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Introduction

• Importance of ASB Accounting

• Authority, Purpose, and General Principles

• Principal’s Responsibilities

• Management of ASB Funds

• Resources
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Why is Student Body Accounting Important?

• Total ASB Assets on 6/30/12:  $1,593,796

• Receipts in FY 2011‐12:  $2.96 million
• Close to $1.66 million at the six comprehensive high 
schools

• Majority of receipts are cash
• Risk for fraud
• Personal liability
• Many individuals involved requires strong internal 
controls
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Why is Student Body Accounting Important?

• Audit findings every year
• Failure to maintain adequate documentation and 
oversight

• Receipts lack supporting documentation
• e.g., No receipts issued or tally sheets maintained

• No evidence of review of financial statements or bank 
reconciliations

• Disbursements not preapproved or lack supporting 
documentation

• Don’t be an Audit Exception
• Reported by school name in the annual financial audit report 
presented to the District Governing Board and available to the 
public
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Legal Status of Student Body Organizations

• Defined by Education Code sections 48930 et seq
and Board Policy 3452

• A student body organization is not a political 
subdivision of the State and therefore does not have 
the status nor governmental immunity of a school 
district

• District Governing Board serves as the controlling 
authority for Student Body, similar to other district 
funds
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Purpose

• To promote the general welfare, morale, and 
educational experiences of the students
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General Principles

• Funds must be used to promote and finance a
program of worthwhile co‐curricular activities
BEYOND those provided by the District

• Fundraising projects must contribute to sound
educational principles and must not be in conflict with
the ideals of the educational program

• Funds must be expended for the benefit of those
students currently enrolled who have contributed to
the raising of the funds

• Large reserves are discouraged

• Prior approval by the Student Governing Body must
be obtained for both the raising and expenditure of
funds
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General Principles
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• Funds must be managed in accordance with sound 
business practices

• Competition with local business firms must be kept to 
a minimum

• Food sales on campus are limited, must not compete 
with the Nutrition Services program, and must meet 
nutritional requirements (Board Policy/Administrative 
Regulation 3554)

• ASB accounts are not a pass through for other funds 
or other organizations, including parent teacher 
groups and boosters



Principal’s Responsibilities 

• Principals are directly responsible for the proper 
conduct of student body activities and financial 
affairs in accordance with the policies and 
procedures established by the State, the District 
Governing Board, the Superintendent, and 
Business Services
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Principal’s Responsibilities

• The principal has the following responsibilities:

• To inform and explain policies and procedures
impacting the student body organization to the
faculty and students

• To ensure that a student council is established
and that each club has a certificated advisor
(applicable to organized ASB, grades 7‐12)

• To provide supervision to the school
controller/bookkeeper

• To review and approve the monthly bank
reconciliations and the financial statements
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Principal’s Responsibilities 

• The principal has the following responsibilities (cont.):

• To respond to the audits of student body funds

• To replace funds spent improperly in one of the 
following ways:

• If the expenditure is a legal expenditure of the 
District, the school may use some of its District 
funds to reimburse the student body organization

• If the expenditure is not a legal expenditure of the 
District, the Principal must reimburse the student 
body organization from their own personal funds

• To inform Accounting Services if a former principal 
authorized inappropriate expenditures

• To obtain proper approval for fundraising events 
and disbursements
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Principal’s Responsibilities 

• Signed disbursement requests                            
(Education Code section 48933 (b))

• The funds shall be expended subject to such 
procedure as may be established by the student 
body organization subject to the approval of each 
of the following three persons, which shall be 
obtained each time before any of the funds may   
be expended: an employee or official of the school 
district designated by the governing board, the 
certificated employee who is the designated 
adviser of the particular student body organization, 
and a representative of the particular student body 
organization
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Management of ASB Funds

• Receipts

• All money collected from any source must be
substantiated by auditable records (receipts, ticket
reconciliations, deposit forms, student lists, etc.)

• In auditing the funds and the related controls, auditors will
want to determine whether all of the money deposited was all
of the money that should have been deposited

• Without appropriate documentation, there is uncertainty and
potential for audit findings and fraud
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Management of ASB Funds

• Receipts

• Receipts should be issued or documentation created
every time cash transfers custody

• Cash should always be counted in the presence of two
people

• Each individual should document and sign off on the count

• This control is for everyone’s protection more than a means to
mitigate fraud

• Overages and shortages must be reported with as much
detail as possible
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Management of ASB Funds

• Receipts

• Cash receipts should be deposited timely

• If daily deposits are not feasible, money should be secured     
in a safe or other locked place

• A district‐wide courier schedule is being developed to 
eliminate staff transportation of funds to the bank

• More information will be distributed in the coming weeks 
regarding this new process
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Management of ASB Funds

• Disbursements

• Disbursements must be supported by the appropriate 
documents and authorized by the required individuals

• Requests must be submitted for prior approval by the 
student body organization or principal

• Student Body is not obligated to pay for an expenditure 
ordered by a teacher, student, or other person who has 
not first received authorization in the form of an 
approved disbursement request/purchase order
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Management of ASB Funds

• Disbursements

• Payments must be made only after evidence of
receipt of goods/services, supported by invoices,
using pre‐numbered checks signed by two individuals

• Payments should never be made directly from
receipts collected

• Gifts, donations, and cash awards are not allowable
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Management of ASB Funds

• Reconciliations and Financial Reports

• Ensure an adequate separation of duties so that any 
one individual does not have responsibility for 
preparing the documents and reconciling the  
accounts without appropriate review and oversight

• ASB financial reports should be reviewed by the 
principals and the clubs or classes
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Management of ASB Funds

• Cash controls are designed to help protect all
innocent parties from allegations of fraud as well
as help identify who has committed fraud

• In addition to the controls mentioned previously:
• Never leave money unattended
• Always retain duplicate cash count forms for the club’s records
• Whenever possible, have two people transport deposits
• Double check bank reconciliations, cancelled/cleared checks,
and check endorsements

• Compare the advisor’s copies of club transactions with the
financial reports

• Empower your ASB bookkeeper to question incorrect deposits
and improper authorizations for disbursement
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Management of ASB Funds

• PRIOR District Approval Required

• District Governing Board Approval
• Equipment purchases

• Student body is responsible for repair, maintenance, upkeep, and
insurance

• Responsibility for insurance is delegated to Business Services
as a part of our overall insurance coverage, but paid for by
ASB

• Solicitation on school premises (Education Code section 51520,
Board Policy/Administrative Regulation 1321)

• Fundraising projects
• Require prior approval by Governing Board or designee
(Education Code section 51521)

20



Management of ASB Funds

• PRIOR District Approval Required

• Accounting Department Approval
• Establishment of bank accounts
• Carryover greater than 20% of available balances

• Facility Support Services (FSS) Approval
• ASB funded facility improvements

• Must be coordinated and approved by FSS

• Contracts Office Approval
• Contracts over $5,000
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Management of ASB Funds

• Student Body Employees and Independent
Contractors

• Since the Student Body Fund is controlled by the
District Governing Board, the District is the employer,
not the student body organization

• Individuals hired to perform work for the student body
organization function under regulations, salary
schedules and benefits, et cetera, that apply to all
District employees and independent contractors
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Management of ASB Funds

• Illegal Fundraisers

• California Penal Code prohibits lottery, games of
chance, including BINGO, and other forms of gambling
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Contacts and Resources

• The above information only highlights the many
requirements, procedures, and best practices
related to ASB

• Our primary goal is to support you as a resource in
this work
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Contacts and Resources

• Accounting Services
• Unorganized ASB – Elementary, Middle, and Small High Schools
Elizabeth Arizanga   ArizangE@scusd.edu 916‐643‐7877 

• Organized ASB – Comprehensive High and Adult Schools
Lynne Geist  Lynne‐Geist@scusd.edu 916‐643‐7876

• ASB Policy
Amari Watkins  Amari‐Watkins@scusd.edu 916‐643‐7837

• District Student Body Procedures Manual

• Student Body Accounting Manual, Fraud Prevention
Guide and Desk Reference, FCMAT, 2012
http://wwwstatic.kern.org/gems/fcmat/ASBManual2012finalinteractiv.pdf
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Conclusion

• Questions?

• Thank you for your time and effort
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EDUCATION CODE 
SECTION 48930-48938 

48930.  Any group of students may organize a student body 
association within the public schools with the approval and subject 
to the control and regulation of the governing board of the school 
district. Any such organization shall have as its purpose the conduct 
of activities on behalf of the students approved by the school 
authorities and not in conflict with the authority and responsibility 
of the public school officials. Any student body organization may be 
granted the use of school premises and properties without charge 
subject to such regulations as may be established by the governing 
board of the school district. 

48931.  The governing board of any school district or any county 
office of education may authorize any pupil or adult entity or 
organization to sell food on school premises, subject to policy and 
regulations of the State Board of Education. The State Board of 
Education shall develop policy and regulations for the sale of food 
by any pupil or adult entity or organization, or any combination 
thereof, which shall ensure optimum participation in the school 
district's or the county office of education's nonprofit food service 
programs and shall be in consideration of all programs approved by 
the governing board of any school district or any county office of 
education. The policy and regulations shall be effective the first of 
the month following adoption by the State Board of Education. 
   Nothing in this section shall be construed as exempting from the 
California Uniform Retail Food Facilities Law (Chapter 4 (commencing 
with Section 113700) of Part 7 of Division 104 of the Health and 
Safety Code), food sales that are authorized pursuant to this section 
and that would otherwise be subject to the California Uniform Retail 
Food Facilities Law. 

48932.  The governing board of any school district may authorize any 
organization composed entirely of pupils attending the schools of 
the district to maintain such activities, including fund-raising 
activities, as may be approved by the governing board. 
   The governing board of any school district may, by resolution, 
authorize any student body organization to conduct fund-raising 
activities on school property during school hours provided that the 
governing board has determined that such activities will not 
interfere with the normal conduct of the schools. 

48933.  (a) The funds of any student body organization established 
in the public schools of any school district shall, subject to 
approval of the governing board of the school district, be deposited 
or invested in one or more of the following ways: 
   (1) Deposits in a bank or banks, or other institution, whose 
accounts are federally insured. 
   (2) Investment certificates or withdrawable shares in 
state-chartered savings and loan associations and savings accounts of 
federal savings and loan associations, provided those associations 
are doing business in this state and have their accounts insured by 
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the Federal Savings and Loan Insurance Corporation. 
   (3) Purchase of repurchase agreements issued by savings and loan 
associations or banks. 
   (4) Purchase of bonds, notes, bills, certificates, debentures, or 
any other obligations issued by the United States of America. 
   (5) Shares or certificates for funds received or any form of 
evidence of interest or indebtedness issued by any credit union in 
this state, organized under the provisions of Division 5 (commencing 
with Section 14000) of the Financial Code or the statutes of the 
United States relating to credit unions insured by the administrator 
of the National Credit Union Administration or a comparable agency as 
provided by a state government. 
   (b) The funds shall be expended subject to such procedure as may 
be established by the student body organization subject to the 
approval of each of the following three persons, which shall be 
obtained each time before any of the funds may be expended: an 
employee or official of the school district designated by the 
governing board, the certificated employee who is the designated 
adviser of the particular student body organization, and a 
representative of the particular student body organization. 

48934.  The funds of a student body organization established in the 
public schools for kindergarten and grades 1 to 6, inclusive, of any 
school district maintaining kindergarten and grades 1 to 6, 
inclusive, may be used to finance activities for noninstructional 
periods or to augment or to enrich the programs provided by the 
district. 

48936.  In addition to deposit or investment pursuant to Section 
48933, the funds of a student body organization may be loaned or 
invested in any of the following ways: 
   (a) Loans, with or without interest, to any student body 
organization established in another school of the district for a 
period not to exceed three years. 
   (b) Invest money in permanent improvements to any school district 
property including, but not limited to, buildings, automobile parking 
facilities, gymnasiums, swimming pools, stadia and playing fields, 
where such facilities, or portions thereof, are used for conducting 
student extracurricular activities or student spectator sports, or 
when such improvements are for the benefit of the student body. Such 
investment shall be made on condition that the principal amount of 
the investment plus a reasonable amount of interest thereon shall be 
returned to the student body organization as provided herein. Any 
school district approving such an investment shall establish a 
special fund in which moneys derived from the rental of school 
district property to student body organizations shall be deposited. 
Moneys shall be returned to the student body organization as 
contemplated by this section exclusively from such special fund and 
only to the extent that there are moneys in such special fund. 
Whenever there are no outstanding obligations against the special 
fund, all moneys therein may be transferred to the general fund of 
the school district by action of the local governing board. 
   Two or more student body organizations of the same school district 
may join together in making such investments in the same manner as 
is authorized herein for a single student body. Nothing herein shall 
be construed so as to limit the discretion of the local governing 
board in charging rental for use of school district property by 
student body organizations as provided in Section 48930. 
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48937.  The governing board of any school district shall provide for 
the supervision of all funds raised by any student body or student 
organization using the name of the school. 
   The cost of supervision may constitute a proper charge against the 
funds of the district. 
   The governing board of a school district may also provide for a 
continuing audit of student body funds with school district 
personnel. 
 
 
 
48938.  In schools or classes for adults, regional occupational 
centers or programs, or in elementary, continuation, or special 
education schools in which the student body is not organized, the 
governing board may appoint an employee or official to act as trustee 
for student body funds and to receive these funds in accordance with 
procedures established by the board. These funds shall be deposited 
in a bank, a savings and loan association, a credit union, or any 
combination of these financial institutions, approved by the board 
and shall be expended subject to the approval of the appointed 
employee or official and also subject to the procedure that may be 
established by the board. 
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Sacramento City USD |  BP  3452  Business and Noninstructional Operations 

Student Activity Funds   

Student organizations may raise and spend money in order to promote the general welfare, morale and 
educational experiences of the students. Student funds shall finance worthwhile activities which go 
beyond those provided by the district. Minutes shall be kept of student organization meetings and 
shall properly reflect all financial activities.

(cf. 1321 - Solicitation of Funds from and by Students)

(cf. 3554 - Other Food Sales)

Student funds shall be managed in accordance with sound business procedures, documented in the 
district's Student Body Procedures Manual, designed to encourage the largest possible educational 
return to students without sacrificing the safety of funds or exposing students to undue responsibility 
or unnecessary routine.

With Governing Board approval, student funds shall be held or invested in one of the ways allowed 
by law. (Education Codes 48933, 48936)

Student funds shall be disbursed according to procedures established by the district's Student Body 
Procedures Manual.

The principal or designee shall be responsible for the proper conduct of all student organization 
financial activities. The Superintendent or designee shall periodically review the organizations' 
general financial structures and accounting procedures.

The Board shall provide an annual audit of student accounts by a certified public accountant or 
licensed public accountant. Auditing cost shall be paid from district funds. (Education Code 41020)

Legal Reference:

EDUCATION CODE

41020 Requirement for annual audit

48930-48938 Student body organization

Policy SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

adopted: November 16, 1998 Sacramento, California

revised: November 5, 2001
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Sacramento City USD |  3000 |  BP  3554  Business and Noninstructional Operations 

Other Food Sales   

The sale of food items and beverages outside the district's food services program, including, but not limited to 
sales by student or adult organizations, sales through vending machines and/or sales at secondary school student 
stores for fundraising purposes shall meet nutritional standards specified in law, Governing Board policy and 
administrative regulations and shall not impair student participation in the district's food service program nor be 
sold in food service areas during breakfast and lunch periods.

(cf. 3550 - Food Service/Child Nutrition Program)

Sanitation and safety procedures shall comply with the requirements of the California Uniform Retail Food 
Facilities Law as set forth in Health and Safety Code 113700-114455.

(cf. 3551 - Food Service Operations/Cafeteria Fund)

(cf. 3553 - Free and Reduced Price Meals)

Food sales are prohibited one-half hour before school begins until one-half hour after school ends, unless the 
organization is legally organized as a nonpartisan, charitable organization, the purpose of the solicitation is 
nonpartisan and charitable, and the solicitation has been approved in accordance with Board policy. (Education 
Code 51520)

(cf. 1230 - School-Connected Organizations)

(cf. 1321 - Solicitations of Funds from and by Students)

The district will encourage and support healthy eating habits by providing balanced, appealing, and nutritious 
foods and beverages at every site based on recommendations of the nutrition task force.

Legal Reference:

EDUCATION CODE

38085 Sale of specified food items

48931 Authorization and sale of food

49430-49436 Pupil Nutrition, Health, and Achievement Act of 2001

51520 School premises; prohibited solicitations

CODE OF REGULATIONS, TITLE 5

15500 Food sales in elementary schools

15501 Sales in high schools and junior high schools

15575-15578 Requirements for foods and beverages outside federal meals program

HEALTH AND SAFETY CODE

113700-114455 California Uniform Retail Food Facilities Law, including:

114200-114245 Vending machines

UNITED STATES CODE, TITLE 42

1751-1769h National School Lunch Act
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1771-1791 Child Nutrition

CODE OF FEDERAL REGULATIONS, TITLE 7

210.1-210.31 National School Lunch Program

220.1-220.21 National School Breakfast Program

Management Resources:

CSBA PUBLICATIONS

Healthy Food Policy Resource Guide, 2003

CDC PUBLICATIONS

School Health Index for Physical Activity and Healthy Eating: A Self-Assessment and Planning Guide for 
Elementary and Middle/High Schools, 2000

NASBE PUBLICATIONS

Fit, Healthy and Ready to Learn, 2000

USDA PUBLICATIONS

Team Nutrition, Food and Nutrition Services, Changing the Scene, Improving the School Nutrition Environment: 
A Guide to Local Action, 2000

FCMAT PUBLICATIONS

Associated Student Body Accounting Manual and Desk Reference, 2002

WEB SITES

CSBA: http://www.csba.org

CDE, Nutrition Services Division/SHAPE California: http://www.cde.ca.gov/nsd

California Project LEAN (Leaders Encouraging Activity and Nutrition): http://www.californiaprojectlean.org

California Healthy Kids Resource Center: http://www.californiahealthykids.org

Fiscal and Crisis Management Assistance Team: http://www.fcmat.org

California Association of School Business Officials: http://www.casbo.org

National School Boards Association: http://www.schoolhealth@nsba.org

National Association of State Boards of Education (NASBE): http://www.boards@nasbe.org

US Dept. of Agriculture, Food and Nutrition Information Center (FNIC): http://www.nal.usda.gov/fnic

Policy SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

adopted: November 16, 1998 Sacramento, California

approved: August 5, 2004
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Sacramento City USD |  3000 |  AR  3554  Business and Noninstructional Operations 

Other Food Sales    

Effective July 1, 2004, the Superintendent or designee shall ensure that all beverage and food sales 
held by school-related groups, including but not limited to students, teachers, parents/guardians and 
booster groups, at least one-half hour before school begins until one-half hour after school ends--shall 
be in compliance with state and federal regulations and the nutrition standards set forth by 
Administrative Regulations 3554. This includes but is not limited to the student stores, al-la-carte 
sales, snack bars, fundraisers, and vending machines.

Such food sales shall not impair student participation in the district's food service program. The sale 
of foods during meal periods in food service areas shall be allowed only if all income from the sale, 
including the sale of approved foods or drinks from vending machines, accrues to the benefit of the 
school, the school food service program, or the student organization(s) sponsoring the sale. (7 CFR 
210.11, 220.12) 

The Child Nutrition and Physical Activity Advisory Committee (CNPAAC) will annually review 
district nutritional standards; update the list of pre-approved foods and beverages; and provide the 
approved list to schools.

(cf. 1230 - School-Connected Organizations)

(cf. 1321 - Solicitation of Funds from and by Students)

(cf. 3550 - Food Service/Child Nutrition Program)

Elementary School Nutritional Standards

Elementary school nutritional standards are as follows:

1. Promote fruit and vegetables and make them available at all locations where food is sold.

2. Sell foods that meet the following standards for fat and sugar:

a. Total calories from fat shall not exceed 35 percent per food item, excluding nuts or seeds

b. Total calories from fat shall not to exceed 10 percent per food item

c. Total sugar by weight shall not exceed 35 percent per food item, excluding fruits or vegetables 

3. Ensure that portion sizes of entrees and side dishes offered for sale meet National School Lunch 
and School Breakfast guidelines.

4. The approved list of beverages sold at schools include: 

a. Water

b. Milk--Not to exceed 1% fat except in special childcare programs.

c. Fruit and Vegetable Juice

(1) 50%-100% strength fruit and/or vegetable juice

(2) Not to exceed 12-ounce servings
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(3) No added sweetener 

Elementary School Fundraising

An elementary school may permit the sale of food and beverage items that do not meet the standards 
recommended above only if the items are sold by students of the school and the sale of food items 
takes place off school premises or takes place at least one-half hour before the beginning of the school 
day and/or one-half hour after the end of the school day. (Education Code 49431)

In addition, up to a maximum of four days per school per year, an elementary school may designate 
organizations to conduct the sale of any food and beverage items that do not meet the standards 
recommended above. (5CCR 15500)

Middle School Nutritional Standards

Middle school nutritional standards are as follows:

1. Promote fruit and vegetables and make them available at all locations where food is sold.

2. Sell foods that meet the following standards for fat and sugar:

a. Total calories from fat shall not exceed 35 percent per food item, excluding nuts or seeds

b. Total calories from fat shall not to exceed 10 percent per food item

c. Total sugar by weight shall not exceed 35 percent per food item, excluding fruits or vegetables

3. Ensure that portion sizes of entrees and side dishes offered for sale meet National School Lunch
and School Breakfast guidelines.

4. The approved list of beverages sold at schools include:

a. Water

b. Milk--Not to exceed 1% fat except in special childcare programs.

c. Fruit and Vegetable Juice

(1) 50%-100% strength fruit and/or vegetable juice

(2) Not to exceed 12-ounce servings

(3) No added sweetener

d. Electrolyte replacement beverages shall also meet these nutritional standards:

(1) Not to exceed 42 grams of added sweetener per 20-ounce serving

(2) Not to exceed 20-ounce servings

Middle School Fundraising

A middle school may permit the sale of food and beverage items that do not meet the standards 
recommended above if the sale occurs during a school-sponsored event and takes place at the location 
of the event at least one-half hour before the beginning of the school day and/or one-half hour after 
the end of the school day. 
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A middle school may permit the sale of food and beverage items in vending machines, student stores, 
cafeterias and other venues that do not meet the standards above if the sale occurs at least one-half 
hour before the beginning of the school day and/or one-half hour after the end of the school day. 
(Education Code 49431)

In the middle schools, only one organization each school day may sell no more than three types of 
food or beverage items that do not meet the above nutritional standards from one-half hour before 
school begins until one-half hour after school ends. In addition, up to four days during the school year 
may be designated on which organizations may conduct the sale of any food and beverage items. (5 
CCR 15501)

High School Nutritional Standards

High school nutritional standards are as follows:

1. Promote fruit and vegetables and make them available at all locations where food is sold.

2. Sell foods that meet the following standards for fat and sugar:

a. Total calories from fat shall not exceed 35 percent per food item, excluding nuts or seeds

b. Total calories from fat shall not to exceed 10 percent per food item

c. Total sugar by weight shall not exceed 35 percent per food item, excluding fruits or vegetables

3. Ensure that portion sizes of entrees and side dishes offered for sale meet National School Lunch
and School Breakfast guidelines.

4. The approved list of beverages sold at schools include:

a. Water

b. Milk--Not to exceed 1% fat except in special childcare programs.

c. Fruit & Vegetable Juice

(1) 50%-100% strength fruit and/or vegetable juice

(2) Not to exceed 12-ounce servings

(3) No added sweetener 

d. Electrolyte replacement beverages shall also meet these nutritional standards:

(1) Not to exceed 42 grams of added sweetener per 20-ounce serving 

(2) Not to exceed 20-ounce servings

All high schools will be required to incrementally reduce the amount of foods and beverages that do 
not meet the above nutritional standards sold from one-half hour before the school day begins until 
one-half hour after the school day ends by 40% each year over a period of 2 years. At the end of two 
years, 80% of the foods and beverages sold will comply with the High School Nutritional Standards.

High School Fundraising
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A high school may permit the sale of food and beverage items that do not meet the above standards if 
the sale occurs during a school-sponsored event and takes place at the location of the event at least 
one-half hour before the beginning of the school day and/or one-half hour after the end of the school 
day. 

A high school may permit the sale of food and beverage items in vending machines, student stores, 
cafeterias and other venues that do not meet the above standards if the sale occurs at least one-half 
hour before the beginning of the school day and/or one-half hour after the end of the school day. 
(Education Code 49431)

In high schools, only one organization each school day may sell no more than three types of food or 
beverage items that do not meet the above nutritional standards from one-half hour before school 
begins until one-half hour after school ends. In addition, up to four days during the school year may 
be designated on which any number of organizations may conduct the sale of any food and beverage 
items. (5 CCR 15501)

Regulation SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

approved: November 16, 1998 Sacramento, California

approved: August 5, 2004
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Sacramento City USD |  3000 |  E  3554  Business and Noninstructional Operations 

Other Food Sales    

EDUCATION CODE 39876

SALE OF SPECIFIED FOOD ITEMS

Other than foods reimbursed under 42 USC 1751 et seq. and 42 USC 1771 et seq., a minimum of 50 
percent of the items offered for sale each school day at any school site by any entity or organization 
during regular school hours shall be selected from the following list:

1. Milk and dairy products, including cheese, yogurt, frozen yogurt and ice cream

2. Full-strength fruit and vegetable juices and fruit drinks containing 50 percent or more full-strength
fruit juice, and fruit nectars containing 35 percent or more full-strength fruit juice

3. Fresh, frozen, canned and dried fruits and vegetables

4. Nuts, seeds and nut butters

5. Nonconfection grain products, as defined by regulation of the United States Food and Drug
Administration, including crackers, bread sticks, tortillas, pizza, pretzels, bagels, muffins and popcorn

6. Meat, poultry and fish, and their products, including beef jerky, tacos, meat turnovers, pizza, chili
and sandwiches

7. Legumes and legume products, including bean burritos, chili beans, bean dip, roasted soy beans and
soups

8. Any foods which would qualify as one of the required food components of the Type A lunch which
is defined in and reimbursable under the National School Lunch Act (42 USC 1751 et seq.)

For the purposes of this section, "item" shall be defined as each separate kind of food offered for sale 
as a separate unit.

Exhibit SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

version: June 11, 2002 Sacramento, California

____________________________________________________________________

CODE OF FEDERAL REGULATIONS, TITLE 7

APPENDIX B TO PART 210

Categories of Foods of Minimal Nutritional Value

1. Soda Water: A class of beverages made by absorbing carbon dioxide in potable water. The amount
of carbon dioxide used is not less than that which will be absorbed by the beverage at a pressure of 
one atmosphere and at a temperature of 60 degrees Fahrenheit. It either contains no alcohol or only 
such alcohol, not in excess of 0.5 percent by weight of the finished beverage, as is contributed by the 
flavoring ingredient used. No product shall be excluded from this definition because it contains 
artificial sweeteners or discrete nutrients added to the food such as vitamins, minerals and protein.
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2. Water Ices: As defined by 21 CFR 135.160 Food and Drug Administration Regulations except that
water ices which contain fruit or fruit juices are not included in this definition

3. Chewing Gum: Flavored products from natural or synthetic gums and other ingredients which form
an insoluble mass for chewing

4. Certain Candies: Processed foods made predominantly from sweeteners or artificial sweeteners
with a variety of minor ingredients which characterize the following types:

a. Hard Candy: A product made predominantly from sugar (sucrose) and corn syrup which may be
flavored and colored, is characterized by a hard, brittle texture, and includes such items as sour balls, 
fruit balls, candy sticks, lollipops, starlight mints, after dinner mints, sugar wafers, rock candy, 
cinnamon candies, breath mints, jaw breakers, and cough drops

b. Jellies and Gums: A mixture of carbohydrates which are combined to form a stable gelatinous
system of jelly-like character, and are generally flavored and colored, and include gum drops, jelly 
beans, jellied and fruit- flavored slices

c. Marshmallow Candies: An aerated confection composed of sugar, corn syrup, invert sugar, 20
percent water, and gelatin or egg white to which flavors and colors may be added

d. Fondant: A product consisting of microscopic-sized sugar crystals which are separated by a thin
film of sugar and/or invert sugar in solution, such as candy corn or soft mints

e. Licorice: A product made predominantly from sugar and corn syrup which is flavored with an
extract made from the licorice root

f. Spun Candy: A product that is made from sugar that has been boiled at high temperature and spun
at a high speed on a special machine

g. Candy Coated Popcorn: Popcorn which is coated with a mixture made predominantly from sugar
and corn syrup

Exhibit SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

version: June 11, 2002 Sacramento, California

_____________________________________________________________________

CODE OF REGULATIONS, TITLE 5

FOOD SALES BY STUDENT ORGANIZATIONS

15500. Food Sales in Elementary Schools

(a) Except as provided in subsection (b) and Section 15501, no school providing kindergarten or any 
grades one through eight shall permit the sale of food by pupil organizations if such school is 
participating in the National School Lunch, School Breakfast or Food Distribution program.

(b) The Governing Board of a school district or a County Superintendent of Schools may permit a 
student organization to sell not more than one food item per sale when all of the following conditions 
are met:

(1) The specific nutritious food item is approved by the Governing Board.
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(2) The food sales do not begin until after the close of the regularly scheduled midday food service 
period.

(3) The sales during the regular school day are not of food items prepared on the premises.

(4) There are no more than four such sales per year per school.

(5) The food item sold is a dessert type food, such as pastry, ice cream or fruit.

(6) The food item sold is not one sold in the food service program at that school during that school 
day.

15501. Sales in High Schools and Junior High Schools

The Governing Board of any district or a County Superintendent of Schools maintaining a high school 
or a junior high school may permit an organization consisting solely of pupils of such school to sell 
food items during or after the regular school day if the following conditions are met:

(a) The specific nutritious food items are approved by the Governing Board.

(b) A student organization or organizations may be approved to sell food anytime during the school 
day, including the regularly scheduled food service period(s), as provided in (1) and/or (2):

(1) Only one such organization each school day selling no more than three types of food or beverage 
items such as confections, popcorn, nuts, fruit or soft drinks; and/or

(2) Any one or more student organizations may conduct no more than four food sales of any food 
items during a school year in each school, but such sales shall be held on the same four days for any 
or all organizations.

(c) The sales during the regular school day are not of food prepared on the premises.

(d) The food items sold during the regular school day are not those sold by the district in the food 
service program at that school during that school day.

Exhibit SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

version: June 11, 2002 Sacramento, California
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EDUCATION CODE 
SECTION 51520-51521 

51520.  (a) During school hours, and within one hour before the time 
of opening and within one hour after the time of closing of school, 
pupils of the public school shall not be solicited on school premises 
by teachers or others to subscribe or contribute to the funds of, to 
become members of, or to work for, any organization not directly 
under the control of the school authorities, unless the organization 
is a nonpartisan, charitable organization organized for charitable 
purposes by an act of Congress or under the laws of the state, the 
purpose of the solicitation is nonpartisan and charitable, and the 
solicitation has been approved by the county board of education or by 
the governing board of the school district in which the school is 
located. 
   (b) A licensed dentist who provides voluntary dental health 
screening programs for pupils on school premises, shall not solicit a 
pupil, or the pupil's parent or guardian, or encourage, or advise 
treatment or consultation for the pupil by the licensed dentist, or 
any entity in which the licensed dentist has a financial interest, 
for any condition discovered in the course of the dental health 
screening. It is the intent of the Legislature that no licensed 
dentist use voluntary dental health screening programs for the 
generation of referrals or for financial benefit. The Legislature 
does not intend to deny or limit freedom of choice in the selection 
of an appropriate dental provider for treatment or consultation. 
   (c) A licensed optometrist who provides voluntary vision testing 
programs for pupils on school premises, shall not solicit a pupil, or 
the pupil's parent or guardian, or encourage, or advise treatment or 
consultation for the pupil by the licensed optometrist, or any 
entity in which the licensed optometrist has a financial interest, 
for any condition discovered in the course of the vision testing. It 
is the intent of the Legislature that no licensed optometrist use 
voluntary vision testing programs for the generation of referrals or 
for financial benefit. The Legislature does not intend to deny 
freedom of choice in the selection of an appropriate vision care 
provider for treatment or consultation. 
   (d) Nothing in this section shall be construed as prohibiting the 
solicitation of pupils of the public school on school premises by 
pupils of that school for any otherwise lawful purpose. 

51521.  No person shall solicit any other person to contribute to 
any fund or to purchase any item of personal property, upon the 
representation that the money received is to be used wholly or in 
part for the benefit of any public school or the student body of any 
public school, unless such person obtains the prior written approval 
of either the governing board of the school district in which such 
solicitation is to be made or the governing board of the school 
district having jurisdiction over the school or student body 
represented to be benefited by such solicitation, or the designee of 
either of such boards. 
   The prohibitions of this section shall not apply with respect to 
any solicitation or contribution the total proceeds of which are 
delivered to a public school, nor to a solicitation of a transfer to 
be effected by a testamentary act. 
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Sacramento City USD |  1000 |  BP  1321  Community Relations 

Solicitation Of Funds From And By Students    

Schools should encourage an adult to accompany students going door-to-door soliciting on behalf of a district or 
school for fund raising or other purposes.

Solicitations on Behalf of Charitable Organizations

The Governing Board recognizes that participation in fund-raising for nonprofit, nonpartisan charitable 
organizations can help students develop a sense of social responsibility.

When approved in advance by the Board, funds may be solicited or materials distributed for those nonprofit, 
nonpartisan organizations that are properly chartered or licensed by state or federal law. (Education Code 51520)

Solicitations on Behalf of the School

With the approval of the Superintendent or designee, official school-related organizations may organize fund-
raising events involving students.

(cf. 1230 - School-Connected Organizations)

All Solicitations

Whether solicitations are made on behalf of the school or on behalf of another charitable organization, the Board 
particularly desires that no students shall be made to feel uncomfortable or pressured to provide funds. Staff is 
expected to emphasize the fact that donations are always voluntary. No students shall be barred from an activity 
because they did not participate in fund-raising.

Legal Reference:

EDUCATION CODE

51520 Prohibited solicitations on school premises (except such nonpartisan, charitable organizations as approved 
by the governing board)

51521 Unlawful solicitations of contribution or purchase of personal property for benefit of public school or 
student body; exception

BUSINESS AND PROFESSIONS CODE

17510-17510.7 Charitable solicitations

REVENUE AND TAX CODE

6361 Sales tax exemption for certain sales

CODE OF REGULATIONS, TITLE 8

11706 Dangerous activities and occupations

Policy SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

adopted: November 16, 1998 Sacramento, California

revised: November 5, 2001
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Sacramento City USD |  1000 |  AR  1321  Community Relations 

Solicitation Of Funds From And By Students   

All selling or soliciting activities must be approved at least 15 days before the activity. If the event 
involves a contract with a commercial vendor, the contract shall be reviewed by the Superintendent or 
designee.

In order to minimize interruptions to regularly scheduled instruction, staff shall limit fund-raising 
activities to appropriate time periods designated by the principal.

(cf. 6116 - Classroom Interruptions)

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

Students making solicitations on behalf of the school or for school-related projects are expected to be 
courteous and respectful towards all individuals and businesses, whatever the outcome of the 
solicitation may be.

Door-to-Door Sales

The California Code of Regulations, Title 8, Section 11706 allows minors under 16 to engage in door-
to-door sales only under the following conditions:

1. The minors must work in pairs, as a team, on the same or opposite side of the street.

2. The minors must be supervised by an adult, with one adult for every crew of 10 or fewer minors.

3. The minors must be within the sight or sound of their adult supervisor at least once every 15
minutes.

4. The minors must be returned to their respective homes or meeting places after each day's work.

Letters sent to parents/guardians regarding such activities may include the following additional 
suggestions:

1. Students should not be out after dark selling or soliciting funds for school activities.

2. Students are not to sell or solicit funds outside of their immediate neighborhood.

Regulation SACRAMENTO CITY UNIFIED SCHOOL DISTRICT

approved: November 16, 1998 Sacramento, California

reviewed: June 11, 2002
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Understanding�SACS�Reports�
and�Compliace��

Sponsored�by����������������
Budget�Services

August�13,�2013

1

• What�is�Standardized�Account�
Code�Structure�(SACS)?

• Why�do�we�use�SACS?

2



2

SACS�Components�or�“Code�String”

• AA�BBBB�C�DDDD�EE�FFFF�GGGG�HHH�IIII�JJJ�
• A�� Fund�– 2�digit
• B�� Resource – 4�digit
• C�� Project�Year�– 1�digit
• D�� Object�– 4�digit
• E�� Unit�– 2�digit
• F�� Goal�– 4�digit
• G�� Function�– 4�digit
• H�� Responsibility – 3�digit
• I�� Location�– 4�digit
• J�� Reserved�for�Future�use – 3�digit
• 31�Digits,�10�fields�(columns)
• All�are�important;�RESOURCE�and�OBJECT�will�be�the�focus

3

• The�Fund�is�an�accounting�entity�with�a�self�balancing�set�of�
accounts�recording�financial�resources�and�liabilities

• It�is�like�a�separate�banking�account

– The�General�Fund�(01)�is�used�for�school�site�revenue�and�
expenses

– The�Charter�Fund�(09)�is�used�for�dependent�charter�school�
site�revenue�and�expenditures

4

Fund



3

Resource

• The�Resource�tracks�revenues�that�have�restrictions�on�how�
funds�are�to�be�spent

– Also�tracks�activities�that�have�financial�reporting�
requirements.

• Separates�Restricted�from�Unrestricted�funds

– Restricted�funds�have�“strings�attached”

• Must�be�spent�according�to�certain�criteria�or�“rules”

– Unrestricted�may�be�spent�on�general�expenses

• Unrestricted�resources�are�numbered�0000�0999

• Unrestricted�resources�that�require�reporting�or�
special�reporting�are�numbered�1000�1999

• Restricted�resources�are�2000�9999

– Also�called�“categorical”
5

Object

Classifies�expenditures�by�items�purchased�or�services�obtained:

1000��1999�=�Certificated�Salaries
2000�2999�=�Classified�Salaries
3000�3999�=�Employee�Benefits
4000�4999�=�Books�and�Supplies
5000�5999�=�Services�and�Other�Operating�Expenses
6000�6999�=�Capital�Outlay�(Above�$5,000�per�item)

Object�codes�identify�expenditure�accounts

6



4

Other�Components�in�the�“Code�String”

Used�to�provide�more�information:

• Unit�– identifies�the�bargaining�unit
• Goal�– defines�instructional�setting�or�population
• Function�– defines�type�of�activity
• Responsibility�– defines�the�administrator�that�is�����

responsible�for�these�funds
• Location�– Designates�a�specific�physical�

school�structure�or�department

Function�Code�2495�=�Parent�Participation
7

SACS/Escape�Reports
Column�Headings:

Adopted�Budget
As�approved�by�the�Board�by�June�30�and�does�not�change.

Revised�Budget
Budget�at�the�time�the�report�is�run�(this�column�will
constantly�change).

Encumbrances
“Promises”�to�pay�for�salary�or�other�commitments�(they�
cease�to�be�encumbrances�when�paid�and�become�
expenditures).

8
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SACS/Escape�Reports

Column�Headings�continued:

Expenditure
Actual�payments�and�charges�incurred.

Account�Balance
Revised�budget�minus�encumbrances�minus
expenditure.�Available�funds�to�spend�as�of�a�specific�

period�in�time.
�May�see�negative�amounts�� don’t�panic!

9

Report�Sample
• Account�Component�Summary�Balance�– Fiscal16

10
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Report�Sample

• Account�Summary�by�Object�Balance�– Fiscal02

11

Report�Sample

• Account�Balance�Transaction�Detail�by�Object�– Fiscal03

12
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Budget�Services�Team

13

14
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THANK�YOU!

15







Sacramento City Unified School District

 2013-14 BUDGET SERVICES

Staff AssignmentsEffective: July 1, 2013

- Site/Department Budgets - Site/Department Budgets - ATTENDANCE ACCOUNTING/REPORTING - Site/Department Budgets

- Site/Department Position/Per Diem Reqs - Site/Department Position/Per Diem Reqs - Site/Department Budgets - Site/Department Position/Per Diem Reqs

- Site/Department On-Line Approvals - Site/Department On-Line Approvals - Site/Department Position/Per Diem Reqs - Site/Department On-Line Approvals

- One Stop Staffing - One Stop Staffing - Site/Department On-Line Approvals - One Stop Staffing

- Noon Duty Tracking - Noon Duty Tracking - One Stop Staffing - Noon Duty Tracking

- Sub Sheets - Sub Sheets - Noon Duty Tracking - Sub Sheets

- Billing Forms (Catering, Trans,  Security) - Billing Forms (Catering, Trans,  Security) - Sub Sheets - Billing Forms (Catering, Trans,  Security)

- Grants (Budget set up/Aprvls/Rpts) - Grants (Budget set up/Aprvls/Rpts) - Billing Forms (Catering, Trans,  Security) - Grants (Budget set up/Aprvls/Rpts)

- Labor Statements - Labor Statements - Grants (Budget set up/Aprvls/Rpts) - Labor Statements

- Superintendent's Priority Schools (P) - Superintendent's Priority Schools (P) - Labor Statements - Superintendent's Priority Schools (P)

ELEMENTARY/K-8 ELEMENTARY/K-8 ELEMENTARY/K-8 ELEMENTARY/K-8

0173 ALICE BIRNEY WALDORF-INSPIRED K-8 0029 BRET HARTE 0097 ABRAHAM LINCOLN 0037 CAROLINE WENZEL

0035 CAMELLIA BASIC 0350 GENEVIEVE DIDION  K-8 0032 CALEB GREENWOOD  K-8 0098 CESAR CHAVEZ INTERMEDIATE

0108 ETHEL I. BAKER 0142 HOLLYWOOD PARK 0110 ETHEL PHILLIPS 0059 DAVID LUBIN

0139 H. W. HARKNESS 0235 MARK TWAIN 0144 HUBERT H. BANCROFT 0100 EDWARD KEMBLE

0277 PETER BURNETT 0265 OAK RIDGE (P) 0146 ISADOR COHEN 0117 FATHER KEITH B. KENNY (P)

0101 SUSAN B. ANTHONY 0354 SUTTERVILLE 0151 LEONARDO DA VINCI  K-8 0163 JOHN CABRILLO

0363 THEODORE JUDAH 0267 O. W. ERLEWINE 0168 JOHN D. SLOAT

0384 WILLIAM LAND 0269 PACIFIC 0262 NICHOLAS

0272 PARKWAY

MIDDLE MIDDLE MIDDLE MIDDLE

0431 FERN BACON BASIC (P) 0415 CALIFORNIA 0410 ALBERT EINSTEIN 0480 SAM BRANNAN

0420 ROSA PARKS (P)

0495 WILL C. WOOD (P)

HIGH HIGH HIGH

0525 JOHN F. KENNEDY 0562 ACCELERATED ACADEMY 0557 SCHOOL OF ENGINEERING & SCIENCE 0571 CAPITAL CITY SCHOOL

0530 LUTHER BURBANK 0520 HIRAM JOHNSON (P) 0540 ROSEMONT

0521 WEST CAMPUS

CENTRAL CENTRAL CENTRAL CENTRAL

0712 AREA ASSISTANT SUPERINTENDENTS 0717 LEGAL COUNSEL 0757 STUDENT FAMILY ASSISTANCE CNTR 0715 CHILDREN'S CENTERS

0716 AREA ASSISTANT SUPERINTENDENTS 0730 ACADEMIC ACHVMNT/SUM SCH 0806 FACILITIES PLANNING & CONSTR 0724 MUSIC SECTION

0718 ATTENDANCE AND DROPOUT PREV. 0740 ENROLLMENT CENTER 0807 DISTRICT OPERATIONS 0727 MULTILINGUAL/MULTICULTURAL MED

0718 CHIEF ACCOUNTABILITY OFFICE 0759 TRUANCY & PUBLIC SAFETY 0815 ADMINISTRATION BUILDING 0728 MATERIALS DEVELOPMENT LAB

0720 AREA ASSISTANT SUPERINTENDENTS 0760 STUDENT SERVICES/ALTERNATIVE ED 0821 SAFE SCHOOLS OFFICE 0729 TARGETED INSTR. IMPR. PROG

0721 CHIEF ACADEMIC OFFICE 0772 EMPLOYEE COMPENSATION 0822 BLDNG & GROUNDS 0734 EDUCATIONAL TECHNOLOGY

0735 FAMILY & COMMUNITY ENGAGEMENT 0800 ADMINISTRATIVE SERVICES 0823 SECURITY SERVICES 0737 CURRICULUM & PROF DEVLMNT

0743 OFFICE OF INNOVATION 0802 ACCOUNTING SERVICES 0824 OPERATIONS SERVICES 0739 LINKED LEARNING

0745 MATRICULATION & ORIENTATION CNTR 0804 BUDGET SERVICES 0842 REPRODUCTION 0754 GATE

0810 NUTRITION SERVICES 0840 RISK MANAGEMENT 0844 TRANSPORTATION 0808 INFORMATION SERVICES

0835 DISTRIBUTION SERVICES ALL CHILDREN CENTER RESOURCES

- ATTENDANCE ACCOUNTING/REPORTING - Site/Department Budgets - Budget Development - STAFF SUPERVISION

- Site/Department Budgets - Site/Department Position/Per Diem Reqs - Charter Billing/Oversight - BALANCING 5700'S

- Site/Department Position/Per Diem Reqs - Site/Department On-Line Approvals - CON APPS - BUDGET REVISIONS

- Site/Department On-Line Approvals - One Stop Staffing - J90 Report - CAT FORM (Categorical Audited Actuals)

- One Stop Staffing - Noon Duty Tracking - R30 Report - DRAW DOWNS

- Noon Duty Tracking - Sub Sheets - Salary Projections - REVENUE

- Sub Sheets - Billing Forms (Catering, Trans,  Security) - Year End Closing - UNASSIGN POSITION REQS.

- Billing Forms (Catering, Trans,  Security) - Grants (Budget set up/Aprvls/Rpts) - Labor Statements - WORKING OUT OF CLASS FORMS

- Grants (Budget set up/Aprvls/Rpts) - Labor Statements - Site/Department Position/Per Diem Reqs - YEAR END CLOSING

- Labor Statements - Superintendent's Priority Schools (P) - Site/Department On-Line Approvals - INTERIM REPORTS

- Billing Forms (Catering, Trans,  Security) - ESCAPE UPDATES

- Budget Book - SPECIAL REPORTS

ELEMENTARY/K-8 ELEMENTARY/K-8 CHARTER SCHOOLS - STAFF TRAINING

0010 A. M. WINN 0104 ELDER CREEK 0025 BOWLING GREEN - CHACON (D) - BUDGET DEVELOPMENT 

0300 CROCKER/RIVERSIDE 0305 JAMES W. MARSHALL 0024 BOWLING GREEN - MCCOY (D) - BUDGET LIAISON FOR FINANCIAL/

0095 EARL WARREN 0153 JOHN BIDWELL 0210 CALIF MONTESSORI PROJ CAPITAL (I) PERSONNEL SOFTWARE EVALUATION

0130 GOLDEN EMPIRE 0445 JOHN H. STILL  K-8 0213 CAPITOL COLLEGIATE ACADEMY (I) AND IMPLEMENTATION

0282 PHOEBE HEARST 0148 LEATAATA FLOYD (P) 0215 CAPITOL HEIGHTS ACADEMY (I) - SPECIAL PROJECTS

0285 PONY EXPRESS 0138 MARTIN LUTHER KING  K-8 0505 GEORGE WASHINGTON CARVER (D) - BALANCING 7300'S

0327 SEQUOIA 0242 MATSUYAMA 0200 LANGUAGE ACADEMY (I) - BUDGET BOOK

0359 TAHOE 0178 SUCCESS ACADEMY 0535 NEW TECH (D)

0390 WOODBINE 0270 OAK PARK PREP (I)

0290 PUBLIC SCHOOL 7 (PS7) (I)

0190 SOL AUREUS COLLEGE PREP (I)

MIDDLE MIDDLE 0555 ST. HOPE SACRAMENTO CHARTER (I)

0450 KIT CARSON 0490 SUTTER MIDDLE 0560 THE MET (D)

0295 YAV PEM SUAB ACADEMY (I)

HIGH HIGH

0510 C. K. MCCLATCHY 0570 AMERICAN LEGION (D) Dependent Charter  (I) Independent Charter

0517 HEALTH PROFESSIONS HIGH SCHOOL

0563 THE ACADEMY

CENTRAL CENTRAL CENTRAL

0701 BOARD OF EDUCATION 0111 JOHN MORSE THERAPEUTIC CENTER K-8 0733 SCHOOL, FAMILY & COMMUNITY

0703 SUPERINTENDENT OFFICE 0705 EMPLOYEE RELATIONS 0752 YOUTH ENGAGEMENT SERVICES

0704 COMMUNICATIONS 0708 INTERGRATED SERVICES 0755 AFTER SCHOOL SERVICES

0726 INSTRUCTIONAL MATERIALS 0713 ADULT/VOC ED 0759 YES - 21st CENTURY

0731 AMERICAN INDIAN EDUCATION 0725 STATE AND FEDERAL PROGRAMS 0762 EXPANDED LEARNING SERVICES

0741 STRATEGIC PLAN INITIATIVES 0732 VOCATIONAL EDUCATION 0763 FOSTER YOUTH SERVICES

0770 PERSONNEL SERVICES 0750 SPECIAL EDUCATION 0765 POSITIVE YOUTH DEVELOPMENT

0776 STAFF DEVELOPMENT 0758 ISS (INTEGRATED SUPPORT SVS) 0767 YOUTH DEVELOPMENT

0780 ASSESSMENT, RESEARCH AND EVAL 0764 HEALTH SERVICES

0825 EDUCATION CENTER 0766 PSYCH & SOCIAL SERVICES

0830 PURCHASING SERVICES 0813 MEDI-CAL, SPEC ED

0900 PRIVATE SCHOOLS

ALL ADULT ED RESOURCES

ANNE MARETTI                                                                  

643-7845

CARL BEERMANN                                                                        

643-7856

BUDGET ANALYST                                      

GLORIA CHUNG  643-7870

SUPERVISOR                                               

MIKE SMITH  643-7866

MERILEE CARRASCO                                                   

643-7869

RUTH DIXSON                                                            

643-7868

MEUY SAECHIN                                                 

643-7867

HOLLY HU                                                                        

643-7861
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Kindergarten Continuance Form 

Parental Agreement for Pupil to Continue in Kindergarten 
Reflects amendments to Education Code Sections 46300 and 48011, effective January 1, 1992 

Name of Pupil:  _________________________________________________________________________ 

Kindergarten Attendance Anniversary Date:  __________________________________________________ 
    (One year from Kindergarten start date, mm/dd/yy) 

Name of School Official Approving for District:  _______________________________________________ 

Information for Parent or Guardian 

California law provides that after a child has been lawfully admitted to kindergarten and has attended for a 
year, the child shall be promoted to the first grade unless the school district and the child’s parent/guardian 
agree to having the child continue to attend kindergarten for not longer than one additional year.  This rule 
applies whether a child begins kindergarten at the beginning of a school year or at some later date, so that 
a child who begins kindergarten in January, for example, shall be promoted the following January unless 
there is a formal agreement to have him or her continue in kindergarten.  Because kindergarten-age 
children do not develop at steady or predictable rates, the California Department of Education 
recommends that approval for a child to continue not be given until near the anniversary of a child’s 
admittance to kindergarten. 

I agree to having my child (named above) continue in kindergarten until        /       /      
(may not be more than one year beyond anniversary)            (Date, mm/dd/yy) 

Signature of Parent/Guardian:  _________________________________________       /     /     
                                                       (Signature Date) 

Printed/typed name of Parent/Guardian:  ____________________________________________________ 

Address:  _____________________________________________________________________________ 

                _____________________________________________________________________________

Telephone number: _____________________________________________________________________          

Joe Doe

September 4, 2013

Great Principal

06 12 14

Must Complete 06 10 13

Must Complete

Must Complete

Must Complete



Contracts



Approval of Consultants & Other Contracted Services 

Did you know that you may be personally liable for services performed before the approval and 
authorization process is completed?  All requests for consultants and other services must be submitted on a 
Service Agreement (SA) requisition for approval prior to the service(s) being performed.  The Contracts 
Office will process your requests, and submit them for signature and Board approval.     

Be prudent – spend wisely.  Due to on-going budget constraints, our Board of Education will be closely 
monitoring what they perceive to be extravagant use of costly consultant services.  Administrators are 
encouraged to review their requirements carefully and use due restraint before submitting an SA requisition. 

� All SA requisitions are approved on-line by funding approvers.  SA requisitions over $10,000 typically 
require written contracts which the Contracts Office prepares.  The Superintendent or the Chief 
Business Officer must approve/sign these contracts before a purchase order is printed and payment is 
issued.  No other signature is authorized. 

� SA requisitions that exceed $81,000 require Board approval. 

� Student Body funded contracts over $5,000 must be reviewed by the Contracts Office. 

Independent Contractor or Employee? 

This section is to help staff determine whether to hire someone as an “Independent Contractor” by issuing a 
Services Agreement requisition to pay for the services; or as an “Employee” and processing through Human 
Resources and paying through Payroll.  Following are some examples: 

Scenario 1:  Principal Shmidlap just bought a new computerized diagnostics analyzer for the high school’s 
auto shop.  Jack Fizzlwhizard, a recent retiree from the high school, is an expert on this machine and was 
eager to submit his proposal for $1,500 to set up the system, configure the computer and provide two weeks 
of training on the use of the analyzer.  Is Mr. Fizzlwhizard an Independent Contactor, or an Employee? 

Scenario 2:  Janice Terwiliger is in charge of setting up a new Honors Science & Math program at all middle 
and high schools in the District.  Janice asks a friend of hers, Fred Fernpacker, a retired NASA engineer, to 
join her team for the upcoming school year to help develop and implement the program.  Fred submits a 
proposal for $27.50 per hour, plus expenses for his District-wide travels.  Janice sets up a workstation and 
computer for Fred next to her office, and asks Fred to provide regular updates on the program 
implementation progress at her weekly staff meetings.  Is Fred an Independent Contractor, or Employee? 

This section provides important guidelines to help you help the District in complying with the many laws and 
regulations regarding worker classifications.  The IRS, STRS, and a number of other agencies closely scrutinize 
employers, including school districts, regarding independent contractor hiring practices.  Non-compliance with 
these laws and regulations can result in assessment of significant fees and penalties, and the courts are 
becoming increasingly strict in their decisions as more and more “contractors” are being ruled as employees.  

CONTRACTS OFFICE 



Contractors are not covered by unemployment and workers’ compensation insurance, and the courts are 
concerned that injured workers are losing important protection.   

Determining worker classifications can be complex, but there are three distinct circumstances when an 
individual MUST be paid as an employee (through payroll): 

� An individual is an employee of the District in any capacity and in any location.  
� An individual is performing the work of an existing job (employee) classification 
� An individual is a retired District employee returning to perform work for the district.    

SO, Mr. Fizzlwhizard cannot work as an Independent Contractor in our first scenario – he can provide the 
services, but only on a per diem basis.   

Generally, workers who provide personal services under the following conditions are treated as employees, 
not independent contractors:  If the prospective contractor fits one or more of these criteria, they may need 
to be set up on a per diem basis.   

� Perform ongoing services at our facilities. 
� Use our equipment and/or supplies (instead of providing their own). 
� Operate under staff’s supervision and control. 
� Paid an hourly rate. 
� Reimbursed for business expenses (mileage, meals, etc). 
� Regularly attend staff meetings and/or staff training. 
� Perform services that we pay other employees to perform. 

Based on these conditions, Fred Fernpacker in Scenario 2 cannot be an Independent Contractor.  He is 
providing ongoing services, using the District’s workstation and office space, being paid an hourly rate, plus 
reimbursements, and he is expected to attend regular staff meetings.  Fred can only be hired as an employee. 

The IRS has classified the following educational workers as employees: 

 Administrators Parent Advisors  Teachers/Instructors 
 Substitutes Examination Monitors  Librarians 

School Bus Drivers Nurses Psychologists 
 Clerical Staff Athletic Coaches  Tutors 

Intern Psychologists Interim Workers Cafeteria Workers 

If you are unsure as to whether to classify a worker as an employee (processed through Human Resources) or 
an independent contractor (processed through the Contracts Office), please contact the Contracts Office at 
643-2464; or Accounting Services at 643-7837. 

And PLEASE remember - an individual cannot legally perform paid services until they have been 
processed through either Human Resources (as an employee) or the Contracts Office (as an independent 
contractor).  Work may not start until required district processes are complete.  

If you instruct a worker to begin work before a service agreement or per diem contract has been 
processed, you may be personally liable for any costs incurred. 

Please call the Contracts Office at 643-2464, or email Kimt@scusd.edu for questions related to any of the 
above information. 
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 Visit Us Online 

 

Human Resource Services is administered by staff  members who provide expertise 
in the areas of  organizational business management, recruitment and selection,  

retention, classification and compensation, staffing, employee recognition,          
application processing, performance evaluation, credentialing, new employee       

orientation, new teacher induction, investigations, employee discipline,                
fingerprinting, uniform complaints, mandated trainings, classified professional       

development, labor relations and contract administration.  

 

The Human Resource Services Department works collaboratively with the          
district’s five bargaining units to maintain a positive and safe environment for   
students and employees.  This dedicated team is strongly committed to the         

recruitment effort and works diligently to attract and retain talented                          
instructional, administrative and non-instructional personnel for our schools      

and offices.  This department is continuously improving the recruitment process 
to propel Sacramento City Unified School District  as an employer of  choice. 

 



               Contact Us Anytime! 

 

  

Bobbie Jo Argo Personnel Tech II (Substitute Of-
fice) 

643-9493 Bobbie-Jo-Argo 

Joyce Compton  Personnel Specialist 643-7492 joycec 

Gabe Estrada Lead Payroll Technician 643-7469 Gabe-Estrada 

Chris Daily Customer Service Specialist 643-7449 Chris-Daily 

Kelly Dunkley  Coordinator II, New Teacher Induc-
tion 

643-2156 Kelly-Dunkley 

Michelle Du Paty Lead Payroll/ Benefits 643-9064 Michele Du Paty 

Roxanne Findlay  Director III, Human Resource Svc, 
Team 1 

643-9046 Roxannfi 

Phyllis Fogg Employee Benefits Technician 643-7907 FoggP 

Monica Garland HR/Labor Relations Assistant, 
Team 2/3 

643-9024 MonicaGa 

Jonathan Griggs  Personnel Technician II, Team 2 643-7477 Jonathan-Griggs 

Emily Hanisits Fiscal Technician I 643-7468 Emily-Hanisits 

Jake Hansen HRS Analyst, Team 2 643-7495 Jake-Hansen 

Kim Hebert Administrative Assistant 643-7474 Kimh 

Bill Jaramillo  Personnel Technician II, Team 3 643-7481 JaramilW 

Billie Johnson Employee Benefits Technician 643-7906 Billie-Johnson 

Lori Kane  Customer Service Specialist 643-7455 Lori-Kane 

Sandy Kiser-Stodden Lead Payroll Technician 643-2331 Sandy Kiser-Stodden 

Linda Leavelle Customer Service Specialist 643-7456/643-7400 Linda-Leavelle 

Valerie Levin Customer Service Specialist 643-7400 / 643-7456 Valerie Levin 

Brandon Lillard Personnel Technician II, Team 1 643-9257 Brandon-Lillard 

Cancy McArn  Assistant Superintendent, Human 
Resources & Employee Compensa-
tion  

643-7496 Cancy-McArn 

Carol Mignone Stephen  Director II, Human Resources 643-9058 CarolM 

Tami Mora Fiscal Technician I 643-7467 Tami-Mora 

Cindy Nguyen Human Resource Svcs Analyst, 
Team 3 

643-7489 Cindy-Nguyen 

Sarah Perez Personnel Technician II, Team 1 643-7440 Sarahp 

Marjorie Petralli Office Technician III, BTSA 643-2152 Marjorie-Petralli 

Susan Pointer Legal Analyst III 643-9097 Susan-Pointer 

Clarissa Ramirez 643-7473 Clarissa Ramirez Human Resource Svcs Analyst, 
Teams 1-3 Classification & Com-
pensation Specialist 

Kae Saefong Personnel Technician II, Team 2 643-7480 Kae-Saefong 

Tiffany Snowdon  Fiscal Technician I 643-7470 Tiffany Snowdon 

Aleksandr Spitsyn Lead Payroll Technician 643-7466 Aleksasp 

Edith Sun-Rudolph  Human Resource Svcs Analyst, 
Team 1 

643-7490 Ediths 

Tanisha Turner Coordinator II, Employee Compensa-
tion Services  

643-7465 Tanishtu 

Barbara Valdez Personnel Technician II, Team 3 643-7479 Barbara Valdez 

Christina Villegas HR/Labor Relations Assistant, 
Team 1/3 

643-7488 Chrisvi 
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The Beginning Teacher Support and Assessment (BTSA) 
Induction program will guide and support participating teachers by providing 
flexible individualized support, implementing a structured curriculum 
(Formative Assessment for California Teachers) and offering guidance 
through induction specific standards; yet will remain flexible enough to ad-
dress unique issues faced by beginning teachers.  The BTSA Induction Program 
is designed to improve the support and induction services to eligible novice 
and experienced teachers in order to enhance teacher quality, improve student 
achievement, offer equitable learning opportunities, and to retain quality 
teachers in the District.   

 

VISION STATEMENT 

SCUSD’s BTSA Induction program will guide and support participating teachers 
by providing flexible individualized support, implementing a structured           
curriculum and offering guidance through induction specific standards; yet will 
remain flexible enough to address unique issues faced by beginning teachers. 

 

 

The Peer Assistance and Review (PAR) program will provide an opportunity 
for veteran teachers to improve their performance as related to the Califor-
nia Standards for the Teaching Profession.  

                     Support Our Novice Teachers! 

Kelly�Dunkley��
BTSA�Induc�on�Coordinator�

Phone:�916�643�2156��
email:�kelly�dunkley@scusd.edu�
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 Use Performance Evaluations to Grow Your Staff                  
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�
Progressive Discipline:  

Do you know your FRISK? 

Typical Steps 

Oral�Warning/Conference�

Written�Warning�

Letter�of�Concern 

Letter�of�Reprimand 

���Unsatisfactory�Evaluation 

45�day�Notice���������������������������������������������������������������
Unprofessional�Conduct 

90�day�Notice��
������Unsatisfactory�Performance�

 
���Suspension 

�����Demotion�or�Termination�

 

Negative Material in Personnel Files 

Notice�to�Employee 

Employee�Review�/�Comment�Prior�to�����������
Placement�in�File� 

Right�to�Attach�a�Response 

If�No�Notice�to�Employee,������������������������������������������
May�Not�Use�Negative�material 

Collective�Bargaining�Agreements����������
(Articles�10�&�15)�

 

Letters of Concern/Reprimand/
Summary Memos 

Use�Guidelines�for�E�ective�Documentation���
FRISK�

Timely,�Factual,�Proportionate 

Contract�Language 

Certificated Employees  

Notice�of�Unprofessional�Conduct�&�������������������������������
Notice�of�Unsatisfactory�Performance��

 

45-Day Notice 

Prerequisite�to�Dismissal�or�Suspension�����������������������
for�Unprofessional�Conduct�

Specify�Misconduct�and�List��������������������������������
Speci�c�Instances�

�

Purpose:������������������������������������������������
Give�Employee�Chance�to�Correct�

Must�attach�most�recent�evaluation�of�teacher��
Ed.�Code�§�44938(a)�

 

90-Day Notice 

Prerequisite�to�Dismissal�or�Suspension���������
for�Unsatisfactory�Performance��

Specify�Nature�of�Poor�Performance����������������������
and�List�Speci�c�Instances�

Purpose:�give�employee�chance�to�correct�

Must�attach�most�recent�evaluation�of�teacher���
Ed.�Code�§�44938(b)(2)�

 

45-Day and 90-Day Notices                       
Practical Tips 

Opportunity�to�correct�=��

Return�to�the�Classroom�

Strongest�tool�short�of�termination�

�
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Typical Duties of an Administrator 

Document�the�Complaint 
Report�to�the�Appropriate�Administrator� 

Review�District�Policies 
Investigate 

Maintain�Con�dentiality�

 

Decide Whether to Investigate 

If�in�doubt,�lean�towards�investigating� 

Avoid�perception�that�employee�complaints�are�not����������������������
addressed�or�that�favoritism�is�present�

 

Take Immediate Action, if Necessary 

Priority�is�student,�employee�safety� 

Consider�short�term�administrative�leave�with���������������������������
pay�where�appropriate�

Check�collective�bargaining�agreement,�����������������������������������
consult�Human�Resources�Dept.�� 

Conclude�investigation�promptly�and�����������������������������������������
return�employee�to�work� 

 

Interview & Gather Documents-
Evidence 

Consider order of interviews - alleged perpetrator last?  

Ask detailed, specific questions  

Respect privacy  

Do not promise confidentiality 

 

Evaluate Evidence 

What�makes�sense,�what�does�not?��� 

What�is�consistent,�what�is�inconsistent?�� 

Is�there�enough�evidence�to�determine�what�happened? 

Who, What, Where, When, Why & How? 

Take Action 

Consult�Human�Resource�Services����and�perhaps��������������
legal�counsel����on�appropriate�action� 

Student�Discipline� 

Personnel�Action� 

Corrective�Action�regarding�instructional�materials,�����
facilities,�assignments� 

Counseling� 

Training� 

Change�in�Practices�/�Procedures� 

 

Document the Investigation 

Who,�What,�Where,�Why,�When,�How� 

Use�Template�Forms�or�Standard�Format� 

Don't�Hesitate�to�Write�Down�What�Happened���������������������
Avoid�the�Ostrich�E�ect� 

Document�Conclusions�/�Actions�Taken��

Investigator�is�often�not�person�to�decide������������������������������
what��action�will�be�taken� 

Respect�Employee�/�Student�Con�dentiality������������������������������
Do�not�publicly�discuss�discipline�taken 

�

Follow Up  

Speak to Employees / Students about                                         
Effectiveness of Investigation  

Employ your Listening Skills  

Take more Corrective Action as needed 
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Evaluation VS. Discipline 

  

  

  

  

EVALUATION        
ARTICLE 6 

  

  

PERSONNEL 
ARTICLE 10 

  

EVALUATION 
ARTICLE 14 

  

PERSONNEL FILES 
ARTICLE 15 

 1. What is the 
nature of the 

problem? 

  

 Performance related  Misconduct/ behavior 
(unless non-evaluation 

year) 

 Performance related  

(in non-evaluation year 
then special evaluation) 

  

Misconduct/ behavior 

2. How frequently 
to  monitor? 

Every 2 years based on 
social security number 

Only as conduct/behavior 
continues 

Every 2 years based on 
social security number 

Only as conduct/
behavior continues 

  

  

3. How do you             
document? 

-Pre-evaluation 
 

-Observation 
 

-Notice of deficiency 
 

-Improvement plan 
-Evaluation 

 -Investigation 

-Validation 

-Conference with em-
ployee 

-Letter: “FRISK” 

-Personnel file 

-Pre-evaluation 

-Employee meetings 

-Progressive discipline 

-Evaluation 

  

 -Investigation 

-Conference with     
employee 

-Letter: “FRISK” 

-Personnel File 

  4. What time-
lines do you need 
to be aware of? 

-Pre-evaluation before 
Nov. 1 

-Notice of deficiency no 
later than 6 days after 

observation 

-Evaluation due by April 
1 

-Validate within 30 days 
of your knowledge of the 

incident 

-Employee allowed 14 
days to respond 

 -Pre-evaluation before 
Nov. 30 

-Evaluation due by April 
30 

-Need to provide any 
derogatory letters to 

employee as close to the 
incident’s occurrence as 

possible. 

   

 

5. How do you 
follow up? 

 -Continued                
observation and         

improvement plan 

-Consult with             
Administrator 

-Personnel file April 1 

-No surprises 

-Consult with HR 

-Monitor suggestions 
given to employee 

-Continue steps of pro-
gressive discipline. 

-Continue to meet with 
employee 

-Document continued 
problems 

-Personnel file            
April 30 

-No surprises! 

-Consult with HR 

-Monitor suggestions 
given to employee 

-Continue steps of    
progressive                    
discipline. 

Questions and Comparison Chart  
Articles VI (6) and X (10) - SCTA 

Articles XIV (14) and XV (15)- SEIU 
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�
Main�Line:�916�643�9421�

Fax:�916�399�2056�
Hours:�Monday�–�Friday�8:00�a.m.�to�5:00�p.m.�

�
Coordinator:�Tanisha�Turner�643�7465�

�
West�–�Team�1�
Lead�Payroll�Technician:�Gabe�Estrada�643�7469�
Fiscal�Services�Technician:�Ti�any�Snowden��643�7470�
�
Central�–�Team�2�
Lead�Payroll�Technician:�Sandy�Kiser��Sodden�643�2331�
Fiscal�Services�Technician:�Emily�Hanisits�643�7468�
�
East�Team�–�Team�3�
Lead�Payroll�Technician:�Alex�Spitsyn�643�7466�
Fiscal�Services�Technician:�Tami�Mora�643�7467�
�
The�Employee�Compensation�Department’s�goals�are�to�provide�exceptional�customer�service�to�
our�employees,�customers,�students�and�community.�
�

�
General�Payroll�Information�

�
�
Current�permanent�district�employees�will�be�paid�on�the�last�working�day�of�each�month�for�the�

pay�period�of�the��rst�day�of�the�month�to�the�last�working�day�of�the�month.�
�

Substitutes�/�Per�Diem�employees�pay�date�will�be�the�15th�of�each�month�for������������������������������������
pay�period�of�26th�of�the�previous�month�to�the�25th�of�the�current�month.��

(example:�hours�worked�during�9/26�10/25�will�pay�11/15)��
If�the�15th�falls�on�a�weekend�or�holiday�the�pay�date�will�be�the�previous�business�day.�

�
Employee�Compensation�Department�provides�information�and�resources�to�assist�faculty,�sta�,�

students�and�department�administrators�in�every�aspect�of�the�payroll�process.�
 

 
 

Employee Compensation Department 
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Main�Line�916�643�9432�
www.scusd.edu/health�bene�ts�

West�Area��Team�1�
Billie�Johnson,�Bene�ts�Technician,�916�643�7906�

Billie�johnson@scusd.edu�
Central�–�Team�2�

Phyllis�Fogg,�Bene�ts�Technician,�643�7907�
foogp@scusd.edu�
East���Area�3�

Michelle�DuPaty,�Lead�Bene�ts�Technician,�643�9064�
Michele�dupaty@scusd.edu�

�
 
The�Sacramento�City�Uni�ed�School�District�provides�eligible�employees�a�comprehensive�bene�t�
package�that�includes�group�medical,�dental,�vision,�term�life�insurances,�behavioral�health��������
services,�employee�assistance�program�and��exible�saving�account.��
�
The�Employee�Compensation�Department�provides�information�and�resources�to�assist�faculty,�
sta�,�students�and�department�administrators�in�every�aspect��of�the�payroll�&�bene�t�processes.���
�
Bene�ts�Services�provides�health�bene�t,�enrollment�and�information�to�all�sta��and�including��
retirees�and�their�families.�The�quality�of�life�for�employees�and�their�families�has�a�direct�e�ect�on�
the�quality�of�the�educational�process�for�students.���
�
All�Permanent�full�time�employees�are�eligible�to�enroll�themselves�and�their�dependents�in�the�
health�bene�t�programs.��New�employees�must�sign�up�for�health�insurance�within�thirty�days�of�
their�date�of�hire�to�participate.�
 

Bene�t�Services�Provided:�
�

New�Hire�Enrollments�
SCUSD�Bene�ts�per�Bargaining�Unit�Agreements�

Employee�Assistant�Program�
Retirement�Information/Annuity�Retirement�

Medicare�Requirements�
Cobra�Information�

Carrier�Wellness�Programs�
Annual�Open�Enrollment/SCUSD�Health�Fair�

Flexible�Savings�Accounts�

Employee Benefits Department 
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Our�students!�We�believe�our�students�always�come��rst!�

 
Excellent�health�bene�ts�package.�

�
Competitive�teacher�salary/longevity�pay/doctorate�pay.�

�
�

Ongoing�professional�development/employee�enrichment����������������
opportunities�that�are�practical�and�have�a�high�impact����������������������������

on�student�learning.�
�

Beginning�Teacher�Support�and�Assessment�(BTSA)�Induction�Program.�
�

We�have�terri�c�teachers�and�sta�,�wonderfully�supportive�parents,��������������������������������������������
and�strong�community�partners.�

�
Employees�are�committed�to�making�a�di�erence�by�engaging�all�students�in�learning.����������������������������

Our�“no�excuses”�culture�is�focused�on�results�and�continuous�improvement.�
�

Our�Board�adopted�mission�statement�promises�the�community�that�our�students�will�“graduate�as�
globally�competitive�lifelong�learners,�prepared�to�succeed�in�a�career�and�higher�education�institu�

tion�of�their�choice�to�secure�gainful�employment�and�contribute�to�society.”�
�

SCUSD�has�launched�several�initiatives�to�meet�commitments�to�the�community�in�three�focus��ar�
eas:�Career��and�College�Ready�Students;�Family�and�Community�Engagement;����������������������������������

and�Organizational�Transformation.��
These�initiatives�include:�Project�Green;�Early�Kinder;�Language�Immersion;�Common�Core�Stand�

ards;�Linked�Learning;�Integrated�Thematic�Instruction;�and�Family�Academy.�
�

The�Civil�Rights�Project�at�Harvard�University,�in�conjunction�with�Time�Magazine,�has�named�
Sacramento�“America’s�Most�Integrated�City,”�a�place�where�everyone�is�a�minority.�

�
The�future�of�the�Sacramento�City�Uni�ed�School�District�depends�on�the�people�chosen�to����������

provide�a�solid�education�to�tomorrow’s�students.�We�strive�to�recruit,�train,�retain,������������������������������
and�support�a�motivated,�capable,�and�diverse�workforce.�

�
If�you�are�interested�in�diversity,�challenges,�and�opportunities,�we�may�have�one���������������������������������

perfect�position�for�you.�The�Sacramento�City�Uni�ed�School�District�invites�you�to�������������������������������
apply�to�become�a�part�of�our�team�of�dedicated�professionals.�

TOP Reasons to Work at                                           
Sacramento City Unified School District 
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          Sacramento City Unified School District  
Human Resource  

&  
Employee Compensation Services 

         Serna Center    5735 47th Ave    Sacramento, CA  95824 



Nutrition



Our commitment to good nutrition for
your kids just keeps getting stronger.
Our commitment to good nutrition for
your kids just keeps getting stronger.

This school year, we’re reinforcing our commitment to new USDA

guidelines for even healthier meals for your kids.

We’re using the message pictured here to keep reminding kids of the

basic change they still need to be aware of

but there’s more to the on-going

changes that we want to share with parents. Here are the major

differences:

Calorie maximums per average meal were new at the start of last

school year.  Since then,

when that makes more sense in a given day’s menu.  The

calories maximums per average meal have not changed, but we’re

able to serve more grains and proteins within the maximums.

Students still must and

we encourage them to choose more if they like.

Students have a

to choose from, too.  Every day, we’re offering at least ¾-1 cup of

veggies ½-1 cup of fruit.

We’re more often, with weekly

offerings of healthy dark green and red/orange vegetables, as well

as beans and other legumes.

At least 50% of all grain foods we

serve are whole-grain rich, and within another year, all of the

grains we serve will be whole-grain rich.

Meals average less than 10% calories from

saturated fat, and every item contains zero grams per serving of

trans fat.

We’re meeting new standards for until we reach a

final maximum of 740 mg sodium per meal on average.

Putting these changes in place over the last year has required

careful planning on our part, especially as we (and our customers!) have

been getting used to the new guidelines.  But the end result is healthier

meals for our kids -- and

We’re serving only

-- that they must choose at

least one fruit or vegetable among the three meal components they

need to take for a complete lunch --

choose at least one fruit or veggie serving,

greater selection and variety of fruits and veggies

PLUS

emphasizing the healthiest veggies

Whole grains are up again.

Bad fats are down.

limiting sodium

well-nourished kids do better in school!

�

�

�

�

�

�

�

�

fat-free unflavored, 1% unflavored, and fat-free

flavored milks.

USDA has given us more flexibility within

the calorie maximums, so that we can serve more grains and

proteins

Please visit for more detailswww.traytalk.org

DON’T GET!4DON’T GET!4

FRUIT
VEGGIE
FRUIT

VEGGIE

Take at least ONETake at least ONE

oror

items total so your meal
counts as a complete lunch!

and at least THREE
items total so your meal

counts as a complete lunch!

and at least THREE

This institution is an equal opportunity
provider and employer.

SACRAMENTO CITY UNIFIED SCHOOLS NUTRITION SERVICES 2013-2014SACRAMENTO CITY UNIFIED SCHOOLS NUTRITION SERVICES 2013-2014� �

Brenda Padilla, M.S. Director, Nutrition Services 916-277-6715��



Nutrition Services – Contacts 

Main-277-6716   Supper/Summer Kitchen 643-7898 
Brenda Padilla............Director II....277-6715 
Diana Flores..............Nutrition Supervisor 
Elesia Dixson.............Inventory Control/Distribution 

Nancy Ortiz..........����Office Technician III 
Carolyn Reynolds.....����Account Clerk 
Stella Reyes..........����Program Technician, Accounting 
Tim Robertson........����Nutrition Equipment Repair 
Greg West............����Computer Support 

Area Supervisors – Lead Contact 

David Edgar...Supper & Summer Kitchen/Catering 

Sue Garcia........Free/Reduced Eligibility/Meal Applications 

Sherida Diederich.....Special Meals/Diet Accommodations 

Stephanie Danis.....High/Middle School Menu 

Rebecca Penland....Cafeteria Substitutes/Child Care Program 

Hurst Philpot.....High/Middle School Menu/Child Care Program 



Nutrition Services 
2013-14 Meal Prices 

Adult Prices  

Breakfast      $2.50 
Lunch w/Milk &Salad Bar  $3.50 
Lunch Entrée     $3.00 
Salad Bar $3.00 

  Milk     $.50 

  Student Prices   Full Price  Reduced  

Elementary Breakfast  $1.00  No Charge 

Elementary Lunch   $2.00  No Charge

Secondary Breakfast  $1.25 No Charge

Secondary Lunch   $2.50 No Charge 



NUTRITION SERVICES – Principal Information- 201�-��1�

1. Apply for SCHOOL MEALS FOR 2013--2014!
Households Can Apply for Free & Reduced Price
Meals On-Line @www.scusd.edu/applyformeals

Only ONE application is necessary per 
HOUSEHOLD.
Students must qualify for meals every year.
Last year’s meal eligibility WILL EXPIRE.
To avoid accruing negative meal charges and to ensure students are
qualified for free and/or reduced priced meals for the new school year
-- 2013�2014, please help Households promptly return meal 
applications.   

2. Students qualifying for Free Lunch also
AUTOMATICALLY qualify for Free Breakfast.

NEW FOR 2013-2014: Students qualifying for reduced-priced
Breakfast & Lunch will receive their meals for No Charge. 

3. Lunch Prices:
K-6 & K-8 = $2.00 Middle = $2.50 High = $2.50 Adult/Non-Student = $3.50 

4. Student Meal Numbers�
New this Year – Student Meal numbers will be the same as the 
Student’s I.D. number in Zangle. 

5. Charge Policy – we extend three meal charges to elementary
students. Nutrition Service sends negative meal charge
balance notices and negative charges carry- 
over every year.

6. Prepayments – Households may make payments at
www.EZSchoolPay.com

Thank you! Brenda Padilla, Director 



Nutrition Services – Cafeteria Computer Upgrade
Information 

For Non-Provisions2 Sites (see list below) we are updating the cafeteria point of sale computer 
system.  
Some features that are exciting and new about this upgrade include: 

Meal I.D. numbers are now the same as the district Student I.D. numbers in Zangle – so 
students will only need enter that number for their meal. 

o No need to post and have students remember a different number!
o I.D. numbers will remain with the student the entire time in this district

regardless of movement between schools. 
o Students visiting other schools and eating there will simply use their own Student

I.D. number and get a meal.  (Please do continue to let the cafeteria know when 
visiting student will eat meals so they prepare enough food, though.) 

o Sixth graders going  into middle school only need to learn one I.D. number.
o Eight� graders going into high school will use the same I.D. number they used in

middle school. 
More new features: 

Meal Prepayments will move with the students regardless of them transferring between 
district sites. 

o MySchoolBucks will no longer exist for SCUSD and we will use EZSchoolPay (more
info to come on that) to ensure faster prepayment service to Households paying 
online.  

o Less Cash in line – speeds up lunch line.
Meal Applications – we will continue to offer online meal applications as well as 
paper.  With the new system, meal applications completed online, however, will update 
meal eligibilities faster in almost real time -- within 10 minutes of a meal eligibility 
application approval for free or reduced meals -- and this will transfer to the school site 
within the same about of time without cafeteria staff having to transfer the data. 
Reduce-Priced Eligible students – We will no longer collect money from the reduce-
priced students both at breakfast and lunch! 

Non-Provision 2 sites (collecting meal applications): 

 
 

James Marshall 
John Cabrillo 
Mark Twain 
Matsuyama 
O.W. Erlewine 
Phoebe A. Hearst 
Pony Express 
Sequoia 
Sutterville 
Tahoe 
Theodore Judah 
William Land 
A.M. Winn 

Alice Birney 
Genevieve Didion 
Leonardo da Vinci 
Martin Luther King, Jr. 
Albert Einstein 
California  
Sacramento Accelerated 
Sam Brannan 
Success 
Sutter 
Health Professions 
C.K. McClatchy 
Hiram Johnson

J. F. Kennedy 
Rosemont 
SES 
West Campus 
George Washington 
Carver 
The MET 
New Technology  

Abraham Lincoln 
A Warren McClaskey 
American Legion 
Cap City 
Caleb Greenwood 
Camellia 
Caroline Wenzel 
Crocker/Riverside 
David Lubin 
Golden Empire 
Hollywood Park 
Hubert Bancroft 
Isador Cohen 



Meal Charge Policy Nutrition Services 
 
Sacramento City USD  

Administrative Regulation 
Food Service Operations/Cafeteria Fund 
 
AR 3551  
Business and Noninstructional Operations 
 
 
Credit Accounts for Students Who Pay Full Price for Meals 
 
The Governing Board recognizes that some students who do not qualify for free or 
reduced-price meals may not have a meal or money for a meal at the point of meal service 
and wishes to provide an option for those students to receive adequate, nourishing food in 
order to grow, learn and maintain good health without resulting in a loss of funds for the 
district. 
 
The Nutrition Services Department will establish credit accounts for all students who pay 
full price for meals at K-6 and K-8 schools.  Parents will be encouraged to place pre-
payments on their student’s account.  The Nutrition Services Department will extend up to 
three days of credit (three days each for both breakfast and lunch) for students whose 
account balance is below the cost of three meals.  The Nutrition Services Department will 
promptly notify parents of the negative balance on their student’s account and make the 
principal aware so that he or she may provide the family with information about the free 
and reduced-price meal program.  
 
The Nutrition Services Department will establish credit accounts for all students who pay 
full price for meals at middle and high schools.  Parents will be encouraged to place pre-
payments on their student’s account.  Students at these grade levels will be made aware of 
their account balances on a daily basis and credit will not be extended.  Any student who 
does not have a meal or money for a meal will be given fruit and milk and the parents shall 
be notified. 
 
Regulation SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 
approved: November 16, 1998 Sacramento, California 
reviewed:   June 11, 2002 
Revised: August ___, 2011 
 



Nutrition Standards for Foods & 

Beverages Sold Outside the Nutrition 

Services Meal Program  
 

 

 

 

The following pages summarize state and federal 
regulations governing food and beverage Sales in 

Schools. 

 

For further information contact the Nutrition Office or, 
the www.cde.ca.gov website and search for Competitive 

Foods - Frequently Asked Questions 
http://www.cde.ca.gov/ls/nu/he/compfoodsfaq.asp 

 



START HERE, and then continue clockwise. 
ELEMENTARY SCHOOL – FOOD RESTRICTIONS 

References: Education Code sections 49430, 49431, 49431.7, California Code 
of Regulations sections 15575, 15577, 15578 

An elementary school contains no grade higher than grade 6. 
 

Effective during school hours to one-half hour after school. 
 

Applies to ALL foods sold to pupils by all entities. 
Compliant foods are: 

1. A full meal that meets the United State Department of Agriculture’s 
meal pattern requirements 

2. An exempt item which includes individually sold portions of nuts, 
nut butters, seeds, eggs, cheese packaged for individual sale, 
fruit, non-fried vegetables, and legumes. 

[Please note: Dried blueberries cranberries, cherries, and tropical fruit 
that contain added sugar are exempt from nutrition standards.  
All other exempt foods in # 2 above are no longer exempt if they 
contain added fat or sugar OR if they are mixed with other non-exempt 
ingredients.] 
3. A dairy food item (food made from milk with the exception of 

cheese packaged for individual sale) or a whole grain food item 
that contains: 
a. ≤  35% calories from fat, and 
b. ≤  10% calories from saturated fat, and 
c. ≤  35% sugar by weight*, and 
d. ≤  175 calories per item/container 

4.    A purchased whole grain bread or grain product contains: 
a. The statement “Diets rich in whole grain foods… and low  

in total fat… may help reduce the risk of heart disease…” or 
b. The first listed grain ingredient is whole grain, or 
c. A combination of whole grain ingredients is at least 51% of the 

total grain weight (manufacturer must verify). 
 

5.    A whole grain bread or grain product prepared from scratch: 
a. The weight of the whole grain must be at least 51% of the total 

grain weight of the product. 
6.    Artificial trans-fat foods prohibited on K – 12 school campuses     in 

effect from one-half hour prior through one-half hour after the end 
of the school day. Applies to: 
a. Foods sold or provided in vending machines, and  
b. Foods sold or provided at a place that regularly sells or serves 

foods on the school campus  
Non-compliant foods may be sold at least one-half hour 
after school and must be sold by pupils of the school. 

 
ELEMENTARY SCHOOL – BEVERAGE 

RESTRICTIONS 
References: Education Code Section 49431.5, California Code of 
Regulations Section 15576 

 
An elementary school contains no grade higher than grade 6. 
 
Effective during school hours up through one-half hour after 
school. 
 
Applies to ALL beverages sold to students by any entity. 
 
Compliant beverages are: 
1. Fruit juice: 

a. ≥  50% juice and 

b. No added sweeteners 

2. Vegetable juice: 

a. ≥  50% juice and 

b. No added sweeteners 

3. Milk: 

a. Cow’s or goat’s milk, and 

b. 2%, 1%, nonfat, and 

c. Contains Vitamins A & D, and 

d. ≥  25% of the calcium Daily Value per 8 fl. oz, and 

e. ≤  28 grams of total sugar per 8 fl. oz. 

Non-dairy milk: 
 
a. Contains Vitamins A & D, and 

b. ≥  25% of the calcium Daily Value per 8 fl. oz., and 

c. ≤  28 grams of total sugar per 8 fl. oz, and 

d. ≤  5 grams fat per 8 fl. oz. 

4. Water: 

a. No added sweeteners 

Non-compliant beverages may be sold ONLY by students if sold at 
least one-half hour after school. 

 
 
ELEMENTARY SCHOOL – STUDENT 

ORGANIZATIONS 
Reference: California Code of Regulations Section 15500 

 
Effective during school hours. 
 
Applies to food and beverage sales by student organizations. 
 
Student organization sales must meet all of the following:  
 

1. Only one food or beverage item per sale. 

2. The food or beverage item must be pre-approved by the governing 
board of the school district. 

3. The sale must occur after the lunch period has ended. 

4. The food or beverage item cannot be prepared on campus. 
5. Each school is allowed four sales per year. 

6. The food or beverage item cannot be the same item sold in the food 
service program at that school during the same school day. 

 

 
ELEMENTARY SCHOOL –  FOODS OF MINIMAL 
NUTRITIONAL VALUE  
Reference: Code of Federal Regulations, Title 7, Section 
210.11, Appendix B  
 

Prohibited foods and beverages sold to pupils. 
 
Effective during the meal period on the entire school campus where the 
federally reimbursable meal(s) may be served and/or eaten. 
 
Applies to the following foods sold to students by any entity: 
1. Carbonated and aerated beverages 
2. Water ices – except if contains any fruit or fruit juice 
3. Chewing gum 
4. Hard candies 
5. Jelly and gum candies 
6. Marshmallow candies 
7. Fondant 
8. Licorice 
9. Spun candy 
10.   Candy coated popcorn 

California Department of Education, Nutrition Services Division                                                                                                                                                                                                             REVISED 02/03/2010  

QUICK REFERENCE CARDS, PAGE 1 
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START HERE, and then continue clockwise. 

MIDDLE/HIGH SCHOOL – FOOD RESTRICTIONS 
References: Education Code sections 49430, 49431.2, 49431.7, California 
Code of Regulations sections 15575, 15577, 15578 

 

A middle/junior high contains grades 7 or 8, 7 to 9, 7 to 10. 
A high school contains any of grades 10 to 12. 
Effective during school hours up through one-half hour after school. 
Applies to ALL foods sold to students by any entity. 
Compliant foods must meet the following criteria: 
 

1. “Snack” food items must be: 
a. ≤  35% calories from fat, and 
b. ≤  10% calories from saturated fat, and 
c. ≤  35% sugar by weight, and 
d. ≤  250 calories per item/container 

2. “Entrée” food items must be: 
a. ≤  400 calories, and 
b. ≤  4 grams fat per 100 calories, and 
 Must either consist of: 

 Two or more groups (meat/meat alternate, fruit/vegetable, grain/bread), 
or 

 A meat/meat alternate alone 
3. Exemptions: 

a. Nuts, nut butters, seeds, eggs, cheese packaged for individual sale, fruit, non-
fried vegetables, and legumes are exempt from the fat restriction. 

b. Eggs and cheese packaged for individual sale are exempt from the saturated 
fat restriction. 

c. Fruit and non-fried vegetables are exempt from the sugar restriction. 
d. Dried blueberries cranberries, cherries, and tropical fruit that contain added 

sugar are exempt from the sugar restriction 
e. Mixed foods containing ONLY exempt items are exempt from all restrictions. 
f. Food items containing a mixture of exempt ingredients and at least one non-

exempt ingredient must meet the nutrition restrictions set for either snacks or 
entrees (see 1 & 2 above). 

 

4. Artificial trans-fat foods prohibited on K – 12 school campuses in effect from one-
half hour prior through one-half hour after the end of the school day. Applies to: 
a. Foods sold or provided in vending machines, and  
b. Foods sold or provided at a place that regularly sells or serves foods on the 

school campus.  
NON-COMPLIANT FOODS MAY BE SOLD AT A SCHOOL-SPONSORED EVENT DIRECTLY 
AFTER SCHOOL OR MAY BE SOLD BY ANY ENTITY AT LEAST ONE-HALF HOUR 
AFTER THE END OF THE SCHOOL DAY. 

 
MIDDLE/HIGH SCHOOL – BEVERAGE 

RESTRICTIONS 
References: Education Code Section 49431.5, California Code 
of Regulations Section 15576 
A middle/junior high contains grades 7 or 8, 7 to 9, 7 to 10. 
A high school contains any of grades 10 to 12. 
 
Effective from one-half hour before to one-half hour after school. 
 

Applies to ALL beverages sold to students by any entity. 
 

Compliant beverages are: 
1. Fruit juice: 

a. ≥ 50% juice and 
b. No added sweeteners 

2. Vegetable juice: 
a. ≥ 50% juice and 
b. No added sweeteners 

3. Milk: 
a. Cow’s or goat’s milk, and 
b. 2%, 1%, nonfat, and 
c. Contains Vitamins A & D, and 
d. ≥  25% of the calcium Daily Value per 8 fl. oz., and 
e. ≤  28 grams of total sugar per 8 fl. oz. 
Non-dairy milk: 
a. Contains Vitamins A & D, and 
b. ≥  25% of the calcium Daily Value per 8 fl. oz., and 
c. ≤ 28 grams of total sugar per 8 fl. oz., and 
d. ≤  5 grams fat per 8 fl. oz. 

4. Water: 
a. No added sweeteners 

5. Electrolyte replacement beverage: 
a. Water as first ingredient, and 
b. ≤  2.1 grams added sweetener per 1 fl. oz., and 
c. At least 10 but no more than 150 milligrams of sodium per 8 fl. 

oz., and 
d. At least 10 but no more than 90 milligrams of potassium per 8 fl. 

oz., and 
e. No added caffeine 

 

NON-COMPLIANT BEVERAGES MAY BE SOLD BY ANY ENTITY STARTING  
ONE-HALF HOUR AFTER THE END OF THE SCHOOL DAY. 

 
MIDDLE/HIGH SCHOOLS – STUDENT 

ORGANIZATIONS 
Reference: California Code of Regulations Section 15501 

 

Effective during or after school hours. 
 
Applies ONLY to food and beverage sales by student 
organizations. 
1. Up to three categories of foods or beverages may be sold each 

day (e.g., chips, sandwiches, juices, etc.). 

2. Food or beverage item(s) must be pre-approved by governing 
board of school district. 

3. Only one student organization may be allowed to sell each 
day. 

4. Food(s) or beverage(s) cannot be prepared on the campus. 

5. The food or beverage categories sold cannot be the same as 
the categories sold in the food service program at that school 
during the same school day. 

6. In addition to one student organization sale each day, any and 
all student organizations may sell on the same four 
designated days per year. School administration determines 
these dates.  

 
MIDDLE/HIGH SCHOOL –  FOODS OF MINIMAL 

NUTRITIONAL VALUE  
Reference: Code of Federal Regulations, Title 7, Section 210.11, 
Appendix B  
 

Prohibited foods and beverages sold to pupils. 
 

Effective during the meal period on the entire school campus where the 
federally reimbursable meal may be served and/or eaten. 
Applies to the following foods sold to students by any entity: 
1. Carbonated and aerated beverages 
2. Water ices – except if contains any fruit or fruit juice 
3. Chewing gum 
4. Hard candies 
5. Jelly and gum candies 
6. Marshmallow candies 
7. Fondant 
8. Licorice 
9. Spun candy 

10.   Candy coated popcorn 

QUICK REFERENCE CARDS, PAGE 2 



Purchasing

























Risk Management



Risk Management 

Gail Richardson, Director, gail-richardson@scusd.edu, 643-7836 

Martine Kruger, Risk Management Technician, krugerm@scusd.edu, 643-9421 

Keyshawn Marshall, Lead Disability Technician, Keyshado@scusd.edu, 643-7901 

Jane Numazu, Safety Technician Jane-Numazu@scusd.edu, 643-7895 



~ HOT TOPICS ~
Sacramento City Unified School District (SCUSD) is a member of the Schools Insurance Authority a 
Joint Powers Authority, (JPA) Self-Insured Risk Pool.  This is NOT “insurance”, and therefore SCUSD 
Administrators, Principals, and staff should be extremely careful not to refer to SIA’s coverage as 
“insurance” partially in contracts containing insurance clauses and indemnity agreements.   The 
Memorandum of Coverage, (MOC) provided by JPAs create special rights that can be lost if coverage 
is improperly described. The School Insurance Authority Joint Powers Agreement item S. states: 

Any liability arising form, or in any manner related to, claims for which actual or alleged liability would 
have been waived, released, minimized, or reduced if the Named Covered Member had used Pre-Approved 
Forms, but this Exclusion only applies to the first $5,000 deductible Loss. Pre-Approved Forms appended as 
Endorsements to this Memorandum of Coverage, MOC, including (a) and participation agreement, release, or 
waiver; (b) any pre-approved or required provisions or language to be included by a Named Covered Member 
in any contract or agreement that may give rise to potential liability under this MOC; and (c) any facilities use 
or lease. 

As a risk management and avoidance tool, SIA has developed standardized field trip, sport/activity 
participation, and facility use forms.  These forms provide comprehensive participation and release language 
important in the best insulating Covered Parties from liability Claims. 

The SIA Executive Committee has approved, failure to use the aforementioned forms or relevant 
language (which will be translated in all necessary languages), resulting in liability exposures that could have 
been avoided will result in a proposed Claim fine of $5,000, on top of the $5,000 deductible.  This additional fee 
is seen as a financial incentive to move Named Covered Members toward the use and improvement of these 
important forms.  

Accidents.  All accidents/incidents/losses MUST be properly documented, investigated and
reported to Risk Management regardless of severity. 

Worker’s Compensation Claims Management.  SCUSD’s premiums are based on
numerous factors; one important one is injury loss rate.  With our active safety program in place and 
our return to work program, we have been successful in reducing both the number of accidents and 
the time of rehabilitation.  We need your help to continue this effective approach to reducing the 
districts costs of workers compensation claims, which results in healthier people and keeps dollars in 
our budget and classrooms.  Remember by accommodating your injured workers through the 
Return to Work program at your site, and not using unbudgeted substitutes to cover for your injured 
staff elsewhere in the district; you are assisting in the budget issue for the entire district. 

Safety Programs. Risk Management’s Safety Technician will provide monthly safety topics with
handouts at the district monthly safety meeting; which your site safety coordinator should attend.  
They should in turn cover topic with your staff at your monthly meeting.  Your safety coordinator 
then needs to attach safety presentation along with attendance staff sign-in roster and return them 
to Risk Management.   Each site is required to have an active safety committee headed by a safety 
coordinator in place by the end of September each new school year.  Let us work together to keep 
our students, staff and school sites safe. 

Hand Sanitizers. Guidance from the California Department of Education dated January 07, 2013
on the use of hand sanitizers in California public schools.  

� Good hand hygiene is vitally important in preventing the spread of the flu. The Centers for 
Disease Control and Prevention (CDC) recommends that students and staff wash their hands 



often with soap and water for 20 seconds or use a hand sanitizer, especially after coughing 
or sneezing. 

� California's Department of Public Health (CDPH) and the CDC recommend alcohol-based
sanitizers as being effective to kill the flu virus. The CDC states other hand sanitizers that do
not contain alcohol may be useful; however there is less evidence on their effectiveness
compared to that on hand washing and alcohol-based sanitizers. Therefore, CDPH
recommends alcohol-based sanitizers for use in schools.

� There is no statute or regulation which prohibits schools from providing hand sanitizers for
use by students and staff, especially in settings where soap and water are not readily
available, such as portable classrooms. Many California schools are making hand sanitizers
available to their students and staff.

� Provisions of the Education Code relating to alcoholic beverages do not apply to alcohol-
based sanitizers. Schools with "zero tolerance" or other policies forbidding alcohol are
recommended to make an exception for alcohol-based sanitizers. Appropriate instruction
and supervision in the use of sanitizers should, of course, always be given.

� As always, school districts must cooperate with and follow orders issued by a local or state
public health officer to protect public health.

Guidance from State of California –Health and Human Services Agency, California Department of 
Public Health for School Administrators for School (K-12) the use of alcohol-based hand sanitizers 
(gels, foams, or wipes) containing at least 60% alcohol should be promoted in California schools. 



SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 

RISK MANAGEMENT 
DISABILITY MANAGEMENT 

Gail Richardson--Director, gail-richardson@scusd.edu, 643-7836 
Keyshawn Marshall, keyshado@scusd.edu, 643- 7901 



Although it is reasonable for employees to be excused for occasional absences due to illness or injury, the challenge is to 
manage absenteeism so that the departmental goals are still achieved. The goal is to create a work environment where 
employees are motivated to return to work as soon as medically possible because they feel supported and they know 
their work is valued.  

In recent years, laws have evolved into a complex maze of rules and regulations that influence how absences are 
managed. Some of this legislation includes:  

� Americans with Disability Act of 1990 (ADA)
� Family and Medical Leave Act of 1993 (FMLA)
� Rehabilitation Act of 1973
� California Fair Employment and Housing Act (FEHA)
� California Family Rights Act (CFRA)
� California Pregnancy Disability Leave Act (PDLA)
� California Workers' Compensation Act

Guiding Principles 
� Disability and absenteeism results in human and financial costs to the employee, school site and the district.
� Management of disability and absenteeism is required by Federal/State laws, district policies, and collective

bargaining agreements.
� Injuries can be prevented through safety, awareness, and training.
� Importance of creating a work environment where employees are motivated to return to work as soon as

medically possible.
� Disability and absenteeism can be prevented/minimalized through the provision of Reasonable Accommodation

through the Return to Work Program.

Principal’s Role 
As a principal, you play a vital role in managing disability and absenteeism by: 

� Preventing injuries
� Reporting work-related injuries timely
� Participating in the Interactive Process
� Providing Reasonable Accommodation through the Return to Work Program
� Requesting Return-to-Work Reviews
� Industrial Disability (Work-Related)

An employee with a work-related disability may be eligible for Workers' Compensation benefits, as well as 
District benefits that supplement Workers' Compensation.  Steps to Follow: 

1. If injury /illness is life threatening Call 911, do not have staff transport
2. Staff must report injury/illness to supervisor
3. Instruct staff to call Schools Insurance Authority’s Early Intervention Nurse at 916-643-9299
4. Notify Risk Management’s Disability Management as soon as possible, and complete the

“Incident/Accident Report” within 24 hours and forwarding to Keyshawn Marshall by email to
keyshado@scusd.edu.

5. Work with Schools “Insurance Authority’s Claims and Risk Management’s Disability Management during
all “Interactive Process”, “Stay-at-Work” or “Return-to-Work” processes.

a.) Stay at work part time during the initial phases of a disability. This will help an employee who has 
not yet become totally disabled and can work part time;  

b.)  Return to work consists of part time or modified duty, with the goal of increasing the employee's 
work hours and/or job duties to his/her previous work schedule 



� Non-Industrial Disability (Non-Work-Related)
An employee with a non-work related disability may be eligible for benefits if the employee is unable to 
work. Steps to follow: 

1. Staff should notify Supervisor of any long-term non-work related injury/illness, especially
contagious disease being treated by a licensed practitioner.

2. If staff is unable to work notify Human Resources to secure substitute
3. Notify Risk Management’s Disability Management by completing the “Incident/Accident Report”

as soon as possible, and forwarding to Keyshawn Marshall by email to keyshado@scusd.edu.
4. Instruct injured or ill staff to contact Human Resources for information of all leaves types

available to them during this period.
5. Work with Risk Management’s Disability Management and Human Resources during all

“Interactive Process” “Stay-at-Work” or “Return-to-Work

a.) Stay at work part time during the initial phases of a disability. This will help an 
employee who has not yet become totally disabled and can work part time; 
b.) Return to work consists of part time or modified duty, with the goal of increasing 
the employee's work hours and/or job duties to his/her previous work schedule 

6. Staff member may NOT return to work without a release from the licensed practitioner who is
the treating physician of the condition

Return to Work, Modified Work Accommodation 
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� Modified Work - Changing or eliminating specific job duties within the employee's regular job to meet the
temporary work restrictions;

� Alternative Work - Offering the employee a position other than his/her regular job to meet the temporary work
restrictions;

� Reduced-Hours Work - Less than full-time work to meet the temporary restrictions.

Interactive Process 

If an employee has prolonged or permanent disabilities that impair the employee's ability to perform his/her job, an 
effort must be made to provide accommodation to enable the employee to work in a modified capacity or change to a 
more suitable position. In this way, the District can keep valued, experienced and trained employees, while complying 
with our obligations under the Americans with Disabilities Act and the Fair Employment and Housing Act.   

The district should engage an employee in an interactive process to evaluate whether job modifications can be made 
which enable the employee to continue to perform the essential functions of the job when: 

� An employee is out for a prolonged disability leave;

� An employee discloses that s/he has a disability impacting his/her job;

� An employee provides medical information describing prolonged or permanent impairments.



In addressing a Reasonable Accommodation request, it is imperative that an interactive process and exchange take place 
between Risk Management, Human Resources, the Principal and the employee. During this interactive process, the 
parties will discuss whether or not accommodations are necessary for the employee to be able to perform the essential 
functions of the job.  Reasonable accommodations must be made on a case-by-case basis, but could include job 
restructuring, initiating part-time or modified work schedules, and providing assistive devices.  Accommodations should 
not create a new position or a financial hardship for the District. 

When a Reasonable Accommodation is needed, please contact Risk Management’s Disability Management s to facilitate 
this interactive process. 

It is important to note that accommodations are based on the unique needs of the employee's disability and the 
necessity to perform the essential functions of the job and not necessarily on the employee's preferences.  On the other 
hand, if reasonable, primary consideration should be given to the employee's preferences.  The department does have 
the discretion to select between equally effective accommodations in terms of cost and ease of implementation. 

If the interactive process is thorough and complete, yet concludes that the employee cannot be reasonably 
accommodated within the department, the employee can then participate in the Priority Reassignment process. Please 
see the Priority Reassignment section for further details. 

The employee's benefits under the disability plan and from all other sources of income may not exceed 100% of eligible 
earnings prior to the employee's disability. 

Typically, Risk Management’s Disability Management Interactive Process will begin with the first notice of injury/illness 
absence and will involve the following: 

� Meet or speak with the employee to learn the history of the case and discuss options;

� Give or send, and go over with employee the “Request for Accommodation” Packet;

� Communicate with the principal or supervisor to determine if accommodations can be;

� Communicate with the department to determine if alternative work, based on the work restrictions, is available;

� Assist the employee to search for alternative work within the entire district, if the employee's department is
unable to accommodate the work restrictions. Please see the Priority Reassignment section (below) for further
details.

Priority Reassignment 

Priority Reassignment is a preferential employment process whereby an employee with a disability may be selected for 
another position within the district without the requirement that the position be publicized. This Priority Reassignment 
process does not provide a right to guaranteed re-employment.  

Eligibility for Priority Reassignment is based on medical information from the employee's treatment provider 
documenting that the employee is precluded from returning to work in his/her regular position, but is able to participate 
in a search for alternative work.  

During Priority Reassignment, the employee will work closely with Risk Management’s Disability Management 



P L E A S E   P  O S T 

ALL WORK RELATED INJURIES 
MUST BE REPORTED TO OUR 

SCHOOLS INSURANCE AUTHORITY INTAKE NURSE AT: 

916-643-9299
MEDICAL EMERGENCIES REQUIRING IMMEDIATE TREATMENT BY EMERGENCY PERSONNEL CALL 911 

OR REPORT TO NEAREST MEDICAL HOSPITAL 

Workers’ Compensation Injury-Reporting Procedures 

 PLEASE NOTIFY YOUR PRINCIPAL. 

Calls will be answered in the order they are received.  If the injury is life threatening, please direct the injured 
employee to go to the nearest medical facility and advise the nurse of the location. 

The employee’s medical condition will be evaluated by the SIA nurse.  Because the nurse will need to know specific 
information, it would be preferable to have the injured worker speak directly with the nurse, if at all possible.  The 
nurse will send an Employee’s Claim Form (DWC-1) to the injured employee.  Should an employee decide not to 
see a doctor at the time of the incident, a written report will be completed by the nurse and a copy sent the Risk 
Management Department. 

Each time an employee sees a physician, he or she must submit a copy of the doctor’s report to his/her principal 
and to Risk Management Department. 

Industrial injury time is paid for 60 days commencing the first day your treating physician declares you 
temporarily or permanently unable to work.  If you are not declared unable to work you will need to use your 
sick or personal time for treatment and doctor visits.  The treatment and/or doctor appointment and mileage 
will be paid by the District’s worker’s compensation program.   



Accident Occurs, Is it life threatening?

Work Related Injury/Illness Flow Chart

NO

Principal instructs employee to contact Schools 
Insurance Authority's Early Intervention Nurse at 

916-643-9299,

Principal notifies Risk Management,
Disability Management at 916-643-����

Principal investigates the accident and reports 
safety repairs, completes investigation form and 

forwards to Risk Management

Call 911

YES

Principal instructs employee to contact Schools 
Insurance Authority's Early Intervention Nurse at 

916-643-9299,

Full Duty Returns to Work With Restrictions

Employee goes for treatment

Total Temporary Disability

Principal investigates the accident and reports 
safety repairs, completes investigation form and 

forwards to Risk Management

Principal notifies Risk Management,
Disability Management��	���
�
�������

Employee returns to regular position
Principals places employee modified duty based 

on the restriction, until employee is released to full 
duty or shows no improvement after 90 to 120 

days.  If assistance is needed with modified duty 
call Risk Management

Employee is off work until released by treating 
physician



SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 

RISK MANAGEMENT 
Insurance and Loss Control 

Gail Richardson—Director, gail-richardson@scusd.edu, 643-7836 
Martine Kruger>Risk M
�
�������Technician, krugerm@scusd.edu, 643-9421 

Services provided: 

Americans with Disabilities Act (ADA) 
Certificates of Insurance of District Coverage’s 

Compliance 
Employment Practices Liability 
Employee Health and Wellness 

Ergonomics  
Field Trip and Athletic Waiver Forms 

Low Cost Student Insurance  
Process District Asset Damage or Loss Claim and Subpoenas 

Process Injury or Damage Claims Against the District 
Special Event Additional Insurance 



Americans with Disabilities Act (ADA) 

Federal and state law requires equal access for all individuals to physical facilities, programs, services and activities at 
our schools.  Risk Management offers information, support and resources to all aspects of ADA Title II compliance 
including building standards and school site accessibility, Transition Plans, administrative evaluation of programs. 

Accessible Design and Building Standards 

The 2010 California Building Code and the federal 2010 ADA Standards for Accessible Design are both utilized in 
providing the “most stringent” accessibility standards in the creation and maintenance of school facilities.  Risk 
Management stays current with the latest information and resources on both of these accessibility standards.   

Emergency Evacuation for Students, Staff and Visitors with Access and Functional Needs 

Emergency preparedness is critical for all students, staff and visitors at your school, but even more so for individuals 
who require assistance during an evacuation.  There are a significant number of considerations for the evacuation 
process which must be planned in advance in order to be effectively implemented in the midst of an emergency 
situation.   

Playgrounds and Play areas  

The newly revised 2010 ADA Standards for Accessible Design now detail more specific provisions on play equipment, 
accessible routes, transfer systems and more.   

 Accessible Swimming pools 

 Pool lifts, sloped entries and transfer steps are all means of providing accessibility to a school swimming pool� 

Administrative ADA rules and policies 

The Risk Management�Director is the SCUSD ADA Coordinator� 



Certificate of Insurance for District Coverage 

The purpose of a certificate of insurance is to demonstrate proof of insurance coverage to the parties involved. 

Request Procedure 

1. Fill out the request form provided by SCUSD Risk Management.
2. Attach the entire signed agreement/documentation.
3. All requests for a certificate of insurance should be processed through SCUSD Risk Management for review.
4. All completed forms and supporting documents must be forwarded through SCUSD Risk Management to Schools

Insurance Authority.

Please allow  Schools Insurance Authority 10 business days to issue a certificate of insurance. 

1. Once the form is completed and the signed agreement/documentation is received at SIA, the documents are�
reviewed. If any information is missing, Risk Management district will be contacted.

2. The request is processed and sent to our broker. The certificate of insurance is issued, sent to SIA and mailed to
the certificate holder.

3. The certificate of insurance will then be forwarded to SCUSD Risk Management�



Compliance 

School districts are required to comply with numerous state and federal regulations. It is a challenge to understand 
and maintain all ���the requirements including documentation, training, and personnel responsibilities.  

Bloodborne Pathogens 

A procedure is in place for those that may come in contact with blood or other bodily fluids or are exposed to potentially 
infectious materials, and the plan requires annual training. 

Emergency Preparedness 

School district personnel must be prepared for a variety of emergencies that can occur on the campus and in 
the community��
nd requires drills of plan be exercised regularly. 

Hazard Communication 

Chemicals are used throughout the school district including maintenance shops, science labs, art and shop classes and 
more.  Hazard communication increases awareness about the chemicals school staff work with every day and outlines 
safe work practices. 

Heat Illness Prevention Plan 

The California Code of Regulations requires all employers, including districts, to have a heat illness prevention plan�

Injury and Illness Prevention 

All California employers, including school districts, are required to have an Injury and Illness Prevention Program (IIPP) in 
place and it is often requested when Cal/OSHA visits.   

Underground Storage Tanks 

Additional coverage for underground storage tanks is available to member districts to meet environmental concerns 
regarding potential hazards.   

Storm Water 

The SIA Storm Water Group Monitoring Program helps SCUSD meet state storm water regulations for school 
transportation sites.  The program requires completing monthly, quarterly and annual inspection and report. 



Employment Practices Liability 

The appropriate and professional management of staff is necessary for district success and efficiency.  Education 

and proper documentation will assist administrators in reducing costly mistakes� 

Sexual Harassment Training 

Sexual harassment continues to be a widespread problem encountered by women and men in the work force today.  

Sexual harassment can cover a wide range of behaviors and involve co-workers, supervisors and independent 

contractors. 

California regulation requires harassment training for all employees.  Although the Human Resources must provide this 

training, Risk Management can work with Schools Insurance that offers training sessions to assist our staff to attend 

sessions that meet the regulatory requirements for staff that may have missed their district training. 



Employee Health and Wellness 

SCUSD firmly believes in promoting a culture of health and wellness for our employees. We offer a variety of tools, 
resources, programs and presentations to encourage staff to live safe and health lives, on and off the job. 

Asthma - The number of staff and students with asthma has increased in recent years.  Understanding asthma in our
schools will make staff and students more comfortable.  

Bloodborne Pathogens - Those that may come in contact with blood or other bodily fluids are exposed to�
potentially infectious materials�

Concussions in Youth Sports - All concussions are serious and can occur in a variety of school settings and
activities. Know your concussion ABCs.  

Diabetes -  Education and understanding the risk factors of diabetes will help prevent it or reduce its complications.

Employee Assistance Program (EAP) - Our Employee Assistance Program (EAP) is designed to help school
employee’s deal with personal problems that seriously affect job performance. 

Fitness - Regular exercise and good physical fitness are important for long-term health and well-being

Health Awareness - Good health is a combination of many factors.  To live a healthy life, we must understand�
health risks, disease prevention and health management� 

Mental Health Management - Mental health involves emotional well-being, the capacity to live a full and
creative life, and the flexibility to deal with life's inevitable challenges.  

Nutrition - Proper nutrition is necessary for providing energy to accomplish our daily tasks as well as our life goals.

Personal Safety - Awareness of the hazards around you and the ability to focus on the task at hand will help protect
you both on and off the job.  

Smoking Cessation - Breaking a smoking habit is a difficult but the long term advantages are worth the ��
�������

Wellness Culture - To assist our staff in promoting messages of good health, we have created a series of
reproducible handouts on a variety of wellness topics.   



Ergonomics 

A safe, comfortable and efficient work environment is beneficial for all employees. When employees use good 
ergonomic practices, they reduce their potential for injury. SIA has established a comprehensive ergonomics program 
for our member districts complete with a variety of services, tools and resources. We also provide purchasing tips all 
tailored to meet the needs of today’s school employees and district budgets. All of these services are available to SIA 
member district employees at low or no cost. 

For additional information regarding Ergonomics, Martine Kruger, krugerm@scusd.edu 

The following ergonomic equipment is available, free of charge, to SIA member district employees (workers' 
compensation pool only) who will be utilizing the equipment on the job.  

� Back Belts: Sizes – Small, Medium, Large, X-Large, XX-Large, XXX-Large
� Lumbar Supports: Rounded or Angular

Printed Materials: 
� Ergonomics 101 – Fixes on a Shoestring: Keyboard Tray Extensions
� Ergonomics 101 – Fixes on a Shoestring: Monitor Risers and Footrests
� Ergonomics 101 – Fixes on a Shoestring: Pinch Grip and Mouse Shortcuts
� Arranging Your Workstation to Fit You (booklet)
� Comfort at the Computer (booklet)
� Ergonomics and You – A Common Sense Approach to Reducing CTD Risks (booklet)
� Industrial Ergonomics: Protecting Your Elbow and Forearms (brochure)
� Industrial Ergonomics: Protecting Your Neck and Shoulders from CTDs (brochure)
� Office Ergonomics: Understanding Ergonomics (brochure)
� Preventing Keyboard Injuries and Fatigue (booklet)
� Preventing Repetitive Strain at the Keyboard - Comfortable Computing for Your Wrist and Hands (booklet)

To obtain any of the above materials contact Martine Kruger, krugerm@scusd.edu 



Field Trip and Athletic Waivers Participation Forms 

Agreement for Activity Participation (Students K-12) 
Used for all Student Activities, Clubs, and/or Special Classes (including after-school programs or classes involving special risks 
of harm or injury, including ROP/work experience classes).  Before a K-12 student participates in extra-curricular or  
risky”/”dangerous” curricular classes, this form should be executed acknowledging the risks associated with such activities  
(including risks of injury during transportation to and from off-site events), the student’s and parent’s agreed compliance with 
districts safety rules, and the authorization to administer emergency care in the case of injury.  

Contract for Adult Activity Participation 
Used for all Adult Education/Vocational Rehabilitation, etc. Classes involving special risks of harm or injury, including off-site  
training or work experience activities.  Before an adult education student participates in a class or program involving potentially 
“risky”/”dangerous” activities, this form should be executed acknowledging the risks associated with such activities (including  
risks of injury during transportation to and from off-site events), the adult student’s agreed compliance with districts safety 

 rules, and the authorization to administer emergency care in the case of injury� 

Agreement for Team Participation 
Used for all Team Sports (CIF and Intramural), Band, Cheerleading, and Dance Team.  Before a student tries out for, 
participates in practices or training sessions, or is actually involved in team/group events, this form must be signed 
acknowledging the risks associated with such activities (including risks of injury during transportation to and from off-
site events), the student’s and parent’s agreed compliance with districts safety rules, and the authorization to 
administer emergency care in the case of injury. The form also requires information regarding statutorily required 
insurance the student must provide, absent financial circumstances requiring that such insurance/coverage be 
obtained through other sources� 

Sports Physical Examination Form 
Used for all Team Sports (CIF and Intramural), Band, Cheerleading, and Dance Team.  Before a student tries out for, or 
participates in, any of the listed extra-curricular activities, the student must have (a) a parent or legal guardian 
complete the medical history, and (b) a medical doctor, doctor of osteopathy, or doctor-supervised nurse practitioner or 
physician’s assistant conduct the examination and execute the form. 

Student Field Trip Authorization 
Used for all In-State Field Trips (Whether or not Overnight).  While the Education Code provides immunity for field trip 
activities, the form requires parents to acknowledge the immunity laws, and the risks associated with the activity, as 
well as providing authorization to administer emergency care in the case of injury. 

Student Field Trip (Outside California) Authorization 
Used for all Out-of-State/Foreign Field Trips In addition to the issues covered under the standard field trip form, this 
form also notes the limitations on payment for travel-related costs and expenses and the risks of financial loss to the 
student/parent if the trip is cancelled for some reason. 



Transportation Forms 

Volunteer Personal Automobile Use Form 
Used for all Adult Volunteer/Employee Drivers (For Curricular/Extra-Curricular Events).  Before an adult is allowed to 
operate a private passenger vehicle (or a District-owned vehicle, should that ever be allowed), this form should be 
completed identifying their insurance and vehicle information, further confirming that the driver’s insurance coverage 
will be primary to any insurance coverage available to the District.  The form also notes the driver’s obligation to 
maintain a safe vehicle and to operate that vehicle in a safe manner at all times. The form does not require the District 
to conduct “pull-notice” or other background checks, but it does authorize the District to conduct such reviews if it 
deems it appropriate to do so. 

Student Personal Automobile Use Form 
Used for all Student Drivers Transporting Themselves to/from Curricular/Extra-Curricular Events.  This is the first form 
that must be completed before a student can drive himself/herself to a District-sponsored curricular or extra-curricular 
activity.  This form contains basic information regarding the student’s license, insurance and vehicle information. The 
form also acknowledges that the driver’s insurance coverage will be primary to any insurance coverage available to the 
District. The form also notes the student’s obligation to maintain a safe vehicle and to operate that vehicle in a safe 
manner at all times. It does not require the District to conduct “pull-notice” or other background checks, but it does 
authorize the District to conduct such reviews if it deems it appropriate to do so. 

Student Alternate Transportation Form 
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Low Cost Student Insurance Program 

Sacramento City Unified School District Does not carry medical or dental insurance for students should they suffer an 
injury/illness at school.  This means that the parents should have medical insurance or pay their child’s medical bills if 
their child is hurt or becomes ill during school activities.  Parent/Guardian and staff mistakenly believe that the school 
carries such student coverage’s.   Principals must instruct staff to never imply that the school or district has coverage or 
is in any way responsible for treatment costs.   

Parents/Guardians may wish to purchase the low-cost insurance that the district provides information regarding.  
Neither the school nor district has any financial interest in this program or company.  The district merely seeks to 
provide parents or guardians with the opportunity to obtain low-cost insurance protection.  Any student participation in 
interscholastic sports is required by state laws to have adequate medical insurance.  There are coverage plans that 
provide coverage for 9th, 10th, 11th, and 12th grade interscholastic football only coverage. 

Brochure and application are on line and should be available in every school main office.   Parents/guardians should be 
told that they need to work directly with the company, if they have any questions regarding coverage or claims.  The 
district cannot collect payments nor speak for the company. 



Property/General and Auto Liability 

Property 

Schools Insurance Authority, SIA provides first party physical property damage coverage for SCUSD.   SCUSD is self-
insured and claims are administered by SIA claims staff.   The District has a $25,000 deductible on property coverage. 

General and Auto Liability 

SIA provides comprehensive legal liability and automobile liability coverage for SCUSD, as well as coverage for physical 
damage involving collision and comprehensive incidents to district vehicles.  As a member, the District being self-insured 
has the benefit of SIA in-house claims administration. 

Claim Reporting Procedures 

If you need a claim form or incident report form in connection with an automobile accident, school property damage or 
a non-automobile incident, please see SCUSD Risk Management, Martine Kruger, krugerm@scusd.edu 

All claims against the district or school district employee, the claim form must be obtained from Risk Management, 
Martine Kruger, krugerm@scusd.edu.  Once completed this form must be presented directly to the SCUSD Board of 
Education. No claims can be presented directly to SIA. 

ALL ACCIDENTS AND INCIDENTS MUST BE �EPORTED TO: 

� Site officials, directors, managers, school office personnel, and the District Insurance and Emergency
Preparedness Department

� Compile documents for claim submission

� Ensure ALL required Safety Reports are investigated and returned to Insurance and Emergency Preparedness
Department

� Conduct Monthly Site and Department Safety checks

� Conduct Monthly Safety Committees Meeting making sure our school and work sites are all safe



Subpoenas 

Responding to subpoenas 

1. If you have received a subpoena by mail or have inadvertently accepted service of Subpoena you
should notify Risk Management immediately.  You should discuss the Subpoena with the Risk
Management Director before responding in any way, even if no documents exists or the person named
in the Subpoena is not available to testify.  The Director of Risk Management will promptly notify the
Legal Department and delegate responsibilities for responding to the Subpoena that may involve more
than one organizational unit.

2. If you receive a subpoena that request Sacramento City Unified School District records that pertain to a
particular individual and the issuing court, agency, or government attorney requests the Sacramento
City Unified School District not notify such and was individual, you may disclose the Subpoena or the
fact of its receipt only to the Risk Management and Legal Departments.

3. If the Subpoena request is for student records, you must notify the student’s parents several days prior
to providing the documents requested.  This is the student’s Parent/guardian time to file a motion with
the court to block the Subpoena, if he or she does so.



SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 

RISK MANAGEMENT 
Safety 

Gail Richardson—Director, gail-richardson@scusd.edu, 643-7836  
Jane Numazu—Safety Technician, jane-numazu@scusd.edu, 643-7895 

Services provided: 

Compliance 
Driving Safety 

Fire Safety and Arson Prevention 
Playground Safety 
Workplace Safety 

Material Safety Data Sheet, M.S.D.S 



Compliance 

Schools are required to comply with numerous state and federal regulations. It is a challenge to understand and 
maintain all the requirements including documentation, training, and personnel responsibilities.  

Emergency Preparedness - School district personnel must be prepared for a variety of emergencies that can
occur on the campus and in the community.   

Hazard Communication – Chemicals are used throughout the school district including maintenance shops, science
labs, art and shop classes and more.  Hazard communication increases awareness about the chemicals school staff work 
with every day and outlines safe work practices.   

Heat Illness Prevention Plan - The California Code of Regulations requires all employers, including districts, to
have a heat illness prevention plan.    

Injury and Illness Prevention - Injury and Illness Prevention Program provides the essential elements of the
plan.  All California employers, including school districts, are required to have an Injury and Illness Prevention Program 
(IIPP) in place and it is often requested when Cal/OSHA visits 

Underground Storage Tanks - Additional coverage for underground storage tanks is available to member
districts to meet environmental concerns regarding potential hazards.  

Storm Water - The Storm Water Group Monitoring Program helps districts meet state storm water regulations for
school transportation sites.   

Lead Exposure Testing - Blood lead tests may be ordered to screen people in the workplace if lead contamination
is a possibility 

Asbestos and Lead Training – Custodial and Maintenance workers

� Environmental training such as AHERA training for Asbestos Awareness is for all employees who come into
contact with Asbestos but do not disturb it. They must have the Two Hour Asbestos Awareness Training
annually. This is almost all workers because over 3000 products are still in use, many not banned.

� Lead Awareness Training is also required annually.  Lead classes are required under the Hazard Communication
standard and OSHA standards. Employers are required to provide annual training to employees who
encounter hazards in the workplace, including Lead, which is found in many common workplace products from
keys to paint.



Driving Safety 

Risk Management offers resources including training videos, access to defensive driver training programs and helpful 
checklists and guidelines. 

After An Accident 

The moments after an accident can be tense and confusing.  We know we must gather information but it can be difficult 
to be focused.  To assist, Risk Management has accident information brochures that can be kept in a vehicle and used to 
gather the appropriate facts.  These brochures should be put into district vehicles and can also be used by employees 
using their personal vehicle on district business.  The brochures are not to be used in place of the official accident report 
form but should be attached to the signed form and turned into Risk Management. 



Fire Safety and Arson Prevention 

School staff has the ability to prevent devastating fires on campus. Good housekeeping, proper electrical 
usage and awareness of arson opportunities are just a few of the precautions that can be taken to reduce the 
chance for fire. Risk Management can provide tips and tools to assist with fire prevention efforts. 

1. Arson Prevention Tips
2. Site Administrator's Guide to Fire and Intrusion
3. School Fire and Life Safety Guidelines
4. Stay Fire-Safe in the Classroom
5. Summer Fire Safety
6. 30 Ways to Prevent School Arson



Playground Safety 

Playgrounds are an essential element of child development and education. The State of California requires all public 
playgrounds meet the Consumer Product Safety Commission (CPSC) guidelines and the American Society for Testing and 
Materials (ASTM) standards.  

Risk Management’s Safety Services works to meet these requirements and keeping playgrounds available and safe for 
our students.  Jane Numazu is now enrolled to become a Certified Playground Safety Inspector. 

Playground Signage 

School playgrounds are often available for use by the public during non-school hours. These labels were designed to help 
the public use your equipment safely. The labels indicate the appropriate age range of the user, suggestions for safe play 
and direction for adult supervision and concerns. Each label is 5x7 inches and can be affixed directly onto the 
equipment. There are three age range options 2 to 5 years, 5 to 12 years and 2 to 12 years. Select the label that is most 
appropriate for the design of your equipment.  

Low Frequency Inspection Form - Use this checklist to conduct your low frequency inspections.  
High Frequency Inspection Form - Use this checklist to conduct your high frequency inspections. 

 IPEMA third-party certification of playground equipment/surface materials 

The International Play Equipment Manufacturers Association (IPEMA) provides a third-party certification service in 
which an independent laboratory validates the manufacturer’s claims of conformance.  The IPEMA website provides an 
easy and free service to search by manufacturer, product line and specific product to identify and print out IPEMA 
Certificates of Compliance for play equipment and surface materials. 

 Installation and maintenance of engineered wood fiber (EWF) to meet ADA requirements 

Correctly installing and maintaining your EWF surface in playground areas is critical to keeping your surfacing both safe 
and ADA compliant.  This two-page document provides step-by-step information for both the original install and ongoing 
maintenance at your playgrounds. 



School, Employee and Workplace Safety 

Preventing losses is an effective way to protect school district resources.  Risk management offers a variety of services 
and tools to assist district staff in keeping staff safe and worksites protected. 

Science Safety Handbook for California Public Schools – This publication by the California Department of
Education provides information to help make your kindergarten through 12th grade science program safe.  It is 
recommended that all science program instructors have a copy of the handbook.     

Emergency Preparedness - School district personnel must be prepared for a variety of emergencies that can
occur on the campus and in the community.   

Employee Entrance Evaluation (E3) - Most classified jobs within the district are physically demanding;
requiring individuals to lift and carry on a regular basis.  Before entering into a position, it is reasonable and appropriate 
to determine that there is a match between what a position requires physically and the physical ability of the 
candidate.  This is a pre-employment, post offer physical ability test that enables the candidate and the district to screen 
in candidates whom can perform the job tasks within a position before they begin working.   

Injury and Illness Prevention – Risk Management has issued each site with a compliance plan manual in which
includes the Injury and Illness Prevention.  All California employers, including school districts, are required to have an 
Injury and Illness Prevention Program (IIPP) in place and it is often requested when Cal/OSHA visits.  

CPR and First Aid – Upon the request or Risk Management, SIA has CPR mannequins, videos and first aid equipment
available to assist certified instructors to conduct training.  

Property Protection - The protection of school property is necessary for the safety of school district staff and
students.  It is also important to protect district property from costly damage.   



Material Safety Data Sheets, M.S.D.S. 

A material safety data sheet, M.S.D.S. is a document that gives detailed information about the nature of a chemical, such 
as physical and chemical properties, health, safety, fire, and environmental hazards of the chemical product.  In addition 
to giving information about the nature of a chemical, an M.S.D.S. also tells how to work safely with a chemical and what 
to do if there is an accidental spill or leakage. 

The Federal Occupational Safety and Health Administration, OSHA Hazardous Communication Standard (29 CFR 
1910.1200) requires manufacturers or distributors of chemicals to issue material safety data sheets (MSDS) with the first 
shipment of any hazardous chemical product, and the employer is responsible for having them available to staff. 

They are designed for: 
� Workers and may be exposed to hazardous materials
� Emergency personnel(for example, firefighters and police officer) who may have to clean up the spill or release

Material Safety Data Sheets, M.S.D.S. must contain the same basic information such as: 
� Chemical Identity :Name of product
� Manufacturer’s Information:  Name, address, phone number and emergency phone number of manufacturer
� Hazardous Ingredients/Identity Information: List of hazardous chemicals according to OSHA standards.  The

chemicals are often known by different names, all common trade names should be listed.  The OSHA Permissible
Exposure Limit (PEL) for each hazardous ingredient must be listed

� Physical/Chemical Characteristics:  Boiling point, vapor pressure and density, melting point, evaporation rate,
etc.

� Fire and Explosion Hazard Data: Flashpoint, flammability limits, ways to extinguish, special fire-fighting
procedures, unusual fire and explosion hazards

� Reactive Data: how certain materials react with others when mixed or stored together
� Health Hazard Data: Health effects (acute=immediate; chronic=long-term), ways the hazard can enter the body

(lungs, skin, or mouth), symptoms of exposure emergency and first aid procedures
� Precautions of Safe Handling And Use: What to do in case materials spill or leak, and how to dispose of waste

safely, how to handle and store material is a safe manner
� Control Measures: ventilation (local, general, etc.), type of respirator/filter to use, protective gloves, clothing

and equipment, etc.



Forms at www.scusd.edu 

Title ID

Use of Non-Education Facilities Agreement RSK-F110B 

Use of Facilities Between Public Agencies RSK-F110C 

Use of Education Facilities Agreement (Computer Enter) RSK-F110A 

Student Activity Waiver Form RSK-F100D 

Incident or Student Accident Report Form (Computer Enter)  RSK-F103A 

Field Trip Information RSK-F106F 

Concussion Head Injury Report Form and Medical Release RSK-F100G 

Concussion Head Injury Information Sheet RSK-F100F 



Technology Services



 

Sacramento city 

unified school 

district 

Commitment to technology advancements for all staff, 

students and community 

 Who we are: 

The Technology Services 
Department is comprised of 
District network, data/software 
systems and help desk specialists 
dedicated to supporting and 
improving the technology 
environment for staff, students, 
parents, and citizens to access 
needed information resources. 

Our vision is to be the leading 
provider of state of the art 
technologies and support to all of 
our community. 

Our mission is to provide quality 
customer service, technology 
support and expert application 
development for staff, students and 
community members. 

What we do: 

The Customer Support Help Desk 
provides technology support to school sites 
on a regular schedule both in person and 
through remote tools. 

Network Support provides connectivity 
and security to the district wide network in 
connecting our customers to network 
services and to Internet resources. 

Our Application Support Specialists 
provide support to Escape, the finance, 
human resources and payroll system, the 
Zangle Student Information System 
for student registration, attendance, report 
cards and similar administrative tasks 
among other and all District data collection 
and reporting systems. 

Telephone Services supports the 
District’s telephone, cellular phone and 
internet connectivity relationships and can 
assist your school sites & departments with 
all of your telecommunications needs. 

How we support you: 

For all District technology related issues 
and support needs: 

• Submit an automatic Help Desk 
work-order by emailing 
support@scusd.edu 

• Call the Help Desk at (916) 
643-9445 where you can 
receive assistance by creating a 
work-order 

• Visit our webpage, 
http://www.scusd.edu/techno
logy-services, to view current 
help desk documentation, 
announcements and links to 
“how-to-videos” 

• Helping school sites and District 
Departments purchase the right 
technology solutions: 
http://www.scusd.edu/pod/p
urchase-computers-laptops-
printers  

 
For more information on Technology Services, including forms and 
other helpful information, visit our page on the district’s website at 
www.scusd.edu/technology-services.   

Technology Services 

 

 

Support and Services

Monday-Friday 7 a.m. to 5 p.m.
        
P. 916-643-9445                  
F. 916-399-2038 
 



Technology services                   Sacramento city unified school district 

  
Assistant Superintendent 
Information Education Technology 
Terry Kritsepis 

Director III 
Network, Telecommunications & 
Technical Support 
Nick Saechow 
 
Help Desk Technicians 
Anne Jirasritumrong 
Gita Halderman (Zangle Support) 
Patty Nielsen 
William Hendricks
 
Site Technicians 
Aron Jones 
David Thom 
Justin Fahndrich 
Lawrence Williams 
Steve Bythell 
Tim Gamble 
Vincent Flores 
 
Network Support Specialist 
Ron Queensbury 
 
Application Support Specialists 
Joanne Corby 
Jon Rudolph 
Lance Lawrence 
Sam Chamreun 
Steve Bruno 
 
 
 
 

 
 

 

In addition to the support listed above, 

Sacramento City Unified School 

District employees, students and 

families now have free access to 

atomiclearning.com—a secure, 

online and on-demand technology 

training tool that provides video 

trainings on thousands of technology 

tools ranging from basic to advanced.   

Our district has partnered with 

Atomic Learning to provide the 

highest technology training resources 

available.  Atomic Learning 

resources offer all teachers and staff 

the opportunity to access technology-

focused training resources 24 hours a 

day, seven days a week—giving you 

the answers you need, exactly when 

and where you need them. 

 

Teachers can use it in the classroom in 

a variety of ways, Administrators can 

assign trainings to employees, and 

parents and families can use it to 

advance their technology skills.  

Employees and students can access 

Atomic Learning by going to 

www.scusd.edu/atomic and 

logging in with their district user-

name and password.  Members of the 

community can access Atomic 

Learning by logging in with a generic 

username and password. 

Questions? 

Contact the Technology Services Help 

Desk at support@scusd.edu or 643-

9445. 

 

Atomic learning 

Online, on-demand technology training nlin 



Transportation
















