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Section 1: Organizational Overview 
 

Berkeley Unified School District Mission, Vision, and Values and Beliefs
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District Goals  

To ensure continual improvement of our public schools, the Management Team and School Board 
establish goals on a three-year calendar and revise them annually.  Periodic reports on progress 
made in meeting goals are presented to the Berkeley School Board. 

1) Curriculum and Instruction 
2) Strategies to Promote Student Success 
3) Family and Community Engagement 
4) Cultural and Linguistic Relevance 
5) Resources 

 
The full three-year theory of action and goals that direct the work of the school district and our 
schools is available in the front of each School Board Meeting Agenda packet or online at 
http://www.berkeleyschools.net. 
 
WE CARE 

As a public service organization committed to our mission of excellence in public education, the 
Berkeley Unified School District adopted a system of high quality customer service known as WE 
CARE.  Departmental personnel participate in staff development work on an on-going basis to 
create systems and service standards to support the WE CARE expectations: 
 

WILLINGNESS:   Willing to take the extra steps or go the extra mile 
EMPATHY:   Communicating caring and individualized attention 
CONSISTENCY:   Delivering core services in a consistent and dependable manner 
APTITUDE:  Demonstrating a high level of knowledge and skills 
RESPONSIVENESS:   Responding to customer requests or inquiries within 2 business days 
EFFECTIVENESS:   Delivering services in a user-friendly and high quality manner 

 
WE CARE creates an organizational environment that supports strong interdepartmental relations 
and effective functioning of the interrelated systems that are necessary to create a responsive and 
customer-friendly work environment.  The District t
0 g
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http://www.berkeleyschools.net/
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Beliefs 
We believe…. 
…our employees are our best and most valuable asset. 
…we can provide friendly, accurate, and timely customer service. 
…in cooperative and collaborative team work. 
…we are one team that respects and supports each other. 
 
 
Due to the specialized nature of employment in a school district, the services of both certificated 
(e.g. teachers, counselors, school administrators) and classified (e.g. secretaries, custodians, 
instructional assistants) employees are needed to fulfill our mission and serve our students and 
their families.  The organizational structure demonstrated on the next page is designed to provide 
specialized service to all of our employees.  The Human Resources Department Team collaborates 
with the Personnel Commission and its staff to serve and support classified employees.  A Menu of 
Services found on the District website outlines the lines services we provide and whom to contact 
for specific questions or services. 
 

Personnel Commission 

The Berkeley Unified School District Personnel Commission, established in 1943, is one of the 
oldest established personnel commissions in northern California.  It is authorized by the Education 

/wp-content/uploads/2018/08/Human-Resources-Service-Menu-1819-081518-cp-v3.pdf
/wp-content/uploads/2018/08/Human-Resources-Service-Menu-1819-081518-cp-v3.pdf
http://www.berkeleyschools.net/departments/
http://www.berkeleyschools.net/departments/
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Section 2: Employment 
  
Administrative Regulations and Procedures 

All Governing Board policies and regulations are easily accessible through a web-based service 
known as Gamut Online sponsored by CSBA (California School Board Association). The District 
policies page is available by following the link on the Berkeley School Board Policies webpage or 
directly through Gamut using the following logon information: 

Username: BUSD 
Password: Policy 

  
Equal Employment Opportunity   

It is the policy of the Berkeley Unified School District to enhance the quality of education and 
actively promote equal employment opportunities.  The Board prohibits unlawful discrimination 
against and/or harassment of District employees and job applicants on the basis of actual or 
perceived race, color, national origin, ancestry, religious creed, age, marital status, pregnancy, 
physical or mental disability, medical condition, veteran status, sex, gender, or sexual orientation, at 
any District site and/or activity. The Board also prohibits retaliation against any District employee 
or job applicant who complains, testifies or in any way participates in the District's complaint 
procedures instituted pursuant to this policy. 
 
For a full reading of the District’s Nondiscrimination in Employment policy, visit the School Board 
Policies webpage on the District website and use the GAMUT service referenced above. 
  
Americans with Disabilities Act (ADA) 

The District will provide reasonable accommodations for applicants and for employees as required 
by the Americans with Disabilities Act.  The Human Resources Department handles all known 
requests for reasonable accommodations. 
 
Anti-Bullying Policy 

Every student and staff member has the right to a safe and secure school environment, free of 
humiliation, intimidation, fear, harassment, or any form of bullying behavior.  The District’s Anti-
B

http://www.gamutonline.net/
http://www.berkeleyschools.net/school-board/policies/
http://www.berkeleyschools.net/school-board/policies/
http://www.berkeleyschools.net/school-board/policies/
http://www.berkeleyschools.net/wp-content/uploads/2012/02/Anti-bullying_Policy_5131.2.pdf
http://www.berkeleyschools.net/wp-content/uploads/2012/02/Anti-bullying_Regulation_5131.2.pdf
http://www.berkeleyschools.net/departments/student-services/complaint-procedures/
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Employees represented by unions may also seek union representation.  Grievance procedures are 
detailed in the bargaining unit contracts. 
 
Conduct 

All employees are role models for our students and ambassadors to the Berkeley community and 
are expected to conduct themselves in a civil and professional manner at all times. 
 
Confidentiality  

Because of the nature of the District’s business, employees may have access to confidential 
information about families, students, and other employees.  In order to protect individual rights of 
privacy, it is important that knowledge of confidential information only be shared as needed 

http://www.berkeleyschools.net/departments/human-resources/union-contracts-and-salary-schedules/
http://www.berkeleyschools.net/directory/
http://www.berkeleyschools.net/directory/
http://www.edjoin.org/searchResults.aspx?countyID=1&districtID=36
https://www.governmentjobs.com/
http://www.berkeleyschools.net/departments/human-resources/


mailto:sheilarose@berkeley.net
mailto:sheilarose@berkeley.net
mailto:erinarinez@berkeley.net
mailto:erinarinez@berkeley.net
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Because all BUSD employees are considered “Child Care Custodians” and are mandated reporters 
under the law, each school district employee is required to sign and complete the Statement 
Acknowledging Requirement to Report Suspected Child Abuse (see Appendix) as a condition of 
employment.  More information on reporting responsibilities is also available in the Appendix of 
this handbook and on the Employee Forms and Information webpage 

http://www.berkeleyschools.net/departments/human-resources/employee-forms-and-information/
http://www.berkeleyschools.net/departments/human-resources/employee-forms-and-information/
http://www.berkeleyschools.net/departments/human-resources/employee-forms-and-information/
http://www.berkeleyschools.net/wp-content/uploads/2011/10/RM-01_Report_of_Hazard.pdf
http://www.berkeleyschools.net/wp-content/uploads/2011/07/Safety-Suggestion-Form.pdf
http://www.berkeleyschools.net/wp-content/uploads/2011/07/Safety-Suggestion-Form.pdf
http://www.berkeleyschools.net/departments/risk-management/
http://www.berkeleyschools.net/departments/risk-management/
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An employee injured while performing District work must report the injury immediately to 
Company Nurse at: 877-247-1447.  Workers’ Compensation information is contained in the 
following section on “Leaves.”   

Section 3: Leaves of Absence 
 
This section details the most common leaves of absence and includes information about absences 
and other leaves. 
 
Additional information on employees’ rights and responsibilities regarding absences can be found 
in the respective employee union contract, if applicable. 
 
Absence Reporting   

Service to our students depends on timely notification of absences.  An employee who will be 
absent from work should refer to their respective union contracts regarding the provisions that 
define when and how their absences should be reported.  An employee who will be absent from 
work should contact his/her supervisor to inform him/her of the absence.  Upon returning to work 

http://www.berkeleyschools.net/departments/human-resources/union-contracts-and-salary-schedules/


http://www.berkeleyschools.net/departments/human-resources/employee-forms-and-information/
http://www.berkeleyschools.net/departments/human-resources/union-contracts-and-salary-schedules/
http://www.berkeleyschools.net/departments/human-resources/employee-forms-and-information/
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Holidays 

Generally, employees who are employed on a twelve-month basis or who were in a paid status on 
the day before or after the holiday(s) receive a paid holiday for the days listed below: 
Independence Day 
Labor Day 
Veteran’s Day 
Thanksgiving Holiday (Wednesday - Friday) 
Three Winter Board Holidays 
December 25 
New Year’s Day 
Martin Luther King Jr.’s Birthday 
Lincoln’s 

http://www.berkeleyschools.net/departments/business-services-division/payroll/
http://www.berkeleyschools.net/departments/business-services-division/payroll/


http://www.berkeleyschools.net/departments/business-services-division/payroll/
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Contact Information 
Belinda Stuckey 

http://www.berkeleyschools.net/departments/benefits/
http://www.berkeleyschools.net/departments/benefits/
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mailto:Sheilarose@berkeley.net
http://www.berkeleyschools.net/departments/human-resources/employee-forms-and-information/
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Employees should participate in the appropriate safety and disaster preparedness trainings 
provided in the on-going effort to keep students and staff safe.  The Disaster Preparedness webpage 
provides more details and employees should be well informed of their roll and procedures in place 
in the case of an emergency. 
  
Food Policy 

Part of our educational mission is to improve the health and well-being of our students by offering 
healthy food choices and teaching them about good nutrition.  The District Food Policy does not 
allow for the sale of candy, sodas, cookies, or other sweets by K-8 students. Bake Sales and Ice 
Cream Socials must be approved by the K-8 school principal and done in moderation and in 
consideration of the District Food Policy.  Employees should take a moment to familiarize 
themselves with the District Food Policy. 
  
Non-Smoking Policy  

The District is a tobacco and drug free workplace supported by Board Policy, Education Code, 
Health and Safety Code, and other state and federal statutes.  For the safety and health of our 
students, smoking is not permitted within 25 feet of a school or playground or district facility 
(Health and Safety Code 104495).  For more information and legal references on the tobacco and 
drug free workplace, Board Policy and legal references are available by accessing the GAMUT online 
service mentioned in Section 1 of this handbook. 
  
Personal Calls, Email and Text Messages 

Personal communication shall not occur during duty hours.  Break times and lunch periods should 
be used for personal communication matters. 
 
Technology - Acceptable Use Agreement (AUA) 

T

http://www.gamutonline.net/displayPolicy/273980/index.html
http://www.berkeleyschools.net/departments/busd-technology-department/


https://www.berkeleypublicschoolsfund.org/
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Employee Acceptable Use Agreement for Electronic Resources and the Internet 

 
The Berkeley Unified School District (“District”) recognizes the value of computers, personal 

electronic devices and other electronic resources, as well as, to improve student learning and enhance 

the administration and operation of its schools. To this end, the District encourages the responsible use of 

computers; computer networks, including the Internet; and other electronic resources in support of the 

mission and goals of the District and its schools. 

District staff and contractors are reminded that the District e-mail system, email accounts, computer 

accounts and all other user accounts are owned by the District. All electronic mail activity utilizing the 

District server is monitored and logged. To provide for access to computer data when an employee is 

absent, account login and passwords shall be provided to a supervisor or the Technology Director when 

requested. Computer use is provided for educational purposes and district activities; use of computers for 

personal use shall be minimal and comply with the restrictions listed below. 

As used in this Agreement, “personal electronic devices” may include but are not limited to, cellular 

telephones, personal digital assistants (“PDAs”), digital cameras, video recorders, electronic recording 
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e. 
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from Technology Services is prohibited. All computers connected to the network must have virus 

protection software meeting district standards. 

7. Downloading of files and software from the internet, flash drives, CDs, or DVDs: 

a. The unauthorized installation of any software, including shareware and freeware, for use on 

Berkeley Unified School District computers 
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Receipt of Sexual Harassment Prevention Policy  

 
 
 
 
 

 
 

 
 

SEXUAL HARASSMENT POLICY ACKNOWLEDGEMENT 
 
 
 

I have read the provisions and conditions of the Berkeley Unified School 

District's Sexual Harassment Policy.  By signing this document, I 

acknowledge that if I violate the provisions of the Policy, I may be subject 

to disciplinary action or referral to the legal authorities. 

 

Print Name:  ________________________________________ 

Signature: __________________________________________ 

Date:  ______________________________________________ 

Department/Site:___________________________________ 

 

 

 

 

Tear away this acknowledgement page and return it to your 

Principal/Supervisor for forwarding to Educational Services. 
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Request For Leave Form 
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Telephone Directory 

 
Each year a new telephone directory is issued to all schools and department offices.  A Telephone 
Directory is also easily available on the district website under “Contact Us” in the top margin of 
each webpage.  Street addresses of all schools and departments are available on the school and 
department web pages at http://www.berkeley.net.  For quick reference here is a condensed 
telephone directory: 
 
SCHOOL OFFICES 

Berkeley Adult School ................................................................................................................................ 644-6130 
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