
 

 

 

AGREEMENT 

Between Klamath-Trinity 

Joint Unified School District 

and 

California School Employees 

Association, Chapter 347 
 

 

 

 

Effective July 1, 2017 through June 30, 2020 



 

PREAMBLE 

This Agreement is made and entered into this sixteenth day of August 2011, by and between 
KLAMATH-TRINITY JOINT UNIFIED SCHOOL DISTRICT (hereinafter referred to as 
“District”), and CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION and its KLAMATH-
TRINITY CHAPTER #347 (hereinafter referred to as “CSEA”) or its Successors.   
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ARTICLE I 
 

RECOGNITION 
 

1.1 Acknowledgment: The District hereby acknowledges that CSEA is the exclusive bargaining 
representative for all classified employees holding those positions described in Appendices A1, 
A2, and B hereinafter referred to as "employee" or "employees".  The bargaining unit may be 
expanded to other classes or newly created classes or reduced in size by deleting positions or 
classes by mutual agreement of the District and CSEA subject to the rules of the PERB. 
Disputed cases shall be submitted to the PERB for resolution. 
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ARTICLE II  

ORGANIZATIONAL SECURITY 

2.1   CSEA shall have the sole and exclusive right to have employee organization membership 
dues and service fees payroll deducted for bargaining unit employees by the District. 

 
2.2  Within thirty calendar days of the date of execution of this Agreement, or within thirty 

calendar days of the first date of paid service for bargaining unit employees hired during 
the life of this Agreement, each bargaining unit employee shall either become a member 
of CSEA and pay regular CSEA membership dues and assessments, or in the alternative, 
shall pay service fees to CSEA in amounts equal to regular CSEA membership dues and 
assessments to the extent permitted by 8 CCR 32990, and following.  Each bargaining 
unit employee shall maintain one or the other form of payment in full force or effect for 
the life of this Agreement. 

 
2.3  Should any bargaining unit employee fail to comply with the provisions of Section 2.2, 

the CSEA Chapter President shall notify the District Superintendent of that fact in writing, 
and shall request that the District commence withholding the service fee amount from the 
employee's wages.  The District shall commence withholding the service fee amount from 
the employee's wages during the next payroll cycle, and shall deliver such amount to 
CSEA in the same manner as other employees’ dues and service fees.  The District shall 
continue withholding service fees from the employees' wages on a monthly basis from 
September through June of each year until such time as CSEA notifies the District in 
writing to terminate such withholding. 

 
2.4  Any bargaining  unit employee who has a personal or philosophical objection to supporting 

CSEA, or who is a member of a religious body whose traditional tenets or teachings 
include objections to joining or financially supporting employee organizations,  shall be 
excused from the provisions of Section 2.2 except that such employee shall, in lieu of 
payment of dues/service fees to CSEA, pay amounts equal to such dues/service fees to a 
nonreligious, non-labor organization or charitable fund exempt from taxation under 
Section 501(c)(3) of Title 26 of the Internal Revenue Code, chosen by the employee.  An 
employee electing this option must provide documentary proof to CSEA, in the form of 
itemized receipts or cancelled checks, of payment to the fund chosen.  Such proof shall be 
presented to CSEA on or before October 15 of each school year.  If the employee refuses 
to make the payments as provided above, CSEA shall have the right to impose the 
provisions of Section 2.2 on the employee. 

 
2.5  The District agrees to notify the CSEA Chapter President in writing of the names, 

addresses, assigned job sites, and job classifications of all bargaining unit employees 
within five working days of the date of execution of this Agreement, and within five 
working days of first date of paid service for employees hired during the life of this 
Agreement. 

 
2.6  CSEA membership dues and service fees shall be paid in accordance with the rates         

regularly established which may be modified or amended during the life of this Agreement 
in accordance with the provisions of the Constitution and Bylaws of CSEA (the State 
Association and/or the affiliated Chapter). 
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2.7 CSEA agrees to pay the costs of defense of the District against any claim, demand, lawsuit or 
administrative action arising from District enforcement of this Article, and to indemnify and 
hold the District harmless from such claim, demand, lawsuit or administrative action. 
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ARTICLE III 
 

ORGANIZATIONAL RIGHTS 
 

3.1  CSEA Rights: CSEA shall have the following rights in addition to the rights 
contained in any other portion of this Agreement: 

 
3.1.1  The right to be supplied with a complete seniority roster of all bargaining unit 

employees on the effective date of this Agreement and annually thereafter upon 
written request by CSEA. The roster shall indicate the employee's present 
classification and job site. 

 
3.1.2  The right to receive two copies of the District's budget and financial material which is 

otherwise available to the public and is related to CSEA's duties as exclusive 
representative, when it is made public by submission to the Governing Board, which 
is usually seventy-two hours prior to the Board meeting at which it will be considered 
as an action item. 

 
3.1.3  The right to review at all reasonable times any other public materials in the possession 

of or produced by the District necessary for CSEA to fulfill its role as the exclusive 
bargaining representative. CSEA shall present reasonable evidence of any such 
relationship to the District. 

 
3.1.4    The right of the Chapter President or designee to reasonable release time to meet with 

management on employment relations matters at such time as are arranged in advance 
with the Superintendent or his/her designee. 

 
3.1.5    The right to consult with the District regarding the removal of and or revision to 

antiquated language from existing job descriptions as the parties discover antiquated 
language in those job descriptions.  

 
3.2  Prohibition Against Advisory Committees: The District shall not form or cause to be formed 

any advisory committee not otherwise mandated by outside authority or law, on any matter 
under this Agreement concerning bargaining unit employees without the consent of CSEA. 

 
3.3  Distribution of Contract: Within thirty days after the execution of this contract the District 

shall print or duplicate and provide to CSEA without charge one copy of this contract for 
every employee in the bargaining unit, three copies for the Association and, one electronic 
copy in a portable media format. 

 
3.4   Orientation on the Contract: During normal work hours in the District orientation week, 

CSEA shall have the right to conduct a one-hour orientation session on this Agreement for 
bargaining unit employees, except those employees whom the District deems necessary to the 
maintenance of District operations. The president of the exclusive representative and 
superintendent shall meet to arrive at a mutually agreeable arrangement for such session. 

 
3.5  The representational status of CSEA and the effect of this Agreement during its term, in the 

event of any unification, unionization, annexation, or merger or deunification, or change of 
District boundaries or organization, shall be determined pursuant to statute and the rules, 
regulations, and decisions of the Public Employment Relations Board and courts of competent 
jurisdiction. This Agreement shall be binding upon any succeeding governing board of this 
District during its term. 
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3.6  Printing/Copying Rights:  During the life of this Agreement CSEA shall have the right to 

make use of District printing, copying, and duplication equipment and materials only for 
the publication of CSEA printed material.  This right shall be exercised outside of duty 
hours and shall be subject to the District right to schedule such use.  The District shall 
charge CSEA for such use at established District rates for duplication of printed materials. 

 
3.7  Release Time for CSEA Business:  The District shall provide a total of forty (40) hours 

of paid release time for CSEA Chapter member(s) to attend the CSEA Annual 
Conference. 



6 
 

ARTICLE IV 
DISTRICT RIGHTS 

4.1  All matters not specifically enumerated as within the scope of representation in 
Government Code§ 3540 et seq. and/or designated as rights shared with CSEA or 
finally determined by PERB or an appeals court of competent jurisdiction to be within 
the scope of representation are reserved to the District.  It is agreed that such reserved 
rights include, but are not limited to, the exclusive right and power to determine, 
implement, supplement, change, modify, or discontinue, in whole or in part, temporarily 
or permanently, any of the following: 

 
4.1.1  The legal, operations, geographical, and organizational structure of the District, 

including the chain of command, division and allocation of authority, 
organizational divisions and subdivisions, external and internal boundaries of all 
kinds, and advisory commissions and committees; 

 
4.1.2  The financial structure of the District, including all sources and amounts of 

financial support, income, funding, taxes and debt, and all means and conditions 
necessary or incidental to the securing of same, including compliance with any 
qualifications or requirements imposed by law or by funding sources as a condition 
of receiving funds; all investment policies and practices; all budgetary matters and 
procedures, including the budget calendar, the budget formation process, 
accounting methods, fiscal and budget control policies and procedures, and all 
budgetary allocations, reserves, and expenditures apart from those expressly 
allocated to fund the wage and benefit obligations of this Agreement; 

 
4.1.3  The acquisition, disposition, number, location, types, and utilization of all District 

properties, whether owned, leased, or otherwise controlled, including all facilities, 
grounds, parking areas, and other improvements, and the personnel, work, 
services, and activity functions assigned to such properties; 

 
4.1.4  All services to be rendered to the public and to District personnel in support of the 

services rendered to the public; the nature, methods, quality, quantity, frequency, 
and standard of service, and the personnel, facilities, vendors, supplies, materials, 
vehicles, equipment, and tools to be used in connection with such services; 

 
4.1.5  The utilization of personnel not covered by this Agreement, including but not 

limited to substitutes, short-term employees, consultants, confidential, and 
supervisory or managerial personnel, and the methods of selection and assignment 
of such personnel; 

 
4.1.6  The educational policies, procedures, objectives, goals, and programs, including 

those relating to curriculum, course content, textbook selection, educational 
equipment and supplies, admission, attendance, pupil transfers, grade level 
advancement, guidance, grading, testing, records, pupil health and safety, pupil 
conduct and discipline, transportation, food services, racial and ethnic balance, 
extracurricular and co-curriculum; activities, and emergency situations with respect 
to such matters; 

 
4.1.7  The selection, classification (not related negotiable issues such as wages and not 

reclassification or changes in a classification), direction, and termination of all 
personnel of the District (subject to any hearing rights); equal employment  
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policies and programs to improve the District's utilization of women and 
minorities; the assignment of unit members to any location and also to any 
facilities, classroom, functions, activities, academic subject matter, grade levels, 
departments, tasks, or equipment; and the determination as to whether, when and 
where there is a job opening; 

 
4.1.8  The job duties and qualifications on which job classification are based; 

 
4.1.9   The duties and standards of performance of all employees; and whether unit 

members adequately perform such duties and meet such standards; 
 

4.1.10 The dates, times, and hours of operation District facilities, functions, and 
activities; 

 
4.1.11 Safety and security measures for students, employees, the public, properties, 

facilities, vehicles, materials, supplies, and equipment, including the various 
written rules and duties of all personnel with respect to such matters; 

 
4.1.12 The rules, regulations, and policies for all unit members not abrogated or 

modified through collective bargaining, and for, students and the public; 
 

4.1.13 The retirement of unit members for disability in accordance with retirement law; 
and 

 
4.2  All other rights of management not expressly limited by the clear and explicit 

language of this Agreement are also expressly reserved to the District. 
 
4.3   The exercise of any right reserved to the District herein in a particular manner or the 

non-exercise of any such right shall not be deemed a waiver of the District’s right or 
preclude the District from exercising the right in a different manner, nor does CSEA 
waive any rights guaranteed by law. 

 
4.4   The District retains its rights to temporarily amend, modify, or rescind policies and 

practices referred to in this Agreement in cases of emergency.  An emergency for the 
purposes of this Article shall be an act of God, or natural disaster such as, but not limited 
to earthquakes, floods, severe fires, major attack, plague or a financial situation 
equivalent to one or all of the examples above.  In addition, the declaration of an 
emergency which temporarily amends, modifies or rescinds rights guaranteed under this 
Agreement shall be subject to judicial review. · 

 
4.5  The explicit language of the other Articles of this Agreement shall take precedence over 

this Article in any dispute between the parties as to the violation, implementation or 
interpretation of this Agreement. 

 
4.6  Any dispute arising out of or in any way connected with either the existence of or the 

exercise of any of the reserved rights of the District is not subject to the grievance 
provisions set forth in Article XIV.  However, this provision does not prevent the 
grievability of shared rights if found in the other language in the Articles of this 
Agreement. 
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ARTICLE V 
HOURS AND OVERTIME 

 
5.1  Workweek:  The regular workweek for full-time employees who are members of the unit 

shall consist of five eight (8) hour days, or forty hours per week.  This Article shall not 
restrict the extension of the regular workday or workweek on overtime basis when such is 
deemed necessary by the District to carry on the business of the District.  However, 
employees working in a specific job class directly serving Special Education students 
(Instructional Assistants) may work in excess of eight (8) hours per day without 
compensation for overtime, provided that any hours worked by such an employee in 
excess of 40 in a calendar week shall be compensated on an overtime basis.  Nothing in 
this Article shall be deemed to bar the District from establishing new positions with a 
workday of less than eight (8) hours or a workweek of less then 40 hours. 

 
5.2  Workday:  The length of the regular workday shall be designated by the District for each 

classified assignment.  Each classified bargaining unit position shall have a regular 
minimum number of assigned hours each day, each week, and months per year.  Any 
reduction in assigned time voluntarily consented to by the employee in lieu of layoff 
shall be considered a layoff. 

 
5.3  Adjustment of Assigned Time:  Except as provided in 5.3.1 and 5.3.2, below, when a part-

time employee is assigned, with the approval of the immediate supervisor, to work 
additional time beyond his/her regular part-time assignment in his/her regular job class, 
which averages thirty or more minutes per day for a period of twenty consecutive  working 
days or more, the employee's regular assignment shall permanently be adjusted upward to 
reflect the longer hours, retroactive to the first day of the assignment.  Sick leave and 
vacation accrual shall also be adjusted upward retroactively.  Eligibility for increased 
contractual (health, etc.) benefits shall be applied prospectively, effective on the first day 
of the month following completion of the twenty consecutive working days. 

 
5.3.1  When a part-time employee is assigned, with the approval of the immediate 

supervisor, to temporarily work additional time beyond his/her regular part- time 
assignment that averages thirty or more minutes per day for a period of twenty 
consecutive working days or more, on a substitute basis either replacing an absent 
incumbent or filling a vacant position, the employee shall have his/her sick leave 
and vacation accrual adjusted upward for the duration of the assignment but shall 
not obtain a permanent update adjustment in assigned regular hours.  During this 
assignment, the employee shall be paid at either his/her normal wage, or at the 
lowest step of the higher salary range which does not result in a reduction of in 
wages. 

 
5.3.2  The provisions of section 5.3.1 shall also apply when a part-time employee 

serves additional time in a short-term assignment as defined in Education Code 
section 45103. 

 
5.4  Lunch Periods: All bargaining unit members assigned to work more than six hours per day 

shall be entitled to an uninterrupted, uncompensated lunch period of not longer than one 
hour, nor less than one-half hour, which period shall be scheduled at or about the midpoint 
of each work shift. 

 
5.4.1  This section shall not apply to those employees who work a split shift schedule, or 

employees whose presence is deemed by the District to be necessary due to varying 
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operating conditions. An employee required by the District to work during his lunch 
period shall be compensated either by pay or compensatory time off at the rate of time 
and one-half for all time worked during the normal lunch period. 

 
5.5 Rest Periods: 

 
5.5.1  Employees shall be granted compensated rest periods which, insofar as practicable, 

shall be in the middle of the work period, at the rate of fifteen minutes per 
consecutive four hours or more worked. Employees who work less than three 
consecutive hours will receive a ten-minute rest period. The District reserves the 
right to schedule rest periods. 

 
5.5.2  Compensated rest periods of a total of thirty minutes on evening or special work 

shifts shall be scheduled by the District. The District shall take into consideration 
the desires of the employees. 

 
5.6 Overtime: Except as otherwise provided herein, all overtime hours as defined in this section 

shall be compensated at a rate of pay equal to time and one-half the regular rate of pay of the 
employee for all work approved by the District. Except as 
identified in section 5.1 above for the specific class of employees, overtime is defined 
to include any time worked in excess of eight hours in any one day or on any one shift or in 
excess of forty hours in any calendar week, whether such hours are worked prior to the 
commencement of a regularly assigned starting time or subsequent to the assigned quitting 
time. Except in instances where the need for overtime work could not be anticipated and the 
work must be done immediately, all overtime must be approved by the employee's immediate 
supervisor prior to the overtime being 
worked. Where prior approval cannot reasonably be obtained, the employee may work the 
necessary overtime but shall notify the supervisor as soon as possible but no later than the 
next workday. 

 
5.6.1  When an employee is required to work on any holidays as specified in Article 

10 of this Agreement, s/he shall be paid compensation at the rate of time and 
one-half of his/her regular rate of pay in addition to the regular pay received for the 
holiday for any hours beyond 40 in that workweek. For any hours under 40 in that 
workweek, s/he shall be paid his/her regular time in addition to the pay for the 
holiday. 

 
5.7 Compensatory Time Off: An employee may choose compensatory time in lieu of monetary 

compensation for overtime work.  Any such decision shall be submitted in writing to the 
immediate supervisor within three workdays following the day the overtime is worked. 
Failure to submit this decision shall waive the employee's right to choose, leaving the 
choice to the District. The taking of compensatory time off must be scheduled with and 
approved by the immediate supervisor prior to the absence, provided, however, the 
District reserves the right to require the employee to take compensatory time off and to 
schedule such time off.  Compensatory time off shall be granted at the appropriate rate of 
overtime in accordance with Section 5.6 of this article.  An employee may not accrue 
more than 80 hours of compensatory time at any time; beyond 80 hours, the employee 
shall receive monetary payment for overtime. 

 
5.8  Assignment of Overtime:  Assignment of overtime shall be made by the District based on 

the needs of the District and the qualifications necessary to accomplish the task.  If more 
than one employee at a worksite is qualified by present classification to perform the 
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overtime work, assignment of overtime will be rotated among those employees so 
qualified. 

 
5.9  Minimum Call In Time:  Any employee called in to work on a day when the employee is 

not scheduled to work shall receive a minimum of two hours pay at the appropriate rate of 
pay under this Agreement, and will be paid the appropriate rate of pay to the nearest one-
half hour after the full two hours of work. 

 
5.10  Request for Excuse from Overtime:  An employee may request to be excused from 

overtime.  This request shall be granted unless in the opinion of the immediate 
supervisor, no other suitable employee is available to replace him or an emergency 
exists which demands his presence. 

 
5.11   Standby Time:  All standby time shall be considered as regular hours worked and shall 

be compensated on a straight time or overtime basis as are other hours worked under this 
Agreement. 

 
5.12  Call Back Time:  Any employee called back to work after completion of his/her regular 

assignment on a workday or on a non-work day shall be compensated for at least two 
hours work at his/her overtime rate. 

 
5.12.1 If the call back is on a regular workday, if following the first two (2) hours of the 
call back additional work is required, the employee's pay for that day shall be as follows: 

 
5.12.1.1   Regular work day – regular pay; 

 
5.12.1.2   Initial call back time of two (2) hours - overtime pay; 

 
5.12.1.3   Then, any additional hours worked less a total of eight (8) hours- 
regular pay; 

 
5.12.1.4   Hours beyond regular work day and initial call back time totaling more 
than eight (8) hours - overtime pay. 

 
5.12.2 Each employee shall inform his/her supervisor if s/he is willing to work call back 
time and provide a means to reach him/her in off-duty hours.  Notice shall be provided in 
writing using the Call Back/ Overtime Form, attached as Appendix D to this Agreement.  
The most senior employee in classification at the job site who has notified the supervisor 
of his/her willingness to be called back shall be called back first.  If the supervisor is not 
able to reach that individual, the next senior employee in the classification at the job site 
shall be called.  If the supervisor is not able to reach this individual, the supervisor may 
contact any district employee who can perform the services needed. 

 
5.13  Hours Worked:  For the purpose of computing the number of hours worked, all time 

during which an employee is in paid status shall be construed as hours worked. 
 

5.13.1 All employees shall use time clocks provided by the District to record their arrival 
times at and departure times from work each day.  The parties recognize that 
compensation is based on each employee's assigned working hours, which may 
differ somewhat from arrival and departure times recorded on time cards, and 
employees must still comply with section 5.23, below. Employees are required to 
clock out and in for lunch periods and shall clock out and in for any other absence 
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from duty; provided, however, if an employee is unable to clock out and in for 
lunch due to being away on duty from the time clock site during the lunch period, 
the employee shall manually record the lunch period time taken on the time card 
before the end of the workday.  Lunch periods are not included in compensated 
working hours. Employees are responsible for punching their own time cards, and 
they shall not punch in or out for another employee. 

 
5.14  Recess Assignments:   When work normally and customarily performed by employees is 

required to be performed during academic recess periods, the work shall be offered to 
employees possessing the qualifications for employment in each classification of service 
which is required.  If the Superintendent or her/his designee determines that two or more 
employees are equally qualified, the more senior employee shall be offered the recess 
assignment. 

 
5.14.1  An employee who accepts a recess assignment in accordance with the provisions 

of this section shall receive, on a pro rata basis, no less than the compensation  
and benefits, including credit for seniority pursuant to Education Code section 
45308, applicable to that classification to which s/he is assigned.  If the recess 
assignment is in the employee's regular job class, the hours worked shall be 
counted as regular hours for all purposes.  If the recess assignment is not in the 
employee's regular job class, the employee shall be compensated at Step 1 of the 
appropriate salary range. If the employee has worked in the recess assignment 
classification for five years, beginning the sixth year in the recess assignment, the 
employee shall be placed at Step 4 of the appropriate salary range.  If the 
employee has worked in the recess assignment classification for ten years, at the 
start of the eleventh year the employee shall be placed at Step 6 of the appropriate 
salary range. 

 
5.14.2 All hours assigned to an employee for a recess assignment shall be considered 

"hours in paid status" for the purposes of this Agreement once he/she reports for 
work. 

5.15  Alternative Recess Work Calendar:  During recess periods, upon mutual consent 
between the District and CSEA, the parties may agree that the schedule can be 
changed to an alternate work calendar.  The alternative recess work calendar shall 
be determined at least thirty (30) calendar days in advance of the starting date of 
each recess. 

 
5.16  Special Trip Assignments:  Special trip assignments shall be distributed and rotated as 

equally as possible among bus drivers who express a timely interest in such runs by a date 
fixed by the District prior to the start of school each academic year.  All bus drivers shall 
have the option to apply for activity runs by a date fixed by the District prior to the start of 
school each academic year.  A meeting of interested drivers and District management 
personnel shall be held prior to the District's decision on the allocation of activity runs.  
The District's decision shall be final. 

 
5.17  Vehicle Unavailability:  Whenever as a result of the unavailability of appropriate District 

vehicles due to mechanical or other malfunctions a bus driver regularly scheduled to 
work is unable to work, he/she shall receive pay at the rate he/she would have received for 
working that day provided the driver notifies his/her immediate supervisor of said vehicle 
unavailability in a timely fashion and works the hours for which paid under assignment 
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from the District. 
 

5.18  Utilization Of School Bus Driven By Bargaining Unit Drivers Or Van Driven By Person 
Not In Bargaining Unit:  The District and CSEA hereby agree to the following procedure 
for determining whether school buses driven by bargaining unit bus drivers, or vans 
driven by other individuals, will be utilized to transport District students on athletic and 
field trips:  If the full student load to be transported to a given location can legally be 
accommodated  in three or fewer vans, the District shall be free to utilize vans.  If the full 
student load to be transported to a given location would exceed the legal capacity of three 
vans, the District shall utilize a school bus and a bargaining unit bus driver.  The District 
shall have the option to exceed the above limits if no bargaining unit bus driver is 
available to drive a trip for which a bus would otherwise be required, or in extreme 
circumstances where the use of additional vans is deemed necessary. 

 
5.19  Vacation/Summer Custodial Work Pool Assignment:  When any summer custodial pool 

employee is required to be present at a work site more than 15 miles from his initial 
work site, he will (a) be provided a District vehicle or mileage reimbursement and, (b) 
clock in and out from work at a central location in Hoopa, subject to agreement between 
the District and the employee.  If the pool is assigned at the employee's normal work 
site, the employee will clock in and out at the normal site.  If an employee, normally 
assigned at Orleans, Jack Norton or Weitchpec, is assigned at one of these sites, the 
supervisor shall be responsible for clocking that person in and out at the central location.  
Should the distance to the daily assignment be less than 15 miles from employee's initial 
work site, only the transportation or mileage shall be provided, and the employee will 
clock in at the new work site. 

 
5.19.1 Anytime the summer custodial work pool is required to move to another work site 

during the day, the District will bear the cost of transportation and time for such 
move. 

 
5.19.2 "Initial work site" will be that work site on which the employee usually reports 

to his/her immediate supervisor during the regular academic year. 
 
5.20   School Closures:  In the event a school is closed due to conditions beyond the control· of 

the District, such as flood, snow, slides or extended power failure, the following 
compensations conditions shall apply: All employees shall be paid for snow days whether 
or not they are required to work.  However, if the District reschedules missed school days 
later in the year, academic year employees who did not work on snow days may be 
required to work make-up days without additional compensation. Academic year 
employees who worked on the snow day(s) shall receive additional compensation for 
makeup days, if required to work.  Employees who are required to work in the event of a 
school closure and whose number of contracted work days are greater than the number of 
academic calendar days shall be provided a floating holiday to be used on or before June 
30th of the fiscal year in which it transpired. The intent of this Section is that no employee 
should lose any portion of his/her regular annual wages due to snow days, yet the District 
has a right to expect service for compensation paid. 

 
5.21   Backfilling:  The purpose of this Section is to give employees opportunities to 

temporarily increase their hours of employment, temporarily increase their wages, 
and/or acquire experience in different job assignments and classes. 
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5.21.1 When the District decides to temporarily replace an employee who is absent from 
work for a period of time anticipated by the District to last more than twenty (20) 
workdays, the supervisor shall offer this backfilling opportunity to another 
employee who, in the supervisor's opinion, is qualified; if the temporary absence is 
anticipated to be twenty (20) workdays or less, the supervisor may do so.  The 
District will post any backfilling opportunities at each worksite for at least three 
workdays before the supervisor recommends a person to be selected.  Any 
employee interested in being selected to backfill must submit a request to the 
supervisor and the Administrative Assistant/Personnel on a District-provided form 
stating his/her interest. 

 
5.21.2 For purposes of this Section an employee accepting a backfilling assignment will 

be considered a substitute employee for the duration of the assignment, in the sense 
that the employee acquires no right to continue in the assignment. The employee 
will continue to receive statutory/contractual benefits during the backfilling 
assignment which he/she received in their regular assignment.  If the backfilling 
assignment is not in the employee's regular job class, the employee shall be 
compensated at Step 1 of the appropriate salary range or the step reflecting prior 
seniority accrued in that position.  For seniority purposes, all service in the 
backfilling assignment will be recorded as having been served in the employee's 
regular class. 

 
5.21.3 The backfilling employee will revert to his/her regular assignment when the absent 

employee returns to duty or when, in the opinion of the Superintendent or his/her 
designee, the reversion is in the best interest of the District.  At the conclusion of 
the originally anticipated term of the backfilling assignment, if the absent 
employee is not able to return to duty and remains on an approved leave of 
absence, the term of the backfilling assignment may be extended by the District.  
In no event shall a backfilling assignment exceed one year in duration.  If the 
absent employee leaves District employment during a backfilling assignment, the 
backfilling employee acquires no right to the position. 

 
5.22  Multiple Positions:  Part-time employees are entitled to seek additional part-time 

positions to improve their incomes and experience, and to become eligible for 
District-paid group health care benefits.  A permanent part-time employee who 
applies for a vacant additional part-time position in his/her current job class which: 1) 
does not conflict with the scheduled work hours of the employee's current 
assignments and; 2) results in total regular working hours which do not exceed 8 per 
day and 40 per week, and; 3) the employee possesses the necessary qualifications, the 
employee shall be given equal consideration in selection with employees seeking 
transfers under the provisions of this Agreement.  If two or more employees apply 
who meet the requirements of the scenarios detailed above, the senior employee shall 
be given preference. 

 
When applying for an additional part-time position, the employee shall indicate 
"additional position" on the in-house application form rather than "transfer."  It is the 
employee's responsibility to make his/her wishes clearly known to the District.  An 
application which lacks the "additional position" notation will be considered a transfer 
application, in which case the employee will lose his/her current position, if selected. 

 
5.23   Timely Reporting for Work and Notice:  Bargaining unit employees shall report for work 
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on time each work day, shall be ready to commence work immediately at the beginning of 
the shift, and shall remain at work for the entire work shift unless they have received 
permission to leave work early. If an employee cannot report for work on time he/she 
must contact the supervisor by 6:30A.M. or one half (1/2) hour before the shift begins, 
whichever is earlier, to inform his/her immediate supervisor/designee of the reasons for 
the inability to report to work, and request an appropriate leave of absence.  Failure to 
report for work on time and to be ready to commence work immediately or failure to 
remain at work for the entire shift without having obtained permission from the supervisor 
to leave work early shall be grounds for disciplinary action. 
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ARTICLE VI 
 

PERFORMANCE EVALUATION AND PROBATIONARY PERIOD 
 
6.1  Intent: It is the intent of the parties that the evaluation process be utilized as a staff 

development tool. Evaluations should highlight employee strengths and weaknesses in such a 
way as to recognize high quality performance and to motivate improvement. Employees 
having a combined job description shall receive an evaluation co-signed by each supervisor.  
Information or statements in a performance evaluation shall be primarily based upon the 
personal experience of the evaluator observing or reviewing the employee's work 
performance.  If  any such information or statements are not based upon the personal 
experience of the evaluator, such information or statements shall have been investigated by 
the evaluator and determined by him/ her to be accurate. 

 
6.2  Evaluation Discussion: The employee shall schedule a meeting with the evaluator to discuss 

the evaluation if the employee does not understand or does not agree with the evaluation. 
 
6.3  Receiving the Evaluation: The employee shall sign the evaluation. The employee's 

signature does not imply agreement with the evaluator's ratings, but rather indicates the 
employee has received the evaluation. 

 
6.4  Response to Evaluation; Retention by District: The employee may prepare a written response 

to the evaluation and deliver it to his/her evaluator within ten days after receiving the 
evaluation. This response shall be attached to the original evaluation form. The original 
evaluation shall be inserted in the employee's personnel file. The employee shall receive a 
copy of the completed evaluation. 

 
6.5  Grievances Regarding Evaluation: Alleged procedural violations of this article, but not the 

contents or opinions expressed in evaluations, shall be subject to the grievance procedure. 
 

6.6  Personnel Files: There shall be maintained at the District Office one central personnel file 
for each employee. Each employee's personnel file constitutes the legal, permanent, and 
official record of employment, and is the file referred to in Education Code Section 44031. 
Access to an employee's personnel file shall be limited to the employee, District 
management, supervisory and confidential employees on official business, District legal 
counsel, any representative of the employee with the employee's written authorization, and 
any individual authorized access by order of a court of law. 

 
6.7  Inspection of Personnel Files: Employee may make an appointment to inspect their personnel 

files at any time the District Office is open for business and the employee is not on duty. The 
District may control personnel file inspections to ensure the security of file contents.  
Documents exempt from employee inspection under Education Code section 44031 are not 
subject to inspection by the employee. Employees shall have the right to obtain copies of any 
materials contained in their personnel file except matter exempt under Education Code section 
44031. 

6.8  Derogatory Information: Information of a derogatory nature, except material described in 
subdivision (b) of Education Code section 44031, shall not be entered or filed unless and 
until the employee is given notice and an opportunity to review and comment thereon. The 
review may take place during normal business hours, and in such event the employee shall be 
released from duty for the review of derogatory material without loss of pay. The employee 
may enter, and have attached to the derogatory material, the employee's own comments. The 
written response shall become an attachment to the derogatory material in the personnel file. 
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6.9  Probationary Period: Probationary employees shall be evaluated by their direct supervisor 
within the first 90 calendar days of employment. Compliance with this provision shall not be 
a prerequisite for employee termination during the probationary period. The probationary 
period for each employee shall be one calendar year. 
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ARTICLE VII 

 
PAY AND ALLOWANCES 

 
7.1 Regular Rate of Pay: 

7.1.1 The regular rate of pay for each position shall be in accordance with the rates 
established for each class as provided for in Appendix A1 for year 20114-2015, 
attached hereto and by reference incorporated as a part of this Agreement. For year 14-
15 all unit members will receive a one-time compensation of $2,000.00 or a 
proportional amount based upon the employees FTE. This off schedule compensation 
shall apply to employees in active employment status effective April 16, 2015. For the 
year 2014-15 the salary schedule shall be improved by 2% above the 2013-14 schedule.    
The following Range shall be reallocated in valuation on the salary schedule. 

Range 18 

Step I     Step II      Step III      Step IV      Step V      Step VI 

19.20      19.93       20.64          21.32         21.99        22.74 

7.1.2 For fiscal 2017-2018, the classified salary schedule shall be improved by 2% effective 
July 1, 2017. 

7.1.3 For 2015-2016 the wage schedule found in Appendix A2 for year 2012-2013, shall be 
increased by 2% from schedule A1 effective July 1, 2015. The District will assume the 
additional cost of associate statutory benefits. 

7.1.4 For 2013-2014 no increase however the parties have an automatic Salary re-opener. The 
District will assume the additional cost of associate statutory benefits. 

7.1.5 Each employee, whether newly hired or promotional, shall be advanced to the next 
higher salary step on that July 1 following successful completion of six calendar months 
of service and shall be advanced one additional step each July 1 thereafter until the top 
step in the range is attained. 

7.1.6 Any employee whose normal assigned work-shift begins before 5:00 a.m. or continues 
until after 7:00 p.m. shall receive a shift differential payment of five percent above the 
regular rate of pay for all hours worked.  It is mutually understood that this subsection 
does not apply to a split-shift regardless of the split-shift’s beginning or ending times; it 
applies only to an early or late shift.   

7.1.7 Any employee whose regular assigned workday contains one or more periods of 
uncompensated time totaling two or more hours shall receive a five-percent split-shift 
wage differential payment; this payment recognizes the long workdays some bus drivers 
work to complete their daily runs.  

7.1.8 With exception of employees working in the classification of Grounds Supervisors, all 
unit members whose regular base working hours are less than the number of regular 
base hours which would deem them benefit eligible shall receive a one-time amount of 
pay equal to 2% of regular pay for all base hours of employment during the 2015-2016 
year.  
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7.2 Make the following specific modifications in the current salary schedule: 

7.2.1 Increase the salary of the following classifications by changing their range by two (2) 
ranges (example: range 7 to range 9), or $1.00 per hour if no appropriate range exists, 
effective July 1, 2008: 

 
7.2.1.1  BD/Cust I  
7.2.1.2 BD/Gardener  
7.2.1.3  BD/Sanitation  
7.2.1.4  BD/Supply Worker  
7.2.1.5  BD/Main I/Carp I  
7.2.1.6  BD/Main II  
7.2.1.7  BD/Mech I 
 

7.2.1.8     BD/Mech II  
7.2.1.9     BD/Mail  
7.2.1.10   Bus Driver/Trainer  
7.2.1.11   Bus Driver  
7.2.1.12   Mech II and Mech III  
7.2.1.13   Gardener/Main I 

 
7.2.3  Increase the salary of the following classification by changing its range by one (1) 

range from range 6 to range 7, effective July 1, 2008: 
 

7.2.3.1 Custodian I 
 

7.2.4  Increase the salary of the following classification by changing its range by one (1) 
range from range 7 to range 8, effective July 1, 2008: 

 
7.2.4.1 Instructional Asst./Severely Handicapped 

 
7.2.5  Effective July 1, 2008, add steps II- VI at 3.25% increments to the following 

positions: 
 

  7.2.5.1   Native Lang Inst. Asst. I   
  7.2.5.2   Native Lang Inst. Asst. II 

 
7.2.6 Coaching Work 

Classified employees shall be given priority over walk on coaches to any 
extracurricular coaching positions and shall be paid a stipend plus an additional 2% 
over their regular annual salary for each sport/activity coached.   

 
7.3  Paychecks:  To the extent practical and as permitted by the processing agency, all regular 

paychecks of employees shall be itemized.  Such itemization can include all deductions, 
overtime, holiday pay, additional wage benefits, differentials, longevity, and show sick 
leave and vacation accrued as of the date of issue. 

 
7.4  Frequency:  Once Monthly:  All employees shall be paid once per month payable on the 

last work day of the month.  Payment according to this schedule shall not apply, if, for 



19 
 

reasons beyond the District’s control, payment cannot be made as set forth. 
 
7.5  Payroll Errors:  Any salary or benefit payment by the District or its payroll processing 

contractor resulting in insufficient payment for an employee shall be corrected, and 
supplemental check issued, within five working days of the District determining that the 
error was made.  Any salary or benefit payment error resulting in an overpayment to an 
employee shall be corrected by the District through deduction of the overpayment from 
the next paycheck (after discovery of the overpayment).  In the event that deduction of the 
full overpayment from one paycheck would decrease the net pay in that paycheck in 
excess of twenty percent, the full overpayment shall be recovered by the District through 
equal deductions from the next six-month paychecks. 

 
7.6  Special Payment:  Any payroll adjustment due an employee as a result of working out of 

class, re-computation of hours, or other reasons other than procedural errors shall be made 
and shall be reflected at the earliest administratively convenient date. 

 
7.7  Lost Checks:  Any paycheck for an employee which is lost after receipt or which is not 

delivered within five days of mailing, if mailed, shall be replaced at the earliest 
administratively convenient date by the payroll department with a new  

 check following the employee's notification and compliance with the district payroll 
processing procedures. 

 
7.8  Promotion:   Any employee receiving a promotion shall be placed on the lowest step of 

the higher range which provides an increase in pay. 
 
7.9   Mileage: Any employee required by the District to use his vehicle on District 

business shall be reimbursed at the rate provided for by District regulation. 
 
7.10  Meals: Any employee who, as a result of work assignment is required by the District to have 

meals away from the District shall be reimbursed at the rate provided for by the District 
regulation. 

 
7.11  Lodging: Any employee who, as a result of a work assignment is required by the District 

to be lodged away from home overnight shall be reimbursed at the rate provided for by 
District regulation. 

 
7.12  Out of Class Pay: Any employee required to perform the duties of a higher class for five 

working days or more within a fifteen-calendar day period shall receive out-of- class 
compensation for all such work in amounts proportionate to the amount of out- of-class work 
performed. 

 
7.13  Longevity:   Effective July 1, 2008, each July 1st following completion of nine years of 

service with the District, each employee shall receive an on-the-schedule longevity increment 
of two and one-quarter percent (2.25%) in addition to base pay. Effective July 1st following 
completion of fourteen, nineteen, and twenty-four years of service with the District, each 
employee shall receive an on-the-schedule longevity increment of five percent (5%) in 
addition to current pay. All on the schedule longevity increments shall be considered part of 
employees' base compensation for all purposes. 

 
7.14 Compensation During Required Training Periods: An employee who is required by the 

District to attend training sessions or otherwise engage in training of any kind in order to 
continue his employment in a position shall receive compensation as follows: 
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7.14.1 When the training occurs during the employee's regularly assigned working hours, 

the employee shall be paid at his regular rate of pay and shall receive all benefits to 
which he is entitled. 

 
7.14.2 All costs incurred under a District mandated training program for registration fees 

and supplies shall be paid for by the District. 
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ARTICLE VIII 

 
EMPLOYEE EXPENSES AND MATERIALS 

 
8.1  Tools: The District shall pay the following amounts of money to each employee in the 

described classifications annually so that the employees may utilize their own tools in their 
respective jobs, maintain the tools in good working condition, and replace the tools. 

 
8.1.1 Mechanic $300 
8.1.2 Carpenter $225 
8.1.3 Maintenance $150 
8.1.4 Gardener Technician $150 
8.1.5 Custodian $75 

 
8.2  Instructional Aide and Literacy Paraprofessional Competency Testing: Instructional aide 

candidates shall be responsible for the cost of all pre-employment competency testing. Upon 
employment, the District shall reimburse the instructional aide for all costs incurred. 

 
8.3  Professional Growth:  Any employee may, in writing using the Professional Growth Request 

form, Appendix E, request approval for job-related training paid for by the District.  The 
CSEA Chapter President shall appoint up to three (3) classified unit members to the District's 
Professional Development Committee. The Superintendent or his/her designee shall have 
final and binding approval/disapproval authority over such a request. 

 
8.3.1  The District will provide guaranteed access to a minimum of 15% of staff 

development funds not restricted to certificated applications.  
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ARTICLE IX 

HEALTH AND WELFARE BENEFITS 
 
9.1  Employee and Dependent Insurance Coverage: 

 
9.1.1  The District shall pay the full cost for all 0.75-1.0 FTE [employees who work 

thirty (30) or more hours per week] and their dependents for Dental coverage. 
Dental coverage shall be The Guardian (NCSMIG Plan 5) - or equivalent. There is 
no cap on Dental coverage.  All benefited employees working .50 FTE or more 
enrolled in the Delta Dental Premier Program coverage plan employed on or 
before July 1, 2008, shall continue to be enrolled in the dental plan. 

 
9.1.2  The District shall pay the full cost for all 0.75-1.0 FTE [employees who work 

thirty (30) or more hours per week] and their dependents for comprehensive 
programs (at current levels) for vision coverage.  Vision coverage shall be Vision 
Service Plan, Standard Plan B 12-12-24- or equivalent.  There is no cap on 
vision coverage.  All benefited employees working .50 FTE or more enrolled in 
the Vision Service Plan coverage plan employed on or before July 1, 2008, shall 
continue to be enrolled in the vision plan. 

 
9.1.3  The District shall pay for all 0.75-1.0 FTE [employees who work thirty (30) or 

more hours per week] and their dependents a maximum annual District 
Contribution at the current level of $ $1,320.00 per month, $ 15,840.00 annually, the 
"benefit cap" retroactive to July 1,2017. The current Medical coverage shall be a 
Blue Shield Prudent Buyer Plan PPO which eligible unit members may select plan 
elections and enrollments in either Redwood, Oak, Spruce, Pine, Maple, Sequoia, 
composite and tiered structures starting in the 2018-19 school year. Plans are 
administered by the North Coast School Medical Insurance Group (JPA and carriers).    
All benefited employees working .50 FTE or more enrolled in the medical 
coverage plan employed on or before July 1, 2008, shall continue to be enrolled in 
the medical plan. 

 
9.1.4  District retirees below the age of 65 (who have taken a service or disability 

retirement under PERS and who retired at age 55 or older with at least 10 years 
of District service) and part-time employees whose work assignment is less 
than 0.5 FTE [twenty (20) hours per week] may, subject to the following 
conditions, purchase health and welfare benefits at their cost. However, any 
such access and the costs of any such benefits to be paid by these employees 
shall be subject to the sole and complete discretion of the North Coast Schools 
Medical Insurance Group and the carriers, as set forth by their guidelines and 
regulations that must be adhered to by the District. Premium payments shall be 
made monthly by payroll deduction or quarterly in advance on a cash basis on a 
schedule established by the District Office. Failure to maintain such scheduled 
payments will result in the employee's or retiree’s right to purchase being 
deemed waived thereafter.  The right 
provided to the described District retirees and part-time employees by this 
paragraph shall "sunset" annually and may be the subject of negotiations in each 
succeeding year. 
 



23 
 

9.2  State Disability Insurance:  For purposes of this Article, a "workday" shall be defined as 
any day the District office is open for business.  The District agrees to provide State 
Disability Insurance coverage for bargaining unit employees at the expense of the 
employees.  The District will institute payroll deductions to carry out this purpose.  The 
District is to incur no costs of coverage by this Section.  The unit recognizes that the 
process contained herein is solely the timely responsibility of the employee. 

 
9.2.1  Any waiting period days prior to SDI’s activation of benefits shall be charged to 

earned accrued vacation time during the seven-consecutive waiting day period.  
Vacation Leave will be the initial source of any waiting period pay.  When EDD 
approves a claim, the employee may elect to have the used vacation leave restored 
and the leave time charged off to Sick Leave.  An employee eligible to receive SDI 
benefits shall have the option of: 

 
9.2.2.1 Receiving SDI basic benefits directly from EDD, deducting leave without 

pay for the affected dates (excluding holidays) which protects the 
employee's accumulated paid leaves and significantly reduces take home 
pay; or 

 
9.2.2.2 Receiving integrated/coordinated wages through the EDD until only basic 

benefits remain.  The employee will continue to receive SDI benefits directly, 
and then will utilize the provisions Section 12.11 (Substitute Differential 
Pay); 

 
9.2.3  It is the employee's sole responsibility to maintain contact with his/her site 

administrator and the District Payroll Office at least once every two weeks as 
to his/her status regarding returning to work.  Any employee who has been 
medically released to return to work shall, prior to return to work, deliver to 
the District Payroll Office a note from his/her physician stating the date the 
employee is released to return to work and whether there are any work-
related restrictions. 

 
9.3  IRC 125: The District agrees to establish and support an IRC 125 Flexible Spending Plan  

   offered by American Fidelity Assurance or similar service provider mutually     
    agreed upon by CSEA and the District effective July 1, 2006. The District will     

     provide locations where unit members can meet with servicing representatives to    
      allocate spending account funds each plan year. There will be no cost of plan  
      administration to bargaining unit members. 
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ARTICLE X 

HOLIDAYS 

10.1  Scheduled Holidays:  The District agrees to provide all employees with the following paid 
holidays: 

 
10.1.1 New Year’s Day 
10.1.2 Martin Luther King Jr. Day 
10.1.3 Lincoln’s Day 
10.1.4 Presidents’ Day 
10.1.5 Memorial Day 
10.1.6 Independence Day 
10.1.7 Labor Day 
10.1.8 Native American Day 
10.1.9 Admission Day 
10.1.10 (alternate) Veterans Day 
10.1.11 Thanksgiving Holiday (Thursday and Friday) 
10.1.12 Christmas Local Holiday 
10.1.13 Christmas Day 
10.1.14 The specific dates of paid holidays are set forth in the calendar adopted by  

the Board of Trustees. 
 
10.2 Additional Holidays:  Every day declared by the President or Governor of this State as a  

public fast, mourning, thanksgiving, or holiday, or any day declared a holiday by the 
Governing Board of this District shall be a paid holiday for the employees, provided the 
employees qualify for the holiday according to this article and according to the declaration 
setting forth the day. 

 
10.3 Holidays on Saturday or Sunday: 
 

10.3.1 When a holiday falls on a Saturday, the preceding workday not a holiday shall be 
deemed to be that holiday.  When a holiday falls on Sunday, the following workday 
not a holiday shall be deemed to be that holiday. 

 
10.3.2 The operation of this section shall not cause any employee to lose any of the 

holidays clearly indicated in this article. 
 
10.4  Training Days:  Any day granted as a staff in-service day, teacher institute, minimum day,  

or a parent conference day by whatever name for whatever purpose is a regular workday 
for employees. 

 
10.5  Holiday Eligibility:  Except as otherwise provided herein, an employee must be in 

paid status on the work day immediately preceding or succeeding the holiday in order to 
be paid for the holiday.  Employees who are not normally assigned to duty during the 
school holidays running from mid-December through and including January 1st, shall be 
paid for the Admission Day alternate, the Christmas Day holiday, the Christmas local 
holiday, and the New Year's Day holiday provided they were in paid status during any 
portion of the working day of their normal assignment immediately preceding or 
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succeeding the holiday period. 
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ARTICLE XI 

VACATION 

11.1  Eligibility:  All employees shall earn paid vacation time under this Article.  Vacation 
benefits are earned on a fiscal year basis- July 1 to June 30. 

 
11.2  Definitions: 

 
11.2.1 Earned vacation:  Vacation time which the employee has earned due to his/her 

service and which may be carried forward for one year beyond the year in which 
earned. 

 
11.2.2 Credited vacation:  Vacation time which the employee is granted on July 1st of each 

year and which is earned throughout the year.  Any employee hired after July 1st 
shall be credited with a prorated amount of vacation time for that year. 

 
11.2.3 Accumulated vacation:  Vacation time which is earned but has not been used. 

 
11.3  Paid Vacation:  Except as otherwise provided in the Article, paid vacation shall be 

taken no later than the fiscal year immediately following the year in which it is 
earned. 

 
11.4  Accumulation:   Vacation time shall be earned and accumulated in accordance with the 

following schedules: 
 

11.4.1 From the first year through the fifth year of service, vacation time shall be 
earned and accumulated at the rate of .834 days vacation for each month of 
service, not to exceed 10 days per fiscal year. 

 
11.4.2 Commencing with the sixth year through the tenth year of service, vacation time 

shall be earned and accumulated at the rate of 1.25 days vacation for each month 
of service, not to exceed 15 days per year. 

 
11.4.3 Commencing with the eleventh year of service and thereafter vacation shall be 

earned and accumulated at the rate of 1.67 days vacation for each month of service, 
not to exceed 20 days per year, with 16 days of the vacation so earned and 
accumulated being on a paid basis commencing on the eleventh year of. service, 17 
days commencing the twelfth year, 18 days commencing the thirteenth year, 19 
days commencing the fourteenth year, and 20 days commencing the fifteenth year.  
Days earned and accumulated but on an unpaid basis are available to the employee 
to be taken as days of unpaid vacation if desired and scheduled.] 

 
11.5  Vacation Pay:  Pay for vacation days for all employees shall be the same as that which the  

employee would have received had he/she been in a working status. 
 
11.6  Vacation Pay Upon Termination:  When an employee is terminated for any reason, he/she  

shall be entitled to all vacation pay earned and accumulated up to and including the  
effective date of the termination.  Vacation time used in advance of accrual shall be 
deducted from any vacation or final payment made under this paragraph. 
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11.7  Vacation Postponement: 
 

11.7.1 If an employee's vacation became due during a period when he/she is on leave due 
to illness or injury, he/she may request in writing that his/her vacation date be 
changed.  The District may grant such request upon presentation of written 
statement from the employee.  Such statement shall include the reasons for the 
request and the necessity for postponement. 

 
11.7.2 If for any reason on June 30th an employee has two years’ worth of earned 

vacation, the employee shall be paid at his/her current rate of pay for any 
amount in excess of one year's earned vacation time.  The employee may carry 
forward one year’s worth of earned vacation. 

 
11.8  Holidays:  When a holiday falls during an employee's scheduled vacation, that day 

shall be considered a holiday and shall not be counted as a vacation day. 
 

11.9  Vacation Scheduling: 
 

11.9.1 Vacations shall be scheduled at times requested by employees so far as 
possible within the District's work requirements, as determined by the 
District. 

 
11.9.2 If there is any conflict between employees whose presence is necessary to the 

operation of the District at the time the vacation is requested, the District shall 
determine which employees will get vacation as requested based on, among other 
factors, seniority, order of request for vacation, and needs of the District. 

 
11.9.3 No ten-month employee can take vacation during any day on which he/she 

would normally be assigned to work. 
 

11.10   Interruption of Vacation:  An employee may be permitted to interrupt his/her vacation if, 
while on vacation, the employee is seriously disabled for a period of one week or more, or 
for a shorter period involving hospitalization.  The period of illness may be charged to sick 
leave with the approval of the immediate supervisor.  The employee must give written 
notice and verification regarding the basis for such interruption or termination.  In cases of 
emergency, the notice can be submitted subsequent to the interruption so long as verbal 
notice is given in advance. 
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ARTICLE XII  

LEAVES 

12.1  Bereavement Leave: In the event of a death in the immediate family of an employee, 
leave not to exceed five workdays will be granted.  Such leave shall not be deducted from 
accumulated sick leave or salary. 

 
12.1.1 If an employee needs to be absent more than the days specified in the above 

paragraph, personal necessity leave may be used up to the limits set forth in the 
personal necessity leave section of this Agreement.  Such limits shall be 
cumulative as between this section and the section on personal necessity leave.  
"Immediate family" is defined to include mother, father, grandmother, grandfather, 
or grandchild of the employee or the spouse of the employee, or the spouse, son, 
son-in-law, daughter, daughter-in-law, brother, brother-in- law, sister or sister-in-
law of the employee, foster parent, foster child, step- parent, step-son, step-
daughter, or any relative living in the immediate household. 

 
12.2   Jury Duty: An employee shall be entitled to as many days paid leave for jury duty as 

required to fill his/her duties under the law.  Fees paid the employee by the court for jury 
duty shall be remitted to the District.  Any meal, mileage, and/or parking allowance 
provided the employee for jury duty shall not be considered in the amount received as a 
fee for jury duty under this section.  An employee who serves one-half day or more on 
jury duty before commencement of his/her regular assigned work shift shall be entitled to 
have the full day as paid leave pursuant to this section.  An employee serving less than 
one-half day on jury duty prior to commencement of his/her regularly assigned shift shall 
report for work and receive no paid leave on the days such service occurs. 

 
12.3  Military Leave:  An employee shall be granted military leave provided by law and shall 

retain all rights and privileges granted by law arising out of the exercise of military 
leave. 

 
12.4  Sick Leave: 

 
12.4.1 An employee regularly employed by the District for the full workweek as set forth 

in this Agreement shall be granted one day per month for leave of absence for 
illness or injury at the same rate of pay as if he/she had worked exclusive of all 
days he/she is not required to render service to the District, with full pay not to 
exceed 12 days of such leave for each fiscal year of service. 

 
12.4.2 An employee regularly employed in the District for the full workweek as set forth 

in this Agreement but who is employed for less than a full fiscal year shall receive 
that proportion of the annual days leave of absence for illness or injury as the 
number of months he/she is employed bears to twelve. 

 
12.4.3 An employee employed less than the regularly scheduled workweek as set forth in 

this Agreement shall receive, for a fiscal year of service, that proportion of the 
annual leave of absence for illness or injury as the number of days he/she is 
employed bears to five calendar days. 

12.4.4 Pay for any day of such absence shall be the same as the pay which would have 
been received had the employee served during the day of illness. 
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12.4.5 At the beginning of each fiscal year, the full amount of sick leave granted under 

this Section shall be credited to each employee.  Credit for sick leave need not be 
accrued prior to taking such leave and such leave may be taken at any time during 
the year.  However, a new employee of the District shall not be eligible to take 
more than six days until the first day of the calendar month after completion of six 
months of active service with the District.  An employee who is terminated after 
taking any leave taken under this section prior to its actually being earned shall 
reimburse the District for that leave taken but not earned as of the date of 
termination at the employee’s daily rate of pay at the time of termination. 

 
12.4.6  Disability caused by pregnancy shall be treated as an illness for the purpose of sick 

leave.  An employee who is pregnant may continue in active employment as late 
into her pregnancy as her health permits and as her doctor prescribes. Leave must 
be requested in writing and may not exceed the time period recommended by the 
physician. 

 
12.4.7 If an employee does not take the full amount of leave allowed in any year under 

this section, the amount not taken shall be accumulated from year to year. 
 

12.4.8 Whether or not an employee may obtain retirement credit for unused accrued sick 
leave is controlled by law.  Employees are encouraged to consult with their CSEA 
representative and/or the State Public Employees Retirement System (PERS) on 
this matter. 

 
12.4.9 The Superintendent or his/her designee may place an employee on the employee's 

sick leave whenever the supervisor determines that the employee's physical or 
mental condition or the employee's performance at work indicates that the 
employee may be ill. The Superintendent or his/her designee may also require the 
employee to obtain a physician's statement concerning the employee's physical or 
mental condition or may have the employee examined by a physician retained by 
the District.  If the physician's report indicates the employee was not ill at the time 
the employee was placed on sick leave, the sick leave used shall be changed 
retroactively to paid administrative leave. 

 
12.5  Industrial Accident and Illness Leave: In addition to any other benefits that an 

employee may be entitled to under the Workers’ Compensation laws of this State, 
employees shall be entitled to the following benefits: 

 
12.5.1 An employee suffering an injury or illness arising out of and in the course and scope 

of his/her employment shall be entitled to a leave of up to 60 working days in any 
one fiscal year for the same accident or illness.  This leave shall not be accumulated 
from year to year, and when any leave will overlap a fiscal year the employee shall 
be entitled to only that amount remaining at the end of the fiscal year in which the 
injury or illness occurred. 

12.5.2 Payment for wages lost on any day shall not, when added to an award granted to 
the employee under the Worker's Compensation laws of this state, exceed the 
normal wage for the day. 

 
12.5.3 Industrial accident or illness leave is to be used in lieu of normal sick leave 
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benefits.  When entitlement to industrial accident or illness leave under this section 
has been exhausted, entitlement to other sick leave, vacation, or other paid leave 
may then be used. If, however, an employee is still receiving temporary disability 
payments under the worker's compensation laws of this state at the time of the 
exhaustion of benefits under this section, he/she shall be entitled to use only so 
much of his/her accumulated and available normal sick leave and vacation leave, 
which, when added to the Worker's Compensation award, provides for a day’s pay 
at the regular rate of pay. 

 
12.5.4 Anytime an employee in the unit on industrial accident or illness leave is 

medically released for return to duty, he/she shall be reinstated in his/her 
position without loss of pay or benefits. 

 
12.5.5 The provision of Section 12.5 and its subsections and Education Code section 

45192 shall be applicable from date of hire for employees initially hired before 
July 1, 1997; for employees initially hired thereafter, the same provisions shall 
be applicable only after completion of 365 calendar days as an employee of 
the District. 

 
12.6  Break in Service:  No absence under any paid leave provisions of this Article shall be 

considered as a break in service for any employee who is in paid status, and all benefits 
accruing under the provisions of this Agreement shall continue to accrue under such 
absence. 

 
12.7  Personal Leave:  An employee may be granted a leave of absence without pay for 

personal reasons not to exceed 30 days, upon the recommendation of the Superintendent 
and with the approval of the Board.  Leaves under this section for a longer period may 
be granted by the Board upon recommendation of the Superintendent. 

 
12.8  General Leaves:  When no other leaves are available, a leave of absence may be 

granted to an employee on a paid or unpaid basis at any time upon any terms 
acceptable to the District and employee. 

 
12.9  Personal Necessity Leaves: A maximum of seven (7) days of accrued sick leave  

 may be used by an employee in any school year in cases of personal necessity.       
Any such usage must typically be for a matter that cannot be handled outside of work 
hours, and for a matter that is serious in nature and cannot be lightly disregarded.  The 
employee shall submit a completed personal necessity leave request form to the 
immediate supervisor at least 3 working days prior to the requested leave, except in cases 
of emergency, as noted below, in which case the form shall be filled out at the earliest 
possible time.  The employee shall not be required to obtain advance permission for leave 
taken under this section for any of the following reasons: 

 
12.9.1 Death or serious illness of a member of his/her immediate family, as defined under 

"Bereavement Leave" in this article. 
12.9.2 Accident involving his/her person or property, or the person, or property of a 

member of the immediate family. 
 

12.9.3 However, the employee must submit a completed leave request form attached to 
this agreement as Appendix B, to their immediate supervisor within five (5) days 
after return to duty 
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12.9.4 Examples of appropriate use of personal necessity leave include, but are not 

limited to: 
 

12.9.4.1   Funerals of a close friend, staff member, former staff member, o r  a 
student with whom the employee is acquainted. 

 
12.9.4.2   Graduation of an immediate family member from high school, a two- 

year college, a four-year college, graduate school for a masters or 
doctoral degree, in any event the graduation must be the culminating 
event of the training at that institution. 

 
12.9.4.3   Wedding of a family member. 

 
12.9.4.4   Appearance in any court or before any administrative tribunal as a  

litigant, party, or witness under subpoena or any order made with 
jurisdiction, IRS audits, or consultation with an attorney.  If the court 
appearance is directly job-related, the employee shall be considered to 
be in paid status rather than on leave.  The employee shall give as much 
advance notice as is possible to the immediate supervisor.  Except as 
stated above, the employee must obtain prior permission from the 
immediate supervisor in order to use personal necessity leave. 

 
12.9.5 The District reserves the right to investigate and require verification of the need 

for, and use of, personal necessity leave. 
 

12.9.6 The number of bargaining unit members using personal necessity leave 
simultaneously may be limited by the availability of substitutes and/or such in-
school arrangements as the immediate supervisor may approve. 

 
12.9.7 Leave under this section shall not be granted: 

 
12.9.7.1   To engage in recreational activities; or 

 
12.9.7.2   To seek or engage in other employment or activity for    

 compensation; or 
 

12.9.7.3   To engage in illegal activities; or 
 

12.9.7.4   To engage in any form of concerted activity against the District, its  
 trustees, or its management staff. 

 
12.10 Discretionary Personal Necessity Leave 

 
12.10.1 Two days of the seven (7) days of personal necessity leave may be used at the 

discretion of the employee for personal necessity reasons that fall outside the 
definition of 12.9. 

 
12.10.2 Discretionary leave shall not be taken on the two (2) pre-service days, first or 

last day of the instructional year, nor days before or after any school recesses 
or holidays. 
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12.10.3 Discretionary leave may be limited to five (5) employees on any given day. 
  

  12.10.4 Leaves under this section shall not be used: 
 

12.10.4.1   To engage in recreational activities, or 
 

12.10.4.2   To seek or engage in other employment, or 
 

12.10.4.3   To engage in illegal activities. 
 

12.11 Substitute Differential Pay: An employee absent for sick leave or industrial accident or 
illness leave who exhausts all full-paid leaves shall, during the first five months of 
absence, receive the difference between his/her regular pay and the amount actually paid 
a substitute hired to replace him/her.  If no substitute is hired, the employee shall receive 
his/her regular pay.  The five months' period shall commence running on the first day of 
absence and will run concurrently with the use of full-paid sick leave. 

 
12.12 Family Care and Medical Leave: 

 
12.12.1 Eligibility: An employee who has served the District more than one    

continuous year and has worked at least 1,250 hours during the previous 12- 
month period, shall be eligible to take unpaid family care and medical leave for 
the following reasons: (1) To care for a newborn child of the employee or a child 
placed with the employee for adoption or foster care; (2) To care for the 
employee's child, parent or spouse with a serious health condition; (3) Because 
of the employee's  own serious health condition which makes the employee 
unable to perform the functions of his or her job; (4) A qualifying exigency 
arising from the foreign deployment of the employee’s spouse, son, 
daughter, or parent with the Armed Forces (“qualified exigency”); (5) To 
care for a servicemember with a serious injury or illness of the employee is 
the servicemembers spouse, son, daughter, parent or next of kin (“military 
caregiver”). 

 
12.12.2 Requests, Advance Notice, and Certification: The employee shall give the  
 District at least 30 days' written advance notice of his or her need for family care 

and medical leave.  If the employee learns of the need for this leave fewer than 30 
days in advance, he/she shall provide such notice as soon as practicable.  Failure to 
comply with these notice rules is grounds for, and may result in, deferral of the 
requested leave until the employee complies with the notice policy. 

 
12.12.2.1 If leave is needed for a planned medical treatment or supervision, the 

employee shall make a reasonable effort to schedule the treatment or 
supervision to avoid disruption of District operations. 

 
12.12.2.2 When requesting family care and medical leave because of a serious 

health condition, the request shall be supported by a certification from the 
health care provider of the person requiring care.  This certification shall 
include the following:  (1) the date on which the serious health condition 
began; (2) the probable duration of the condition; (3) if the employee is 
requesting leave to care for a child, spouse, or parent who has a serious 
health condition, an estimate of the amount of time the health care 
provider believes the employee needs to care for the individual and a 
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statement that the serious health condition warrants the participation of a 
family member to provide care during a period of the treatment or 
supervision of the individual; and (4) if the leave is because of the 
employee's own serious health condition, a statement that, due to the 
serious health condition, the employee is unable to perform the function of 
his/her position. 

 
12.12.2.3 The health care provider's certification need not identify the serious health 

condition. 
 

12.12.2.4 If additional leave is needed when the time estimated by the health care 
provider expires, the District may require the employee to obtain 
recertification. 

 
12.12.2.5 If the employee is requesting intermittent or reduced work schedule leave 

for planned medical treatment, the certification must also state that the 
leave is medically necessary, the dates on which treatment is expected to 
be given, the duration of such treatment, and the expected duration of the 
leave. 

 
12.12.2.6 If the District has reason to doubt the validity of a certification that 

accompanies a request for leave, the District may require, at District 
expense that the employee obtain a second opinion of a second health care 
provider designated or approved by the District.  If the second opinion 
differs from the first, the District may require, at District expense, that the 
employee obtain a third medical opinion from a third health care provider 
approved jointly by the employee and the District.  The third medical 
opinion shall be conclusive. 

 
12.12.3  Terms of Leave: Employees are entitled to take up to 12 workweeks of unpaid 

family care and medical leave during any 12-month period. The 12- month 
period shall commence the date leave commences and leave taken under the 
California Family Rights Act ("CFRA") shall run concurrently with leave taken 
under the federal Family Medical Leave Act ("FMLA"), except for any leave 
taken under the FMLA for disability due to pregnancy, childbirth, or related 
medical conditions. Request for this leave shall be submitted to the District using 
Appendix F. 

12.12.3.1 Leave to care for the birth or placement of a child must be taken within 
one year of the child's birth, adoption, or foster care placement.  Such 
leave may be taken intermittently.  The minimum duration of the leave 
shall be two weeks, except that the employee is allowed to take leave of 
less than two weeks' duration on any two occasions. 

 
12.12.3.2 If both parents of a child work for the District, their family care and 

medical leave related to the birth or placement of the child shall be 
limited to a total of 12 weeks. 

 
12.12.3.3 During the period of family care and medical leave, an employee may 

elect, or the District may require the employee to use his/her accrued 
vacation leave, other accrued time off, or any other paid or unpaid time 
off negotiated with the District.  If an employee takes a leave because of 
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his/her own serious health condition, the employee is required to 
substitute accrued sick leave during the period of the leave; if the leave 
is one for which sick leave may be taken pursuant to the collective 
bargaining agreement and/or Board policy.  However, an employee shall 
not use sick leave to care for a child, parent, or spouse with a serious 
health condition, unless mutually agreed to by the District and the 
employee or allowed by State law. Leave in connection with the birth of a 
child of the employee or placement of a child with the employee in 
connections with adoption or foster care shall run concurrently with paid 
parental leave as set forth in Article 12.15. To reiterate:  If District leave of 
absence of any type is taken by an employee for a reason that would also 
be an authorized use of Family Care and Medical Leave (either State or 
Federal version), the term of the entitlement to Family Care and Medical 
Leave shall run concurrently with the use of other District leaves and this 
contractual provision shall constitute notice of that fact to the employee. 

 
12.12.3.4 If the employee begins the leave approximately 5 weeks or less prior to 

the end of the academic term, the District may require the employee to 
continue taking leave until the end of such term. 

 
12.12.4  Intermittent/Reduced Work Schedule Leave: Leave related to the serious health 

condition of the employee or his/her child, parent, or spouse may be taken 
intermittently or on a reduced work schedule when medically necessary.  
Increments of leave are limited to the shortest period of time that the payroll 
system uses to account for absences or use of leave. 

 
12.12.4.1 The employee may also be required to transfer temporarily to a 

different job that has the equivalent pay and benefits and better 
accommodates recurring periods of leave.  The employee must be 
qualified for the position, but the position does not need to have 
equivalent duties. 

 
12.12.5  Maintenance of Benefits: During the period of family care and medical leave, the 

District shall maintain and pay for the employee’s coverage under a "group 
health plan." 

 
12.12.5.1 If the employee fails to return from leave after the leave period has 

expired for a reason other than the continuation, recurrence, or onset of a 
serious health condition or other circumstances beyond the employee's 
control, the employee may be required to reimburse any health premiums 
paid by the district during the period of leave. 

 
12.12.5.2 The employee shall also continue to be entitled to participate in 

employee benefit plans, including life, disability, or accident 
insurance, pension and retirement plans, supplemental unemployment 
benefit plans, and/or any other employee welfare benefit plan to the 
same extent and under the same conditions as apply to an unpaid leave 
taken for any other purpose. In the absence of these conditions, the 
employee shall continue to be entitled to participate in these plans, 
and the District may at its discretion require the employee to pay the 
premium for periods not covered by accrued leave as a condition of 
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continued coverage during the leave period.  For purposes of pension 
and retirement plans, the District shall not be required to make plan 
payments for an employee during the leave period. 

 
12.12.6  Maintenance of Status:  The employee shall retain employee status with the 

District during the leave period.  The leave shall not constitute a break in service 
for purposes of longevity or seniority. 

 
12.12.7  Reinstatement:  Upon granting an employee's leave request, the District shall 

guarantee to reinstate the employee in the same or a comparable position upon 
the termination of the leave. The District may refuse to reinstate an employee 
returning from leave to the same or a comparable position if all of the following 
apply: (1) the employee is a salaried employee who is among the highest paid 10 
percent of the District's employees who are employed within 75 miles of the 
employee's worksite; (2) the refusal is necessary to prevent substantial and 
grievous economic injury to District operations; and (e) the District notifies the 
employee of its intent to refuse reinstatement at the time it determines the refusal 
is necessary, and the employee fails to return to work within a reasonable time. 

 
12.12.7.1 An employee who takes leave has no greater right to reinstatement than 

if he/she had been continuously employed during the leave period.  If the 
District reduces its work force during the leave period and the employee 
is laid off for legitimate reasons at that time, he/she is not entitled to 
reinstatement, provided the District has no continuing obligations under 
the collective bargaining agreement and/or Board policy.  

12.12.8   Summary:   Any employee who has served the District for more than one year 
and has worked 1,250 hours during the 12-month period prior to the leave, shall 
be eligible to take twelve workweeks of unpaid family care and medical leave in 
a 12-month period to care for the employee's newborn child or a child placed 
with the employee for adoption or foster care; to care for a parent, child, or 
spouse with a serious health condition; to care for the employee's own serious 
health condition.  The employee shall give the District 30 days' notice of a 
foreseeable leave.  If the leave is for a serious health condition, the employee 
must submit a written request supported by a certification from a health care 
provider.  The employee is entitled to continued benefits during the period of the 
leave.  The leave shall not constitute a break in service for purposes of seniority.  
At the end of the leave, the employee is entitled to be reinstated to the same or a 
comparable position. 

 
12.13 Paid Administrative Leave:  The Superintendent may place an employee on paid  

administrative leave whenever the Superintendent determines the action is in the best 
interest of the District. 

 
12.14 Catastrophic  Leave:  If the Administrative Assistant/Personnel receives a written 

verification from an employee's physician that the employee has been examined by the 
physician, determined to be physically ill or injured, and cannot return to work due to the 
illness or injury until a date which will require the employee to be placed on unpaid 
leave, the Administrative Assistant/Personnel shall contact the employee and determine 
whether the employee desires to request that sick leave be donated by other employees 
for his/her use. 
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12.14.1 The employee may also access the Catastrophic Leave to care for an immediate 

family member, in the event the employee has exhausted all permissive paid 
leaves available to them.  For the express purpose of this section, immediate 
family member shall be defined as the spouse of the employee, child; mother, 
father, any legal dependent of the employee, and domestic partner.  When 
requesting leave under this provision, the employee must provide written 
verification authenticating that the immediate family member is under a medical 
physician’s care.  The physician must indicate the duration of time which may be 
required to care for the immediate family member. 

 
12.14.2 When catastrophic leave is requested donations of sick leave shall be solicited of 

the bargaining unit members.  The Administrative Assistant/Personnel, in 
cooperation with the CSEA President, shall solicit donations of sick leave credit 
from employees at such intervals and in such amounts as the Administrative 
Assistant/Personnel determines are appropriate under the circumstances. The 
donors’ and the recipient's identities shall be kept confidential. 

 
12.14.3 Upon cessation of need for such donated sick leave, unused sick leave shall be 

returned to the donors' credit. A donor may not revoke the donation. 
 

12.14.4 The Business Manager shall determine the methods of administration of the 
program, including records to be retained. 

 
12.14.5  The maximum amount of donated sick leave hours available to any one employee 

during a single fiscal year shall be the equivalent value of thirty (30) working days 
based on the employee's regular work assignment. 

 
12.15       Paid Parental Leave: The District shall provide paid parental leave to qualifying  

employees in accordance with the law, including Education Code section 45196.1. An 
employee is not required to have 1,250 hours of service with the employer during the 
previous 12-month period to access this paid parental leave. 

 
12.16       Service-Connected Disability Leave: The District shall provide service-connected  

disability leave to qualifying veterans with in accordance with the law including Education 
Code 45191.5. An employee of the District who is a U. S. Veteran and who has been rated 
30% or more disabled by the U. S. Veterans Administration shall be entitled to up to 12 days 
for service-connected disability leave for the purpose of undergoing medical treatment, 
including mental health treatment, for his or her service-connected disability. Service-
connected disability leave shall be available for 12 months of employment and leave not 
used during the 12-month period shall not be carried over and shall forfeited. Employees 
working on a part-time basis shall be entitled to that proportion of the 12 days as their 
assignment bears to a full-time assignment. 
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ARTICLE XIII  

TRANSFERS AND REASSIGNMENTS 

13.1  Transfer: A transfer is the permanent voluntary movement of an employee from one regular 
position in the bargaining unit to another position in the bargaining unit which may be in the 
same class or a higher, lower, or equal class, as de ermined by its placement on the salary 
schedule and which may have more, the same, or fewer regular annual hours of employment. 
The discussions regarding the availability of a transfer may be initiated either by the District 
with the employee or by the employee with the District. 

 
13.2  Reassignment:  A reassignment is the permanent involuntary movement of an employee 

from one regular position to another in the same class or another class in the same salary 
range and with the same annual hours of employment. 

 
13.3 Posting Requirement: When an existing bargaining unit position becomes vacant and the 

District intends to fill it, or when a new unit position is created, the vacancy shall be posted 
by the District at all work sites within ten calendar days of the establishment of the vacancy. 
The vacancy shall remain posted for not less than eight calendar days prior to being filled. 
This shall not restrict the District's ability to employ one or more substitute employees for a 
combined maximum of sixty calendar days pending the filling of the vacancy so long as the 
District actively seeks to fill the vacancy. 

 
13.3.1  When a vacancy which the District intends to fill occurs during the summer recess, 

the vacancy will be posted at each school site for 14 calendar days prior to the 
vacancy being permanently filled. 

 
13.3.2  The District will post a vacancy in-house for the required 8 calendar days before 

advertising for outside applicants unless the Superintendent determines, after 
consulting with the CSEA President or Vice-President, that it is unlikely that a 
current employee possesses the qualifications for the vacant positions, in which 
case the District may advertise for outside applicants at any time during the 8 day 
period. 

 
13.4   Posting Information: All vacancy postings shall indicate the class title of the position, the 

daily and annual hours of employment, the initial site location of the position, the salary range 
of the position, and whether testing of skills of applicants for the position will be required. If 
testing of skills will be required, the tests will be chosen or developed by the District, all 
applicants for the position will be given the same test, and skills tested shall be reasonably 
comprehended within the job duties stated in the job description for the position. [The site 
location shall not be deemed an incident of the classification.] 

 
13.5  Application Requirement: Any employee may apply for transfer to a vacant bargaining unit 

position by submitting written application to that effect to the Personnel Office during the 
posting period. An employee on leave of absence may have his/her application submitted 
by CSEA. If the District holds interviews for the position, the District shall interview all 
employee applicants who are determined by the Superintendent/designee to be qualified 
for the position through an initial paper screen. 

 
13.6  Transfer:  When a permanent employee applies in a timely manner for transfer to the 

vacant position and his/her qualifications for the work (experience, specific program 
skills, work ethic and/or performance) are deemed satisfactory or higher by the 
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Superintendent/designee, the employee shall be granted the transfer.  When two or more 
permanent employee applicants meet the above criteria and are equally qualified, the 
most senior employee, as determined under Section 16.3 of this Agreement, shall receive 
the transfer. 

 
13.7   If the District believes that a particular employee who is the most senior applicant for an 

in-class transfer would not perform satisfactorily in the vacant position, the District may 
ask CSEA for an exception to the "seniority rules" above.  The District is responsible for 
providing CSEA with objective information in support of the request for exception.  
CSEA shall make a good faith decision based upon the information provided by the 
District. 

 
13.7.1  For purposes of this section, the employee's qualifications shall be deemed 

satisfactory unless during the six months immediately preceding the posting of 
the vacancy, the employee received a written statement from a District manager 
indicating his/her performance in one or more areas of work was less than 
satisfactory. 

 
13.7.2  A transfer shall not be denied arbitrarily, capriciously, or without basis in fact.  

There shall be no reprisal against an employee for applying for a transfer. 
 

13.8   Involuntary Reassignments:  The District may involuntarily reassign an employee when 
non-disciplinary circumstances exist, for example, to more efficiently allocate resources 
or to de-fuse personnel conflicts.  [A reassignment for a disciplinary purpose is 
"disciplinary action" regulated elsewhere, viz., under the District's disciplinary action 
procedure.]  At least ten calendar days prior to any such action, the Superintendent/ 
designee shall notify CSEA and the employee of the impending action, and at the 
request of either CSEA or the employee, the Superintendent/designee shall meet with 
the requester and his/her CSEA representative to review the impending action. 

 
13.8.1  Involuntary Reassignments, for purposes of this section only, may be 

permanent or temporary. 
 
13.8.2 In the event an employee is involuntarily reassigned pursuant to 13.8 and 

that reassignment increases the employee’s shortest commute between his 
or her primary residence and worksite by more than ten (10 miles each 
way, the district shall reimburse the employee the difference in mileage 
based on the Federal Mileage Reimbursement Rate.  That difference in 
mileage is calculated based on the difference mileage between the 
original worksite and the transferred to worksite.   

 
13.8.3 The District shall have no obligation to continue to reimburse the 

employee if:  (1) the employee has an opportunity to transfer to a position 
in the same classification at another District worksite that is ten (10) or 
fewer miles via the shortest commute from his or her primary residence, 
but does not pursue that transfer opportunity; (2) in case of a temporary 
reassignment, the employee returns to his or her original worksite; (3) the 
employee relocates his or her primary residence to a location that is ten 
(10) or fewer miles via the shortest commute from his or her reassigned 
work site; or (4) the employee is transferred, reassigned, or assigned for 
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whatever reason to a worksite that is ten (10) or fewer miles via the 
shortest commute from his or her primary residence.  Mileage shall be 
submitted monthly to the immediate supervisor on the approved mileage 
reimbursement form.   

 
13.9  Unsuccessful Applicants:  Upon written request from an unsuccessful employee 

applicant, the District will inform the employee why he/she did not receive the 
transfer. 

 
13.10 Salary Placement Upon Transfer or Reassignment:   An employee receiving a transfer or 

reassignment retains the same salary step placement held in the former position.  An 
employee receiving a higher range transfer shall be placed on the lowest step of the higher 
range which provides an increase in pay. An employee receiving a  voluntary lower range 
transfer shall be placed on their present step of the lower range or the step reflecting prior 
seniority accrued in that position.  A transfer or reassignment does not interrupt an 
employee's normal salary step progression. 

 
13.11   Cross-Class Transfer Probationary Period:  A permanent employee who receives a cross-

class transfer shall be required by the District to serve a probationary period of 6 months 
in the new class.  If the employee is released during the probationary period in the new 
class, he/she shall be restored to a position in the former class in which he/she had 
attained permanent status equal in daily and annual hours to the position from which 
he/she originally transferred. 
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ARTICLE XIV 

GRIEVANCE PROCEDURE 

14.1  Definition of Terms: 
 

14.1.1  Grievance - An allegation by a grievant that there has been a misinterpretation, a 
misapplication, or a violation of the specific provisions of this Agreement. 

 
14.1.2  Grievant:  An individual employee or group of employees covered by the 

terms of this Agreement who allege a grievance, or CSEA. 
 

14.1.2.1   If the grievance is a group grievance under this section involving more 
than one employee, the grievance may be filed in the names of all 
employees so affected, provided that all such employees claiming relief 
under the grievance show a direct linkage to the grievance and sign the 
grievance form.  In the event the members of the group have different 
supervisors, they must elect that supervisor at formal level one with 
whom to file the formal grievance.  

 
14.1.3  Day - A day in which the central administrative offices of the District are open 

for business. 
 

14.1.4   Immediate Supervisor- The supervising administrator having immediate 
jurisdiction over the grievant. 

 
14.2  Procedures: 

 
14.2.1  Informal Level:  Before filing a formal grievance, the grievant shall attempt to 

resolve the grievance by an informal conference with his immediate supervisor. 
 

14.2.2  Formal Level: 
 

14.2.2.1 Level One:  Within 20 days after the employee knows, or has reason to 
know that he/she has a grievable cause, but in no event more than 
30 days after the act or omission objectively giving rise to a 
grievance, the grievant must present his/her grievance on the 
prescribed form to his/her immediate supervisor.  The form shall 
include statements indicating: 

 
14.2.2.1.1 How the individual employee was adversely affected; 

 
14.2.2.1.2 The specific section of the contract allegedly violated; 

 
14.2.2.1.3 The specific remedy sought by the employee to resolve the 

grievance. 
14.2.2.1.4 The immediate supervisor shall communicate his/her decision to 

the employee in writing within 10 days after receiving the 
grievance.  If the administrator does not respond within the time 
limits, the grievant may appeal to the next level.  A conference 
shall be held within the above time limits at the written request 
of either the grievant or the immediate supervisor. 
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14.2.2.2   Level Two:  In the event the grievant is not satisfied with the decision at 

Level One, he/she may appeal the decision to the Superintendent or 
his/her designee within 10 days.  This statement shall include a copy of 
the original grievance, the decision rendered, and a clear concise 
statement of the reasons for the appeal.  The appeal shall be submitted on 
the prescribed form. 

 
14.2.2.3.1 The Superintendent or his/her designee shall communicate his/her 

decision to the grievant in writing within 10 days after receiving 
the appeal.  If the Superintendent does not respond within the 
time limits, the grievant may appeal to the next level.  A 
conference shall be held within the above time limits at the 
written request of either the grievant or the Superintendent. 

 
14.2.2.3 Level Three:  If the grievant is not satisfied with the decision at Level 

Two, he/she may appeal the decision on the appropriate form to the 
Board of Trustees within 15 days.  This statement shall include a copy of 
the original grievance and appeal, the decision rendered, and a clear, 
concise statement of the reasons for the appeal. 

 
14.2.2.3.1 At the first regularly scheduled Board meeting following 

submission of the written appeal, the grievant may present 
his/her case to the Board of Trustees in closed session. 

 
14.2.2.3.2 After hearing the grievance, the Board of Trustees shall take 

action and its action shall be final and binding. 
 

14.2.2.3.3 Any settlement of a grievance shall be applicable to that 
grievance only and shall not be binding authority for the 
disposition of any other grievance.  Prior to the final resolution 
of the grievance, there shall be conveyed a copy of the 
grievance, and the proposed resolution thereof to CSEA and 
CSEA shall be allowed to comment thereon. 

 
14.3   CSEA shall have the authority to file a grievance in behalf of an employee under this 

Article, provided the employee has set forth the grievance, has fulfilled the informal level 
of this Article, and has given written authority to the job steward to file in his/her behalf. 

 
14.3.1  The Chapter President or designee, at the request of an employee-grievant, may 

have reasonable paid release time to attend any grievance meeting arranged 
between the employee-grievant and a management employee as provided in the 
grievance procedure (section 14.2); also, the Chapter President or designee may 
have reasonable paid release time to attend any meeting between the Association-
grievant and a management employee as provided in the grievance procedure; also, 
the Chapter President or designee may have reasonable paid release time to 
investigate a claim of grievance by an employee in the bargaining unit. A "claim 
of grievance" must be related to a specific provision of the negotiated Agreement. 
Before leaving the job site for release time, the Chapter President or designee shall 
provide as much prior notice as possible to his/her supervisor, shall attempt to 
make arrangements with the supervisor so that the immediate needs of the job are 
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met. Upon returning to the job site from release time, the Chapter President or 
designee shall notify his/her supervisor of the return to the job site. 

 
14.3.2  Individuals participating in a group grievance may not each have CSEA represent 

them under this Section, although the groups, as one grievant, may request CSEA 
representation, provided the members of the group have each fulfilled this section. 

 
14.4   Separate Grievance File: All materials concerning an employee's grievance shall be kept in 

a file separate from the employee's personnel file. 
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ARTICLE XV 

SAFETY 

15.1  District Compliance: The District shall conform to and comply with all health, safety, 
and sanitation requirements imposed by state or federal law or regulations adopted under 
state or federal law. 

 
15.2  Safety Committee:  A safety committee shall be formed composed of two members 

appointed by the District and two members appointed by the CSEA Chapter President. The 
committee shall review health, safety, sanitation, and working conditions to insure 
compliance with Section 15.1.  The committee shall make recommendations to the district 
concerning improvements in health, safety, sanitation, and working conditions. The 
committee shall determine its chairperson. 

 
15.3 Meetings: The Safety Committee shall meet once each quarter to review safety issues and 

concerns.  The Chairperson of the committee will notify the Superintendent and CSEA 
Chapter president when and where meeting will be held each quarter. 
Requests and/or petitions to the Committee must be made using the Safety Request form 
(appendix "G" to the contract). 

 
15.4  Authority:  The Safety Committee will review requests or petitions to consider matters 

related to health, safety, sanitation, and working conditions. Process: 
 

15.4.1  Employees must make requests in writing in advance of Committee 
meetings; 

 
15.4.2  Requests/petitions can be submitted to the District Office at any time; 

 
15.4.3  The Committee shall review requests; determine the need; determine 

approximate cost; prioritize all requests; 
 

15.4.4  The Committee shall advance all recommendations to the Superintendent and the 
CSEA Chapter President in writing within ten (10) days of meeting. 
Recommendations shall include but not necessarily be limited to: all 
matters/requests considered; number of employees affected; approximate costs; the 
priority status of the matter and the rationale for the priority status in rank to all 
matters considered in the meeting. 

 
15.5  Release Time: The members of the committee shall be allowed release time to attend the 

District Safety Committee business functions. 
 

15.6 No Discrimination:  No employee shall be in any way discriminated against as a result 
of reporting any condition believed to be a violation of Section 15.1. 

 
15.7 Safe Working Environment: Employees are entitled to a working environment that is healthy 

and safe not only from physical hazards, but from abusive behavior on the 
part of co-workers. Abusive behavior among co-workers, collectively referred to as a 
workplace bullying, includes patterns of demeaning, insulting, degrading, and manipulative 
and falsely accusing others. It further includes psychological, verbal and written attacks on 
an employee that cannot be justified by any legitimate operational needs of the District.  
Abusive behaviors can exist between equals in the organizational hierarchy, as well as 
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between those in supervisory/subordinate relationships. 
 

15.7.1 The District agrees to promptly investigate all instances of alleged abusive 
workplace bullying reported by employees to the Human Resources Office. The 
District further agrees to take necessary action to eliminate these behaviors where 
an investigation determines they are in fact occurring. Persons assigned by the 
District to investigate claims of workplace bullying shall first be educated on the 
subject to a degree that they understand the issues involved and are likely to 
recognize bullying when presented with evidence consistent with this pattern of 
behaviors. 

 
15.7.2 Board Policy 1312.1 and Administrative Regulation 1312.1, "Complaints 

Concerning District Employees," provide procedures which must be used to file 
such complaints, and procedures which will be used for resolution of the same. 

 
15.7.3 The procedures in Section 15.7 shall be exclusive. The determinations made under 

this Section 15.7 are not subject to the grievance procedure, but the following of 
the procedure is subject to the grievance procedure. 
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ARTICLE XVI 
 

LAYOFF AND REEMPLOYMENT 
 
16.1   Reason for Layoff:  Layoff shall occur only for lack of work or lack of funds.  Reductions in 

working hours/days/months in lieu of layoff and reductions in class or pay grade in lieu of 
layoff are mandatory subjects of bargaining. 

 
16.2  Notice of Layoff:  The District shall notify all employees subject to layoff and CSEA of the 

layoff in writing not less than forty-five (45) calendar days prior to the effective date of the 
layoff.  This notice shall be issued after the layoff and bumping meeting identified below 
has been held.  A preliminary notice of layoff shall be issued to all affected employees not 
less than five working days prior to the layoff and bumping meeting.  CSEA shall have the 
right to consult with the District throughout this period to review the proposed layoffs and 
determine if seniority calculations, the process and order of layoff and the exercise of 
bumping rights are in compliance with the requirements of this Article.  Layoff notices shall 
specify the reason for layoff, the employee's displacement rights, if any, and reemployment 
rights. 

 
16.3  Order of Layoff:  A layoff shall occur within a class of positions.  The order of layoff 

within a class shall be determined by length of service.  The employee who has been 
employed the shortest amount of time within the class, plus higher classes, shall be laid off 
first.  For purposes of this section, higher class means a class with the same or a higher 
salary range placement.  Seniority shall be determined by the number of non-overtime 
hours an employee has been in a paid status as a regular employee in the class, plus higher 
classes.  Seniority earned in a class prior to a reclassification or reallocation is not lost.  
Even if the class has been split into two or more classes, and even if the class title has been 
changed and/or the salary range placement amended, all seniority accrued in the former 
class shall count in all of the resulting classes and shall be so recorded on the seniority list.  
The only exception to this rule is if the employee clearly no longer possesses the basic 
qualifications for the reclassified class(es), in which case prior seniority is lost for that 
class or classes. 

 
16.4  Vacant Position: Any vacant authorized position in a class shall be deemed to be the most 

junior employee in the class and shall be bumped into without advertising the vacancy.  
However, an employee may not bump into a vacant position in the original class with a 
greater number of non-overtime hours, or into a vacant position in a lower class (assuming 
prior service therein) with a greater number of hours if it would result in an increase in 
wages taking into account the lower rate of pay. 

 
16.5  Bumping Rights:   An employee to be laid off from his/her position may elect to bump the 

least senior employee in the class who works the same number of non- overtime daily and 
annual hours.  If there is no such employee in the class junior to the laid off employee, 
he/she may bump the least senior employee in the class working fewer, but most nearly 
equal to the laid off employee's daily and annual hours.  If there is no such person in the 
class junior to the laid off employee, the employee may bump into any lower class in which 
the employee has accrued seniority through prior regular service.  Bumping rights in other 
classes shall follow the pattern described above.  The employee shall have the right to 
continue bumping into other classes where he/she has accrued seniority in order to avoid 
separation from employment, until all options described above are exhausted.  Employees 
who are bumped from their positions by more senior employees are free to exercise their 
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bumping rights in order of seniority.  A laid off employee may not bump more than one 
other employee, or otherwise combine positions during the bumping process. However, if 
an employee is laid off or bumped from one or more than one position, bumping rights may 
be exercised for each position.  Employees who exercise their bumping rights retain full 
reemployment rights to the class and daily/annual hours held at the time of layoff.  
Employees who decline to exercise bumping rights likewise retain their full reemployment 
rights including but not limited to statutory and contractual rights. 

 
16.6  Layoff and Bumping Meeting:  Following the decision by the District to layoff employees 

and prior to the issuance of final layoff notices, a meeting shall be held at which all persons 
likely to be impacted by the layoffs, or by the bumping actions of other employees, are 
directed to attend.  At this meeting the District and CSEA shall explain seniority rights and 
the layoff and bumping process to the employees. Employees who are to be laid off shall 
exercise or decline to exercise their bumping rights at this meeting.  Employees bumped 
from their positions by more senior employees shall likewise exercise or decline to exercise 
their bumping rights at this time.  This process shall be carried out until all decisions are 
made.  From these decisions derive the future placement of employees, and a list of 
employees to receive final layoff notices which shall include all employees who have 
exercised bumping rights into other positions.  A Reemployment list shall also be prepared 
in a timely manner following this meeting which indicates each laid off employee's full 
employment status by class placement and daily/annual hours. 

 
16.6.1 A copy of the Reemployment list shall be delivered within ten (10) business days, 

to the CSEA Chapter President for the Chapter's record. 
 

16.7  Salary When Bumping:  An employee who bumps into a lower class retains the salary 
step placement and longevity benefits the employee enjoyed in the higher class. 

 
16.8  Equal Seniority:  If two or more employees subject to layoff possess equal class seniority, 

precedence shall be determined by the earliest first day of paid service as a regular 
classified employee with the District.  If seniority is still equal, precedence shall be 
determined by the Superintendent. 

 
16.9  Reemployment Rights:  Laid off employees are eligible for reemployment in the class and 

to the hours from which laid off for a period of thirty-nine months and shall be reemployed 
in the reverse order of layoff.  Their reemployment shall take precedence over any other 
regular classified employment.  Acceptance, or refusal to accept, a reemployment offer to a 
position with lower class status or shorter hours than that from which laid off, shall not 
diminish an employee's reemployment rights.  If an employee declines an offer of 
reemployment to a position equal or greater in class and hours than that from which 
originally laid off, the employee shall be permanently dropped from any reemployment list 
and shall forfeit any benefits he might be receiving under Section 16.15, hereunder.  Laid 
off employees shall have the right to apply for other positions within the District as if they 
were in active status.  Employees who take voluntary demotions or voluntary reductions in 
regular, non-overtime hours of employment in lieu of layoff shall, at the employees' option, 
be returned to positions in their former classes and to positions with increased hours as 
positions become available, and with no time limit, except that they shall be ranked on a 
reemployment list in accordance with their seniority. 

 
16.10  Retirement in Lieu of Layoff:  Any eligible bargaining unit employee may elect to accept a 

service retirement in lieu of layoff, voluntary demotion, or reduction in assigned time.  



47 
 

Such employee shall, not less than ten days prior to the effective date of the proposed 
layoff, provide written notification to the District to this effect.  The District shall assist 
the employee, in effecting retirement through the Public Employees' Retirement System.  
The employee shall then be placed on a thirty-nine-month reemployment list as would any 
laid-off employee.  However, the employee's eligibility for reemployment shall be 
governed by applicable statutes and the regulations of the Public Employees Retirement 
System.  The District agrees that when an eligible retiree responds positively and in a 
timely fashion to an offer of reemployment, the retiree shall be granted the time necessary 
for terminating retired status and returning to active service.  An eligible retiree who 
declines to accept an offer of reemployment to a position equal in class and hours to that 
from which retired shall be removed from the reemployment list and thereafter be 
considered permanently retired.  Any election to accept service retirement after being 
placed on a reemployment list shall be considered retirement in lieu of layoff under this 
Section. 

 
16.11  Seniority Roster:  The District agrees to maintain a seniority roster for all bargaining unit 

classes, which shall be updated appropriately.  CSEA shall be sent a copy of said roster 
upon request and each time layoffs are to occur. 

 
16.12  Reemployment Notice:  Whenever there is an active reemployment list the District shall 

provide written notification of appropriate openings to employees on the list by first class 
mail, addressed to the employee's last known address.  CSEA shall concurrently be 
provided a copy of each notice.  It is the employee's responsibility to keep the District 
currently informed of his/her mailing address.  The District's responsibility to provide 
notice under this Section is waived if two notices are returned to the District as 
undeliverable. 

 
16.13  Employee Response: Employees on reemployment lists who desire to return to active 

status with the District shall be responsible for notifying the District in writing to this 
effect within ten days of receipt of a notice of appropriate opening. An employee accepting 
reemployment shall report to work not later than thirty days after the date of reemployment 
as announced by the District (except as noted in 16.10, above.) 

 
16.14  Combined Classes: Employees serving in a combined class, the component classes of 

which include the same duties as do one or more other bargaining unit classes, shall 
accrue seniority in the component classes in the same manner as for the combined class, 
in amounts which reflect the proportion of regular non-overtime hours served in each of 
the component classes. 

 
16.15  Retention of Fringe Benefits:  Whenever an employee suffers a reduction from 0.75 FTE or 

more (30-40 hours per week) to less than 0.75 FTE (less than 30 hours per week), or bumps 
from a position from 0.75 FTE or more to one with less than 0.75 FTE, the employee's 
entitlement to District-paid health and welfare insurance benefits provided under the terms 
of this Agreement shall not be diminished for twelve months following the month in which 
the action becomes effective.  The District's obligation to contribute toward premium costs 
is reduced effective with the thirteenth month.  From that time forward the District shall 
contribute that portion of total premium costs as the employee's regular non-overtime 
weekly working hours (per week bear to forty (40) hours.  For example, if the employee is 
reduced to 0.375 FTE (15 hours per week), the District is responsible for paying 3/8 of the 
District's contribution of the total premium costs (see Article 9).  The employee is 
responsible for paying his/her prorated share of premium costs in order to retain coverage 
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under this provision.  The District’s obligation under this provision is waived if the employee 
fails to make timely payment of his/her share of premiums.  This provision is without effect 
if and when the employee's FTE is restored to 0.75 FTE [thirty (30) per week] or more.  
Employees whose hours were reduced prior to July 1, 1995, shall continue to receive 
benefits as provided in the 7/1/90 through 6/30/93 Agreement.  Employees who were hired 
prior to July 1, 2008, shall continue to receive benefits as provided in the 7/1105 through 
6/30/08 Agreement. 

 
16.15.1 For employees holding two part-time employment positions in the District, Section 

16.15 is applicable only in the event the employee's primary position (i.e., the 
position with the longer hours and workweek) is adversely affected as described 
in Section 16.15.  Section 16.15 shall, however, apply to employees holding one 
position if the described adverse action occurs. 

 
16.16  Effects of Layoff:  CSEA and the District recognize that layoffs may trigger problems 

among the remaining workforce in such areas as distribution of the work of laid off 
employees, preservation of bargaining unit work within the unit, classification levels of 
remaining employees, workload and work scheduling · problems, and similar issues. It 
is agreed that these issues will be addressed on a case-by-case basis, upon receipt by 
the District of a request to negotiate from CSEA. 
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ARTICLE XVII 

DISCIPLINE 

17.1  Exclusive Procedure:  Disciplinary action may be imposed upon permanent 
employees only pursuant to this Article. 

 
17.1.1 Disciplinary action includes any involuntary suspension without pay,  

demotion, or dismissal of permanent classified employees. Verbal warnings, 
Letters of Warning and Letters of Reprimand are not considered discipline. 

 
17.1.2 Derogatory Information: Information of a derogatory nature, except material  

described in subdivision (b) of Education Code section 44031, shall not be entered 
or filed unless and until the employee is given notice and an opportunity (at least 
10 business days) to review and comment thereon. The review may take place 
during normal business hours, and in such event the employee shall be released 
from duty for the review of derogatory material without loss of pay. The employee 
may enter, and have attached to the derogatory material, the employee's own 
comments at any time. The written response shall become an attachment to the 
derogatory material in the personnel file. 

 
17.2 General Provisions: 

 
17.2.1 Discipline may be imposed upon employees only for just cause in  

accordance with the specific grounds for discipline established in Section 17.6. 
 
7.2.2 It is the intent of CSEA and the District that where appropriate, discipline  

be applied progressively, to afford the employee the maximum opportunity to 
correct deficient work practices or conduct. 

 
17.2.3 Letters of reprimand which employees believe to be unfair and/ or  

incorrect may be appealed to the Superintendent. The Superintendent's decision 
shall be final. This does not limit the employee from exercising their right to 
make a written response to any derogatory information placed in their personnel 
file as provided above. 

 
17.2.4 Except in those situations where an emergency suspension is justified under 

section 17.4, or situations involving serious and inexcusable misconduct on the 
part of the employee, an employee whose work or conduct is of such a nature as to 
potentially warrant disciplinary action shall first be specifically warned in writing 
by the immediate supervisor (the lowest level supervisor who is not a member of 
the bargaining unit).  Such warning shall state the nature of the alleged offense, 
and any intention the supervisor may have to recommend discipline based on 
future misconduct. 

 
17.2.5 The District shall not initiate any disciplinary action for any cause alleged  

to have arisen prior to the employee becoming permanent, nor any cause alleged to 
have arisen more than two (2) years preceding the date of the filing of the notice of 
cause unless the cause was concealed or not disclosed by the employee when it 
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could be reasonably assumed that the employee should have disclosed facts to the 
District. 
 

17.2.6 An employee under pre-disciplinary investigation by the District may have  
a representative of his/her choice present at any meeting with the employer 
pertaining to potential discipline. The District shall notify the employee of this 
right prior to meeting with the employee by providing a copy of Appendix H 
Employee Rights to Representation.  

 
17.2.7 The allegations and contents of disciplinary actions are not grieveable.   

However, alleged procedural violations of this Article shall be subject to the 
grievance procedure. 

 
17.3 Disciplinary Procedure: 

 
17.3.1 When a supervisor determines that discipline (demotion, suspension or dismissal) 

may be warranted, he/she will provide the employee with written charges 
specifying the facts supporting the proposed discipline. The written charges shall 
contain a statement in ordinary and concise language of the specific acts and 
omissions upon which the disciplinary action is based, a statement of the cause(s) 
for the proposed discipline, and, if it is claimed that an employee has violated a 
rule or regulation of the District, such rule or regulation shall be stated. It shall 
also include a copy of any documents upon which the supervisor intends to rely as 
support for the charges. If the employee has invoked his/her right of 
representation, a copy of the discipline packet shall also be provided to CSEA. 

 
17.3.2 The employee has the right to respond to the charges verbally or in writing. 

The employee shall be entitled to an informal pre-hearing (Skelly) conference on 
the charges with an appropriate administrator ("Administrative Neutral"). The 
employee shall be entitled to have a representative of his/her choice at the 
conference. Should the employee agree with the recommendation, it will be 
forwarded directly to the Superintendent. The Neutral Administrator cannot 
conduct any independent investigation in the matter and will make his/her 
recommendation solely on the information presented during the informal hearing. 
Within ten (10) business days following the conference, the administrative neutral 
shall prepare a written recommendation regarding whether or not the proposed 
discipline is warranted. A copy of the recommendation shall be given to the 
supervisor, the employee, the employee's representative, if any, and to the 
Superintendent. The recommendation may be to sustain the discipline, reduce the 
discipline or charges, or dismiss the recommended discipline, but may not 
recommend enhanced discipline. 

 
17.3.3 Within ten (10) business days following the Superintendent's receipt of the 

administrative neutral's recommendation, the Superintendent shall communicate 
his/her decision about his/her intended action. The Superintendent may take any 
of the following actions, depending on the particular circumstances: (1) Leave 
the employee in his/her job and dismiss the matter or recommend disciplinary 
proceedings or; (2) Temporarily reassign the employee to alternative job duties 
pending the outcome of recommended disciplinary proceedings or; (3) Place the 
employee on paid administrative leave pending the outcome of recommended 
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disciplinary proceedings. 
 

17.3.3.1 When the District determines that sufficient cause exists for  
disciplinary action (demotion, suspension or dismissal) to be taken 
against an employee, the District shall serve formal notice to that effect 
upon the employee. Such notice shall be presented to the employee by 
personal delivery, or by being placed in the U.S. Mail, by certified mail, 
addressed to the last known address of the employee. If an employee has 
invoked CSEA representation, the District shall simultaneously notify the 
CSEA Chapter President that formal disciplinary charges have been filed 
against the employee, informing CSEA of the name of the employee and 
provide a copy of the disciplinary charges filed. 

 
17.3.4  The notice of disciplinary action shall contain a statement in ordinary and concise 

language of the alleged specific acts and omissions upon which the disciplinary 
action is based, a statement of the cause(s) for the action taken, and, if it is claimed 
that an employee has violated a rule or regulation of the District, such rule or 
regulation shall be stated. The notice shall also include the employee's right to a 
hearing on the charges and the time within which the hearing may be requested as 
set forth in section 17.3.5. 

 
17.3.5 Included with the notice shall be a blank hearing request form (Appendix J )  the 

signing and return of which by the employee shall constitute a denial of charges, 
and a demand for hearing on the charges. The employee shall have not less than 
ten (10) business days from the date the notice was delivered or mailed in which 
to return the hearing request form to the District and demand a hearing. The 
hearing request may be mailed to the office of the Superintendent, but it must be 
either received or postmarked by no later than the time limit stated herein. If the 
employee fails to file the request for hearing within the timeline specified, the 
employee shall be deemed to have waived his or her right to appeal the 
disciplinary action, and the board may order the recommended personnel action 
into effect immediately. 

 
17.3.6 If the employee demands a hearing on the charges, the hearing shall be conducted 

by a hearing officer (who shall be an attorney licensed in the State of California) 
or by an administrative law judge from the Office of Administrative Hearings at 
the District's option. The hearing shall be conducted either outside of or in the 
Board's presence at the Board's discretion. The hearing shall be scheduled at the 
earliest convenient date 
taking into consideration the schedule of the Board and/ or hearing officer and the 
availability of counsel/representatives and witnesses. The technical rules of 
evidence shall not apply. The hearing shall be conducted in closed session, unless 
the employee submits a written request at least 24 hours prior to the ·hearing that 
he or she wishes to have the charges heard in public session. 

 
17.3.7 The employee shall have the right of counsel or representation of his /her choice at 

the hearing. He/she shall have the right to present evidence, testimony and 
witnesses on his/her behalf, and the right to cross-examine witnesses of the 
District. The burden of proof shall remain with the District. The standard to be 
met is that the evidence, taken as a whole, supports the recommendation.   
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17.3.8 T h e  Hearing Officer shall issue a written decision following conclusion of the 

hearing, which shall be provided to the District and the employee. In his /her 
decision, the Hearing officer shall set forth findings of facts and recommended 
conclusions as to whether the charges are sustained. The decision shall contain a 
recommendation for discipline, if any, as found appropriate by the Hearing 
Officer. The Hearing Officer's recommendation may sustain, amend or reject the 
original charges and proposed discipline in whole or in part, with amendments 
thereto, but may not recommend discipline greater than that originally proposed 
by the District. 

 
17.3.9 The Board of Trustees shall act upon the Hearing Officer's recommendations at its 

first regular or special meeting at which the issue can be legally placed upon the 
agenda. If the Board's action includes the imposition of discipline on the 
employee, the effective date(s) of such discipline shall be indicated.  If the Board 
rejects the charges and fully reinstates the employee, the District shall issue back 
pay if the employee was on unpaid leave. 

 
17.4  Emergency District Actions Pending Investigation/Suspension: CSEA and the District 

recognize that emergency situations can exist involving the health and welfare of students 
or other employees. If an employee's presence on District property would lead to a clear 
and present danger to the lives, safety or health of students or fellow employees, or 
perceived risk to property, the Superintendent may place the employee on unpaid leave. 
Prior to placing the employee on unpaid leave, the Superintendent shall provide written 
notice to the employee at least five days prior to the leave. If the Superintendent (District) 
determines the emergency situation warrants disciplinary actions the procedures outlined in 
Article 17.3 will prevail. The foregoing shall not prohibit the Superintendent from 
immediately placing an employee on unpaid leave and immediate suspension pursuant to 
Education Code 44010, 44011 or any conviction of a felony or any crime involving moral 
turpitude (Article 17.6.14). 

 
17.5  Disciplinary Settlement: A proposed disciplinary action may be settled at any time before 

or following service of the required notice on the employee, on any terms acceptable to 
the employee and the District. The terms of any such settlement shall be reduced to 
writing, and a copy shall immediately be given to the CSEA Chapter President by the 
District, if the employee is represented by CSEA in the discipline matter.  An employee 
offered a disciplinary settlement by the District shall be granted a reasonable amount of 
time to have the proposed settlement reviewed by his chosen representative prior to 
making a decision. 

 
17.6  Grounds for Disciplinary Action:  With the exception of matters chargeable under 

statute, disciplinary action may be imposed only for the following reasons: 
 

17.6.1 Incompetence or inefficiency in the performance of assigned duties 
 
17.6.2 Insubordination, including, but not limited to, refusal to perform assigned work 

 
17.6.3 Discourteous, abusive, offensive or immoral conduct or language toward other 

employees, students, or the public 
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17.6.4 Dishonesty 
 

17.6.5 Possession or consumption of alcoholic beverages on school property, or 
reporting for work while under the influence of alcohol, or providing alcohol to 
a minor 

 
17.6.6 Possession or consumption of, or being under the influence of narcotics or 

controlled substances without a prescription, or providing the same to a minor 
 

17.6.7 Repeated unexcused absences or tardiness 
 

17.6.8 Abuse of leave privileges 
 

17.6.9 Absence without notification 
 

17.6.10 Falsifying any information supplied to the District, including information on 
application forms, employment records, or any other District records. 

 
17.6.11 Physical or mental inability to perform assigned duties 

 
17.6.12 Refusal to take a medical examination required by the District 

 
17.6.13 Offering anything of value, or offering any service in exchange for special 

treatment in connection with the employee's job, or the accepting of anything 
of value or any service in exchange for granting any special treatment to 
another employee or to any member of the public. 

 
17.6.14 Conviction of a sex offense as defined in Education Code Section 44010 or drug 

offense as defined in Education Code Section 44011, or any felony or any crime 
involving moral turpitude. 

 
17.6.15 Persistent violation or refusal to comply with safety rules established by the 

District, or by any governmental agency with jurisdiction. 
 

17.6.16 Abandonment of position. 
 

17.6.17 Failure to maintain any formal licensing or certification required for the 
employee's position. 

 
17.6.18 Intentional or negligent abuse, misuse or damage to District property. 

 
17.6.19 Exhibition of violent or physically threatening behavior toward other 

employees, students, or the public. 
 

17.6.20 Refusal to submit or failure to pass a required alcohol or controlled substance test 
by a safety-sensitive employee. 

 
17.6.21 Unlawful discrimination, including harassment, on the basis of race, religious 

creed, color, national origin, ancestry, physical or mental handicap, marital status, 
sex, gender orientation, or age against students, the public or other employees 
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while acting in the capacity of a district employee. 
 

17.6.22 Unlawful retaliation or threatening behavior against students, any other district 
officer or employee, or member of the public who, in good faith, reports, 
discloses, divulges, or otherwise brings to the attention of any appropriate 
authority, any information relative to an actual or suspected violation of state 
or federal law occurring on the job or directly related thereto. 

 
17.6.23 Retaliation or threatening behavior toward any student, other district officer or 

employee, or member of the public who either in good faith reports potential 
employee misconduct or who participates as a witness in any investigation or due 
process proceeding involving employee misconduct. 

 
17.6.24 Any other failure of good behavior either during or outside of duty hours which 

is of such an extreme nature that it causes severe discredit to the District or 
his/her employment. 
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ARTICLE XVIII  
 

SEVERABILITY 
 

18.1  Savings Clause:  If during the life of this Agreement there exists any applicable law or 
any applicable rule, regulation, or order issued by governmental authority other than the 
District which shall render invalid or restrain compliance with or enforcement of any 
provision of this Agreement, such provision shall be immediately suspended and be of no 
effect hereunder so long as such law, rule, regulation, or order shall remain in effect.  
Such invalidation of a part or portion of this Agreement shall not invalidate any remaining 
portions which shall continue in full force and effect. 

 
18.2  Replacement for Severed Provision:  In the event of suspension or invalidation of any 

Article or Section of this Agreement, the parties may mutually agree to meet and negotiate 
within a reasonable time after such determination for the purpose of arriving at a 
replacement for such Article or Section.  
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ARTICLE XIX 
 

CONCLUSION OF MEETING AND NEGOTIATION 
 

19.1  The parties hereto have agreed that this document constitutes the complete agreement 
reached between the parties. 

 
19.2  The parties have an automatic Salary reopener and each party has the right to reopen on 

one other subject of their choosing for the third year of the agreement (2015- 2016). 
 

19.3  The parties shall have no further obligation to meet and negotiate during the term of this 
Agreement except, as provided in Article XIX or as they may mutually agree. 

 
19.4  Any additions or changes in the Agreement shall not be effective unless reduced to 

writing and properly ratified and signed by both parties. 
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5/1/17 REVISED W/2% INCREASE RETRO TO 7/1/16 2016-2017 CLSS12 SALARY SCHEDULE

I II III IV V VI

POSITION RANGE
Clerk Typist I 5 12.05 12.70 13.37 14.04 14.72 15.35

Library Technician 6 12.63 13.30 13.94 14.61 15.29 15.93
Food Specialist I

Clerk Typist II 7 13.19 13.84 14.51 15.17 15.85 16.49
Food Specialist II

Cal SAFE Assistant
Custodian I 

Cust I/Maint I 8 13.69 14.37 15.01 15.71 16.34 17.02
Literacy Paraprofessional

Food Specialist III
School Site Representative II

Resource Ctnr & Stud Act Clerk
Inst Asst/Special Needs

Inst Asst/Severe Handicapped
Health/Office Asst.

Office Assistant
Speech Tech

Gardener Tech 9 14.08 14.74 15.39 16.07 16.67 17.39
Head Custodian

BD/Custodian 10 14.84 15.51 16.15 16.81 17.49 18.14
Computer Tech Specialist 11 15.35 16.04 16.70 17.35 18.01 18.68

School Site Computer Tech
Counseling Technician

BD/Mech/Maint 12 15.95 16.63 17.29 17.96 18.62 19.26
School Secretary

Attendance Secretary
Maint/Transportation Secretary

Secretary/Library Technician
BE/Gardener

BD/Supply Worker
BD/Head Custodian

BD/Office Mach Repair 13 16.48 17.14 17.81 18.47 19.13 19.80
BD/Maint I/Carp I
Gardener/Maint I

BD/Sanitation
BD/Maint II 14 17.05 17.71 18.39 19.04 19.73 20.37
BD/Mech I

Maint III

Carp III 15 17.57 18.26 18.91 19.58 20.24 20.92
CalSAFE Program Coord/Site Supvr

BD/Mech II 16 18.16 18.85 19.52 20.17 20.80 21.50
Mech II

Bus Driver Trainer

   Mech III 18 19.97 20.74 21.47 22.19 22.88 23.65

STEP
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5/1/17 Revised w/2% increase retro to 7/1/16

I II III IV V VI
POSITION RANGE

Grounds Supervisor A 11.13 11.58 12.04 12.52 13.02 13.54
 Instructional Aide B 12.28 12.70 13.21 13.67 14.12 14.58
Career Technician

Bus Driver C 14.14 14.85 15.51 16.25 16.96 18.89
BD/Mail

Cafeteria Assistant D 9.83 10.23 10.61 11.06 11.50 11.95
Parent Volunteer Liaison E 11.78 12.28 13.02 13.28 13.79 14.35

School Site Rep I F 12.28 12.70 13.21 13.67 14.12 14.58
Detention Monitor G 12.05 12.51 12.98 13.55 14.08 14.63

Attendance Officer HHS H 15.36 15.98 16.62 17.29 17.98 18.69
LVN/Asst-Med Fragile I 17.57 18.26 18.91 19.58 20.24 20.45

Computer/Commun Tech J 19.31 19.96 20.66 21.35 22.09 22.85
Native Lang Inst Asst I K 16.80 17.70 18.64 19.64 20.67 21.77

Native Lang Inst Asst II L 20.45 21.55 22.71 23.91 25.17 26.51
Play School Director

ASES Advisor M 14.17
ASES Lead N 17.72

SB65 Program/Healthy Start
(includes 182 days + 13 Holidays)
195 Days HOURLY READCD

A  Outreach Consultant 21.13
Hoopa Elementary II STEP A B

Hoopa High III I 22.96 24.78
Captain John II 24.10 26.00

III 25.33 27.32
B  Outreach Consultant II 25.09 IV 26.57 28.65
C  Outreach Consultant   23.10
Trinity Valley Elementary 

 
A:  Service Learning Coordinator 17.37

STEPS
2016-2017 CRH SALARY SCHEDULE
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Appendix D 

Overtime/Call Back Enrollment Form 

 

I                                               am requesting to be called for call back and/or  

 

 

over time work at                                                                                             

 

 

I understand that the most senior employee in classification at the job site 

who has notified the supervisor of his/her willingness to be called back shall 

be called back first.  If the supervisor is not able to reach that individual, the 

next senior employee in the classification at the job site shall be called.  If 

the supervisor is not able to reach this individual, the supervisor may contact 

any district employee who can perform the services needed. 

 

These are the numbers that I can be reached at;  

 

 

 

 

Signature Date 

Name 

Site/s 

Supervisor’s Signature Date Received 

Original to Supervisor 

Cc: Employee, and CSEA Chapter President 

















Appendix _G__  

White: Administrative; Pink: Committee; Goldenrod: Requesting Employee 

 

 

 

 SAFETY COMMITTEE  

REQUEST/PETITON FORM 

 

Employee Name: ______________________________________________________ 

 

School Site/Department: ________________________________________________ 

 

REQUEST/PETITION:  

State the health/safety/sanitation/working conditions situation and the request or 

petition concerning the situation in the area provided below.  Attach additional pages 

as necessary.  

 

 

 

 

 

 

 

 

Employee Signature: __________________________________________________ 

 

Date of Submission: ___________________________________________________ 

 

This section for COMMITTEE USE ONLY 

 

DATE OF COMMITTEE CONSIDERATION: ______________________________ 

COMMITTEE RECOMMENDATION(S): 

 

 

Presented to the Superintendent and CSEA Chapter President: 

  

__________________________ 

Committee Chairperson 

 

___________________________ 

Date 

 

● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ● ●   

 

 



Appendix __H___ 

 

EMPLOYEE RIGHTS TO REPRESENTATION 

 

• An employee has a right to know the purpose or subject matter of any 

meeting prior to meeting with their supervisor. 

• An employee has a right to be represented by a CSEA representative during 

any meeting with a district supervisor or administrator that involves or they 

believe could lead to discipline. 

• If you are asked to attend such a meeting, or realize during a meeting that it 

may lead to discipline, you have the right to end the meeting and request a 

representative.  If you make such a request, the supervisor or administrator 

must give you time to contact CSEA and request a representative accompany 

you to any further meeting. 

• Even if you decide not to contact CSEA to represent you at one meeting, you 

still have the right to request CSEA to represent at a later point in the 

disciplinary process. 

• Should you wish to contact CSEA, the phone number of the CSEA President is: 

_    . 

 

At this point, do you wish to end this meeting and invoke your right to 

representation? Check one. 

   Yes 

   No 

 

I acknowledge that I received a copy of this document. 

Employee Signature:         

Date:         
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DENIAL OF CHARGES AND DEMAND FOR HEARING 

 

 

 

I hereby deny the charges set forth in the Notice of Recommended Discipline and the Statement 

of Charges dated ________________. 

 

My declared representative in this matter is:  

Name: __________________________________________ Title: ______________________ 

Contact Telephone Number: _____________________________________________________ 

 

_____________________________ 

Signature 

_____________________________ 

Date 

 

 

   

� � � � � � � � �
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