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 UNIFORM COMPLAINT PROCEDURES (UCP) 
 BP and AR 1312.3 

 ANNUAL NOTICE 2024-2025 

 The Millbrae Elementary School District annually notifies our students, employees, parents or guardians of its students, the district 
 advisory committee, school advisory committees, appropriate private school officials, and other interested parties of our Uniform 
 Complaint Procedures (UCP) process. 

 The UCP Annual Notice is available on our website. 

 We are primarily responsible for compliance with federal and state laws and regulations, including those related to unlawful 
 discrimination, harassment, intimidation or bullying against any protected group, and all programs and activities that are subject to the 
 UCP. 

 Programs and Activities Subject to the UCP 
 1.  Accommodations for Pregnant and Parenting Pupils 
 2.  Adult Education Programs 
 3.  After School Education and Safety 
 4.  Agricultural Career Technical Education 
 5.  Career Technical and Technical Education and Career Technical and Technical Training Programs 
 6.  Child Care and Development Programs 
 7.  Compensatory Education 
 8.  Consolidated Categorical Aid Programs 
 9.  Course Periods without Educational Content 
 10.  Discrimination, harassment, intimidation, or bullying in district programs and activities, including in those programs or activities 

 funded directly by or that receive or benefit from any state financial assistance, based on a person's actual or perceived 
 characteristics of race or ethnicity, color, ancestry, nationality, national origin, immigration status, ethnic group identification, 
 age, religion, marital status, pregnancy, parental status, physical or mental disability, medical condition, sex, sexual 
 orientation, gender, gender identity, gender expression, or genetic information, or any other characteristic identified in 
 Education Code 200 or 220, Government Code 11135, or Penal Code 422.55, or based on the person's association with a 
 person or group with one or more of these actual or perceived characteristics. 

 Discrimination includes, but is not limited to, the Board's refusal 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 or other 
 resource in a school library, on the basis that it includes a study of the role and contributions of any individual or group 
 consistent with the requirements of Education Code 51204.5 and 60040, unless such study would violate Education Code 
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 51501 or 60044. A complaint alleging such unlawful discrimination may, in addition to or in lieu of being filed with the district, 
 be directly filed with the Superintendent of Public Instruction (SPI). 

 11.  Educational and graduation requirements for students in foster care, students experiencing homelessness, students from 
 military families, students formerly in a juvenile court school, students who are migratory, and students participating in a 
 newcomer program 

 12.  Every Student Succeeds Act 
 13.  Local Control and Accountability Plans (LCAP) 
 14.  Migrant Education 
 15.  Physical Education Instructional Minutes 
 16.  Student Fees 
 17.  Reasonable accommodations to a lactating student 
 18.  Regional Occupational Centers and Programs 
 19.  School plans for student achievement as required for the consolidated application for specified federal and/or state categorical 

 funding 
 20.  School site councils as required for the consolidated application for specified federal and/or state categorical funding 
 21.  State preschool programs 
 22.  State preschool health and safety issues in license-exempt programs 
 23.  Any complaint alleging retaliation against a complainant or other participant in the complaint process or anyone who has acted 

 to uncover or report a violation subject to this policy 
 24.  Any other state or federal educational program the Superintendent of Public Instruction or designee deems appropriate 

 Filing a UCP Complaint 

 The complaint shall be presented to the compliance officer who shall maintain a log of complaints received, providing each with a 
 code number and a date stamp. If a site administrator not designated as a compliance officer receives a complaint, the site 
 administrator shall notify the compliance officer. 

 All complaints shall be filed in writing and signed by the complainant. If a complainant is unable to put a complaint in writing due 
 to conditions such as a disability or illiteracy, district staff shall assist in the filing of the complaint. 

 Complaints shall also be filed in accordance with the following rules, as applicable: 

 1.  A complaint alleging district violation of applicable state or federal law or regulations governing the programs specified in 
 the accompanying Board policy may be filed by any individual, public agency, or organization.  (5 CCR 4600) 

 2.  Any complaint alleging noncompliance with law regarding the prohibition against student fees, deposits, and charges or 
 any requirement related to the LCAP may be filed anonymously if the complaint provides evidence, or information 
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 leading to evidence, to support an allegation of noncompliance. A complaint about a violation of the prohibition against 
 the charging of unlawful student fees may be filed with the principal of the school or with the Superintendent or designee. 

 3.  A UCP complaint, except for a UCP complaint alleging unlawful discrimination, harassment, intimidation, or bullying, 
 shall be filed no later than one year from the date the alleged violation occurred. For complaints related to the LCAP, the 
 date of the alleged violation is the date when the County Superintendent of Schools approves the LCAP that was 
 adopted by the Governing Board.  (5 CCR 4630) 

 4.  A complaint alleging unlawful discrimination, harassment, intimidation, or bullying may be filed only by a person who 
 alleges having personally suffered unlawful discrimination, a person who believes that any specific class of individuals 
 has been subjected to unlawful discrimination, or a duly authorized representative who alleges that an individual student 
 has been subjected to discrimination, harassment, intimidation, or bullying.  (5 CCR 4630) 

 5.  A complaint alleging unlawful discrimination, harassment, intimidation, or bullying shall be initiated no later than six 
 months from the date that the alleged unlawful discrimination occurred, or six months from the date that the complainant 
 first obtained knowledge of the facts of the alleged unlawful discrimination. The time for filing may be extended for up to 
 90 days by the Superintendent or designee for good cause upon written request by the complainant setting forth the 
 reasons for the extension.  (5 CCR 4630) 

 6.  When a complaint alleging unlawful discrimination, harassment, intimidation, or bullying is filed anonymously, the 
 compliance officer shall pursue an investigation or other response as appropriate, depending on the specificity and 
 reliability of the information provided and the seriousness of the allegation. 

 7.  When a complainant of unlawful discrimination, harassment, intimidation, or bullying or the alleged victim, when not the 
 complainant, requests confidentiality, the compliance officer shall inform the complainant or victim that the request may 
 limit the district's ability to investigate the conduct or take other necessary action. When honoring a request for 
 confidentiality, the district shall nevertheless take all reasonable steps to investigate and resolve/respond to the 
 complaint consistent with the request. 

 Responsibilities of the Millbrae Elementary School District 
 The District shall post a standardized notice, in addition to this notice, with educational and graduation requirements for students in 
 foster care, students who are homeless, students from military families and students formerly in Juvenile Court now enrolled in a school 
 district. 

 Any complainant who is dissatisfied with the district's investigation report on a complaint regarding any specified federal or state 
 educational program subject to UCP may file an appeal in writing with CDE within 30 calendar days of receiving the district's 
 investigation report. 

 Copies of our UCP procedures shall be available free of charge. 
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 Contact Information 
 Complaints within the scope of the UCP are to be filed with the person responsible for processing complaints: 

 Catherine Waslif 
 Director of Educational Services 
 555 Richmond Drive, Millbrae, CA 94030 
 (650) 697-5693 ext. 021 
 cwaslif@millbraesd.org 

 The above contact is knowledgeable about the laws and programs that they are assigned to investigate in the Millbrae Elementary 
 School District. 
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