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Dear Students, 

 

Welcome back! We are so happy you are here! 

 

You made a powerful choice to return to school and work for a better life. That 

takes courage. You should be proud. 

 

At Highlands Community Charter School (HCCS) & California Innovative 

Career Academy (CICA), we believe in second chances. We believe in you. This 

year, our schools are changing for the better with stronger teachers, new 

classes, and more support to help you succeed. 

 

We also have higher expectations, because we know you are capable of more.  

To be a student at HCCS & CICA, you must: 

 

Work towards earning your high school diploma 

Take part in required testing 

Follow school rules, expectations and meet attendance requirements  

 

If you are enrolled at HCCS, you are expected to come to class every day and 

attend every period. If you are enrolled at CICA, your attendance will be 

tracked by completion of your course work. We will help you every step of the 

way with support in class, help with technology, and staff who care about you. 

 

We know life is hard. But your dreams are worth it. Getting your diploma can 

open new doors for better jobs, college, and a stronger future for you and your 

family. You are not alone. We are in this together. 

 

Let’s make this your year. Let’s build a better future starting now. Because at 

HCCS & CICA we believe that “It’s Never Too Late…”  

 

 

With pride and hope, 

 

 

Jonathan Raymond 

Executive Director 

Highlands Community Charter and Technical School 
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GENERAL INFORMATION 

Purpose of the Handbook 

The purpose of the student handbook is to give students an understanding of 

the general rules and guidelines for attending and receiving an education at 

Highlands Community Charter and Technical Schools (HCCTS). Students 

should be aware that this document is reviewed annually since policy and 

procedure adoption is an ongoing process. The most recently adopted policy or 

procedure will always prevail. This handbook may be amended at any time and 

those changes will be communicated by the administration to students and 

staff. 

Student Expectations 

●​ No student has the right to interfere with the education of their fellow 

students. Respect the rights of other students. 

●​ Express your ideas in a respectful manner, as not to offend or slander 

others. Be aware of all rules and standards, and conduct yourself 

accordingly. 

●​ Maintain dress and grooming appropriate for the school setting. 

●​ Assist staff in creating a safe school for all students. 

●​ Exercise proper care when using facilities and equipment. 

●​ Complete all courses satisfactorily while maintaining academic honesty. 

●​ If enrolled at HCCS, attend class every day and every period. 

●​ If enrolled at CICA, complete coursework regularly to meet attendance 

requirements. 

●​ Assume financial responsibility for any and all damages to facilities, 

equipment, and personal property. 

 

HCCTS has an exemption to be able to serve adults 22 years of age or older, as 

long as they are served exclusively in partnership with the Workforce 

Innovation and Opportunities Act (WIOA), also known as WIA, per Education 

Code §§ 47612.1 and 47605.1(g). 
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Attendance Requirements 

Daily school attendance at HCCS is critical for students. In our 

classroom-based program, students are expected to be in school daily and stay 

for the entire time of your program of study. Regular, punctual attendance is 

necessary for students to make progress towards learning goals and 

graduation. 

 

Students who accrue excessive unexcused absences may be subject to 

involuntary removal pursuant Involuntary Removal Procedures located in 

Appendix A: Annual Notifications. 

 

Students attending Independent Study through California Innovative Career 

Academy (CICA) must follow the policies and procedures of the independent 

study program to receive attendance credit. Students enrolled in a 

non-classroom-based program shall be subject to an evaluation to determine 

whether it is in the best interests of the student to remain in independent 

study upon the following trigger: 

 

When the student fails to complete three (3) assignments in any given twenty 

(20) school day period. 

 

If it is determined per this evaluation that it is not in the student’s best interest 

to remain in independent study, the student may be involuntarily removed 

pursuant to the Involuntary Removal Procedures located in Appendix A: 

Annual Notifications. 

 

For more information, please contact the school for specific program 

requirements. 

 

Progress Requires Commitment - Commitment Requires Attendance 

Leave of Absence 

Students will communicate with HCCTS’ counselors and/or the assigned 

enrollment team if the student needs to leave school for a period of time that 

exceeds ten consecutive school days.  
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General Complaints 

Any student with a complaint who feels they have been treated unfairly has the 

right to be heard fairly and promptly. The uniform complaint procedure is a 

formal process used to assure fair and unbiased resolution for conflicts. 

 

If you have a grievance that you wish to have addressed, the uniform complaint 

procedure provides due process in such matters. 

 

If you have a grievance, please complete the process by doing the following: 

 

1.​ You should generally try to resolve the issue informally with those 

involved. 

2.​ If you cannot resolve the issue directly with those involved or feel you 

would be in some form of danger for attempting to do so, you should 

then talk with the school administration. If your site does not have 

school administration available, you can call 916.844.2283 to find the 

name and contact information of the school administration in charge of 

the site. 

3.​ If, after contacting school administration, you do not feel the issue has 

been adequately addressed, you may submit a written grievance (one or 

more paragraphs) to the Executive Director or designee. All parties 

involved in allegations will be notified when a complaint is filed, when a 

complaint meeting or hearing is scheduled, and when a decision or 

ruling is made. All written complaints will be kept on file and will be 

available for an accrediting body to review. HCCTS will work to ensure 

that due process is followed to resolve the complaint. 

4.​ If, after submitting a written grievance, you do not feel the issue has 

been adequately addressed, you may request time at a HCCTS board 

meeting to have an agenda item for the issue. Depending upon the 

nature of the issue and appropriate laws, this may be heard in either 

open session or closed session. Please note, you always have the right to 

attend any board meeting of the school and share your issue during the 

public comment section of the agenda that is used for non-agenda items. 

5.​ Please know, according to the Brown Act, board members cannot 

generally respond to public comments that have not formally been placed 

on the agenda. 

6.​ If, after having your grievance heard by the board and any actions taken 

by the board, you do not feel the issue has been adequately addressed, 

you may write to any accrediting and oversight bodies that oversee the 
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school. These bodies generally require that the full grievance process has 

been completed within the school before they will accept a written 

grievance. 

 

INSTRUCTIONAL PROGRAM 

Graduation Requirements 

Progress towards graduation shall be met by student’s successful mastery of 

subject material and skills in required courses. To graduate and earn a 

diploma from HCCTS, students must complete the following course 

requirements listed below as required by the California Department of 

Education. 

 

CREDITS NEEDED TO GRADUATE 

 

SUBJECT AREA CREDITS 

English 30 

Math 20 

World History 10 

U.S. History 10 

Economics 5 

American Government 5 

Life Science 10 

Physical Science  10 

Career Technical 

Education, World 

Language, or Visual 

Performing Arts 

10 

Electives 70 

Total 180 
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Career Technical Education (CTE Programs) 

HCCTS offers a number of Career Technical Education (CTE) programs that 

once completed and combined with a student’s high school diploma will assist 

you in securing a livable-wage job. All CTE programs require students to 

actively work towards their high school diploma. 

Academic Honesty 

HCCTS’ Board of Directors believes that academic honesty and personal 

integrity are fundamental components of your education and character 

development. The Board expects that you will not cheat, lie, plagiarize, or 

commit other acts of academic dishonesty. 

 

The Executive Director, or designee, may establish a committee composed of 

students, staff, administrators, and members of the public to develop 

standards of academic honesty, measures of preventing dishonesty, and 

specific consequences for acts of dishonesty. 

 

If you are found to have committed an act of academic dishonesty, you will be 

subject to discipline. 

Academic Expectations 

Students are required to make satisfactory academic progress. In order to 

maintain satisfactory academic progress, students must: 

 

●​ Maintain a “C” (2.0) grade point average (GPA) 

●​ Make progress towards your high school diploma  
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RESOURCES FOR STUDENTS 

The Center for Workforce Solutions 

Recognizing that students’ needs are unique leading up to and/or after 

graduation, the Center for Workforce Solutions offers a variety of services 

tailored to student’s lives. The center focuses on assisting students with 

job/career development and offers support with: 

 

●​ Resume Writing 

●​ Employment Application Assistance 

●​ Identifying Job Opportunities 

●​ Interview Preparation 

Bus Pass Program 

HCCTS offers free daily bus passes to assist students with daily transportation 

in order to support daily attendance. All actively enrolled students have access 

to physical bus passes that can be requested from each of the HCCTS’ 

campuses. Availability and specific rules of the physical bus pass program may 

differ between campuses. 

 

Students must attend school regularly and show consistent academic progress 

to continue in the HCCTS bus pass program. Physical bus passes are given out 

daily after the completion of your school day. Please note that replacement 

passes are not provided for missed school days. 

 

Appropriate disciplinary action, including suspension of digital transit 

pass/physical bus pass privileges may result for students found to misuse 

HCCTS’ bus pass program. 

Counseling Services 

HCCTS has a staff of well-trained, compassionate school counselors available 

to support each and every student. HCCTS counselors not only handle 

academic issues, such as class and schedule assignments or guidance 

regarding academic progress and graduation, but also serve as a resource for 

mental health concerns, conflict mediation, career counseling and resources to 

other community support. Resources to assist with food, housing, and clothing 

are also available. 
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STUDENT RESPONSIBILITIES 

Student Dress Code  

●​ Clothing should be neat, clean, and appropriate 

●​ Shoes/Footwear must be worn at all times 

●​ Personal cleanliness should be maintained at all times 

 

Tops (i.e.: shirts, sweaters, sweatshirts, dresses, etc.): No tops may be sheer or 

expose undergarments. No strapless, racer-back, or off the shoulder tops. No 

shirts may be worn that expose bare midriff. 

 

Bottoms (i.e.: pants, leggings, skirts, shorts, dresses, etc.): Bottoms must be 

worn above the hip and underwear should not be visible. Belts must be worn 

with bottoms that are too big to fit securely around the student’s waist. All 

bottoms must be fingertip length or four (4) inches above the knee without 

leggings or stockings. 

 

No clothing, jewelry, accessories, or hairstyles which are, or include, a picture, 

writing, or insignia which is: 

 

1)​ gang related; 

2)​ presents a safety hazard to the wearer or others; 

3)​ advertises or symbolizes any type of alcohol, drugs, tobacco, or gambling; 

4)​ includes weapons or acts which are illegal, violent, obscene, or 

hazardous to one's health; 

5)​ sexually suggestive, crude, vulgar, profane; discriminatory, obscene, 

contain threats, libelous; or 

6)​ offensive or degrading to students or staff on the basis of gender, 

cultural, religious or ethnic values. 

 

Religious beliefs, medical requirements, or other reasons may be considered for 

an exception to a specific portion of the dress code policy. Please contact school 

administration for further information. 

Responsible Use Commitment: Internet/Computer Technology and 

Networks 

School issued phones/computers, internet use, and access are considered a 

school resource and privilege. It is the expectation that you will use the 

phone/computer/internet in a responsible way. Students have no reasonable 
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expectation of privacy in regard to the use of such devices, and all use is 

subject to monitoring, to the maximum extent permitted by applicable law. 

This includes, as permitted, the right to monitor personal communications as 

necessary. Misuse of the internet may result in disciplinary action, including 

written warnings, withdrawal of access privileges, and in some cases, 

suspension or expulsion. HCCTS also reserves the right to report any illegal 

activities to the appropriate authorities. 

 

HCCTS believes that providing access to technology enhances the educational 

experience for students. However, student use of computers, networks, and 

Internet services is a privilege, not a right. To make that experience successful 

for everyone, students must abide by the following terms and conditions: 

 

1.​ Security. Students shall not impair the security of technology resources. 

Students are expected to: 

2.​ Safeguard all personal passwords. Students should not share passwords 

with others and should change passwords frequently. Students are 

expected to notify an administrator immediately if they believe their 

student account has been compromised. 

3.​ Access technology only with their account or with a shared account as 

directed by their teacher and not to allow others to use their account or 

to use the accounts of others, with or without the account owner’s 

authorization. 

4.​ Authorized Use. Students may use technology resources when directed 

by a teacher, when technology has been designated for open student use 

and for other educational purposes. 

5.​ Protection Measures. While HCCTS is able to exercise reasonable control 

over content created and purchased by HCCTS, it has limited control 

over content accessed via the internet and no filtering system is 100% 

effective. Neither HCCTS nor its staff, employees, officers, directors or 

volunteers shall be responsible for the failure of any technology 

protection measures, violations of copyright restrictions, or user 

mistakes, misuse or negligence. The student agrees not to hold HCCTS 

or any of its staff, employees, officers, directors or volunteers responsible 

for the failure of any technology protection measures, violations of 

copyright restrictions, or user mistakes, misuse or negligence. They also 

agree to indemnify and hold harmless HCCTS, staff, employees, officers, 

directors and volunteers for any damages or costs incurred. 
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6.​ Inappropriate Use. Technology, hardware, software and bandwidth are 

shared and limited resources and all users have an obligation to use 

those resources responsibly. Students are provided access to technology 

primarily for educational purposes. Students shall not use HCCTS 

technology or equipment for activities that violate HCCTS policy or local 

law. These include but are not limited to: 

7.​ Playing games or online gaming. 

8.​ Downloading software, music, movies or other content in violation of 

licensing requirements, copyright or other intellectual property rights. 

9.​ Installing software on HCCTS equipment without the permission of a 

teacher or other authorized staff. 

10.​ Downloading, viewing or sharing inappropriate content, including 

pornographic, defamatory or otherwise offensive material. 

11.​ Conducting any activity that is in violation of HCCTS policy, the 

student code of conduct or local, state or federal law. 

12.​ Engaging in any activity that is harmful to other student(s), including 

the use of technology to harass, intimidate, bully or otherwise disrupt 

the educational process. 

13.​ Conducting for-profit business. 

14.​ Using hacking tools on the network or intentionally introducing 

malicious code or viruses into the HCCTS network. 

15.​ Using any software or proxy service to obscure either the student’s IP 

address or the sites that the student visits. 

16.​ Disabling, bypassing, or attempting to disable or bypass any system 

monitoring, filtering or other security measures. 

17.​ Accessing or attempting to access material or systems on the network 

that the student is not authorized to access. 

18.​ No Expectation of Privacy. Students acknowledge that computer 

equipment, internet access networks, email accounts, and any other 

technology resources are owned by HCCTS and provided to students for 

educational purposes. HCCTS may require staff to monitor and supervise 

all access to computer equipment, internet access networks, and email 

accounts. To facilitate monitoring of activities, computer screens may be 

positioned so that they are visible to the staff member supervising the 

students. HCCTS reserves the right to access stored computer records 

and communications, files, and other data stored on HCCTS equipment 

or sent over HCCTS networks. Such communications, files, and data are 

not private and may be accessed during routine system maintenance; 

during inspection of HCCTS equipment at the end of the school 

year/term or agreed upon use period; and review of individual files or 
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monitoring of individual activity when there is a reasonable suspicion 

that the student is engaging in an inappropriate use. 

19.​ Disruptive Activity. Students should not intentionally interfere with 

the performance of the HCCTS network or intentionally damage any 

technology resources. 

20.​ Unauthorized Networks. Students may not create unauthorized 

wireless networks to access the HCCTS network. This includes 

establishing wireless access points, wireless routers and open networks 

on personal devices. 

21.​ Consequences of Inappropriate Use. Students who violate this 

agreement will be subject to discipline, which may include loss of access 

to HCCTS technology resources and/or other appropriate disciplinary or 

legal action in accordance with the Student Code of Conduct and 

applicable laws 

22.​ Technology Systems/Equipment Care. Students are not permitted to 

have food or drink near computers/other technology and must keep 

equipment and assigned areas free of vandalism. 

Harassment/Bullying 

The HCCTS’ Board of Directors tolerate zero acts of harassment or bullying. 

Harassment and bullying behavior will result in disciplinary action, including 

written warnings and in some cases, suspension or expulsion. 

 

What is Harassment? 

“Harassment” is behavior that intentionally harasses, threatens, or intimidates 

a student, group of students, school personnel, or the school itself that is 

sufficiently severe or pervasive to have the actual and reasonably expected 

effect of materially disrupting class work, creating substantial disorder, and 

invading the rights of either school personnel or students by creating an 

intimidating or hostile educational environment. 

 

What is Bullying? 

“Bullying” is any severe or pervasive physical or verbal act or conduct, 

including acts committed by a student or group of students which would be 

deemed hate violence or harassment, threats, or intimidation, which are 

directed toward one or more students, school personnel, visitors, board 

members and partners. Bullying includes, but is not limited to, bullying 

committed by means of an electronic act (defined as the transmission of a 

communication, including, but not limited to, a message, text, sound, or image, 
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or a post on a media by means of an electronic device, including, but not 

limited to, a telephone, cell phone, or other wireless communication device, or 

computer) directed specifically toward a student or school personnel. 

Mandated Reporting 

All teachers, staff, and school administration are mandated reporters and are 

therefore required to file a report with Child Protective Services (CPS) if they 

have knowledge of or observe a child who the reporter knows or reasonably 

suspects has been the victim of child abuse or neglect. In addition, teachers, 

staff, and school administrators are also required to file a report with Adult 

Protective Services (APS) if they suspect abuse of an elder (65 + years or older) 

or dependent adult (18+ years or older) is occurring. According to the California 

Courts, a dependent adult is someone aged 18-64 who has a mental or 

physical limitation that limits their ability to carry out normal activities or 

protect their own rights, regardless of whether they live independently or not. 

Weapons and Dangerous Instruments 

Students are not allowed to possess, use, or distribute weapons, dangerous 

objects, or destructive devices of no reasonable use to the student (as 

determined by Administration) at any HCCTS locations, or at school related or 

school sponsored activities away from school. This includes imitation firearms. 

Violation of this policy may result in immediate suspension, expulsion, and/or 

involvement with law enforcement officials. 

 

Under the power granted to HCCTS to maintain order and discipline in the 

school and to protect the safety of the students, staff, and the public, school 

employees are authorized to confiscate weapons, dangerous/destructive objects 

or devices, and imitation firearms from any person on school grounds. 

 

School administration must notify law enforcement authorities whenever 

deemed necessary to preserve the safety of students and staff or when required 

by law. If an HCCTS employee knows that a student possesses any prohibited 

items, they shall immediately notify school administration, who shall take 

appropriate action. 

 

When informing school administration 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 lawful search or 
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seizure based on reasonable suspicion or wrongdoing or possession of a 

prohibited item. 

Possession of Pepper Spray 

Students are prohibited from carrying tear gas or tear gas weapons such as 

pepper spray on campus or at any school activities. 

Reporting of Dangerous Objects 

HCCTS encourages students to promptly report the presence of weapons, 

injurious objects, or other suspicious activity to school administration. The 

identity of a student who reports such activity shall remain confidential to the 

extent permitted by law. 

Vandalism, Theft, and Graffiti 

Any HCCTS’ student who commits an act of vandalism may face disciplinary 

action by HCCTS and also may be prosecuted through other legal means. If 

reparation of damages is not made, HCCTS also may withhold the student's 

grades, diploma, and/or transcripts in accordance with the law. Vandalism 

includes the negligent, willful, or unlawful damaging or theft of any 

school-owned real or personal property, including the writing of graffiti. 

Student Discipline Procedures 

HCCTS’ staff will enforce disciplinary rules and procedures fairly and 

consistently. Discipline may include the counseling of students, conferencing 

with administrators, suspension, and expulsion. 

 

When unacceptable behavior occurs, the following steps may be taken: 

 

1.​ For minor incidents, staff will provide opportunities for re-direction and a 

chance to “try again” 

 

2.​ Repeated offenses may initiate a progressive system of consequences, up 

to and including conferences with school administration and/or 

suspension and expulsion 

 

3.​ Serious incidents may lead to an immediate referral for suspension or 

expulsion. A serious incident may include but are not limited to, the 

following: 
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a.​ Possession of a weapon or dangerous object 

b.​ Causing physical injury to another person 

c.​ Furnishing and/or sale of a controlled substance 

d.​ Robbery 

e.​ Extortion 

f.​ Sexual Assault 

g.​ Battery 

Grounds for Suspension and Expulsion of Students 

A student may be suspended or expelled for prohibited misconduct if the act is 

related to school activity or school attendance occurring at any time including 

but not limited to: 

 

●​ While on school grounds including going to or coming from school. 

●​ During the lunch period, whether on or off the school campus. 

●​ Going to, during, or coming from a school-sponsored activity including 

participating in a virtual school-sponsored activity. 

 

When the Pupil Suspension and Expulsion Policy is violated, it may be 

necessary to suspend or expel a student from regular classroom instruction. 

The full policy and procedure are available in the office of school 

administration. HCCTS’ staff shall enforce disciplinary rules and procedures 

fairly and consistently among all students. 

 

Students may be suspended and/or expelled if they commit any of the offenses 

enumerated within HCCTS’ Suspension and Expulsion Policy. A suspension 

can last from one to five days, unless extended pursuant to a recommendation 

for expulsion. During a suspension, students have the right to complete and 

receive credit for their regular school work. 

 

If expulsion is recommended, the student is entitled to a hearing adjudicated 

by a neutral officer or entity (e.g. the Board or an Administrative Panel on 

behalf of the Board) to determine whether the student should be expelled. The 

HCCTS Board shall make the final decision to expel a student. 

 

Suspended or expelled students shall be excluded from all school and school- 

related activities, including graduation, proms, etc., unless otherwise agreed 

during the period of suspension or expulsion. 
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A copy of the complete Suspension and Expulsion Policy is available upon 

request. 

 

APPENDIX A: ANNUAL NOTIFICATIONS 

Availability of Prospectus 

Upon request, the HCCTS will make available to any student, a school 

prospectus, which shall include the curriculum, including titles, descriptions, 

and instructional aims of every course offered. Please note that, pursuant to 

law, HCCTS may charge for the prospectus in an amount not to exceed the cost 

of duplication. 

Campus Search and Seizure 

HCCTS recognizes and has determined that the occurrence of incidents which 

may include the possession of firearms, weapons, alcohol, controlled 

substances, or other items of contraband prohibited by law or HCCTS rules 

and regulations, jeopardizes the health, safety and welfare of students and 

HCCTS employees. 

 

The California Constitution requires that all students and staff of public 

schools have the inalienable right to attend campuses which are safe, secure, 

and peaceful. As such, HCCTS has adopted a Policy outlining the reasonable 

search of students and their property, student use areas, and/or student 

lockers and the seizure of illegal, unsafe, unauthorized or contraband items 

and materials through a search based upon reasonable suspicion. 

 

Student lockers are school property and remain at all times under the control 

of HCCTS. Students shall assume full responsibility for the security of their 

lockers. Student lockers may not be used to store illegal, unauthorized, or 

contraband materials. The acceptance and use of locker facilities on school 

campuses by any student shall constitute consent by the student to the search 

of such locker facilities by authorized school personnel and/or law 

enforcement. Inspections of lockers may be conducted by school personnel 

and/or law enforcement through the use of trained dogs. 

 

A student’s personal cell phone, smartphone, or other personal electronic 

device shall not be searched by school officials without a warrant, the student's 

consent, or a legitimate emergency, unless the device is lost or abandoned. An 
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emergency is any situation involving danger of death or serious physical injury 

to any person, that requires access to the information located or reasonably 

believed to be located on the electronic device. If HCCTS has a good faith belief 

that the device is lost, stolen, or abandoned, HCCTS may only access electronic 

device information in order to attempt to identify, verify, or contact the owner 

of the device. 

 

HCCTS is not prohibited from seizing/confiscating a student’s personal 

electronic device, without searching its contents, if the student’s use or 

possession of the private electronic device is in violation of HCCTS rules or 

regulations. 

Dangers of Synthetic Drugs 

The illicit use and abuse of synthetic drugs represents an emerging and 

ongoing public health threat in California. The fentanyl crisis specifically, has 

impacted communities across the state, leading to a sharp increase in fentanyl 

poisonings and deaths in recent years. 

 

This notice aims to address the crisis with a preventative approach ensuring 

students and families are educated on the deadly consequences of recreational 

drug use. 

 

A synthetic drug is a drug with properties and effects similar to a known 

hallucinogen or narcotic but having a slightly altered chemical structure, 

especially such a drug created in order to evade existing restrictions against 

illegal substances. Synthetic drugs include but are not limited to synthetic 

cannabinoids (“synthetic marijuana,” “Spice,” “K2”), methamphetamines, bath 

salts, and fentanyl. 

 

The California Department of Public Health (“CDPH”) has expounded on the 

extreme danger of drugs laced with fentanyl. Illicit fentanyl can be added to 

other drugs to make them cheaper, more powerful, and more addictive. Illicit 

fentanyl has been found in many drugs, including heroin, methamphetamine, 

counterfeit pills, and cocaine. Fentanyl mixed with any drug increases the 

likelihood of a fatal overdose. Furthermore, it is nearly impossible to tell if 

drugs have been laced with fentanyl without additional testing, because 

fentanyl cannot be seen, smelled, or tasted when used as a lacing agent. 
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Additional information regarding fentanyl from the CDPH’s Substance and 

Addiction Prevention Branch can be found  here. 

Information Regarding Financial Aid 

HCCTS shall ensure that each of its students receives information on how to 

properly complete and submit the 1) Free Application for Federal Student Aid 

(FAFSA) or 2) the California Dream Act Application as appropriate, at least 

once before the student enters 12th grade. HCCTS will provide a paper copy of 

the FAFSA or the California Dream Act Application upon request. 

 

The FAFSA form and information regarding the FAFSA are available at:  

https://studentaid.gov/h/apply-for-aid/fafsa 

The California Dream Act Application and information regarding the California 

Dream Act is available at: 

 https://www.csac.ca.gov/post/resources-california-dream-act-applica tion 

Involuntary Removal Process 

No student shall be involuntarily removed by HCCTS for any reason unless the 

student has been provided written notice of intent to remove the student no 

less than five (5) schooldays before the effective date of the action (“Involuntary 

Removal Notice”). The written notice shall be in the native language of the 

student. The Involuntary Removal Notice shall include the charges against the 

student and an explanation of the student’s basic rights including the right to 

request a hearing before the effective date of the action. The hearing shall be 

consistent with HCCTS’expulsion procedures. If the student requests a 

hearing, the student shall remain enrolled and shall not be removed until 

HCCTS issues a final decision. As used herein, “involuntarily removed” 

includes disenrolled, dismissed, transferred, or terminated, but does not 

include suspensions or expulsions pursuant to HCCTS’ suspension and 

expulsion policy. 

 

Upon a student’s request for a hearing, HCCTS will provide notice of hearing 

consistent with its expulsion hearing process, through which the student has a 

fair opportunity to present testimony, evidence, and witnesses and confront 

and cross-examine adverse witnesses, and at which the student has the right 

to bring legal counsel or an advocate. The notice of hearing shall be in the 

native language of the student, and shall include a copy of HCCTS’ expulsion 

hearing process. 
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If the student is nonresponsive to the Involuntary Removal Notice, the student 

will be disenrolled as of the effective date set forth in the Involuntary Removal 

Notice. If the student requests a hearing and does not attend on the date 

scheduled for the hearing the student will be disenrolled effective the date of 

the hearing. 

 

If, as a result of the hearing, the student is disenrolled, notice will be sent to 

the student’s last known school district of residence within thirty (30) days. 

 

A hearing decision not to disenroll the student does not prevent HCCTS from 

making a similar recommendation in the future should student truancy 

continue or reoccur. 

Lost or Damaged School Property 

If a student willfully damages HCCTS’ property or the personal property of a 

HCCTS employee, or fails to return computer/tablet or other HCCTS property 

that has been loaned to the student, the student is liable for all damages 

caused by the student’s misconduct not to exceed ten thousand dollars 

($10,000), adjusted annually for inflation. After notifying the student in writing 

of the student’s alleged misconduct and affording the student due process, 

HCCTS may withhold the student’s grades, transcripts, and diploma until the 

damages have been paid. 

Mental Health Services 

HCCTS recognizes that when unidentified and unaddressed, mental health 

challenges can lead to poor academic performance, increased likelihood of 

suspension and expulsion, chronic absenteeism, student attrition, 

homelessness, incarceration, and/or violence. Access to mental health services 

at HCCTS and in our community is not only critical to improving the physical 

and emotional safety of students, but it also helps address barriers to learning 

and provides support so that all students can learn problem-solving skills and 

achieve in school and, ultimately, in life. The following resources are available 

to your child: 

 

Available on Campus: 

 

School-based counseling services – You are encouraged to directly contact a 

HCCTS counselor by coming into the counseling office during school hours and 

making an appointment to speak with a counselor. The counseling office can 
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also be reached at 916.844.2283. Our HCCTS counselors support students 

whenever a student is having a difficult time due to academic stress, transition 

to changes in their environment, or social concerns, including isolation. 

Counseling services, whether provided by our HCCTS or by an outside provider 

listed herein, are voluntary. 

 

Available in the Community: 

 

●​ Turning Point Community Programs 

Sacramento Mental Health Urgent Care Clinic (MHUCC) Phone: 

916.520.2460 

Address: 2130 Stockton Blvd, #300, Sacramento, CA 95817 

●​ La Familia Counseling Center, Inc. Phone: 916.452.3601 

Address: 5523 34th Street, Sacramento, CA 95828 

 

Available Nationally: 

 

●​ National Suicide Prevention Hotline - This organization provides 

confidential support for adults and youth in distress, including 

prevention and crisis 

resources. Available 24 hours at 1.800.273.8255. 

●​ Substance Abuse and Mental Health Services Administration (SAMHSA) - 

This organization provides treatment referral and information service (in 

English and Spanish) for individuals and families facing mental and/or 

substance use disorders. Available 24 hours at 1.800.662.4357. 

Nondiscrimination Statement 

HCCTS does not discriminate against any person on the basis of actual or 

perceived disability, gender, gender identity, gender expression, nationality, 

race or ethnicity, immigration status, religion, religious affiliation, sexual 

orientation, pregnancy, or any other characteristic that is contained in the 

definition of hate crimes in the California Penal Code. 

 

HCCTS Board of Directors shall not refuse to approve the use or prohibit the 

use of any textbook, instructional material, supplemental instructional 

material, or other curriculum for classroom instruction or any book that 

includes a study of the role and contributions of Native Americans, African 

Americans, Latinx Americans, Asian Americans, Pacific Islanders, European 
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Americans, LGBTQ+ Americans, persons with disabilities, or members of other 

ethnic, cultural, religious, or socioeconomic status groups. 

 

HCCTS adheres to all provisions of federal law related to students with 

disabilities, including, but not limited to, Section 504 of the Rehabilitation Act 

of 1973, Title II of the Americans with Disabilities Act of 1990 (“ADA”), and the 

Individuals with Disabilities Education Improvement Act of 2004 (“IDEIA”). 

 

HCCTS does not discourage students from enrolling or seeking to enroll in 

HCCTS for any reason, including, but not limited to, academic performance, 

disability, neglect or delinquency, English proficiency, for being homeless, 

economic disadvantage, nationality, race, ethnicity, or sexual orientation. 

HCCTS shall not encourage a student currently attending HCCTS to disenroll 

or transfer to another school based on any of the aforementioned reasons 

except in cases of expulsion and suspension or involuntary removal in 

accordance with HCCTS’ charter and relevant policies. HCCTS does not request 

nor require student records prior to a student’s enrollment. 

 

HCCTS is committed to providing an educational atmosphere that is free of 

unlawful harassment under Title IX of the Education Amendments of 1972 

(sex); Titles IV, VI, and VII of the Civil Rights Act of 1964 (race, color, or 

national origin); The Age Discrimination Act of 1975; the IDEIA; and Section 

504 and Title II of the ADA (mental or physical disability). 

 

HCCTS also prohibits sexual harassment, including cyber sexual bullying, and 

harassment based upon pregnancy, childbirth or related medical conditions, 

race, religion, religious affiliation, creed, color, immigration status, gender, 

gender identity, gender expression, national origin or ancestry, physical or 

mental disability, medical condition, marital status, age, sexual orientation, or 

any other basis protected by federal, state, local law, ordinance or regulation. 

 

HCCTS does not condone or tolerate harassment of any type, including 

discrimination, intimidation, or bullying, including cyber sexual bullying, by 

any employee, independent contractor or other person with which HCCTS does 

business, or any other individual, student, or volunteer. This applies to all 

employees, students, or volunteers and relationships, regardless of position or 

gender. 

 

Pursuant to California law and the California Attorney General’s guidance to 

K-12 schools in responding to immigration issues (“Guidance”), HCCTS 
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provides equal access to free public education, regardless of a student’s 

immigration status or religious beliefs. The complete Guidance, including 

Appendix G – Know Your Rights can​be​ reviewed​ via​ the​ following​
link: 

https://oag.ca.gov/sites/all/files/agweb/pdfs/bcj/school-guidance-model-k12.pdf 

 

HCCTS will promptly and thoroughly investigate any complaint of harassment 

and take appropriate corrective action, if warranted. Inquiries, complaints, or 

grievances regarding harassment as described in this section, above, should be 

directed to HCCTS Uniform Complaint Procedures (“UCP”) Compliance Officer: 

 

Stephen Ramazzini  

Compliance Officer 

stephen.ramazzini@hccts.org 

1111 Howe Avenue, Suite 505, Sacramento, CA 95825 

 

The lack of English language skills will not be a barrier to admission or 

participation in HCCTS’ programs or activities. HCCTS prohibits retaliation 

against anyone who files a complaint or who participates or refuses to 

participate in a complaint investigation. 

Pregnant and Parenting Students 

HCCTS recognizes that pregnant and parenting students are entitled to 

accommodations that provide them with the opportunity to succeed 

academically while protecting their health and the health of their children. A 

pregnant or parenting student is entitled to eight (8) weeks of parental leave, or 

more if deemed medically necessary by the student’s physician, which the 

student may take before the birth of the student’s infant if there is a medical 

necessity and after childbirth during the school year in which the birth takes 

place, inclusive of any mandatory summer instruction, in order to protect the 

health of the student who gives or expects to give birth and the infant, and to 

allow the pregnant or parenting student to care for and bond with the infant. 

HCCTS will ensure that absences from the student’s regular school program 

are excused until the student is able to return to the regular school program. 

 

Upon return to school after taking parental leave, a pregnant or parenting 

student will be able to make up work missed during the pregnant or parenting 

student’s leave, including, but not limited to, makeup work plans and 

reenrollment in courses. Notwithstanding any other law, a pregnant or 
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parenting student may remain enrolled for a fifth year of instruction in HCCTS 

if it is necessary in order for the student to be able to complete any graduation 

requirements, unless HCCTS determines that the student is reasonably able to 

complete the graduation requirements in time to graduate from high school by 

the end of the student’s fourth year of high school. 

 

Complaints of noncompliance with laws relating to pregnant or parenting 

students may be filed under the Uniform Complaint Procedures (“UCP”) of 

HCCTS. The complaint may be filed in writing with the compliance officer: 

 

Stephen Ramazzini  

Compliance Officer 

stephen.ramazzini@hccts.org 

1111 Howe Avenue, Suite 505, Sacramento, CA 95825 

 

A copy of the UCP is available upon request at the main office. For further 

information on any part of the complaint procedures, including filing a 

complaint or requesting a copy of the complaint procedures, please contact the 

Executive Director. 

Safe Storage of Firearms 

The purpose of this notice is to inform and to remind students at HCCTS of 

their responsibilities for keeping firearms out of the hands of children as 

required by California law. There have been many news reports of students 

bringing firearms to school. In many instances, the student obtained the 

firearm(s) from their home. These incidents can be easily prevented by 

storing firearms in a safe and secure manner, including keeping them 

locked up when not in use and storing them separately from ammunition. 

 

To help everyone understand their legal responsibilities, this notice spells out 

California law regarding the storage of firearms. Please take some time to 

review this notice and evaluate your own personal practices to assure that you 

and your family are in compliance with California law: 

 

●​ With very limited exceptions, California makes a person criminally liable 

for keeping any firearm, loaded or unloaded, within any premises that 

are under their custody and control where that person knows or 

reasonably should know that a child is likely to gain access to the 

firearm without the permission of the child’s parent or legal guardian, 
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and the child obtains access to the firearm and thereby (1) causes death 

or injury to the child or any other person; (2) carries the firearm off the 

premises or to a public place, including to any preschool or school grades 

kindergarten through twelfth grade, or to any school-sponsored event, 

activity, or performance; or (3) unlawfully brandishes the firearm to 

others. 

○​ The criminal penalty may be significantly greater if someone dies 

or suffers great bodily injury as a result of the child gaining access 

to the firearm. 

●​ With very limited exceptions, California also makes it a crime for a 

person to negligently store or leave any firearm, loaded or unloaded, on 

their premises in a location where the person knows or reasonably 

should know that a child is likely to gain access to it without the 

permission of the child’s parent or legal guardian, unless reasonable 

action is taken to secure the firearm against access by the child, even 

where a minor never actually accesses the firearm. 

●​ In addition to potential fines and terms of imprisonment, as of January 

1, 2020, a gun owner found criminally liable under these California laws 

faces prohibitions from possessing, controlling, owning, receiving, or 

purchasing a firearm for 10 years. 

●​ Finally, a parent or guardian may also be civilly liable for damages 

resulting from the discharge of a firearm by that person’s child or ward. 

 

The county or city may have additional restrictions regarding the safe storage 

of firearms. Thank you for helping to keep our schools safe. Remember that the 

easiest and safest way to comply with the law is to keep firearms in a locked 

container or secured with a locking device that renders the firearm inoperable. 

Section 504 

HCCTS recognizes its legal responsibility to ensure that no qualified person 

with a disability shall, on the basis of disability, be excluded from participation, 

be denied the benefits of, or otherwise subjected to discrimination under any 

program of HCCTS. Any student who has an objectively identified disability 

which substantially limits a major life activity, including, but not limited to 

learning, is eligible for accommodations by HCCTS. Any student suspected of 

needing or qualifying for accommodations under Section 504 may make a 

referral for an evaluation to the Director of Student Services. A copy of HCCTS’ 

Section 504 policies and procedures is available upon request at the main 

office. 
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Student​ Records,​ including Records​ Challenges and Directory 

Information 

The Family Educational Rights and Privacy Act (“FERPA”) affords students who 

are 18 years of age or older (“eligible students”) certain rights with respect to 

the student’s education records. These rights are: 

 

1.​ The right to inspect and review the student’s education records within 5 

business days after the day the HCCTS receives a request for access. 

Eligible students should submit to the HCCTS’ Executive Director or 

designee a written request that identifies the records they wish to 

inspect. HCCTS’ officials will make arrangements for access and notify 

the or eligible student of the time and place where the records may be 

inspected. 

 

2.​ The right to request the amendment of the student’s education records 

that the eligible student believes are inaccurate, misleading, or otherwise 

in violation of the student’s privacy rights under FERPA. 

 

Eligible students who wish to ask HCCTS to amend a record should write to 

the HCCTS’ Executive Director or designee, clearly identify the part of the 

record they want changed and specify why it should be changed. If HCCTS 

decides not to amend the record as requested by an eligible student, HCCTS 

will notify the eligible student of the decision and of their right to a hearing 

regarding the request for amendment. Additional information regarding the 

hearing procedures will be provided to the or eligible student when notified of 

the right to a hearing. If HCCTS decides to amend the record as requested by 

the eligible student, the Executive Director must order the correction or the 

removal and destruction of the information and inform the eligible student of 

the amendment in writing. 

 

3.​ The right to provide written consent before HCCTS discloses personally 

identifiable information (“PII”) from the student’s education records, 

except to the extent that FERPA authorizes disclosure without consent. 

 

One exception, which permits disclosure without consent, is disclosure to 

HCCTS officials with legitimate educational interests. A HCCTS official is a 

person employed by HCCTS as an administrator, supervisor, instructor, or 

support staff member (including health or medical staff and law enforcement 

unit personnel) or a person serving on the HCCTS’ Board of Directors. A 
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HCCTS official also may include a volunteer, consultant, vendor, or contractor 

outside of HCCTS who performs an institutional service or function for which 

HCCTS would otherwise use its own employees and who is under the direct 

control of the school with respect to the use and maintenance of PII from 

education records, such as an attorney, auditor, medical consultant, therapist, 

or contracted provider of digital educational platforms and/or services; a 

student volunteering to serve on an official committee, such as a disciplinary or 

grievance committee; or a student or other volunteer assisting another HCCTS 

official in performing their tasks. A HCCTS official has a legitimate educational 

interest if the official needs to review an education record in order to fulfill their 

professional responsibility. 

 

Upon request, HCCTS discloses education records without consent to officials 

of another school district in which a student seeks or intends to enroll, or is 

already enrolled, if the disclosure is for purposes of the student’s enrollment or 

transfer.  

 

Note that HCCTS will not release information to third parties for 

immigration-enforcement purposes, except as required by law or court order. 

 

4.​ The right to file a complaint with the U.S. Department of Education 

concerning alleged failures by HCCTS to comply with the requirements of 

FERPA. The name and address of the Office that administers FERPA are: 

 

Student Privacy Policy Office 

U.S. Department of Education 

400 Maryland Avenue, SW Washington, DC 20202 

 

5.​ The right to request that HCCTS not release student names, addresses 

and telephone listings to military recruiters or institutions of higher 

education without prior written consent from the eligible student. 

 

FERPA permits the disclosure of PII from a student’s education records, 

without consent of the eligible student, if the disclosure meets certain 

conditions found in §99.31 of the FERPA regulations. Except for disclosures to 

HCCTS officials, disclosures related to some judicial orders or lawfully issued 

subpoenas, disclosures of directory information, and disclosures to eligible 

students, §99.32 of the FERPA regulations requires HCCTS to record the 

disclosure. Eligible students have a right to inspect and review the record of 

disclosures. HCCTS may disclose PII from the education records of a student 
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without obtaining prior written consent of the eligible student to the following 

parties: 

 

1.​ HCCTS officials who have a legitimate educational interest as defined by 

34 C.F.R. Part 99; 

2.​ Other schools to which a student seeks or intends to enroll so long as 

the disclosure is for purposes related to the student’s enrollment or 

transfer. When a student transfers schools, HCCTS will mail the original 

or a copy of a student’s cumulative file to the receiving district or private 

school within ten (10) school days following the date the request is 

received from the public school or private school where the student 

intends to enroll. HCCTS will make a reasonable attempt to notify the 

eligible student of the request for records at the eligible student’s last 

known address, unless the disclosure is initiated by the eligible student. 

Additionally, HCCTS will give the eligible student, upon request, a copy 

of the record that was disclosed and give the eligible student, upon 

request, an opportunity for a hearing; 

3.​ Certain government officials listed in 20 U.S.C. § 1232g(b)(1) in order to 

carry out lawful functions. 

4.​ Appropriate parties in connection with a student’s application for, or 

receipt of, financial aid if it is necessary to determine eligibility, amount 

of aid, conditions for aid or enforcing the terms and conditions of the aid; 

5.​ Organizations conducting certain studies for HCCTS in accordance with 

20 U.S.C. § 1232g(b)(1)(F); 

6.​ Accrediting organizations in order to carry out their accrediting 

functions; 

7.​ Parents of a dependent student as defined in section 152 of the Internal 

Revenue Code of 1986; 

8.​ Individuals or entities, in compliance with a judicial order or lawfully 

issued subpoena. Subject to the exceptions found in 34 C.F.R. § 

99.31(a)(9)(i), reasonable effort must be made to notify the eligible 

student of the order or subpoena in advance of compliance, so that the 

eligible student may seek a protective order; 

9.​ Persons who need to know in cases of health and safety emergencies; 

 

10.​ State and local authorities, within a juvenile justice system, pursuant 

to specific State law; 

11.​ A foster family agency with jurisdiction over a currently enrolled or 

former student, a short-term residential treatment program staff 

responsible for the education or case management of a student, and a 
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caregiver (regardless of whether the caregiver has been appointed as the 

student’s educational rights holder) who has direct responsibility for the 

care of the student, including a certified or licensed foster parent, an 

approved relative or nonrelated extended family member, or a resource 

family, may access the current or most recent records of grades, 

transcripts, attendance, discipline, and online communication on 

platforms established by HCCTS for students, and any individualized 

education program (“IEP”) or Section 504 plan that may have been 

developed or maintained by the Charter School; and/or 

12.​ A victim of an alleged perpetrator of a crime of violence or a 

non-forcible sex offense. The disclosure may only include the final 

results of the disciplinary proceedings conducted by HCCTS with respect 

to that alleged crime or offense. HCCTS discloses the final results of the 

disciplinary proceeding regardless of whether HCCTS concluded a 

violation was committed. 

 

“Directory Information” is information that is generally not considered harmful 

or an invasion of privacy if released. HCCTS may disclose the personally 

identifiable information that it has designated as directory information without 

an eligible student’s prior written consent. HCCTS has designated the following 

information as directory information: 

 

1.​ Student’s name 

2.​ Student’s address 

3.​ Telephone listing 

4.​ Student’s electronic mail address 

5.​ Photograph/video 

6.​ Dates of attendance 

7.​ Grade level 

8.​ The most recent educational agency or institution attended 

9.​ Student ID number, user ID, or other unique personal identifier used to 

communicate in electronic systems that cannot be used to access 

education records without a PIN, password, etc. (A student’s social 

security number, in whole or in part, cannot be used for this purpose.) 

 

If you do not want HCCTS to disclose directory information from your 

education records without your prior written consent, you must notify HCCTS 

in writing at the time of enrollment or re-enrollment. 

 

29 



 

Please notify the Executive Director at jonathan.raymond@hccts.org. A copy of 

the complete Policy is available upon request at the main office. 

 

Please note that data collected and reported by HCCTS to the California 

Longitudinal Pupil Achievement Data System (“CALPADS”1) pursuant to state 

law, will be shared with the California College Guidance Initiative (“CCGI”2) 

and will: 

 

1)​ Be used to provide pupils and families with direct access to online tools 

and resources. 

2)​ Enable a pupil to transmit information shared with the CCGI to both of 

the following: 

a)​ Postsecondary educational institutions for purposes of admissions 

and academic placement. 

b)​ The Student Aid Commission for purposes of determining eligibility 

for, and increasing uptake of, student financial aid. 

 

 

Please visit the CCGI website at CaliforniaColleges.edu to access resources that 

help students and their families learn about college admissions requirements. 

 

 

 

 

____________________________ 

1 CALPADS is a database maintained by the CDE which consists of pupil data from elementary 

and secondary schools relating to, among other things, demographic, program participation, 

enrollment, and statewide assessments data. 

2 CCGI is an authorized provider of an institutional service to all California local educational 

agencies and part of the state’s efforts to make college-going a more streamlined experience for 

students. The CCGI currently receives enrollment data for all public-school students enrolled 

in grades six through twelve from the California Department of Education (“CDE”) 
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Uniform Complaint Procedure (“UCP”) 

HCCTS is the local agency primarily responsible for compliance with federal 

and state laws and regulations governing educational programs. HCCTS shall 

investigate and seek to resolve complaints using policies and procedures 

known as the Uniform Complaint Procedure (“UCP”) adopted by our Governing 

Board for the following types of complaints: 

 

1.​ Complaints alleging unlawful discrimination, harassment, intimidation, 

or bullying against any protected group on the basis of the actual or 

perceived characteristics of age, ancestry, color, mental disability, 

physical disability, ethnic group identification, immigration status, 

citizenship, gender expression, gender identity, gender, genetic 

information, nationality, national origin, race or ethnicity, religion, 

medical condition, marital status, sex, or sexual orientation, or on the 

basis of a person’s association with a person or group with one or more 

of these actual or perceived characteristics in any HCCTS program or 

activity. Unlawful discrimination includes, but is not limited to, 

noncompliance with Education Code section 243(a). 

2.​ Complaints alleging a violation of state or federal law or regulation 

governing the following programs:  

 

●​ Accommodations for Pregnant, Parenting or Lactating Students:  

●​ Adult Education; 

●​ Career Technical Education; 

●​ Career Technical Education Training; 

●​ Child Care and Development Programs; 

●​ Consolidated Categorical Aid; 

●​ Every Student Succeeds Act; 

●​ Migrant Education Programs; 

●​ Regional Occupational Centers and Programs; 

●​ School Safety Plans.  

 

3.​ Complaints alleging noncompliance with laws relating to pupil fees. A 

student enrolled in a public school shall not be required to pay a pupil 

fee for participation in an educational activity. A pupil fee includes, but is 

not limited to, all of the following: 

●​ A fee charged to a pupil as a condition for registering for school or 

classes, or as a condition for participation in a class or an 
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extracurricular activity, regardless of whether the class or activity 

is elective or compulsory or is for credit. 

●​ A security deposit, or other payment, that a pupil is required to 

make to obtain a lock, locker, book, class apparatus, musical 

instrument, clothes, or other materials or equipment. 

●​ A purchase that a student is required to make to obtain materials, 

supplies, equipment, or clothes associated with an educational 

activity. 

 

Complaints of noncompliance with laws relating to student fees may be filed 

with the Executive Director or the Compliance Officer identified below. 

 

4.​ Complaints alleging noncompliance with the requirements governing the 

Local Control Funding Formula (“LCFF”) or Local Control and 

Accountability Plans (“LCAP”) under Education Code sections 47606.5 

and 47607.3, as applicable. If HCCTS adopts a School Plan for Student 

Achievement (“SPSA”) in addition to its LCAP, complaints of 

noncompliance with the requirements of the SPSA under Education Code 

sections 64000, 64001, 65000, and 65001 shall also fall under the UCP. 

 

Complaints other than complaints relating to pupil fees must be filed in writing 

with the following Compliance Officer: 

 

Stephen Ramazzini  

Compliance Officer 

stephen.ramazzini@hccts.org 

1111 Howe Avenue, Suite 505, Sacramento, CA 95825 

 

Only complaints regarding pupil fees, LCAP, or noncompliance with Education 

Code section 243 or 244 may be filed anonymously and only if the anonymous 

complainant provides evidence or information leading to evidence to support an 

allegation of noncompliance with the respective applicable laws. 

 

Complaints alleging unlawful discrimination, harassment, intimidation, or 

bullying, must be filed within six (6) months from the date the alleged 

discrimination, harassment, intimidation, or bullying, occurred or the date the 

complainant first obtained knowledge of the facts of the alleged discrimination, 

harassment, intimidation, or bullying. All other complaints under the UCP 

shall be filed not later than one (1) year from the date the alleged violation 

occurred. For complaints relating to the LCAP, the date of the alleged violation 
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is the date on which HCCTS’ Board of Directors approved the LCAP or the 

annual update was adopted by HCCTS. 

 

The Compliance Officer responsible for investigating the complaint shall 

conduct and complete the investigation in accordance with California 

regulations and HCCTS UCP Policy. The Compliance Officer shall provide the 

complainant with a final written investigation report (“Decision”) within sixty 

(60) calendar days from HCCTS’ receipt of the complaint. This sixty (60) 

calendar day time period may be extended by written agreement of the 

complainant. 

 

The complainant has a right to appeal HCCTS’ Decision to the California 

Department of Education (“CDE”) by filing a written appeal within thirty (30) 

calendar days of the date of HCCTS’ written Decision, except if HCCTS has 

used its UCP to address a complaint that is not subject to the UCP 

requirements. The appeal must include a copy of the complaint filed with 

HCCTS, a copy of HCCTS’ Decision, and the complainant must specify and 

explain the basis for the appeal of the Decision, including at least one of the 

following: 

 

1.​ HCCTS failed to follow its complaint procedures. 

2.​ Relative to the allegations of the complaint, HCCTS’ Decision lacks 

material findings of fact necessary to reach a conclusion of law. 

3.​ The material findings of fact in HCCTS’ Decision are not supported by 

substantial evidence. 

4.​ The legal conclusion in HCCTS’ Decision is inconsistent with the law. 

5.​ In a case in which HCCTS’ Decision found noncompliance, the corrective 

actions fail to provide a proper remedy. 

 

A complainant who appeals HCCTS’ Decision on a UCP complaint to the CDE 

shall receive a written appeal decision within sixty (60) calendar days of the 

CDE’s receipt of the appeal, unless extended by written agreement with the 

complainant or the CDE documents exceptional circumstances and informs 

the complainant. 

 

Within thirty (30) calendar days of the date of the CDE’s appeal Decision 

pursuant to 5 C.C.R. section 4633(f)(2) or (3), either party may request 

reconsideration by the State Superintendent of Public Instruction (“SSPI”) or 

the SSPI’s designee. The request for reconsideration shall specify and explain 
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the reason(s) for contesting the findings of fact, conclusions of law, or 

corrective actions in the CDE’s appeal Decision. 

 

Complaints alleging noncompliance with Education Code section 243 or 244 

may be filed with the SSPI directly, and the SSPI may directly intervene without 

waiting for an investigation by HCCTS. The complainant shall present the SSPI 

with evidence that supports the basis for the direct filing and why immediate 

action is necessary. 

 

If a UCP complaint is filed directly with the CDE and the CDE determines that 

it merits direct intervention, the CDE shall complete an investigation and 

provide a written decision to the complainant within sixty (60) calendar days of 

receipt of the complaint, unless the parties have agreed to extend the timeline 

or the CDE documents exceptional circumstances and informs the 

complainant. 

 

If HCCTS finds merit in a UCP complaint, or the CDE finds merit in an appeal, 

HCCTS shall take corrective actions consistent with the requirements of 

existing law that will provide a remedy to the affected student as applicable. 

 

A complainant may pursue available civil law remedies outside of HCCTS’ 

complaint procedures. Complainants may seek assistance from mediation 

centers or public/private interest attorneys. Civil law remedies that may be 

imposed by a court include, but are not limited to, injunctions and restraining 

orders. For unlawful discrimination, harassment, intimidation or bullying 

complaints arising under state law, however, a complainant must wait until 

sixty (60) calendar days have elapsed from the filing of an appeal with the CDE 

before pursuing civil law remedies. The moratorium does not apply to 

injunctive relief and is applicable only if HCCTS has appropriately, and in a 

timely manner, apprised the complainant of the complainant’s right to file a 

complaint in accordance with 5 C.C.R. § 4622. 

Workplace Readiness Week 

The week of each year that includes April 28 shall be known as “Workplace 

Readiness Week.” All public high schools, including charter schools, shall 

annually observe that week by providing information to students on their rights 

as workers. 
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APPENDIX B: COMPLETE POLICIES 

Title IX Policy Prohibiting Discrimination On The Basis Of Sex 

This Title IX Policy Prohibiting Discrimination on the Basis of Sex (“Policy”) 

contains the policies and grievance procedures of Highlands Community 

Charter and Technical Schools (“HCCTS”) to prevent and address sex 

discrimination, including but not limited to sexual harassment, sex-based 

hostile environment harassment, discrimination based on pregnancy or related 

conditions, sex-based discrimination in access to athletics or educational 

resources, and retaliation against a person who has reported sex 

discrimination. 

 

HCCTS does not discriminate on the basis of sex and prohibits any acts of sex 

discrimination in any education program or activity that it operates, as 

required by California law, Title IX (20 U.S.C. § 1681 et seq.) and the Title IX 

regulations (34 C.F.R. Part 106), including in admission and employment.3 

HCCTS will take actions to promptly and effectively end any sex discrimination 

in its education program or activity, prevent its recurrence, and remedy its 

effects. 

 

This Policy applies to conduct occurring in HCCTS’ education programs or 

activities on or after August 1, 2024 including but not limited to incidents 

occurring on the school campus, during school-sponsored events and activities 

regardless of the location, and through school owned technology, whether 

perpetrated by a student, employee, volunteer, independent contractor or other 

person with whom HCCTS does business. 

Inquiries about the application of Title IX and 34 C.F.R. Part 106 (hereinafter 

collectively referred to as “Title IX”) may be referred to the HCCTS Title IX 

Coordinator, the Office for Civil Rights of the U.S. Department of Education, or 

both. 

 

 

3 HCCTS complies with all applicable state and federal laws and regulations 

and local ordinances in its investigation of and response to reports and 

complaints of misconduct prohibited by this Policy. 
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Definitions 

 

Prohibited Sex Discrimination 

Title IX and California law prohibit discrimination on the basis of sex, 

including sex-based harassment and differences in the treatment of similarly 

situated individuals on the basis of sex with regard to any aspect of services, 

benefits, or opportunities provided by HCCTS. Discrimination on the basis of 

sex includes discrimination on the basis of sex stereotypes, sex characteristics, 

pregnancy or related conditions, sexual orientation, and gender identity. 

 

Prohibited Sex-Based Harassment 

Under Title IX, “sex-based harassment” means conduct on the basis of sex that 

satisfies one or more of the following: 

 

●​ Quid pro quo harassment occurs when an employee, agent, or other 

person authorized by HCCTS to provide an aid, benefit, or service under 

HCCTS’ education program or activity explicitly or impliedly conditions 

the provision of such an aid, benefit, or service on a person’s 

participation in unwelcome sexual conduct. 

 

●​ Hostile environment harassment is unwelcome sex-based conduct that, 

based on the totality of the circumstances, is subjectively and objectively 

offensive and is so severe or pervasive that it limits or denies a person’s 

ability to participate in or benefit from HCCTS’ education program or 

activity (i.e., creates a hostile environment). Whether a hostile 

environment has been created is a fact-specific inquiry that includes 

consideration of the following: 

 

○​ The degree to which the conduct affected the complainant’s ability 

to access HCCTS’ education program or activity; 

○​ The type, frequency, and duration of the conduct; 

○​ The parties’ ages, roles within HCCTS’ education program or 

activity, previous interactions, and other factors about each party 

that may be relevant to evaluating the effects of the conduct; 

○​ The location of the conduct and the context in which the conduct 

occurred; and 

○​ Other sex-based harassment in HCCTS’ education program or 

activity. 
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○​ Sexual assault, meaning an offense classified as a forcible or 

nonforcible sex offense under the uniform crime reporting system 

of the Federal Bureau of Investigation. 

○​ Dating violence, meaning violence committed by a person: 

○​ Who is or has been in a social relationship of a romantic or 

intimate nature with the victim; and 

○​ Where the existence of such a relationship shall be determined 

based on a consideration of the following factors: 

●​  The length of the relationship; 

●​ The type of relationship; and 

●​ The frequency of interaction between the persons 

involved in the relationship. 

○​ Domestic violence, meaning felony or misdemeanor crimes 

committed by a person who: 

●​ Is a current or former spouse or intimate partner of 

the victim under applicable family or domestic violence 

laws, or a person similarly situated to a spouse of the 

victim; 

●​ Is cohabitating, or has cohabitated, with the victim as 

a spouse or intimate partner; 

○​ Shares a child in common with the victim; or 

○​ Commits acts against a youth or adult victim who is protected 

from those acts under applicable family or domestic violence laws. 

○​ Stalking, meaning engaging in a course of conduct directed at a 

specific person that would cause a reasonable person to: 

●​ Fear for the person’s safety or the safety of others; or 

●​ Suffer substantial emotional distress. 

 

Under California Education Code section 212.5, sexual harassment consists of 

conduct on the basis of sex, including but not limited to unwelcome sexual 

advances, requests for sexual favors and other verbal or physical conduct on 

the basis of sex, regardless of whether or not the conduct is motivated by 

sexual desire, when: (a) submission to the conduct is explicitly or implicitly 

made a term or a condition of an individual’s employment, education, academic 

status, or progress; (b) submission to, or rejection of, the conduct by the 

individual is used as the basis of employment, educational or academic 

decisions affecting the individual; (c) the conduct has the purpose or effect of 

having a negative impact upon the individual’s work or academic performance, 

or of creating an intimidating, hostile, or offensive work or educational 

environment; and/or (d) submission to, or rejection of, the conduct by the 
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individual is used as the basis for any decision affecting the individual 

regarding benefits and services, honors, programs, or activities available at or 

through HCCTS. 

 

Examples of conduct that may fall within the Title IX definition of sex-based 

harassment, the Education Code definition of sexual harassment, or both: 

 

●​ Physical assaults of a sexual or sex-based nature, such as: 

○​ Rape, sexual battery, molestation or attempts to commit these 

assaults.  

○​ Intentional physical conduct that is sex-based or sexual in nature, 

such as touching, pinching, patting, grabbing, brushing against 

another’s body, poking another’s body, violence, intentionally 

blocking normal movement or interfering with work or school 

because of sex. 

●​ Unwanted sexual advances or propositions, derogatory sex-based 

comments, or other sex-based conduct, such as: 

○​ Sexually oriented or sex-based gestures, notices, epithets, 

slurs,remarks, jokes, or comments about a person’s sexuality or 

sexual experience. 

○​ Preferential treatment or promises of preferential treatment to an 

individual for submitting to sexual conduct, including soliciting or 

attempting to solicit any individual to engage in sexual activity for 

compensation or reward or deferential treatment for rejecting 

sexual conduct. 

○​ Subjecting or threats of subjecting a student or employee to 

unwelcome sexual attention or conduct or intentionally making the 

student’s or employee’s performance more difficult because of the 

student’s or the employee’s sex. 

○​ Retaliation against an individual who has articulated a good faith 

concern about sex-based harassment. 

●​ Sexual or discriminatory displays or publications anywhere in the work 

or educational environment, such as: 

○​ Displaying pictures, cartoons, posters, calendars, graffiti, 

objections, promotional materials, reading materials, or other 

materials that are sexually suggestive, sexually demeaning or 

pornographic or bringing or possessing any such material to read, 

display or view in the work or educational environment. 

○​ Reading publicly or otherwise publicizing in the work or 

educational environment materials that are in any way sexually 
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revealing, sexually suggestive, sexually demeaning or 

pornographic. 

○​ Displaying signs or other materials purporting to segregate an 

individual by sex in an area of the work or educational 

environment (other than restrooms or similar rooms). 

 

The illustrations above are not to be construed as an all-inclusive list of 

sex-based harassment acts prohibited under this Policy. 

 

Complainant means a student or employee who is alleged to have been 

subjected to conduct that could constitute sex-based discrimination, or a 

person other than a student or employee who is alleged to have been subjected 

to conduct that could constitute sex discrimination and who was participating 

or attempting to participate in HCCTS’ education program or activity at the 

time of the alleged sex discrimination. Complaints may also be made by: (1) 

Authorized legal representative with the legal right to act on behalf of a 

complainant; or (2) HCCTS’ Title IX Coordinator. For complaints of sex 

discrimination other than sex-based harassment, complaints can also be made 

by any student, employee, or other person who was participating or attempting 

to participate in HCCTS’ education program or activity at the time of the 

alleged sex discrimination. 

 

Complaint means an oral or written request to HCCTS that objectively can be 

understood as a request for HCCTS to investigate and make a determination 

about alleged sex discrimination. 

 

Confidential Employee means an employee of HCCTS whose communications 

are privileged or confidential under Federal or State law (e.g., a licensed 

therapist or psychologist, etc.) or an employee whom HCCTS has designated as 

confidential under Title IX for the purpose of providing services to persons 

related to sex discrimination. 

 

Party means a complainant or respondent. 

 

Respondent means a person who is alleged to have violated HCCTS’s 

prohibition on sex discrimination. 

 

Supportive Measures are individualized measures offered as appropriate, as 

reasonably available, without unreasonably burdening a complainant or 

respondent, not for punitive or disciplinary reasons, and without fee or charge 
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to a party to (1) restore or preserve that party’s access to HCCTS’ education 

program or activity, including measures that are designed to protect the safety 

of the parties or HCCTS’ educational environment; or (2) provide support 

during HCCTS’ grievance procedures or during an informal resolution process. 

 

Title IX Coordinator 

The Board of Directors of HCCTS (“Board”) has designated the following 

employee as the Title IX Coordinator (“Coordinator”): 

 

Christina Martinez, Director of CTE, Workforce & Adult Ed.  

1111 Howe Avenue, Suite 505, Sacramento, CA 95825 

christina.martinez@hccts.org 

Phone: 916-844-2283 

 

In the event the above-named individual becomes unavailable or unable to 

serve as the Coordinator, the Board has designated the following employee to 

serve as a temporary or interim Coordinator until a new Coordinator is 

designated: 

 

Shaina Miranda, Executive Assistant 

1111 Howe Avenue, Suite 505, Sacramento, CA 95825 

shaina.miranda@hccts.org 

916-844-2283 

 

The Coordinator is responsible for coordinating HCCTS’ efforts to comply with 

the requirements of Title IX, receiving reports and complaints of sex 

discrimination and inquiries about the application of Title IX, addressing 

reports and complaints of sex discrimination and taking other actions as 

required by this Policy, monitoring for barriers to reporting conduct that 

reasonably may constitute sex discrimination, and taking steps reasonably 

calculated to address such barriers. 

 

The Coordinator may serve as an investigator and/or decision maker for 

complaints, except in cases where doing so would constitute a conflict of 

interest. The Coordinator may delegate one or more of their duties to one or 

more designees who have received the required Title IX training and do not 

have a conflict of interest or bias for or against complainants or respondents 

generally or an individual complainant or respondent. However, the 

Coordinator must at all times retain ultimate oversight over those 

responsibilities and ensure HCCTS’ consistent compliance with Title IX. 
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Reporting Sex Discrimination 

All employees who are not a confidential employee must promptly notify the 

Coordinator when the employee has information about conduct that 

reasonably may constitute sex discrimination under Title IX. This requirement 

does not apply to an employee when the employee is the person who was 

subjected to the conduct that reasonably may constitute sex discrimination. 

 

Students are expected to report all incidents of misconduct prohibited by this 

Policy. Any student who feels they are a target of such behavior should 

immediately contact a teacher, counselor, the Principal, Coordinator, a staff 

person or a family member so that the student can get assistance in resolving 

the issue in a manner that is consistent with this Policy. 

 

Complaints regarding such misconduct may also be made to the U.S. 

Department of Education, Office for Civil Rights. Civil law remedies, including, 

but not limited to, injunctions, restraining orders, or other remedies or orders 

may also be available to complainants. 

 

While submission of a written report is not required, the reporting party is 

encouraged to submit a written report to the Coordinator. HCCTS will promptly 

and effectively investigate and respond to all oral and written complaints and 

reports of misconduct prohibited by this Policy. Reports may be made 

anonymously, but formal disciplinary action cannot be based solely on an 

anonymous report. 

 

Privacy 

HCCTS acknowledges and respects every individual’s right to privacy. All 

reports and complaints shall be investigated in a manner that protects the 

confidentiality of the parties and the integrity of the process to the greatest 

extent possible. This includes but is not limited to keeping the identity of the 

reporter and other personally identifiable information confidential, as 

appropriate, except to the extent necessary to comply with the law, carry out 

the investigation and/or to resolve the issue, as determined by the Coordinator 

or designee on a case-by-case basis. 

 

Retaliation 

HCCTS prohibits any form of retaliation against any individual who files a 

report or complaint, testifies, assists, participates, or refuses to participate in 

any investigation or proceeding related to misconduct prohibited by this Policy. 
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Such participation or lack of participation shall not in any way affect the 

status, grades, or work assignments of the individual. Individuals alleging 

retaliation in violation of this Policy may file a complaint in accordance with the 

grievance procedures set forth in this Policy. 

 

Nothing in this Policy precludes HCCTS from requiring an employee or other 

person authorized by HCCTS to provide aid, benefit, or service under HCCTS’ 

education program or activity to participate as a witness in, or otherwise assist 

with, an investigation or proceeding under this Policy. 

 

Confidential Employees 

Contact information for the confidential employees at HCCTS, if any, can be 

found on the HCCTS website or obtained from the Coordinator. 

 

A confidential employee’s status as confidential, for Title IX purposes, is only 

with respect to information received while the employee is functioning within 

the scope of their duties to which privilege or confidentiality applies or with 

respect to 

 

Information received about sex discrimination in connection with providing 

services to persons related to sex discrimination. 

 

A confidential employee must explain the following to any person who informs 

them of conduct that reasonably may constitute sex discrimination under Title 

IX: 

 

●​ The employee’s status as confidential for purposes of Title IX, including 

the circumstances in which the employee is not required to notify the 

Coordinator about conduct that reasonably may constitute sex 

discrimination; 

●​ How to contact the Coordinator and how to make a complaint of sex 

discrimination; and 

●​ That the Coordinator may be able to offer and coordinate supportive 

measures, as well as initiate an informal resolution process or an 

investigation under the grievance procedures. 
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Coordinator’s Response to Reports of Sex Discrimination 

 

When notified of conduct that reasonably may constitute sex discrimination, 

the Coordinator or designee must: 

 

●​ Treat complainants and respondents equitably; 

●​ Promptly offer and coordinate supportive measures, as appropriate, for 

the complainant; 

●​ If grievance procedures are initiated or an informal resolution process is 

offered; offer and coordinate supportive measures, as appropriate, for the 

respondent; and 

●​ Notify the complainant or, if the complainant is unknown, the reporting 

individual, of the grievance procedures and informal resolution process, 

if available and appropriate. If a complaint is made, the Coordinator will 

notify the respondent of the same. 

 

In response to a complaint, the Coordinator will initiate the grievance 

procedures, or the informal resolution process if available, appropriate, and 

requested by all parties. In the absence of a complaint or the withdrawal of any 

or all of the allegations in a complaint, and in the absence or termination of an 

informal resolution process, the Coordinator must determine whether to 

initiate a complaint by considering, at a minimum: 

 

●​ Complainant’s request not to proceed with a complaint and the 

complainant’s reasonable safety concerns; 

●​ Risk that additional acts of sex-based discrimination would occur if a 

complaint is not initiated; 

●​ Severity of the alleged conduct, including whether the discrimination, if 

established, would require removal or discipline of a respondent to end 

the discrimination and prevent its recurrence; 

●​ The age and relationship of the parties, including whether the 

respondent is an employee; 

●​ The scope of the alleged conduct including but not limited to whether 

there is a pattern, ongoing conduct, or impact to multiple individuals; 

●​ The availability of evidence and the complainant’s willingness to 

participate in the grievance procedures; and 

●​ Whether HCCTS could end the alleged sex discrimination and prevent its 

recurrence without initiating its grievance procedures. 
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The Coordinator may initiate a complaint if the conduct as alleged presents an 

imminent and serious threat to the health or safety of the complainant or other 

person, or prevents HCCTS from ensuring equal access on the basis of sex to 

its education program or activity. The Coordinator or designee must notify the 

complainant before initiating a complaint and appropriately address reasonable 

safety concerns, including by providing supportive measures. 

 

The Coordinator will take other appropriate prompt and effective steps to 

ensure that sex discrimination does not continue or recur within HCCTS’s 

education program or activity. 

 

Supportive Measures 

Once notified of conduct that reasonably may constitute sex discrimination 

under Title IX, the Coordinator or designee will promptly contact the 

complainant to offer and coordinate supportive measures, as appropriate, for 

the complainant. If the grievance procedures are initiated or informal 

resolution is offered, the Coordinator or designee will offer and coordinate 

supportive measures, as appropriate, for the respondent. 

 

Supportive measures may include but are not limited to: counseling; 

extensions of deadlines and other course-related adjustments; campus escort 

services; increased security and monitoring of certain areas of the campus; 

restrictions on contact applied to one or more parties; leaves of absence; 

changes in class, work, housing, or extracurricular or any other activity, 

regardless of whether there is or is not a comparable alternative; and training 

and education programs related to sex-based harassment. 

 

Supportive measures must not unreasonably burden either party or be 

imposed for punitive or disciplinary reasons. Supportive measures will be 

designed to protect the safety of the parties or HCCTS’ educational 

environment, or to provide support during the grievance procedures or the 

informal resolution process. 

 

Parties may contact the Coordinator to discuss modification of any supportive 

measures. Parties also have the opportunity to seek modification or 

termination of a supportive measure applicable to them if circumstances 

change materially. 

 

If the party is not satisfied with the Coordinator’s decision on the request to 

modify supportive measures, the party may contact Jonathan Raymond who is 
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impartial employee or who may designate such an employee, to seek 

modification or reversal of HCCTS’ decision to provide, deny, modify, or 

terminate supportive measures applicable to them. The impartial employee is 

someone other than the Coordinator who made the challenged decision and 

has the authority to modify or reverse the decision. 

 

Jonathan Raymond, Executive Director 

1111 Howe Avenue, Suite 505, Sacramento, CA 95825 

 

jonathan.raymond@hccts.org 

916.844.2283 

 

If a party is a student with a disability, the Coordinator must consult with one 

or more members of the student’s 504 Plan Team, if any, in the implementation 

of supportive measures for that student. 

 

Informal Resolution 

At any time prior to determining whether sex discrimination occurred under 

HCCTS’ Title IX grievance procedures, HCCTS may offer an informal resolution 

process to the parties. HCCTS does not offer or facilitate informal resolution to 

resolve a complaint that includes allegations that an employee engaged in sex 

based harassment of a student, or when such a process would conflict with 

Federal, State, or local law. 

 

Before initiation of the informal resolution process, the parties will be provided 

with notice that explains: 

 

●​ The allegations; 

●​ The requirements of the informal resolution process; 

●​ The right to withdraw and initiate or resume the grievance procedures; 

●​ That the parties’ agreement to a resolution at the conclusion of the 

informal resolution process precludes the parties’ use of the grievance 

procedures arising from the same allegations; 

●​ The potential terms that may be requested or offered in an informal 

●​ resolution agreement (e.g., restrictions on contact and participation in 

activities or events) including notice that an informal resolution 

agreement is binding only on the parties; and 

●​ What information is retained and whether and how it may be disclosed 

by HCCTS for use in grievance procedures if the grievance procedures 

are initiated or resumed. 
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Parties will not be required or pressured to agree to participate in the informal 

resolution process. HCCTS will obtain the parties’ voluntary consent to 

participate in the informal resolution process. Parties may end the informal 

resolution process and proceed with the grievance procedures at any time. 

 

The facilitator of the informal resolution process will not be the same person as 

the investigator or the decision maker in the grievance procedures. The 

facilitator cannot have a conflict of interest or bias for or against complainants 

or respondents generally or an individual complainant or respondent. The 

Coordinator will take appropriate prompt and effective steps to ensure sex 

discrimination does not continue or recur. 

 

Grievance Procedures 

 

Scope and General Requirements 

HCCTS has adopted these grievance procedures to provide for the prompt and 

equitable  resolution  of  complaints  made  by  students,  employees,  or  other 

individuals who are participating or attempting to participate in HCCTS’ 

education program or activity, or by the Title IX Coordinator, alleging any 

action that would be prohibited by Title IX. Upon receipt of a complaint, the 

Coordinator or designee will promptly initiate these grievance procedures, or 

the informal resolution process if available, appropriate, and requested by all 

parties. 

 

HCCTS requires that any Title IX Coordinator, investigator, or decisionmaker 

not have a conflict of interest or bias for or against complainants or 

respondents generally or an individual complainant or respondent. A 

decisionmaker may be the same person as the Coordinator or investigator. 

 

HCCTS will treat complainants and respondents equitably. HCCTS presumes 

that the respondent is not responsible for the alleged sex discrimination until a 

determination is made at the conclusion of its grievance procedures. 

 

HCCTS may consolidate complaints of sex discrimination against more than 

one respondent, or by more than one complainant against one or more 

respondents, or by one party against another party, when the allegations of sex 

discrimination arise out of the same facts or circumstances. 
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HCCTS allows for the reasonable extension of timeframes on a case-by-case 

basis for good cause with notice to the parties that includes the reason for the 

delay. Requests for extensions must be submitted to the Coordinator in writing 

at least one (1) business day before the expiration of the timeframe. If a 

timeframe is extended, the Coordinator or designee will notify the parties of the 

new timeframe and the reason for the delay. 

 

HCCTS will take reasonable steps to protect the privacy of the parties and 

witnesses during its grievance procedures. These steps will not restrict the 

ability of the parties to obtain and present evidence, including by speaking to 

witnesses; consult with their family members, confidential resources, or 

advisors; or otherwise prepare for or participate in the grievance procedures. 

The parties shall not engage in retaliation, including against witnesses. 

 

HCCTS will objectively evaluate all evidence that is relevant and not otherwise 

impermissible – including both inculpatory and exculpatory evidence.4 

Credibility determinations will not be based on a person’s status as a 

complainant, respondent, or witness. 

 

If a party is a student with a disability, the Coordinator or designee must 

consult with one or more members, as appropriate, of the student’s IEP Team 

and 504 Team, if any, to determine how to comply with the requirements of the 

Individuals with Disabilities Education Act (“IDEA”) and Section 504 of the 

Rehabilitation Act of 1973 (“Section 504”) throughout the grievance 

procedures. 

 

Dismissal 

 

In most cases, HCCTS will determine whether a complaint is dismissed within 

fifteen (15) business days of receipt of the complaint. 

 

 

____________________________ 

4 Inculpatory means tending to impute guilt or fault, and exculpatory means tending to absolve 

from guilt or fault. 

 

 

HCCTS may dismiss a complaint if: 
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●​ HCCTS is unable to identify the respondent after taking reasonable steps 

to do so; 

●​ The respondent is not participating in HCCTS’ education program or 

activity and is not employed by HCCTS; 

●​ The complainant voluntarily withdraws any or all of the allegations in the 

complaint, the Coordinator declines to initiate a complaint, and HCCTS 

determines that, without the complainant’s withdrawn allegations, the 

conduct that remains alleged in the complaint, if any, would not 

constitute sex discrimination under Title IX even if proven; or 

●​ HCCTS determines the conduct alleged in the complaint, even if proven, 

would not constitute sex discrimination under Title IX. Prior to 

dismissing the complaint on this ground, HCCTS will make reasonable 

efforts to clarify the allegations with the complainant. 

 

Upon dismissal, the Coordinator or designee must promptly notify the 

complainant in writing of the basis for the dismissal and the complainant’s 

right to appeal the dismissal on the following grounds within five (5) business 

days of the dismissal notice: 

 

●​ Procedural irregularity that would change the outcome; 

●​ New evidence that would change the outcome and that was not 

reasonably available when the determination whether sex-based 

harassment occurred or dismissal was made; and 

●​ The Coordinator, investigator, or decision maker had a conflict of interest 

or bias for or against complainants or respondents generally or the 

individual complainant or respondent that would change the outcome. 

 

If the dismissal occurs after the respondent has been notified of the allegations, 

then the Coordinator or designee must also simultaneously notify the 

respondent in writing of the dismissal, the basis for the dismissal, and the 

respondent’s right to appeal the dismissal on the above grounds within five (5) 

business days of the dismissal notice. 

 

If the complaint is dismissed, the Coordinator or designee will offer supportive 

measures to the complainant, as appropriate. The Coordinator or designee will 

also offer supportive measures to the respondent, as appropriate, if the 

respondent has been notified of the allegations. The Coordinator will continue 

to take appropriate prompt and effective steps to ensure that sex 

discrimination does not continue or recur. Dismissal does not preclude action 

under another applicable HCCTS policy. 
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Appeal of a Dismissal 

If a dismissal is timely appealed in accordance with this Policy, the Coordinator 

or designee will promptly notify the parties in writing of the appeal, including 

notice of the allegations if such notice was not previously provided to the 

respondent, the contact information for the decision maker for the appeal, and 

the parties’ right to submit a statement to the decision maker of the appeal in 

support of, or challenging, the outcome within five (5) business days of the 

appeal notice. 

 

The decision maker for the appeal will be someone who has received the 

required Title IX training and did not take part in an investigation of the 

allegations or dismissal of the complaint. The appeal procedures will be 

implemented equally for the parties. Within fifteen (15) business days of the 

appeal notice to the parties, the decision maker will notify the parties in writing 

of the result of the appeal and the rationale for the result. 

 

Notice of the Allegations 

Upon initiation of the grievance procedures, the Coordinator or designee will 

provide notice of the allegations to the parties whose identities are known. The 

notice will include: 

●​ HCCTS’ grievance procedures and any informal resolution process; 

●​ Sufficient information available at the time to allow the parties to 

respond to the allegations. Sufficient information includes the identities 

of the parties involved in the incident(s), the conduct alleged to constitute 

sex discrimination under Title IX, and the date(s) and location(s) of the 

alleged incident(s), to the extent that information is available to HCCTS; 

●​ A statement that retaliation is prohibited; and 

●​ A statement that the parties are entitled to an equal opportunity to 

access the relevant and not otherwise impermissible evidence or an 

accurate description of this evidence; and if HCCTS provides a 

description of the evidence, the parties are entitled to an equal 

opportunity to access to the 

relevant and not otherwise impermissible evidence upon the request of 

any party. 

 

Emergency Removal 
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HCCTS may place a non-student employee respondent on administrative leave 

during the pendency of the grievance procedures in accordance with HCCTS’ 

policies. 

 

HCCTS may remove a respondent from HCCTS’ education program or activity 

on an emergency basis, in accordance with HCCTS’ policies, provided that 

HCCTS undertakes an individualized safety and risk analysis, determines that 

an imminent and serious threat to the health or safety of any person arising 

from the allegations of sex discrimination justifies removal, and provides the 

respondent with notice and an opportunity to challenge the decision 

immediately following the removal. 

 

This provision must not be construed to modify any rights under the IDEA, 

Section 504, or the ADA. 

 

Investigation 

Investigations of complaints will be adequate, reliable, and impartial. In most 

cases, a thorough investigation will take no more than twenty-five (25) 

business days. HCCTS has the burden to conduct an investigation that gathers 

sufficient evidence to determine whether sex discrimination occurred. The 

investigator will review all evidence gathered through the investigation and 

determine what evidence is relevant and what evidence is impermissible 

regardless of relevance in accordance with Title IX. 

 

The following types of evidence, and questions seeking that evidence, are 

impermissible (i.e., will not be used, accessed or considered, except by HCCTS 

to determine whether one of the exceptions listed below applies, and will not be 

disclosed), regardless of whether they are relevant: 

 

●​ Evidence that is protected under a privilege recognized by Federal or 

State law or evidence provided to a confidential employee, unless the 

person to whom the privilege or confidentiality is owed has voluntarily 

waived the privilege or confidentiality; 

●​ A party’s or witness’s records that are made or maintained by a 

physician, psychologist, or other recognized professional or 

paraprofessional in connection with the provision of treatment to the 

party or witness, unless HCCTS obtains that party’s or witness’s 

voluntary, written consent for use in the grievance procedures; and 

●​ Evidence that relates to the complainant’s sexual interests or prior 

sexual conduct, unless evidence about the complainant’s prior sexual 
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conduct is offered to prove that someone other than the respondent 

committed the alleged conduct or is evidence about specific incidents of 

the complainant’s prior sexual conduct with the respondent that is 

offered to prove consent to the alleged sex-based harassment. The fact of 

prior consensual sexual conduct between the complainant and 

respondent does not by itself demonstrate or imply the complainant’s 

consent to the alleged sex-based harassment or preclude determination 

that sex-based harassment occurred. 

 

The parties will have an equal opportunity to present fact witnesses and other 

inculpatory and exculpatory evidence that is relevant and not otherwise 

impermissible and to access such evidence. The parties may submit a written 

response to the investigator within five (5) business days of being provided with 

access to the evidence or an accurate description of it. The parties’ timely 

submitted written responses, if any, will be considered by the investigator and 

decision maker before a determination of responsibility is made. 

 

HCCTS will take reasonable steps to prevent and address any unauthorized 

disclosure of information or evidence by the parties. 

 

Determination of Responsibility 

Before making a determination of responsibility, the decisionmaker may 

interview parties and witnesses to adequately assess a party’s or witness’ 

credibility to the extent credibility is in dispute and relevant to evaluating one 

or more allegations of sex discrimination. 

 

Determinations will be based on an objective evaluation of all relevant and not 

otherwise impermissible evidence and credibility determinations will not be 

based on a person’s status as a complainant, respondent, or witness. The 

standard of evidence used to determine responsibility is the preponderance of 

the evidence standard. 

 

Within fifteen (15) business days of the expiration of the timeframe for the 

parties to submit a written response to the evidence or an accurate description 

of it, the decisionmaker will notify the parties in writing of the determination 

whether sex discrimination occurred including the rationale for such 

determination, and the procedures and permissible bases for the complainant 

and respondent to appeal. 

 

Appeal of the Determination of Responsibility 
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Should a party find HCCTS’ determination unsatisfactory, the party may, 

within five (5) business days of notice of HCCTS’ determination, submit a 

written appeal to the Executive Director, who will serve as the decision-maker 

for the appeal or designate a decisionmaker for the appeal. The decision-maker 

for the appeal must not have taken part in the investigation of the allegations. 

 

The decision-maker for the appeal will: 1) notify the other party of the appeal in 

writing; 2) implement appeal procedures equally for the parties; 3) allow the 

parties to submit a written statement in support of, or challenging, the 

outcome within five (5) business days of the appeal or notice of the appeal; and 

4) within fifteen (15) business days of the appeal, issue a written decision to the 

parties describing the result of the appeal and the rationale for the result. 

 

Consequences 

Students or employees who engage in misconduct prohibited by this Policy may 

be subject to disciplinary action up to and including expulsion from HCCTS or 

termination of employment. If there is a determination that sex discrimination 

occurred, the Coordinator or designee will coordinate the provision and 

implementation of any remedies and/or disciplinary sanctions ordered by 

HCCTS including notification to the complainant of any such disciplinary 

sanctions. The Coordinator will take appropriate prompt and effective steps to 

ensure that sex discrimination does not continue or recur within HCCTS’s 

education program or activity. 

 

No party, witness, or other person participating in HCCTS’ grievance 

procedures will be disciplined for making a false statement or for engaging in 

consensual sexual conduct based solely on HCCTS’s determination whether 

sex discrimination occurred. 

 

Recordkeeping 

HCCTS will maintain the following records for at least seven (7) years: 

 

●​ For each complaint of sex discrimination, records documenting the 

informal resolution process or the grievance procedures, and the 

resulting outcome. 

●​ For each notification the Coordinator receives of information about 

conduct that reasonably may constitute sex discrimination, records 

documenting the actions HCCTS took to meet its obligations under 34 

C.F.R. § 106.44. 
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●​ All materials used to provide required Title IX training. HCCTS will make 

these training materials available upon request for inspection by 

members of the public. 

 

The above records will be maintained in a secure location until destroyed in 

accordance with applicable laws and regulations. 

 

Professional Boundaries:  Staff/Student Interaction Policy 

HCCTS recognizes its responsibility to make and enforce all rules and 

regulations governing student and employee behavior to bring about the safest 

and most learning-conducive environment possible. 

 

Corporal Punishment 

Corporal punishment shall not be used as a disciplinary measure against any 

student. Corporal punishment includes the willful infliction of, or willfully 

causing the infliction of, physical pain on a student. 

 

For purposes of this policy, corporal punishment does not include an 

employee’s use of force that is reasonable and necessary to protect the 

employee, students, staff or other persons or to prevent damage to property. 

 

For clarification purposes, the following examples are offered for direction and 

guidance of School personnel: 

 

A.​ Examples of PERMITTED actions (NOT corporal punishment) 

 

1.​ Stopping a student from fighting with another student; 

2.​ Preventing a pupil from committing an act of vandalism; 

3.​ Defending yourself from physical injury or assault by a student; 

4.​ Forcing a pupil to give up a weapon or dangerous object; 

5.​ Requiring an athletic team to participate in strenuous physical 

training activities designed to strengthen or condition team 

members or improve their coordination, agility, or physical skills; 

6.​ Engaging in group calisthenics, team drills, or other physical 

education or voluntary recreational activities. 

 

 

 

B.​ Examples of PROHIBITED actions (corporal punishment) 
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1.​ Hitting, shoving, pushing, or physically restraining a student as a 

means of control; 

2.​ Making unruly students do push-ups, run laps, or perform other 

physical acts that cause pain or discomfort as a form of 

punishment; 

3.​ Paddling, swatting, slapping, grabbing, pinching, kicking, or 

otherwise causing physical pain. 

 

Acceptable and Unacceptable Staff/Student Behavior 

This policy is intended to guide all School faculty and staff in conducting 

themselves in a way that reflects the high standards of behavior and 

professionalism required of school employees and to specify the boundaries 

between students and staff. 

 

Although this policy gives specific, clear direction, it is each staff member’s 

obligation to avoid situations that could prompt suspicion by students, 

colleagues, or school leaders. One viable standard that can be quickly applied, 

when you are unsure if certain conduct is acceptable, is to ask yourself, 

“Would I be engaged in this conduct if my family or colleagues were standing 

next to me?” 

 

For the purposes of this policy, the term “boundaries” is defined as acceptable 

professional behavior by staff members while interacting with a student. 

Trespassing the boundaries of a student/teacher relationship is deemed an 

abuse of power and a betrayal of public trust. 

 

Some activities may seem innocent from a staff member’s perspective, but can 

be perceived as flirtation or sexual insinuation from a student point of view. 

The objective of the following lists of acceptable and unacceptable behaviors is 

not to restrain innocent, positive relationships between staff and students, but 

to prevent relationships that could lead to, or may be perceived as, sexual 

misconduct. 

 

Staff must understand their own responsibility for ensuring that they do not 

cross the boundaries as written in this policy. Disagreeing with the wording or 

intent of the established boundaries will be considered irrelevant for 

disciplinary purposes. Thus, it is crucial that all employees learn this policy 

thoroughly and apply the lists of acceptable and unacceptable behaviors to 

their daily activities. Although sincere, competent interaction with students 
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certainly fosters learning, student/staff interactions must have boundaries 

surrounding potential activities, locations and intentions. 

 

Duty to Report Suspected Misconduct 

When any employee reasonably suspects or believes that another staff member 

may have crossed the boundaries specified in this policy, they must 

immediately report the matter to a school administrator. All reports shall be as 

confidential as possible under the circumstances. It is the duty of the 

administrator to investigate and thoroughly report the situation. Employees 

must also report to the administration any awareness or concern of student 

behavior that crosses boundaries or where a student appears to be at risk for 

sexual abuse. 

 

Examples of Specific Behaviors 

The following examples are not an exhaustive list: 

 

Unacceptable Staff/Student Behaviors (Violations of this Policy) 

 

a)​ Giving gifts to an individual student that are of a personal and 

intimate nature. 

b)​ Kissing of any kind. 

c)​ Any type of unnecessary physical contact with a student in a 

private situation. 

d)​ Intentionally being alone with a student away from the school. 

e)​ Making or participating in sexually inappropriate comments. 

f)​ Sexual jokes. 

g)​ Seeking emotional involvement with a student for your benefit. 

h)​ Listening to or telling stories that are sexually oriented. 

i)​ Discussing inappropriate personal troubles or intimate issues with 

a student in an attempt to gain their support and understanding. 

j)​ Becoming involved with a student so that a reasonable person may 

suspect inappropriate behavior. 

 

 

 

 

Unacceptable Staff/Student Behaviors without Supervisor Permission 

(These behaviors should only be exercised when a staff member has supervisor 

permission.) 
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a)​ Giving students a ride to/from school or school activities. 

b)​ Being alone in a room with a student at school with the door 

closed. 

c)​ Allowing students in your home. 

 

Cautionary Staff/Student Behaviors 

(These behaviors should only be exercised when a reasonable and prudent 

person, acting as an educator, is prevented from using better practice or 

behavior. Staff members should inform their supervisor of the circumstance 

and occurrence prior to or immediately after the occurrence). 

 

a)​ Remarks about the physical attributes or development of anyone. 

b)​ Excessive attention toward a particular student. 

c)​ Sending emails, text messages or letters to students if the content 

is not about school activities. 

 

Acceptable and Recommended Staff/Student Behaviors 

a)​ Emails, text, phone and instant messages to students must be very 

professional and pertaining to school activities or classes 

(Communication should be limited to school technology). 

b)​ Keeping the door open when alone with a student. 

c)​ Keeping reasonable space between you and your students. 

d)​ Stopping and correcting students if they cross your own personal 

boundaries. 

e)​ Asking for advice from fellow staff or administrators if you find 

yourself in a difficult situation related to boundaries. 

f)​ Involving your supervisor if conflict arises with the student. 

g)​ Informing the Principal about situations that have the potential to 

become more severe. 

h)​ Making detailed notes about an incident that could evolve into a 

more serious situation later. 

i)​ Recognizing the responsibility to stop unacceptable behavior of 

students or coworkers. 

j)​ Asking another staff member to be present if you will be alone with 

any type of special needs student. 

k)​ Asking another staff member to be present when you must be 

alone with a student after regular school hours. 

l)​ Giving students praise and recognition without touching them. 

m)​Pats on the back, high fives and handshakes are acceptable. 

n)​ Keeping your professional conduct a high priority. 
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o)​ Asking yourself if your actions are worth your job and career. 

 

ACKNOWLEDGMENT AND RECEIPT 

 
 

I have received my copy of the Highlands Community Charter and Technical 

Schools Student Handbook. I understand that it is my responsibility to read, 

familiarize myself with, and comply with the policies and procedures in the 

Student Handbook. I understand that I am expected and encouraged to seek 

clarification from my counselor or school administration if I have questions 

regarding anything contained within this handbook. 

 

 

By signing below, I agree to follow the policies and procedures in the handbook 

while I am enrolled with Highlands Community Charter and Technical Schools. 

Failure to sign this form does not preclude students from responsibility or 

discipline. 

 

 

 

I HAVE READ AND UNDERSTAND THE ABOVE STATEMENT AND AGREE TO 

READ THE STUDENT HANDBOOK. 

 

 

 

 

 

 

 

 

 

 

 

Print Name__________________________________________________ 

 

 

 

Signature________________________    Date____________________ 
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