
 

 

Classified Personnel AR 4212.5(a) 

 

CRIMINAL RECORD CHECK 

 

 

Applicants for Employment 

 

Each person to be employed in a classified position, including temporary, substitute and part-

time positions, shall be required to submit fingerprint identification data.  However, 

secondary school students attending a district school who are to be employed in a temporary 

or part-time position shall not be required to submit fingerprint identification data.  

(Education Code 45125) 

 

The Superintendent or designee shall ensure that each person to be employed submits 

fingerprints, either electronically through the Live Scan system or on fingerprint 

identification card, for processing by the Department of Justice.  If the district is using the 

Live Scan system, the Superintendent or designee shall also provide the applicant with a Live 

Scan request form and a list of nearby Live Scan locations. 

 

The Superintendent or designee shall request the Department of Justice to forward one copy 

of the applicant's fingerprint identification data to the Federal Bureau of Investigation for the 

purpose of obtaining any record of previous convictions if the applicant:  (Education Code 

45125) 

 

1. Has not resided in the State of California for at least one year immediately preceding 

the application for employment 

 

2. Has resided for more than one year, but less than seven years, in the State of 

California and the Department of Justice has ascertained that the person was 

convicted of a sex offense where the victim was a minor or a drug offense where an 

element of the offense is either the distribution to or the use of a controlled substance 

by a minor 

 

The Board of Education shall not employ an applicant until the Department of Justice 

completes its check of the state criminal history files.  (Education Code 45125) 

 
(cf. 4212 - Appointment and Conditions of Employment) 

 

The Superintendent or designee shall ensure that no person is hired who has been convicted 

of a violent or serious felony as listed in Penal Code 667.5(c) or 1192.7(c), unless that person 

has obtained a certificate of rehabilitation and a pardon. (Education Code 45122.1) 

 

The Superintendent or designee may hire a classified employee without waiting for the 

disposition of the employee's criminal history files upon a determination that an emergency 

or exceptional situation exists and that a delay in filling the position would endanger student 

health or safety. (Education Code 45125) 

 
(cf. 4112.6/4212.6/4312.6 - Personnel Files) 

(cf. 4112.62/4212.62/4312.62 - Maintenance of Criminal Offender Records) 

 



 

 

 AR 4212.5(b) 

 

 

CRIMINAL RECORD CHECK  (continued) 

 
 

Subsequent Arrest Notification 

 

The Superintendent or designee shall request subsequent arrest notification from the 

Department of Justice as provided under Penal Code 11105.2.  (Education Code 45125) 
 

Current Employees 
 

Upon notification by telephone from the Department of Justice that a current temporary, 

substitute or probationary classified employee has been convicted of a violent or serious 

felony, the Superintendent or designee shall immediately place that employee on leave 

without pay, unless the employee has received a certificate of rehabilitation and a pardon.  

(Education Code 45122.1) 

 

Upon receipt of written notification of the fact of conviction from the Department of Justice, 

the Superintendent or designee shall terminate the temporary, substitute or probationary 

employee without regard to any other procedure for termination specified in the Education 

Code or district procedures, unless that employee has received a certificate of rehabilitation 

and a pardon.  (Education Code 45122.1) 

 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 

 

If the employee challenges the Department of Justice record and the Department of Justice 

withdraws in writing its notification, the Superintendent or designee shall immediately 

reinstate the employee with full restoration of salary and benefits.  (Education Code 45122.1) 

 

 

 
Legal Reference:  (see next page) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 AR 4212.5(c) 

 

 

CRIMINAL RECORD CHECK  (continued) 

 

 

 

 
Legal Reference: 

EDUCATION CODE 

44332.6  Criminal record check, county board of education 

44346.1 Applicants for credential, conviction of a violent or serious felony 

44830.1 Certificated employees, conviction of a violent or serious felony 

44830.2 Certificated employees; Interagency agreements 

45122.1 Classified employees, conviction of a violent or  serious felony 

45125  Use of personal identification cards to ascertain conviction of crime 

45125.01 Classified employees; interagency agreements 

45125.1  Fingerprint for contractors 

45125.5  Automated records check 

45126  Duty of Department of Justice to furnish information 

GOVERNMENT CODE 

6200-6203 Crimes related to public records 

PENAL CODE 

502 Unauthorized access to computers 

667.5 Violent felonies 

1192.7 Serious felonies 

11075-11081  Criminal record dissemination 

11105-11105.75 Criminal identification 

11140-11144 Furnishing of state criminal history information 

13300-13305  Local summary criminal history information 

CODE OF REGULATIONS, TITLE 11 

703 Release of criminal offender record information 

708 Destruction of criminal offender record information 

 

Management Resources: 

WEB SITES 

Department of Justice/Attorney General's Office:  http://www.caag.state.ca.us/app 

CSBA:  http://www.csba.org 
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Classified Personnel BP 4215(a) 

 

EVALUATION/SUPERVISION 

 

 

The Board of Education recognizes that appropriate supervision and regular, comprehensive 

evaluations can help employees to continually improve in the performance of their 

responsibilities.  Evaluations shall be made in accordance with procedures specified in 

negotiated contracts and based on job-specific standards of performance. 

 
(cf. 4141/4241 - Collective Bargaining Agreement) 

 

The Board expects supervisors to gauge employees’ on-the-job effectiveness and skills in a 

fair, objective, and consistent manner.  Evaluations shall address the competence and care 

with which the employee executes his/her assigned responsibilities.  As appropriate, 

evaluations also may address the extent to which the employee works cooperatively with 

others and observes school or district rules and regulations. 
 

(cf. 4219.21 - Code of Ethics) 

 

The Superintendent or designee shall ensure that evaluation ratings have uniform meaning 

throughout the district. 

 

Evaluations shall be used to recognize the exemplary skills and accomplishments of staff and 

to identify areas needing improvement. When the evaluation indicates areas needing 

improvement, the Board expects employees to accept responsibility and take initiative to 

improve their performance. The Superintendent or designee shall assist employees in 

obtaining needed job skills. 

 
(cf. 4231 - Staff Development) 

 

The evaluation shall be dated and signed by both the employee and the supervisor. 

 
(cf. 4112.6/4212.6/4312.6 - Personnel Records) 

 

The Superintendent or designee shall ensure that classified employees have access to rules 

and procedures related to performance evaluations. 

 

 

 
Legal Reference:  (see next page) 

 

 

 

 

 

 

 

 

 



 

 

 BP 4215(b) 

 

 

EVALUATION/SUPERVISION  (continued) 

 

 

 
Legal Reference: 

EDUCATION CODE 

45113  Rules and regulations for the classified service in districts not incorporating the merit system 

45261  Subjects of rules (merit system districts) 

45262  Distribution of rules 

GOVERNMENT CODE 

3543.2  Scope of representation 

 

Management Resources: 

WEB SITES 

CSBA: http://www.csba.org 

California School Employees Association: http://www.csea.com 
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Classified Personnel E 4219.21 

 

CODE OF ETHICS 

CLASSIFIED EMPLOYEES 

 

 
School employees who are in daily contact with many phases of educational work should be persons whose 

conduct is beyond reproach and who sincerely believe in the advancement of education and the betterment of 

working conditions; therefore, the California School Employees' Association proposes this Code of Ethics as a 

standard for its members. 

 

AS A SCHOOL EMPLOYEE I WILL: 

 

1. Be proud of my vocation in order that I may use my best endeavors to elevate the standards of my 

position so that I may merit a reputation for high quality of service -- to the end that others may 

emulate my example. 

 

2. Be a person of integrity, clean speech, desirable personal habits, and physical fitness. 

 

3. Be just in my criticism and be generous in my praise; to improve and not destroy. 

 

4. At all times be courteous in my relations with students, parents, teachers and others. 

 

5. Be a resourceful person who readily adapts himself to different kinds of work and changed conditions 

and finds better ways to do things. 

 

6. Conduct myself in a spirit of friendly helpfulness to my fellow employees to the end that I will 

consider no personal success legitimate or ethical which is secured by taking unfair advantage of 

another. 

 

7. Associate myself with employees of other districts for the purpose of discussing school problems and 

cooperating in the improvement of public school conditions. 

 

8. Always uphold my obligations as a citizen to my nation, my state, my school district and my 

community, and give them unswerving loyalty. 

 

9. Always bear in mind that the purpose of CSEA is to promote the efficiency and raise the standards of 

all school employees and that I shall be equally obligated to assist all my fellow workers. 

 

 

SOURCE:  CALIFORNIA SCHOOL EMPLOYEES' ASSOCIATION 
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Classified Personnel AR 4222(a) 

 

TEACHER AIDES/PARAPROFESSIONALS 

 

 

Qualifications and Duties of Paraprofessionals 

 

No person shall be initially assigned to assist in instruction as a paraprofessional unless 

he/she has demonstrated proficiency in reading, writing, and mathematics skills up to or 

exceeding that required for the district’s high school seniors pursuant to Education Code 

51220(a) and (f). (Education Code 45330, 45344.5, 45361.5) 

 

A paraprofessional who has passed a proficiency test in another district and was employed in 

the same capacity shall be considered to have met the district’s proficiency standards, unless 

the district determines that the other district’s test is not comparable. (Education Code 

45344.5, 45361.5) 

 

Instructional aides shall perform only such duties as, in the judgment of the certificated 

personnel to whom the instructional aide is assigned, may be performed by a person not 

licensed as a classroom teacher. These duties shall not include assignment of grades to 

students.  (Education Code 45344) 

 
(cf. 5121 - Grades/Evaluation of Student Achievement) 

 

Instructional aides need not perform their duties only in the physical presence of the teacher, 

but the teacher shall retain responsibility for the instruction and supervision of the students in 

his/her charge. (Education Code 45344) 

 

Additional Qualifications and Duties of Paraprofessionals in Title I Programs 

 

All paraprofessionals working in a program supported by federal Title I funds shall have 

received a high school diploma or its equivalent. (20 USC 6319; 34 CFR 200.58; Education 

Code 45330) 

 
(cf. 6171 - Title I Programs) 

 

In addition, at least one of the following criteria shall be met immediately by 

paraprofessionals hired on or after January 8, 2002, and by the end of the 2005-06 school 

year by paraprofessionals hired before January 8, 2002:  (20 USC 6319; 34 CFR 200.58; 

Education Code 45330) 

 

1. Completion of at least two years of study at an institution of higher education 

 

 In accordance with the definition adopted by the State Board of Education, "two years 

of study" shall be equal to 48 semester units or equivalent quarter units. 

 

2.  Possession of an associate’s degree or higher 

 

 



 

 

 AR 4222(b) 

 

 

TEACHER AIDES/PARAPROFESSIONALS  (continued) 

 

 

3. Knowledge of and ability to assist in instructing reading, writing, and mathematics, as 

demonstrated through a local or state assessment 

 

A paraprofessional who was hired on or before January 1, 2003, shall be deemed to have met 

the proficiency exam requirements of item #3 above if he/she has previously demonstrated, 

through a local assessment, knowledge of and an ability to assist in instructing reading, 

writing, and mathematics.  (Education Code 45330) 

 

When a paraprofessional has previously worked in another district, the Superintendent or 

designee may determine whether any assessments conducted by the previous district satisfy 

the proficiency criteria of item #3 above. 

 

Items #1-3 above shall not apply to any paraprofessional: (20 USC 6319; 34 CFR 200.58; 

Education Code 45330) 

 

1. Who is proficient in English and a language other than English and who provides 

services primarily to enhance the participation of children in Title I programs by 

acting as a translator 

 

2. Whose duties consist solely of conducting parental involvement activities consistent 

with 20 USC 6318 

 

Paraprofessionals working in a program supported by Title I funds may be assigned to: (20 

USC 6319; 34 CFR 200.59) 

 

1.  Provide one-on-one tutoring for eligible students, if the tutoring is scheduled at a time 

when a student would not otherwise receive instruction from a teacher 

 

2.  Assist with classroom management, such as organizing instructional and other 

materials 

 

3.  Provide assistance in a computer laboratory 

 

4.  Conduct parental involvement activities 

 

5.  Provide support in a library or media center 

 

6.  Act as a translator 

 

7.  Provide instructional services to students, provided that the paraprofessional is 

working under the direct supervision of a teacher 

 

 



 

 

 AR 4222(c) 

 

 

TEACHER AIDES/PARAPROFESSIONALS  (continued) 

 

 

Title I paraprofessionals may assume limited duties that are assigned to similar personnel in 

non-Title I programs, including duties beyond classroom instruction or that do not benefit 

Title I students, in the same proportion of total work time as non-Title I paraprofessionals. 

(20 USC 6319; 34 CFR 200.59) 

 

The principal of each school operating a Title I program shall annually attest in writing as to 

whether the school is in compliance with federal requirements regarding qualifications and 

duties of paraprofessionals listed above. Copies of attestations shall be maintained at the 

school and district office and shall be available to the public upon request. (20 USC 6319) 

 

Parental Notification 

 

At the beginning of each school year, a parent/guardian shall be notified that he/she may 

request information regarding whether his/her child is provided services by paraprofessionals 

and, if so, their qualifications. (20 USC 6311) 

 
(cf. 5145.6 - Parental Notifications) 
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Classified Personnel BP 4231(a) 

 

STAFF DEVELOPMENT 

 

 

Classified staff shall have opportunities to participate in staff development activities in order 

to improve job skills, retrain to meet changing conditions in the district, and/or enhance 

personal growth. 

 
 (cf. 4261.3 - Professional Leaves) 

 

The Superintendent or designee shall develop a program of ongoing staff development which 

may include, but not be limited to, activities related to: 

 

1. General workplace skills and/or skills and knowledge specific to the duties of each 

classified position 

 
(cf. 1340 - Access to District Records) 

(cf. 3515.3 - District Police/Security Department) 

(cf. 3542 - School Bus Drivers) 

(cf. 4200 - Classified Personnel) 

(cf. 4222 - Teacher Aides/Paraprofessionals) 

(cf. 5148 - Child Care and Development) 

(cf. 6300 - Preschool/Early Childhood Education) 

 

2. The role of classified staff in achieving district goals and promoting student 

achievement 

 
(cf. 0000 - Vision) 

(cf. 0200 - Goals for the School District) 

 

3. The use of technologies to improve job performance 

 
(cf. 0440 - District Technology Plan) 

 

4. Effective communication and interaction with other staff, students, parents/guardians, 

and community members 

 
(cf. 6020 - Parent Involvement) 

(cf. 6171 - Title I Programs) 

 

5. Topics related to student health, safety, and welfare 

 
(cf. 0450 - Comprehensive Safety Plan) 

(cf. 3515.5 - Sex Offender Notification) 

(cf. 5131.6 - Alcohol and Other Drugs) 

(cf. 5131.63 - Steroids) 

(cf. 5141.4 - Child Abuse Prevention and Reporting) 

(cf. 5145.3 - Nondiscrimination/Harassment) 

(cf. 5146.9 - Hate-Motivated Behavior) 

(cf. 5145.7 - Sexual Harassment) 

(cf. 5149 - At-Risk Students) 

 



 

 

 BP 4231(b) 

 

 

STAFF DEVELOPMENT  (continued) 

 

 

6. Topics related to employee health, safety, and security 

 
(cf. 4119.11/4219.11/4319.11 - Sexual Harassment) 

(cf. 4119.43/4219.43/4319.43 - Universal Precautions) 

(cf. 4157/4257/4357 - Employee Safety) 

(cf. 4158/4258/4358 - Employee Security) 

 

7. For classroom instructional aides, staff development activities may also include 

academic content of the core curriculum; teaching strategies; classroom management; 

or other training designed to improve student performance, conflict resolution, and 

intolerance and hatred prevention 

 
(cf. 4131 - Staff Development) 

 

The Superintendent or designee shall involve classified staff, site and district administrators, 

and others, as appropriate, in the development of the district’s staff development program.  

He/she shall ensure that the district’s staff development program is aligned with district 

goals, school improvement objectives, and school plans. 

 
(cf. 0000 - Vision) 

(cf. 0200 - Goals for the School District) 

(cf. 0420 - School Plans/Site Councils) 

(cf. 0420.1 - School-Based Program Coordination) 

(cf. 0520.1 - High Priority Schools Grant Program) 

(cf. 0520.2 - Title I Program Improvement Schools) 

(cf. 0520.3 - Title I Program Improvement Districts) 

 

The district’s staff evaluation process may be used to recommend additional staff 

development for individual employees. 

 
(cf. 4215 - Evaluation/Supervision) 

 

The Board of Education may budget for actual and reasonable expenses incurred by 

classified staff who participate in staff development activities. 

 
(cf. 3350 - Travel Expenses) 

 

The Superintendent or designee shall provide a means for continual evaluation of the benefit 

of staff development activities to staff and the district and shall regularly report to the Board 

regarding the effectiveness of the staff development program. 

 
(cf. 0500 - Accountability) 

(cf. 9000 - Role of the Board) 

 
Legal Reference:  (see next page) 

 



 

 

 BP 4231(c) 

 

 

STAFF DEVELOPMENT  (continued) 

 

 

 
Legal Reference: 

EDUCATION CODE 

41530-41532 Professional Development Block Grant 

44032  Travel expense payment 

44390-44393 California School Paraprofessional Teacher Training Program 

45380-45387  Retraining and study leave (classified) 

56240-56245  Staff development; service to persons with disabilities 

REPEALED EDUCATION CODE FOR CATEGORICAL PROGRAMS 

44579-44579.6  Instructional Time and Staff Development Reform Program 

GOVERNMENT CODE 

3543.2 Scope of representation of employee organization 

PUBLIC EMPLOYMENT RELATIONS BOARD DECISIONS 

United Faculty of Contra Costa Community College District v. Contra Costa Community College 

District, (1990) PERB Order No. 804, 14 PERC P21, 085 

 

Management Resources: 

WEB SITES 

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

California School Employees Association: http://www.csea.com 
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Classified Personnel AR 4231 

 

STAFF DEVELOPMENT 

 

 

Upon approval of the Superintendent or designee, classified staff members may participate in 

staff development opportunities which may include, but are not limited to: 

 

1.   Orientation and support for new employees 

 

2. Visits to other schools and school districts 

 

3.   Attendance at professional conferences or committee meetings 

 

4.   Classes and workshops offered by the district, county office of education, institutions 

of higher education, private organizations, or other appropriate agencies 

 
(cf. 4261.3 - Professional Leaves) 

 

5. Joint staff preparation time and staff meetings 

 

6. Follow-up activities that help staff implement newly acquired skills 
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Classified Personnel AR 4261.11(a) 

 

INDUSTRIAL ACCIDENT/ILLNESS LEAVE 

 

 

Leave of absence for industrial accidents or illnesses shall be provided to classified 

employees who have served in the district continuously for at least three years. 

 

In each fiscal year, allowable leave for any single industrial accident or illness shall be for 60 

working days. (Education Code 45192) 

 
(cf. 4113.4/4213.4/4313.4 - Temporary/Modified Light-Duty Assignment) 

(cf. 4157.1/4257.1/4357.1 - Work-Related Injuries) 

(cf. 4157.2/4257.2/4357.2 - Ergonomics) 

(cf. 4161/4261/4361 - Leaves) 

 

Allowable leave shall not accumulate from year to year.  (Education Code 45192) 

 

When a classified employee is absent from his/her duties because of an industrial accident or 

illness:  (Education Code 45192) 

 

1. Industrial accident or illness leave shall start on the first day of absence. 

 

2. Payment for wages lost on any day shall not, when added to an award granted the 

employee under the workers' compensation laws of this state, exceed the normal wage 

for the day. 

 

3. Industrial accident or illness leave shall be reduced by one day for each day of 

authorized absence, regardless of a compensation award made under workers' 

compensation. 

 

4.   If an industrial accident or illness leave overlaps into the next fiscal year, the 

employee is entitled to only that amount remaining at the end of the fiscal year in 

which the injury or illness occurred, for the same illness or injury. 

 

Upon expiration of allowable leave for an industrial accident or illness, the employee shall 

use personal illness and injury leave as provided by Education Code 45191. If the employee 

continues to receive workers' compensation, he/she shall be entitled to use only as much of 

his/her accumulated or available sick leave, accumulated compensating time, vacation or 

other available leave as, when added to the employee's workers' compensation award, will 

provide for a full day's wage or salary. (Education Code 45192) 

 
(cf. 4261.1 - Personal Illness/Injury Leave) 

 

During any paid leave of absence, the employee shall endorse to the district the workers' 

compensation checks received on account of his/her industrial accident or illness. In those 

cases, the district shall issue appropriate salary warrants for payment of the employee's salary 

and shall deduct normal retirement and other authorized contributions.  (Education Code 

45192) 

 



 

 

 AR 4261.11(b) 

 

 

INDUSTRIAL ACCIDENT/ILLNESS LEAVE  (continued) 

 

 

When available paid leave has been exhausted, the employee shall be so notified in writing 

and shall be offered an opportunity to request additional leave.  (Education Code 45192) 

 

After a classified employee has exhausted all industrial accident leave, all credited and 

accumulated sick leave, and all earned vacation then the employee will receive 50 percent of 

the employee's regular salary for up to 100 working days. 

 

When all available leaves of absence, paid or unpaid, have been exhausted and the employee 

is not medically able to assume the duties of his/her position, the employee shall be placed 

either in another position or on a reemployment list for a period of 39 months. If during this 

time the employee becomes medically able, he/she shall be employed in a vacant position in 

the class of his/her previous assignment over all other available candidates, except for a 

reemployment list established because of lack of work or lack of funds, in which case the 

employee shall be listed in accordance with appropriate seniority regulations.  An employee 

who has been placed on a reemployment list and has been medically released for return to 

duty, but fails to accept an appropriate assignment, shall be dismissed. (Education Code 

45192) 

 
(cf. 4218 - Dismissal/Suspension/Disciplinary Action) 

 

Any employee receiving benefits under this leave shall, during periods of injury or illness, 

remain within the State of California unless the Board of Education authorizes travel outside 

the state.  (Education Code 45192) 

 

During this leave, the employee may return to his/her position without suffering any loss of 

status or benefits.  Periods of leave of absence, paid or unpaid, shall not be considered to be a 

break in service of the employee.  (Education Code 45192) 

 

 

 
Legal Reference: 

EDUCATION CODE 

45191 Leave of absence for illness or injury 

45192 Industrial accident and illness leaves for classified employees 
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