



How is Hepatitis B Spread?
An infected person can t









Complete Online SCAR or hard copy and deliver to Burbank Police within 36 hours of verbal report. A
copy of the form is available from the site administrator
Maintain confidentiality

Tobacco-Free Schools Policy
Burbank Unified is a Tobacco-Free District that offers cessation services for all staff members. (BP 3513.3)

The Burbank Unified School District became tobacco-free on July 1, 1995. In order to receive funding from any
State or Federal categorical program, the District must sign assurances that all buildings, vehicles, properties, and
activities will be tobacco-free. Notices are posted at each site to remind our parents and community visitors that we
are tobacco free. Announcements are made at all activities sponsored by the school district that Burbank schools are
tobacco free and we appreciate the cooperation of parent and community participants in providing a tobacco free
environment for our students.

Board Policy 3513.3 defines the District policy and states that violations of this policy by District employees will be



A supervisor, principal or other district administrator who receives a harassment complaint shall promptly notify the
Superintendent or designee.

Complaints of sexual harassment shall be filed in accordance with AR 4031 - Complaints
Concerning Discrimination in Employment. An employee may bypass his/her supervisor in filing a complaint where
the supervisor is the subject of the complaint.

Any district employee who engages or participates in sexual harassment or who aids, abets, incites, compels, or
coerces another to commit sexual harassment against a district employee, job applicant, or student is in violation of
this policy and is subject to disciplinary action, up to and including dismissal. (BP 4119.11(a), 4219.11, 4319.11)

Sexual Harassment Policy

Sexual harassment is considered to be any unwanted, unwelcomed, or unsolicited sexual conduct imposed on a
person who regards it as offensive or undesirable. The key word in defining sexual harassment is unwelcome. The
Burbank Unified School District has a zero tolerance for any form of sexual harassment. (BP 4119.11)

How do you know if it is sexual harassment?

If someone’s words or actions:
Are unwelcome or offensive to you
Make you feel uncomfortable or threatened
Affect your job performance...



involved. The District will promptly and thoroughly investigate any complaints of harassment, and will take
immediate action to resolve such complaints (BP 4144).

Filing a Complaint, Uniform Complaint Procedures
The District is primarily responsible for compliance with state and federal laws and regulations. The District has
established procedures to address unlawful discrimination and complaints alleging violations of state or federal laws
governing the following educational programs:
Adult Basic Education established pursuant to Education Code (EC) Sections 8500 through8538 and 52500
through 52616.5;
Consolidated Categorical Aid programs listed in EC Section 64000(a);
Migrant Education established pursuant to EC Sections 54440 through 54445;
Career Technical Education established pursuant to EC Sections 52300 through 52480;
Child Care and Development programs established pursuant to EC 49490 through 49560;
Special Education programs established pursuant to EC Sections 56000 through 56885 and EC Sections
59000 through 59300;
Complaints which allege unlawful discrimination on the basis of ethnic group identification, religion, age,
sex, color, sexual orientation, gender, race, ancestry or physical or mental disability, in program or activity
conducted by a local agency, which is funded directly by, or that receives or benefits from any state
financial assistance;

Unresolved complaints from Administrative Regulation 1312.4: Procedure for Complaints Concerning Instructional
Materials, Facilities, Teacher Vacancy and Misassignment, and CAHSEE (California High School Exit
Examination) Intensive Instruction and Services (EC Section 35186); Non-compliance with school safety planning
requirements of Title IV of the NCLB (20 USC Section 7114(d) (7)) pursuant to EC Section 32289).

Complaints may be filed under the District’s Uniform Complaint Procedures. Copies of the complaint procedures
are available free of charge at the District Office or at the school office. The District shall promote programs which
ensure that discriminatory practices are eliminated in all District activities (EC Section 56501). You have certain
rights under the law, including Title VI of the Civil Rights Act of 1964, Title IX of the Education Amendments of
1972, Section 504 of the Rehabilitation Act of 1973, and the Individuals with Disabilities Education Act (IDEA). A
handicap or limited English language skills will not be a barrier to District programs. The California Department of
Education and the Office for Civil Rights of the U.S. Department of Education have

authority to enforce these laws and all programs and activities that receive federal funds. If you wish further details
in this regard, or wish to file a complaint, please contact the District’s Uniform Complaint Officer.

District’s Uniform Complaint Officer

The Governing Board designates the following compliance officer to receive and investigate all complaints and
ensure District compliance with the law:

John Paramo, Ed.D., Assistant Superintendent, Educational Services
Burbank Unified School District

1900 West Olive Avenue, Burbank, California 91506

(818) 729-4451

Complaints made under this procedure shall be directed to the Uniform Complaint

Officer, who is responsible for processing the claims. A complaint under the Uniform Complaint Procedure
(UCP) should be completed within 60 days unless otherwise indicated.

You may contact the UCP Officer to obtain a copy of the complaint process.

The Superintendent or designee shall determine whether the complainant and the District representative
will participate in mediation to resolve the complaint prior to a formal investigation.

Each complaint shall be investigated by the Superintendent or designee.

The Superintendent or designee shall prepare a proposed written decision containing findings and
disposition of the complaint. The Superintendent or designee shall provide a copy of the proposed decision
to the complainant and the District representative and shall place the matter of the proposed decision on the
agenda for the Governing Board.



CFR 300510

The complainant has a right to appeal the District’s decision to the California

Department of Education (CDE) by filing a written appeal within 15 days of the

decision. The complainant is required to specify if the District used incorrect facts or misinterpreted the law
to arrive at its decision.

There is nothing in this process to preclude a complainant from pursuing available civil law remedies
outside the District’s complaint procedures. Such remedies may include mediation, attorneys, and legal
remedies. Civil law remedies may include, but are not limited to, injunctions and restraining orders.

For discrimination complaints, 60 days must elapse from the time an appeal is filed with CDE before pursuing civil
remedies except for an injunction. Complaints may also be forwarded to appropriate state or federal agencies in the
following cases:

American Civil Liberties Act 504 — Office of Civil Rights

Child Abuse — Department of Social Services, Protective Services Division, or law enforcement

Discrimination/Nutritional Services — U.S. Secretary of Agriculture

Employment Discrimination — Department of Fair Employment and Housing,

Equal Employment Opportunity Commission

General Education — Burbank Unified School District

Health and Safety/Child Development — Department of Social Services

Student Records — Family Policy Compliance Officer (FPCO), U.S. Department of Education
(20 USC 11138; CFR 300.510-511, 300.513; EC Sections 232, 262.3, 33031, 33032, 33381, 48985, 56000



access. If users encounter or observe violations in system or network security, they shall immediately report the
violation to the manager of that system, an administrator, or supervisor, and shall immediately exit that portion of
the system.

Employees should be aware that computer files and communications over electronic networks, including e-mail and
voice mail, are not private. These technologies shall not be used to transmit confidential information about students,
employees or district operations without authority.

To ensure proper use of the system, the Superintendent or designee may monitor the district's technological
resources, including e-mail and voice mail systems, at any time without advance notice or consent. If passwords are
used, they must be known to the Superintendent or designee so that he/she may have system access.

The Superintendent or designee shall establish administrative regulations which outline employee obligations and
responsibilities related to the use of district technology. He/she also may establish guidelines and limits on the use of
technological resources. Inappropriate use shall result in a cancellation of the employee's user privileges,
disciplinary action and/or legal action in accordance with law, Board policy and administrative regulations.

The Superintendent or designee shall provide copies of related policies, regulations and guidelines to all employees
who use the district's technological resources. Employees shall be asked to acknowledge in writing that they have
read and understood these policies, regulations and guidelines.

In the event that the use of an electronic resource affects the working conditions of one or more employees, the
Superintendent or designee shall notify the employees' exclusive representative. (BP 4040)

Burbank USD

Administrative Regulation

Solicitation Of Funds From And By Students
AR 1321

Community Relations

Students are prohibited from being required to pay a fee for participation in an educational activity offered by a
school or district that constitutes an integral fundamental part of elementary and secondary education, including, but
not limited to, co-curricular and extracurricular activities. (Education Code 49011 a,b)

No student shall be required to raise a specified amount of money in order to participate in an activity sponsored by
a school-connected organization.

As of the 2013-14 school year, any fundraising activities by students and or the seeking of donations and
contributions shall require written approval through the use of District form (see Exhibit: E 1321) at least 15
working days before the activity, by the principal or designee.

Any activities which expose students to dangers or hazards shall not be authorized.

Door-to-door solicitation by minors under the age of 16 may be permitted as follows in accordance with the
California Code of Regulations, Title 8, 11706:

1. Door-to-door selling within the meaning of Section 11706 shall include selling by such minors, either alone or in
pairs or teams, in parking lots or malls.

2. Minors under the age of 16 may not sell to passing motorists newspapers, candy, flowers, or other merchandise
or commodities from a fixed location on a street, highway, freeway island or divider, freeway on or off ramp, or
other side of a freeway or highway entrance or exit shoulder.

3. Minors under the age of 16 may not sell newspaper or magazine subscriptions, candy, cookies, flowers, or other



merchandise or commodities door-to-door unless all of the following conditions are met [LC 1296; 8 CCR 1170]:
a. Minors so engaged work in pairs, as a team, on the same or opposite side of the street

b. Minors so engaged must be supervised by an adult for each crew of 10 or fewer minors

c¢. Minors must be within the sight or sound of the adult supervisor at least once every 15 minutes

d. Minors must be returned to their respective homes or place of rendezvous daily after each day's activity






Bullying (Currently being reviewed by the Board of Education)
BP 5131.2

Bullying is a form of violence. The acts involve real or perceived imbalance of power with the more powerful
student, person, or group attacking those who are less powerful.

Bullying is subjecting a person to abusive actions. Typically, bullying behavior is unprovoked, intentional, and






(cf. 4331 - Staff Development)

Based on an assessment of bullying incidents at school, the Superintendent or designee may increase supervision
and security in areas where bullying most often occurs, such as classrooms, playgrounds, hallways, restrooms,
cafeterias.

Intervention

Students are encouraged to notify school staff when they are being bullied or suspect that another student is being



Discipline

Any student who engages in bullying on school premises, or off campus in a manner that causes or is likely to cause
a substantial disruption of a school activity or school attendance, shall be subject to discipline, which may include
suspension or expulsion, in accordance with district policies and regulations.

Any employee who permits or engages in bullying or retaliation related to bullying shall be subject to disciplinary
action, up to and including dismissal, in accordance with applicable collective bargaining agreements and Board
Policies.

(cf. 5138 - Conflict Resolution/Peer Mediation)

(cf. 5144 - Discipline)

(cf. 5144.1 - Suspension and Expulsion/Due Process)

(cf. 5144.2 - Suspension and Expulsion/Due Process (Students with Disabilities))
(cf. 6159.4 - Behavioral Interventions for Special Education Students)

Suicide Prevention (Currently being reviewed by the Board of Education)
AR 5141.52

Student identification cards shall include the National Suicide Prevention Lifeline telephone number and may also
include the Crisis Text Line and/or a local suicide prevention hotline telephone number. (Education Code 215.5)

Staff Development

Suicide prevention training shall be provided to teachers, counselors, and other district employees who interact with
students. The training shall be offered under the direction of a district counselor/psychologist and/or in cooperation
with one or more community mental health agencies.

(cf. 4131 - Staff Development)
(cf. 4231 - Staff Development)
(cf. 4331 - Staff Development)

Materials for training shall include how to identify appropriate mental health services at the school site and within
the community, and when and how to refer youth and their families to those services. Materials also may include
programs that can be completed through self-review of suitable suicide prevention materials. (Education Code 215)

Staff development shall include research and information related to the following topics:

1. The higher risk of suicide among certain groups, including, but not limited to, students who are bereaved
by suicide; students with disabilities, mental illness, or substance use disorders; students who are experiencing
homelessness or who are in out-of-home settings such as foster care; and students who are leshian, gay, bisexual,
transgender, or questioning youth

2. Individual risk factors such as previous suicide attempt(s) or self-harm, history of depression or mental
illness, family history of suicide or violence, feelings of isolation, interpersonal conflicts, a recent severe stressor or
loss, family instability, impulsivity, and other factors

(cf. 5131.6 - Alcohol and Other Drugs)

3. Warning signs that may indicate depression, emotional distress, or suicidal intentions, such as changes in
students' personality or behavior and verbalizations of hopelessness or suicidal intent

4. Protective factors that may help to decrease a student's suicide risk, such as resiliency, problem-solving
ability, access to mental health care, and positive connections to family, peers, school, and community



5. Instructional strategies for teaching the suicide prevention curriculum and promoting mental and emotional
health

6. School and community resources and services, including resources and services that meet the specific
needs of high-risk groups

(cf. 5141.6 - School Health Services)
(cf. 6164.2 -



(cf. 5141 - Health Care and Emergencies)



staff may receive assistance from school counselors or other mental health professionals in determining how best to
discuss the suicide or attempted suicide with students.

Any response to media inquiries shall be handled by the district-designated spokesperson who shall not divulge
confidential information. The district's response shall not sensationalize suicide and shall focus on the district's
postvention plan and available resources.

(cf. 1112- Media Relations)
After any suicide or attempted suicide by a student, the Superintendent or designee shall provide an opportunity for

all staff who responded to the incident to debrief, evaluate the effectiveness of the strategies used, and make
recommendations for future actions.



