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Article 1.  PREAMBLE 
 

 
1.1 This Agreement is between the Board of Education of the Laguna Beach Unified 

School District of Laguna Beach, California (District), and the California School 

Employees Association and its Laguna Beach Chapter 131 (Association). 
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Article 2.   RECOGNITION 

 
2.1 The District recognizes the Association as the exclusive representative for all 

regular classified employees, probationary and permanent, composed of 
classifications listed in Appendix A, which is incorporated by reference herein, 
excluding apprentices and professional experts employed on a temporary basis 
for a special project, full-time students employed part-time, short-term 
employees, temporary substitutes and those positions identified as Classified 
Management Employees and Confidential Employees. 

 
2.2 Substitute and short-term employees, employed and paid for seventy-five (75) 

percent or less of a school year shall not be members of the bargaining unit.  
Seventy-five (75) percent of the school year means one hundred ninety-five (195) 
working days, including holidays, sick leave, vacation, and other leaves of 
absences, irrespective of number of hours worked per day.  The term “substitute” 
is an employee hired to replace a regular employee on a day-to-day basis. 

 
2.3 The term “short-term employees” as used in this Agreement, shall be construed to 

mean any person who is employed to perform a service for the District, upon the 
completion of which the service is no longer required or similar services will not 
be extended or needed on a continuing basis. 

 
2.4 Employees, other than substitute employees, may be appointed by the 

Superintendent to a bargaining unit position on a temporary basis for a period not 
to exceed twenty (20) working days.  The service provided by an employee to 
such a position in such an appointment shall not be included in computing the 
service required as a prerequisite to attainment of, or eligibility to, classification as 
a permanent employee. 

 
2.4.1 The scope of representation shall be limited to matters relating to wages, 

hours of employment, health and welfare benefits, leave and transfer 
policies, safety conditions of employment, procedures to be used for the 
evaluation of employees, organizational security and procedures for 
processing grievances.  Nothing herein may be construed to limit the right 
of the District to consult with the Association on any matter outside the 
scope of representation. 

 
2.4.2 The District and the Association agree that negotiation on matters within 

the scope of representation shall only take place between the District’s 
Lead Negotiator on behalf of the Board of Education and the Association. 

 
2.4.3 New classifications created or changes in the determination as to whether 

classifications are management, supervisory, confidential or bargaining unit 
positions, shall be subject to negotiation between the District and the 
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Association to determine if they are to be included in the bargaining unit.  
Disputed cases shall be submitted to the Public Employment Relations 
Board (PERB) and shall be subjected to the grievance procedures contained 
in this Agreement. 
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Article 3.   ASSOCIATION RIGHTS  
 
3.1 Pursuant to the appropriate State laws, the District agrees that all employees 

(probationary and permanent) in the represented unit (Appendix A) shall have the 
right to freely organize, join, and support the Association for the purpose of 
representation on all matters of employer-employee relations.  Likewise, it is 
understood that any employee has the right to refuse to join and participate in the 
activities of the Association. Any inquires into Association business and/or 
membership shall be directed to the Association.  
 

3.2 The Association shall have the right to post notices of activities and matters of 
Association concern on Association bulletin boards, at least one of which shall be 
provided at each site in an area frequented by classified employees.  The 
Association shall have the right to use the inter-district mail service, email service, 
and mailboxes for communication to employees. 

 
3.3 Representative(s) of the Association shall have the right to access areas in which 

employees work so long as the representative(s) does not interfere with the work 
performance.  In those cases where the representative(s) are not members of the 
respective staffs, the representative(s) shall obtain permission from the principal 
prior to gaining access to the work area and shall identify themselves. 

 
3.4 Immediate supervisors shall not schedule time for Association access to 

employees during regular working hours, but shall make it possible for 
representative(s) to talk to employees during work breaks, meal breaks, or before 
and after work hours. 

 
3.5 The Association shall be permitted to use facilities upon application for and 

receipt of approval. 
 

3.5.1 The Association may use school equipment on school property, as long as 
it does not interfere with the regular operation of the school programs.   

 
3.6 A school site administrator and Association site representative shall 

collaboratively develop a classified staff meeting schedule at the beginning of 
each school year.  Association will be provided up to ten (10) additional minutes 
to discuss association business at the conclusion of each staff meeting. 

 
3.7 Upon ratification and approval by the Board, the new agreement will be posted 

on the website within ten (10) days.  The District is not obligated to provide a 
printed copy to all unit members, however unit members may request a printed 
copy from Human Resources. 
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3.8 The Association shall have the right to reasonable release time for the purpose of 
meeting and negotiating with the District restricted to the following: 

 
3.8.1 For the purpose of a successor agreement, the chapter president will 

appoint six (6) representatives for the purpose of meeting and negotiating 
with the District and processing grievances.  The Association’s 
representatives shall receive a total allowance of forty-two (42) days of 
released time without loss of pay. 

 
3.8.2 In the event that impasse is declared by both parties, eight (8) additional 

days shall be granted for the negotiating team. 
 

3.8.3 The District and Association may delegate negotiable topics to authorized 
officers, consultants, representatives, and/or sub-committees. 

 
3.8.4 Those chosen by the Association as its representatives shall provide 

reasonable notice to the District prior to leaving their duties so that 
suitable replacements or other arrangements may be made to continue the 
work of the District. 

 
3.9 The Association shall be granted sixty (60) days of leave per year to be utilized at 

the discretion of the Association.  Up to thirty (30) days can be utilized for 
Association Chapter #131 members to be paid their daily rate of pay for 
Association trainings outside of their work year calendar.  However, this leave 
shall not be utilized in preparation for or the participation in a work slowdown, 
work stoppage, and/or strike as governed by District leave procedures.  The unit 
member(s) affected by this leave shall not suffer loss of pay. 

 
3.10   The District shall provide each new unit member with an informational packet 

prepared by the Association and subject to approval by the District.  Additionally, 
the District shall provide the Association mandatory access to its three annual 
new employee orientations. “Access” to new employees shall be limited to two 
association representatives for thirty (30) minutes. Association representatives 
may attend the District’s new employee orientations.  Release time spent in new 
employee orientations shall be deducted from the Association’s annual allotment.  
Should the District, in its sole discretion, change the manner in which it conducts 
new employee orientations, the parties shall meet and re-negotiate this 
Agreement to comply with the District’s decision.   

 
 Should a new unit member be hired in between employee orientation sessions, a 

unit member appointed by the Association Chapter #131 President may meet and 
confer with the new unit member during designated break periods and/or release 
time. 
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 The District shall provide not less than ten (10) calendar days’ notice in advance 
to the association of a new employee orientation, unless there is an urgent need 
critical to the employer’s operations that was not reasonably foreseeable.  If the 
Association representative does not attend, the orientation will not be 
rescheduled. 
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Article 4.   NEGOTIATIONS PROCEDURES 
 
4.1 Not prior to February 1 of the year prior to the expiration of this Agreement, or 

when reopeners are required, the District and the Association shall exchange 
initial bargaining proposals for re-openers and/or a successor agreement.  The 
successor agreement between the District and the Association is final when 
ratified by the Board of Education and the Association. 

 
4.2 Meetings scheduled for the purpose of negotiating with the Association shall take 

place at a mutually agreed upon time and place convenient to both parties. 
 
4.3 The District will provide the Association estimates of the beginning balance for 

the following fiscal year, estimates of total income delineating as necessary 
restricted funds not available for salary increase and proposed expenditures for 
programs defined in the California School Accounting Manual.  The District will 
also provide to the Association a copy of any fiscal information relating to the 
general fund that is used as the basis for discussion or reports at public meetings. 

 
4.4 The District shall furnish the Association with the placement of classified 

personnel on the respective salary schedule upon request. 
 
4.5 The District and Association will continue to evaluate processes that promote 

communication, sharing of information, and building trust for negotiations leading 
to a mutually successful outcome. 
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Article 5.   JOINT FISCAL MANAGEMENT COMMITTEE  

 
5.1 Purpose 
 

5.1.1 In order to facilitate negotiations and as part of the negotiating process, a 
Joint Fiscal Management Committee shall be established to review 
information regarding the fiscal status of the District and to provide 
ongoing assistance and input regarding the fiscal well-being and long-term 
financial integrity of the District. 

 
 5.1.2 The Committee’s scope shall include but not be limited to: 

● Participation in the development of the District’s annual budget 
● Monitoring budgeted income and expenditures 
● Identifying additional or decreased income 

 
5.2 Membership 
 
 5.2.1 The official membership shall be composed of the following: 
   
  The President of the Association or a designee 
  Two at-large members of the Association 
  The President of LaBUFA or a designee 
  Two at-large members of LaBUFA 
  One member of the Governing Board 
  The Superintendent or designee 
  The Assistant Superintendent of Business Services  
 

5.2.2 The Joint Fiscal Management Committee shall be responsible for keeping 
the negotiating teams of the District and the Associations apprised of the 
fiscal health of the District. 

 
5.2.3 Other members may be invited by a majority vote of the official 

membership. 
 
5.3 Meetings  
 

5.3.1 The Committee shall meet quarterly unless otherwise determined by a 
majority of the Committee.  Each of the three (3) Association 
representatives to the Committee shall be paid at their hourly rate of pay 
for meetings that extend beyond the unit member’s regular work day. 

 
5.3.2 The Board and the Association shall each appoint a co-chairperson to 

 facilitate the meetings. 
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Article 6.   EMPLOYMENT 

 
6.1 Upon initial employment for all probationary employment, the rehiring of all 

permanent employees, the reclassification of employees, and/or increasing or 
decreasing of hours of employees, the District shall furnish a copy of the 
applicable job description, a specification of the monthly and hourly rates 
applicable to their position, a statement of the duties of the position, a statement 
of the employee’s regular work site, regularly assigned work-shift, the hours per 
day, days per week, months per year, and health and welfare benefits. 

 
6.2 As soon as possible after initial employment, the employee’s supervisor shall 

provide each new employee with an orientation to the District.  The orientation 
shall include a review of the policies and pertinent procedures of the District, the 
employee’s job description and a copy of this Agreement. 

 
6.3 A permanent classified employee is one who is employed for seventy-five (75) 

percent or more of the school year, or has completed a probationary period of six 
(6) months or one hundred thirty (130) days of service, whichever is greater.  

 
6.4 New employees shall be fingerprinted prior to the date of employment.  The DOJ 

(Department of Justice) fee for new employees shall be paid by the District.  The 
new employee is responsible for the rolling fee. 

 
6.5 All employees shall be required to furnish evidence that they are free from active 

tuberculosis upon their employment and every four (4) years thereafter.  The fee 
shall be paid by the District for current employees. 

 
6.6 All persons employed in any capacity shall subscribe to an oath to support the 

Constitution of the United States and Constitution of the State of California. 
 
6.7 Any employee may be asked to satisfactorily pass a physical examination given by 

a physician designated by school authorities at the time of their employment or at 
any time during their employment with the District.  The fee shall be paid by the 
District. 

 
6.8 New employees shall be placed on Step A, B, C, D, E, or F of the appropriate 

salary schedule, when approved by the Superintendent.   Placement shall be 
based on the following criteria: 

 
6.8.1 Step A – No experience to two (2) years of experience in a similar 

classification. 
6.8.2 Step B – Minimum of three (3) years previous experience in a similar 

classification. 
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6.8.3 Step C – Minimum of five (5) years previous experience in a similar 
classification. 

6.8.4 Step D – Minimum of seven (7) years previous experience in similar 
classification. 

6.8.5 Step E – Minimum of nine (9) years previous experience in similar 
classification. 

6.8.6 Step F – Minimum of eleven (11) years previous experience in similar 
classification. 

At the discretion of the Superintendent the above minimums may be waived for 
step placement. 

 
6.9 All new employees of the District are required to serve a probationary period of 

six (6) months or one hundred thirty (130) days of service, whichever is greater.  
This is a period of evaluation, wherein if conduct and work are satisfactory and 
warrant continuing employment, the employee will become a permanent 
employee of the District.   

 
6.10 Summer School 

 
Upon receipt of summer school application, any current unit member shall be 
considered for a summer school position and such classified employees of the 
District shall be given first consideration over outside applicants for placement in 
any summer school vacancy posted for Classified Personnel. Unit members will 
receive the compensation for the classification they are assigned to during 
summer school and will accrue sick and vacation benefits in accordance with 
Article 8 and Article 16 for work completed during the summer session as defined 
by Ed Code 45102. 

 
The following non-ranked criteria (listed alphabetically) will be considered by 
those responsible for hiring: 

 
 Availability 
 Individual qualifications 
 Instructional needs 
 Program needs 
 Training/experience 

Seniority of the unit member and recent service in the position may 
also be considered. 
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6.11 Mandated Training 
 

Each unit member is required to participate in state-mandated trainings.  The  
District will offer training opportunities within a unit member’s contracted work 
day, or pay unit members to attend a session should the training fall outside of 
the unit member’s workday. Should a unit member not attend the training, they 
will be required to complete the online training module on a date and/or time 
designated by their supervisor. 
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Article 7.   SAFETY 
 
7.1 The District shall provide safe working conditions, facilities and equipment, 

repairs and modifications, and other practices designed to attempt to comply with 
applicable standards of the California Occupational Safety and Health Act and the 
provisions of the School District Fire and Liability Insurance Programs provided 
that no action will be required until it is finally determined by the Safety 
Committee that the condition requires abatement to ensure safety. 

 
7.2 It is the responsibility of the employee to report in writing or through electronic 

means to their immediate supervisor any conditions deemed unsafe or that may 
indicate a potential danger.  Should no action be taken within a reasonable period 
of time, the employee shall initiate a work order through the established system 
at the work site.  No employee shall be discriminated against as a result of 
reporting (to their immediate supervisor) any condition believed to be a violation 
of this Article. 

 
7.3 It is the responsibility of the employee whose job requires use of tools, equipment 

or motor vehicles, to do so in a safe, prudent, and lawful manner. 
 
7.4 An employee may respectfully refuse to use, operate, or drive any piece of 

equipment if an employee reasonably believes that use of that piece of equipment 
presents a dangerous situation to themselves or others. 

 
7.5 The employee shall report an industrial accident or illness, no matter how minor, 

to their immediate supervisor and if deemed necessary, file an "Employer's Report 
of Occupational Injury or Illness" form with the Human Resources Office. 

 
7.6 Members shall be provided coverage under the terms and conditions of the 

"District Workers' Compensation Program" for any injury or illness arising out of 
or in the course of employment. 

 
7.7 Within sixty (60) duty days following the opening of school, a joint District Safety 

Committee shall be organized and will include representation from the 
Association.  
 
7.7.1 The Committee shall meet at least four (4) times per school year unless 

mutually agreed otherwise to review the Districtwide Comprehensive 
Safety Plan, unsafe or unhealthy conditions, and report to the 
Superintendent and individual employees with safety and health concerns. 

 
7.7.2 When it has been determined there is a safety or health problem that 

requires attention, the District will take appropriate action. 
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7.8  Material Safety Data Sheets (MSDS) will be kept at the workplace where there is 
or may be employee exposure under normal conditions of use or in foreseeable 
emergencies at each District owned and operated site.  

 
7.9 District electronic security cameras shall not be utilized to monitor or review unit 

members unless there is a legitimate investigation pertaining to conduct contrary 
to the law or District policy.  Any such recording or review must be initiated by 
filing a written communication with the Human Resources office and include 
information on the nature, scope and level of action to be taken. 

 
7.10 Staff will be oriented to the Districtwide Comprehensive Safety Plan and trained 

on Site Specific Safety Plan procedures at the beginning of each school year and 
as needed throughout the year to help ensure all new and current unit members 
understand their specific roles and responsibilities. 

 
7.11 The District agrees to provide employee training in concepts of safety in 

compliance with state and federal OSHA regulations. 
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Article 8.   ABSENCES/LEAVES 

 
A unit member shall report absences using the District-adopted absence reporting 
system as early as possible but no later than sixty (60) minutes prior to the start of the 
shift on the actual day of absence.  Unit members in certain departments may be 
required to report to the unit member’s supervisor each day of the absence as directed 
by the supervisor.  Unit members are required to request prior approval from their 
supervisor for vacation or floating holiday.   
 
8.1 Sick Leave 
 
 Every full-time unit member accrues eight (8) hours per calendar month for each 

month worked during the fiscal year, July 1 through June 30 for personal illness 
or injury (including physician appointments), illness or injury of a family member in 
the immediate household, with full pay. 
 
8.1.1 Sick leave not used in any one year shall be accumulated without limit. 

 
8.1.2  A unit member serving regularly on a part-time basis is entitled to sick 

leave prorated in the same ratio as the regular work hours per day, days 
per week, weeks per month, or months per year that such part-time unit 
members bear to eight (8) hours per day, forty (40) hours per calendar 
week, four (4) calendar weeks per month, or twelve (12) calendar months 
during the school year. 

 
8.1.3 If sick leave is utilized prior to accrual, and is followed by termination of 

employment, the amount advanced will be deducted from the final 
paycheck. 

 
8.1.4 A unit member who has excessive absences shall be required to provide 

written documentation from a licensed health care provider showing proof 
of illness or injury to qualify for sick leave pay for each day of absence at 
management discretion. 

 
8.1.5 The District shall accept any earned sick leave accumulated by the unit 

member from another school district, in accordance with Education Code.  
 
8.1.6 Upon retirement, unused sick leave for eligible unit members shall be 

converted to retirement credit in compliance with the law. 
 

8.1.7 The District shall provide each unit member with a statement of accrued 
sick leave and entitlement for the school year.  Such statements shall be 
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provided through the OCDE EIS system and as indicated on the unit 
member’s monthly timesheets. 

 
 

8.2 Differential Pay 
 
8.2.1 Before differential pay is utilized, all sick leave and vacation pay must be 

used.  The differential pay period commences with the first day of absence. 
 
8.2.2 When a unit member is absent from duties on account of illness or 

accident for a period of five (5) months or less, whether or not the absence 
arises out of or in the course of employment of the unit member, the 
amount deducted from the salary due the unit member for any month in 
which the absence occurs shall be compensated equal to fifty (50) percent 
of the unit member’s regular base salary. 

 
8.2.3 For any use of extended illness or injury leave the District will require 

verification from a licensed health care provider that the unit member was 
physically unable to perform their customary duties. 

 
8.2.4 When leave of absence utilizing differential pay overlaps into the next 

fiscal year, the unit member shall only be entitled to the balance of unused 
leave as indicated above. 

 
8.3 Leave of Absence for Industrial Accident or Illness 

 
8.3.1 Unit members shall be entitled to industrial accident or industrial illness 

(which qualifies under the State Workers' Compensation Insurance) leave 
of absence of not to exceed sixty (60) days duration, per accident or illness 
during any one fiscal year. 

 
8.3.2 An industrial accident or illness leave shall commence on the first day of 

absence and shall be reduced by one day for each day of authorized 
absence. 

 
8.3.3 When a leave of absence for an industrial accident or illness overlaps into 

the next fiscal year, the unit member shall be entitled to the balance of 
unused leave due for that particular injury or illness, as may be required. 

 
8.3.4 Allowable leave for industrial accident or illness shall not be accumulated 

from year-to-year.  Allowable leaves for each injury or illness shall not 
exceed sixty (60) working days in any one fiscal year for any one accident.  
While on an industrial accident leave, the unit member shall be entitled to 
use only that portion of their accumulated or available sick leave, vacation 
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or other available leave, which when added to the Workers' Compensation 
award, provides for a full day's wage or salary. 

 
8.3.5 The unit member shall report an industrial accident or illness, no matter 

how minor, to the immediate supervisor and if deemed necessary, file an 
"Employer's Report of Occupational Injury or Illness" form with the Human 
Resources office within thirty (30) days of the date of such accident or 
illness. 

 
8.3.6 The District will require the unit member to submit to a physical 

examination by a physician selected by the District any time during the 
leave. 

 
8.3.7 During such paid leave of absence, in the event the unit member receives 

temporary disability indemnity checks directly, the unit member shall 
endorse to the District the checks received, and the District shall issue to 
the unit member appropriate salary warrants for payment of salary, and 
shall deduct normal retirement and other authorized contributions. 

 
8.3.8 In the event of termination of the industrial accident or illness leave prior 

to a permanent unit member’s recovery, the unit member shall be granted 
an additional leave of absence without pay, not to exceed six (6) months.  
The District may renew the leave of absence without pay, for one 
additional six (6) month period or a lesser period.  For this purpose, the unit 
member’s absence shall be deemed to have commenced on the date of 
termination of the industrial accident or illness leave. 

 
8.3.9 A unit member, upon ability to resume the duties of a position within the 

class to which the unit member was assigned, may do so at any time during 
the leave of absence granted and time lost shall not be considered a break 
in service.  The unit member shall be restored to a position within the class 
to which the unit member was assigned with all rights and benefits of a 
permanent unit member. 

 
8.3.10 If the unit member continues to receive temporary disability indemnity, the 

unit member may elect to take as much accumulated sick leave which, 
when added to the temporary disability indemnity will result in a payment 
of not more than the unit member’s full salary. 

 
8.3.11 When all available leaves of absence, paid or unpaid, have been exhausted 

and the unit member is not medically able to assume the duties of their 
position, and if the unit member is not placed in another position, the unit 
member shall be placed on a reemployment list for a period of thirty-nine 
(39) months. 
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8.3.12 At any time, during the prescribed thirty-nine (39) months, the unit 

member is able to assume the duties of the unit member’s position, the 
unit member shall be re-employed in the first vacancy in the classification 
of the previous assignment.  The re-employment will take preference over 
all other applicants except for those laid off for lack of work or funds under 
Article 21 of this Agreement in which case the unit member shall be ranked 
according to proper seniority. 

 
8.3.13 A unit member who has been placed on a reemployment list, as provided 

herein, and who has been medically released for return to duty, but fails to 
accept an appropriate assignment, shall be dismissed. 

 
8.3.14 An injured unit member and unit members subpoenaed by the court may 

attend the injured unit member’s hearing concerning an appeal of a State 
Compensation Insurance claim.  These unit members shall attend without 
loss of pay. 

 
8.4 Personal Necessity Leave 

 

8.4.1 A unit member may utilize eight (8) days of accumulated sick leave for 
personal necessity leave. Personal necessity leave may be used for the 
following reasons and cannot be used for recreational, vocational, or 
concerted activities.  Any personal necessity leave shall not be utilized to 
extend a vacation or holiday.  The employee shall notify their supervisor at 
least seventy-two (72) hours in advance of taking such leave, unless an 
emergency makes such notice impossible.  PN leave cannot be utilized for 
more than two (2) consecutive days. 
 

8.4.1.1 Death of a Member of the Immediate Family.  Should the 
unit member request to extend bereavement leave beyond 
the amount granted in 8.5, unit members may request 
personal necessity leave under this provision.  Members of 
the unit member’s immediate family are defined in 8.5.2. 

 
8.4.1.2 Accident.  Should the unit member experience an accident to 

themselves, the unit member’s property, or to the person or 
property of a member of the unit member’s immediate family, 
and of such an emergency nature that the immediate 
presence of the unit member is required during the workday. 

 
8.4.1.3 Appearance in Court as a Litigant, Party or Witness.  Under 

subpoena or any other order made with jurisdiction. 
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8.4.1.4 Usage During Student Breaks. For unit members who accrue 
fewer vacations days than the number of vacation/unpaid 
days in their work calendar, personal necessity leave may be 
utilized during student breaks to avoid loss of wages as long 
as they have not used one of their accrued vacation days 
when school is in session (see 16.2).  

 
8.4.1.5 Other Serious and Compelling Matters.  Personal necessity 

leave may be used for other serious and compelling matters 
that cannot be reasonably accomplished outside of normal 
working hours.  The days may be taken without giving a 
specific reason unless the District has a reasonable basis to 
question that it meets the criteria of this section. 

 
8.5 Bereavement Leave 
 

8.5.1 All unit members are entitled to a leave of absence, not to exceed three (3) 
days, or five (5) days if more than two-hundred (200) miles of travel is 
required on account of the death of any member of the immediate family.  
This leave shall not be deducted from sick leave. 

 
8.5.2 Members of the immediate family, as used in this policy, means the unit 

member’s, unit member’s spouse or domestic partner’s: 
● spouse, 
● children,  
● step-children,  
● parents, 
● siblings, 
● step-parents,  
● grandparents, 
● grandchildren, 
● or any person or relative living in the immediate household.  

 
8.5.3 The Superintendent or designee may waive the immediate family definition 

if warranted by extenuating circumstances.   
 
8.5.4 Any additional days requested by the unit member beyond those provided 

in this policy must be handled through the provisions of section 8.4. 
 
8.5.5 The unit member shall be required to use the days provided in this section 

prior to utilizing the benefits included in section 8.4. 
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8.6 Personal Leave of Absence without Pay 
 

8.6.1 Unit members employed for three (3) consecutive years are eligible to 
request personal leave of absence without pay, which may be granted at 
the discretion of the Superintendent or designee. 

 
8.6.2 Unit members who work less than twelve (12) months may elect to take 

unpaid personal leave on scheduled work days during winter break, 
February (mid-winter) break, and/or spring break.  Please note, use of 
unpaid personal leave does negatively impact your retirement service 
credit. 

 

8.6.3 Benefits while on leave of absence without pay shall not be counted 
toward seniority, compensation, sick leave, vacation privileges, or 
retirement service credit as applicable by law. 

 

8.6.4 Request for personal leave of absence without pay shall be made on the 
appropriate form and shall state specifically the reasons for the request, 
the date when it is desired to begin the leave, and the probable date of 
return.  The requests shall be submitted as far in advance of the requested 
starting date as is reasonably possible to the unit member’s supervisor for 
approval, and then submitted for approval by the Superintendent or 
designee. 

 

8.6.5 A unit member on personal leave must give notification no less than thirty 
(30) days prior to the expiration of the leave that it is the intention of the 
employee to return to the unit member’s classification.  Failure to do so 
shall cause the unit member to be placed on the re-employment list for the 
classification for a period of thirty-nine (39) months. 

 
8.6.6 The District may cancel any personal leave of absence upon evidence that 

the cause for granting it was misrepresented.  Before any revocation is 
ordered, the unit member shall be notified and have the right to request a 
hearing before the Superintendent or designee. 

 
8.6.7 A unit member, while on personal leave of absence, may not accept other 

gainful employment with another employer without express written 
approval of the Superintendent or designee. 
 

8.7 Jury Duty Leave 
 
8.7.1 A unit member called to serve on a jury will be allowed a paid leave of 

absence while on jury duty.  On those days, or portions of days, when the 
unit member is not actually serving on the jury, the unit member is 
expected to report to work.  The unit member’s full salary will be paid by 
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the District; however, the unit member will be required to endorse duty 
checks to the District.  The unit member will retain any amount paid for 
meals and travel expenses. 

 
8.7.2 Any day during which a unit member whose regular assigned shift 

commences at or after 3:00 p.m. and who is required to serve all of the day 
on jury duty shall be relieved from work with pay. 

 
 
8.8 Military Leave 

 
8.8.1 Unit members shall be entitled to the military leave provided by California 

law for classified employees of school districts if they meet the 
requirements imposed within the law, make the request for leave in a time 
which allows for the District to replace their services (except in national 
emergencies as declared by the President of the United States of America) 
and provide such other verification as required by the District to ensure 
that the leave is taken for the purpose for which it was intended by law. 

 
8.8.2 A unit member granted Military Leave of Absence is entitled to return to 

the classification at the current rate of pay that was held when the unit 
member entered the service. 

 
8.8.3 The unit member must provide written notification to the Superintendent 

or designee requesting Military Leave of Absence. The unit member shall 
return to employment within six months after separation from military 
service, in accordance with Education Code 44800.  Failure to do so could 
affect the unit member’s return to their former position.  
 

8.8.4 Probationary unit members returning from Military Leave of Absence shall 
remain on probation until the total probationary time held prior to entry 
into the Service and total probationary time after returning to employment 
with the District reaches the period of six (6) months or one-hundred thirty 
(130) days, whichever is greater; the returning employee will then be 
evaluated to become a permanent unit member. 

 

8.8.5 If experience gained while in the Military Service is beneficial to the 
District and meets the qualifications required of the classification held prior 
to the unit member’s entry into the Service, the returning employee may 
submit proof of Military experience to the Superintendent or designee and 
the supervisor for evaluation.  The Superintendent or designee may elect 
to count the time in the Military Service as time toward the unit member’s 
probationary requirement and the unit member may receive permanent 
status. 
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8.9 Quarantine 

 
8.9.1 If a member of the family of a unit member is quarantined because of a 

contagious disease, and the unit member is required to remain at home, 
the unit member may elect to have this time charged against paid sick 
leave. 

 
8.9.2 In order to be paid for quarantine under the sick leave policy, a licensed 

health care provider certificate must be furnished, stating the quarantine 
was a Health Department restriction placed on entry and departure of the 
entire household. 

 
8.9.3 In the event of an outbreak of a contagious disease, the District shall 

follow State and Federal laws related to implementing leave for unit 
members. 

 
 
8.10 Pregnancy, Family and Medical Leaves 
 

8.10.1 The District shall grant a leave of absence for medical reasons associated 
with pregnancy and birth to unit members on the same terms and 
conditions governing leaves of absence for all other illness or medical 
disabilities. 

 
8.10.2 Unit members who must be absent from duty because of disability as a 

result of pregnancy or convalescence following childbirth or a miscarriage 
are eligible for pregnancy disability leave which shall be taken from 
accrued sick leave. 

 
8.10.3 Accrued sick leave benefits will commence upon certification by a 

physician or other licensed health advisor that the unit member is disabled 
because of pregnancy or convalescence from childbirth or miscarriage.  
The District shall require a release from a licensed health care provider to 
return to employment.  If in the opinion of the supervisor, the unit member 
is unable to perform assigned duties, the District may require at District 
expense a verification of ability to perform duties. 

 
8.10.4 The District shall not refuse to do any of the following because of a unit 

member’s pregnancy:  hire or employ; ban or discharge the unit member 
from employment; bar the unit member from training programs leading to 
employment, reassignment, or promotion; or discriminate against the unit 
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member in compensation or in terms, conditions, or privileges of 
employment. 

 
8.10.5 Beginning with the date of disability, the unit member shall be placed on 

long-term illness leave during which the unit member may use all sick leave 
benefits. 

 
8.10.6 Such accumulated personal illness/injury benefits shall continue until the 

unit member’s attending physician or other licensed health advisor certifies 
that the unit member is able to return to service following delivery or 
miscarriage. 

 
8.10.7 Unit members may request a leave of absence following termination of the 

disability.  
 
8.10.8 The District shall comply with all provisions of the Family Medical Leave 

Act (FMLA) and California Family Rights Act (CFRA).  Unit members shall 
contact Human Resources at least thirty (30) days in advance if the need 
for medical or family leave is foreseeable.  If the thirty (30) days advance 
notice is not possible, then notice shall be provided as soon as practicable.  
Any medical or family leave request will be processed in accordance with 
the applicable provisions of state and federal law. 

 
8.10.9 The District shall provide a reasonable amount of break time to 

accommodate a unit member each time the unit member has a need to 
express breast milk for an infant child. To the extent possible, such break 
time shall run concurrently with the break time already provided to the unit 
member. Any additional break time used by a unit member for this purpose 
shall be unpaid.  The unit member shall be provided a private location, 
other than a restroom, which is in close proximity to the work area and 
meets the requirements of Labor Code 1031 and 29 USC 207, as 
applicable.   
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Article 9.   HOURS AND OVERTIME 
 
9.1 The workday for full-time unit members shall be eight (8) hours per day with the 

workweek being forty (40) hours per week consisting of not more than five (5) 
consecutive working days from Monday through Friday. 

 
9.2 The initial workday and workweek for part-time unit members shall be established 

by the District.  The workday so established shall be the basis for determining 
vacation, sick leave, and holiday pay for part-time unit members.  Whenever a 
part-time unit member works more than thirty (30) minutes over the established 
workday, for twenty (20) consecutive workdays, a new workday is then 
established and the unit member shall be allowed vacation, sick leave, and holiday 
pay based on the new workday. 
 
9.2.1 Any reduction in assigned time shall be accomplished in accordance with 

the Education Code and the Educational Employment Relations Act (EERA). 
 

9.2.2 The District may assign up to one (1) hour per day of additional time to a 
part-time position on a regular basis. The assignment shall be offered to 
the unit member in the appropriate class at the discretion of the immediate 
supervisor.  In making the recommendation, the immediate supervisor will 
consider the following factors:  experience, job-related interests and 
strengths, evaluations, and where other factors are equal, seniority in the 
District. 

 
9.2.3   The District reserves the right to change the regular workday or workweek 

when it is deemed necessary to carry out the District's business; provided, 
however, that any change which involves modification of a Monday 
through Friday workweek or more than one hour in beginning or ending 
time will be negotiated with the Association. 

 
9.2.4 At the discretion of the District, flexible work hours may be implemented 

during holiday breaks and summer with maintenance and operation staff 
when it is mutually agreed upon between the employee and the supervisor. 

 
9.2.5    At the discretion of the District, a nine (9) hour day on Monday through 

Thursday plus a four (4) hour day on Friday constitutes a forty (40) hour 
work week and may serve as “summer hours” in June to August for District 
Office and clerical staff when it is mutually agreed upon between the 
employee and the supervisor.  Employees will be given two (2) weeks 
notification when their work schedule is to be changed except for 
emergency situations as determined by the District. Where practicable and 
to the extent possible as determined by the District, part-time employees 
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will be provided with two (2) weeks notification when their work schedule 
is to be changed. 

 
9.3 Breaks 

 
9.3.1 Unit members shall receive paid rest periods (breaks) in accordance with 

the schedule in 9.3.3.  Rest periods are part of the regular workday and 
shall be compensated at the regular rate of pay for the unit member.  
These rest periods are not cumulative and may not be taken in any other 
way than described herein.  The rest period shall be scheduled by the 
appropriate supervisor.  Employees and supervisors may schedule rest 
periods in order to maximize operational efficiency.  Accordingly, breaks 
and lunches can be scheduled together or separately to provide 
appropriate work site coverage.  The break times cannot be taken at the 
beginning or end of the workday. 

 
9.3.2  Any unit member working more than five (5) hours shall have an unpaid, 

uninterrupted lunch for at least thirty (30) minutes at a time that is 
mutually agreeable between the unit member and the supervisor, in 
accordance with the schedule in 9.3.3. 

 
9.3.3 Paid rest periods and unpaid lunch periods shall be provided in the 

following increments: 

Daily Hours Morning Rest Period Unpaid Lunch Period Afternoon Rest 
Period 

0 to 3 hours/day None None None 

3.25 up to 5 hours/day 15 Minutes None None 

5.25 up to 7 hours/day 15 Minutes 30 minutes None 

7 or more hours/day 15 Minutes 30-60 minutes* 15 Minutes 
 
 *at the discretion of the unit member’s supervisor (the employee will still need to work their full work hours 

in addition to the length of the lunch) 

 
9.4. Overtime 

 
9.4.1 All overtime work requires the prior approval of the supervisor. 
 
9.4.2 All overtime worked in excess of eight (8) hours per day or forty (40) hours 

per week, shall be paid at the rate of one and one-half times the regular 
hourly rate of the unit member. 

 
9.4.3 Full-time unit members whose established workday and workweek is eight 

(8) hours per day, five (5) days per week shall be paid overtime for all work 
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performed over eight (8) hours per day or forty (40) hours per week.  
Overtime at a rate equal to one and one-half times times the regular rate 
of pay, will be paid for all work performed on the sixth and seventh day of 
that scheduled workweek designated and authorized to perform the work. 

 
9.4.4 Part-time unit members shall be paid overtime for all work performed over 

eight (8) hours per day, or for all work performed on the sixth and seventh 
day. 

 
9.4.5 For the purpose of computing the number of hours worked, time during 

which a unit member is excused from work because of holidays, sick leave, 
vacation, compensatory time off, or other paid leave of absence shall be 
considered as time worked by the unit member. 

 
9.4.6 If a unit member must work on a holiday, they will receive regular pay for 

that day plus one and one-half times the regular hourly rate for the number 
of hours worked that day. 

 
9.5 Shift Differential 
 

9.5.1 If any unit member’s assigned work shift commences between 2:00 p.m. 
and 5:00 p.m., the unit member shall be paid a shift differential premium of 
one (1) percent above the base rate of pay for all hours worked. 

 
9.5.2 Any unit member called to work by the immediate supervisor at a time 

when the unit member is not scheduled to work shall receive a minimum of 
three (3) hours pay at the appropriate rate of pay under this Agreement. 

 
9.5.3 Any unit member shall have the right to reject any offer or request for 

overtime or call back, unless on standby time. 
 
9.5.4 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.  Standby time is the time in which a unit 
member must remain available when required by the immediate supervisor. 

 
9.5.5 No unit member whose regular yearly assignment for service excludes all, 

or any part of, the period between the end of the academic year to the 
beginning of the next academic year, shall be required to perform services 
during such period.  When necessary to assign unit members not regularly 
assigned to serve between the end of one academic year and the 
commencement of another who are willing to serve, such assignment shall 
be made on the basis of qualifications for employment at the reasonable 
discretion of the immediate supervisor.  In making the assignment, the 
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immediate supervisor will consider the job-related strength and evaluation 
of the unit member and where these factors are equal, seniority in the 
District. 

 
9.5.6 Unit members hired during the extended year shall receive the same 

compensation as provided during the regular school year when assigned a 
similar class. 

 
 
9.6.     After-hours Calls 
 

9.6.1 After hours calls shall be directed to District management.  Should the 
District require the services of a unit member after regular work hours, the 
manager will authorize the unit member(s) to perform the necessary work 
and pay the appropriate rate of pay. 

 
9.7.      In-service Trainings 

 
9.7.1 Unit members attending any training sessions during or outside the regular 

workday, which has been recommended by their immediate supervisor and 
approved by the District, shall be compensated for necessary expenses 
incurred, i.e., registration fees, supplies, transportation, meals, and regular 
straight time or overtime salary.  
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Article 10.  TRANSFER 
 
10.1 A transfer refers to any action, either employee initiated or District initiated, 

which results in the movement of an employee from the position they  hold 
immediately preceding such action to another position within the same job 
classification but at a different school or work site. 

 
10.2 Classified employees shall not be required to perform duties which do not 

reasonably relate to those fixed for the position to which the employee is 
assigned for any period of time which exceeds five (5) working days within a 
fifteen (15) calendar day period.  

 
10.3 Transfer shall be made without change in salary rate, step increase date, 

accumulated illness leave, and accumulated vacation credit. 
 
10.4 An employee desiring a voluntary lateral transfer shall submit the request 

according to these procedures when a vacancy is posted: 
 
10.4.1 Notice of all job vacancies shall be posted on Edjoin, sent via District email 

communication and posted on bulletin boards in prominent locations at 
each District job site for no less than six (6) working days. 

 
10.4.2 Any employee on a leave of absence is eligible to apply for any posted 

transfer opportunities. 
 

10.4.3 If a vacancy becomes available, Human Resources shall establish an 
interview time with individuals requesting a transfer to that location. 

 
10.4.4 Employees within the District shall receive first consideration for any 

vacancies for which they are qualified.  First consideration, in this section, 
means you are guaranteed an opportunity to interview for the vacancy 
before external candidates are considered. 

 
10.4.5 In making a recommendation to fill the vacancy, the following factors shall 

be considered:  training and experience, job related interests and strengths, 
availability, evaluations, specialty areas, and where other factors are equal, 
seniority in the school district. 

 
10.4.6 The Human Resources Office shall notify those individuals interviewed for 

a specific vacant position of the decision regarding the transfer request 
based upon the interview panel's recommendation within ten (10) days of 
final action. 
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10.5 Transfers of permanent employees may be initiated by the District at any time 
such transfer is in the best interest of the District.  An employee affected by such 
transfer shall be given notice as soon as the supervisor deems it practicable, if 
requested by an employee, and a conference shall be held between the supervisor 
and the employee in order to discuss the reasons for the transfer. 
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Article 11.  PROMOTION, RECLASSIFICATION AND TRAINING 
 
11.1 Promotion 

11.1.1 Appointments, assignments, and reassignments are functions of the 
District and are accomplished with the concurrent consultation with the 
appropriate supervisor and/or administrator. 

 
11.1.2 Unit members shall be given first consideration over outside applicants 

for placement in any job vacancy, including promotions.  First 
consideration, for the purpose of this section, means that internal 
applicants who pass an examination for the position will receive an 
automatic interview.  When and if, at the close of the application 
review and interview process, the relative qualifications between an 
internal and outside applicant are deemed equal, the internal applicant 
shall be offered the position. 

 
11.1.3 Notice of all job vacancies shall be posted on Edjoin, sent via email 

communication and posted on bulletin boards in prominent locations at 
each District job site. 

 
11.1.4 The job vacancy notice shall remain posted for a period of no less than 

six (6) working days, during which time unit members may apply for the 
vacancy.  Any unit member who is on leave during the period of the 
posting are eligible to apply and are encouraged to check their District 
email periodically.  

 
11.1.5 The job vacancy notice shall include:  the job title, a brief description of 

the job position and duties, the minimum qualifications required for the 
position, the assigned job site and/or pool, the number of hours per 
day, regular assigned work shift times, days per week and months per 
year assigned to the position, the salary range, and the deadline for 
filing to fill the vacancy. 

 
11.1.6 Any unit member may apply for the vacancy by submitting an internal 

application with supporting documents to the Human Resources office 
within the filing period.   

 
11.1.7  All permanent positions shall be placed in a class listed in Appendix A. 
 
11.1.8 Recommendations for reassignment or demotion to a lower 

classification shall be for reasonable cause, including but not limited to 
unsatisfactory evaluation.  A unit member who has been recommended 
for a demotion to a lower classification is entitled to due process 
protections under Education Code sections 45133 and 45116, and in 
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accordance with those sections is entitled to have the demotion 
reviewed by the Board of Education. 

 
11.1.9 The LBUSD Governing Board, Cabinet, and Human Resources all desire 

to recognize a unit member’s promotion with a raise in compensation 
for the anticipated increase in higher level duties. As such, when a unit 
member obtains a promotion within the organization, an analysis will be 
conducted by Human Resources to place a newly promoted unit 
member at the step of the corresponding salary range that would offer 
at least a four (4) percent raise from their current assignment, as long as 
it does not exceed the top step of the salary schedule for that 
classification. The unit member shall serve a probationary period of six 
(6) months in the new classification.  Should a unit member not 
successfully pass probation in the new position, the unit member shall 
be reassigned to the former classification in which the unit member has 
obtained permanent status, and will receive an evaluation within the 
first five (5) months.  

 
11.1.10 A unit member who accepts voluntary demotion shall be placed on the 

step of the range in the lower class that is closest to the rate earned in 
the higher class, provided that there is no salary increase. 

 
11.1.11  A unit member may be required to perform duties inconsistent with 

those assigned to their position for a period of more than five (5) 
working days, provided that the salary is adjusted upward for the entire 
period the unit member is required to work out of classification.  

 
11.2 Classification/Reclassification Procedures and Compensation 
 

11.2.1  The District shall negotiate with the Association before it modifies the 
job specifications and the classification system with a District 
Reclassification Committee composed of six (6) members, with three (3) 
appointed by the District and three (3) appointed by the Association. 
The District Reclassification Committee will collaborate to review all 
requests as part of the reclassification process so that any 
modifications to any job description is mutually agreed upon. All 
information and proceedings will be kept confidential by the 
Reclassification Committee members.  

 
11.2.2  Requests for review of classification may be initiated by a unit member 

who has been in their classification for at least two (2) years, the 
District, and/or the Association when there appears to be a question as 
to the appropriate classification for performance of duties.  Such 
requests must be made using the designated reclassification form to the 
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Human Resources office. Prior to the reclassification committee’s initial 
meeting, the District will share a copy of the individual reclassification 
request with the Association’s Chapter President. 

 
11.2.3  A reclassification request must be pursuant to one (1) or more of the 

following reasons: 
 

 11.2.3.1    Reorganization of the work unit (division, department,  office, 
etc.)  of the affected unit member(s). 

 
11.2.3.2     Gradual accumulation or decrease of duties and  responsibilities. 
 
11.2.3.3     If changes to duties cause working beyond regular and 

established responsibilities, or with fewer responsibilities, as 
determined by management. 

 
The reclassification request form shall be submitted to the Human 
Resources office by November 15 of each school year.  All 
requests shall be accompanied by supporting information, 
including internal and/or external salary comparisons, together 
with a recommendation as to the classification considered 
appropriate.  Further information or data from the District or the 
unit member(s) may be required by the Human Resources office to 
ascertain all pertinent information.  Human Resources will contact 
the supervisor of the unit member(s) affected for additional 
information regarding the request.  

 
A determination shall be made by the Committee and a written 
response given to the affected unit member or originator of the 
request by the end of the school year in which the request was 
made.  If the unit member does not agree with the determination 
of the Committee, they may appeal to the Assistant 
Superintendent, Human Resources for review. 
 
A unit member may submit a reclassification request no more than 
every three (3) years, unless the District or Association requests to 
review the classification.  
 
If the Committee vote ends in a tie, the request would be denied 
but both the Association and the District have the right to bring 
the request forward the following school year. 

 
11.2.4 Salary Placement of Reclassified Positions 
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 When a unit member is recommended for reclassification by the 
District Reclassification Committee, and the Board has approved the 
Committee’s recommendation, the appropriate placement on the salary 
schedule shall occur within the next pay period. When a unit member 
obtains a reclassification that includes a higher range placement, an 
analysis will be conducted by Human Resources to place a newly 
reclassed unit member at the step of the corresponding salary range 
that would offer at least a four (4) percent raise from their current 
assignment, as long as it does not exceed the top step of the salary 
schedule for that classification. 

 
11.2.5 Y-Rating 
 
 When a position is reclassified to a lower salary range and the unit 

member(s) remain in the reclassified position, the unit member(s) will 
receive the current salary range and will continue step progression until 
the unit member(s)’ employment in the District has ended.  All y-rated 
positions will be documented on the classification chart (See Appendix 
A) so their entire compensation will be considered by CalPERS or 
CalSTRS as income from the effective date of the y-rating towards their 
retirement.  Unit members impacted by the y-rating process will be 
notified by Human Resources.  

 
11.2.6 Notification 
 

The Human Resources office will submit a Memorandum of 
Understanding (MOU) to the Association Chapter President, who will 
submit it for review by the Association for up to five (5) working days.  
After the Association review, the MOU will require ratification by the 
Association, which will be posted on an agenda at least five (5) days in 
advance of the next chapter meeting. The Association shall notify the 
District of approval of the recommendation(s) for reclassification, which 
will be scheduled for Board approval.  If the District and Chapter 
President, or designee, mutually agree to forward a request to the next 
year, the requesting unit member will be notified by Human Resources. 

 
11.2.7 The District Reclassification Committee shall be continued for the 

duration of the Agreement. 
 
11.3  Training  

11.3.1  In-service training occurring during the regular working  hours of the 
unit member shall result in a no loss of wages or benefits to the unit 
member. 
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11.3.2  The District shall provide release time and pay the cost(s) of training 
activities specifically approved by the District.  District required training 
provided after the unit member’s regular work hours will be 
compensated at the employee’s hourly rate of pay. 
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Article 12.  PAY AND ALLOWANCES 

 
12.1 Classification of each bargaining unit position shall be in accordance with the 

rates established for each range and step as provided for in Appendix A 
(Classification Chart) which is attached hereto and by reference incorporated as 
part of this Agreement. 

  

12.2 The regular rate of pay for each position for each class as provided for in 
Appendix B (Salary Schedules) which is attached hereto and is by reference 
incorporated as part of this Agreement.  The regular rate of pay shall include any 
shift differential and/or longevity increment to be paid under this Agreement. 

 

12.3 Paycheck Frequency 
 
 The calendar month is the official pay period of the District.  All unit members 

shall be paid twice per month payable on the tenth (10th) and on the twenty-fifth 
(25th) of the month.  The check issued on the tenth (10th) of the month will 
reflect deductions for withholding, retirement, social security, and such other 
approved deductions as may have been requested.  The check issued on the 
twenty-fifth (25th) of the month is an Earned Salary Advance.  If the normal pay 
date falls on a Saturday, Sunday, or holiday, the paycheck shall be issued on the 
preceding workday. 

 

12.4 Payroll Errors 
 

12.4.1 Any payroll error resulting in insufficient payment for a unit member shall 
be corrected, and a supplemental check issued, not later than three (3) 
working days after the unit member provides notice to the Business 
Department.  When overpayments have been discovered, the Business 
Office will schedule a consult with the unit member to discuss repayment 
options pursuant to the provisions of Education Code 44042.5.   

 
12.4.2 Any payroll adjustments due a unit member as a result of working out of 

class, re-computation of hours, or other reasons other than procedural 
errors shall be made and the unit member compensated on the following 
pay period. 

 
12.5 Mileage 
  
 A unit member required to use their vehicle on District approved business shall be 

reimbursed at the rate established by the Internal Revenue Service (IRS) for all 
miles driven on behalf of the District.  The mileage computation shall include 
mileage necessary to return to the unit member’s regular job site after the 
completion of District business.  This amount, following submission of the claim 
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by the unit member, shall be payable in a separate warrant drawn against District 
funds. 

 
12.6 Meals and/or Lodging   
 
 A unit member who, as a result of work assignment, must be lodged away from 

home overnight shall be reimbursed by the District for the reasonable and 
necessary expenses.  Where possible, the District shall provide advance funds to 
the unit member for lodging and meals.  If advance funds are not available or do 
not cover the cost of required expenditures, the District shall reimburse the unit 
member within a reasonable time after the unit member has submitted an 
expense claim. 

 
12.7 Step Increases 

 

12.7.1 A unit member will receive a step increase after completion of one (1) year 
of service in the position, based on date of hire, until the maximum step is 
achieved.  A unit member will receive this step increase on the first day of 
the month. 

 
12.7.2 Each succeeding step will be attained one (1) year from this established 

date, until the maximum step in the classification has been achieved. 
 
12.7.3 When a unit member obtains a promotion within the organization, an 

analysis will be conducted by Human Resources to place a newly promoted 
unit member at the step of the corresponding salary range that would offer 
at least a four (4) percent raise from their current assignment, as long as it 
does not exceed the top step of the salary schedule for that classification.  
At this time, the unit member will begin a new probationary period of six 
(6) months or one hundred thirty (130) days of service, whichever is 
greater, from the date of change, and the date of each successive step 
increase will coincide with the completion of one (1) year in the new 
position (see Article 12.7.1 above).  Increments in step increases will 
proceed as stated in Article 12.7.2 above. 

 
12.7.4 When a unit member is restored to their previous salary step after a 

personal leave of absence without pay for a period not longer than ninety 
(90) calendar days, the unit member shall receive credit for step 
advancement for service prior to the leave.  The date of the step increase 
shall be adjusted accordingly so the unit member shall be granted a step 
advancement after having completed the one (1) year of total service.  
Credit toward step advancement within a range shall accrue when the 
State Education Code sections relating to military leave require credit for 
step advancement during the period of the leave of absence. 
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12.8 Salary Schedule Adjustments 
 

12.8.1 The District will increase the Association Salary Schedule by five (5) 
percent for the 2024-2025 school year.  During the term of the 
agreement, should any recognized Laguna Beach Unified School District 
bargaining unit reach a signed agreement that results in a higher total 
compensation than provided to the members of the Association Chapter 
#131 unit members, the District agrees to adjust the total compensation 
provided to Association unit members to an equivalent amount. 

 
12.9  Longevity Pay   
 
 Longevity recognition will be granted upon completion of years of service in the 

District as follows based on the unit member’s original date of hire: 
 

● 10 years – 6.50% of base salary 
● 15 years – additional 2.50% of base salary 
● 20 years – additional 2.50% of base salary 
● 25 years – additional 2.50% of base salary 

 
Unit members who received four (4) percent longevity at five (5) years of service 
prior to July 1, 2016, will continue to receive it. 

 
12.10 Professional Growth  
 

12.10.1 The District will provide a professional growth program that incorporates 
three (3) options to earn additional pay by participating in training 
opportunities provided by the District, earn a stipend for current 
certificates held, or by receiving educational incentive points. All 
professional growth training must be conducted on the unit member’s 
own time and for which there is no District financial support. 

 
 
Option 1: Online Professional Growth Training Modules: 
 
 The District will provide eight (8) online training courses covering various 

topics: 
● Each completed course will earn the participant $50 
● Courses take typically two (2) to four (4) hours to complete 
● There’s a max of eight (8) courses offered per year 
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 In addition to the training component, the unit member may be required 
to demonstrate proficiency.  Some tasks may require an 
assessment.  Others may require the unit member to submit evidence of 
proficiency in the context of their position, such as a screenshot, 
observation, or producing a product.  

 
Option 2: Certificate Pay: 
 
 This option compensates staff for current certificates or degrees held that 

are applicable to a unit member’s job description.  To determine if a 
certificate qualifies, please contact Human Resources. 

● Certificates or degrees must be self-funded and earned outside of 
the unit member’s workday 

● Paid annually and requires renewal if applicable 
● $250 for Associate’s Degree or qualifying certificate 
● $500 for Bachelor’s or Master’s Degree 
● The higher of earned certificate will be paid 

 
Option 3: Educational Incentive Points: 
 
 The District has made provisions for financial incentives to encourage unit 

member’s professional growth.  It is the District’s intention that activity 
used for credit under this section be directed to the growth of the unit 
member related to their area of assignment.  The site administrator will be 
the initial approving agent.  The District will recognize twenty (20) points 
for an approved program earned by completion of college classes or 
attendance at workshops, conferences, and conventions focused on the 
District strategic goals and state standards for which there is no District 
financial support.  Incentive points can only be earned for activities 
completed in the current fiscal year. 

 
 College Units: The District will recognize a maximum of six (6) semester or 

nine (9) quarter units per year.  A quarter unit will be worth two-thirds of 
a point.  Either upper or lower division courses may be included.  Once 
completed, the unit member is required to submit evidence of a passing 
grade (C or better) to the Human Resources office before final approval is 
given. 

 
             Workshops, Conferences, or Conventions: The District will recognize 

attendance at or participation in workshops, conferences or conventions, 
but will limit points earned to three (3) per year.  In order to be accepted, 
no District reimbursement can be received for this activity and there must 
not be any District financial support. 
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12.10.2  General Conditions: 
● One (1) point equals fifteen (15) hours which equates to $206.72  

as of the 2024-25 school year. 
● Point value will increase with any yearly negotiated salary increase. 
● All applications must be pre-approved by the unit member’s 

supervisor and submitted to Human Resources for final approval.  
● Points must be earned between July 1 through June 30 of the 

 current year and will be paid in the following school year. 
● The deadline to submit completed applications with corresponding 

 evidence is July 30.  
 
12.11 Extra Duty Pay 
 

12.11.1 The following extra duty structure is established for Instructional              
Assistant, Special Education. The need and duration of the assignment is 
determined by the supervisor. 

 
Five percent (5%) in addition to base salary– Instructional Assistant, 
Special Education Extra Duty pay, Type A is to be paid to the assistant 
who assists students who are orthopedically impaired and/or have a 
serious health condition requiring a Health Care Plan or toileting 
assistance. 

 
One and one-half percent (1.5%) in addition to base salary– Instructional 
Assistant, Special Education Extra Duty Pay, Type B is to be paid to the 
aide who assists, provides minimal to moderate toileting assistance 
and/or specialized care to students with a Health Care Plan. 

 
At the beginning of the school year, the Special Education Office will 
provide a Personnel Action Report (PAR) form to the Human Resources 
Office listing the Instructional Assistant, Special Education positions who 
are to receive the Type A or Type B extra duty and dates the pay is to be 
issued. 

 
12.11.2 Unit members who perform their regular duties beyond their assigned 

work hours are paid at the regular or overtime rate of pay as appropriate.   
Unit members who are required to attend training and/or assigned to 
perform duties, including required participation on committees, outside 
of their regular assignment shall receive their hourly rate of pay. This 
section excludes negotiations. 
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Article 13.  ORGANIZATIONAL SECURITY 
 
 
13.1 The District and the Association recognize the right of employees to form, join 

and participate in lawful activities of employee organizations and the equal 
alternative right of employees to refuse to form, join, and participate in employee 
organizations.  Either party shall not exert pressure on or discriminate against an 
employee regarding such matters.  

 
13.2 The District shall provide the Association the following information within thirty 

(30) working days of the employee’s hire date, assuming the information is 
retained by the District: full legal name, job title, department, work location, work, 
home, and personal cellular telephone numbers; personal email addresses on file 
with the employer; and home address. This above information shall also be 
provided for all bargaining unit members on or before every September 30, 
January 30 and June 30. 

 
13.3 The District shall contact the Association leadership not less than ten (10) days in 

advance of a new employee orientation. The Association will provide a 
membership application and/or link for an electronic application including 
supplemental CSEA orientation information for the new hires.  The Association 
will have access and the opportunity to meet with all new hires during the 
onboarding process.  District shall refer all employee questions about the 
Association or dues to the Association leadership. 

 
13.4 The District shall not interfere with the terms of any agreement between the 

Association and the District’s employee with regard to that employee’s 
membership in the Association. 

 
13.5 The Association shall have the sole and exclusive right to receive the payroll 

deduction for regular membership dues.  
 
13.6 Dues Deduction: 
  

13.6.1 The employer shall deduct, in accordance with the Association dues 
schedule, dues from the wages of all employees who are members of the 
Association. 

  
13.6.2 Managers, supervisors and confidential employees shall not instruct 

employees on the process to leave the Association, but instead simply 
refer any questions to the Association leadership and shall obtain the 
Association’s approval before processing any revocation request.  The 
District will only deduct or cease collecting dues from unit members upon 
notification from the Association. 
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13.6.3 The employer shall not be obligated to put into effect any new or changed 

deductions until the pay period commencing thirty (30) days or more after 
such submission. 

  
13.7 The District shall take all reasonable steps to safeguard the privacy of the 

Association members’ personal information; including but not limited to members’ 
Social Security numbers, personal addresses, personal phone number, personal 
cellular phone number, and status as a union member. 

 
13.8 As a condition of the effectiveness of this Article, the Association agrees to 

indemnify and save the District, Board of Education, each individual School Board 
member, and all administrators in the District, harmless against any and all claims, 
demands, costs, lawsuits, and judgments or other forms of liability and all court or 
administrative agency costs that may arise out of or by reason or action taken by 
the District for the purpose of complying with this Article. 
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Article 14.  EMPLOYEE EXPENSES AND MATERIALS 

 
14.1 The District may pay the full cost of the purchase, lease, rental, and maintenance 

of uniforms, equipment, identification badges, emblems, and cards required by the 
District to be worn or used by unit members in the following classes:  
Maintenance and Custodial, Campus Supervisors, and Nutrition Services. 

 
14.2 The District agrees to provide all tools, equipment, and supplies considered to be 

necessary by the District for performance of employment duties. 
 
14.3 Should the employment duties of a unit member reasonably require use of any 

equipment or gear to ensure the safety of the unit member or others, the District 
agrees to furnish such equipment or gear. 

 
14.4 The District shall insure against the personal liability of the unit member for 

damages for death, injury to a person, or damage or loss of property caused by 
the negligent act or omission of the unit member when acting within the scope of 
the unit member’s employment. 

 
14.5 The District will defend and indemnify any unit member acting within the course 

and scope of their employment, without malice or fraud, from claims arising from 
or relating to use of district equipment. 

 
14.6 The District electronic network system is designed solely for educational and 

work related purposes.  All files and information on District computers including 
email files are District property and, as such, are subject to inspection and review 
by District personnel.  Unit members may not claim personal copyright privileges 
over files, data, or materials developed in the scope of their employment.  Unit 
members shall not use copyrighted materials without the permission of the 
copyright holder. 
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Article 15.  HOLIDAYS  

 
15.1 When the President of the United States or the Governor of the State of 

California indicate that all Americans or Californians are to celebrate a day by 
taking a day off from work, every day appointed by the President, or the 
Governor, as provided for a public fast, thanksgiving, or holiday shall be a holiday 
for classified unit members.  Additionally, any day or fraction of a day declared a 
holiday by the District shall be a holiday for classified unit members. 

 
15.1.1 All regular probationary and permanent classified service unit members 

who are in a paid status during any portion of the working day immediately 
preceding or succeeding the holiday will be paid full salary for all official 
holidays.  Unit members who are sick the day before or the day after a 
holiday may be required to submit a doctor's excuse. 

 
15.2 OFFICIAL HOLIDAYS 

 
Floating Holiday  New Year’s Eve 
Independence Day  New Year’s Day    
Labor Day   Martin Luther King Jr. Day    
Veterans Day   Lincoln's Birthday    
Day before Thanksgiving  Admission Day  
Thanksgiving   Presidents Day    
Day after Thanksgiving Spring Vacation Day    
Christmas Eve  Memorial Day    
Christmas Day  Juneteenth     
Day after Christmas Day     

 
 

 
15.3 Any day granted as a mandatory teacher training day, teacher institute, 

teacher/parent conference, or student registration day by whatever name for 
whatever purpose is a regular workday for all classified unit members. 

 
15.4 When a holiday listed falls on a Sunday, the following Monday shall be deemed to 

be the holiday in lieu of the day observed.  When a holiday listed falls on a 
Saturday, the preceding Friday shall be deemed to be the holiday in lieu of the day 
observed except when Christmas Eve falls on a Saturday the following 
Wednesday shall be deemed to be the holiday in lieu of the day observed. 

 
15.5 Regular unit members of the District who are not normally assigned to duty 

during school holidays shall be paid for official holidays provided that they were in 
a paid status during any portion of the working day of their normal assignment 
immediately preceding or succeeding the school holiday period. 
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15.6 The floating holiday shall be scheduled with the mutual agreement of the unit 

member and supervisor.  It is intended that the day be taken in the year accrued, 
cannot be carried over, and will not be paid out if unused.  
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Article 16.  VACATIONS 

 
We value the health and well-being of all unit members and the vacation benefit is 
intended to support the positive health of staff.  The term “vacation” is defined as a 
period of time away from work usually used for rest, recreation, or travel.  There are 
multiple physical and psychological health benefits of taking a vacation and research 
shows that those who take vacations have lower stress, less risk of heart disease, a 
better outlook on life, and more motivation to achieve goals. 
 
16.1 Full-time classified unit members assigned on a twelve (12) month basis are 

entitled to eight (8) hours of vacation or one (1) day with pay for each month of 
service. 

 
 Unit members shall accumulate and be credited with vacation according to the 

following schedule: 
 

 10 Month 
Work Year 

10.5 Month 
Work Year 

10.75 Month 
Work Year 

11 Month 
Work Year 

12 Month 
Work Year 

0-4 Years 10 days 10.5 days 10.75 days 11 days 12 days 

5-9 Years 12.5 days 13.13 days 13.44 days 13.75 days 15 days 

10-14 Years 15 days 15.75 days 16.13 days 16.5 days 18 days 

15-19 Years 15.8 days 16.59 days 16.99 days 17.38 days 19 days 

20+ Years 16.7 days 17.54 days 17.95 days 18.37 days 20 days 

  
 
16.2 Vacation will be allocated on July 1 of each fiscal year, and will be prorated upon 

initial employment.  All unit members who work less than a twelve (12) month 
calendar, must utilize vacation days or take unpaid leave on their work days that 
occur during fall, winter, mid-winter, and spring break unless management and the 
unit member mutually agree to work deemed necessary.  The work requested will 
be within the scope of their current assignment. The District reserves the right to 
pay out any unused vacation on June 30 of each fiscal year.  The unit members 
who accrue fewer vacation days than needed to cover the above mentioned 
breaks, may utilize personal necessity for the uncovered time as long as they have 
not used one of their accrued vacation days when school is in session (see 
8.4.1.4). 

 
16.3 All full-time unit members assigned on a twelve (12) month basis may carryover a 

maximum of ten (10) days of unused vacation from one (1) fiscal year to the 
following fiscal year.  When a unit member exceeds ten (10) days of unused 
vacation carryover as of July 1, the supervisor shall schedule the excess amount 
of vacation carryover to be used before October 31. 
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16.4 The maximum vacation taken at one (1) time in one (1) year shall be three (3) 
weeks (one-hundred twenty 120 hours) unless otherwise agreed to in advance by 
the District.  Unit members may access vacation balances through the OCDE 
Employee Information System.  

 
16.5 Permanent unit members working less than twelve (12) months who choose to 

take personal leave without pay on scheduled work days during the winter, 
February (mid-winter) and/or spring breaks shall be paid out the amount equal to 
the personal leave taken from their accrued vacation available as of the last day of 
June of the current fiscal year on their July 10th paycheck.  Please note, use of 
unpaid personal leave does negatively impact your retirement service credit. 

 
16.6 A unit member may be granted vacation during the school year, even though not 

earned at the time the vacation is taken, upon approval of the immediate 
supervisor. 

 
16.7 If a unit member is terminated and had taken vacation which was not yet earned 

at the time of termination, the District shall deduct from the unit member’s final 
check the full amount of salary which was paid for such unearned days of 
vacation taken. 

 
16.8 Upon separation from service, (termination, resignation, reduction of hours, and 

layoff) the unit member shall be entitled to be paid a lump-sum compensation for 
all earned and unused vacation.  Unit members who have not completed six (6) 
months of employment in regular status shall not be entitled to such 
compensation. 

 
16.9 Unit members affected by a reduction in work year/hours may be permitted to 

carryover unused vacation time to the next fiscal year subject to prior approval of 
the Superintendent. 

 
16.10 Vacations shall be scheduled at the mutual convenience of the unit member and 

the District, unless the provisions of 16.3 apply.  If a unit member is dissatisfied 
with the scheduled time, the unit member may appeal to the next level of 
management to resolve the issue. 

 
16.11 If there is any conflict between unit members who are working on the same or 

similar operations as to when vacations shall be taken, the unit member with the 
highest seniority shall be given preference. 

 
16.12 Unless permission is obtained, vacations should not be scheduled during the week 

immediately preceding the opening of the school term, and the week immediately 
preceding the completion of the school term. 
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16.13 If a unit member’s approved vacation must be postponed or interrupted due to 
illness, bereavement, or injury they may reschedule the vacation, or with District 
approval, carryover the unused vacation to the following school year, provided 
the unit member supplies adequate notice and relevant supporting information 
regarding the basis for such interruption or termination. 

 
16.14 Official holidays will not be charged as a day of vacation (See Article 15.2). 
 
16.15 Unit members on a paid leave of absence shall not be considered to have a break 

in service for purposes of earning vacation.   
 
16.16 A unit member who terminates employment with the District and who 

subsequently returns to employment with the District shall be reinstated with 
years of service for the purposes of earning benefits under this provision.  
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Article 17.  PROFESSIONAL COURTESY 
(Concerns by Unit Members Regarding Supervisors or Other District Employees) 

 
17.1  Informal Level 
 

A classified employee who has a concern regarding an action by a District 
supervisor or other District employee (unit member or certificated) shall, as a 
matter of professional courtesy, first address such a concern with the individual 
employee who shall respond as soon as practicable by discussing the matter with 
the unit member, seeking a mutually acceptable solution. Such an attempt at 
resolution shall normally take place within ten (10) working days of the issue 
giving rise to the concern or employee awareness of the issue giving rise to the 
concern. 

 
17.2  Assistance by Immediate Supervisor/Impartial Mediator 
 

In the event there is no mutually acceptable solution or if the employee feels the 
matter is of such a nature that direct discussion would be inadvisable, the 
employee may refer the problem to the employee’s immediate supervisor. The 
supervisor shall meet with the employee against whom the concern has been 
raised, become thoroughly familiar with the issue, and shall seek a mutually 
acceptable solution. If the concern is regarding an action by the immediate 
supervisor of the employee or a higher level administrator, the employee may 
request that an Association representative be present. A mutually agreed upon 
impartial mediator may be appointed to facilitate the professional courtesy 
meeting upon request. A meeting will be scheduled within ten (10) working days 
upon receiving a request at a date and time convenient for all parties involved in 
the professional courtesy meeting within a reasonable timeframe to hold the 
meeting. 

 
17.3  Assistance by the Superintendent or Designee 
 

In the event resolution of the problem is not achieved at the immediate 
supervisor level, the employee may request, in writing, a meeting with the 
Superintendent or designee. A meeting will be scheduled within ten (10) working 
days upon receiving a request at a date and time convenient for all parties 
involved in the professional courtesy meeting within a reasonable timeframe to 
hold the meeting. The request should include: 

 
1. The specific nature of the concern and a brief statement of the facts giving 

rise to it. 
2. The nature and extent of the adverse effect of the situation giving rise to the 

concern.  
3. A brief summary of the results of prior meetings, the specific action, which the 
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employee wishes taken, and the reasons why it is felt that such action should 
be taken. 

 
17.4  Investigation with Resolution 
 

If the matter is resolved at the meeting to the satisfaction of the employee and 
there has been a determination that there have been no serious and/or recurring 
violations of rules, regulations, policies, or laws, no further steps will be taken. 
Once the issue is resolved, the employee will make every effort to resume a 
professional relationship absent further references to the problem unless it 
recurs. 

 
17.5  Investigation Without Complainant Resolution 
 

If the matter is unresolved and the concern is regarding actions by another 
employee in the bargaining unit, the employee with the concern may pursue steps 
in Article 18. 
 
If the matter is unresolved and the concern is regarding actions by another 
employee outside the bargaining unit, the unit member should pursue the 
appropriate complaint process in accordance with Board Policy. 

 
17.6  Confidentiality 
 

All information or proceedings regarding any concern shall be kept confidential by 
the District and the employee, shared only on a need to know basis. All 
information or proceedings regarding the handling of any concern shall be kept 
confidential by the employee, shared only on a need-to-know basis.  
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Article 18.  COMPLAINTS AGAINST UNIT MEMBERS 
 
18.1  Written Complaints 
 

18.1.1 Any formal written complaint filed by a citizen, parent, unit member, or 
 another District employee shall be reported to the unit member identified 

in the complaint within five (5) working days of its receipt. 
 

18.1.2 The District shall investigate all formal written complaints and any other 
complaints that require investigation in accordance with Board policy. 

 
18.2  Confidentiality 
 

18.2.1 All information or proceedings regarding any complaint shall be kept 
confidential by the District, shared only on a need-to-know basis. 

 
18.2.2 All information or proceedings regarding the handling of any complaint 

shall be kept confidential by the unit member, shared only on a need-to-
know basis. 

 
18.3  Investigation 
 

18.3.1 The investigation shall include collection of information from the unit 
member and the complainant and a reasonable effort to collect any related 
documentation and interview appropriate witnesses as identified by both 
parties. 

 
18.4  Investigation with Complainant Resolution 
 

18.4.1 If the matter is resolved to the satisfaction of the unit member and the 
complainant, and there has been a determination that there have been no 
serious and/or recurring violations of rules, regulations, policies, or laws, no 
further steps will be taken. 

 
18.4.2 The unit member against whom the complaint was filed may request that 

the immediate supervisor attempt to schedule a meeting between the unit 
member, the  complainant, and the immediate supervisor and/or district 
administrator. Each unit member may be represented by an Association 
representative. Such a meeting may also be requested by the immediate 
supervisor and/or district administrator. If the matter is of such a nature 
that direct discussion would be inadvisable, a meeting with both parties 
present may not be scheduled. 
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18.5  Investigation without Complainant Resolution 
 

18.5.1 If the immediate supervisor and/or district administrator determines that 
the complaint is completely false and/or based on hearsay and there is no 
substantiation, the matter shall be dropped. The complaint shall neither be 
placed in the unit member’s personnel file nor used in any evaluation or 
disciplinary action against the unit member. 

 
18.5.2 If the immediate supervisor and/or district administrator determines that 

the complaint has been substantiated, they shall counsel with the unit 
member and attempt resolution with the complainant while concurrently 
supporting the unit member to the greatest degree possible. 

 
18.6  Disposition 
 

18.6.1 Complaints, which are shown to be false or are not fully investigated and 
substantiated, shall neither be placed in the unit member’s personnel file 
nor used in any evaluation or disciplinary action against the unit member. 

 
18.6.2 Any complaint which is fully investigated and substantiated as having 

involved serious and/or recurring violations of rules, regulations or policies 
may be placed in the unit member’s personnel file, except such material 
will not be entered or filed unless and until the unit member is given notice 
and an opportunity to review and comment. A unit member will have the 
right to enter, and have attached to any such derogatory statement, their 
own comments. Such review, and any preparation of comments in 
response to the material and/or statement, will take place during normal 
business hours and the unit member will be released from duty for the 
purpose without salary reduction. 
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Article 19.  GRIEVANCE RESOLUTION PROCEDURE 
 

19.1 Definitions 

19.1.1 A grievance is an allegation by one (1), or more unit members that there 
has been a violation, misinterpretation or misapplication of the specific 
provisions of the Agreement. 

 
19.1.2 A grievant is a member of the bargaining unit or the Association alleging a 

violation, misinterpretation or misapplication of a specific provision of this 
Agreement. 

 
19.1.3 A day is any day in which the District Offices are open for business. 

 
19.2 Informal Resolution 
 Before filing a formal grievance, the grievant shall attempt to resolve the 

grievance by means of an informal conference with the immediate supervisor or 
the appropriate administrator. 

 
19.3 Formal Resolution, Level One.  Within twenty (20) days after the occurrence of 

the act or omission giving rise to the grievance, or within twenty (20) days of the 
time the grievant could reasonably have known of the act or omission, the 
grievant must file a formal written grievance with Human Resources. 

 
19.3.1 The written statement of the grievance shall include the general and 

specific grounds of the grievance, the date or dates the alleged act or 
omission occurred, the specific provisions of the Agreement alleged to 
have been violated, misinterpreted or misapplied, and any other pertinent 
information which might assist the District in determining the proper 
resolution of the grievance.  It shall also include a statement of the specific 
action, which the aggrieved unit member desires that the District take to 
remedy the grievance and a statement of the outcome resulting from the 
Informal Resolution as described in Section 19.2. 

 
19.3.2 The immediate supervisor or the appropriate administrator shall 

communicate the decision to the grievant in writing within ten (10) days 
after receiving the grievance.  If the administrator does not respond within 
the time limit, the grievant may appeal to the next level. 

 
19.3.3 Within the above time limits either party may request a personal 

conference. 
 



 

55 

 
 
 
 

19.4 Formal Resolution, Level Two.  In the event the grievant is not satisfied with the 
decision rendered at Level One, the grievant may appeal the decision on the 
appropriate form to the Superintendent or designee within ten (10) days. 
 
19.4.1 The Superintendent or their designee shall communicate the decision to 

the grievant and the Association within ten (10) days.  In the event the 
grievant is not satisfied with the decision rendered at Level Two, the 
grievant may appeal to the next level. 

 
19.4.2 Within the above time limits, either party may request a personal 

conference. 
 

19.5 Formal Resolution, Level Three. Within ten (10) days of the decision by the 
Superintendent or their designee, the grievant may request the Association to 
submit the grievance to arbitration.  A copy of the decision must be provided to 
the District within the ten (10) day limit.  Within twenty-five (25) days of the 
decision by the Superintendent, the Association must have notified the District in 
writing of its intent to submit the grievance to arbitration.   Prior to arbitration, 
however, either party may request a mediator.  In the event either party cannot 
agree upon a mediator, one will be selected from a list provided by the State 
Office of Mediation and Conciliation.  If the Association decides to submit the 
grievance to arbitration, after mediation if any, the Association and the District 
shall attempt to agree on an arbitrator.  If no agreement can be reached, they shall 
request the State Conciliation Service to supply a panel of five (5) names of 
persons experienced in conducting grievance arbitration hearings.  Each party 
shall alternately strike a name until only one (1) name remains.  The remaining 
panel member shall be the arbitrator.  The order of striking shall be determined by 
lot. 

 
19.5.1 The fees and expense of the arbitrator in the hearing shall be borne equally 

by the District and the Association.  All other expenses shall be borne by 
the party incurring them. 

 
19.5.2 The arbitrator shall, as soon as possible, hear evidence, and render a 

decision on the issue or issues submitted.  If the parties cannot agree upon 
a submission agreement, the arbitrator shall determine the issues by 
referring to the written grievance and the answers thereto at each step. 

 
19.5.3 The arbitrator shall have no power to alter, amend, change, add to, or 

subtract from any of the terms of this Agreement, but shall determine only 
whether or not there has been a violation, misinterpretation, or 
misapplication of this Agreement in the respect alleged in the grievance.  
The decision of the arbitrator shall be based upon the evidence and 
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arguments presented to them by the respective parties and upon generally 
accepted rules of contract construction and interpretation. 

 
19.5.4 The function and purpose of the arbitrator is to determine disputed 

interpretation of terms actually found in the Agreement, or to determine 
disputed facts upon which the application of the Agreement depends.  The 
arbitrator shall, therefore, not have authority, nor shall they consider it 
their function to decide any issues not submitted or to so interpret or apply 
the Agreement as to change what can clearly be said to have been the 
intent of the parties as determined by generally accepted rules of contract 
construction.  Past practice of the parties in interpreting or applying terms 
of the Agreement may be utilized by the arbitrator in accordance with 
generally accepted rules of contract construction and application.  The 
arbitrator shall not render any decision or award, or fail to render any 
decision or award, merely because in their opinion such decision or award 
is fair or equitable. 

 
19.5.5 The decision of the arbitrator within the limits herein prescribed shall be 

binding upon the Association, the District, and the grievant. 
 

19.5.6 Any dispute arising out of or in any way connected with either the 
existence of or the exercise of rights of the District in Article 2, 
Recognition, is not subject to the Grievance provisions set forth in this 
Article, unless the dispute is otherwise grievable under another Article of 
the Agreement. 

 
19.6 Miscellaneous Provisions 
 

19.6.1 If the immediate supervisor, Superintendent or designee fails to comply 
with the time limits set forth, the grievant may process the grievance to 
the next level of the grievance procedure.  The time limits referred to 
herein shall be applied in a reasonable manner and may be extended only 
by mutual agreement between the parties. 

 
19.6.2 All documents, communications, and records dealing with the processing of 

the grievance shall be filed separately from the personnel files of the 
participants. 

 
19.6.3 No reprisals of any kind shall be taken by the District or by any member or 

representative of the District against the Association, a grievant or person 
who assisted the grievant.  No reprisals of any kind shall be taken by the 
Association or any unit member against either the grievant, the District or 
any District unit member who may have participated directly or indirectly 
in the grievance procedure. 
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19.6.4 Grievants, representatives of the grievants, and witnesses shall be 

provided reasonable release time for the purpose of processing grievances. 
 

19.6.5 Nothing contained herein will be construed as limiting the right of any unit 
member having a grievance to discuss the matter informally with any 
appropriate member of the administration and to have the grievance 
adjusted without intervention by the Association so long as the adjustment 
is reached prior to arbitration, the adjustment is not inconsistent with the 
terms and conditions of this Agreement and provided the District shall not 
agree to a resolution of a grievance until the Association has received a 
copy of the grievance and the proposed resolution and has been given an 
opportunity to file a response. 

 
19.6.6 The filing or pendency of a grievance shall not delay or change District 

action or programs until, if at all, the resolution of the grievance. 
 

19.6.7 The grievant may be accompanied at any point in the process by an 
Association representative at the grievant’s discretion. 
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Article 20.   EVALUATION PROCEDURES 

 
20.1 The evaluation of classified unit members is the responsibility of the immediate 

supervisor. 
 

20.2 Every unit member will be evaluated in writing on a standard evaluation form 
provided by the Human Resources Department and is located in Appendix C.  The 
form shall be developed by the District in consultation with the Association.  
Probationary unit members will be evaluated prior to the end of the second and 
fifth month.  All other unit members will have a formal evaluation no less than 
biennially before May 15.  It is clearly understood that individual supervisors may 
evaluate a unit member at any time.  The probationary period is the period of 
service immediately following appointment to a regular position, not to exceed six 
(6) months or one hundred thirty (130) days of service, whichever is greater.  If 
service is deemed unsatisfactory, the evaluation report shall include 
recommendations for improvement and provisions for assisting the unit member 
in implementing the recommendations made. 

 

20.3 Evaluations should be based upon the direct observation or knowledge of a unit 
member’s work performance by their immediate supervisor, which typically is the 
site or department administrator. Evaluators are required to informally observe 
the employee in their job environment at least twice prior to the formal 
evaluation meeting. 

 

20.4 The unit member shall have the right to submit a formal written statement 
regarding items on the evaluation.  This statement shall be attached to the 
evaluation in the unit member’s file. 

 

20.5 The personnel file of each unit member shall be maintained at the District 
Administration Office.  No evaluation of any unit member shall be placed in the 
District Personnel File without an opportunity for discussion between the unit 
member and the immediate supervisor.  Information of a derogatory nature, 
except materials that include ratings, reports, or records which were obtained 
prior to the employment of the unit member, shall not be entered or filed unless 
and until the unit member is given notice and an opportunity to review and 
comment. 

 

20.6 Materials kept by the employer which concern the performance of the unit 
member shall be available for examination by the unit member after the provision 
of reasonable notice.  Unit members will be given a written copy of all 
information, including information that may be used for disciplinary purposes, 
before such information is placed in their personnel file. 

 

20.7 The evaluation process is subject to the grievance procedures of Article 19 of this 
Agreement. 
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20.8 Every unit member shall have the right to inspect such materials upon request, 
provided that the request for review is made at a time when they are not actually 
required to render service to the District. 

 

20.9 A unit member shall have the right to enter their own comment on, and have the 
comments attached to, any such derogatory statement.  Such review shall take 
place during normal business hours, and the unit member shall be released from 
duty for this purpose without loss of pay. 
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Article 21.   LAYOFF AND RE-EMPLOYMENT FOLLOWING LAYOFF 
 
21.1 Classified unit members shall be subject to lay off for lack of work or lack of 

funds.  Whenever a classified unit member is laid off, the order of layoff within 
the class shall be determined by length of service.  The unit member, who has 
been employed the shortest time in the class, plus higher classes, shall be laid off 
first.   

 

21.2 When a permanent unit member who has been promoted to a higher 
classification is subject to layoff, they shall be given the opportunity of replacing 
unit members in the former but lower or equal classification who have fewer 
hours of paid service, provided that such a unit member achieved permanency in 
the classification and can still meet the requirements for appointment to that 
classification. 

 

21.3 All service in the classification, plus higher classification shall count as seniority 
within the classification. 

 

21.4 Salary placement on the lower classification level will be on a step that would 
least affect the unit member’s compensation. 

 

21.5 The demoted unit member’s step increase date shall remain unchanged.  
 
21.6  When, as a result of a bona fide reduction or elimination of the service being 

performed by any department, classified unit members shall be subject to layoff 
for lack of work and/or funds. Affected unit members and the Association shall be 
given preliminary notice of layoff by March 15 stating the reasons the unit 
member’s services will not be required for the ensuing year and informing the unit 
member of their displacement rights, if any; reemployment rights; and applicable 
statute(s).  The unit member may submit a request for hearing and Notice of 
Participation within the timelines and subject to the procedures prescribed in 
Education Code section 45117.  

 

21.7 When, as a result of the expiration of a specially funded program, classified 
positions must be eliminated at the end of any school year, and classified unit 
members shall be subject to layoff for lack of funds, the unit members to be laid 
off at the end of such school year shall be given written notice on or before April 
29 informing them of their layoff and re-employment rights including seniority, 
displacement and unemployment insurance rights.  However, if the termination 
date of any specially-funded program is other than June 30, such notice shall be 
given not less than sixty (60) days prior to the effective date of the anticipated 
layoff. 

 

21.8 The District agrees to consult with the Association to review and discuss the 
proposed layoffs and determine the order of layoff within the provisions of this 
Agreement and seriously consider their recommendations within thirty (30) 
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calendar days prior to taking action on any matter which will result in major 
change of services by classified unit members, unless circumstances require less 
notice in which case the District will consult with the Association sufficiently in 
advance of the implementation date to allow for meaningful meeting and 
conferring prior to implementation. 

 
21.9 Involuntary Reduction in Time 
 
 Involuntary reductions in time less than a layoff shall be negotiated with the 

chapter’s negotiation team, including the CSEA Labor Relations Representative.  
Unit members shall retain eligibility to be considered for re-employment for an 
additional period of twenty-four (24) months provided that the employee 
possesses the required qualifications. 

 
21.10 Re-employment of Persons Laid Off 
 
 Persons laid off because of lack of work or lack of funds shall be placed on an 

employment list for a period of thirty-nine (39) months and shall be re-employed 
in preference to new applicants.  Re-employment shall be in the reverse order of 
layoff. 

 
21.11 Seniority Roster 
 
 The District shall maintain a seniority roster including unit members' class 

seniority with an updated copy provided to the Association upon request. 
 
21.11.1 Seniority within the District shall be determined based upon date of hire. 

 
21.11.2 Seniority within a classification shall be based upon the first day of 

service within that classification. 
 

21.12 Notification of Re-employment Opening 
 
 Any unit member who is laid off and requests notification of open positions shall 

be emailed to their personal address on file with Human Resources on the date 
the position is open. 

 
21.13 Retirement in Lieu of Layoff 
 
 A unit member, if eligible, may elect to accept a service retirement in lieu of 

layoff.  If the unit member subsequently accepts, in writing, the appropriate 
vacant position within a period of thirty-nine (39) months, the District shall 
maintain the vacancy until the Board of Administration of CalPERS has properly 
processed the request for reinstatement from retirement. 
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21.14 Medical Benefits 
 
 The District further agrees to pay medical benefits for thirty (30) calendar days 

after layoff and COBRA benefits offered thereafter as provided by law after the 
termination of District contributions for such benefits.  
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Article 22.   CONTRACTING OUT 

 
22.1 Supervisors and working foremen may perform any work that is considered 

by them to be necessary and essential to the operation of the District so 
long as the effect of this work does not cause a layoff, reduction in hours, 
or transfer of the person who was performing the work. 

 
22.2 The Association agrees that the District has the right to make repairs, 

alterations or additions to school buildings, repair or build apparatus or 
equipment, make improvements on the school grounds, and erect new 
buildings in accordance with Education Code 41503.1 in its entirety.  
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Article 23.   NO DISCRIMINATION 

 
23.1 No member of the bargaining unit shall be discriminated against because of 

membership in an employee association, in accordance with current federal and 
state anti-discrimination laws. 
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Article 24.   HEALTH BENEFITS 

 
24.1 Unit Member and Dependent Insurance Programs 

 

24.1.1 The District agrees to provide classified unit members and their 
dependents, domestic partners registered with the State and their 
dependents, with medical, dental, life and vision insurance programs as 
specified in Appendix D.  The District also agrees to extend the District 
provided  life insurance death benefit for all employees working at least 
seventeen and a half (17.5) hours per week.  

 

24.1.2 The District agrees to pay medical, dental and vision premiums for unit 
members as follows, up to the district cap as specified in 24.1.3: 

 
Unit Member Group District Contribution 

Unit members working six (6) hours or 
more per day, five (5) days per week 

Medical, dental, and vision for unit 
member and dependents 

Unit members working at least four (4) 
hours per day, but less than six (6) 
hours per day, five days per week 

Fifty (50) percent of the premium for 
medical, dental and vision for unit 
member and dependents 

 
24.1.2.1 Pursuant to the 2017-2018 agreement, unit members who 

work 5.75 hours per day, five (5) days per week, having 
completed at least five (5) years of service to the District based 
on date of hire prior to June 30, 2012 are eligible for medical, 
dental and vision benefits for the unit member only and fifty 
percent 50% of the premium for dependents.  This section shall 
not apply to unit members hired after June 30, 2012. 

 

24.1.3 The District will contribute the following maximum amounts for eligible 
unit members as specified in 24.1.2: 

 
District Annual Contribution 

PPO 
District Annual Contribution 

HMO 
Single $9,722 Single $7,320 

Employee + Spouse $20,384 Employee + Spouse $16,680 
Employee + Child(ren) $14,722 Employee + Child(ren) $12,696 

Family $25,150 Family $21,053 
 

 Eligible unit members shall be responsible for any costs incurred 
over the individual District contribution, which is specified in 
Appendix D. 
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24.2 Benefit Plan Designs effective October of each year  
 
 See Appendix D for complete and specific information concerning all medical, 

dental, and vision care benefits. 
 
 

24.3 Eligibility 
 
 Present unit members may only request to elect to take health/life and dental 

insurance coverage prior to October 1 of each year to become effective October 
1 of that year.  New employees desiring to enroll MUST join any time during the 
first thirty (30) days of their employment.  Health/life vision and dental insurance 
coverage for unit members and/or their dependents is not automatic, unit 
members must fill out the appropriate enrollment forms in order to be covered. 

 

24.4 Health & Welfare Insurance Committee 
 
 The parties agree to maintain a District Employee Health & Welfare Insurance 

Committee, the membership of which shall be composed of at least four 
representatives from the Association.  This Committee shall periodically research 
and review proposed and existing programs to ensure that quality and cost 
effectiveness criteria are maintained.  The Committee shall meet periodically with 
insurance providers to determine that benefits are being accorded as required by 
the various benefits programs. Each of the four (4) Association representatives to 
the Committee shall be paid their hourly rate of pay for meetings that extend 
beyond the unit member’s regular work day. 

 
24.5 Early Retirement Health Benefit Program 

 

24.5.1 Any full-time unit member eligible to retire under the CalPERS or CalSTRS 
regulations who has worked a minimum of five (5) consecutive years in 
District employment and who has initiated the steps to withdraw 
retirement funds from CalPERS or CalSTRS has the option to continue 
their medical coverage under the District medical plan at District expense.  
The retiree must currently be covered under one of the District’s medical 
plans for at least twelve (12) months prior to retirement.  Disability 
retirement does not qualify as early retirement.  Modifications to the 
insurance program for active unit members, which reduce coverage and 
increase unit member costs, are also applicable to the former unit 
members then retired. 

 

24.5.2 The retiree may insure their spouse or registered domestic partner at 
retiree expense until such time as the spouse or domestic partner reaches 
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the age of Medicare eligibility.  The premium shall be the amount that the 
District pays for one (1) year of coverage. 

 

24.5.3 Any retiree who waives the right to participate in the early retirement 
health benefit program shall receive ten thousand ($10,000) dollars 
annually until the retiree meets one of the conditions in 24.5.5 below.  If 
the retirement health benefit is waived for any eligible year, the retiree 
may not apply for benefit reinstatement. 

 
24.5.4 It shall be the retiree's responsibility to pay the over-the-cap fee and 

dependent premium to the Business Office by the tenth of each month.  
Default of two (2) consecutive monthly payments shall result in the 
immediate termination of coverage; the District shall not assume the 
responsibility of reminding the retiree of premiums due. 

 

24.5.5 Coverage for retiree or spouse or domestic partner being carried at the 
retiree's expense or any other option under the early retiree health 
benefit program shall terminate upon the first occurrence of any of the 
following conditions: 

 

a. The retiree attains the mandatory Medicare enrollment age. 
b. The retiree becomes eligible for Medi-Cal or Medicare benefits 

under Social Security. 
c. The retiree becomes eligible for medical insurance under any 

other LBUSD unit member benefit plan. 
d. When the retiree reaches mandatory Medicare enrollment age or 

any other conditions listed in b or c above, the spouse or 
domestic partner may continue on one (1) of the District’s 
medical plans, at the spouse’s or domestic partner’s own expense. 
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Article 25.   MANAGEMENT RIGHTS AND EMPLOYER POWERS 
 
 

It is understood and agreed that the employer retains all powers and 
authority to direct and control District operations to the full extent of the 
law.  Included, but not limited to those duties and powers, are the rights in 
accordance with applicable laws and employer regulations to direct the 
work of unit members; to determine the means and services to be 
provided; establish the educational philosophy, goals, and objectives of the 
employer, school and/or other activity; to ensure the rights of students, 
classified employees, teachers, managers and Board of Education 
members; to determine the number and kinds of personnel required; to 
determine the job descriptions in negotiation with the Association; to 
maintain the efficiency of the school District operation; to determine the 
curriculum; to build, move or modify the facilities; to develop a budget; to 
develop and implement budget procedures with staff input; to determine 
the methods of raising revenue.  In addition, the employer retains the right 
to hire, assign, evaluate, terminate, and discipline unit members.  Further 
the employer reserves the right to do all that is necessary to exercise the 
foregoing powers, rights, authority, duties and responsibilities, including 
but not limited to, the adoption of policies, rules, regulations and practices 
in furtherance thereof, and the use of judgment and discretion in 
connection therewith, and shall be limited only by the specific and express 
terms of this Agreement, in conformance with the laws of the State of 
California. 
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Article 26.   CONFORMITY TO LAW-SAVINGS PROVISION 

 
26.1 If any provisions of this Agreement are held to be contrary to law by a court of 

competent jurisdiction, such provisions will not be deemed valid and subsisting 
except to the extent permitted by law, but all other provisions will continue in full 
force. 

 
26.2 Federal, state, and local law within the scope of representation is cause for 

reopening of negotiations on only the article(s) affected.  Should a provision or 
application be deemed invalid under the law by a court of competent jurisdiction, 
the parties shall meet no later than thirty (30) days after such court decision to re-
negotiate the specific provision rendered invalid. 
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Article 27.   PROHIBITION OF STRIKES AND LOCKOUTS 

 
27.1 Apart from and in addition to existing legal restrictions upon work stoppages, the 

Association hereby agrees that neither it nor its members, or agents, or 
representatives, or the employees, of persons acting in concert with any of them, 
shall incite, encourage, or participate in any strike, walkout, slowdown, sympathy 
strike, or other work stoppage of any nature whatsoever during the life of this 
Agreement, for disputes concerning matters not mentioned in this Agreement, 
disputes contending that the District has committed unfair employment practices, 
under the Educational Employment Relations Act (EERA), disputes with other 
labor organizations, persons or employers, or jurisdictional disputes.  In the event 
of any strike, walkout, slowdown, sympathy strike or work stoppage or threat 
thereof, the Association and its officers will do everything reasonable within their 
power to end or avert the same.  The District will not lock out the employees 
covered by the Agreement during the life of this Agreement. 

 
27.2 Any employee authorizing, engaging in, encouraging, sanctioning, recognizing or 

assisting any strike, slowdown, picketing, sympathy strike, work stoppage or other 
concerted interference in violation of this Article, or refusing to perform duly 
assigned services in violation of this Article, shall be subject to discipline up to and 
including termination. 

 
 
 
 
 

  



 

71 

 
 
 
 

Article 28.   SUPPORT OF AGREEMENT 
 
28.1 The District and the Association agree that it is to their mutual benefit to 

encourage the resolution of differences through the meet and negotiation 
process. Therefore, it is agreed that the District and Association will support this 
Agreement for its term and will not seek change or improvement in any matter 
subject to meet and negotiation process, except by mutual agreement of the 
District and the Association. 

 
28.2 The parties agree that in the event of scribe’s error(s) of omission or commission 

in the preparation of the current collective bargaining agreement (2024-2027), 
that the language of the Tentative Agreement(s) shall prevail in the event of a 
conflict(s). 
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Article 29.   TERM  
 
29.1 The duration of the agreement shall be three (3) years from July 1, 2024, through 

June 30, 2027, with re-openers of up to two articles for each party in year two (2) 
and year three (3) of the Agreement.  

 
If the District receives an increase of two (2) percent or more than 
assumed in the adopted budget* as indicated on the "Total Taxes" 
percentage change column identified in the P-1 property tax assessment 
from the Orange County Department of Education in November each 
year, then both parties agree to meet and negotiate Articles 12 and 24 
(Salary and Benefits). The Business Office will provide Association Chapter 
131 President a copy of the P-1 property tax assessment from the Orange 
County Department of Education when it is received each year. 

 
*2024-25 budget assumes five (5) percent growth in total taxes 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 

73 

 
 
 
 

Article 30.   RETIREMENT 

 
30.1 All employees who are working one-half (½) time or more in a continuing      

classified position are required to become members of a combined program of 
Public Employees’ Retirement System (CalPERS) and Old-Age, Survivors, and 
Disability Insurance (Social Security). 

 
30.2 Each classified employee who is a member of CalPERS shall sign a “Report of 

Status Change or Separation” form with the Payroll Department upon 
termination.  

 
30.3 Unused sick time (see Article 8.1.6) 
 
30.4 Y-Rate Impact on Retirement Credit (see Article 11.2.5) 
 
30.5 Leaves of Absence Effect on Retirement Credit (see Article 8.6.3) 
 
30.6 Retirement in Lieu of Layoffs (see Article 21.14) 
 
30.7 Early Retirement Health Benefits Program (see Article 24.5) 
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Appendix A – Classification Chart 
https://www.lbusd.org/departments/human-resources/job-description

 

 
Appendix B – Classified Salary Schedule 

 

https://www.lbusd.org/departments/human-resources/job-descriptions
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Appendix C – Evaluation Instrument 
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Appendix D – Health & Welfare Documents   
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Appendix E – Calendar Definitions 
(See 2024-2025 work calendars below or access through the canvas link: 

https://www.lbusd.org/resources/canvas) 
 

All unit members working four (4) or more hours per day will be paid the monthly rate as shown on the salary 
schedule.  Unit members working less than four (4) hours per day will be paid at the hourly rate as shown on 

the salary schedule. 
 
12 Month: 
Unit members work twelve (12) months of the year July 1 through June 30.   
 
Unit members work 242/3 days and receive 19 paid holidays = 259-262  paid days/year  
 
11 Month: 
Unit members work eleven (11) months of the year late July/early August through late June.   
 
Unit members work 222 days and receive 18 paid holidays = 240 paid days/year 
 
10.75 Month: 
Unit members work ten and three-quarter (10.75) months of the school year from late July/early August through mid to 
late June, excluding program closed days.   
 
Unit members work 217 days and receive 18 paid holidays = 235 paid days/year 
 
10.5 Month: 
Unit members work ten and one-half (10.5) months of the school year early August through mid to late June, excluding 
program closed days.   
 
Unit members work 212 days and receive 18 paid holidays = 230 paid days/year 
 
10 Month: 
Unit members work ten (10) months of the school year from mid-August through mid to late June, excluding program 
closed days.   
 
Unit members work 200 days and receive 17 paid holidays = 217 paid days/year 
 
10 Month Academic: 
Unit members work ten (10) months of the school year from the week before school starts through mid to late June, 
excluding program closed days.  
 
Unit members work 192 days and receive 17 paid holidays = 209 paid days/year 

 

The number of holidays may vary depending on the structure of a unit member’s work calendar (see Article 15.5). 
 

 
 

 
 

 

 
 

 

 

 

https://www.lbusd.org/resources/canvas
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Appendix F – July 1, 2024 Tentative Agreement 
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