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2021 – 2022 PROGRAM MANUAL 
Greetings! We are happy to provide you with this 2021-2022 edition of the Sacramento City Unified 
School District (SCUSD) Expanded Learning Programs Operations Manual to help you navigate through 
this school year.  PLEASE BE AWARE THAT THE CONTENTS OF THIS MANUAL WILL BE ADAPTIVE TO THE 
STATE MANDATED QUARANTINE REGULATIONS FOR ALL SCHOOL DISTRICTS DUE TO THE COVID-19 
PANDEMIC. 

This manual will provide you with: 

• Overview of the necessary components of ASES, 21st Century and ASSETs Programs  
• Policies and Procedures  
• Sample Documentation  
• Blank Forms and Templates 

As you are planning and designing your program, always keep in mind the SCUSD Expanded Learning 
Program Goals: 

1. To improve the academic performance in reading /language arts and math of students 
who are low performing/failing or at high risk of failure.  
 

2. To improve the health and wellness of youth who participate in the Expanded Learning 
program. 
 

3. To enhance a student’s enrichment opportunities by providing a broad array of age-
appropriate, student- driven, high interest learning opportunities.  
 

4. To provide information, educational resources, and activities to families, that will 
enhance youth and adult learning.  
 

5. To create and maintain relationships with the school day staff.  
 

 
It is our hope that you will use this manual as a tool to assist in the design, coordination, and 
implementation of your Expanded Learning Program. 

 

Sincerely, 

Youth Development Support Services 
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SCUSD VISION, MISSION, CORE VALUES & GOALS 
Core Value 

We recognize that our system is inequitable by design and we vigilantly work to 
confront and interrupt inequities that exist to level the playing field and provide 

opportunities for everyone to learn, grow, and reach their greatness. 

SCUSD MISSION 
Students graduate as globally competitive lifelong learners, prepared to succeed in a career and 
higher education institution of their choice to secure gainful employment and contribute to 
society. 

 
SCUSD VISION 
Every student is a responsible, productive citizen in a diverse and competitive world. 
 
VALUES 

• Equity: Commitment to reducing the academic achievement gap by ensuring that all 
students have equal access to the opportunities, supports and the tools they need to be 
successful. 

• Achievement: Students will be provided with a relevant, rigorous and well-rounded 
curriculum, with the expectation that all will be well prepared for a career and post-
secondary education. 

• Integrity: Communication and interaction among and between students, parents, staff, 
labor and community partners is defined by mutual respect, trust and support. 

• Accountability: Commitment to transparency and ongoing review of data will create a 
culture focused on results and continuous improvement in a fiscally sustainable manner. 

 
SCUSD GOALS 

• College, Career and Life Ready Graduates 
• Safe, Emotionally Healthy and Engaged Students 
• Family and Community Empowerment 
• Operational Excellence 
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2016 -2021 SCUSD STRATEGIC PLAN 
Sacramento City Unified School District is guided by the mission to provide every student at 
every school with the tools they need to be successful. To be effective in this mission, we must 
focus on proven strategies that directly impact our students’ ability to access high quality 
instruction and receive the appropriate supports to help them become college and career 
ready. Further, we must identify and then address obstacles that limit or prevent students from 
accessing a high quality education. 

In the 2015-16 school year, the district solicited extensive community and stakeholder 
engagement to develop the Strategic Plan. Our Strategic Plan is a blueprint for student success. 
It outlines a vision for SCUSD schools in the future, and provide the steps necessary to attain 
the vision. The Strategic Plan will guide the district’s Local Control and Accountability Plan 
(LCAP), which will incorporate the goals of the Strategic Plan, and pair actions with resources. 

READ STRATEGIC PLAN HERE: http://www.scusd.edu/sites/main/files/file-
attachments/board_adopted_strategic_plan_0_0.pdf  

Equity, Access and Social Justice Theory of Change  

 

 

 

 

 

 

 

 

 

 

 

Equity & Access 
Guiding Principle  

All students are given an 
equal opportunity to 

graduate with the 
greatest number of 

postsecondary choices 
with the widest array of 

options 
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EXPANDED LEARNING PROGRAMS OVERVIEW 
SCUSD Expanded Learning Programs strive to create and sustain safe spaces during the critical hours 
outside of regular day school where Sacramento children and youth can access expanded learning 
opportunities and holistic culturally relevant programming. SCUSD Expanded Learning Programs operate 
in elementary, middle, high schools and community centers across district. 

We serve 14,000 students at 62 program sites every day. 

By the end of the school year, expanded learning participants have received an equivalent to 90 
additional days of school.  

Expanded learning partners work closely with schools to help provide holistic supports and equitable 
learning opportunities for students. SCUSD Expanded Learning Programs serve a large portion of 
SCUSD’s most vulnerable student populations. SCUSD expanded learning students are ethnically diverse: 
42% Latinx, 20% Black, 19% Asian, 9% White 7% two or more, and 3% other. Additionally, 81% of 
participants are socio-economically disadvantaged, 23% are English Learners and 13% are Special Ed 
Students.   

SCUSD Expanded Learning Programs offer a wide array of opportunities that are:  

• Rooted academic enrichment and not academic remediation 
• Tailored to meet the diverse needs of intersectional learners/communities 
• Staffed by caring and adequately trained adults that are wanting and willing to build 

strong relationships to the students 
• Focused on promoting a stronger sense of self-identity, healthy eating, authentic youth 

voice, relationship building and physical activity  
 

Within these broad categories, Expanded Learning Providers work collaboratively with school partners 
to develop programming that supports the goals and priorities of the school community related to 
student achievement and well-being. 

Expanded Learning Programs commit to providing support to the WHOLE CHILD, during the WHOLE 
YEAR.  
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YDSS VISION, MISSION & PRIORITIES 
 
VISION 
 
All SCUSD youth will recognize themselves as agents of change within their own lives and 
communities through engagement in positive, relevant school experiences preparing them for 
college, career and life long success. 
 
MISSION 
 
Every student in SCUSD has access to culturally relevant, high quality, and engaging 
programming; receives equitable supports necessary to graduate from high school with the 
greatest number of postsecondary choices from the widest array of options; and, has the 
opportunity to use their voice in advancing social justice and improving outcomes for self, 
family, school, and community. 
 
YDSS CORE VALUES 
 

• We are motivated by LOVE for our students and KEEP YOUTH AT THE CENTER of our 
work. 

• We BUILD ONE ANOTHER UP and hold each other down. 
• We WALK THE WALK; student success is everyone’s responsibility. 
• We TREAT EACH OTHER with respect, acknowledging individual talents/skills, 

remembering we are not bigger than the work. 
• We PRACTICE SELF-CARE AND HONOR OUR OWN HEALING in order to be our best. 
• We TAKE OWNERSHIP for our work and ASK FOR/GIVE HELP when needed. 
• We PRAISE AND SHOW VALUE for the work of our team. 
• We are intentionally PROACTIVE AND EQUIPPED to respond when needed. 
• We are COMMUNITY DRIVEN and understand the critical value of partnerships. 

 
 
YDSS PRIORITIES  

 
• Engagement 
• Equity 
• Evaluation 
• Safety 
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YDSS PRIORITY AREAS 
 

1) ENGAGEMENT 
Students who have been put at high risk | underserved | marginalized 
 
Intentionally develop high quality, meaningful, and relevant opportunities that engage 
students, families, staff, and communities in order to provide information, support, and 
services to underserved groups.  
 

2) EQUITY 
Equity vs equality | restorative justice | systems change 
 
Maintain a laser-like focus on equity by providing education and awareness that 
promotes cultural humility and relevance in all approaches and services for youth.  
 

3) EVALUATION 
Plan | implement | monitor | improve 
 
Foster an intentional focus on capturing, analyzing, and applying data in order to adopt 
a culture of continuous improvement and maximum impact. 
  

4) SAFETY  
Violence prevention | healing | care 
 
Empower district staff and community partners to employ proactive measures that 
ensure physical, personal and emotional safety and healing of ourselves and our 
students.   
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SOCIAL JUSTICE YOUTH DEVELOPMENT 
FRAMEWORK 
 
Youth Development Support Services (YDSS) uses the Social Justice Youth Development (SJYD) 
Framework to inform the development and implementation of high quality programming for 
our students. This framework provides our staff and partners with intentional guidance in the 
development of programs and supports that build the capacity of our participants to: 
  

• Analyze power in social relationships  
• Make identity central 
• Promote systematic social change 
• Encourage collective action 
• Embrace Youth Culture 

  
Through this framework, our programs and partners are better equipped to engage students in 
identifying and dealing with serious social problems that they are facing by empowering them 
to be active participants in bringing about positive change. The focus is on seeing youth as 
critical assets and agents of change that are capable of transforming their environment. The 
longer term outcome for this framework is to foster higher levels of civic engagement, advocacy 
and conscious citizenship among our children and youth. 
 
Ginwright, S., & Cammarota, J. (2012). New Terrain in Youth Development: The Promise of a Social Justice Approach. Social 
Justice, 29(4), 82–95. Retrieved from http://www.jstor.org/stable/29768150 
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EXPANDED LEARNING FUNDING  
 
SCUSD Expanded Learning Programs are funded through state and federal funding administered by the 
California Department of Education (CDE), as well as SCUSD district funds. The funds are awarded to 
specific school sites and community agencies as part of a competitive process. The base grants that CDE 
awards to SCUSD for after school programs represent three funding sources: 

• After School Education & Safety (ASES) for elementary, middle, and K-8 schools are state 
funded.  The ASES grants are a three year renewable funding source.  

• 21st Century Community Learning Center (21st CCLC) grants for elementary, middle, and K-8 
schools are federally funded.  The 21st CCLC grants are awarded based on a highly competitive 
application process, and grants last for five years.   

• 21st Century After School Safety and Enrichment for Teens (ASSETS) grants for high schools are 
federally funded.  21st Century ASSETS grants are awarded based on a highly competitive 
application process, and grants last for five years.   

SCUSD applies for these grant funds from the California Department of Education, and grant funds are 
received and managed by Youth Development Support Services (YDSS).  In this manner YDSS becomes 
the liaison between SCUSD and the community in order to contract qualified Agency partners to operate 
Expanded Learning Programs at the different school sites. 

Approved agency partners are then welcomed to submit competitive grant applications to apply for 
SCUSD funds to operate at the different school sites. Providers are selected through a collaborative 
process including district and site administrators as well as teachers and parents.   

Additionally, agency partners leverage other funding and resources to support high quality 
programming, including but not limited to private grant dollars, individual contributions, AmeriCorps 
grants, volunteers, and other in-kind resources. Contracts are awarded to providers at 85% of the 
following allocations: 

• ASES - $8.88 per student per day for 180 days 
• 21st CCLC - $7.50 per student per day (after school K-8); $5 per student per day (before school)  
• 21st Century ASSETs- contracts are negotiated based on needs 
• Central Office Funds-  made available based on need 
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EXPANDED LEARNING GOALS  
 
The Expanded Learning Programs operate with the following goals for each grant, which share a focus 
on supporting children and youth’s development of physical, social and emotional, and academic skills.  

1. To improve the academic performance in reading /language arts and math of 
students who are low performing/failing or at high risk of failure.  

 
2. To improve the health and wellness of youth who participate in the Expanded 
Learning program. 

 
This might include but not limited to: nutrition, physical fitness, social justice, bullying and 
harassment prevention, safety issues (fire, bike, water, home alone, dating, car, etc.), social-
emotional development, and/or substance abuse prevention, etc.  
 

3. To enhance a student’s enrichment opportunities by providing a broad array of age-
appropriate, student- driven, high interest learning opportunities.  

 
This might include but not limited to: visual and performing arts (art, music, dance, theatre, 
performances, and exhibits), cultural/multi-cultural leadership activities, financial literacy or 
career planning and college exploration, and service learning, etc.  
 

4. To provide information, educational resources, and activities to families, that will 
enhance youth and adult learning.  

 
SUSTAINABILITY GOAL:  
 

5. To create and maintain relationships with the school day staff. There is a clear plan 
for strengthening the school day and Expanded Learning program alignment.  
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STAFFING 
SCUSD Expanded Learning Programs share a basic staffing pattern across all sites, though specific staff 
duties may vary somewhat from site to site. The most common staffing plan includes a full-time 
program manager, and front line team leaders. Expanded learning programs also collaborate with 
additional supplemental providers for specific services, as well as rely on youth and adult volunteers. At 
some sites, certificated teachers provide targeted academic assistance and academic enrichment 
activities through per diem contracts. 

• Agency directors are employed full-time by the contracted community based organizations that 
manage the Expanded Learning Programs. Typically, Agency Directors support program sites 
through a combination of professional development, workshops, supervision and capacity 
building via coaching to build partnerships with school and other community partners. 

• Program managers are responsible for the day-to-day site operations, staff supervision, 
enrollment and retention of students, and for establishing and maintaining relationships with 
school administrators and faculty. Program Managers are full-time staff who based at individual 
school sites. 

• Team leaders provide the bulk of direct service to youth in Expanded Learning Programs, and 
are responsible for leading activities and assuring that youth are safe and supervised during 
program hours. Team leaders positions are generally part-time, part-year, hourly jobs that are 
often filled by college-age students and community members. 

• Per-diem teachers are certificated teachers, usually from the host school, who plan and lead 
activities in expanded learning programs, ranging from academic supports to enrichment classes 
and sports teams. 

• Supplemental providers are community partners that follow a competitive Request for Proposal 
(RFQ) process to provide culturally relevant enrichment opportunities that are not readily 
available within the expanded learning setting. 

Programs must operate with a staff to student ratio of 1:20 or better. All staff supervising students in 
the expanded learning programs program must meet District TB and fingerprinting requirements as well 
as all minimum requirements for SCUSD Instructional Aide positions. 

PLEASE BE AWARE THAT THE STAFF TO STUDENT WILL BE ADAPTIVE TO THE STATE MANDATED 
QUARANTINE REGULATIONS FOR ALL SCHOOL DISTRICTS DUE TO THE COVID-19 PANDEMIC. 
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YDSS SPECIALIST ROLE 
Youth Development Specialists provide management, support, and linkage between expanded 
learning programs and Sacramento City Unified School District mission, goals, and initiatives.  
Responsibilities are as follows: 
 
MANAGEMENT 

• Direct supervision of identified sites 
• Liaison between district officials, site administration, parent/guardians and onsite 
expanded learning programs 
• Technical assistance and quality assurance supports 
• Alignment with SCUSD goals, strategic plan, and school day initiatives, etc. 
• Advocacy for expanded learning programs 
• Field trip coordination 
• Communication among stakeholders 
• Crisis intervention support 

 
SUPPORT 

• Professional development 
• Participate and support special events (ie. student leadership conferences) 
• Coordinate supplemental programs 

 
FISCAL 

• Per diem and SCUSD costs approval 
• Field trip approval 
• Resource development  
• Grant writing  

 
EVALUATION and COMPLIANCE 

• Liaison to SCOE/CDE 
• Grant compliance 
• Submit reports to CDE and other constituents  
• Data collection and evaluation 

Your Area Specialist may be able to support in other ways not specifically mentioned, please 
contact them directly. 

Vacant 
 

Dylan Fisher 

(916) 643-9020 
 

 

Andrea Nava 

(916) 643-7932 

Miamah Reed 

(916) 643-9080 

 

Mark Carnero 

(916) 643-7974 
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  E X P A N D E D  L E A R N I N G  P R O G R A M S  2 0 2 1 - 2 0 2 2  

C O O R D I N A T O R :  G L E N N I E L Y N  K E N E R Y  ( 9 1 6 ) 6 4 3 - 9 2 6 2  
 

  
 

Miamah Reed 
(916) 643-9080 

Miamah-
reed@scusd.edu 

 
Mark Carnero 
(916) 643-7974 

Mark-
Carnero@scusd.edu 

 
Dylan Fisher 

(916) 643-9020 
Dylan-fisher@scusd.edu 

 

 
Andrea Nava 

(916) 643-7932 
Andrea-Nava@scusd.edu 

 

Elementary Sites 

Abraham Lincoln 
Bret Harte  

Caroline Wenzel   
*Cesar Chavez  

Edward Kemble  
Genevieve Didion 
Golden Empire 
Hollywood Park  
*Isador Cohen 
James Marshall 

John Bidwell  
John Cabrillo  
O.W.Erlewine 
Pony Express  

Sequoia 
Sutterville 

Susan B. Anthony  
*William land  

*Leataata Floyd  
 

Elementary Sites 

BGC- Teichert 
Camellia Basic 

Caleb Greenwood 
Earl Warren 
Elder Creek 

Ethel Phillips 
Father Keith B. Kenny 

Hubert Bancroft 
H.W. Harkness 

John Sloat 
Mark Twain 

New Joseph Bonnheim 
Nicholas 

Oak Ridge 
*Pacific 

Peter Burnett 
Phoebe Hearst 

Washington  
Woodbine 

 
 

Elementary Sites 

Parkway 
Phoenix Park 

Middle Schools 

Albert Einstein 
California 

Fern Bacon 
Kit Carson 

Sam Brannan 
Will C. Wood 

School of Engineering and 
Sciences 

K-8 Schools 

Alice Birney Waldorf 
Inspired K-8                     

A.M. Winn K-8          
Leonardo da Vinci K-8 
Martin Luther King K-8 

John Still K-8 
Rosa Parks K-8 
Sol Aureus K-8 

 
 

Elementary Sites 

*Tahoe 
Bowling Green 

Theodore Judah 
David Lubin 

High Schools 

American Legion 
C.K. McClatchy 

Health Professions 
Hiram Johnson 

John F. Kennedy 
Luther Burbank 

Rosemont 

St. Hope Sites 

Sacramento Charter High 
PS7 K-8 

 
 

                                                                        *runs Before School Programs too. 
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PROFESSIONAL DEVELOPMENT SCHEDULE 

All PDs and Agency Directors meetings will be held virtually and will transition to in-
person meetings based on more guidance from the District 

FIRST TUESDAY OF THE MONTH (10:00 AM – 12:00 
PM) 

K-6 Sites K-8, Middle and 
High Schools 

Abraham 
Lincoln 
Bowling Green 
Bret Harte 
Camellia 
Caleb 
Greenwood 
Caroline Wenzel 
Cesar Chavez 
David Lubin 
Earl Warren 
Edward Kemble 
Elder Creek 
Ethel Phillips 
Fr. Keith B. 
Kenny 
Genevieve 
Didion 
Golden Empire 
H.W. Harkness 
Hubert Bancroft 
Hollywood Park 
Isador Cohen 
James Marshall 
John Sloat 
John Bidwell 
John Cabrillo 
Leataata Floyd 
Mark Twain 
Matsuyama 
Nicholas 
New Joseph 
Bonn 
Oak Ridge 
O.W. Erlewine 
Pacific  
 

Parkway 
Peter Burnett 
Phoebe Hearst 
Pony Express 
PS7 Elementary 
Susan B. Anthony 
Sutterville 
Sequoia  
Tahoe 
Theodore Judah 
Washington  
William Land 
 Woodbine 

 
COMMUNITY SITES 
Phoenix Park 
BGC – Teichert Branch 

 
BEFORE SCHOOL 
PROGRAMS 
Cesar Chavez 
Isador Cohen 
Leataata Floyd 
Pacific 
Tahoe 

              William Land 
 
C 

 
 
 
 
 
 

Albert Einstein 
Alice Birney Waldorf 
Inspired K-8 
California  
Fern Bacon 
Kit Carson 
PS7 Middle 
Sam Brannan 
Will C Wood 
A.M. Winn 
Rosa Parks 
John Still 
M.L. King Jr. 
Sol Aureus 
American Legion 
C.K. McClatchy 
Health Professions 
Hiram Johnson 
John F. Kennedy 
Luther Burbank 
Rosemont 
School of Engineering 
and Sciences 
 
 
American Indian 
Education 
 

Professional Development, Agency Supervisor & Agency 
Director Meetings 

10:00 AM – 12:00 PM  

 

Program 
Manager 
Meetings 

 

 

 

Instructional 
Aide 
Meetings 

 

 

 

Agency 
Supervisor 
Meetings  

 

  

 

Director 
Meetings  

 

 

 

Aug. 
30,31 
Sep. 1 

Oct. 5 Sep. 9 Sep. 14 

Oct. 5 

PM/IAs 

Feb. 1 

 

Oct. 7 Oct. 12 

Nov. 2 May 3 Nov. 4 Nov. 9 

Dec. 7  Dec. 9 Dec. 14 

Jan. 4  Jan. 6 Jan. 11 

Feb. 1 

PM/IA 

 Feb. 3 Feb. 8 

Mar. 1  Mar. 3 Mar. 8 

Apr. 5   Apr.7 Apr. 12 

May 3 

PM/IA 

 May 5 May 10 

 

All meetings will be held virtually and will transition 
to in-person meetings based on more guidance from 

the District. 

 
 

 



      
 

15 
 

AGENCY PARTNER RESPONSIBILITIES 
SCUSD Expanded Learning Programs require extensive collaboration among parents, youth, 
representatives from schools and governmental agencies, community-based organizations and 
the private sector. Programs are created through partnerships between schools and local 
community resources to provide students with safe, constructive opportunities for academic 
support and enrichment activities.  

SCUSD Expanded Learning Programs partner with qualified community based organizations 
with experience and demonstrated expertise in providing high quality youth development 
programming in partnership with schools. Organizations interested in partnering with SCUSD 
Expanded Learning Programs are required to complete successfully SCUSD’s Request for 
Qualifications (RFQ) process in order to become officially approved as an expanded learning 
provider. Agencies desiring to operate an expanded learning program within SCUSD must link 
and support the SCUSD mission and overall District goals. Agencies must have a comprehensive 
whole child plan that is aligned with the SCUSD Youth Development Support Services’ focus on 
the student learning and is oriented to continuous improvement.  

The funding provided by SCUSD Expanded Learning Programs is intended to: 
• Operate a before or after school program during the regular school year (with the 

potential for separate contract awards for summer) 
• Provide direct service to SCUSD students at the awarded site 
• Support student academic performance, with targeted efforts for students who are low 

performing/ failing or at high risk of failure as identified through state and local 
assessments 

• Demonstrate community partnership in delivering programs and services to children 
and families 

• Improve access to knowledge about health and wellness  
• Increase students’ participation in visual and performing arts 
• Develop an awareness and appreciation of different cultures 
• Increase opportunities for service learning and community service opportunities 
• Increase college and career awareness and youth entrepreneurial services 
• Provide information, educational resources, and parent engagement for families, and 

educational programs and activities which enhance youth and adult learning 
• Demonstrate ability to participate in required evaluation and outcome measures  
• Collaborate with SCUSD to develop and implement a sustainability plan in order to 

create a robust and comprehensive program 
• Follow all guidelines that are set forth in the contract (including fingerprinting & TB test 

requirements etc.) 
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ELIGIBLE AGENCIES 

Agencies must be community-based organizations or other public or private entities and must 
have experience in serving students who attend schools with a high concentration of 
economically disadvantaged students.  

ADDITIONAL REQUIREMENTS 

• Grantees are expected to maintain 100% attendance at all sites.  Sites may have contracts 
reduced if attendance falls below 85% of the targeted attendance rate per a single-site.  

• Grantees must work with the SCUSD Youth Development Support Services to demonstrate that 
progress has been made toward meeting the program goals as outlined in the service 
agreement; and collect data that addresses the performance indicators for the programs.   
Aspects of reporting are subject to change based on state requirements. 

• Grantees and the SCUSD Youth Development Support Services will utilize technology to work 
together, including, but not limited to, SCUSD Infinite Campus Student Information System (SIS), 
SCUSD Youth Development Support Services website and web-based reporting for attendance. 

• Grantees will send the program manager/site director/ site coordinator to monthly mandatory 
professional development  

• Grantees will participate within District-wide initiatives as aligned within the SCUSD vision and 
mission as well as the Youth Development Support Services Office (i.e. Social Justice Youth 
Development, Bullying Prevention; Obesity Prevention; Red Ribbon Week, etc.) 

• Grantees will work with the school community and the SCUSD Youth Development Support 
Services to create, refine, and modify the site Expanded Learning Program plan.  

 

SUMMARY OF AGENCY PARTNER RESPONSIBILITIES 

Agency Partners are responsible for designing, planning, coordinating and operating an effective and 
high-quality expanded learning programs that are aligned to the regular school day program and 
supports the Sacramento City Unified School District (SCUSD) and Youth Development Support Services 
(YDSS) overall goals and priorities for student achievement, health, and well-being. Selected Agency 
Partners are committed to working in close partnership with the host school site and the Youth 
Development office. Lead agencies must have strong capacity and infrastructure to be able to fulfill the 
following key lead agency responsibilities: 

1. Hire, supervise, train and support program staff and leaders 
2. Agency will include information about sexual harassment and child sexual abuse prevention in 

all new employee orientations. 
3. Ensure the program meets compliance requirements set forth by SCUSD and the California 

Department of Education 
4. Manage grant funds contracted to the agency 
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Leverage additional grant dollars and in-kind resources for the program including applying for SCUSD 
funding, as appropriate 

5. Develop program plans in close collaboration with school leadership 
6. Align program services to school site and district goals and priorities 
7. Ensure the Expanded Learning Programs reflects youth development quality standards 
8. Become an integral partner in the school community, in support of SCUSD’s full service 

community schools model 
9. Engage in partnership with the SCUSD Expanded Learning Programs Office on district expanded 

learning initiatives, sustainability efforts, and quality improvement system building work 
10. Participate in the SCUSD evaluation project and engage in an ongoing process of continuous 

quality improvement based on data 

HIGH QUALITY EXPANDED LEARNING PROGRAMS 

Expanded learning program funds may be used to carry out expanded learning activities that 
advance student achievement and that can be tracked and evaluated.  There are a number of 
components to a high-quality expanded learning program. These include but are not limited to: 

• Linkages between school-day and after-school personnel 
• High academic standards 
• Education activities and academic enrichment learning programs, including providing 

additional assistance to students to allow them to improve their academic performance 
• Mathematics and science education activities 
• Visual and performing arts education activities 
• Service Learning programs 
• Tutoring services (including those provided by senior citizen volunteers and mentoring 

programs) 
• Programs that provide Expanded Learning activities for limited English proficient 

students that emphasize language skills and academic achievement 
• Attention to safety, health, physical activity and good nutrition 
• Telecommunications and technology education programs 
• Programs that promote parental involvement and family literacy 
• Programs that provide assistance to students who may be truant or highly at-risk to 

allow the students to improve their academic achievement 
• Prevention programs (risk reduction and health promotion), counseling programs and 

character education programs 
• Effective partnerships with community-based organizations, juvenile justice agencies, 

law enforcement, and youth groups  
• Evaluation of program progress and effectiveness 
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QUALIFIED EXPANDED LEARNING PROVIDER LIST  
The following agencies and/or providers have participated in the YDSS Request for Proposals 
(RFP) process and successfully demonstrated the qualifications, capacity and collaboration 
required for contractual partnership with SCUSD Expanded Learning Programming. 

• Boys and Girls Club of Greater Sacramento 
 

• Center for Father and Families  
 

• City of Sacramento, Teen Services 
 

• East Bay Asian Youth Center  
 

• Rose Family Creative Empowerment Center 
 

• Higher Ground Neighborhood Development Corporation 
 

• New Hope Community Development Corporation 
 

• Roberts Family Development Center 
 

• Sacramento Chinese Community Service Center 
 

• Empowering Possibilities United  
 

• Leaders of Tomorrow 
 

• Cultivating Relationships through Enrichment Workshops (C.R.E.W.) 
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EXPANDED LEARNING PROGRAM MANAGER 
RESPONSIBILITIES 
EXPANDED LEARNING COORDINATION 

The site program manager is in charge of providing on-going leadership of the expanded learning 
program and staff at their particular site. The program manager ensures the completion of deliverables 
and the creation of a safe and welcoming environment while collaboratively partnering with school and 
district administration as well as other community partners, parents, students and other stakeholders. 

PROGRAM DEVELOPMENT  

• Maintains full attendance outlined by grant requirements and establishes waiting list 
•  In coordination with the site administration, performs a needs assessment in order to meet the 

needs of the particular school community 
• Is familiar with funding expectations, goals and objectives  
• Maintains a positive, student centered program environment 
• Ensures all programming meets all the points of service from California Quality Standards Tool. 
• Aligns programming to the Learning in After School Programming 

DAY TO DAY OPERATIONS/LOGISTICS  

• Facilitates and monitors day to day operations of the program 
• Ensures students & staff safety by implementing and enforcing program policies, as well as 

communicating issues to the Principal and YDSS staff  
• Plans activities for students that are academic, recreational, enriching, and healthy 
•  Ensures that the daily schedule is being followed by staff 
• Oversees all program behavior problems and incidences, and completes all necessary reporting 

in a timely manner  
• Maintain positive working relationships with custodian/plant manager, nutrition services 

worker, office staff, etc. 

ADMINISTRATIVE/DOCUMENTATION, REPORTING, AND COMPLIANCE  

• Ensures program follows all compliance requirements for daily sign in/out, early release, 
required days and hours of program operation, staff qualifications and ratios, and supper/snack 
distribution  

• Maintains systems for student and staff documentation  
• Maintains enrollment files, including student early release documentation  
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• Submits accurate program schedule at beginning of each semester, ensuring that expanded 
learning program start time matches the end time of the school day bell schedule  

• Submits updated room usage for permits 
• Attends monthly PD meetings at the district office (First Tuesday of the month) 

STAFF COORDINATION/SUPERVISION  

• Supervises and supports expanded learning staff  
• Observes and provides regular coaching and feedback/coaching to program staff  
• Trains staff on quality standards, LIAS principles and involves staff in continuous quality 

improvement efforts  

LIAISON TO SCHOOL SITE  

• Coordinates expanded learning program with other school support programs  
• Participates in school committees as appropriate in order to ensure expanded learning program 

supports overall school efforts  
• Communicates and meets with Site Administrators on regular basis  
• Initiates multiple forms of communication including emails, newsletters, presentations at staff 

meetings, etc. to update school community on program activities and student progress 
• Participates in school site staff development opportunities 

OUTREACH AND PUBLIC RELATIONS 
 

• Creates site brochures and/or newsletters 
• Creates parent handbook 
• Organizes family orientations and facilitates regular meetings/opportunities to update families 

on programming 
• Maintains regular communication with parents and caregivers about child’s progress in program 
• Maintains relationships with community based organizations and public agencies in alignment 

with District initiatives7 
• Serves as a resource to parents, students and staff; connects families to community resources to 

meet their needs 
• Answers program questions and handles program situations in a timely manner 
• Plans at least 2 family engagement nights per year 
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EXPANDED LEARNING PROGRAM EXPECTATIONS 
 
The following guidelines are set forth to establish clear communication between SCUSD staff 
and contracted Expanded Learning Program (ELP) Service Providers regarding District 
expectations. 
 

1. Service providers and their staff will be knowledgeable of and adhere to the regulations 
established in the ELP manual, including, but not limited to,  

• Requirements for Safety 
• Medical Protocol 
• Attendance Requirements 
• District Disciplinary Protocol 
• Field Trip Requirements 

 
2. Service providers will maintain an environment that is physically and emotionally safe 

for children/youth and staff at all times. This includes 
• Adequate supervision 20 to 1 students/staff ratio  

o (PLEASE BE AWARE THAT THE STAFF TO STUDENT WILL BE ADAPTIVE TO THE STATE MANDATED QUARANTINE 
REGULATIONS FOR ALL SCHOOL DISTRICTS DUE TO THE COVID-19 PANDEMIC.) 

• Students should remain within the visual line of sight for staff at all times 
(excluding restroom breaks) 

• Clear program rules and expectations 
 

3. Area representatives, service providers & their staff will communicate effectively and 
regularly with each other and maintain accurate contact information.  This means 

• Checking and answering  emails and phone messages regularly 
• Issues/concerns will be communicated in a timely manner 
• Regular and clear communication with parents via newsletters, phone calls, 

emails etc. 
• Checking on ELP website: www.elpatscusd.org   

 
4. Program staff will conduct themselves in a professional manner at all times by being: 

• Easily identifiable to parents and school staff by wearing badges in plain view 
while on duty. 

• Prepared and ready at least 1 hour prior to start of programming. 
• Regularly assess student interests and needs via student surveys, classroom 

discussions, suggestion boxes etc., and make adjustments when necessary to 
ensure continued student engagement. 

 
5. In order to support academic achievement, service providers/staff should: 

• Have general knowledge of the academic standing of the students in their 
program. 
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• Align expanded learning programs to the regular school day 
• Each after school program site will have their own program plan based on the 

needs of their students. 
• Meet with administrators and teachers regularly. 
• Be a part of the school culture. Participate in staff meetings, schools events such 

as Back to School Night, Open House etc. 
• A representative from each provider agency should serve on at least one school 

site committee such as School Site Council, Safety Committee etc. 
• Review the School Accountability Report Card for your school site.  This 

information is posted on http://www.scusd.edu/post/2014-2015-school-
accountability-report-card-41   

 
6. Provider agency and their staff will incorporate youth development principles in their 

programming. This may include: 
• Creating opportunities for youth-led activities and service learning. 
• Involving youth in the decision-making process when appropriate. 
• Encouraging youth civic engagement. 
• Incorporating social emotional learning. 

 
7. Program Managers will perform on-going program observations utilizing the ELP Walk-

Thru Form in order to provide feedback to their staff. 
 

 
8. YDSS Specialist will evaluate expanded learning programming based on student 

participation, adherence to the above mentioned guidelines and based on the analysis 
of the various assessment tools. 
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2021-2022 Participant Registration Form (K – 8) 
School: ________________________  

Student Information 

First  Middle  Last  

Gender M q   F q Birthday (MM/DD/YYYY)  Foster Youth Y q        N q 

Student ID Number  Grade (Circle one) K   1   2   3   4   5   6   7   8 

Siblings(Same household; if any) Names: 
                 

Student Contact Information 

Home Address  

City  State  Zipcode  

Home Phone  Cell  Work  

Parent/Guardian Information 

Parent/Guardian Name  

Parent Email  Relationship  

Home Phone  Cell  Work  

Emergency Contact Information 

Name:  Relationship  

Home Phone  Cell  Work  

Student Transportation Information 

Please indicate how your child will get home from his/her After School Program: 

My child walks home/or rides his/her bike from school 
My child will take the RT bus or other public transit from school 
My child will be picked up from school, authorized persons: 

 1.___________________________________ 2. __________________________________ 

At home, what is your primary language?  

Student Medical Information 

To the best of my knowledge this child is healthy and fit to participate in related activities: 

Y q N q; if No, please explain: 

My child is currently experiences or has recently had issues with (please check all that apply) 

q ADD/ADHD  q Allergies  q  Asthma/Inhaler  q Diabetes  q Other:________________________ 

My child is currently taking medication(s)  

Y q N q; if Yes, please list medications: 
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Program Evaluation Consent & Media Release  

Request for Permission: We are asking your permission for your child to take part in a district evaluation of the after school program offered at your child’s school 
site. As part of the study, we will be asking your child, your child’s teacher, and school administrators to share information that will tell us about your child’s 
experiences in the program. This will help us measure changes in your child’s attitude; behavior and/or academic achievement that may have resulted from his/her 
participation. 

Your consent and your child’s participation in the study are completely voluntary. Your child may decide not to participate, to only answer specific questions, or 
leave the study at any time without penalty. 

Purpose of the Study: The information we will be collecting for the study is a requirement of the California Department of Education (CDE), this government agency 
provides funding for the program. The information will help us learn whether or not the program has been successful. Your child’s participation will help us to 
continue to provide quality after school programs in the future. 

Confidentiality: All of the information used for the study will be completely confidential and will not be seen by anyone except those people working on the study. 
Your child will be assigned a code number so that responses to any questions we ask cannot be linked back to your child. Names will not be used. 

q I give permission for my child to participate in an evaluation study as part of his/her involvement in the after school program 
q I do not give permission for my child to participate in an evaluation study as part of his/her involvement in the after school program 

Media/Photo Release:  

q I give permission for my child to be photographed or videotaped as part of his/her involvement in the SCUSD sponsored after school program. I also give 
permission for his/her photo and/or image to be used in publications and/or promotional material associated with the after school program 

q I do not give permission for my child to be photographed or videotaped as part of his/her involvement in the SCUSD sponsored after school program. I also give 
permission for his/her photo and/or image to be used in publications and/or promotional material associated with the after school program 

Parent /Guardian Signature & Release: I, the undersigned, am parent and/or legal guardian of the student noted on this document, and hereby fully release and 
discharge the Sacramento City Unified School District, Sacramento Chinese Community Service Center, Inc., Target Excellence, New Hope Community Development 
Corporation, the Boys & Girls Club of Sacramento, Club Z!, Sacramento START, Think Together, Inc., City of Sacramento, and other contracted service providers, their 
officers, employees, agents, servants, and volunteers from any and all liability arising in connection with the above-described independent activities and all liabilities 
associated with any and all claims related to such activity that may be filed on behalf or for the above named minor. For the purpose of this release, “liability” mans 
all claims, demands, losses, causes of actions, suits or judgments of any and every kind that arise as a result of the above described activity and resulting from any 
cause other than the district’s, city’s and/or agency’s negligence. 

Release and Waiver of Liability 

I, the undersigned, am the parent and/or legal guardian of the minor child listed on the first page of this form.  I hereby fully release, waive forever discharge, hold 
harmless and agree not to sue the Sacramento City Unified School District (“District”) and its Board of Education, the City of Sacramento, Sacramento Chinese 
Community Service Center, Inc., Target Excellence, New Hope Community Development Corporation, the Boys & Girls Club of Sacramento, Roberts Family 
Development Center, Rose Family Creative Empowerment Center, Center for fathers and families and any other contracted service providers of the District’s ASES or 
ASSETS After School Programs (“Programs”) (jointly referred to as “the Parties”), as well as the Parties’ officers, employees, agents, servants, and volunteers from any 
and all liability arising out of or in connection with my child’s participation in the Programs, and all liabilities associated with any and all claims related to such 
participation that may be filed on behalf or for my child.  For the purpose of this release and waiver, “liability” means all claims, demands, losses, causes of action, 
suits or judgments of any and every kind that arise as a result of my child’s participation in the Programs and that result from any cause other than the Parties’ gross 
negligence. 

By signing below I give permission for my child to participate in the Programs.  I also give my consent to any medical treatment deemed necessary by medical personnel 
for the physical well-being of my child.  I assume full responsibility for my child’s behavior and agree to pay for all damages to property or person caused by him/her.  
I understand that I will be notified if my child’s behavior interferes with the Programs, and that further disciplinary problems may result in his/her expulsion from the 
Programs.  This release and waiver shall remain in effect while my child is participating in the Programs.  I understand that I may revoke my consent in writing.  
However, if I do so my child will no longer be permitted to participate in the Programs.   

I understand that this release and waiver is intended to be as broad and inclusive as permitted by the laws of the State of California, and agree that if any portion is 
held invalid, the remainder of this release and waiver will continue in full force and effect. 

I consent to the District releasing information regarding my child that is protected from disclosure by the Family Educational Rights and Privacy Act (FERPA) (20 U.S.C. 
§ 1232g; 34 CFR Part 99) and/or the Health Insurance Portability and Accountability Act of 1996 and its accompanying regulations (hereinafter collectively referred to 
as “HIPAA”) to the City, SCCSC, Target Excellence, the Park District and any other contracted service providers of the Programs.  I understand that the District shall 
only release such information as necessary for operation of the Programs. 

My signature below additionally verifies that I understand that except as otherwise approved, my child is expected to attend the Programs from when he/she is 
dismissed from school until 6:00 pm, for the full program session.  I also understand that student attendance will be recorded in each class and that I will be required 
to verify my child’s absences. 

I acknowledge that I have had sufficient time to read this entire form.   I have carefully read and understand all of it and I agree to be bound by its terms. 

Print Parent/Guardian Name  Signature  Date  
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Participant Registration Form (9th – 12th) 
After School Programs 

School: 
______________________ 

Student Information 

First  Middle  Last  

Gender M q   F q Birthday (MM/DD/YYYY)  Foster Youth Y q        N q 

Student ID Number  Grade (Circle 
one) 9            10          11          12 

Student Contact Information 

Home Address  

City  State  Zipcod
e 

 

Home Phone  Cell  Work  

Parent/Guardian Information 

Parent/Guardian Name  

Parent Email  Relationship  

Home Phone  Cell  Work  

Emergency Contact Information 

Name:  Relationship  

Home Phone  Cell  Work  

Student Medical Information 

To the best of my knowledge this child is healthy and fit to participate in related activities: 

Y q N q; if No, please explain: 
 

My child is currently experiences or has recently had issues with (please check all that apply) 

q ADD/ADHD  q Allergies  q  Asthma/Inhaler  q Diabetes  q Other:________________________ 

My child is currently taking medication(s)  

Y q N q; if Yes, please list medications: 
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Program Evaluation Consent & Media Release  

Request for Permission: We are asking your permission for your child to take part in a district evaluation of the after school program offered at your child’s 
school site. As part of the study, we will be asking your child, your child’s teacher, and school administrators to share information that will tell us about your 
child’s experiences in the program. This will help us measure changes in your child’s attitude; behavior and/or academic achievement that may have resulted 
from his/her participation. 

Your consent and your child’s participation in the study are completely voluntary. Your child may decide not to participate, to only answer specific questions, or 
leave the study at any time without penalty. 

Purpose of the Study: The information we will be collecting for the study is a requirement of the California Department of Education (CDE), this government 
agency provides funding for the program. The information will help us learn whether or not the program has been successful. Your child’s participation will help 
us to continue to provide quality after school programs in the future. 

Confidentiality: All of the information used for the study will be completely confidential and will not be seen by anyone except those people working on the 
study. Your child will be assigned a code number so that responses to any questions we ask cannot be linked back to your child. Names will not be used. 

q I give permission for my child to participate in an evaluation study as part of his/her involvement in the after school program 
q I do not give permission for my child to participate in an evaluation study as part of his/her involvement in the after school program 

Media/Photo Release:  

q I give permission for my child to be photographed or videotaped as part of his/her involvement in the SCUSD sponsored after school program. I also give 
permission for his/her photo and/or image to be used in publications and/or promotional material associated with the after school program 

q I do not give permission for my child to be photographed or videotaped as part of his/her involvement in the SCUSD sponsored after school program. I also 
give permission for his/her photo and/or image to be used in publications and/or promotional material associated with the after school program 

Parent /Guardian Signature & Release: I, the undersigned, am parent and/or legal guardian of the student noted on this document, and hereby fully release and 
discharge the Sacramento City Unified School District, Sacramento Chinese Community Service Center, Inc., Target Excellence, New Hope Community 
Development Corporation, the Boys & Girls Club of Sacramento, Club Z!, Sacramento START, Think Together, Inc., City of Sacramento, and other contracted service 
providers, their officers, employees, agents, servants, and volunteers from any and all liability arising in connection with the above-described independent 
activities and all liabilities associated with any and all claims related to such activity that may be filed on behalf or for the above named minor. For the purpose of 
this release, “liability” mans all claims, demands, losses, causes of actions, suits or judgments of any and every kind that arise as a result of the above described 
activity and resulting from any cause other than the district’s, city’s and/or agency’s negligence. 

Release and Waiver of Liability 

I, the undersigned, am the parent and/or legal guardian of the minor child listed on the first page of this form.  I hereby fully release, waive forever discharge, 
hold harmless and agree not to sue the Sacramento City Unified School District (“District”) and its Board of Education, the City of Sacramento, Sacramento Chinese 
Community Service Center, Inc., Target Excellence, New Hope Community Development Corporation, the Boys & Girls Club of Sacramento, Rose Family Creative 
Empowerment Center , Center for Fathers and Families, Roberts Family Development Center and any other contracted service providers of the District’s ASES or 
ASSETS After School Programs (“Programs”) (jointly referred to as “the Parties”), as well as the Parties’ officers, employees, agents, servants, and volunteers from 
any and all liability arising out of or in connection with my child’s participation in the Programs, and all liabilities associated with any and all claims related to such 
participation that may be filed on behalf or for my child.  For the purpose of this release and waiver, “liability” means all claims, demands, losses, causes of action, 
suits or judgments of any and every kind that arise as a result of my child’s participation in the Programs and that result from any cause other than the Parties’ 
gross negligence. 

By signing below I give permission for my child to participate in the Programs.  I also give my consent to any medical treatment deemed necessary by medical 
personnel for the physical well-being of my child.  I assume full responsibility for my child’s behavior and agree to pay for all damages to property or person caused 
by him/her.  I understand that I will be notified if my child’s behavior interferes with the Programs, and that further disciplinary problems may result in his/her 
expulsion from the Programs.  This release and waiver shall remain in effect while my child is participating in the Programs.  I understand that I may revoke my 
consent in writing.  However, if I do so my child will no longer be permitted to participate in the Programs.   

I understand that this release and waiver is intended to be as broad and inclusive as permitted by the laws of the State of California, and agree that if any portion 
is held invalid, the remainder of this release and waiver will continue in full force and effect. 

I consent to the District releasing information regarding my child that is protected from disclosure by the Family Educational Rights and Privacy Act (FERPA) (20 
U.S.C. § 1232g; 34 CFR Part 99) and/or the Health Insurance Portability and Accountability Act of 1996 and its accompanying regulations (hereinafter collectively 
referred to as “HIPAA”) to the City, SCCSC, Target Excellence, the Park District and any other contracted service providers of the Programs.  I understand that the 
District shall only release such information as necessary for operation of the Programs. 

My signature below additionally verifies that I understand that except as otherwise approved, my child is expected to attend the Programs from when he/she is 
dismissed from school until 6:00 pm, for the full program session.  I also understand that student attendance will be recorded in each class and that I will be 
required to verify my child’s absences. 

I acknowledge that I have had sufficient time to read this entire form.   I have carefully read and understand all of it and I agree to be bound by its terms. 

Print Parent/Guardian 
Name  Signature  Date  
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STUDENT ATTENDANCE (K-8 SCHOOLS) 
 

• Every student participating in an expanded learning program must have a completed 
registration form (Form-Enrollment – K-8) signed by a parent/guardian. These forms should 
be accessible and kept on site. Each site is to compile and submit to their Area Specialist a 
list of students that were not granted a media release by parent/guardian.  

• After School Program grantees are required to operate programs a minimum of 15 hours 
per week and at least until 6:00 p.m., beginning immediately upon conclusion of the regular 
school day. Programs must plan to operate every regular school day during the regular 
school year.  

• Enrollment process will be determined by each agency provider, with the following required 
practices;  
 

o Enrollment process must be communicated to families and site administrators in 
advance, with equal opportunity for all families to participate 
 

o Enrollment should be by family (for parents/guardians with more than one child) 
 

o Foster Youth will be given priority registration 
 

• Students attending after school program must attend regular day school.  Drop-in students 
are not allowed. 
 

• Students who can attend the full program every day will have the priority over students 
who cannot.  Each site will create a plan of action addressing absences and waitlist students 
based on overall attendance numbers.  
 

• All schools will utilize Infinite Campus to keep attendance for their expanded learning 
classes.  Attendance will be taken every day and hard copies are to be maintained and kept 
on file for the duration of the grant cycle.   
 

• Total attendance is to be turned in to the designated representative in the first week of 
January and in the last week of June.   
 

• Program Managers are required to keep track of all the student information such as student 
IDs, the number of days a student was enrolled and attended the program etc.  This 
information is required for the required year-end evaluation.   

ABSENTEE CHECK-IN   

• Prior to program beginning, each program manager will obtain a list of absentees for the 
regular school day.  Attendance must be taken within the first 15 minutes of the expanded 
learning program and the program manager must compare the program absentee list with 
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school absentee list.  If any regularly attending student was present during the regular 
day, but absent from the expanded learning program, their parent/guardian must be 
informed as soon as possible (within no more than 30 minutes of the program start time). 
 
This protocol must be followed each day in order to ensure the safety of the students. 

SIGN IN AND SIGN OUT 

• The program staff signs-in every student at the beginning of the program each day.  When 
parent/guardian or their designee picks up their child/children at the end of the day, they 
must sign their child/children out on the Sign Out sheet including the time of pick up. 
 

• Students may only be released to an adult listed on the registration form. Proof of 
identification is required (until facial recognition between staff and parent/guardian is 
established).  Middle school students and/or walkers may sign themselves out if 
parent/guardian has provided written approval. 
 

• If students are picked up before 5:30 p.m. parents must complete the early-release form 
and indicate the reason for early pick up.  If a walker is leaving early, program staff must list 
the reason for the early release time. 

PICK UP TIMES 

• The program closes at 6:00 p.m.  Students should be picked up promptly at the end of the 
expanded learning program.  If a child is left at the program after 6:00 p.m., it will be 
considered a late pick up.   
 

• If a student is not picked up by 6:00 PM, the Program Manager is responsible to contact the 
parent/guardian. If they cannot be reached, the Program Manager should continue to 
attempt to contact the family using phone numbers listed on the student’s emergency card 
or Infinite Campus. Program Manager may also call the SCUSD Expanded Learning 
emergency phone for further instruction and assistance. 
 

• After the first late pick-up, parent/guardian should receive a verbal and/or written reminder 
of pick-up times and policies  
 

• It is possible for a student to be dismissed from the expanded learning program after 
multiple late pick-ups; however communication with the Area Specialist should always take 
place prior to the permanent dismissal of any student from program. 

 

 



      
 

35 
 

EARLY RELEASE AND LATE ARRIVAL POLICY 
The ASES (After School Enrichment and Safety) program will open at the end of the regular 
school day and will remain open until 6:00 p.m. Elementary students are expected to 
participate in the full day of the program and students in middle and junior high schools attend 
a minimum of nine hours a week and three days a week to accomplish program goals.   

The 21st Century Community Learning Programs Before School program will open 1.5 hours 
prior to the beginning of the regular school day and will remain open until the school day 
begins.  Students are expected to participate in the full day of the program and attend a 
minimum of 7.5 hours a week to accomplish program goals.   

If children arrive late to the program or leave the program before 5:30 p.m. (less than 45 
minutes of program attendance in before school program), parent/guardian must indicate 
reason for late arrival and early pick-up by selecting the applicable statement from the list 
below:   

• Parent Choice (PC) 
• Family emergencies (such as death in the family, catastrophic incidents, etc)  (E) 
• Attending a parallel program (programs in the school or community such as soccer, 

basketball, etc.)  as long as an agreement has been obtained in writing.  (P) 
• Medical appointments  (M) 
• Weather conditions or at dusk (especially if the child walks home) (W) 
• Child accidents or illnesses that occur during after school hours (staff will contact 

parent by phone in this event.)  (A) 
• Other conditions especially on safety as prescribed by school.  (O) 

 
The space in the Expanded Learning Programs is limited.  “Early Releases and Late Arrivals” 
should be   kept to a minimum.  Students who can attend the program full time should be given 
priority. 

Parent/guardian or parent/guardian designee should sign out, list the time of sign out and 
indicate the reason. 
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BEFORE SCHOOL PROGRAM   

Before school program requires the operation of after school program. 

Enrollment & Attendance: 
Providers must document clear and concise student registration process to include selection 
criteria and dates of notification.  Students are expected to participate in the full day of the 
program and attend a minimum of 7.5 hours (21st Century CCLC) a week to accomplish program 
goals.  A student who attends less than one-half of the daily program hours cannot be counted 
for the purposes of attendance (ASSETs). 
 

Hours of Operation: 
21st Century Before school program must provide a minimum of 1.5 hours of programming 
prior to school start time and will conclude at the beginning of the regular school day, five days 
per week.  ASSETs Before school program may operate zero period courses at a minimum of 50 
minutes per session. 

 
Program Components: 
21st Century Before school program must provide a nutritious breakfast option.  Program 
components are to include academic support, enrichment offerings and physical fitness.  
ASSETs Before school program can offer for credit courses with the proper academic 
sponsor/teacher of record to include an array of academic support, enrichment offerings and 
physical fitness.  Expanded Learning Program Managers must approve a syllabus for each 
course. 

 

 

 

 

 

 

 



      
 

37 
 

BEFORE SCHOOL LATE ARRIVAL POLICY 
 

The SCUSD 21st Century Before School program will begin 1.5 hours before regular school 
day. Elementary students are expected to participate in the full day of the program to 
accomplish program goals. 
  
If children arrive late to the program or leave the program before start of school 
parent/guardian must indicate reason for late arrival by selecting the applicable statement from 
the list below: 
 

• Parent Choice  (PC) 
• Family emergencies (such as death in the family, catastrophic incidents, etc)  (E) 
• Attending a parallel program (programs in the school or community such as soccer, 

basketball, etc.) as long as an agreement has been obtained in writing. (P) 
• Medical appointments  (M) 
• Weather conditions or at dusk (especially if the child walks home)  (W) 
• Child accidents or illnesses that occur during before school hours (staff will contact 

parent by phone in this event).  (A) 
• Other conditions especially on safety as prescribed by school.  (O) 

  
The space in the before school program is limited. “Late Arrivals” should be kept to a minimum. 
Students who can attend the program full time should be given priority. 
 
Program staff will sign students in and out each day and dismiss them to their morning classes. 
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ELP COMMUNICATION PROTOCOL 
For ALL Emergencies, Safety Related Incidents and Reporting Crimes 

 
In the event an incident occurs that impacts the safety and/or security of your school or any 

one of your students, or affects the scheduled day, please initiate the following communication 
protocol. Such incidents may be, but are not limited to: campus intruder, missing child, major 

injury, police notification of community event that poses danger, stranger danger, serious 
hazardous material potential, significant facility issues, etc. This protocol can also be used to 

communicate an incident that may need additional support.  
 

WHEN IN DOUBT, MAKE THE CALL! 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
Please call cell phone numbers first, then call the office and ask the office staff to actively locate 
the person.  If you must leave a message, please continue through the phone tree until you get 

in actual contact with someone! 
 

THIS IS FOR BEFORE AND AFTER SCHOOL PROGRAM USE ONLY 
NOT FOR PUBLIC DISTRIBUTION 

 

911/SRO 
Emergency from cell: 732-0100 (SPD) 874-5111 (SSD) 

or 
Reporting Non Emergency Crime to Law Enforcement 

non-emergency: 264-5471 (SPD) 874-5115 (SSD) 
 

COORDINATOR CONTACT INFORMATION 
Glennie Pacheco-Kenery, Office 643-9080 

 
AREA SPECIALIST CONTACT INFORMATION 

Dylan Fisher, Office 916 643 9020 
Andrea Nava, Office 643-7932 
Miamah Reed, Office 643-9080 
Mark Carnero, Office 643-7974 

 

SAFE SCHOOL 
(911, intruders, etc.)   

 
(916) 752-3081 

After School Program Site Manager 

STEP 2b 

STEP 1 

STEP 2 

SECURITY SERVICES 
(Facilities related) 

 
(916) 752-3034 
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INCIDENT REPORTS 
All Expanded Learning Programs are required to have, during program hours, the following: 

• First-Aid Kit 
• Staff trained in CPR and First Aid 
• Student and staff health and emergency contact information 

 
Each after-school program will follow all procedures outlined in the School’s Safety Plan. 

INJURY 

• Minor injury:  Injuries that can be treated without medical attention.  Minor injuries can 
include, but not limited to:  abrasions; splinter removal or minor cut closure with skin adhesive.  
In the case of minor injuries, the following must be completed: 

o Provide first –aid, such as, band-aid or ice pack 
o Complete incident report 
o Notify parent/guardian 

 
If an injury appears beyond the minor injury definition (see above), please follow the ELP 
COMMUNICATION PROTOCOL.  
 
Make sure you: 

o Contact Parents/Guardians 
o Complete ELP Incident Form within 24 hours of the incident 
o Notify Principal of the incident 

 

Follow this link to submit your incident report: http://www.elpatscusd.org/incident-report-add.html  

Please be exhaustive with your details when submitting your incident reports.  These documents may be 
used in legal proceedings dependent on the needs of the school district. 
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EMERGENCY PLANNING GUIDELINES 
In the event of an emergency, please err on the side of caution and call 911 if necessary.   

Please consider the following: 

• Identify certified CPR and/or First Aid staff 
• Assure every child has an Emergency Card with: 

o Parent contact name and telephone numbers 
o Physician / Medical care agency, medical record number and telephone number  

• Review the Student Emergency Card for pre-existing health conditions such as diabetes, 
asthma, severe allergies, or epilepsy, etc. 

• Look for additional health history information: 
o Information on medication taken and in what form 
o Medical equipment necessary such as an oxygen machine, nebulizer, or syringes 
o Medical authorization forms from the doctor / clinic 
o Medical documentation forms from Health Services 

• Medically Fragile Students 
• If a student has medical condition the school must have a health care plan on file. 

o Students with medical conditions are those that require immediate response to 
their health issue because of possible life threatening events such as: 

§ Insulin dependent students with diabetes; severe asthma; severe peanut 
allergy; seizure disorder requiring medication that can only be 
administered by medical personnel; severe hemophiliac disorder; 
conditions requiring O2 administration   

o Please contact you school site office manager for the emergency care plan for the 
student in need. 

• Prevention & Preparedness: 
• In an effort to ensure the safety of your students and staff please complete the 

following by the end of the first week of program: 
o Familiarize yourself with the school’s Emergency Management Plan 
o Review school plans for lock-down, intruder, fire, family reunification, bomb 

threats, etc. 
o Review Communications Protocol  
o Review vital information for site (i.e. utility shutoff, evacuation sites, staging 

areas, etc.) 
o Make a hard copy of the utility turnoff procedures for easy access 
o Review Family Reunification Plan, taking into consideration students being 

bussed onto campus, as well as students and staff with special needs 
o Review Drill Procedures 
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• Determine your Incident Command System / Team 
• Walk the site with the site custodian or plant manager, looking at it through the lens of 

emergency preparedness and response, identifying evacuation routes, etc. 
• Meet with faculty and staff and review plans and procedures 
• Practice a fire drill and a lock-down drill within the first month 
• Have available the following in preparation for an emergency: 

o Clipboard with:    
§ Copy of class rosters 
§ List of school personnel and contact information 
§ District Communication Protocol 

o Flashlight (shake model if possible) 
o Utility turnoff procedures 
o Emergency communication device  
o First aid kit location 

• Response & Recovery: 
• In the event of an emergency or significant incident, it is critical that you act swiftly.  You 

must follow the Expanded Learning Communication Protocol.   
• If you are in need of police presence, but it is not a 911 emergency, contact  
• Police dispatch at 808-5471(if street signs are green, you are within city limits) 
• Sheriff dispatch at 874-5115 (if street signs are white, you are within county limits) 
• If calling 911 from cell phone, dial 732-0100 to direct you to local services, if using a land 

line call 911. 
• Tell the dispatcher exactly why there is a threat, or cause for concern, giving as much 

background as possible.  The decision to send an officer is dependent on how serious 
dispatch perceives the threat/issue to be.   

• Communication – It is important to communicate quickly and effectively any significant 
incident.  Follow Expanded Learning Communication Protocol. 
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SACRAMENTO	CITY	UNIFIED	SCHOOL	DISTRICT		

2021-2022	STUDENT	SUICIDE	RISK	ASSESSMENT	PROCEDURES		

Always	take	signs	of	suicidal	feelings,	thoughts,	behaviors,	or	plans	very	seriously.	Potential	
signs	may	include	verbal	statements,	written	content,	artistic	expressions,	social	media	
postings,	etc.		

The	following	procedures	are	to	be	followed	whether	student/school	staff	are	in-person	at	
school	or	participating	in	distance	learning	(See	also	2021-22	Suicide	Risk	Assessment	
Business	Process):		

Role	of	all	district	staff	(including	all	district	contracted	partners)		

1.	Any	staff	who	are	concerned	that	a	student	is	showing	warning	signs	of	potential	suicide	
risk	or	self-injury	must	immediately	contact	the	school	administrator	or	designee.	If	suicide	
risk	is	urgent	and	immediate	(i.e.	student	has	indicated	immediate	plan	for	suicide	/self-injury	
or	recently	attempted	self-harm	or	suicide),	call	911	and	provide	current	location	of	the	
student.		

a.	If	the	student	is	exhibiting	imminent	danger	to	self	or	others,	the	student	

should	be	immediately	transported	to	a	hospital	or	mental	health	treatment	center	
by	parent/caregiver,	and	if	not	available	by	local	law	enforcement	(request	the	
“Mobile	Crisis	Response	Team”	if	available).		

b.	If	this	concern	is	after	hours	and	the	school	administrator	is	not	available	-	staff	
must	provide	crisis	hotline	numbers	to	the	student	and	contact	the	
parent/guardian.	If	a	safe	adult	cannot	be	reached,	call	Law	Enforcement	and	
request	the	Mobile	Crisis	Response	Team	complete	a	Welfare	Check.	Crisis	
Resources	include:		

● Crisis	Text	Line:	Text	“HOME”	to	741-741		
● Suicide	Prevention	Lifeline:	1-800-273-8255	(TALK)		
● The	Source	Sacramento:	Call/Text	1-916-787-7678	(Support	for	

youth/caregivers	24/7)		
● Sacramento	PD	Non-Emergency:	916-264-5471	&	Sheriff's	Dept:	916-

874-5115.	Indicate	it	is	a	mental	health	crisis	and	requesting	Mobile	
Crisis	Response	Team.		

c.	If	this	concern	is	during	the	Expanded	Learning	Program	and	after	5:00	PM,	
Expanded	Learning	Program	staff	will	contact	their	assigned	SCUSD	Area	
Specialist.	

● The	Area	Specialist	will	identify	the	SCUSD	mental	health	
professional	who	will	conduct	the	suicide	risk	assessment.		
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2.	If	the	student	is	in-person	at	school,	staff	must	keep	student	under	constant	adult	
supervision	until	suicide	risk	assessment	has	been	completed.	Staff	will	not	release	a	student	
exhibiting	potential	suicide	risk	without	a	suicide	risk	assessment	and/or	consultation	with	a	
trained	district	employed	mental	health	professional.		

3.	The	school	administrator	or	designee	shall	immediately	contact	a	district	employed	
mental	health	professional	(i.e.	school	counselor,	nurse,	psychologist,	social	worker,	or	
mental	health	specialist)	that	is	certified	in	SCUSD-approved	suicide	assessment	tools	and	
is	assigned	to	the	school	site.	Only	district	employed	mental	health	professionals	trained	
in	the	district	approved	suicide	risk	assessment	tool	can	complete	a	suicide	risk	
assessment.			

4.	If	no	certified	professional	is	available	at	the	school	site,	the	principal	or	designee	will	
contact	the	Student	Support	&	Health	Services	Staff	(in	the	order	listed	below)	to	identify	
someone	to	complete	the	assessment.	CALL/TEXT	ONLY	-	DO	NOT	EMAIL:		

● Daniel	Cisneros,	Connect	Center/Student	Support	&	Health	Services:	916.826.4174	 
● Theresa	Tavianini,	Connect	Center/Student	Support	&	Health	Services:	916.826.3923	 
● Jacqueline	Rodriguez,	Student	Support	&	Health	Services:	916.752.3353	 
● Victoria	Flores,	Student	Support	&	Health	Services:	916.752.3643	 

5.	In	the	event	that	a	parent/guardian/adult	caregiver	wants	to	remove	the	student	
prior	to	completion	of	an	assessment,	or	if	the	parent/guardian/adult	caregiver	refuses	
to	take	the	student	for	necessary	follow-up	care	at	an	emergency	room	or	mental	health	
treatment	center,	staff	must	report	the	removal/refusal	to	the	school	administrator	or	
designee	and	assess	whether	mandated	reporting	requirements	require	a	referral	to	
child	protective	services	and/or	law	enforcement.	

6.	Staff	will	maintain	confidentiality	of	the	student	as	appropriate	prior	to,	during,	and	after	
suicide	risk	assessment	process.	Information	regarding	student	mental	health	shall	only	be	
shared	as	is	necessary	for	the	safety	of	the	student	(i.e.	school	administrator,	district	mental	
health	professional,	parent/guardian).	Do	not	share	with	staff	where	it	is	not	in	the	best	
interest	of	the	student	or	relevant.		

Role	of	SCUSD	Mental	Health	Professional	(MHP)		

1.	Upon	notification	that	a	student	was	identified	as	being	at	risk	of	suicide	as	described	
above,	district	employed	mental	health	professionals	must	complete	and	document	all	parts	
of	a	suicide	risk	assessment,	which	include:		

●	Administration	of	the	district	approved	suicide	risk	assessment	tool;		

●	Safety	Plan;		

●	Disposition	Summary;		



      
 

45 
 

●	Document	actions	taken	per	assigned	department’s	policies	and	procedures.		

2.	If	the	MHP	is	not	able	to	conduct	the	assessment	with	the	student	in	person	due	to	
independent	study,	assessment	is	to	be	completed	remotely	(phone	or	video).	Use	contact	
information	provided	by	the	referring	party.	If	none	was	provided,	use	contact	information	
in	Infinite	Campus	following	the	emergency	priority	listing.		

●	Sample	introduction	when	calling	a	parent/guardian	-	“I	am	(state	role)	and	am	
calling	regarding	a	safety	concern	about	(insert	student	name).”		

●	Use	age	or	developmental	level	appropriate	language	in	speaking	to	the	student.		

●	Speak	with	the	student/parent	and	gain	access	to	speak	privately	with	the	student	to	
conduct	the	assessment	individually	with	the	student.	In	the	event	that	a	parent/guardian	
prevents	the	completion	of	an	assessment,	contact	Law	Enforcement	and	request	the	
Mobile	Crisis	Response	Team	complete	a	Welfare	Check.		

3.	Once	the	assessment	is	completed,	the	MHP	will	speak	with	the	parent/guardian	and	student	
to	develop	a	plan	to	ensure	the	student’s	safety.	Both	the	student	and	parent/guardian	will	at	a	
minimum	be	provided	with	the	following	information:		

●	Suicide	Prevention	Lifeline:	(800)	273-8255(TALK)		

●	The	Source	Sacramento:	Call/Text	1-916-787-7678	(Support	for	youth/caregivers	
24/7)		

●	Crisis	Text	Line:	Text	“HOME”	to	741-741		

●	Mental	Health	Urgent	Care	Clinic:	(916)	520-2460;	2130	Stockton	Blvd,	Ste	300		

●	Sacramento	County	Behavioral	Health	ACCESS	team:	1-916-875-1055		

4.	In	the	event	immediate	contact	cannot	be	made	with	a	student	or	parent/guardian,	a	
minimum	of	3	attempts	should	be	made	to	reach	the	student	or	parent/guardian,	or	other	
Primary	contacts	listed	in	Infinite	Campus.	If	not	successful	in	contacting	anyone	by	30	
minutes	before	the	end	of	the	work	day,	or	earlier	if	the	severity	of	the	concern	warrants,	the	
mental	health	professional	will	contact	Law	Enforcement	and	request	the	Mobile	Crisis	
Response	Team	complete	a	Welfare	Check.		

5.	In	the	event	that	a	parent/guardian	refuses	to	take	the	student	for	necessary	follow-up	care	
at	an	emergency	room	or	mental	health	treatment	center,	staff	must	report	the	refusal	to	the	
school	administrator	or	designee	and	determine	whether	mandated	reporting	requirements	
require	a	referral	to	child	protective	services	and/or	law	enforcement.		

6.	No	disclosure	shall	be	made	to	the	student’s	parent/guardian/caregiver	when	
there	is	reasonable	cause	to	believe	that	the	disclosure	would	result	in	a	clear	and	
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present	danger	to	the	health,	safety,	or	welfare	of	the	student.	In	the	case	of	no	
disclosure	to	parent/guardian,	staff	should	consult	with	another	certified	district	
employed	mental	health	professional,	and	must	report	safety/welfare	concerns	to	
child	protective	services	and/or	law	enforcement.	Documentation	of	this	decision	
should	be	made	on	the	suicide	risk	assessment	disposition	summary	as	well	as	follow	
MHP	department	documentation	procedures.		

7.	If	the	student	is	assessed	to	be	at	imminent	risk	of	suicide	or	self-injury,	the	mental	
health	professional	will	attempt	to	remain	in	tele-contact	with	the	student	until	an	adult	
is	present	to	assist	with	obtaining	emergency	mental	health	care	for	further	assessment	
(e.g.	parent/guardian	will	accompany	student	to	ER/Mental	Health	Urgent	Care	Clinic,	or	
call	911).	If	at	this	time,	parent/guardian	refuses	to	obtain	further	assessment,	refer	to	
Step	#5.		

8.	After	completion	of	the	risk	assessment	and	it	is	determined	that	risk	is	present	but	not	
imminent,	the	mental	health	professional	should	discuss	and	develop	a	safety	plan	with	the	
student.	If	assessment	is	conducted	virtually	and	based	upon	the	developmental	and	language	
capacity	of	the	student,	they	will	be	asked	to	write	a	safety	plan	out	in	their	current	location	
and	show	the	final	document	on	the	screen	and/or	send	a	photo	of	the	plan	after	safety	
planning	has	been	conducted.	MHP	will	simultaneously	fill	out	the	Safety	Plan	form	to	
document	the	agreed	upon	procedure.		

9.	For	all	students	assessed	for	risk	of	suicide	or	self-injury,	regardless	of	identified	risk	level,	
the	MPH	should	inform	the	student’s	parent/guardian	of	the	outcome	of	the	assessment	and	
safety	plan	for	the	student,	when	necessary	(e.g.	sent	to	County	Intake	Stabilization	Unit,	to	
ER,	connected	to	therapist,	and/or	completed	a	safety	plan,	etc.)		

	

10.	Following	completion	of	the	assessment,	safety	plan,	and	disposition	summary,	send	all	
completed	paperwork	to	Susan	Lee	in	Student	Support	&	Health	Services	via	email	at	susan-
ann-lee@scusd.edu	(put	“CONFIDENTIAL”	in	the	subject	line)	or	intra-district	mail	to	SSHS	/	
Box	708.		

	

11.		Document	in	Infinite	Campus	under	Counseling	-	General	-	Contact	Log	-	in	“details	
section	write	“Assessment	#4”	
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Last updated 4.4.19 

 

SCUSD Youth Mental Health Resources: Sacramento County  

Types of Resource 

 
● SCUSD Support Services 
● Sacramento County Resources 
● Mental Health Service Providers 
● Crisis Service Providers 
● Hotline Services  

● Non-Emergency Services  
● Youth Support Service Providers 
● Other Youth Resources 

 

 

SCUSD SUPPORT SERVICES  
SERVICE BRIEF DESCRIPTION 
STUDENT SUPPORT & HEALTH 
SERVICES  
Serna Center 
Phone: 643-9252  
FAX: 399-2028 

The Student Support & Health Services department helps to create a learning 
environment that is responsive to the academic, social and emotional needs of 
students by integrating the efforts of schools, non-profit organizations, businesses, 
government agencies and community members.  

BULLYING PREVENTION 
Jessica Wharton, Bullying 
Prevention Specialist 
Jessica-wharton@scusd.edu 
Phone: 643-9076  
FAX: 399-2028 

Addresses the issue of bullying on a district-wide level.  Specific works includes the 
facilitation of the district’s Bullying Prevention Task Force, the development of 
SCUSD’s strategic plan on bullying prevention and intervention, the development 
of district policies on bullying, training of district staff, and the provision of 
support services to bullying victims and perpetrators.  

CONNECT CENTER 
5601 47th  Avenue 
Sacramento, CA 95824 
Phone: 643-2354 or 643-2356 
 

LGBT Support Services  
Phone: 643-7997 
 

Health Insurance Enrollment  
Phone: 643-2351 
 

A centralized Student Support Center that serves as a “gateway” to critical support 
services for students and families in our school district.  This central hub is 
designed to increase coordination of services by providing a single, easily 
identifiable point of access and assistance to address the social, emotional, and 
health needs of all students. 
 
Services include: Information and referral, case management, Individual & family 
counseling, Youth & parent groups, crisis intervention, and Health Insurance 
enrollment 

COMMERCIALLY SEXUALLY 
EXPLOITED CHILD (CSEC) SERVICES  
Serna Center 
 

Aliya Holmes, Coordinator 
Aliya-holmes@scusd.edu 
Phone: 643-7991 
Cailey Bronny 
cailey-bronny@scusd.edu  
Phone: 643-7995 

Any child under the age of 18 years old that is used for the purpose of exploitation 
through sexual servitude (prostitution), regardless of the absence of economic 
leverage, manipulation, fraud, coercion, threats, force and violence is considered 
a commercially sexually exploited child (CSEC).  
 
SCUSD offers support services to youth identified as being CSEC. Contact identified 
staff for available resources. 

FOSTER YOUTH SERVICES 
Serna Center 
 

Aliya Holmes, Coordinator 
Aliya-holmes@scusd.edu 
Phone: 643-7991 
 

Supports all foster youth residing in the SCUSD attendance area by assisting with 
access to social and academic support services, such as providing advocacy to 
promote the best interests of foster youth throughout SCUSD; identifying 
inadequacies in the completion and timely transfer of health and educational 
records to facilitate appropriate and stable care and educational placement; 
counseling and case management; career and college readiness; tutoring; 
mentoring; independent living skills development. 

Located: https://goo.gl/SDSGgb  LPC Consulting Associates, Inc. 1 
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Page 3 
Memo—Reporting Child Abuse  
July 1, 2019 

 
Willful Cruelty or Unjustifiable Punishment means a situation where any person willfully causes or 
permits any child to suffer, or inflicts thereon, unjustifiable physical pain or mental suffering, or having the 
care or custody of any child, willfully causes or permits the person or health of the child to be placed in a 
situation such that the child's person or health is endangered. (Penal Code Section 11165.3) 

 
Unlawful Corporal Punishment means a situation where any person willfully inflicts upon any child any 
cruel or inhumane corporal punishment or injury resulting in a traumatic condition.  It does not include an 
amount of force that is reasonable and necessary for a person employed by a public school to quell a 
disturbance threatening physical injury to person or damage to property, for purposes of self-defense or to 
obtain possession of weapons or other dangerous objects within the control of the pupil (Education Code 
Section 49001), or that is necessary to maintain order, protect property, protect the health and safety of 
students, and maintain conditions conducive to learning (Education Code Section 44807). (Penal Code 
Section 11165.4) 

 
In addition, any mandated reporter who has knowledge of, or reasonable suspicion of, mental suffering that 
has been inflicted upon a child, or that a child's emotional well-being is endangered in any way, may report 
the known or suspected instance of child abuse or neglect. (Penal Code Section 11166.05) 

 
  Reporting Procedures: 
 

As mandated reporters, all school employees must report the known or suspected incidence of child abuse or 
neglect to the appropriate agency immediately or when practically possible by telephone. (Penal Code 
Section 11166) 

 
The following information must be provided at the time of the telephone call: 

 
1. Name, business address and telephone number of the mandated reporter, and the capacity that 

makes the person a mandated reporter; 
2. The child's name and address, present location and, where applicable, school, grade and class; 
3. The names, addresses and telephone numbers of the child's parents/guardians; 
4. The information that gave rise to the reasonable suspicion of child abuse or neglect and the source 

or sources of that information; and 
5. The name, address, telephone number, and other relevant personal information about the person or 

persons who might have abused or neglected the child. The mandated reporter must make this 
report even if some of this information is not known or is uncertain to him or her. (Penal code 
Section 11167.) 

 
The telephone call must be followed within 36 hours by a written report to the same agency to which the 
telephone report was made. (Penal Code Section 11166) 
 

For your reference, the following are some of the agencies to contact: 
 

1.   Children’s Protective Services (24 hr. number) ..................(916) 875-KIDS (5437) 
3701 Branch Center Road 
P.O. Box 269057 
Sacramento, CA 95826-9057 
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STUDENT SUPPORT GUIDELINES 
 
The policy for all Expanded Learning programs is that students are not kicked out as a means to 
dealing with difficult behavior.  In order to maintain a safe and emotionally healthy school 
climate, Expanded Learning staff will use Restorative Practices to redirect student behavior. 
There may be times, however, when it is determined that a student is unable to be safe and 
successful in the program without an intervention. 
 
Determining whether or not a student should continue in the program is NOT a unilateral 
decision made by the Program Manager alone; it should be a collaborative effort that 
includes your Area Specialist, your Agency Supervisor and School Principal.  
 
Please note: All program managers should have exhausted all possible interventions prior to 
following this protocol. These interventions could include: behavior charts, behavior support 
plan, positive reinforcements, classroom contracts, and parent/guardian meetings.   
 
Step 1: Inform your Area Specialist, Agency Supervisor, and School Principal about your 
concerns 
   
Step 2: Review efforts to address the behavior and engage the student 
 
Step 3: Hold a Student Support Intervention meeting 

• Collaborative members should include Program Manager, Area Specialist, 
parent/guardian, and when appropriate, the student. 

• Meeting should result in a Student Support Plan, with specific strategies, clear 
behavior expectations and a timeframe for re-evaluation. 

 
Step 4: Follow up to evaluate success of Student Support Plan 
 
Step 5: Collaborative decision making (involves all collaborative members) 
 
 
 
 
Student continues in program                                           Student does not continue 
 
Establish an agreement for success Area Specialist sends a letter to parent/guardian. 
Strategies for continued support/ for student to return to program are included in the following 
document on the next page: 
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Expanded Learning 
Behavior Support Plan 

Student Name: Grade: Team leader: 
 

What is the problem behavior?  
� Inappropriate language 
�Physical contact 
�Defiance/disrespect/ non-compliance 
�Disruption 
�Fighting/ physical aggression             
�Defiance/disrespect/insubordination/non-
compliant 
�Harassment/ tease/ taunt 
�Other:______________________________
______ 
 

Where is the behavior most likely to occur? 
�Classroom 
�Hallway 
�Bathroom 
�Cafeteria 
�Playground  
�Common areas 
�Other:_________________________________
______ 

What is the motivation for the behavior? 
�Obtain peer attention                �Avoid tasks/activities                  �Don’t know 
�Obtain adult attention       �Avoid peer(s)                             �Other ________________           
�Obtain items/ activities              �Avoid adult(s) 
 How does the behavior impact others? 
 
 
 
What are the student’s strengths and interests? 
 
 
 
Student will: (Write expectation in positive language.) 

•  
•  
•  
•  

Staff will support student by: (Describe specific strategies staff will use to support students. Use 
student strengths and interests to develop strategies.) 

•  
•  
•  
•  

We will revisit this plan on:__________________ at________________. 
                                             (date)                               (time) 

 
Student signature:____________________________________________ 
 
Staff signature:_______________________________________________ 
Parent/ guardian signature:_____________________________________ 
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EXPANDED LEARNING PROGRAMS BEHAVIOR 
POLICY & GUIDELINES 
All students participating in afterschool programming are expected to follow guidelines 
outlined by the CDE Education Code, SCUSD, school-site rules, and the rules specific to the 
programming service provider. Regarding enforcement of major behavioral issues and/or 
disciplinary action, programming staff must adhere to the District’s guidelines.  Several policies 
are highlighted below.  Detailed information on District policies and Ed Code regarding student 
conduct and appropriate staff responses can be found online at  
 

http://www.gamutonline.net/PolicyCategoryList/2076/5 
and 

http://www.cde.ca.gov/re/lr/cl 

A handbook on District Behavioral Policies may also be provided to parents. To obtain copies, 
please contact your Specialist. 

GENERAL STUDENT CONDUCT STANDARDS:  

Behavior is considered appropriate when students are diligent in study, neat and clean, careful 
with school property, respectful towards their teachers, courteous to other students, staff and 
volunteers.  Students are expected to be punctual and regular in attendance and to remain on 
school premises in accordance with school rules.  They are further expected to refrain from 
profane, vulgar or abusive language (BP 5131). 

The Governing Board desires to prepare youth for responsible citizenship by fostering self-
discipline and personal responsibility. The Board perceives that good planning, a good 
understanding of each child, and parent involvement can minimize the need for discipline. 
Teachers shall use positive conflict resolution techniques and avoid unnecessary 
confrontations. When misconduct occurs, staff shall make every effort to identify and correct 
the causes of the student's behavior (BP 5144) 

Staff shall enforce disciplinary rules fairly and consistently, without regard to race, creed, color 
or sex (BP 5144)  

In order to maintain safe and orderly environments, the Board shall give employees all 
reasonable support with respect to student discipline. If a disciplinary strategy is ineffective, 
another strategy shall be employed. Continually disruptive students may be assigned to 
alternative programs or removed from school (BP 5144). 

California law holds parents/guardians liable for any willful student misconduct which results in 
the death or injury of any student or persons employed by or volunteering for the district.   
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Parents/guardians are also liable for any defacement, injury or loss of property belonging to the 
district or to a school employee. (Ed Code 48904) 

TOBACCO-FREE SCHOOLS     

In accordance with state and federal law, smoking is prohibited in all district facilities and 
vehicles. (20 USC 6083, Labor Code 6404.5)  

Students shall not smoke, chew or possess tobacco or nicotine products on school property or 
during school hours, at school-sponsored events, or while under the supervision of district 
employees. Students who violate this prohibition shall be subject to disciplinary procedures 
which may result in suspension from school, following procedures specified by law (BP 
5131.62). 

ALCOHOL AND OTHER DRUGS 

“The Governing Board believes that the use of alcohol or other drugs adversely affects a 
student's ability to achieve academic success, is physically and emotionally harmful, and has 
serious social and legal consequences. The Board desires to keep district schools free of alcohol 
and other drugs and desires that every effort be made to reduce student use of these 
substances. The Board perceives this effort as an important step towards preventing violence, 
promoting school safety, and creating a disciplined environment conducive to learning” (BP 
5131.6). 

The staff shall intervene whenever students use alcohol or other illegal drugs while on school 
property or under school jurisdiction. Staff members who believe that a student may be 
under the influence of alcohol or drugs shall immediately notify the principal or designee. If 
the principal or designee knows, observes or suspects that a student may be under the 
influence of alcohol or drugs, he/she may notify the parent/guardian. (Education Code 44049) 

WEAPONS AND DANGEROUS INSTRUMENTS  

The Governing Board desires students and staff to be free from the fear and danger presented 
by firearms and other weapons. The Board therefore prohibits students from possessing 
weapons, imitation firearms, or dangerous instruments of any kind in school buildings, on 
school grounds or buses, or at a school-related or school-sponsored activity away from school 
(BP 5131.7).  

Any imitation firearm, defined as a replica of a firearm that is so substantially similar in physical 
properties to an existing firearm as to lead a reasonable person to conclude that the replica is a 
firearm (Education Code 48900)  
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If an employee knows that a student possesses any of the above devices, he/she shall do one of 
the following:  

a. Confiscate the weapon and deliver it to the principal immediately  

b. Immediately notify the principal, who shall take appropriate action  

c. Immediately notify the local law enforcement agency and the principal  

When informing the principal about the possession or seizure of a weapon or dangerous device, 
the employee shall report the name(s) of persons involved, witnesses, location, and the 
circumstances of any seizure. The principal shall report any possession of a weapon or 
dangerous instrument, including imitation firearms, to the student's parents/guardians by 
telephone or in person, and shall follow this notification with a letter (AR 5131.7). 

GANGS 

In order to discourage the influence of gangs, school staff shall take the following measures:  

1. Any student displaying behavior, gestures, apparel or paraphernalia indicative of gang 
affiliation shall be referred to the principal or designee.  

a. The student's parent/guardian shall be contacted and may be asked to meet with school 
staff.  

b. The student may be sent home to change clothes if necessary    (cf. 5132 - Dress and 
Grooming)  

2. Students who seek help in rejecting gang associations may be referred to community-based 
prevention and intervention programs.  

3. Any gang graffiti on school premises shall be recorded, reported, and removed as soon as 
possible. 

HATE-MOTIVATED BEHAVIOR 

The Governing Board believes that a student's education should be free of hate-motivated 
behavior. It is the intent of the Board to promote harmonious relationships that enable 
students to gain an understanding of the civil rights and social responsibilities of people in our 
society. The Board opposes behavior or statements that degrade an individual on the basis of 
his/her race, ethnicity, culture, heritage, gender, sexual orientation, physical/mental 
attributes, religious beliefs or practices (BP 5145.9) 

 



      
 

65 
 

SEXUAL HARASSMENT 

The Governing Board is committed to maintaining a learning environment that is free of 
harassment. The Board prohibits the unlawful sexual harassment of any student by any 
employee, student, or other person at school or at any school-related activity (BP 5145.7). 
 
Prohibited sexual harassment includes, but is not limited to; unwelcome sexual advances, 
requests for sexual favors, and other verbal, visual or physical conduct of a sexual nature… 
(Education Code 212.5).  

SUICIDE PREVENTION 
 
Crisis Intervention Procedures (AR 5141.52) 
District procedures to be followed when a suicide attempt, threat or disclosure is reported 
shall:  
 
1. Ensure the student's short-term physical safety by one of the following, as appropriate:  

a. Securing immediate medical treatment if a suicide attempt has occurred  
b. Securing police and/or other emergency assistance if a suicidal act is being actively 
threatened  
c. When a suicidal act is less actively threatened but is a serious possibility, keeping the 
student under continuous adult supervision until the parent/guardian can be contacted 
and has the opportunity to intervene  
d. If an unsuccessful suicide attempt has been reported or threatened, monitoring the 
student's actions until the parent/guardian can be contacted and has the opportunity to 
intervene  

 
2. Designate specific individuals to be promptly contacted, including:  

a. The school counselor, psychologist, nurse and/or principal b. The student's 
parent/guardian  
c. As necessary, local police or counseling agencies  
3. Set forth one or more plans by which the school can transfer responsibility for the 
student's welfare to the parent/guardian and/or the appropriate support agent or 
agency  
4. Provide for the timely follow-up by designated school staff regarding the 
parent/guardian and student's contact with an appropriate support agent or agency 

SUSPENSION 
A student may be subject to suspension or expulsion for committing certain acts on school 
grounds and/or during, going to, or coming from a school sponsored activity (Ed Code 48900). 
Please review Behavior Policy section AR 5144.1 regarding suspension, expulsion and due 
process for more information.  
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SCUSD WELLNESS POLICY 

Below are excerpts from the updated SCUSD Wellness Policy that pertain specifically to 
Expanded Learning programs.  The entire text and more information about this policy can be 
found at: http://www.scusd.edu/district-wellness-committee.  Expanded Learning programs are 
expected to follow all guidelines and regulations outlined in this policy 

Nutritional Standards on Campus 
For all foods available on each campus during the school day, the district shall adopt nutritional 
guidelines, which are at a minimum compliant with federal and state law and support the 
promotion of student health and reducing childhood obesity. 
 
School Meals 
The Board believes that foods and beverages available to students at district schools should 
support the health curriculum and content standards on nutrition, as well as promote optimal 
health, taking into consideration the needs of students with special dietary needs. Nutritional 
standards adopted by the district for all foods and beverages sold to students, including foods 
and beverages provided through the district’s food service program, student stores, vending 
machines, or other venues, shall meet or exceed state and federal nutritional standards. 
 
Sharing of Foods and Beverages 
Students are discouraged from sharing foods or beverages with one another during meal or 
snack times, given concerns regarding food allergies, disease transmission and restrictions on 
some children’s diets. Any adult, or any child not enrolled in the school shall not eat from an 
enrolled child’s plate. 
 
Meal Times and Scheduling 
Students perform better academically when well-nourished, and an important part of that 
nourishment is having sufficient time to eat. Principals are encouraged to identify ways to 
successfully address the issue of adequate meal times for their students. The California 
Department of Education recommends that each student has no less than 10 minutes for 
breakfast and no less than 20 minutes for lunch after being served. 
 
Schools, to the extent possible: 
1. Should provide students with a minimum of 10 minutes to eat after sitting down for 
breakfast and 20 minutes after sitting down for lunch, regardless of scheduling before or after 
recess time. 
2. Should schedule meal periods at appropriate times, e.g., lunch will be scheduled between 10 
a.m. and 2 p.m. 
3. Should not schedule tutoring, club, or organizational meetings or activities during mealtimes, 
unless students may eat during such activities. 
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Outside Food Sales in California Public Schools (Competitive Foods) 
 
State law for Outside Food Sales includes all foods and beverages sold outside of federal meal 
programs by all entities including schools, parent and student organizations on school campus 
during school day. 
 
These laws pertain to food sold on campus from midnight through 30 minutes after the 
standard school day for 9-12th grade school sites; or the end of the site’s expanded learning 
programming for all other grade level schools. Expanded learning programs will not sell foods 
before, during or after programming. 
 
This includes sales made through vending machines, cafeteria a la carte [snack] lines, and 
fundraisers. However, athletic concessions at any grade level may be sold 30 minutes after the 
standard school day, and are excluded from the Competitive Foods requirements. 
 
To assure compliance with state law, all Outside Food Sales by student organizations in areas 
not operated by the Nutrition Services Department are required to be reviewed by the school 
board or designated official prior to sale. 
 
Refer to the California Department of Education's Competitive Foods Web page 
(http://www.cde.ca.gov/ls/nu/he/compfoods.asp) for additional tools and resources to 
determine compliance with competitive foods and beverages for any food sales, or fundraisers 
in SCUSD schools. 
 
Evening and Community Events 
The district promotes the availability of nutritious snacks at evening and community events on 
school grounds. This includes, but is not limited to, concessions at athletic events, dances and 
performances. 
 
Vending 
● All vending machines with student access must sell only compliant food and/or beverages. 
● Unlicensed outdoor vendor carts, trucks or vehicles are prohibited from locating within 400 
yards from any school grounds. 
● All sales made through vending machines are subject to the criteria listed in the regulations 
referenced below. 
Requirements for Outside Food Sales in California Public Schools 
Food items sold and served outside federal meal programs during the school day, including 
fundraisers, shall meet the local, state and federal nutritional requirements as referenced in: 
Education Code sections 49430-49434 
California Code of Regulations sections 15575-15578 
California Code of Regulations sections 15500-15501 
Code of Federal Regulations Section 210.11 
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• The term “sold” refers to any food or beverage provided to students on school grounds in 
exchange for money, coupons, or vouchers. 
 
• The term “served” refers to any food or beverage provided to students on school grounds 
during celebrations, parties, instructional lessons, giveaway items, etc. 
o Outside foods not meeting local, state and federal nutritional requirements are 
allowable for pedagogical or educational purposes in so long as it is relevant to the 
course curriculum and syllabus. Such educational purposes may include, but are 
not limited to, ethnic studies and culinary arts courses. 
• The nutritional requirements referenced in the state and federal regulations do not pertain 
to food brought from home for individual consumption. 
• These state and federal requirements apply to all foods or beverages whether served or 
sold within the district. 
 
Nutrition Requirements for Outside Food Service Sales in SCUSD: 
Schools Serving EK-8th Grade Students 
The only foods and beverages served and sold to pupils on campus outside of the school meal 
program by all entities from midnight through one-half hour after the standard school day, or 
expanded learning 
program; whichever is later, are those that meet all applicable state and federal rules found 
within: 
Education Code sections 49430-49434 
California Code of Regulations sections 15575-15578 
California Code of Regulations sections 15500-15501 
Code of Federal Regulations Section 210.1112 
 
Fundraising Activities for Schools Serving EK-8th Grade Students 
The Superintendent or designee shall require all school, parent and pupil organizations involved 
in food sales and fundraisers for schools serving EK-8th grade students to meet the state laws 
outlined in the state and federal regulations referenced above, in addition to the California 
Code of Regulations listed below: 
Effective from midnight to one-half hour after the standard school day, and/or the end of the 
site’s expanded learning program; whichever is later (this includes minimum days), and applies 
to food and beverage sales by student organizations. 
 
Student organization sales must meet all of the following: 

1. Water, with no additives including vitamins, minerals (e.g., electrolytes), stimulants 
(e.g., caffeine) and sweeteners, is the only approved beverage to be sold. 
2. One food item per sale. 
3. The sale must occur after the lunch period has ended. 
4. The food or beverage item cannot be prepared on campus. 
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5. Each school may choose up to four days per year during which food and beverage 
from multiple student organizations may be sold (foods/beverages must still be 
compliant). 
 
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. 
7. Other than the 4 days (mentioned in #5 above), only one student organization may 
sell food or beverages to pupils on school campuses per day. No adult-run fundraisers, 
including parent or community organizations, private individuals or commercial entities, 
may sell food to pupils on school campuses. This includes, but is not limited to PTA, 
PTSA, or booster clubs. 

 
Nutrition Requirements for Outside Food Service Sales in SCUSD: 
Schools Serving 9th - 12th Grade Students 
The only foods and beverages served and sold to pupils on campus outside of the school meal 
program by all entities from midnight through one-half hour after the standard school day are 
those that meet all 
applicable state and federal rules found within: 
Education Code sections 49430-49434 
California Code of Regulations sections 15575-15578 
California Code of Regulations sections 15500-15501 
Code of Federal Regulations Section 210.11 
 
Fundraising Activities for Schools Serving 9th - 12th Grade Students 
The Superintendent or designee shall require all school, parent and pupil organizations involved 
in food sales and fundraisers to meet the state laws outlined in the state and federal 
regulations listed above, in addition to the California Code of Regulations listed below: 
Effective from midnight to one-half hour after the standard school day and 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.). The district will exceed the above federal and state nutrition 
standards by prohibiting 
the sale of any electrolyte replacement beverages (also known as sports/energy drinks) 
on school campus during the school day at all grade levels. 
2. Only one student organization is allowed to sell each day. 
3. Food(s) or beverage(s) cannot be prepared on the campus. 
4. 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. 
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5. 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 
may set these dates. 
 
6. Only student organizations may sell food or beverages to pupils on school campuses 
from midnight through one half hour after the standard school day. No parents or 
community organizations, private individuals or commercial entities may sell food to  

 
pupils on school campuses during these hours. This includes, but is not limited to PTA, 
PTSA, or booster clubs. 

 
The district Nutrition Services Department will make available a list of ideas for acceptable non-
food fundraising activities on the following webpage: 
http://www.scusd.edu/healthyfundraisers. 
 
Rewards and Punishments 
In consideration of dietary accommodations, food allergies, and to promote student wellness 
and empower parents and guardians to make decisions about what their children are eating, 
Sacramento City Unified School District employees, parent organizations and outside 
organizations shall not use any food or beverages as a reward, incentive, or punishment for 
academic performance or good behavior, nor withhold food or beverages including, food 
served through school meals, as punishment. 
 
Physical activity during the school day and in expanded learning programs (including but not 
limited to recess, physical activity breaks, or physical education) will not be withheld or used 
as punishment. 
 
Celebrations 
Schools can help promote a positive learning environment by providing healthy celebrations 
that shift the focus from food to the child, therefore classroom celebrations will strive to have 
non-food celebrations, and when food is included, will only offer healthy food that is non-
allergenic to all students in that classroom. This food must be compliant with Competitive 
Foods regulations. The district website has a list of non-food and healthy celebration ideas. 
 
Water 
The school district will provide all students and employees with access to clean, safe, palatable 
drinking water free of charge at every district facility including cafeteria and eating areas, 
classrooms, hallways, play yards and athletic fields, and faculty lounges throughout the school 
day and at before- and afterschool activities. Students will be allowed to bring drinking water 
from home and to take water into the classroom, provided that the water is in a capped 
container, such as a bottle, to prevent spills. All school administrators, teachers, and building 
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staff will model drinking water and limit consumption of identifiable, sugar-sweetened 
beverages in front of students. The school district will perform maintenance on all water 
fountains regularly and as needed and will conduct periodic testing of all drinking water sources 
in each district facility. The test results will be made available in an easily accessible format 
(e.g., post on district website) with letters delivered to affected students and parents. 
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Sacramento City Unified School District Approved Food List –  
Smart Snacks USDA’s Smart Snacks in school standards are practical, science-based nutrition 
standards for all foods and beverages sold or served to students during the school day. The new 
rule went into effect July 1, 2014 and merges the previous California Nutrition Standards. The 
following list is of foods and beverages that meet the standards for all grade levels. This list is 
not all inclusive, additional items may be used if identified to be compliant by the quick 
reference cards. Alternative items may be available at different stores. Manufactures’ 
ingredients and distribution change frequently. If you have additional questions, please contact 
the Nutrition Services Department (916) 277-6716. 

Applesauce/Fruit Cups/Fruit Snacks Manufacturer 

  Name/Description  Serving Size  Wal-Mart  Costco  
All Brands  Individual Fruit Cups 

in Water or Natural 
Juices  

½ cup  X  X  

All Brands  Dried Fruit with No 
Added Sugar  

¼ cup  X  X  

All Brands  Fresh Fruit and 
vegetables- 
Individual Bags or 
Platters  

½ cup  X  X  

Andros  Fruit Me Up Pouches- All Flavors  1 pouch (133g)  
Brother’s  All Natural Fruit 

Crisps  
1 bag  X  X  

Buddy Fruits  100% Fruit Snack Squeeze 
Pouch- All flavors  

1 pouch (90g)  X  

Buddy Fruits  Pure Fruit Jiggle Gel  1 pouch (3.2oz)  X  
Chiquita  Fruit Chips 100% Fruit 

Freeze Dried- All flavors  
1 pouch (30g)  X  

Clif  Organic Twisted Fruit- All 
Flavors  

1 twist (20g)  X  

Crunchies  Freeze Dried Fruit- All 
Flavors  

¼ cup  X  

Crunch Pak  Dipper Fruit Packs- All 
Flavors  

1 container (2.75oz)  X  

Del Monte  Fruit Cups No Sugar 
Added- All Flavors  

1 cup (106g)  X  

Del Monte  Fruit Naturals No Sugar 
Added  

1 container (1 cup)  X  

Del Monte  Fruit Burst Pouch- All Flavors  1 pouch (90g)  
Disney  Fruit Crisps Freeze Dried 

Fruit Slices- All Flavors  
1 bag (7g)  X  

Dole  Fruit Cups in 100% Juice- 
All Flavors  

1 container (113g)  X  

Dole  Fruit Squish’ems  1 pouch  X  
Earth’s Best  Organic Applesauce- 

Cinnamon  
1 cup (113g)  X  
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Earth’s Best  Organic Applesauce- 
Original  

1 cup (113g)  X  

Earthbound Farm  Organic Raisins  1 box (43g)  
Go Go Squeez  Go Go Squeez Applesauce Pouches  1 pouch (90g)  
 
 

  

Great Value  All Natural No Sugar 
Added Applesauce- 
Individual Cups  

4oz unit (113g)  X  

Great Value  Unsweetened Applesauce  ½ cup  X  
Great Value  Dried Apricots  7 pieces  X  
Great Value  No Sugar Added Fruit 

Cups- Peaches  
1 bowl (108g)  X  

Happy Squeeze  Fruit & Veggie TWIST 
Pouch- All Flavors  

1 pouch (99g)  X  

Kirkland  Sunsweet Dried Apricots  About 6  X  
Kirkland  Sunsweet Dried Plums  About 6  X  
Kirkland  Real Sliced Fruit- Freeze 

Dried-Individual Bags  
1 bag  X  

Materne  Go Go Squeeze- All Flavors  1 pouch (90g)  X  
Motts  Applesauce Snack & Go- 

All Flavors  
1 pouch (90g)  X  

Motts  Healthy Harvest No Added 
Sugar- Country Berry, 
Peach Medley & Summer 
Strawberry  

1 cup (113g)  X  

Motts  Motts Medley’s Fruit & Veggie Snack  1 cup (111g)  
Motts  Natural Apple Sauce  1 cup (111g)  X  
Smuckers  Fruit Fulls- Pure Blended Fruit  1 pouch (4 oz)  
Sunmaid  Raisins  1 box (42.5g)  X  X  
Tree Top  No Sugar Added 

Natural Apple Sauce- 
Individual  

1 unit (113g)  X  X  
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How the Student Wellness Policy Affects School Activities  
 

 
How the Student Wellness Policy Affects 
School Activities  
 

Does the Student Wellness Policy Apply?  

Foods sold or served during the EK-8th grade 
school day through 30 minutes after expanded 
learning programming  
 

Yes  
(pg. 11-12)  

Foods sold or served during the 9-12th grade 
school day through 30 minutes after the standard 
school day  
 

Yes  
(pg. 12-13)  

Food served for classroom snacks or celebrations  
 

Yes  
(pg. 14)  

Athletic Concessions - 30 minutes after standard 
school day for any grade level school  
 

No  
(pg. 10)  

Food sold or served after the school day ends:  
 
● EK-8th = 30 min after expanded learning 
programming  
● 9-12th = 30 minutes after the standard school 
day  
 

No  
(pg. 11-13)  

Fundraisers sold to parents  
 

No  

All off-campus fundraisers  
 

No  

Food sampled within educational lessons (ie. 
culinary arts, cultural lessons)  

No  
(pg. 11)  
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EXPANDED LEARNING MEDICAL PROCEDURES 
PROTOCOL 

In the event of an emergency, please err on the side of caution and call 911 if necessary.  
Medical Emergency Protocol 

  Including breathing cessation, severe bleeding, concussion with loss of consciousness, 
suspected neck or spinal injury, fracture, eye or face injury, and any injury resulting in 
poor vital signs 

   Activate the emergency medical system (EMS) by calling 911.  Provide EMS with the 
following information: 

o Identify yourself and your role in the emergency 
o Specify your location and phone number 
o Give name of injured student (refer to student’s registration form) 
o Give condition of injured 
o Give time of accident 
o Give care being provided 
o Give specific directions to the scene of the emergency 
o DO NOT hang up until directed to do so by the EMS dispatcher 
o Stay with student 
o Send a Team leader to the front of the school to direct emergency personnel 
o Manager or Team leader will need to follow the ambulance to the hospital if 

the parent is not present 
Notify parent 
Complete an Incident or Student Accident form 

 
NON-EMERGENCY PROTOCOL: 

   Including sprains, concussion (with no loss of consciousness), abrasions, minor 
cuts, contusions, etc. 

o Provide appropriate first aid care 
o Notify parent 
o If there is an injury to the head send home, with the student, the “Bumps or 

Blows On The Head” form 
o Complete an Incident Form online @ www.ELPatscusd.org   
o Program Manager will need to investigate the incident 

The Expanded Learning program manager needs to alert the Area Specialist the same day 
as the accident 
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MEDICATION PROTOCOL 
   If a student is to receive medications during the hours of the after school program 

an Authorization for Administration of Medication by School Personnel will need to 
be obtained from the office manager 

   All medication to be administered by school personnel must be in the container with 
the original prescription.  Over-the-counter medication must be in their original 
container 

   The parent/guardian of the pupil in grades Kindergarten through 8th grade must bring 
the 
medication to the manager of your Expanded Learning program 
All medications need to be approved by the School Nurse Health Educator 
No medication shall be allowed at the after school program without the proper 
authorizations described above 

   All medications shall be kept in a securely locked cabinet or drawer, except those 
medications that a physician and parent/guardian request in writing that the pupil be 
allowed to carry (i.e., inhalants for asthma, Epi-Pens or Benadryl for other severe 
allergy reactions) 

• A medication log, H.F. 5A must be kept for recording each dose of 
medications administered to a student. 

 
Please check in with school administration to identify the name and contact 

information for your school site nurse.  
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SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 
 

Health Services Office 
 

AUTHORIZATION FOR ADMINSTRATION OF MEDICATION BY SCHOOL PERSONNEL 
 

PLEASE NOTE:  this form must be completed each school year or more frequently, if necessary.  
 
I. Basic Legal Provision - California Education Code, Section 49423 
 

Notwithstanding the provision of Section 49422, any pupil who is required to take, during the regular 
school day, medication prescribed for him by a physician, may be assisted by the school nurse or other 
designated school personnel if the school district receives (1) a written statement from such physician 
detailing the name of the medication, method of administration, amount, and time schedules by which such 
medication is to be taken and (2) a written statement from the parent or guardian of the pupil indicating 
the desire that the school district assist the pupil in the matters set forth in the physician's statement. 

 
Designated school personnel may administer medication to pupils upon written request of the 
pupil's parent/guardian and physician only when the medication is in the original container. 

 

II. Physician Instructions 
 
Student ___________________________________________________  Age __________  Birth date   
 
School ________________________________________________________________________ Grade   
 
TO PHYSICIAN:  Please note:  Whenever possible, please prescribe medication that can be given outside of the 
school day. If medication must be administered during school hours, please complete the information below: 
 

 
MEDICATION(S) 

 
DOSAGE 

 
ROUTE OF ADMINSTRATION 

 
APPROXIMATE TIME OF DAY 

 
 

   

 
 

   

 
Diagnosis or indication for medication   
 
Length of time to be taken   
 
Precautions or additional instructions   
 

a. For emergency medication, is the student capable of self-administering the necessary  
treatment/medication?    o  Yes       o   No 

b. Will the student need to carry this medication on his/her person?     o  Yes        o No 
 
c. Will the student need to self-administer this medication?                  o  Yes        o No 

 
Please note obvious side effects to this particular medication   
 
   
 
Signature of Physician ______________________________________ Address   
 
Print/Type Physician's Name________________________________________ Phone ____________ Date    
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III. Parent Request 
 

Please check one of these boxes. 
 

o    I/We the undersigned, who am/are the parent(s) of   
request that medicine be administered to said child by a designated member of the school 
staff, in accordance with the instructions outlined here and signed by our physician. The 
medication is to be given at ______________________ (time) with the following special 
instructions:  
  

 
o    As indicated here in our physician's statement, our child, _____________________, will 

self-administer his/her own medication when required and we are not requesting school 
personnel to assist in the administration of our child's medication. Our child will need to 
self-administer his/her medication at school because he/she suffers from 
__________________________ (state nature of illness). Our child will need to take his/her 
medication ____________________ (number of times per day) with the following special 
instructions:   

   
   
   
 

I/We hereby release, discharge and hold harmless Sacramento City Unified School 
District and its officers, agents and employees for any and all claims of civil liability 
arising out of an act or omission that causes our child to suffer an adverse reaction as a 
result of his/her self-administering medication.   

 
We understand that the major responsibility for a child taking medication rests with the child and his/her 
parents, and that we are required to personally bring the medication to school for students kindergarten 
through 8th grade. We understand that students in grades 9 through 12 may bring their own medication 
to the school office. 
 
_____________________________    ______________    ______________      
Parent/Guardian Signature Date  Home Phone
 Work Phone 
 
  
Address 
 
Emergency contact: ________________________________________  Phone:   
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This information is provided in the form of a checklist to assist you in completing the necessary 
paperwork for field trips.  Submit all packets with the necessary information to the segment administrator 
for review and approval.  All forms are available on the intranet under Risk Management Field Trips.  
Release of Driver Record Information form should be submitted in advance to Risk Management prior to 
submitting completed packet for approval.  On the day of the trip changes to rosters and/or transportation 
lists should be submitted to the Transportation Office, Instructional Assistant Superintendent’s Office, and 
provided to the driver(s) and field trip coordinator.  Parent permission forms and rosters are carried by the 
field trip coordinator on the trip. 
Important: No signature stamps allowed -  Keep all field trip documents on file at the site for at 
least 2 years. 
 
School________________________________                 Date of Field Trip_____/_____/_____ 
 
Number of Students _____________________                  Number of Chaperones _______________ 
  Local Trip (50-mile radius, submit for approval 6 weeks prior to trip; 2 weeks’ prior if 
walking/RT or Amtrak) 

 Field Trip Request Form (RSK–F106A) 
 Principal Approval (No signature stamps allowed) 
 Segment Administrator approval  
 Itinerary 
 Field Trip Roster (RSK–F106I) or Infinite Campus printout okay 
 Student Field Trip Authorization Form (RSK-F106C) 
 Agreement for Activity Participation Form 
 Volunteer Personal Automobile Use Form (RSK–F106E) - if applicable 
 Field Trip Passenger Vehicle List (RSK–F106G) 

 Volunteer drivers must be fingerprinted (Form BC -1) Contact Human Resources 
 Release of Driver Record Information Form – if applicable 
 Authorization for Administration of Medication Form  
 Bus Request Form (TRA–F006) - if applicable (No signature stamps allowed) 
 Student Alternate Transportation Form (RSK–F100B) - if applicable 
 Student Personal Automobile Use Form - if applicable must be accompanied with RSK-F100B 
 Scheduling and Notification of Field Trip Form (Food Request) NSD-F028   

  Out-of-Town (beyond 50-mile radius, submit for approval 6 weeks prior to trip) 
 Field Trip Request Form (RSK–F106A) 
 Principal Approval (No signature stamps allowed) 
 Segment Administrator Approval  
 Itinerary 
 Field Trip Roster (RSK –F106I) or Infinite Campus printout okay  
 Student Field Trip Authorization Form (RSK-F106C) 
 Agreement for Activity Participation Form 
 Volunteer Personal Automobile Use Form (RSK–F106E) - if applicable 
 Field Trip Passenger Vehicle list (RSK – F106G) 

 Volunteer drivers must be fingerprinted (Form BC-1) Contact Human Resources 
 Release of Driver Record Information Form – if applicable 
 Authorization for Administration of Medication Form 
 Bus Request Form (TRA–F006) - if applicable (No signature stamps allowed) 
 Student Alternate Transportation Form (RSK–F100B) - if applicable 
 Student Personal Automobile Use Form - if applicable must be accompanied with RSK-F100B 

Sacramento City Unified School District 
FIELD TRIP INFORMATION 
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 Scheduling and Notification of Field Trip Form (Food Request) NSD-F028 
  Overnight Trip (Submit for approval 6 weeks prior to trip) 

 Field Trip Request Form (RSK–F106A) 
 Principal Approval (No signature stamps allowed) 
 Segment Administrator Approval  
 Itinerary 
 Field Trip Roster (RSK–F106I) or Infinite Campus printout okay.  
 Student Field Trip Authorization Form (RSK-F106C) 
 Agreement for Activity Participation Form 
 Overnight Trips Hotel Accommodations Form (RSK–F106H) 
 Overnight Sleeping Arrangements Form (RSK-F106D)   
 Volunteer Personal Automobile Use Form (RSK–F106E) - if applicable 
 Field Trip Passenger Vehicle list (RSK–F106G) 

 Volunteer drivers must be fingerprinted (Form BC-) Contact Human Resources 
 Release of Driver Record Information – if applicable 
 Authorization for Administration of Medication Form 
 Bus Request Form (TRA–F006) - if applicable (No signature stamps allowed) 
 Student Alternate Transportation Form (RSK–F100B) - if applicable 
 Student Personal Automobile Use Form - if applicable must be accompanied with RSK-F100B 
 Scheduling and Notification of Field Trip Form (Food Request) NSD-F028 

  Field Trip Involving Swimming or Wading - please add additional forms to appropriate trip: 
(Submit for approval 6 weeks prior to trip) 

 Segment Administrator Approval 
 Lifeguard Certificate from private pool facility (i.e. clubhouses, swim clubs) and specific 

chaperone ratios are required per Board Policy AR 6153(d) 
 Certificate of Insurance for all private pools (including clubhouses, swim clubs) are required 

per Board Policy AR 6153(c)  
  Field Trip Involving Unusual Activities - please add additional forms to appropriate trip:(High 

risk activities such as rafting, snorkeling, rock climbing, skiing, etc.) Submit for approval 6 
weeks prior to trip 

 Segment Administrator Approval 
 Risk Management Approval 
 Itinerary 
 Agreement for Activity Participation Form 
 Special Event Liability Insurance Application may be required (RSK-F105B)  

  Out of State/Country – BOARD APPROVAL REQUIRED (Submit for approval 6 weeks prior to 
trip - Trips not submitted to Segment Administrator 6 weeks prior to trip can be considered 
automatically rejected by the Board of Education.) 

 Field Trip Request Form (RSK–F106A) - (Must be typed in order to present to the Board)  
 Principal Approval (No signature stamps allowed) 
 Segment Administrator Approval  
 Risk Management Approval  
 Chief Business Officer Approval 
 Board Approval 
 Out-of-State/Country Request Form (RSK–F106B) 
 Itinerary 
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 Field Trip Roster (RSK–F106I) or Infinite Campus printout okay.  
 Student Field Trip (Outside California) Authorization (RSK-F106J)  
 Agreement for Activity Participation Form 
 Adult Field Trip Authorization Form  
 Overnight Trips Hotel Accommodations Form (RSK–F106H) 
 Overnight Sleeping Arrangements Form (RSK-F106D) 
 Volunteer Personal Automobile Use Form (RSK–F106E) - if applicable 

 Volunteer drivers must be fingerprinted (Form BC -1) Contact Human Resources 
 Release of Driver Record Information – if applicable 
 Authorization for Administration of Medication Form 
 Field Trip Passenger Vehicle list (RSK–F106G) 
 Scheduling and Notification of Field Trip Form (Food Request) NSD-F028 
 Travel Request Form (ACC-F014) 
 Bus Request Form (TRA–F006) - if applicable (No signature stamps allowed) 
 Student Alternate Transportation Form (RSK–F100B) - if applicable 
 Student Personal Automobile Use Form - if applicable must be accompanied with RSK-F100B 
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GUIDELINES 
 

Principal/Designee: 
Board Policy AR 6153 – Before trips of more than one day, the principal or designee shall 
hold a meeting for staff, parents/guardians and students to discuss safety and the importance 
of safety-related rules for the trip.  For non-certificated adults who will assist in supervising 
student on the trip, the principal or designee may also hold a meeting to explain how to keep 
appropriate groups together and what to do if an emergency occurs. 

 
Student Ratio: 
The ratio of adult chaperones to students shall be at least (1) one to (10) ten secondary. In 
grades 4-6, this ratio shall be (1) one to (8) eight. In grades K-3, this ratio shall be (1) one to 
(4) four.  
 
Activity Supervisor Clearance Certificate (ASCC): 
California Education Code 35330(d) – Provide supervision of pupils involved in field trips or 
excursions by certificated employees of the district. This certificate is mandatory effective 
July 1, 2010. You must acquire this certificate if you are non-certificated (paid or non-paid) 
supervising, directing, or coaching a pupil activity program. Applicants can go to 
www.ctc.ca.gov and submit an online application. There is a fee not paid for by district. 

 
Trips involving water or water activities including swimming or wading: 
All certificated employees and adults associated with the trip are to be familiar with District 
policies/regulations including Board Policy AR 6153:  

Swimming facilities, including backyard pools, must be inspected by the principal and 
teacher before the trip is scheduled.  Owners of private pools must provide a certificate of 
insurance, designating the district as an additional insured, for not less than $500,000 in 
liability coverage. 

Lifeguards must be designated for all swimming activities. If lifeguards are not provided by 
the pool owner or operator, the principal shall ensure their presence. Lifeguards must be 
Red Cross certified or equivalent and must be at least 21 years old.  

The ratio of adult chaperones to students shall be at least (1) one to (10) ten secondary. 
In grades 4-6, this ratio shall be (1) one to (8) eight. In grades K-3, this ratio shall be (1) 
one to (4) four.  Specific supervisory responsibilities shall be determined in advance to 
accommodate the varying swimming abilities of students. These responsibilities shall be 
clarified in writing and reviewed verbally before the trip.  

Emergency procedures shall be included with written instructions to adult chaperones and 
staff. 

Staff and chaperones assigned to supervise students must wear swim suits and know 
how to swim.  The principal may require students to wear flotation devices, depending 
upon their age and swimming ability.  A buddy-system or other means of surveillance 
shall be arranged in advance and strictly enforced during swimming activities. 
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Unusual Activities, certain water or high risk activities: (examples: rafting, snorkeling, 
rock climbing, skiing, etc.) may not be approved or a special parent waiver may be required.  
Prior to signing a contract or waiver with a vendor, and also submitting a “Special Event 
Liability Insurance Application” provide information to Risk Management for review and 
approval.  
 
Vehicle Safety Program - Employee Pull Notice:  
The Sacramento City Unified School District has established a driver’s safety program 
known as “EPN” (Employee Pull Notice) for all employees that drive district vehicles, as well 
as volunteers and/or staff driving district students. This program allows the District to 
monitor driver license records of employees who are required to drive on behalf of the 
District.  This program is designed to ensure safety of staff, students, and the community. If 
you have questions or concerns regarding this request, please feel free to contact the office 
of Risk & Disability Management at (916) 643-9421. 

  
Please be aware of timelines and plan for the necessary preparation time prior to 
submitting this form. This form must be submitted six (6) weeks in advance when 
approval is required. Make sure to submit a clear copy of the driver license with the 
Release of Driver Record Information Form.  The sole purpose of the information is to 
verify driver license validity. All other information is not relevant to driving privileges. 
 

When transporting students, stay with the group, do not make unauthorized stops unless 
there is an emergency, do not skip-planned stops, make sure the vehicle has a first aid kit 
readily accessible and make sure that all students have the appropriate safety restraints. 
 
Bus Transportation:  Only buses licensed to carry school children can be used.  Check with 
Transportation Services for availability or a list of approved bus companies for rental 
information. 
 
Van Transportation:  Vehicles designed to hold more than ten people, including the driver, 
are not allowed regardless of the number of people riding.  There will be no secondary 
liability coverage by the district or their insurers for any such vehicles.  The district will not 
pay for nor be responsible for any collision or comprehensive damage to the vehicle.  (A 10-
14 passenger van with seats removed does not qualify to carry students – See annual 
bulletin on vehicle restrictions)   
 
Limousines are discouraged; if used, they must comply with van transportation requirements 
and have seatbelts. 
 
Private Vehicle Transportation: Secure the “Volunteer Personal Automobile Use Form” for 
each vehicle. Provide completed copy of the “Release of Driver Record Information Form” for 
each driver using private vehicle or driving a rental vehicle. 
 
Student Personal Automobile Use Form: 
This is the first form that must be completed before a student can drive himself/herself to a 
district sponsored curricular or extracurricular activity. 
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Student Alternate Transportation Form: 
This is the second form to be completed when a student is allowed to drive himself/herself to 
a district sponsored curricular or extra-curricular activity. This form must be signed by the 
supervising coach/teacher, and serves the separate purpose of gaining their approval for the 
student to transport himself/herself to the event. 
 
Out-of-State or Out-of-Country Trips: To be forwarded to Segment Administrator (Six 
Weeks prior to trip) along with the Field Trip Request form: (1) Completed Out-of-State/Out-
of-Country Form (2) Pertinent information required for completion of the agenda item: 
education nature of trip, itinerary, accommodation information including facility name, 
address, phone number, etc. and funding source for cost of trip and transportation. 
 
Administering Medication - Students with Medical Conditions: 
Ascertain if any students attending field trip have medical conditions that require medication 
administration. For field trips taking place during regular school hours, you may bring the 
child’s medication, Authorization to Administer Medications at School, any Emergency Care 
Plan and ensure that a staff member attending field trip has been trained on the 
Administration of Medications in the School. For field trips requiring travel times outside of 
the regular school day OR for any overnight field trip, send home with Student Permission 
Slips the Field Trip Medication Authorization form to be signed by parent and Health Care 
Provider. Medications must be in original labelled containers. Discuss with Health Services 
whether hired nursing support would be required (such as with Type 1 Diabetics, Severe 
Seizure Disorders). Again, any staff member attending field trip that will administer 
medications must be trained in advance.  If no student requires medication mark the box 
indicating none on the Medication Authorization. 
 
Chaperone Requirements (Role):  
Board Policy AR 6153 - Chaperones shall be 21 years of age or older.  All school rules apply 
on school sponsored field trips. Chaperones are expected to comply with school policies, 
follow the directions given by the field trip coordinator/teacher, work cooperatively with other 
volunteers and school staff members, and model appropriate behaviors for students. 
Chaperones shall be assigned a prescribed group of students and shall be responsible for 
the continuous monitoring of these students’ activities.  The chaperone will follow the trip plan 
developed by the field trip coordinator/teacher.  Students must be supervised at all times 
while at a school sponsored event.  Students must stay with their chaperone, at all times. Go 
over use of the buddy system with students. Account for all participants regularly and before 
changing activities. Be sure to know when and where to meet the rest of the group at the end 
of the visit. Chaperones must be readily available, be mindful of safety concerns, and 
respond to students’ needs. Do not use cell phone for non-emergency or non-trip related 
purposes. It is not acceptable for outside work or reading to be completed while supervising 
students. While chaperones are responsible for student behavior, it is the responsibility of the 
teacher to discipline a student. 
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Chaperones may not do the following: 
• may not use or possess alcohol or other drugs 
• may not use tobacco in the presence of, or within the sight of, students 
• may not administer any medications, prescription or nonprescription, to students unless 
authorized by appropriate district administration to do so. 

 
For the protection of both the student and the chaperone, chaperones should not place 
themselves in situations in which they are alone with a student. Be sure you know what 
to do in an emergency (medical emergency, natural emergency, lost child, serious 
breach of rule, etc.) Know who is first aid trained, where your cell phone is and/or nearby 
means of communication. 
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7/2019 Rev C Field Trip Request Form RSK-F106A Page 1 of 1 
 

Sacramento City Unified School District 
FIELD TRIP REQUEST FORM 
(USE A SEPARATE FORM FOR EACH TRIP) 

 
Parent Permission Form is required for each student field trip. See below reference distribution section for details concerning each type of trip. 

School Name__________________________________________________ Date__________/___________/___________ 
Teacher's Name______________________________________________ Room #____________Telephone #__________ 
 Fax #_______________ 
Field Trip Destination_________________________________________________________________________________ 
     F Local-50 mile radius (bus/walking)    F Local-50 mile radius (driver led trips)     F Out-of-Town (Beyond 50 mile radius) 
 (forward directly to Field Trip Office)               

F Overnight              F Out-of-State/Country         F Involving Swimming or Wading         F Unusual Activities 
Route_____________________________________________________________________________________________ 
Educational nature of field trip/excursion_______________________________________________________________ 
__________________________________________________________________________________________________ 
Depart Date_____/_____/_____Time _______am/pm                       Return Date_____/_____/_____Time ________am/pm 
TRANSPORTATION will be provided by:     F Walking       F School Bus - contact Transportation Field Trip Office 

F Charter Bus Company (certified):          F Yes           F No - Check with Field Trip Office 
F Private Vehicle/Parent Driver/Faculty Driver - Complete Volunteer Personal Automobile Use Form for each vehicle 

and driver, must have fingerprint clearance (check with Human Resources for fingerprint clearances) 
 F Public Transportation        F Train         F Commercial Airline          F Other:______________________ 
Funding Source____________________________________ Financial Assistance Available?        F Yes         F No 
Number of students participating:  ___________________ 
Adult Chaperones/Drivers: Use additional forms if more than 4 names  
 DRIVER DRIVER 
1)______________________________  F yes       F no     2)______________________________   F yes       F no 
3)______________________________  F yes       F no     4)______________________________   F yes       F no 
Teachers and Staff Attending: Use additional forms if more than 4 names 
1)____________________________  F yes       F no     2)____________________________    F yes      F no 
3)____________________________  F yes       F no     4)____________________________    F yes      F no 
Principal Approval ________________________________________________ Date______________________ 
Risk Management Approval (Unusual Activities) ________________________ Date______________________ 
Segment Administrator Approval ___________________________________ Date______________________ 
 

Distribution: Refer to the Field Trip Information Form RSK 106F for the forms and distribution required for each trip: 

1. Local Trip (school or charter bus): (50-mile radius) - Submit to Principal for approval. Maintain all documents at site and forward a copy to Segment Administrator for approval. 
2. Local Trip: (50-mile radius: driver led) – Submit driver led trips to Principal for approval then forward to Segment Administrator for approval 6 weeks prior to trip.  
3. Local Trip: (waling, RT, Amtrak): Submit walking trips to Principal for approval then forward to Segment Administrator for approval 2 weeks prior to trip. 
4. Out-of-Town: (beyond 50-mile radius) – Submit to Principal for approval then forward to Segment Administrator for approval 6 weeks prior to trip. 
5. Overnight Trip: Submit to Principal for approval then forward to Segment Administrator for approval 6 weeks prior to trip. 
6. Trip Involving Swimming or Wading: Submit to Principal for approval then forward to Segment Administrator for approval 6 weeks prior to trip.  
7. Trip Involving Unusual Activities (Water sports or high risk activities such as rafting, snorkeling, rock climbing, skiing, etc.) - Submit to Principal for approval then forward to 

Segment Administrator for approval 6 weeks prior to trip. This may require Special Event Liability Insurance. 
8. Out-of-State/Country: Submit to Principal for approval then forward to Segment Administrator for approval 6 weeks prior to trip. Must have Superintendent, Board of Education and 

Risk Management approval prior to trip. Segment Administrator will place field trip item on Board Agenda. Trips not submitted to Segment Administrator 6 weeks prior to trip will be 
considered automatically rejected by the Board of Education. 

9. Approved forms will be returned by Segment Administrator. Maintain a copy of all forms at site for 2 years. 
 
 

Reviewed by Site Office Manager: ______ 
(Initials) 
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School Name_____________________________________ Date_____/_____/_______ 

Teacher’s Name ______________________Room # ________Telephone #__________ 
 
Field Trip Destination _____________________________________________________ 
 
Reason for travel ________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
______________________________________________________________________ 
 
List unusual activities, water activities or high risk activities (examples: rafting, snorkeling, 
rock climbing, skiing, etc.) as a special parent waiver may be required.  Submit copy of 
contract or waiver to Risk Management for review before signing. Attach a detailed 
itinerary for each day 
 
 
 
Signed ________________________________________________ 
  Teacher  
 
Approvals: 
 
_____________________________ _____/_____/_____ 
Principal      Date 
 
_____________________________ _____/_____/_____ 
Risk Management Dept.                                     Date 
 
_____________________________ _____/_____/_____ 
Segment Administrator    Date 
 
_____________________________ _____/_____/_____ 
Superintendent     Date 
 
_______/_______/_______ 
Board Approval Date 
 
 

Sacramento City Unified School District 
OUT-OF-STATE OR OUT-OF-COUNTRY 

TRAVEL REQUEST 
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FIELD TRIP ROSTER 
Please print or type alphabetically (Infinite Campus printout acceptable, make sure to have all of the below information). 
School: ____________________________ 
Field Trip Dates: ______/ ______/ _______ 

 
Student Name DOB Grade Parent/Guardian Address Phone # Notes (i.e. medication) 
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Field Trip Itinerary 
 

School:  ABC Elementary 
Dates of Trip: 7/1/17 – 7/2/17 
Trip Destination: School Camp Ground 
Teacher: Jane Smith 
 

July 1 
8:00 Arrive at school with all camping items in a plastic garbage bag 
8:30 Depart school 

10:00 Approximate arrival and snack 
10:30  Introduction and Tour 
12:30 Lunch 
2:30 Work Project 
4:30  Dinner 
5:30  Activity 
5:30  Dinner Prep and Clean-up 
7:00  Campfire 
8:00  Get Ready for Bed 
8:30  Lights Out 

 
July 2 
7:30 Chores (before breakfast)  
8:30 Breakfast 
9:30 Activity 

11:30 Lunch 
12:30 Depart for home 
2: 15 Gather in classroom before dismissal 
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Field Trip Authorization and Release  
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Rev 19/20SY             Page 1 
 

 

STUDENT FIELD TRIP AUTHORIZATION AND RELEASE 
 

No student will be permitted on the field trip unless this completed and signed Authorization and Release 
Agreement is submitted to the supervising teacher, sponsor, or school office at least six (6) weeks prior to 

the field trip. Verbal authorizations, or authorizations not on this form, cannot be accepted. 
 

Student Name: Address: 
Grade: DOB: 
School: Home Telephone: 
Emergency Contact & Telephone No.: 

Field Trip Destination:  
Date of Trip:  
Expected Departure Time:  
Expected Return Time:  
Method of Transportation:  
Supervising  Teacher/Sponsor:  
Medical Conditions/Medications:  

Please read this Agreement carefully and sign below. Completion of this Agreement is a prerequisite to 
participation in the activity described above (hereinafter referred to as "field trip"). 

 
By signing below, I acknowledge and agree as follows: 

I understand and acknowledge that the student named above has voluntarily chosen to participate in the 
field trip at his/her own risk. I know and fully understand that the field trip may involve numerous risks, dangers, 
and hazards, both known and unknown, where serious accidents can occur, and where participants can sustain 
physical injuries, damage to their property, or even die. Regardless of whether the field trip involves physical 
contact, any field trip related activity may have inherent risks of injury which are inseparable from the activity. I 
authorize the student's participation and acknowledge and willingly assume all risks and hazards of potential injury, 
paralysis, and death arising from the field trip. 

I, understand and acknowledge that field trips contain potential risks of harm or injury. Injuries may arise 
from the student's actions or inactions, the actions or inactions of another student or participant, or the actual or 
alleged failure by school employees, agents, or volunteers to adequately coach, train, instruct, or supervise. 
Injuries might also arise from an actual or alleged failure to properly maintain, use, repair. or replace physical 
facilities or equipment. Injuries might also arise from undiagnosed, improperly diagnosed, untreated, improperly 
treated, or untimely treated actual or potential injuries. All such risks are deemed to be inherent to the student's 
participation in the field trip. 

• I acknowledge that under California law the student will have no claims against the district, charter 
school or state arising from the field trip pursuant to Education Code § 35330, which states in subd. (d): "All 
persons making the field trip or excursion shall be deemed to have waived all claims against the district, a 
charter school, or the State of California for injury, accident, illness, or death occurring during or by reason 
of the field trip or excursion. All adults taking out-of-state field trips or excursions and all parents or guardians 
of pupils taking out-of-state field trips or excursions shall sign a statement waiving all claims." 

In consideration for the district or charter school allowing the above-named student to participate in the 
field trip, I voluntarily agree to release, waive, discharge, and hold harmless the district or charter school, its 
trustees, officers. employees, and agents from any and all claims of liability arising out of their negligence, or any 
other act or omission which causes the above-named student illness, injury, death, or damages of any nature in any 
way connected with the student's participation in the field trip. 

Emergency medical information regarding the student is on file with the district or charter school and is 
current.  If an injury or medical emergency occurs during the field trip, a supervising teacher, sponsor or chaperone 
has my express permission to administrator or to authorize the administration of urgent or emergency care, 
including the transportation of the student to an urgent care or emergency care provider. In such circumstances, 
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Field Trip Authorization and Release  
RSK-F106C 

Rev 19/20SY             Page 2 
 

 

notice to me and/or the Emergency Contact of the injury or medical emergency may be delayed. Therefore, any 
urgent or emergency care provider has my express authority to conduct diagnostic or anesthetic procedures, and/or to 
provide medical care or treatment (including surgery), as they may deem reasonable or necessary under all existing 
circumstances. All costs and expenses associated with such care are solely my responsibility. I agree to release and 
discharge the district (or charter school), its trustees, officers, employees, and agents from any act or omission of 
negligence in rendering or failing to render any type of emergency or medical services. 

The supervising teacher or sponsor will discuss school-related activity rules and safety requirements with 
students and adult chaperones prior to the field trip, which may include dangerous or hazardous conditions or 
circumstances exposing the student to potential harm or injury, potentially including death. Students are required to 
obey all rules and safety requirements of the field trip, as well as Codes of Conduct and general standards for 
respect of persons and property and good behavior. I understand and agree that failure of the student to follow field 
trip rules or safety requirements may result in the student being sent home, at my expense, and that the student may be 
barred as a result from future field trips. 

I am the parent or guardian of the student named above, or am the student named above and am 18 years of 
age or older. I acknowledge that I have read this authorization and release and understand that participation in the 
field trip requires giving up substantial actual or potential rights. I have voluntarily signed this authorization and 
release without inducement or assurance beyond what is stated herein, and with full appreciation of the risks inherent 
in the field trip. 

 

   
Parent/Guardian Printed Name Signature Date 

Date Received by School: Received by: 
 

Supervising Teacher/Sponsor shall take a copy of this form on the Field Trip/The original Form will remain on File with the Main 
Office for a period of no less than two (2) years after the date of the Field Trip 
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%\�VLJQLQJ�EHORZ��WKH�DXWKRUL]HG�$GXOW�SODQQLQJ�WR�SDUWLFLSDWH�LQ�WKH�VXEMHFW�)LHOG�7ULS�DFNQRZOHGJHV�
DQG�DJUHHV�DV�IROORZV��

�� 3DUWLFLSDWLRQ�LQ�WKLV�)LHOG�7ULS��ZKLFK�ZLOO�WDNH�SODFH�SDUWLDOO\�RU�H[FOXVLYHO\�RXWVLGH�RI�&DOLIRUQLD��LV�YROXQWDU\
DQG�LV�D�SULYLOHJH��7UDQVSRUWDWLRQ��ORGJLQJ�DQG�)LHOG�7ULS�DFWLYLWLHV�ZLOO�EH�H[SODLQHG�EHIRUH�WKH�)LHOG�7ULS�EHJLQV��ZLWK�
DOO�VXFK�DUUDQJHPHQWV�DQG�DFWLYLWLHV�GHHPHG�DFFHSWDEOH�WR�PH�DQG�WKH�$GXOW��

�� 7KH�)LHOG�7ULS�PD\�EH�FDQFHOOHG�DW�DQ\�WLPH��IRU�DQ\�JRRG�IDLWK�UHDVRQ��EHIRUH�WKH�)LHOG�7ULS�FRPPHQFHV���7KH
)LHOG�7ULS�PD\� DOVR� EH� LQWHUUXSWHG� RU� WHUPLQDWHG� RQFH� LW� KDV� EHJXQ� GXH� WR� XQSODQQHG� RU� XQIRUHVHHQ� FLUFXPVWDQFHV���
7KHUH� LV�QR�UHFRXUVH�RU�ULJKW�RI�DFWLRQ�DJDLQVW� WKH�'LVWULFW�� LWV�'LUHFWRUV��2IILFHUV�� WHDFKHUV��FKDSHURQHV�RU�DJHQWV�DV�D�
UHVXOW� RI� VXFK� FDQFHOODWLRQ�� LQWHUUXSWLRQ� RU� HDUO\� WHUPLQDWLRQ�� ZLWK� VXFK� LVVXHV� GHWHUPLQHG� LQ� WKH� VROH� DQG� H[FOXVLYH�
GLVFUHWLRQ�RI�WKH�'LVWULFW��RU��RQFH�WKH�)LHOG�7ULS�KDV�EHJXQ��WKH�6XSHUYLVLQJ�7HDFKHU�RU�WKH�'LVWULFW��

�� 5HTXLUHG� GHSRVLWV�� DGYDQFH� SD\PHQWV� IRU� WUDYHO�� ORGJLQJ�� RU� RWKHU� )LHOG� 7ULS� DFWLYLWLHV� RU� SUH�SDLG� H[SHQVHV
DUH�QRQUHIXQGDEOH�XQOHVV�WKHUH�KDV�EHHQ�D�SULRU��H[SUHVV�ZULWWHQ�VWDWHPHQW�E\�WKH�'LVWULFW��QRW�WKH�6XSHUYLVLQJ�7HDFKHU�
RU�FKDSHURQH��VWDWLQJ�D�FRQWUDU\�SROLF\�IRU�WKLV�)LHOG�7ULS��,Q�FDVHV�ZKHUH�WKH�$GXOW�KDV�WLPHO\�SURYLGHG�QRWLFH�RI�WKH�
$GXOW
V� ZLWKGUDZDO� IURP� D� SODQQHG� )LHOG� 7ULS�� DQG� DGYDQFHG� H[SHQVHV� �RWKHU� WKDQ� QRQUHIXQGDEOH� GHSRVLWV�� FDQ� EH�
UHFRYHUHG�ZLWKRXW�ORVV�RU�KDUGVKLS�WR�RWKHU�)LHOG�7ULS�SDUWLFLSDQWV��VXFK�DPRXQWV�VKDOO�EH�UHWXUQHG�WR�WKH�$GXOW���

�� 7UDQVSRUWDWLRQ� ZLOO� QRW� EH� SURYLGHG� E\� 'LVWULFW� RZQHG� RU� RSHUDWHG� YHKLFOHV�� � 6XFK� WUDQVSRUWDWLRQ� � PD\
LQFOXGH��GHSHQGLQJ�RQ�WKH�SDUWLFXODU�)LHOG�7ULS�DQG�FLUFXPVWDQFHV��FRPPHUFLDO�DLUSODQHV��EXVVHV��VXEZD\V��WD[LV��WUDLQV��
ERDWV�� IHUULHV�� YDQV�� RU� RWKHU� YHKLFOHV� ZKLFK� GR� QRW� PHHW� IHGHUDO�� VWDWH�� ORFDO�� RU� 'LVWULFW¶V� VDIHW\� VWDQGDUGV� RU�
UHTXLUHPHQWV��DQG�RYHU�ZKLFK�WKH�'LVWULFW�KDV�QR�GLUHFW�ULJKW�RI�FRQWURO���1R�ZDUUDQW\�RU�JXDUDQW\�RI�VDIHW\�RU�VXLWDELOLW\�
H[LVWV�UHJDUGLQJ�VXFK�WUDQVSRUWDWLRQ��

�� 7KLV�)LHOG�7ULS� LV�EHLQJ�FRQGXFWHG�SXUVXDQW� WR�&DOLIRUQLD�(GXFDWLRQ�&RGH�6HFWLRQ��������ZKLFK�VWDWHV� WKDW�
�$OO�SHUVRQV�PDNLQJ�WKH�ILHOG�WULS�RU�H[FXUVLRQ�VKDOO�EH�GHHPHG�WR�KDYH�ZDLYHG�DOO�FODLPV�DJDLQVW�WKH�GLVWULFW�RU�WKH�6WDWH�
RI�&DOLIRUQLD� IRU� LQMXU\�� DFFLGHQW�� LOOQHVV�� RU� GHDWK� RFFXUULQJ� GXULQJ� RU� E\� UHDVRQ� RI� WKH� ILHOG� WULS� RU� H[FXUVLRQ���%\�
H[HFXWLQJ�WKLV�)LHOG�7ULS�$XWKRUL]DWLRQ��,�XQGHUVWDQG�DQG�DJUHH�WKDW�QHLWKHU�,��QRU�DQ\�RWKHU�SHUVRQ��SDUHQW��JXDUGLDQ��
WUXVWHH�� KHLU�� H[HFXWRU�� DGPLQLVWUDWRU�� DVVLJQHH��� FDQ� KROG� WKH� 'LVWULFW�� LWV� RIILFHUV�� DJHQWV�� HPSOR\HHV�� YROXQWHHUV� RU�
FKDSHURQHV� OLDEOH� IRU� DQ\� DFWXDO� RU� SRWHQWLDO� FODLP� DULVLQJ� RXW� RI�� RU� ZKLFK� LV� OHJDOO\� RU� IDFWXDOO\� LQ� VRPH�PDQQHU�
FRQQHFWHG�ZLWK�� WKH�$GXOW
V� SDUWLFLSDWLRQ� LQ� WKLV� )LHOG� 7ULS�� 7KLV� UHOHDVH� RI� SRWHQWLDO� FODLPV� DQG�ZDLYHU� RI� ULJKWV� LV�
JRYHUQHG�XQGHU�&DOLIRUQLD�ODZ��ZKLFK�VKDOO�EH�VROHO\�DSSOLFDEOH�WR�WKH�LQWHUSUHWDWLRQ�DQG�DSSOLFDWLRQ�RI�WKLV�)LHOG�7ULS�
$XWKRUL]DWLRQ���

3ULQWHG�1DPH� 6LJQDWXUH� 'DWH�

'DWH�5HFHLYHG�E\�6FKRRO�� 5HFHLYHG�E\��
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  STUDENT FIELD TRIP (OUTSIDE CALIFORNIA) AUTHORIZATION 
No student will be permitted on the Iield Wrip unless this completed and signed Duthorization

is submitted to the Vupervising Weacher or Vchool Pain Rffice at least ��ZHHNV prior to Iield Wrip.
Verbal Duthorizations, late Duthorizations, or Duthorizations not on this form, cannot be accepted.

Student Name: Address: 
Grade: DOB: 
School� Home Telephone: 
Emergency Contact & Telephone No.: 

  Field Trip Destination: 
  Dates of Trip: 
  Supervising Teacher: 
  Medical Conditions/Medications: 

By signing below, ,��the authorized Sarent or Juardian of the Vtudent planning to participate in the subject
Iield Wrip acknowledges and agrees as follows:
1. Participation in this Iield Wrip, which will take place partially or exclusively outside of California, is voluntary and�LV

D�SULYLOHJH��,�UHTXHVW�WKDW�WKH�VWXGHQW�EH�DOORZHG�WR�SDUWLFLSDWH�LQ�WKH�ILHOG�WULS��XQGHU�WKH�VXSHUYLVLRQ�RI�WKH�VXSHUYLVLQJ
WHDFKHU�VSRQVRU�DQG�DGXOW�FKDSHURQHV��7UDQVSRUWDWLRQ��ORGJLQJ�DQG�ILHOG�WULS�DFWLYLWLHV�ZLOO�EH�H[SODLQHG�EHIRUH�WKH
ILHOG�WULS�EHJLQV�ZLWK�DOO�VXFK�DUUDQJHPHQWV�DQG�DFWLYLWLHV�GHHPHG�DFFHSWDEOH�WR�PH�DQG�WKH�VWXGHQW�

2. The Iield Wrip may be cancelled at any time, for any good faith reason, before the Iield Wrip LV� VFKHGXOHG� WR
Fommence.  7KH�ILHOG�WULS�PD\�DOVR�EH�LQWHUUXSWHG�RU�WHUPLQDWHG�RQFH�LW�KDV�EHJXQ�GXH�WR�XQSODQQHG�RU�XQIRUHVHHQ
FLUFXPVWDQFHV���7KHUH�LV�QR�UHFRXUVH�RU�ULJKW�RI�DFWLRQ�DJDLQVW�WKH�'LVWULFW��LWV�GLUHFWRUV��RIILFHUV��WHDFKHUV��FKDSHURQHV
RU�DJHQWV�DV�D�UHVXOW�RI�VXFK�FDQFHOODWLRQ��LQWHUUXSWLRQ�RU�HDUO\�WHUPLQDWLRQ��ZLWK�VXFK�LVVXHV�GHWHUPLQHG�LQ�WKH�VROH�DQG
H[FOXVLYH�GLVFUHWLRQ�RI�WKH�'LVWULFW��RU��RQFH�WKH�ILHOG�WULS�KDV�EHJXQ��WKH�VXSHUYLVLQJ�WHDFKHU�RU�WKH�'LVWULFW�

3. By law, the District may in no manner financially contribute to the costs of the Vtudent's participation in the Iield
WULS��7KH�VWXGHQW�ZLOO�QHHG�WR�HQVXUH�DGHTXDWH�ILQDQFLQJ�IRU�DOO�H[SHQVHV�DVVRFLDWHG�ZLWK�WKH�ILHOG�WULS�LQFOXGLQJ��EXW�LQ
QR�PDQQHU�OLPLWHG�WR��WUDQVSRUWDWLRQ��ORGJLQJ��PHDOV��HQWU\�IHHV��DQG�LQFLGHQWDO�H[SHQVHV��:KLOH�IXQG�UDLVLQJ�DFWLYLWLHV
PD\�EH�DXWKRUL]HG�E\�WKH�'LVWULFW��WR�DVVLVW�SDUWLFLSDWLQJ�VWXGHQWV�LQ�UDLVLQJ�DPRXQWV�QHFHVVDU\�WR�PHHW�WKH�FRVWV�RI�WKH
ILHOG�WULS��WKH�'LVWULFW�GRHV�QRW�ZDUUDQW�RU�UHSUHVHQW�WKDW�LW�ZLOO�DXWKRUL]H�VXFK�DFWLYLWLHV��RU�WKDW�VXFK�DFWLYLWLHV�ZLOO
UHVXOW�LQ�WKH�FROOHFWLRQ�RI�VXIILFLHQW�IXQGV�WR�PHHW�WKH�VWXGHQW
V�ILHOG�WULS�FRVWV�DQG�H[SHQVHV�

4. Required deposits, advance payments for travel, lodging, or other Iield Wrip activities or pre-paid expenses are
QRQUHIXQGDEOH�XQOHVV�WKHUH�KDV�EHHQ�D�SULRU��H[SUHVV�ZULWWHQ�VWDWHPHQW�E\�WKH�'LVWULFW��QRW�WKH�VXSHUYLVLQJ�WHDFKHU�RU
FKDSHURQH��VWDWLQJ�D�FRQWUDU\�SROLF\�IRU�WKLV�ILHOG�WULS��,Q�FDVHV�ZKHUH�WKH�VWXGHQW�KDV�WLPHO\�SURYLGHG�QRWLFH�RI�WKH
VWXGHQW
V�ZLWKGUDZDO�IURP�D�SODQQHG�ILHOG�WULS��DQG�DGYDQFHG�H[SHQVHV��RWKHU�WKDQ�QRQUHIXQGDEOH�GHSRVLWV��FDQ�EH
UHFRYHUHG�ZLWKRXW�ORVV�RU�KDUGVKLS�WR�RWKHU�ILHOG�WULS�SDUWLFLSDQWV��VXFK�DPRXQWV�VKDOO�EH�UHWXUQHG�WR�WKH�VWXGHQW�

5. Such transportation may include��GHSHQGLQJ�RQ�WKH�SDUWLFXODU�ILHOG�WULS�DQG�FLUFXPVWDQFHV��FRPPHUFLDO�DLUSODQHV�
EXVVHV��VXEZD\V��WD[LV��WUDLQV��ERDWV��IHUULHV��YDQV��RU�RWKHU�YHKLFOHV�ZKLFK�GR�QRW�PHHW�IHGHUDO��VWDWH��ORFDO��RU
'LVWULFW¶V�VDIHW\�VWDQGDUGV�RU�UHTXLUHPHQWV��DQG�RYHU�ZKLFK�WKH�'LVWULFW�KDV�QR�GLUHFW�ULJKW�RI�FRQWURO���1R�ZDUUDQW\�RU
JXDUDQW\�RI�VDIHW\�RU�VXLWDELOLW\�H[LVWV�UHJDUGLQJ�VXFK�WUDQVSRUWDWLRQ�

6. The Vtudent is required to obey all rules and safety requirements of the Iield Wrip, all District and Vchool Codes of
&RQGXFW��DOO�ODZV�RI�WKH�6WDWH�RI�&DOLIRUQLD��HYHQ�WKRXJK�WKH�ILHOG�WULS�ZLOO�WDNH�SODFH�RXWVLGH�RI�WKLV�VWDWH���DQG�DOO
ODZV�RI�DQ\�RWKHU�VWDWH�RU�FRXQWU\�LQ�ZKLFK�WKH�ILHOG�WULS�ZLOO�WDNH�SODFH��7KH�VWXGHQW�ZLOO�DOZD\V�FRQGXFW�KLPVHOI�
KHUVHOI�ZLWK�WKH�XWPRVW�UHVSHFW�IRU�DOO�SHUVRQV��HQWLWLHV��DQG�WKHLU�SURSHUW\��7KH�VWXGHQW�KDV�WKH�GXW\�WR�WDNH�DOO
UHDVRQDEOH�DQG�DSSURSULDWH�VWHSV�WR�SURWHFW�KLPVHOI�KHUVHOI�IURP�DFWXDO�RU�SRWHQWLDO�KDUP��DQG�VKDOO�WDNH�QR�DFWLRQ
WKUHDWHQLQJ�KLV�KHU�VDIHW\�RU�WKH�VDIHW\�RI�RWKHUV�
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The Student must immediately advise the Vupervising Weacher, or an adult chaperone, of any fact, circumstance or
situation that may present a potential risk of harm or injury to the Vtudent or any other participant on the Iield Wrip.

7. Because the laws of California and applicable Codes of Conduct will still govern the Vtudent's actions, the Vtudent
VKDOO�QRW�HQJDJH�LQ�DQ\�DFWLYLW\�HYHQ�LI�WKH�ODZV�RI�DQRWKHU�VWDWH�RU�FRXQWU\�ZRXOG�RWKHUZLVH�DOORZ�WKH�VWXGHQW�WR
HQJDJH�LQ�VXFK�DFWLYLWLHV��7KLV�ZRXOG�LQFOXGH��EXW�LQ�QR�PDQQHU�EH�OLPLWHG�WR��DOFRKRO�FRQVXPSWLRQ�RU�VPRNLQJ�

8. I understand and agree that failure of the Vtudent to follow these Iield Wrip rules and safety requirements may result�LQ
WKH�VWXGHQW�EHLQJ�VHQW�KRPH�IURP�WKH�ILHOG�WULS�DW�DQ�HDUOLHU�WKDQ�H[SHFWHG�GDWH��,�ZLOO�EH�UHVSRQVLEOH�WR�HQVXUH�WKDW
WKH�VWXGHQW�LV�WLPHO\�SLFNHG�XS�DW�WKH�SRLQW�RI�DUULYDO��QHDUHVW�DLUSRUW��WUDLQ�VWDWLRQ��EXV�WHUPLQDO��DW�P\�H[SHQVH��ZLWK
WKH�'LVWULFW�GHWHUPLQLQJ�WKH�PRVW�H[SHGLWLRXV�DQG�DSSURSULDWH�PHWKRG�RI�UHWXUQLQJ�WKH�VWXGHQW�KRPH�LQ�VXFK
FLUFXPVWDQFHV��,Q�DGGLWLRQ�WR�EHLQJ�UHWXUQHG�KRPH�HDUO\��WKH�VWXGHQW�PD\�DOVR�EH�EDUUHG�IURP�IXWXUH�ILHOG�WULSV�DQG
IDFH�RWKHU�GLVFLSOLQDU\�PHDVXUHV�

9. This Iield Wrip is being conducted pursuant to California Education Code Section 35330, which states that: "All�
SHUVRQV�PDNLQJ�WKH�ILHOG�WULS�RU�H[FXUVLRQ�VKDOO�EH�GHHPHG�WR�KDYH�ZDLYHG�DOO�FODLPV�DJDLQVW�WKH�GLVWULFW�RU�WKH�6WDWH�
RI�&DOLIRUQLD�IRU�LQMXU\��DFFLGHQW��LOOQHVV��RU�GHDWK�RFFXUULQJ�GXULQJ�RU�E\�UHDVRQ�RI�WKH�ILHOG�WULS�RU�H[FXUVLRQ���%\�
H[HFXWLQJ�WKLV�ILHOG�WULS�DXWKRUL]DWLRQ��,�XQGHUVWDQG�DQG�DJUHH�WKDW�QHLWKHU�,��QRU�WKH�VWXGHQW�RU�DQ\�RWKHU�SHUVRQ
�SDUHQW��JXDUGLDQ��WUXVWHH��KHLU��H[HFXWRU��DGPLQLVWUDWRU��DVVLJQHH���FDQ�KROG�WKH�'LVWULFW��LWV�RIILFHUV��DJHQWV��
HPSOR\HHV��YROXQWHHUV�RU�FKDSHURQHV�OLDEOH�IRU�DQ\�DFWXDO�RU�SRWHQWLDO�FODLP�DULVLQJ�RXW�RI��RU�ZKLFK�LV�OHJDOO\�RU�
IDFWXDOO\�LQ�VRPH�PDQQHU�FRQQHFWHG�ZLWK��WKH�VWXGHQW
V�SDUWLFLSDWLRQ�LQ�WKLV�ILHOG�WULS��7KLV�UHOHDVH�RI�SRWHQWLDO�FODLPV�
DQG�ZDLYHU�RI�ULJKWV�LV�JRYHUQHG�XQGHU�&DOLIRUQLD�ODZ��ZKLFK�VKDOO�EH�VROHO\�DSSOLFDEOH�WR�WKH�LQWHUSUHWDWLRQ�DQG�
DSSOLFDWLRQ�RI�WKLV�ILHOG�WULS�DXWKRUL]DWLRQ��$GXOW�SDUWLFLSDQWV�PXVW�DOVR�VLJQ�D�VWDWHPHQW�ZDLYLQJ�VXFK�FODLPV�

10. Emergency medical information regarding the Vtudent is on file with the District and is current (Srovide updated
LQIRUPDWLRQ�EHIRUH�WKH�WULS��LI�QHFHVVDU\���,I�DQ�LQMXU\�RU�PHGLFDO�HPHUJHQF\�RFFXUV�GXULQJ�WKH�ILHOG�WULS��D
VXSHUYLVLQJ�WHDFKHU�RU�FKDSHURQH�KDV�P\�H[SUHVV�SHUPLVVLRQ�WR�DGPLQLVWUDWRU�RU�WR�DXWKRUL]H�WKH�DGPLQLVWUDWLRQ�RI
XUJHQW�RU�HPHUJHQF\�FDUH��LQFOXGLQJ�WKH�WUDQVSRUWDWLRQ�RI�WKH�VWXGHQW�WR�DQ�XUJHQW�FDUH�RU�HPHUJHQF\�FDUH�SURYLGHU�
DQG�WR�DGPLQLVWHU�RU�DXWKRUL]H�VXFK�RWKHU�DQG�IXUWKHU�PHGLFDO�FDUH��DWWHQWLRQ��PHGLFDWLRQ��ZKHWKHU�SUHVFULSWLRQ�RU
RYHU�WKH�FRXQWHU��DV�PD\�EH�PHGLFDOO\�DXWKRUL]HG�RU�SUXGHQW�XQGHU�WKH�FLUFXPVWDQFHV��,Q�VXFK�FLUFXPVWDQFHV��QRWLFH
WR�PH�DQG�RU�WKH�HPHUJHQF\�FRQWDFW�RI�WKH�LQMXU\�RU�PHGLFDO�HPHUJHQF\�PD\�EH�GHOD\HG��7KHUHIRUH��DQ\�UHDVRQDEOH
RU�DSSURSULDWH�KHDOWK�FDUH�SURYLGHU�KDV�P\�H[SUHVV�DXWKRULW\�WR�FRQGXFW�GLDJQRVWLF�RU�DQHVWKHWLF�SURFHGXUHV��DQG�RU�WR
SURYLGH�PHGLFDO�FDUH�RU�WUHDWPHQW��LQFOXGLQJ�VXUJHU\�DQG�WKH�XVH�RI�PHGLFDWLRQV���DV�WKH\�PD\�GHHP�UHDVRQDEOH�RU
QHFHVVDU\�XQGHU�DOO�H[LVWLQJ�FLUFXPVWDQFHV��$OO�FRVWV�DQG�H[SHQVHV�DVVRFLDWHG�ZLWK�VXFK�FDUH�DUH�VROHO\�P\
UHVSRQVLELOLW\�

PDUHQW�*XDUGLDQ�Name Signature Date 

Date Received by School: Received by: 
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AGREEMENT FOR ACTIVITY PARTICPATION  SIA 12/07 (English) 
Original to be held on file in the Main Office for a period of one (1) year after the date the Team Participation Ends Page 1 of 2 

AGREEMENT FOR ACTIVITY PARTICIPATION 
(INCLUDING WAIVERS AND RELEASES OF POTENTIAL CLAIMS, AND STATEMENT OF OTHER OBLIGATIONS) 

All sections of this Agreement must be completed, with the signed original delivered to the School Office, before 
a Student will be allowed to participate in any manner in the Activity defined below 

A separate Agreement is required for each Activity in which the Student may participate. 

Name of Student Address: 

Grade: DOB: 

School: Telephone: 

Activity/Club/Class/Program: 

In Consideration for the Student’s ability to participate in a Student Activity,  Student Club, and/or a Special Class or 
Program (including after-school programs or classes involving special risks of harm or injury) listed above (the “Activity”), 
including any try out or process used to select members to join or participate in the listed Activity, or attendance or 
participation in any Activity meeting, class, competition, show, event, or presentation, including travel to and from any 
meeting, class, competition, show, event, or presentation  (“Activities”), the Student and the Parent or Legal Guardian 
(“Adult”) signing this Agreement agree as follows: 

1. It is a privilege, not a right, to participate in extra-curricular activities, including Activities.  The privilege may be revoked
at any time, for any reason, that does not violate Federal, State or District laws, policies or procedures.  There is no guaranty that 
the Student will make the Team, remain on the Team, or actively participate in Team events, shows, performances, or 
competitions.  Such matters shall remain exclusively within the judgment and discretion of the District and its employees. 

2. The Student and Adult understand the nature of the Activity, and its associated Activities, and the Student
voluntarily wishes to participate in the Activities.  The Adult consents to the Students involvement in the Activities. 

3. The Student shall comply with the instruction and directions of Activity teachers, coaches, supervisors, chaperones,
and instructors.  During the Student’s participation in Activities, as well as academic and/or other school activities, the 
Student shall comply with all applicable Codes of Conduct.  The Student shall also generally conduct himself/herself at all 
times in keeping with the highest moral and ethical standards so as to reflect positively on himself/herself, the Activity and 
the District.  Failure to meet these obligations may, in the discretion of the District, result in immediate removal from 
Activities and a prohibition against any future involvement in Activities or other extra-curricular activities.  Should the 
violation of these obligations also result in bodily injury or property damage during Activities, the Adult will (a) pay to 
restore or replace any property damaged as a result of the Student’s violation, (b) pay any damages caused to bodily injury to 
an individual, and (c) defend, protect and hold the District harmless from such property damage or bodily injury claims. 

4. Participation in Activities might result in injuries, potentially including serious or life threatening injuries or death.
Injuries might arise from the Student’s actions or inactions, the actions or inactions of another Student or participant in 
Activities, or the actual or alleged failure by District employees, agents or volunteers to adequately coach, train, instruct, or 
supervise Activities.  Injuries might also arise from an actual or alleged failure to properly maintain, use, repair, or replace 
physical facilities or equipment available for Activities.  All such risks are deemed to be inherent to the Student’s 
participation in Activities.  By this Agreement, the Student and Adult are deemed to fully assume all such risks and, in 
consideration for the right of the Student to participate in Activities, understand and agree that to the fullest extent allowed 
by law they are waiving and releasing any potential future claim they might otherwise have been able assert against the District, or 
any Board Member, employee, agent or volunteer of the District (“Released Parties”) by or on behalf of the Student or any parent, 
administrator, executor, trustee, guardian, assignee or family member and further understand that transportation to or activities at 
another location are “field trips” or “excursions” for which there is complete immunity pursuant to Education Code § 35330.. 
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5. If the Student believes that an unsafe condition or circumstance exists, or otherwise feels or believes that continued 
participation in Activities might present a risk of Injury, the Student will immediately discontinue further participation in 
Activities, notify School personnel of the Student’s belief, and notify a parent or guardian of the Student’s belief.  Any parent or 
guardian of the Student shall, thereafter, not allow the Student to participate in Activities until the unsafe condition or 
circumstance is remedied, with any question or concern regarding the alleged existence of the unsafe condition or circumstance 
addressed to their satisfaction. 

6. Emergency medical information regarding the Student is on file with the District and is current.  The Adult agrees to 
provide updated medical information during the course of the Student’s participation in Activities.  If an injury or medical 
emergency occurs during Activities, District employees, agents or volunteers have my express permission to administrator or to 
authorize the administration of urgent or emergency care, including the transportation of the Student to an urgent care or 
emergency care provider.  In such circumstances, notice to me and/or the Emergency Contact of the injury or medical emergency 
may be delayed.  Therefore, any urgent or emergency care provider has my express authority to conduct diagnostic or anesthetic 
procedures, and/or to provide medical care or treatment (including surgery), as they may deem reasonable or necessary under all 
existing circumstances.  All costs and expenses associated with such care are solely my responsibility. 

7. Employees, agents or volunteers of the District, members of the press or media, or other persons who may attend or 
participate in Activities, may photograph, videotape, or take statements from the Student.  Such photographs, videotapes, 
recordings, or written statements may be published or reproduced in a manner showing the Student’s name, face, likeness, voice, 
thoughts, beliefs, or appearance to third parties, including, without limitation, webcasts, television, motion pictures, films, 
newspapers, yearbooks, and magazines.  Such published or reproduced items, whether or not for a profit, may be used for security, 
training, advertising, news, publicity, promotional, informational, or any other lawful purpose.  I hereby authorize and consent to 
any such publications or reproductions, without compensation, and without reservation or limitation. 

8. This Agreement shall be governed by the laws of the State of California.  This Agreement is to be broadly construed to 
enforce the purposes and agreements set forth above, and shall not be construed against the Released Parties solely on the basis 
that this Agreement was drafted by the District.  If any part of this Agreement is deemed invalid or ineffective, all other provisions 
shall remain in force.  No oral modification of this Agreement, or alleged change or modification of its terms by subsequent 
conduct or oral statements, is allowed.  This Agreement contains the sole and exclusive understanding of the parties, with no other 
representation relied upon by the Adult or Student in determining whether to execute this Agreement or in agreeing to participate 
in Activities. 

BY SIGNING BELOW: (1) I AM GIVING UP SUBSTANTIAL ACTUAL OR POTENTIAL RIGHTS IN ORDER TO ALLOW THE 
STUDENT TO PARTICIPATE IN ACTIVITIES; (2) I HAVE SIGNED THIS AGREEMENT WITHOUT ANY INDUCEMENT OR 
ASSURANCE OF ANY NATURE, AND WITH FULL APPRECIATION OF THE RISKS INHERENT IN ACTIVITIES; (3) I HAVE NO 
QUESTION REGARDING THE SCOPE OR INTENT OF THIS AGREEMENT; (5) I, AS A PARENT OR LEGAL GUARDIAN, HAVE THE 
RIGHT AND AUTHORITY TO ENTER INTO THIS AGREEMENT, AND TO BIND MYSELF, THE STUDENT, AND ANY OTHER 
FAMILY MEMBER, PERSONAL REPRESENTATIVE, ASSIGN, HEIR, TRUSTEE, OR GUARDIAN TO THE TERMS OF THIS 
AGREEMENT; (6) I HAVE EXPLAINED THIS AGREEMENT TO THE STUDENT, WHO UNDERSTANDS HIS/HER OBLIGATIONS. 
 
   
Printed Name of Parent/Guardian Signature Date 
 
As the Student, I understand and agree to all of obligations placed on me by this Agreement. 
   

Printed Name of Student Signature Date 
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8/2019 Overnight Trips Hotel Accommodation RSK – F106H           Page 1 of 1 

 
 

NO PRIVATE HOMES, AIR BNB, HOSTELS 
 
 

Facility Name_______________________________ Date Reserved_____/_____/_____ 
 
Address __________________________________City__________________zip_____ 
 
Reservations Contact Person: ______________________________________________ 
 
Telephone #________________Fax #_______________ 
 
 
 
 
Total Rooms Reserved: ________________ 

Room #s: ___________________________ 

Reservation Dates: ____/____/____  - _____/_____/_____ 
 
 
 
Signed ________________________________________________ 
  Teacher 
 
Approvals: 
 
 
_____________________________ _____/_____/______ 
Principal     Date 
 
_____________________________ ____/_____/_______ 
Segment Administrator   Date 
 
  
 
  
  
 
 
 
 
 
 
 
  

Sacramento City Unified School District 
OVERNIGHT TRIPS 

ACCOMMODATION INFORMATION 
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08/19                    Overnight Sleeping Arrangements RSK-F106D                Page 1 of 1 

Sacramento City Unified School District 
OVERNIGHT SLEEPING ARRANGEMENTS 

NO PRIVATE HOMES, AIR BNB, HOSTELS 
 

School Site:  Teacher: 

   

Date: _____/_____/_____  Destination: 

 
Chaperone Responsible: 
 

Chaperone Responsible: 
 

Chaperone Responsible: 
 

Room / Cabin #: Room / Cabin #: Room / Cabin #: 

Students: Students: Students: 

1. 1. 1. 

2. 2. 2. 

3. 3. 3. 

4. 4. 4. 

5. 5. 5. 

6. 6. 6. 

7. 7. 7. 

 
 
Chaperone Responsible: 
 

Chaperone Responsible: 
 

Chaperone Responsible: 
 

Room / Cabin #: Room / Cabin #: Room / Cabin #: 

Students: Students: Students: 

1. 1. 1. 

2. 2. 2. 

3. 3. 3. 

4. 4. 4. 

5. 5. 5. 

6. 6. 6. 

7. 7. 7. 

*Mandatory: FEMALE chaperones for girls and MALE chaperones for boys.  This roster page must 
indicate FEMALE and MALE assignment. Chaperones are not allowed to sleep in the same room as 
students. Camping tents: layout map required. 
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THIS FORM ,6�TO BE HELD ON FILE IN THE MAIN OFFICE FOR A PERIOD OF 7:2 (�) YEAR6 FROM THE DATE OF THE CURRENT SCHOOL YEAR 
�/��/�7   Rev. B RSK-F106E                                                                                                        Page 1 of 1 

VOLUNTEER PERSONAL AUTOMOBILE USE FORM 
 [One Form Required for Each Driver to be Approved] 

Thank you for volunteering your time and your automobile to help transport our Vtudents to off-site events or activities. 
In order to protect the health and safety of our Vtudents, our District requires that anyone (employee or volunteer) using 
their personal automobile to transport Vtudents to and from sanctioned activities must receive prior approval.  Before we 
can issue such approval, certain information must be obtained at least ��ZHHNV before you transport our Vtudents. You 
must also agree to abide by certain rules regarding the operation of the vehicle as set forth below.  

REQUIRED INFORMATION 
Name of Driver: 
Calif. Driver’s License No. & Exp. Date: 
Vehicle(s) Year/Make/Model: 
Vehicle(s) License Plate No.: 
Insurance Carrier: 
,QVXUDQFH�Policy � and Expiration Date: 
Liability Coverage Limits:  (Minimum Required: $50,000/100,000 liability and $25,000 property damage)

We also require a photocopy of (a) your Griver’s license, and (b) your Insurance Policy Declarations Page. Should 
your Griver’s Oicense or Lnsurance Solicy expire during the school year, updated photocopies showing their renewal are 
required before you will again be eligible to transport Vtudents. By signing below, you are also authorizing the District to 
(a) obtain a copy of your Griver Uecord Kistory and status of your Griver’s Oicense, (b) conduct a criminal background 
check, and (c) contact your insurance company to confirm your insurance status. $lso, Slease be advised that 
pursuant to Insurance Code Section 11580.9(d), in the case of an accident, your insurance will provide the primary 
coverage for any DFFLGHQW� resulting LQ� bodily injury or property damage. The District’s automobile liability 
coverage will apply, if at all, only after your insurance coverage is exhausted through the payment of covered claims.  
The District does not cover, nor is the District responsible for, comprehensive, uninsured motorists, or collision coverage 
for your vehicle. 
VEHICLE SAFETY AND TRANSPORTATION PROCEDURES AND REQUIREMENTS 

For the safety of our Students, E\ signing below, you are also agreeing to the following rules and requirements: 

1. I will not operate an automobile while impaired, whether due to alcohol, drugs (prescription or nonprescription),
lack of sleep, or distraction of any kind. I will at all times comply with California law regarding proper operation of
the Yehicle, including compliance with all speed limits and posted signs and placards.

2. I will not transport Vtudents in a Yehicle I have reason to believe may be mechanically unsafe or that may become
unsafe due to weather or other natural conditions. I will not transport Vtudents unless I have a working seatbelt for
each Vtudent� 6eatbelts DUH�to be used at all times by myself and all transported Vtudents. 7he Yehicle(s) may be
inspected by D�District representatives.

3. I am over the age of 21 and will be the sole driver of the Yehicle for any given activity, event or competition.  I will
not let anyone other than myself and authorized Vtudents ride in the Yehicle. However, I may seek written
permission from the District to allow another child of mine to ride in the Yehicle to a specific activity, event, or
competition if the destination involves an activity, event or competition generally available to the public or, at my
expense and with District permission, I can purchase admittance for such other child.

Printed Name Signature Date 

Date Received by District: Received by:
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Please submit a clear copy of driver license with this form. Be aware of timelines and plan for the necessary preparation time 
prior to submitting this form.  
*This form must be submitted (6) weeks in advance for all trips requiring drivers. The sole purpose of the information is to 
verify driver license validity. All other information is not relevant to driving privileges. This form is confidential and may be 
privileged.  The information is intended solely for Sacramento City Unified School District Risk & Disability Management use 
or entity outlined for audit purposes and review or disclosure by anyone else is unauthorized.  If you have received this form 
in error, please forward immediately to the Office of Risk & Disability Management and destroy all copies without reading or 
disclosing the contents. 
 
Office of Risk Management Use Only 
Processing Date:    
Clearance Date:  
Additional Notes/Comments: 

Revised 7/17 

OFFICE OF RISK & DISABILITY MANAGEMENT 
5735 47th Avenue - Sacramento, CA  95824 

Phone: (916) 643-9421 
Fax: (916) 399-2071 

Keyshun Marshall, Coordinator II 
 
 
This form is required and must be completed and returned to Risk Management. 
The information below will be submitted to the Department of Motor Vehicle 
(DMV) in accordance with Title 8, California Code of Regulations.  

 
RELEASE OF DRIVER RECORD INFORMATION 

 
I ________________________ authorize Sacramento City Unified School District to review 
driving, motor vehicle related information periodically for the duration of my employment.  
 
I understand that my driving privileges are contingent upon the Sacramento City Unified School 
District’s review of such information. 
 
I understand my signature is confirmation that I have read and understand the above information.    
 
Organization: Sacramento City Unified School District 
                                                
Signature                                               Date:                     
 
Printed Name (as it appears on driver license):       
 
Driver License Number:                           State               Circle Gender: M or F        
 
Birth Date (Month/Day/Year):   Contact Phone Number:   
 
Department/Site:       Title:       
 
Volunteer: � Substitute/PerDeim: �  
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{SR057180.DOC} Page 1 of 2  

H.F. 5 
Rev. 12/13 

SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 
Health Services Office 

 CHECK BOX IF NONE: Ƒ
 

AUTHORIZATION FOR ADMINSTRATION OF MEDICATION BY SCHOOL PERSONNEL 

PLEASE NOTE: this form must be completed each school year or more frequently, if necessary. 
I. Basic Legal Provision - California Education Code, Section 49423 

Notwithstanding the provision of Section 49422, any pupil who is required to take, during the regular 
school day, medication prescribed for him by a physician, may be assisted by the school nurse or other 
designated school personnel if the school district receives (1) a written statement from such physician 
detailing the name of the medication, method of administration, amount, and time schedules by which such 
medication is to be taken and (2) a written statement from the parent or guardian of the pupil indicating 
the desire that the school district assist the pupil in the matters set forth in the physician's statement. 

 
Designated school personnel may administer medication to pupils upon written request of the 
pupil's parent/guardian and physician only when the medication is in the original container. 

II. Physician Instructions 
 

Student    Age    Birth date    
 

School Grade    
 

TO PHYSICIAN: Please note: Whenever possible, please prescribe medication that can be given outside of 
the school day. If medication must be administered during school hours, please complete the information below: 

 
 

MEDICATION(S) 
 

DOSAGE 
 

ROUTE OF ADMINSTRATION 
 
APPROXIMATE TIME OF DAY 

    

    

 

Diagnosis or indication for medication    
 

Length of time to be taken    
 

Precautions or additional instructions    
 

a. For emergency medication, is the student capable of self-administering the necessary 
treatment/medication? D  Yes D   No 

 

b. Will the student need to carry this medication on his/her person? D Yes D No 

c. Will the student need to self-administer this medication? D Yes D No 
 

Please note obvious side effects to this particular medication    
 
 

 

 

Signature of Physician Address 
 

 

Print/Type Physician's Name Phone Date 
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{SR057180.DOC} Page 2 of 2  

III. Parent Request 
 

Please check one of these boxes. 

D I/We the undersigned, who am/are the parent(s) of     
request that medicine be administered to said child by a designated member of the 
school staff, in accordance with the instructions outlined here and signed by our 
physician. The medication is to be given at (time) with 
the following special instructions:    

 
 

 

D As indicated here in our physician's statement, our child, _, 
 

will self-administer his/her own medication when required and we are not requesting 
school personnel to assist in the administration of our child's medication. Our child 
will need to self-administer his/her medication at school because he/she suffers from 
  (state nature of illness). Our child will need to take 
his/her medication  (number of times per day) with the 
following special instructions:      

 
 

 
 

 
 

I/We hereby release, discharge and hold harmless Sacramento City Unified School 
District and its officers, agents and employees for any and all claims of civil 
liability arising out of an act or omission that causes our child to suffer an adverse 
reaction as a result of his/her self-administering medication. 

We understand that the major responsibility for a child taking medication rests with the child 
and his/her parents, and that we are required to personally bring the medication to school for 
students kindergarten through 8th grade. We understand that students in grades 9 through 12 
may bring their own medication to the school office. 

 

   _     

Parent/Guardian Signature Date Home Phone Work Phone 

Address 

Emergency contact:    

 

Phone:    
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Sacramento City Unified School District 
FIELD TRIP VEHICLES 

 

 
 

 

Vehicle License Plate #: 
 

Vehicle License Plate #: 
 

Vehicle License Plate #: 
 

Driver: Driver: Driver: 

Driver Cell #: Driver Cell # Driver Cell # 

# of Passengers: # of Passengers: # of Passengers: 

1. 1. 1. 

2. 2. 2. 

3. 3. 3. 

4. 4. 4. 

5. 5. 5. 

6. 6. 6. 
 

Vehicle License Plate #: Vehicle License Plate #: Vehicle License Plate #: 

Driver: Driver: Driver: 

Driver Cell #: Driver Cell #: Driver Cell #: 

# of Passengers: # of Passengers: # of Passengers: 

1. 1. 1. 

2. 2. 2. 

3. 3. 3. 

4. 4. 4. 

5. 5. 5. 

6. 6. 6. 
All Occupants Must Wear a Seat Belt 

 

07/2017 Field Trip Vehicles – RSK F106G Page 1 of 1 

Date: Destination: 

School Site: Teacher: 
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SACRAMENTO CITY UNIFIED SCHOOL DISTRICT 
TRANSPORTATION BUS REQUEST (Form 203) FOR 

CLASSROOM FIELD TRIP (TRA-F006) 
All Field Trips are booked at least fifteen (15) days prior to the Field Trip requested and on a first come first 

serve basis upon receipt by date in the Field Trip Office. 
Please send completed form to: Lucy Becker, Field Trip Office, Box 844B   (916) 277-6703 

 
ALL FORMS MUST BE COMPLETELY FILLED OUT. INCOMPLETE FORMS WILL BE RETURNED. 

 
 
 
School Code #:    School Name:    

 
Teacher(s) Name(s):   

 
Grade Level:    # Of Students:    # Of Adults:    # Of Classes:    

 
# Of Special Ed. Students:    L.H.  S.H.  R.S.P. 
(If you need a Wheelchair Bus, please contact the Special Education Department @ 643-9188 to set up a bus for your Field Trip.) 

 
Budget Code: 
(Mandatory)   

 
 
 
 
Approved By:   

Principal Signature 
 
 
 

1st Choice Pick-Up Time:   Tour Time:    Leave Time:    
 
Destination Code #:    Destination:    

 
Month(s) Desired:    

(Please make sure you have me schedule around your sites testing dates.) 
 

 
 

2nd Choice Pick-Up Time:   Tour Time:    Leave Time:    
 
Destination Code #:    Destination:    

 
Month(s) Desired:    

(Please make sure you have me schedule around your sites testing dates.) 
FOR FIELD TRIP OFFICE USE ONLY 

 

Field Trip Sequence #:    Scheduled Date:    
 

Date Entered:    Pick-Up Time:    Tour Time:    Leave Time:    
 

• NOTE: MANDATORY THAT ALL SHADED AREAS MUST BE FILLED OUT. 
 
12/05/08; Rev. C TRA-F006 Page 1 of 1 
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STUDENT ALTERNATE TRANSPORTATION FORM 

THIS FORM TO BE HELD ON FILE IN THE MAIN OFFICE FOR A PERIOD OF 7:2 (�) YEAR6 FROM THE DATE OF THE CURRENT SCHOOL YEAR 

�/28/1� Rev. A                                                              RSK-F100B 

Students participating in District-sponsored activities, including, but not limited to, practices, games, meetings, 
competitions, and conferences (“Hvents”), are required to travel on school buses or by other District-designated 
methods of transportation,.  Under special circumstances, with the District’s prior written approval, Vtudents may 
be transported to and from Hvents (a) by a parent/guardian or other designated adult, or (2) by himself/herself. 
Under no circumstances may Vtudents be transported in a vehicle driven by another student or anyone under 21 
years of age. 

Before the District grants a request for alternate transportation, this Student Alternate Transportation Form 
must be submitted to the Vchool Rffice after it has been signed by the Vtudent, the Vtudent’s parent/legal guardian, 
and the District employee supervising the Hvent.  Before the 6tudent Alternate Transportation Form will accepted 
and approved by the Vchool Rffice, the individual who will transport the Vtudent must also complete and file with 
the Vchool Rffice an acceptable (a) Personal Automobile Use Form (for parents/guardians/designated adults) or 
(b) Student Personal Automobile Use Form (if the Vtudent intends to drive himself/herself to Hvents). 

If the required Iorms are not submitted to and accepted by the Vchool Rffice �� ZHHNV before an Hvent, the 
Vtudent must be transported to and from the Hvent through normal District-sponsored methods.  A Vtudent not 
complying with these provisions will not be allowed to attend or participate in the Hvent. 

Name of Student: 
Event(s): Each approved Event or 
series of Events must be listed: 
Date(s):  
Reason for Request: 

Name of Designated Driver(s): 
Student and/or Designated Adult(s) 

I/we agree that the designated drivers and vehicles to be used are not covered under the District’s automobile 
liability coverage.  The Vtudent, his/her parent(s)/guardian(s), and/or the driver of the vehicle are solely 
responsible for damage or injury to others.  I/we also agree that the Vtudent and anyone else in the vehicle assume 
their own risk of harm, injury or death arising from this choice for alternate transportation.  The Vtudent, his/her 
parent(s)/legal guardian(s), and/or the vehicle driver further agree to hold the District and its officers, employees 
and volunteers free from any liability arising from this alternate transportation, agreeing also to defend and 
indemnify them against any resulting claim.   

Printed Name of Student Signature Date 

Printed Name of 
Parent/Guardian  

Signature Date

Printed Name of Supervising 
Employee 

Signature Date

Date Received by District: Received/Approved by: 
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SIA 5/09 (English) 
Page 1 of 2

THIS FORM TO BE HELD ON FILE IN THE MAIN OFFICE FOR A PERIOD OF ONE (1) YEAR FROM THE DATE OF THE CURRENT SCHOOL YEAR 
11016.00001.146939.2 

STUDENT PERSONAL AUTOMOBILE USE FORM 

Students participating in off-campus District-sponsored activities, including, but not limited to, practices, 
games, meetings, competitions, and conferences (“Events”), are required to travel on school buses or by other District-
designated methods of transportation. At the District’s sole discretion, after a separate Student Alternate Transportation 
Form has been properly executed, Students may transport themselves to and from designated activities.  Before District 
authority is granted to the Student to drive to and from District-sponsored events, this Form and its required information 
must be completed and accepted by the School Office. The District’s permission for the Student to drive to and/or from 
District-sponsored activities may be revoked or limited at any time, for any reason. 

REQUIRED INFORMATION 
Name of Student Driver: 
Calif. Driver’s License No. & Exp. Date: 
Any License Restrictions: 
Vehicle(s) to be Driven - Year/Make/Model: 
Vehicle(s) License Plate No(s).: 
Insurance Carrier: 
Policy Number and Expiration Date: 
Liability Coverage Limits: 

With this Form, you must also provide a photocopy of (a) the Student’s Driver’s license, and (b) the Insurance Policy 
Declarations Page showing that coverage exists for the Student and the vehicle to be driven.  Should the Student’s 
Driver’s License or the Insurance Policy expire during the school year, updated photocopies showing renewal are required 
before the Student will again be eligible to transport himself/herself to District-sponsored activities. 

Neither the Student nor the Student’s vehicle is covered under the District’s automobile liability coverage.  By signing this 
Form, you agree that the Student and his/her parent(s)/legal guardian(s) are solely responsible for any resulting damage or 
injury to others.  You also agree that the Student and his/her parent(s)/legal guardian(s) assume the risk of harm, injury or 
death to the Student or others, and that by voluntarily allowing the Student to operate his/her own vehicle, the Student and 
his/her parent(s)/legal guardian(s) will hold the District and its officers and employees free from all liability.   

For the safety of our Students, in signing below, you are also agreeing to the following rules and requirements: 

1. I/The Student will not operate an automobile while impaired, whether due to alcohol, drugs (prescription or
nonprescription), lack of sleep, or distraction of any kind.  I/the Student will at all times comply with California law
regarding proper operation of the Vehicle, including compliance with all speed limits and posted signs and placards.

2. I/The Student will not operate an automobile that I/The Student believe, for any reason, is mechanically unsafe or that
may become unsafe due to weather or other natural conditions.  The automobile will have working seatbelts, which
I/the Student will use at all times.  The Vehicle(s) may be inspected by District representatives.
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SIA 5/09 (English) 
Page 2 of 2 

THIS FORM TO BE HELD ON FILE IN THE MAIN OFFICE FOR A PERIOD OF ONE (1) YEAR FROM THE DATE OF THE CURRENT SCHOOL YEAR 
11016.00001.146939.2 

3. I/The Student will be the sole driver of the Vehicle.  I will not let anyone else, ride in or occupy the Vehicle while 
traveling to or from any District-sponsored activity, or while I/the Student attend a District-sponsored activity.   

By signing below, you are authorizing the District, at its discretion, to (a) obtain a copy of the Student’s Driver Record 
History and confirm the status of the Student’s Driver’s License, (b) conduct a criminal background check, and/or (c) contact 
the listed insurance company to confirm the existence of insurance coverage for the Student and the vehicle.   

   

Printed Student Name Signature Date 
   
Printed Parent/Guardian Name Signature Date 

Date Received by District: Received by: 
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Date: 04/17/2009:Rev.B NSD-F028 Page 1 of 1 

Sacramento City Unified School District 
Nutrition Services Department 

 
Scheduling and Notification of Field Trips 

(Food Request) 
 

Please notify the Cafeteria Lead staff member at your school two weeks in advance of the 
date of your proposed field trip. 
 
We need advance notice to order food and supplies we don’t keep on hand, and to arrange for 
the staffing necessary to prepare the meals. 
 
 
 
 
School Site: _____________________________________________________________ 
 
 
Date(s) of Field Trip: _____________________________________________________ 
 
 
Time leaving school: ______________________________________________________ 
 
 
Estimated time of return: ___________________________________________________ 
 
 
Select the appropriate option from the following: 
 
___ Students will not participate in cafeteria lunch today.   
 
___ Students will not return in time for their regular lunch.  Please arrange an    
       alternate meal time, if possible.   
 
___ Students will eat lunch off-site.  Number of meals needed:  ______ 
 
 
Teacher making request: ____________________________________________________ 
 

Today’s Date:________________________ 
 
 
PLEASE SEND THIS FORM TO THE CAFETERIA LEAD STAFF MEMBER. 
 
NOTE:  Please use a class roster to check off each child as he/she receives a complete bag 
lunch.  Please return the roster to the cafeteria Lead staff member as soon as possible after 
the field trip. 

 



      
 

111 
 

 

PAYROLL/TIMESHEET PROCEDURES 
 

1. A requisition for Per Diem Personnel Form MUST be completed for any Sacramento City 
Unified School District (SCUSD) employee who is working extra hours within the 
expanded learning program.  The person must have an active employment file in SCUSD 
ESCAPE system, and have completed all new hire procedures (computer generated 
application on file, finger prints, and TB test).  If any employee is to be paid by the Youth 
Development Support Services (YDSS), this form MUST be completed for each staff 
member PRIOR to the time that they begin working in the program. 

 
2. The Requisition for Per Diem Personnel Form will be completed by the YDSS Office.  

However, Program Managers MUST provide a list of teachers and/or support staff with 
employee id #s, and what job they are performing, so that all documents can be 
approved by Personnel and Payroll PRIOR to the beginning of work.  YDSS will not pay 
overtime for any classified staff. 

 
3. The Requisition for Per Diem Personnel Form MUST be approved by Human Resources 

before any staff person can be paid for extra hours working in YDSS. 
 

4. Once the Requisition for Per Diem Personnel Form is approved, all SCUSD staff must 
complete a YDSS Department Timesheet each month. 

 
5. The Timesheet covers time worked from the 26th day of the month through the 25th day 

of the following month (Example:  November 26 – December 25th) 
 

6. Timesheet MUST BE signed by the onsite Program Manager. 
 

7. The program manager will email or fax their timesheets in to the YDSS office or 
designee. 

 
8. In order to ensure payment on the 15th of the next month, timesheets are due by 

5:00pm on the 25th day of each month.  NO EXCEPTIONS! 
 

9. Staff working extra hours must submit timesheets MONTHLY.  Timesheets should not be 
held for several months and submitted later.   

 
10. It is the responsibility of the program manager to ensure that staff adheres to the 

payroll schedule.  However, STAFF THAT ARE REPEATEDLY LATE TURNING IN 
TIMESHEETS MAY BE ASKED TO DISCONTINUE THEIR EMPLOYMENT IN THE PROGRAM. 
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EXPANDED LEARNING PROGRAM CUSTODIAL 
GUIDELINES 

EXPANDED LEARNING PROGRAM RESPONSIBLITIES 

• GET TO KNOW YOUR CUSTODIAL STAFF 
o Communicate regularly with the custodial staff 
o Provide custodial staff with all rooms being used during the expanded learning 

program 
o Notify custodial staff (in advance) of all events or changes in room schedules or 

areas being used 

• AREAS/ROOMS OCCUPIED BY THE EXPANDED LEARNING PROGRAM  
o Leave all rooms or areas used (classrooms, cafeteria, multipurpose rooms) exactly 

the way you found them 
o Only use rooms that are needed per staff/student ratio and enrollment numbers 
o Make sure the desks and tables are put back in the same order they were found 
o Make sure all tables and desks are wiped down with approved disinfectant spray 

(DO NOT USE ANY CHEMICALS) 
o  Keep all doors locked and closed for the security of our students and staff.  Program 

managers are responsible for securing the rooms used by their program 
o Actively supervising the students (i.e. not to be on cell phones or having 

conversations with each other when students are using the restrooms or playing 
outside 

o Check Storage areas and make sure items are neatly organized and are not blocking 
any exits 
 

• SUPPER AND SNACK PROGRAM  
o The Supper Program meals will be delivered to you in coolers each day.  
o Trash bags will be provided with the meals. 
o After meals are consumed, please have students and/or staff empty all items out of 

the plastic containers and stack the containers together (inside of each other).   
o Place the stacked containers in the provided trash bags (separate from other waste).  
o Make arrangements with your custodial staff for trash pickup. 
o The plastic containers are recyclable as well as will reduce waste and space when 

stacked.  
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• BLOOD BORNE PATHOGENS     
o Immediately notify your custodial staff of any blood borne pathogens 
o This includes vomit, urine, blood (anything that came out of the body) 
o If available, use the kits provided or cover with a trash bag until custodian arrives. 
o It must be cleaned up with approved products.  Please seek out your custodian.  

 
 

• Unless communicated on the emergency number, all expanded learning program staff 
must be gone no later than: 

o Elementary 6:30 PM  
o Middle 7:00 PM  
o High School 7:00 PM  
o Check in with your custodian about his/her time to lock-up. 

• Notify your Area Specialist of any concerns regarding custodial issues.  

CUSTODIAL STAFF RESPONSIBLITIES 

• Areas/Rooms occupied by the Expanded Learning Program 
o Provide the expanded learning staff with supplies to clean tables, desks and spills 

made by students (i.e. approved disinfectant spray, towels, paper towels)  
o Custodians will clean rooms based on the school site cleaning schedule 

• Custodial staff will clean up all Blood borne Pathogen incidents 
• Custodial staff will lock up facility once the expanded learning program is closed.  
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Dear Volunteer, 

We are pleased that you have decided to participate in the Sacramento City Unified School District 
(SCUSD) Volunteer Program! As parents, grandparents, neighbors and community members you have 
valuable ideas, talents and time to share with our students and our schools. As a volunteer, your deeper 
engagement directly supports the District’s guiding principle:  

“Ensuring every student has an equal opportunity to graduate with the greatest number of 
postsecondary choices from the widest array of options.”  

It is our belief that our volunteer programs are beneficial to everyone involved. Volunteers help foster 
stronger school/community relationships by creating a common ownership in the success of our 
schools, as well as, demonstrating the importance of community service to our students. All SCUSD 
Volunteer Program requirements are designed with student and adult safety in mind.  

The SCUSD Volunteer Program provides support and guidance to schools to help them facilitate their 
parent and community engagement programs. Currently, volunteers work in a variety of capacities: 
doing work from home; acting as tutors/mentors; providing assistance in the classroom; participating on 
business/community partnership advisory boards; assisting in a school’s main office or library/media 
centers and organizing fundraising efforts for school foundations, scholarships, field trips and extra- 
curricular activities.  

This packet includes:  

• • �Definition of the role of a parent/guardian visitor  
• • �Definition of the role of a volunteer  
• • �Volunteer Registration Process  
• • �Volunteer Registration Form (maintained at site with a copy to Volunteer Office)  
• • �Code of Conduct (maintained at site with a copy to Volunteer Office)  
• • �Volunteer Fingerprinting and Criminal Background Check Authorization  
• • �Volunteer Interest Form (maintained at site)  
• • �Volunteer Rules and Regulations –Administrative Regulation (AR 1240) and School Board 

Policy (BP 1240)  
• Virtual Volunteer Protocols and Approvals 

If you have any questions, please direct them to the District Volunteer Office at (916) 643-7924.  

Definition of a Parent/Guardian Visitor  

Parent/Guardian Visitors*  

Sacramento City Unified School District wants to encourage parents/guardians to be active participants 
in their child’s education. While some parents/ guardians may not be able to volunteer on a regular 
basis, there are still opportunities to be involved at the school site.  
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Parent Visitors do not have the same definition as a volunteer. 
A Parent/Guardian Visitor is a parent /guardian who visits the school on an intermittent basis, no more 
than 10 days out of the 180-day school year, to participate in activities in view of school staff and are 
never alone with students.  

Parent/Guardian Visitors may:  

• • �Attend a classroom/school event, school fair, recognition ceremony or school celebration.  
• • �Visit the classroom or lunchroom on a limited basis.  
• • �Act as a presenter for a classroom/school event such as Career Day.  
• • �Participate in school beautification projects such as a School Garden Day.  

Parent/Guardian Visitors on field trips:  

• • �Limited to day field trips only, no overnights.  
• • �Parent/Guardian visitors are allowed to take only their own child on field trip with prior 

approval from Administrator.  
• • �Parent/Guardian visitors must also make arrangements with their child’s teacher to be on 

the field trip list prior to the event.  
• • �Parent/Guardian visitor must wear a visitor identification badge at all times.  
• • �Parent/Guardian visitor must remain with their own child throughout the field trip.  
• • �Parent/Guardian visitor must never be alone with other children.  
• • �Teachers must not allow visitors to supervise children other than their own.  

Visitor Identification 
All visitors must sign-in at the front office and wear an identification badge at all times. 
*For more information on school/classroom visitation, please refer to the SCUSD Annual Parent and 
Student Rights Notification and Standards of Behavior.  

SCUSD Visitor Code of Conduct  

As a Visitor, we ask that you follow our SCUSD Visitor Code of Conduct:  

• • �Understand that your role is a supportive one. The teacher and principal are completely in 
charge. If the teacher leaves the room, the teacher in the next room assumes responsibility. You 
must not be left in charge of a classroom. You may not be alone with students.  

• • �As a courtesy, please notify your child’s teacher, if you plan to visit the classroom.  
• • �Remember, visitors in a classroom for observation of their student may not interrupt 

teaching. If you  

have questions for the teacher, please ask them outside of class time.  

• • �Maintain student confidentiality at all times. Do not discuss any student other than your 
own.  
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• • �Use good judgment and avoid any compromising situations. Never be left alone with 
students out of view of other people. Always use adult bathrooms.  

• • �Please do not take pictures or videos of students, other than you own, without permission.  
• • �Please maintain a constructive attitude. Don’t make negative comments about the school, its 

personnel or the students in front of students.  
• • �Sign in each time you visit.  
• • �Please dress and act as a role model.  
• • �Remember, SCUSD has a zero tolerance policy. Never be under the influence of drugs or 

alcohol when with students on or off school grounds.  
• • �Do not smoke on school grounds or at any time around students.  
• • �Do not use cellphones in the classroom or at any time around students.  

 

Signature _________________________________Date _________________ 

 

 

 

 

 

 

 

 

 

Definition of a SCUSD Volunteer  

A volunteer is a parent/guardian, community member or other adult who assists at a school site or 
program on a regular or semi-regular basis. Also, parents/guardians who observe or visit their child at 
school on a scheduled basis and stay more than 15 minutes each time are considered volunteers.  

Authorized parents/guardians are not prohibited from visiting their child’s classroom or school campus, 
if that visit is in compliance with Board Policy, school rules and applicable law. A parent/guardian picking 
up their child from school or occasionally observing or visiting their child’s school is not considered a 
volunteer.  
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Volunteer activities include, but are not limited to:  

1. Coaching  
2. Short term supervision of students  
3. One on one tutoring or mentoring outside the classroom or other supervised setting  
4. Attending or chaperoning school sponsored trips  
5. Transporting students in private vehicle  
6. Student observation as part of a formal teacher preparation program  
7. Any other volunteer activity, including that done by parents in child care and developmental 

programs, where there is a possibility of unsupervised contact with children  
8. Any other volunteer activity where the funding agency requires such a criminal record clearance  

Volunteers who chaperone field trips:  

Refer to site administrator for direction and clearance.  

Volunteer Drivers (Optional):  

If you wish to volunteer to drive students other than you own to a field trip or event, please fill out the 
Driver’s Form included in this packet.  

Exclusion of Volunteers:  

• • �Any person who is required to register as a sex offender shall not serve as a volunteer.  
• • �Any person who has been convicted of a serious or violent felony shall not serve as a  

volunteer.  

• • �Any person arrested for a serious or violent crime shall not serve as a volunteer.  
• • �For any other conviction, the Superintendent or designee has the discretion to deny 

volunteer service depending on the nature of the conviction.  

 

Volunteer Identification:  

• Volunteers are required to sign in at the front office and wear Identification badges. Tuberculosis 
Testing:  

• • �No volunteer will be allowed to provide supervision or instruction to students without proof 
of a TB examination within the past 60 days indicating that she/he is free of active tuberculosis.  

• • �Per Education Code, a volunteer who has volunteered or has been employed in another 
school district will be approved to volunteer if they can provide written verification from the 
former district that they were examined within the past four years and found to be free of 
communicable tuberculosis.  
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• • �A volunteer who has a negative skin test is required to re-take a tuberculosis test every four 
years.  

• • �A prospective volunteer who has a positive skin test must provide proof of a clear chest x ray 
indicating she/he is free of active tuberculosis prior to being allowed to provide supervision or 
instruction of students. An annual questionnaire is required to be completed by the volunteer 
and reviewed by the District’s Health Services Department.  

Workers’ Compensation:  

Unsalaried volunteers may be considered employees of the district for worker’s compensation insurance 
purposes. If injured while serving as a volunteer in the district they must call the workers’ compensation 
reporting line at: (916) 643-9299 or  

(916) 643-9421.  

*For additional information about SCUSD Volunteer Policy, please refer to the summary of 
Administrative Regulation (AR 1240) and School Board Policy (BP 1240) that are relevant to SCUSD 
volunteers.  

 

 

 

 

 

 

 

SCUSD Volunteer Registration Process  

In order to start volunteering, you need to have the following items on file with your school:  

1. A current and completed volunteer registration form.  
2. Copy of a recent TB Test or chest x-ray form/ card indicating a negative result.  
3. A completed and cleared Volunteer Criminal Background Check Authorization Form (BC-1).ALL 

VOLUNTEERS MUST BE FINGERPRINTED.  
4. Have participated in a volunteer orientation conducted at your school.  

• • �SCUSD Volunteer Registration Form 
This must be completed each school year. This form will be maintained at your school site.  
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Mandatory tracking in Infinite Campus by school site Office Manager.  

• • �TB Testing  

TB tests can be done through your doctor, or various Medical Clinics. All TB tests are a two- step 
process; administered and then read two days later. If you ever had a “positive” skin reading, 
please bring in a clear chest x-ray card or form. You will be asked to complete an annual TB 
questionnaire.  

No volunteer will be allowed to provide supervision or instruction to students without proof of a 
TB examination within the past 60 days indicating that she/he is free of active tuberculosis.  

Per Education Code, a volunteer who has volunteered or has been employed in another school 
district will be approved to volunteer if they can provide written verification from the former 
district that they were examined within the past four years and found to be free of 
communicable tuberculosis.  

A volunteer who has a negative skin test is required to re-take a tuberculosis test every four 
years.  

A prospective volunteer who has a positive skin test must provide proof of a clear chest x ray 
indicating she/he is free of active tuberculosis prior to being allowed to provide supervision or 
instruction of students. An annual questionnaire is required to be completed by the volunteer 
and reviewed by SCUSD Health Services Department.  

• Fingerprinting  

Fingerprinting must be done at the SCUSD Serna Center or at another site using the SCUSD Fingerprint 
Form which includes: CODE ASSIGNED BY DOJ – “A0283”; and MAIL CODE ASSIGNED BY DOJ – “A3353”. 
You must have a completed Volunteer Fingerprinting and Criminal Background Check Authorization (BC--

1) form, signed by the school site administrator (Principal), with you. The cost for volunteer 
fingerprinting at SCUSD is $47.00. This can be paid by personal check, money order or cash (exact 
change only), debit or credit card. Fingerprints are “good” for the duration of “uninterrupted” 
volunteering in the District. If you have fingerprints on file with SCUSD you do not need to complete this 
process again.  

Call the Fingerprinting Office at 643-7449 for more information. Hours of operation are Monday – Friday 
8:00 a.m. – 4:30 p.m. Processing takes 3-4 weeks.  

• Volunteer Orientation 
Vetted volunteers must meet with school staff to review Volunteer Rules and Regulations and  

site policy and procedures.  
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Reminder: In order to ensure safety and minimize distractions to the learning environment, please do 
not bring infants or non- school age children to school with you when you are volunteering in the 
classroom. Volunteers are asked to make arrangements for off-campus child care.  

SCUSD Volunteer Registration Form  

Thank you for your time and interest in becoming a Sacramento City School District Volunteer! As part of 
the pre- volunteer process, you are required to undergo a Fingerprint Background Check (BC-1) and have 
a TB clearance. You are not authorized to volunteer on any campus until the mandatory requirements 
have been fulfilled and you have been notified. If you will be a volunteer driver for any student activities, 
you must also complete the “Personal Automobile Use” form and fulfill the requirements of that 
process.  

Personal Information  

Last Name First Name Middle Initial Date of Birth  

Previous Names (maiden name, alias, etc.)  

Address City Zip 
_________________________________________________________________________________ 
Home Phone Cell Phone Work/Other  

__________________________________________________________________________________ 
Email Address 
__________________________________________________________________________________ 
School Sites Where I Will Be Volunteering: 
___________________________________________________________________    

 In Case of Emergency Notify Relationship Phone number  

Place of Employment  

I am currently a Sacramento City Unified School District employee with fingerprints and TB clear on file. 
☐YES ☐NO 
_____________________________________________________________________________________
_____________ Please bring your completed negative TB test to your site.  

☐ TB Clearance Attached – Valid Through: ________________ (Issuance date plus 4 years) 
☐ If necessary, X-Ray Clearance on file. 
☐ I have fingerprint clearance on file with the SCUSD HR Department. Year Completed 
______________________  
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I hereby certify that the information contained in this Registration Form is true and correct to the best of 
my knowledge and agree to have any of these statements checked by the District, unless I have 
indicated to the contrary. Furthermore, I release all parties and persons from any and all liability for any 
damages that may result from furnishing such information to the District as well as from the use or 
disclosure of such information by the District, or any of its agents, employees, or representatives. I 
understand that any misrepresentation, falsification, or material omission of information on this 
Registration Form may result in my failure to volunteer.  

Signature of Volunteer Date *Signature of Site Administrator REQUIRED (print & sign) Date  
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*NOTE: Site Administrator Signature is mandatory to apply as a SCUSD Volunteer  

Education Code §3502 prohibits the District from allowing a person required to register as a sex 
offender under Penal Code §290 to serve in a volunteer capacity as an aide or supervisor of students. 
Accordingly, the District will, before authorizing a person to serve as a volunteer conduct an automated 
records check pursuant to Education Code §35021.1 and/or call the Department of Justice or the 
Sheriff’s Office to inquire whether the individual is a registered sex offender pursuant to the process set 
forth in Penal Code § 290.4  
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SCUSD Volunteer Code of Conduct  

As a Volunteer, Your Role and Responsibilities in the School Are Unique  

• • �Understand that your role is a supportive one. The teacher and principal are completely in 
charge. If the teacher leaves the room, the teacher in the next room assumes responsibility. You 
must not be left in charge of a classroom.  

• • �Remember volunteers are only permitted to work with students on school grounds and 
under the supervision of certificated staff. Have no outside contact with an individual student 
unless authorized by administration or parents.  

• • �Maintain student confidentiality at all times. Do not discuss any student with anyone except 
teachers, counselors, and volunteer coordinators.  

• • �Don’t make promises you can’t keep. Avoid saying things like “study hard and you’ll 
definitely pass the test.”  

• • �Use good judgment and avoid any compromising situations. Work in a room with other 
people at all times. Never be left alone with one student out of view of other people. Always 
keep the door open. Always use adult bathrooms.  

• • �Strictly follow volunteer guidelines and discipline practices. Physical discipline is absolutely 
prohibited. Ask the teacher and volunteer coordinating staff for assistance with problematic 
student behavior.  

• • �Report immediately to a staff person any physical abuse or sexual exploitive behavior 
towards a student.  

• • �Don’t engage students on any social media site, email, texts or take or show your picture or 
student’s pictures/videos on your phone or other media devices  

Volunteers Take Pride in Being Professional  

• • �Maintain a constructive attitude. Don’t make negative comments about the school, its  

personnel or the students to other volunteers or individuals outside the school.  

• • �Be Prompt and consistent in your attendance. Teachers depend on volunteers and plan their 
work accordingly. Students depend on volunteers even more, especially on field trips. Notify 
your school as soon as possible if you are late or absent.  

• • �Keep an accurate record of your attendance by signing in each day you volunteer.  
• • �Dress and act professionally.  
• • �Establish and maintain good and frequent communication with your classroom teacher or 

volunteer coordinator.  
• • �Never be under the influence of drugs or alcohol when with students on or off school 

grounds.  
• • �Do not smoke on school grounds or at any time around students.  
• • �Do not lend money, contribute or solicit money for organizations while on school grounds.  
• • �Do not use the internet inappropriately by going to websites that are not conducive to a 

professional or educational environment.  
• • �Do not use cellphone in the classroom or at any time around students.  
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Health and Safety Are Always Important  

• • �Adhere to District, school, and classroom policies rules and regulations.  
• • �Refer any student in need of first aid or any type of medication to the teacher or front office.  
• • �Learn and follow fire drill emergency procedures and all school rules.  
• • �Notify the principal of any accident you had on school grounds. A written form must be 

submitted to the principal within 24 hours.  

I agree to adhere to the above code of conduct at all times when I am a volunteer at a SCUSD 
school site or program. I understand that my volunteer status can be revoked at any time.  

Signature _____________________________Site___________________ Date  
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PARENT CONSENT FORM  

In an effort to continuously serve our students during a closure of school facilities, your student’s 
school site is providing distance-based, video meeting opportunities for students to receive 
tutoring/mentoring/youth program services, offered by SCUSD vetted volunteers. The school 
site will use the third party video platform Zoom (www.zoom.us) which students, 
parents/guardians and district staff can access via the Internet and use for purposes of 
communication and programming.  

This form seeks to gain consent for your student to utilize the third party video meeting program 
Zoom for distance-based, virtual volunteer tutoring/mentoring/youth program purposes. It’s 
important for you to know that our commitment to keeping the students we serve safe is always 
our number one priority. Your school site will actively monitor student’s activity on Zoom with a 
school staff member being present for all tutoring/mentoring/youth program sessions. All contact 
information such as email and phone numbers will be kept private.  

In order to participate in virtual volunteer tutoring/mentoring, you will need to provide your 
student with the following: 
•	Internet access 
•	A Zoom compatible device (computer, tablet, smart phone)  

•	Current email address to receive video meeting invitations 
•	Current phone numbers of the parent/guardian and student that staff can use to coordinate 
meetings 
• Quiet space/time at home to participate  

SCUSD Parental Consent for Zoom Virtual Tutoring/Mentoring/Youth Programs 
As the Parent/Guardian, I give my permission for the student listed below to participate 
in distance-based online tutoring/mentoring/youth programs by vetted volunteers at their 
school site, using the web-based platform Zoom. I also permit SCUSD staff to record, and 
photograph these sessions.  

STUDENT NAME:________________________________________________ 
GRADE:____________________________ 
SCHOOL SITE:__________________________________________________ 
STUDENT EMAIL ADDRESS:_______________________________________ 
PARENT/GUARDIAN NAME:_______________________________________ 
PARENT GUARDIAN EMAIL:_______________________________________ 
PHONE:_____________________________ 
ADDRESS:_____________________________________________________ 
CITY:____________________________________STATE:_____ ZIP 
CODE_____________________  
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Sacramento City Unified School District VIRTUAL VOLUNTEERING  

School Site/District Office Protocols  

The purpose of this document is to help the school site and the District in determining 
whether a virtual volunteer is appropriate and if so, providing guidance for putting the 
virtual volunteer program into effect.  

Volunteer Roles  

What tasks would be involved in this role? 
Is the work meaningful to a volunteer? 
Does it connect to school site program priorities?  

Virtual Viability  

Can the work be successfully completed offsite? 
When does the work have to be done? 
What resources are needed (technology, equipment etc.)? 
Do volunteers and staff need to be trained for the role to succeed? 
Does your school site have the capacity to support a volunteer in this role?  

Screening  

Sites must follow the current SCUSD volunteer screening policy in place. Use the SCUSD 
application available on the website and consider conducting a remote/phone interview. 
Criminal Background checks via fingerprinting and identity verification and completion of 
mandatory SCUSD volunteer trainings (links in the Virtual Volunteer Standards Agreement) are 
necessary.  

Enter Volunteer Clearance Information Into Infinite Campus  

Enter the volunteer’s clearance information into Infinite Campus on the Volunteer Tab. Under 
the Search tab, select All People and then enter the clearance data on the Volunteer Status 
Tab. This way volunteer information is tracked in Infinite Campus over the years.  

Zoom  

Security is of the utmost importance in virtual scenarios. If you are using a platform like Zoom, 
make sure the rooms are password protected so that only your volunteer and their tutee/mentee 
can access it. A school site staff member should act as host and remain present on the call to 
ensure that nothing inappropriate is said or shared.  

Pre-recorded content  

Vetted Virtual Volunteers may film themselves teaching 15-20 minute lessons that students can 
follow along to anytime, particularly with interactive elements students can try at home! 
Similarly, volunteers can film themselves reading aloud a favorite book, which can then be 
shared with families who have young children.  
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SCUSD Volunteer Process Step-By-Step  

1. Complete the SCUSD Volunteer Packet available on the SCUSD website: 
https://www.scusd.edu/document/volunteer-packet .  

2. Obtain signature approval from administrator at school site selected for Volunteer 
Service.  

3. ALL Volunteers must LiveScan fingerprint. Use the Request For LiveScan from 
in the Volunteer Packet at open LiveScan offices.  

4. Provide a TB clearance to the volunteer site. TB clearances must be updated 
every 4 years.  

5. Participate in SCUSD Volunteer Training available at: 
https://mandatedreporterca.com/training/school-personnel  

6. Once Criminal Background check is complete, the SCUSD HR Department will 
contact the designated school site with permission to begin Volunteer Service.  

7. Volunteer Service begins.  
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SCUSD DISTRICT-WIDE SAFE AND APPROPRIATE BOUNDARIES  

Boundary Violations Constituting Serious Misconduct:  

A boundary violation that constitutes serious misconduct is an act, omission or pattern of such 
behavior by and adult that does not have a legitimate educational purpose, and results in abuse 
of the staff/volunteer/student professional relationship. Boundary violations as defined in this 
policy will be considered a violation of this policy.  

Romantic or Sexual Relationships  

All SCUSD Staff ,Volunteers, and Community Partner Program Staff and Volunteers are 
prohibited from courting or dating, attempting to form or entering into a romantic or sexual 
relationship with any student, regardless of the student’s age. Prohibited romantic or sexual 
interactions involving students includes, but are not limited to:  

• Sexual physical contact  
• Romantic flirtation, propositions, or sexual remarks  
• Sexual slurs, leering, epithets, sexual or derogatory comments  
• Personal comments about a student’s body  
• Sexual jokes, banter, innuendo, notes, stories, drawings, gestures or pictures  
• Sexualized texting or “sexting”  
• Spreading sexual or romantic rumors  
• Touching a student’s body or clothes in a sexual or intimate way or in any manner that is  

not age appropriate  

• Restricting a student’s freedom of movement in a sexually intimidating or provocative  

manner  

• Sharing or asking students to share details of one’s personal sex life, sexual 
preferences,  

fantasies, fetishes, etc.  

• Displaying or transmitting sexual objects, pornography, pictures, or depictions to a 
student  

• Any type of conduct that would be considered harassment under Board Policy  

On-Site Isolation Boundaries: One-on-One Interactions - Best Practices  

All SCUSD Staff ,Volunteers, and Community Partner Program Staff and Volunteers 
should avoid private one-on-one interactions with students. In situations where one-on-
one interactions are unavoidable, the following guideline should be observed:  

• Conduct all one-on-one meetings in a public place or with an open door  
• If meeting in a classroom or office, leave the door open or move to an area that can be  
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easily observed by others passing by. If it is not possible to leave the door open, ensure 
that it is unlocked and the meeting can be visibly observed through a window without 
blinds/curtain drawn  

• SCUSD recognizes that various functions performed but certain SCUSD staff (e.g., 
counselors, school psychologists, therapists, persons assisting students with hygiene 
cars, etc) necessitate private meeting with students. Such SCUSD staff should exercise 
professional judgement to determine when it is appropriate to meet with a student in a 
private setting, consistent with the norms and expectations of that profession  

1  

• Avoid physical interactions 
• When appropriate, consider having a Second SCUSD Staff/Volunteer/Community Partner  

Staff or Volunteer present nearby or within hearing distance  

SCUSD DISTRICT-WIDE SAFE AND APPROPRIATE BOUNDARIES  

Physical Interactions  

No physical contact is recommended, however, the following are examples, but not an 
exhaustive list, of appropriate and inappropriate behaviors:  

Appropriate Physical Interactions - based on the situation, role and comfort of the 
student: 
• Side hugs, shoulder to shoulder hugs 
• Pats on the back or shoulder  

• Handshakes 
• High-fives and hand slapping 
• Verbal praise 
• Touching hands, shoulders and arms 
• Arms around shoulder 
• Holding hands with young students in escorting situations  

InappropriatePhysical Interactions - these actions are always inappropriate: 
• Kisses 
• Showing affection in isolated areas away from others 
• SCUSD Staff ,Volunteers, and Community Partner Program Staff and Volunteers sleeping in  

a bed with a student 
• Allowing students to sit on SCUSD Staff ,Volunteers, and Community Partner Program Staff  

and Volunteers laps • Wrestling  

• Piggyback rides 
• Tickling. This not not apply to students who need tickling, light massage or should  
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compressions for sensory issues, when included in their behavior plans or IEPs. When in doubt 
about whether a particular physical interaction os appropriate, consult your supervisor.  

• Massage given by or to a student 
• Touching bottom, chest, or genital areas. This does not apply to SCUSD Staff or  

Community Partner Program Staff who are providing assistance to students with self-care or 
toileting, as needed and included in their IEP. When in doubt about whether a particular physical 
interaction is appropriate, consult with your supervisor.  

2  

SCUSD DISTRICT-WIDE SAFE AND APPROPRIATE BOUNDARIES  

Verbal Interactions  

All SCUSD Staff ,Volunteers, and Community Partner Program Staff and Volunteers are 
expected to refrain from speaking to students in a way that is objectively harsh, coercive, 
threatening, intimidation, shaming, derogatory, demeaning, or humiliating. All SCUSD Staff, 
Volunteers, and Community Partner Program Staff and Volunteers must not initiate sexually 
oriented conversations with students or discuss their own sexual activities with or near students.  

In cases where students initiate sexually orientated conversations, the SCUSD Staff, 
Volunteers, and Community Partner Program Staff and Volunteers must interrupt the 
conversation and counsel the student that this is inappropriate and specifically against school 
policy for them to engage in any type of sexual conversation with a student.  

The following are examples, though not an exhaustive list, of appropriate and inappropriate 
behaviors:  

Appropriate Verbal Interactions - based on the situation, role and comfort of the student: • 
Positive reinforcement 
• Appropriate jokes 
• Encouragement  

• Praise  

Inappropriate Verbal Interactions - these actions are always inappropriate: • Name calling 
• Use of pet names 
• Discussing sexual encounters  

• Involving students in personal problems or issues • Secrets 
• Cursing 
• Off-color or sexual jokes, sexual innuendo  

• Shaming 
• Belittling 
• Derogatory remarks 
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• Harsh language that may frighten, threaten or humiliate the student • Derogatory remarks 
about the student’s family  

3  

SCUSD DISTRICT-WIDE SAFE AND APPROPRIATE BOUNDARIES Off-Campus Contact  

Many cases of abuse or allegations of abuse occur off campus, before or after school, and 
during school vacation periods. Contact outside of regularly scheduled school activities and 
hours may put SCUSD Staff ,Volunteers, Community Partner Program Staff and Volunteers, 
students and the District at increased risk. In particular, inviting or allowing students to be 
present in SCUSD Staff ,Volunteers, Community Partner Program Staff and Volunteer homes 
creates an unacceptably high risk of liability.  

Appropriate Outside Contact:  

• Taking groups of students on an outing, with normal field trip permissions and 
supervisory  

protocols in place  

• Attending sporting or school club activities with a group of students, again with 
appropriate  

field trip permissions and protocols  

• Home visits as required by educational programs and only with the parent/guardian 
present  

Inappropriate Outside Contact:  

• Taking any student on an outing without permission from the parent/guardian.-no  

one-on-one outings are permitted  

• Visiting a student in the student’s home without a parent/guardian present  
• Entertaining a student or students in the home of the SCUSD Staff ,Volunteers, 

Community  

Partner Program Staff and Volunteers with or without a parent/guardian present  

• A lone student spending the night with SCUSD Staff ,Volunteers, Community Partner  

Program Staff and Volunteers  

• When outside contact is required, ensure that the following steps are followed:  
• Supervisors should identify for SCUSD Staff ,Volunteers, Community Partner 

Program Staff and Volunteers what types of outside contact are appropriate and 
inappropriate  
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• Supervisors must ensure that SCUSD Staff ,Volunteers, Community Partner 
Program Staff and Volunteers have parent/guardian permission to engage in 
outside contact with the student.  

4  

SCUSD DISTRICT-WIDE SAFE AND APPROPRIATE BOUNDARIES Electronics and Social 
Media Boundaries  

As with other forms of communication, when communicating electronically, all SCUSD Staff 
,Volunteers, Community Partner Program Staff and Volunteers shall maintain professional, safe 
and appropriate boundaries with students. Electronic and other communications with students 
shall be for legitimate educational purposes only. SCUSD Staff ,Volunteers, Community Partner 
Program Staff and Volunteers shall not maintain personal contact with a student outside of 
school by phone, letter, electronic communication, or other means (beyond legitimate 
educational purposes) without the parent/guardian and/or school principal or designated 
SCUSD staff member.  

District provided communication methods shall be used when communicating electronically with 
students. The use of District email or other District communication devices shall be in 
accordance with District policies and procedures. SCUSD Staff ,Volunteers, Community Partner 
Program Staff and Volunteers shall not communicate with students, for any reason, through any 
medium that is designed to mask or eliminate all traces or records of the communication e.g. 
Snapchat, Calculator%, KeepSafe,Vault.  

All electronic communications from coaches and advisors to teams or clubs to team or club 
members shall concern only legitimate education-related interests and shall be sent in a single 
communication to all participating team or club members, except for communication concerning 
an individual student’s medical or academic privacy matters, in which case the communication 
will be copied to the school principal.  

SCUSD Staff ,Volunteers and Community Partner Program Staff/Volunteers shall not follow or 
accept requests from current students or non-adult former students to be friends or connections 
on personal social networking sites and shall not create or participate in any networking site for 
communication with students other than those provided by the District for legitimate educational 
purposes, without the prior written approval of the school principal.  

For everyone’s protection, the District stresses transparency in and judicious use of all 
electronic communications and recommends adherence to the following guidelines:  

Appropriate Electronic Communications:  

• Sending or replying to text messages from students ONLY when copying the student’s 
parent/guardian and/or the school principal  

• Communication through “group pages”	on Facebook or otter designated public forms, 
however under no circumstances should SCUSD Staff ,Volunteers, Community Partner 
Program Staff and Volunteers post any items on these public pages that would be seen 
as derogatory or harassing or that discusses personal information that would be 
inappropriate for viewing by students. SCUSD Staff ,Volunteers, Community Partner 
Program Staff and Volunteers who post on such sites should immediately contact their 
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supervisor to report any inappropriate postings by students or other SCUSD Staff 
,Volunteers, Community Partner Program Staff and Volunteers.  

5  

SCUSD DISTRICT-WIDE SAFE AND APPROPRIATE BOUNDARIES  

• Ensure all personal profiles for SCUSD Staff ,Volunteers, Community Partner Program 
Staff and Volunteers are set to “private”	and students cannot access them. SCUSD Staff 
,Volunteers, Community Partner Program Staff and Volunteers should be aware that 
social media sites have been criticized for changing privacy setting to make it difficult to 
keep items private.  

• Communications for school related work regarding assignments, activities etc. from a 
SCUSD account or from a SCUSD adopted platform.  

Inappropriate Electronic Communication:  

• Harsh, belittling, coercive, threatening, intimidating, shaming, derogatory, demeaning or 
humiliating comments  

• Sharing private and personal about self or others  
• Sexually oriented conversations (explicit and implicit)  
• Private messages between SCUSD Staff ,Volunteers, Community Partner Program 

Staffand Volunteers and students from private accounts and/or unrelated to school 
assignments or activities  

• Posting inappropriate comments or pictures  
• Taking or posting pictures of students without written parent/guardian consent  

 
 
 
 
 
 
 
 

Expanded Learning 2020-21 School Year 
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Senate Bill 98, Statutes of 2020 guidance for expanded learning programs 2020-21 school 
year. 

Expanded Learning Division SB 98 CDE GUIDELINES 

Date: July 17, 2020  

Authority: Senate Bill 98 (Statutes of 2020)  

Attention: After School Education and Safety (ASES) Program Grantees, 21st Century 
Community Learning Centers (CCLC) Elementary and Middle School Grantees, and 
21st Century High School After School and Enrichment for Teens (ASSETs) Grantees. 

On June 29, 2020, Governor Newsom approved Senate Bill 98, which provides the 
California Department of Education (CDE) with the authority to waive sections of the 
California Education Code relating to program hours of operation, grant reductions due 
to attendance, and pupil-to-staff ratio requirements for before and after school 
programs. Section 97 of Senate Bill 98 states that the CDE “may waive the following 
provisions relating to before and after school programs during the 2020–21 school year 
to provide the needed flexibility to serve pupils during the COVID-19 pandemic”: 

1. Paragraphs (3) and (4) of subdivision (d) of Section 8426 of 
the Education Code. 
ASSETs 
Education Code Section 8426(d)(3) provides the CDE “shall adjust the grant level of 
any school in the ASSETs program when the school is under its proposed attendance 
level by more than 15 percent of each of two consecutive years.” 

Education Code Section 8426(d)(4) provides “in any year, after the first grant-year 
period, that the actual attendance level of a school within the ASSETs program falls 
below 75 percent of the proposed attendance level, the CDE shall perform a review of 
the program and may adjust the grant level as the CDE deems appropriate.”  

The CDE will suspend grant reductions required by Education Code sections 8426(d)(3) 
and (4) for the 2020–21 school year. 



      
 

143 
 

2. Paragraph (1) of subdivision (a) of Section 8483 of 
the Education Code. 
ASES and 21st CCLC Elementary and Middle School After School 
Base 
Education Code sections 8483(a)(1)(A)(i)(ii), and (B) provide specific requirements on 
when ASES after school programs must start, minimum hours of operation per week, 
the time when ASES after school programs must end, and for ASES program operators 
to establish a reasonable early daily release policy.  

The CDE will waive the following requirements prescribed by Education Code sections 
8483(a)(1)(A)(i)(ii) and (B) for the 2020–21 school year:   

• Commence immediately upon the conclusion of the regular school day;  
• Operate a minimum of 15 hours per week; 
• Operate at least until 6 p.m. on every regular school day;  
• For Frontier sites operate at least until 5 p.m.; and 
• Establish a policy regarding reasonable early daily release of pupils from the program. 

3. Paragraphs (1) and (2) of subdivision (a) of Section 8483.1 of 
the Education Code. 
ASES and 21st CCLC Elementary and Middle School Before School 
Base  
Education Code sections 8483.1(a)(1) and (2) provide specific requirements for ASES 
before school programs relating to the minimum hours of operation per school day, 
program operators establishing a policy on daily late arrivals, and when pupils can be 
counted for attendance purposes. 

The CDE will waive the following requirements prescribed by Education Code sections 
8483.1(a)(1) and (2) for the 2020–21 school year:   

• Operate for less than one and one-half hours per regular school day; 
o Establish a policy regarding reasonable late daily arrival of pupils to the 

program; and 
o A pupil who attends less than one-half of the daily program hours shall not be 

counted for the purposes of attendance. 
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4. ASES and 21st CCLC Elementary and Middle School—The 
requirement in Section 8483.4 of the Education Code that a 
program established pursuant to Article 22.5 (commencing with 
Section 8482) of Chapter 2 of Part 6 of Division 1 of Title 1 of 
the Education Code shall maintain a pupil-to-staff member ratio 
of no more than 20-to-1. 
Education Code Section 8483.4 provides that the administrator of an ASES program 
shall ensure that the program maintains a pupil-to-staff ratio of no more than 20-to-1.  

The CDE will waive the 20-to-1 ratio requirement prescribed by Education 
Code Section 8483.4 for the 2020–21 school year.  

5. Subparagraphs (C) and (D) of paragraph (1) of subdivision 
(a) of Section 8483.7 of the Education Code.  

ASES and 21st CCLC Elementary and Middle School Programs 
Education Code Section 8483.7(a)(1)(C)(i) provides that the CDE, “shall adjust the grant 
level of any school within the program that is under its targeted attendance level by 
more than 15 percent in each of two consecutive years.”  

Education Code Section 8483.7(a)(1)(C)(ii) states the CDE shall adjust the grant level of 
any school within the program, that operates a school site located in an area that has a 
population density of less than 11 percent per square mile, if that program is under its 
targeted attendance level by more than 35 percent in each of two consecutive years.  

Education Code Section 8483.7(a)(1)(D)(i), provides that the CDE, “in any year after the 
initial grant year, if the actual attendance level of a school within the program falls 
below 75 percent of the target attendance level, the CDE shall perform a review of the 
program and adjust the grant level as the CDE deems appropriate.”  

Education Code Section 84837(a)(1)(D)(ii) states “for a program that operates a school 
site located in an area that has a population density of less than 11 persons per square 
mile, the CDE shall perform a review of the program and adjust the grant level as the 
CDE deems appropriate, if, in any year after the initial grant year, the actual attendance 
level of a school within the program falls below 55 percent of the target attendance 
level.” 

The CDE will suspend grant reductions required by Education Code sections 
8483.7(a)(1)(C) and (D) for the 2020–2021 school year. 
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Attendance Requirements  
Attendance will be submitted into ASSIST. More guidance is forthcoming regarding 
attendance submission by grant type. (Before school, summer supplemental, after 
school base, etc.) 

Procedures such as student enrollment, attendance taking, in addition to all local 
procedures will still be required and need to be applied.  

NOTE: 21st CCLC Elementary and Middle School Grants 
Sections of Education Code that pertain to ASES also applies to the 21st CCLC 
Elementary and Middle School Grants. 

Per Education Code Section 8484.75, the requirements of the ASES Program 
described in Article 22.5 (commencing with Education Code Section 8482) apply to the 
program established by this article with the following exceptions as applicable: 

(a) Education Code sections 8482.5, 8482.55, 8483.5, 8483.55, 
8483.6, 8483.7, 8483.75, and 8484.5 do not apply to this article. 

Education Code Section 8484.8(e)(2) brings back Education 
Code sections 8483.7 and 8483.75, by stating: After school and summer funding 
grants for programs serving middle and elementary school pupils shall be allocated 
according to the same funding provisions, and subject to the same reporting and 
accountability provisions, as described in Education Code sections 8483.7 and 
8483.75. 

• Guidance regarding the Role of Expanded Learning Programs 

Questions:   Expanded Learning Division | expandedlearning@cde.ca.gov | 916-319-0923  
Last Reviewed: Tuesday, July 21, 2020 
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Role of Expanded Learning During  
COVID-19 Crisis from CDE 

 

Guidance on the role of Expanded Learning Programs during the COVID-19 crisis. 

Expanded Learning Division Guidance 

Date: April 30, 2020 

Attention: After School Education and Safety Program Grantees, 21st Century 
Community Learning Centers Grantees, and 21st Century High School After School 
Safety and Enrichment for Teens Grantees. 

Expanded Learning programs should provide support to students, families, and communities 
during the COVID-19 crisis. In providing this vital support, the utmost attention should be given 
to the health and safety of staff and those individuals served. For guidance related to proper 
social and physical distancing, and healthy practices for programs operating pursuant to this 
guidance, please refer to the Department of Social Services Social and Physical Distancing 
Guidance . 

Allowable expanded learning program work may include:  

• Services related to providing federally approved afterschool meals or snack programs 
(Grab and Go food distribution)  

• Online programming for youth that is reasonable and necessary  
• Student and parent education and social-emotional well-being support  
• Gathering virtual offsite student materials and information to support families  
• Virtual staff meetings (conference calls, Zoom meetings, Microsoft Skype, etc.)  
• Curriculum work   
• Lesson plans   
• Program data entry or validation  
• Online professional development  
• Systems planning work (e.g., summer programs, evaluation, sustainability, safety, 

budgeting)  
• Other expectations and associated job tasks listed in job descriptions that are 

reasonable and necessary during the closure period  

Note: To the extent possible, distance enrichment programming should align with the 
distance learning plans of the schools your students attend. Collaboration with the 
local educational agencies’ distance learning plan is encouraged. Programs must also 
comply with the Family Education Rights and Privacy Act when delivering virtual 
services.  

 Items to be aware of when implementing any of the above: 
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• Final approval of work and work protocols are the responsibility of sub-grantee local 
supervisors  

• Hours worked remain subject to supervisor approval and should be commensurate with 
need  

• Federal Supplement not Supplant provisions remain in force 

Note: For After School Education and Safety grantees please also refer to 
the Executive Order N-45-20 guidance that was sent out and posted on April 10, 2020. 

Questions:   Expanded Learning Division | ExpandedLearning@cde.ca.gov | 916-319-0923 

Last Reviewed: Friday, May 29, 2020 
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Resources for Educators & Staff from the California After-School Network 

We are compiling a series of resources for afterschool staff, child care staff, teachers, and other 
educational and youth development staff. We have developed these webpages to support our 
communities while many of us are faced with new realities including sheltering in place, working from 
home, caring and educating children and youth from home, and many other new and unique 
challenges. 

Before you dive into these resources to support others we recommend you prioritize your own self-
care! Check out this recent blog post from Edutopia – Prioritizing Self-Care While Working From 
Home. 

Additional resources are being curated and these webpages will be updated often.  If you have 
questions about the content on this page or suggestions for additional content that would be useful 
please contact the CAN team. 

Culturally Responsive Distance Learning 
• Culturally Responsive Education Hub - Culturally Responsive-Sustaining Remote Education 
• KQED - How to Develop Culturally Responsive Teaching for Distance Learning 
• Selma Online – Civil Rights Movement Education (7-12th Grade) 
• Teaching Tolerance – Online Teaching Can Be Culturally Responsive 

 
Distance Learning 
“At a fundamental level, we need to begin by recognizing that learning at home is just a different 
proposition than learning at school. We should not be trying to ‘implement’ school learning at home. 
Rather, we should be taking advantage of our new circumstances, and draw on the strengths that 
come with learning at home.” 
  –Jal Mehta – “Why Distance Learning Should Not Replicate School” - Transcend 

• Transforming Education – Building Connections During Distance Learning 
• COVID-19 Education Coalition – Learning Keeps Going (curated list of free tools and 

resources as well as an Educator Help Desk where experts will answer your online learning 
questions) 

• Cult of Pedagogy - Distance Learning: A Gently Curated Collection of Resources for 
Teachers 

• Entangled Solutions – Learning Apart, Staying Connected, A Distance Learning Playbook 
• Sifting Through the Digital Learning Options The Most Powerful Personalized Learning 

Edtech Tools Curated by LEAP 
• MindShift - Seven Distance Learning Priorities to Consider Before Reopening Schools 
• Next Generation Learning - Supporting Our Learning Communities in a Time of 

Crisis, Practitioner’s Guide to Next Gen Learning 
• California Collaborative for Educational Excellence (CCEE) - COVID-19 Distance Learning 

Technical Assistance Resources (Distance Learning Systems, Strategies, Google 
Classroom, etc) 

• Policy Analysis for California Education (PACE) – Supporting Learning in the COVID-19 
Context, Research to Guide Distance and Blended Instruction 

• Google Blog - With school closures, teachers can keep their lessons going remotely 
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Free Online Platforms for Teachers 
• Microsoft and Google Video Conferencing  
• Google Hangouts (free access through July 1 to advanced Hangouts Meet video-

conferencing capabilities to all G-Suite & G-Suite for Education customers) 
• Free Webex Personal Account (Unlimited Usage, 100 Participants) 

 
Technology Access 

• CA Dept of Education – Getting Internet Access 
• CA Dept of Education – Closing the Digital Divide Task Force Announcement 
• Internet for All Now – Affordable and Free Internet Offers 

 
Student Privacy and Safety Online 

• Common Sense Education – Learn About the Children’s Online Privacy and Protection 
Act (COPPA) 

• Common Sense Education - Privacy Ratings for Hundreds of Popular Classroom Tools 
• Common Sense Education - Protecting Student Privacy on Social Media: Do’s and Don’ts for 

Teachers 
• Consortium for School Networking (CoSN) - Video Conferencing Tools in the Age of Remote 

Learning: Privacy Considerations for New Technologies 
• EdSurge - Holding Class on Zoom? Beware of These Hacks, Hijinks and Hazards 
• National Association for the Education of Young Children - Focus on Ethics: Smartphones 

and Social Media—Ethical Implications for Educators 
• School Library Journal - Zoombombing Is Just the Start. How To Protect Student Privacy 

During the Remote Learning Explosion 
 

Equity in Education & Distance Learning 
• CA Dept of Education – Distance Learning Guidance (including Considerations to Ensure 

Equity and Access for All Students) 
• Future Ready Schools – Students of Color Caught in the Homework Gap, 16.9 million 

children remain logged out because they don’t have internet at home 
• National Education Policy Center -  Christopher Saldaña Interviews Educators and Activists 

About Educational Equity During the Pandemic 
• Southern Education Fund - Distance Learning During COVID-19: 7 Equity Considerations for 

Schools and Districts 
• CRPE – Four Steps States Can Take to Level the Remote Learning Playing Field 
• CRPE - The Digital Divide Among Students During COVID-19: Who Has Access? Who 

Doesn’t? 
• Teaching Tolerance - Online Teaching Can Be Culturally Responsive 
• The Education Trust – COVID-19: Impact on Education Equity - Resources & Responses 
• Policy Analysis for California Education (PACE) – Lead with Equity, What California’s 

Leaders Must Do Next to Advance Student Learning During COVID-19 (July 2020) 
• KQED - 14 Tips For Helping Students With Limited Internet Have Distance Learning 
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Connecting With & Supporting Students Virtually 
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• Afterschool Alliance - Staying Connected to Students During COVID-19 
• Attendance Works - Guide to Using the Attendance Playbook: Smart Strategies for Reducing 

Chronic Absenteeism in the Covid Era 
• Child Trends – Nonprofit organizations and partnerships can support students during the 

COVID-19 crisis 
• Greater Good in Education - Supporting Learning and Well-Being During the Coronavirus 

Crisis 
• Transforming Education – The Importance Of Connecting With Students & Families During 

School Closures 
• EdSource - Making students’ social-emotional health integral to distance learning (podcast) 
• Edutopia – 7 Ways to Maintain Relationships During Your School Closure 
• KQED - Staying in Touch: Why Kids Need Teachers During Coronavirus School Closings 
• MindShift - Phone Calls Become Crucial Tools for Teachers to Stay in Touch with Students 
• MENTOR - e-Mentoring Supplement to The Elements of Effective Practice for Mentoring 
• Teaching Tolerance - A Trauma-Informed Approach to Teaching Through Coronavirus 

 
Promising Practices From the Field 

• Network for Public Education – collection of stories of how public schools, teachers, and 
communities are supporting students during school closures.  

• CRPE District Responses to COVID-19 School Closures - New Database: Dozens of School 
Districts Share Their Early Plans for Teaching, Learning and Supports During the Pandemic 
 

Supporting Students with Exceptional Needs 
• CDE - Distance Learning Innovations in Special Education- Engaging Parents Recorded 

Webinar 
• Center on Online Learning and Students with Disabilities - resources focused on making 

online learning more accessible, engaging, and effective for students with disabilities. 
• Common Sense Media – Best Special Education Applications and Websites based on 

recommendations by educators who work with students with special needs.  
• Educating All Learners During the COVID-19 Disaster – An alliance dedicated to equity for 

complex learners 
• The Council for Exceptional Children – COVID-19 Information for Special Educators 
• Council of  Administrators of Special Education (CASE) - COVID-19 Resource Page 
• National Center for Learning Disabilities - Personalized Learning and Students with 

Disabilities 
• The State Educational Technology Directors Association (SETDA) - offers strategies and 

resources on its site for ensuring that online learning supports students with Individualized 
Education Plans. 

• Kids Included Together (KIT) YouTube Channel 
• Teaching Tolerance - Supporting Students With Learning Disabilities During School Closures 

 
Supporting English Learners 

• CDE - Distance Learning: Instructional Strategies and English Learners Webinar Recording 
• ArbolABC.com – 3-10 anos  
• Colorín Colorado – A bilingual site for educators and families of English Language Learners 
• Twig Education – NGSS Aligned Resources for K-5 in English and Spanish  
• Early Edge California - Distance Learning Resources for Dual Language Learners 
• National Alliance for Hispanic Health - Bilingual Support for Families on COVID-19 (Spanish 

Version) 
• Sesame Street and the Spanish-language version, Sésamo 
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Curriculum & Subject Based Resources 
Career Pathways 

• Roadtrip Nation 
Civic Engagement 

• Mikva Challenge – Virtual Action Civics assignment, Teacher Happy Hour, Conversations by 
Youth for Youth, and more resources 

Financial Literacy 
• Hit the Road: A Financial Adventure - This interactive game teaches young people the 

importance of saving and spending wisely.  
• Next Gen Personal Finance, Money Magic - Money Magic is designed to teach basic 

budgeting principles. 
• SPENT - Spent challenges players to survive the struggle of low-income living. Some 

organizations have developed helpful companion handouts to accompany the game. 
Health 

• CATCH Global Foundation – free lessons and resources for remote health education, 
nutrition education, and physical activity.  

History & Social Sciences 
• The History Channel: 10 virtual history museums and experiences to explore 

Literature 
• CommonLit – Free Digital Lesson Library for Educators 
• Scholastic – Learn at Home 
• WRiTE BRAiN – Zoom School (K-6) 

Multi-Subject 
• Amplify – K-8 Learning Resources 
• Coursera – Free Courses for High School Students 
• Khan Academy – Daily Schedules for Students Ages 2-18, Remote Learning Resources 
• KQED - At-Home Learning, A California Public Education Partnership 
• Outschool – Live online classes for ages 3-18 
• PBS Learning Media 
• We Are Teachers – Resources for Learning at Home (K-5) 

SEL & Mindfulness 
• CASEL CARES Initiative 
• Character Lab 
• Coalition of Schools Educating Mindfully Resources 
• kid-grit – Wellness for Students, Educators, and Families 
• InsideSEL: SEL Resources for Parents, Educators & School Communities Related to 

COVID-19 
STEAM 

• Art for Kids Hub 
• Code.org - Online Learning Platform to Teach K-12 Students Coding and Computer Science 
• Creativity Catapult 
• Girls Who Code at Home 
• Google Arts & Culture 
• Illustrative Mathematics – Distance Learning and Free Resources 
• RAFT – STEAM Learning Activity Sheets  
• Tynker — You can request free access to the entire Tynker platform and curriculum if your 

school is impacted by, or planning for, a health-related closure. 
• Zearn Math – K-5 Curriculum free during COVID-19 Closures 
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Professional Development Resources 
• American Institutes for Research: COVID-19 Response: Opportunities for Learning and 

Development in Out-of-School Time 
• CalSAC – New Virtual Training Available, 10 hours of free online training (valid through May 

15) 
• Mizzen by Mott – NEW RESOURCE: An app built with and for afterschool professionals to 

provide high-quality, engaging learning content and tools to the field. To meet the needs of 
this moment, Mizzen has added new activity playlists and multi-week modules that can be 
done at home or in small-group settings. 

• Coursera – Free Career Development Courses 
• EduCare – Virtual Workshops for Educators and Parents (SEL/Heartset) 
• You for Youth – Youth Development Professional Development Modules(covers topics 

including literacy, SEL, family engagement, and developing strategic partnerships) 
• Friday Institute for Educational Innovation - Free Online Professional Learning for 

Educators–Including SEL 
• Penn State Extension - Better Kid Care, online courses ranging from free to $5 

 
Virtual Tours & Activities 
Aquariums, Zoos, & Animal Cams 

• Monterey Bay Aquarium 
• LIVE Animal Cam (Bear, Deer, Boar, Fox, Wolf, Birds). Transylvania, Romania, Europe 
• Brooks Falls Live Cam – Katmai National Park, Alaska 
• San Diego Zoo 

Gardens & Homes 
• Chicago Botanic Garden, Chicago IL 
• Hawaii Tropical Botanical Garden, Papaikou, HI  
• Claude Monet’s Garden, Giverny, France 
• Waddesdon Manor, Waddesdon, England 
• Kew Gardens, Richmond, England 
• Winchester Mystery House 

Museums & Attractions 

• Google Arts & Culture Museum Tours 
o British Museum, London 
o National Gallery of Art, Washington, D.C. 
o Musée d’Orsay, Paris 
o Guggenheim Museum, New York 
o National Museum of Modern and Contemporary Art, Seoul 
o Pergamon Museum, Berlin 
o Van Gogh Museum, Amsterdam 
o The J. Paul Getty Museum, Los Angeles 
o Uffizi Gallery, Florence 
o MASP, São Paulo 
o National Museum of Anthropology, Mexico City 

• Louvre, France 
• Sistine Chapel, Italy 
• The Great Wall of China 
• Smithsonian National Museum of Natural History 
• 3D Virtual Tour of Pharoah Ramesses’ VI tomb 
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Parks 
• Google Earth – US National Park Tours 
• Virtual Theme Park Rides 

Performing Arts & Live Music 
• Broadway HD 
• Metropolitan Opera 

Other Activities 
• NASA Live Stream 
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PROGRAM MANAGER’S SIGNATURE PAGE 
 

By signing this page, you are: 

1) Acknowledging that you have read all of the contents of this manual   

2) Declaring that you understand all of the contents of this manual 

3) Agreeing to uphold the roles, responsibilities, and tasks appropriate for your position as 
stated within the manual 

4) Agreeing that you and your agency will be held accountable for any direct violation of the 
contents of this manual 

 

________________________________________   ___________________ 

Print Name        Site 

_________________________________________   ___________________ 

Signature        Date 

 

 

 

 

 

 

 

 

(Please sign on this page with a blue pen, detach it from the manual, scan it and send it to your area specialist) 

 

 


