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This Agreement is made and entered into this 2nd day of June, 2020, by and between Barstow
Unified School District, hereinafter referred to as the “District”, and the California School
Employees Association and its local Chapter #306, hereinafter referred to as “CSEA”.

ARTICLE 1 - RECOGNITION

The District recognizes CSEA as the exclusive bargaining representative for all classified
employees except Noon Supervisors, Crossing guards, Management, Supervisory, Confidential
and Certificated employees.

2.1

2.2

ARTICLE 2 - NON-DISCRIMINATION

The District and CSEA shall not illegally discriminate with respect to the implementation
of this Agreement against any employee on the basis of race, color, religious creed, sex,
sexual orientation, national origin, ancestry, physical disability, mental disability, medical
condition, marital status, age as interpreted in State and Federal law, membership as an
employee organization or participation in the lawful activities of an employee organization,
or refusing to be a member of an employee organization, or refusing to participate in the
lawful activities of the employee organization.

This Article is not subject to the grievance procedure.

ARTICLE 3 - ORGANIZATIONAL SECURITY

3.1 Dues Deduction

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

The District’s managers, supervisors and confidential employees shall refer all questions
regarding the decision to belong to an employee organization or participating in its
activities to appropriate CSEA leadership. Managers, supervisors and confidential
employees shall not instruct employees on the process to leave CSEA, but instead
simply refer any questions to the CSEA Labor Relations Representative and shall
obtain his/her approval on behalf of the union before processing any revocation
request. The employer shall not be obligated to put into effect any new or changed
deductions until the pay period commencing thirty (30) days after such submission.
There shall be no charge by the employer to CSEA for regular membership dues
deductions.

3.2 Membership Information

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



4.1

4.2

5.1

The District shall use its best efforts to filter out outsiders’ emails to work email addresses
soliciting against union membership.

3.3 Hold Harmless Provision

CSEA shall defend and indemnify District for any claims arising from its compliance with
this article for any claims made by the employee for deductions made in reliance
on information provided by the employee organization to the employer to cancel or
change membership dues authorization. The employer shall be required to
promptly notify CSEA of any claims made by employees relating to dues
authorization.

CSEA shall have the exclusive right to decide and determine whether any such action shall
be compromised, resisted, defended, tried or appealed.

ARTICLE 4 - DISTRICT RIGHTS

It is understood and agreed that the District retain all of its powers and authority to direct,
manage and control to the full extent of the law. Included in but not limited to those duties
and powers are the exclusive right to: determine its organization; direct the work of its
employees; determine the times and hours of operation; determine the kinds and levels of
services to be provided, and the methods and means of providing them; establish its
educational policies, goals and objectives; determine staffing patterns; determine the
number and kinds of personnel required; maintain the efficiency of District operations;
build, move or modify facilities; establish budget procedures and determine the method of
raising revenue; contract out work, which may lawfully be contracted for, and take action
on any matter in the event of an emergency. In addition, the District retains the right to
hire, assign, evaluate, promote, terminate, and discipline employees.

The exercise of the foregoing powers, rights, authority, duties and responsibilities by the
District, the adoptions of policies, rules, regulations, and practices in furtherance thereof,
and the use of judgment and discretion in connection therewith, shall be limited only by
the specific and express terms of this Agreement, and then only to the extent such specific
and express terms are in conformance with the law.

ARTICLE S - EMPLOYEE RIGHTS

Personnel Files:

(1) The personnel file of each employee shall be maintained at the District’s central
administration office, and will not leave the premises except as follows:

(A)  Legal action is being taken by the administration and the file is required by
the District’s legal representative; and

(B) A log of the release of any personnel file for the above reason shall be
maintained in the District Office. Unit members may have access to this
file.

Materials in personnel files of employees, which serve as a basis for affecting the
status of their employment, are to be made available for the inspection and signature
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6.1

6.2

6.3

of the person involved. Such material is not to include rating, reports, or records
which were obtained prior to the employment of the person involved, were prepared
by identifiable examination committee members, or were obtained in connection
with a promotional examination.

(2) Employees shall be provided with copies of any derogatory written material before
it is placed in the employee’s personnel file. The employee shall be given an
opportunity to prepare a written response. The written response shall be attached
to the material.

3) An employee’s inspection of this file shall take place during normal business hours
maintained by the District Office which may include the normal duty hours of the
employee.

An employee may arrange for such inspection during his normal duty hours by
obtaining permission from his immediate supervisor to be absent from duty without
loss of pay for a specified period of time provided proper arrangements have been
made with the District Office.

(4) All personnel files shall be kept in confidence and shall be available for inspection
only to the employee or his authorized designee. Only those authorized employees
of the District are permitted to review the files as it relates to the administration and
supervision of the employee.

(5) All derogatory materials shall be removed from the employee’s personnel file and
destroyed after remaining in the file for a period of four (4) years except official

legal documents and formal permanent evaluations.

ARTICLE 6 - CLASSIFIED EMPLOYEE EVALUATIONS

The evaluator shall be the unit member’s immediate supervisor who is not part of a
bargaining unit, or next higher management level employee who is so designated by
District management. Evaluations shall be made on the basis of first-hand knowledge.

Newly hired Classified employees shall have a six (6) calendar month probationary period.
Promoted Classified employees shall have a six (6) calendar month probationary period.
New probationary and permanent promotional probationary employees will be evaluated
at the end of the third (3™) and fifth (5™) months of service. Permanent employees shall be
evaluated at least once a year.

All written evaluations shall be prepared, presented and discussed with the employee. The
employee will be provided a copy of the evaluation and be provided with an opportunity
to sign and make a written statement, which shall be attached to and made a part of the
evaluation. The below listed forms will be used in the evaluation process:

Form AP: Paraeducator evaluation
Form A: All other classified employee evaluation
Form B: For “Below Work Performance Standards” in the evaluation

BUSD Definitions:  Definitions of terms used in the evaluation process

8



6.4  Any negative evaluation shall include written specific recommendations for improvements
and provisions for assisting the employee in implementing any recommendations made.
Form B will be used.



7.1

7.2

7.3

ARTICLE 7 - ORGANIZATIONAL RIGHTS

Association Rights: The Association shall have the following rights.

(D

2

3)

4

©)

(6)

(7)

Authorized representatives of the Association shall have the right of access at
reasonable times to classified employees subject to reasonable District regulations.

The right to use without charge institutional bulletin boards, mailboxes, District
email, and the use of the school mail system, the use of District phone excluding
toll calls charged to the District.

The right to use without charge institutional facilities and buildings at reasonable
times. Use of facilities request form must be on file.

The right to be supplied with a complete seniority roster of all bargaining unit
employees on the effective date of this Agreement and annually on January 1,
thereafter. The roster shall consist of seniority by classification.

The Association shall have the right upon request to a copy of any budget materials
submitted to the Governing Board.

The District shall grant a total of ten (10) days to be utilized by the organization to
attend workshops, conferences, and chapter activities. In addition, release time will
be granted for authorized delegates to attend the annual state conference. Days
granted to the organization under these regulations are not accruable from year to
year. The CSEA president shall notify the immediate supervisor three (3) days in
advance and indicate what authorized representative will be using the leave.

Authorized representatives of CSEA Barstow 306 shall have the right to be present
at any and all disciplinary proceedings without loss of pay.

Distribution of Contract: Forty-five (45) days after contract is agreed to, the District will

provide a copy for every classified employee, and the District will bear the cost of the
production of the contract. The association agrees to distribute the contract to the members
of the unit.

All newly hired bargaining unit members shall receive an orientation from the district. All
newly hired employees within 30 days of their date of hire, shall receive from the district
a “New Employee Packet” which includes a copy of this agreement, an insurance
information booklet, the Bargaining Unit Member’s job description, a Personnel Action
Form (PAF), and a CSEA membership packet. A CSEA representative may attend to
provide written information.

10



8.1

8.2

8.3

ARTICLE 8 - HOURS AND OVERTIME

Workweek: The workweek shall consist of five (5) consecutive days, of eight (8) hours
per day and forty (40) hours per week. This Article shall not restrict the extension of the
regular workday or workweek on an overtime basis when such is necessary to carry on the
business of the District.

Workday: The length of the workday, exclusive of lunch, shall be designated by the
District for each classified employee’s assignment. Each employee shall be assigned a
fixed, regular number of hours and shall be issued an assignment notice on an annual basis
(July 1, August 1, September 1) and upon any change in employment status. Such notice
shall bear all pertinent information relative to the employee’s assignment.

Work Year: The work year calendars will consist of the following ten (10) categories.

260 work days per year: Delivery Driver (Purchasing & Warehouse)/ District Office
staff; and Information Technology staff; Nutrition Services Support Technician;
Instructional Media Center Technician; Facilities, Maintenance, and Operation (all staff
except Save the Children custodian); Office Assistant (Pupil Services) Pupil Services
Technician; School Administrative Assistant (BHS)

238.5 work days per year:  Registrar-BHS; Secretary-BHS; School Administrative
Assistant (BJHS, CHS, STEM)

233 work days per year: Guidance Office Support Technician-BHS; Senior Office
Assistant-BHS (Guidance Office); School Administrative Assistant-Elementary;

228 work days per year: Secretary (BJHS)

222 work days per year: Senior Office Assistant (BHS-Attendance, BJHS, Adult
Education); School Accounting Technician (BHS); Library/Media Technician (BHS,
BJHS); Library/Media Assistant (BHS, BJHS); Office Assistant (Elementary, BJHS,
STEM, CHS); Registrar (CHS);

212 work days per year: Library/Media Assistant (Elementary).

210 work days per year: Nutrition Service Workers (All); Office Assistant (Nutrition
Services).

195 work days per year: Health Assistants (All), Delivery Driver (Nutrition

Services), Licensed Vocational Nurse

185 work days per year: Career Technical Education Specialist; Career Center
Technician (BHS); Campus Safety Assistants (All); Paraeducators (All except 4K);
Computer Lab Assistants (All)

168 work days per year: Paraeducators (4K).

11



8.4

8.5

8.6

In years with more than 260 workdays, the employees in that category will be scheduled
days off without using leave for the number of days over 260.

During the month of June of each school year, each employee will be given their start and
end date for the coming school year. BUSD will get the approval of the CSEA officers in
writing on the start and end dates prior to the employees receiving written notification.

Except for twelve-month employees, each classified employee assignment shall indicate
the number of workdays which constitute the assignment’s work year. Winter and Spring
student recess periods shall be considered an employee recess period and shall be
considered non-workdays or break days.

All classified employees shall use earned vacation days, one during each day of the Winter
and Spring recess periods. If a classified employee has earned vacation days in excess of
the number days equal to the total day during Winter and Spring recess periods, those
employees will work with their respective site supervisor as to when the employee will use
the excess days.

Adjustment of Assigned Time: Any employee in the bargaining unit who works thirty (30)
minutes or more per day in excess of his or her regular assigned hours for a period of twenty
(20) consecutive working days or more shall have his/her regular assignment adjusted
upward to reflect the longer hours, effective with the next pay period.

Increase in Hours: When additional hours are assigned to a position of four (4) hours or
more on a regular basis, the assignment shall be offered to all employees in the appropriate
class for voluntary transfer. If the supervisor does not select the senior person, upon
request, the supervisor will provide in writing the reason for non-selection. Selection shall
be based on the following: (1) Qualification for position, (2) Previous performance, and
(3) Legitimate personnel needs of the District.

When additional minutes/hours are assigned to a position of less than four (4) on a regular
basis, and the position remains less than four (4) hours after the additional time is added,
the assignment shall remain with the incumbent.

Hours/minutes taken away from a position shall continue to follow Article 18 — Procedure
for Layoff and Re-employment of the contract between CSEA, Chapter 306 and Barstow
Unified School District.

Lunch Periods: All employees covered by this agreement who work more than six hours
shall be entitled to an uninterrupted, unpaid lunch period. The length of time for lunch
shall be no longer than one (1) hour nor less than thirty (30) minutes and shall be scheduled
at or about the midpoint of each work shift. With the approval of the supervisor, four (4)
hour through and including, six (6) hour employees may take an uninterrupted, unpaid
lunch period when their work schedule is such that the employee is on duty through the
normal eating period. Length of lunch is determined by work day hours as set forth by
supervising authority.

12



8.7

8.8

8.9

8.10

8.11

Rest Periods: Classified employees are allowed one (1) rest period not to exceed fifteen
(15) minutes each four hours of assigned time. The employee’s immediate supervisor has
the authority to specify the time for such breaks. Credit cannot be accumulated for rest
periods not used.

Rest Facilities: The District shall make available at each work site lunchroom and restroom
facilities for classified employees use when physically possible. It is understood that
classified and certificated facilities may be one and the same.

Overtime: Overtime hours shall be compensated at time and one-half of the regular rate of
pay for employees who are authorized to work in excess of eight (8) hours per day or forty
(40) hours in any calendar week. Employees directed to work on holidays as defined by
this contract will be compensated time and one-half plus the regular rate of pay or shall
receive compensatory time at one and one-half plus the regular rate of pay.

Employees assigned to work five (5) consecutive days shall receive time and one-half for
work required on the sixth or seventh day in a calendar week. Overtime shall be assigned
by the District as needed and consistent with the efficient operation and special needs of
the District. Overtime shall be distributed and rotated as equitable and practicable among
employees within each classification.

The method of payment (cash or compensatory time off) for overtime worked shall be at
the discretion of the unit member. Approval of overtime election will be made at the time
the supervisor approves overtime.

Shift Differential - Compensation: Any employee in the bargaining unit whose assigned
work shift requires the employee to work a minimum of four (4) hours between 6:00 p.m.
and 6:00 a.m. shall be paid a shift differential premium of five (5) percent above the regular
rate of pay for all hours worked.

Any employee who works a double work shift during which one of the two (2) shifts
includes at least four (4) hours between 6:00 p.m. and 6:00 a.m. shall be paid a shift
differential premium of five (5) percent above the regular rate of pay for all hours worked
during said double shift.

Employees assigned to night work on a continuous basis who are requested to temporary
daytime work for periods not to exceed twenty (20) consecutive working days each shall
suffer no reduction in compensation by reason of the change. On the twenty-first (21)
working day the employee shall revert to the daytime rate.

An employee who receives a shift differential premium on the basis of his/her shift while
school is in session, shall not receive shift differential rate when assigned to a regular day
shift during the summer months. When applicable, an employee on long-term illness who
receives shift differential pay shall receive the shift differential rate of pay until accrued
sick leave expires.

Compensatory Time Off: When compensatory time off is authorized in lieu of cash
compensation, such compensatory time off shall be granted within twelve (12) calendar
months following the month in which the overtime was worked. Compensatory time shall

13



8.12

8.13

8.14

8.15

8.16

9.1

9.2

9.3

be taken at a time mutually acceptable to the employee in the bargaining unit and the
supervisor within twelve (12) calendar months of the date on which it was earned. If the
compensatory time has not been taken, the District shall pay the employee in cash for all
such time at the appropriate overtime rate based on the employee’s rate of pay at the time
the compensatory time occurred. Such compensatory time shall be equal to time and one-
half the overtime hours worked.

Standby Time: Any employee on any authorized out-of-town trip shall be considered as
working regular hours and shall be compensated on a straight time or overtime basis as are
other hours worked under this Agreement.

Call Back Time: Any employee called back to work after completion of his/her regular
assignment shall be compensated for at least two (2) hours of work at the appropriate rate.

Hours Worked: Hours worked shall refer to hours listed on the assignment notice.

Right of Refusal: Any employee shall have the right to reject any offer or request for
overtime or call back time.

Distribution of Overtime/Call Back Time: The distribution of overtime shall occur in the
following manner:

First: Within the classification at the site/department where the work is to be
performed utilizing an established list within the classification, on a rotational basis.

Second: Within the classification throughout the District utilizing an established
district list within the classification, on a rotational basis.

No bargaining unit work will be completed by substitutes except the number of hours and
the number of days where a bargaining unit employee is absent. If the District has the need
to assign extra hours to be completed where no position exists, the district will negotiate
this with CSEA.

ARTICLE 9 - PAY AND ALLOWANCES

Regular Rate of Pay: The regular rate of pay for each position in the bargaining unit shall
be in accordance with the rates established by the District for each class on the District
adopted salary schedule attached hereto as Appendix 1. The regular rate of pay shall reflect
authorized longevity increments.

Paychecks: All regular paychecks of employees in the bargaining unit shall include all
authorized deductions and holiday pay. The District will provide each employee with a
semi- annual report, listing earned sick leave and vacation accrued as of January 1 and July
1.

Frequency - Once Monthly: All employees in the bargaining unit shall be paid once per
month payable on the last working day of the month. If the normal pay date falls on a
holiday, the paycheck shall be issued on the preceding workday.

14



9.4

9.5

9.6

9.7

9.8

9.9

9.10

9.11

Payroll Errors: Whenever it is determined that an error has been made in the calculation
or reporting in any classified employee’s payroll or in the payment of any classified
employee’s salary, the appointing authority shall, within five (5) workdays following such
determination, provide the employee with a statement of the correction and a supplemental
payment drawn against any available funds.

Special Payments: Any payroll adjustment due an employee in the bargaining unit as a
result of working out of class, re-computation of hours, or other reasons other than
procedural errors shall be made and included in their regular payroll check issued the
following month.

Lost Checks: Any paycheck for an employee in the bargaining unit which is lost after
receipt or which is not received within five (5) days after mailing, the employee shall notify
the payroll department in person where he/she shall complete an affidavit. Replacement
of check shall be processed through normal County timelines.

Pay Increases: New employees shall be hired at the starting rate and shall be eligible for
step advances if employed prior to March 1, and employees hired on or after March 1, shall
be eligible for an increase in the starting salary on July 1, but shall not be eligible for
advancement beyond Step 1 until the following July 1.

Promotion: Any employee in the bargaining unit receiving a promotion shall be moved to
the appropriate range and step of the new classification and be granted not less than a five
(5) percent increase in salary.

Mileage:

(1) Any employee regularly assigned to two (2) or more different work sites shall be
entitled to mileage compensation for the distance between the two (2) sites at the
prevailing rate per mile stated in Board Policy.

(2)  Any employee required to use his/her vehicle on authorized District Business shall
be reimbursed at the prevailing rate per mile stated in Board Policy.

3) Mileage reimbursement checks shall be processed through normal County
timelines.

Longevity: Employees shall receive a step increase each year until attaining the fifth step
of the salary schedule in a given range. Step increases shall be effective July 1 of each year
or as soon thereafter as an employee resumes his duties. Step increases for the completion
of nine (9), thirteen (13), seventeen (17), twenty-one (21), twenty-five (25), twenty-nine
(29), and thirty-three (33) years of service shall be effective on the anniversary date.

Paid Status:  Paid status is defined as being anytime between the employee’s start date
and end date but not on a 39-month reemployment list due to a layoff, illness, or injury,

leave of absence, nor serving an unpaid suspension for disciplinary reasons.

ARTICLE 10 - EMPLOYEE EXPENSES AND MATERIALS
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10.1  Uniforms: The District shall pay the full cost of the purchase, lease, rental, cleaning and
maintenance of required uniforms as set forth. (SEE APPENDIX FOR EMPLOYEE
UNIFORM ISSUANCE ACKNOWLEDGEMENT)

Position # Uniforms

Custodian Eleven (11) each

Grounds Workers Eleven (11) each

Maintenance Eleven (11) each

Warehouse Workers Eleven (11) each

Nutrition Services Workers Eleven (11) each

Campus Security Assistant Eleven (11) each and one (1) jacket

10.2  District Liability Insurance: Employees in the lawful course of their employment and
performance of duties are considered agents of the school district and as such shall be
covered by the District’s liability insurance.

10.3  Tools: Employees shall not be required to furnish any tools or equipment in the course of
their employment.

10.4 Safety Equipment: The District agrees to provide appropriate safety equipment and the
employee shall be required to utilize all necessary equipment and abide by the safety rules
and regulations.

ARTICLE 11 - RIGHTS OF BARGAINING UNIT UPON
CHANGE IN SCHOOL DISTRICTS

Rights of Bargaining Unit: Any division, uniting unification, unionization, annexation, or merger
or de-unification, or change of District boundaries shall not affect the rights of individuals
remaining in the bargaining unit under this Agreement, nor alter the exclusive representation of
CSEA.

ARTICLE 12 - HEALTH AND WELFARE BENEFITS

To qualify for Health and Welfare Benefits, employees must be working a permanent position of
four (4) hours or more per day.

The District shall pay health and welfare benefits for bargaining unit members as follows:

District Cap Totals (if employee is enrolled in health

Single $ 9,283.14
2-Party $15,602.82
Empl & Child $16,212.90
Family $22,897.64

*REFER TO APPENDIX 2
12.1 Employee Medical Insurance Coverage: Each qualifying bargaining unit member shall
pay the balance of the premium for major medical insurance and shall execute the
appropriate authorization for payroll deduction. Medical plans will be selected through
group participation in the District’s insurance committee which shall be made up of equal
representation from the affected employee bargaining groups.
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12.2

12.3

12.4

12.5

12.6

12.7

12.8

12.9

The total employee costs of health benefits are as follows:

(if employee ops out of health)

Dental Life Vision
Single $0 $0 $0
2-Party $0 $0 $0
Empl & Child $0 50 $0
Family $0 $0 $0

Per MOU: If the employee opts out of Health, Dental, and Vision, the employee qualifies for Cash
in lieu. (10 monthly payments of $100.00) and pays $33.60 for Life Insurance or the employee can
opt out of Life Insurance as well.

Qualifying employee costs are subject to change from year to year.

Employee Dental Insurance Coverage: The district shall pay dental insurance for
qualifying employee only (yearly). Each qualifying bargaining unit member who would
like to enroll dependent members has the option to do so, at their sole expense.

Employee Vision Insurance Coverage: The District shall pay $75.30 for single coverage,
$173.32 for 2-party and Employee & Child, and $256.15 for family coverage for vision
insurance (yearly) for qualifying employee.

Employee Life Insurance Coverage: The District shall pay $33.60 for life insurance for
qualifying employee only (yearly).

District will provide long-term disability insurance package for qualifying employee. The
level of benefits shall be approved by both parties.

The test for tuberculosis is to be taken every four (4) years with the exception of the
cafeteria workers.

Prospective classified employees will be required to furnish their employment physical and
tuberculosis clearance.

State Disability Insurance program will require voluntary contribution and participation of
the classified bargaining unit.

Early Retirement Program:

(1) Effective February 1, 2006. Program allows classified employees an opportunity to
work a specified period of time for medical benefit coverage. In the event the
specified number of work days is not fulfilled or if employee absences exceed 10%
of assigned days, the program will conclude and adjustments will be made to
employee duration of benefits on a prorated basis.
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)

3)

(4)

)

Eligibility Requirements:

(A)  Employed by Barstow Unified School District for at least 10 years.
(B)  Atleast 55 years of age through age 64.
(C)  No more than 10% of classified employees eligible.

Employees may be given specific assignments to complete a special project for the
District or may be assigned to serve as a substitute in a position specified by the
District.

The rate of compensation towards payment of medical benefits shall be equivalent
to range and step assigned to the employee at the time of retirement. Time worked
in excess of the amount necessary to pay the total cost of the medical insurance
shall be compensated at the same rate of pay at the substitute rate for that position.

Upon election of retirement, all insurance eligible retirees with at least ten (10)
years service who have reached the age of 55, and prior to age 65, may elect to
work for medical benefits or pay all the applicable premiums.

Other options available:

Employee would work for the district paid portion of medical benefits (the district
cap) or pay for the district paid portion of medical benefits (the district cap) in
which case the employee would be responsible for paying the employee’s portion
for medical benefits.

Employee would work for future medical benefits calculated upon the current
year’s insurance costs with no inflation factor, and the employee would be
responsible for paying any costs over the current year’s insurance costs on a yearly
basis calculated on 10 monthly payments.

ARTICLE 13 - HOLIDAYS

13.1  Scheduled Holidays: The District agrees to provide all employees in the bargaining unit

with the following paid holidays provided they are in a paid status during any portion of
the working day preceding or succeeding the holiday, according to the District adopted

calendar.
New Year’s Day Labor Day
Martin Luther King Day Columbus Day (floating holiday)
Lincoln’s Day Admission Day (floating holiday)
Washington’s Day Veteran’s Day
Good Friday (full day) Thanksgiving Day
Memorial Day Day after Thanksgiving (local holiday)
Independent Day Christmas Day

13.2 Additional Holidays: Every day declared by the President or Governor of this State as a
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13.3

13.4

14.1

14.2

14.3

public fast, mourning, thanksgiving or holiday, or any day declared a holiday by the
Governing Board under Education Code Section 37220 requiring the closing of school
shall be a paid holiday.

Holiday on Saturday or Sunday: When a holiday falls on a Saturday, the preceding Friday
shall be deemed that holiday. When a holiday falls on a Sunday, the following Monday
shall be deemed to be that holiday.

Holiday FEligibility: Except as otherwise provided in this Article, an employee must be in
paid status on the working day immediately preceding or succeeding the holiday to be paid
for the holiday.

Employees in the bargaining unit who are not normally assigned to duty during the school
holidays of December 25 or January 1, shall be paid for those holidays provided that they
were in paid status during the working day of their normal assignment immediately
preceding or succeeding the holiday period.

ARTICLE 14 - VACATION PLAN

Eligibility: All employees in the bargaining unit shall earn paid vacation time from the
beginning date of service. Vacation benefits are earned and credited on July 1 (1/2 of
earned vacation benefits) and January 1 (1/2 of earned vacation benefits) of the current
school year. Employees shall be entitled to take vacation leave after the completion of six
(6) months of service.

Paid Vacation: Except as otherwise provided in this Article, paid vacation shall be granted
with the approval of the immediate supervisor no later than 12 months immediately
following the fiscal year in which it is earned.

Accrued leave will not exceed 24 months. Beginning in the 20/21 school year any unit
member who has had vacation hours denied in the current school year may request to have
those hours paid in cash after having gone through the appeals process. If the employee
has not to taken his/her full annual vacation, the amount not taken shall be accumulated for
use in the next year or may be paid in cash at the option of the District.

Any ten (10) and eleven (11) month permanent unit member that has not utilized their
annual vacation accrual may request no later than April 1st of the current school year to be
paid out for the remaining hours. The request shall not exceed the excess hours from the
current year. If the district has a financial need to roll over the vacation hours, they will
meet and negotiate with CSEA no later than April 30th and a mutual notification shall be
sent to the employee. The excess vacation hours shall be paid out in the final pay warrant
in June.

Accumulation: Vacation time shall be earned and accrued on a yearly basis and is based
upon an employee's Yearly Paid Days; Hours per Day; and District Years of Service.
Yearly Paid Days and Total Yearly Hours are defined as the following:

[Yearly Paid Days] = [Yearly Workdays] + [Yearly Holidays]
[Total Yearly Hours] = [Yearly Paid Days| * [Hours per Day]
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14.4

14.5

14.6

Vacation time earned shall be determined as a pro-rated amount of the vacation time

allotted a position defined by 260 Yearly Paid days, 8 Hours per Day, and the particular

District Years of Service (of the employee whose vacation time is being calculated).
"Vacation Time Earned by 260 Paid Days and 8 Hours per Day Employees"

District Years of Service Vacation Time (Hours) Earned Per Year
0-5Years 100 Hours
6 -10 Years 124 Hours
11 - 15 Years 164 Hours
16 and over Years 180 Hours

Vacation time for any "Employee A" is calculated through the following steps:
1. Determine "Employee A's" Yearly Paid Days, Total Yearly Hours; and District

Years of Service.

2. Annual Vacation Time earned (in hours) of employee A is equal to [Total Yearly
Hours of Employee A] multiplied by [Vacation Time Earned by a 260 Paid
Day/8 Hour per Day with same number of District Years of Service (see chart)]
divided by [Total Yearly Hours of a 260 Paid Day/8 Hour per day employee].

Vacation Time Employee A] [Vacation Time 260/8 Employee]
[Total Yearly Hours Employee A] [Total Yearly Hours 260/8 Employee]

So, [Vacation Time Employee A [Total Yearly Hours Employee A] * [Vacation Time 260/8 Employee]
b

[Total Yearly Hours 260/8 Employee]

Employees who move from 5 to 6 years of regular employment, 10 to 11 years of regular
employment, and 15 to 16 years of regular employment, shall be credited with additional
vacation hours, as stipulated in the Agreement on the day of their anniversary, and these
additional hours will be based on a prorated amount relative to the number of Paid Days
remaining in the Work Year when the anniversary date occurs.

Vacation Pay:

(1) Pay for vacation days for bargaining unit employees shall be the same as that which
the employee would have received had he/she been in a working status.

(2) Vacation may be taken in units of not less than 2 hour.

Vacation Pay Upon Termination: When an employee of more than six (6) months of
service is terminated for any reason, he/she shall be entitled to all vacation pay earned and
accumulated up to the effective date of the termination. Employees terminated with less
than six (6) months of service shall not receive accumulated vacation pay.

Vacation Postponement: If a bargaining unit employee’s vacation becomes due during a
period when he/she is on leave due to illness or injury, he/she may request that his/her
vacation date be changed, and the District may grant such request in accordance with
vacation dates available at that time. A medical doctor’s statement may be required for
verification.
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14.7

14.8

14.9

14.10

14.11

15.1

Holidays: When a holiday falls during the scheduled vacation of any bargaining unit
employee, such employee shall be paid for each holiday falling within that period, and such
holidays shall not be charged against vacation leave.

Vacation Request: A bargaining unit member shall complete the Leave Request Form
(updated form attached) and submit to their immediate supervisor for approval. The
approval/denial of the request shall be sent/given to the unit member in writing.

If a vacation request is denied the immediate supervisor will return the Leave Request Form
with the written reason for the denial of vacation. If the Unit Member has concerns with
the denial they may request to meet with their immediate supervisor for further explanation.
If the Unit Members concerns regarding the denial are not met with their immediate
supervisor, the Unit Member may contact either the Assistant Superintendent of Personnel
or the Chief Business Official, CBO.

Vacation Scheduling:
Priorities for Scheduling Vacation: Employee vacation shall be scheduled by the District
in accordance with the following priorities:

Priority 1: The preference of the individual shall be given first consideration, with the
approval of the supervisor.

Priority 2: Vacation shall be consistent with the needs of the District.

Priority 3: Extenuating circumstances may be discussed with the immediate supervisor or
Assistant Superintendent of Personnel Services.

Priority 4: If there is any conflict between employees who are working on the same or
similar operations as to when vacations shall be taken, the employee with the
greatest seniority shall be given his/her preference.

Interruption of Vacation: An employee with six (6) months or more of service in the
bargaining unit may be permitted to interrupt or terminate vacation leave in order to begin
another type of paid leave provided by this Agreement without a return to active service,
provided the employee supplies notice and supporting information regarding the basis for
such interruption or termination.

Notice of Accrued Vacation Leave: The District will provide employees with an updated
notice of accrued vacation leave as of July 1 and January 1 of each year.

ARTICLE 15 - LEAVES

Definition of “Immediate Family”: The immediate family is defined as husband, wife,
domestic partner (as defined in Section 297 and registered pursuant to Section 298.5 of the
California Family Code), mother, father, sister, brother, son, daughter, grandfather,
grandmother, grandchild, stepmother, stepfather, stepson, stepdaughter, stepsister,
stepbrother, mother-in-law, father-in-law, son-in-law or daughter-in-law, brother-in-law,
sister-in-law, spouse’s grandmother, spouse’s grandfather, or any relative or person of
employee or spouse living in the immediate household of the employee.
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15.2

15.3

15.4

Bereavement Leave: An employee shall be entitled to five (5) days of paid leave of absence
on account of the death of any member of his immediate family. The District may require
verification of death upon request. Examples of verification are the obituary and memorial
bulletin. This leave shall not be deducted from sick leave.

Judicial Leave: An employee is required to submit to the District proof of selection and
time served as a juror, either the summons card or slip signed by the court clerk. The
employee shall receive full pay during this leave period. An employee is eligible for
Judicial Leave while in paid status.

Any day during which an employee in the bargaining unit is required to serve at least one-
half (1/2) or more of the number of his/her regularly assigned work hours on jury/witness
duty, or is required to report for jury duty outside of Barstow, he/she shall be relieved from
work for that day.

Employees shall not be required to report to work in the morning prior to reporting for jury
duty.

Any day during which an employee in the bargaining unit is required to serve less than
one-half (1/2) of the number of their regularly assigned work hours shall be required to
return and work the remainder of their assigned number of work hours. Total hours worked
and total hours on jury duty, combined, will not exceed their normally scheduled number
of work hours in a day beyond their normal end of shift time.

Personal Illness Leave:

(1) Leave of Absence for Illness or Injury: An employee employed by the school
district shall be granted a prorated amount of sick leave equivalent to one (1) day
per month.

(2) Pay for any day of sick leave shall be the same pay the employee would have
received if he had worked that day in his regular assignment.

3) At the beginning of each fiscal year, the full amount of sick leave granted under
this section shall be credited to each employee. Credit for sick leave need not be
accrued prior to taking such leave. However, a new employee of the District shall
not be eligible to take more than nine (9) days until the completion of nine (9)
months of active service with the District.

(4) Maternity leave, chargeable as sick leave, shall be granted for the period of
disability caused by the pregnancy. Such period to be the time prior to and
following the delivery certified by the attending physician as time the employee is
physically unable to work. Any time taken in excess of this period will be
considered a maternity leave of absence without pay.

(%) If an employee does not take the full amount of leave allowed in any year under
this section, the amount not taken shall be accumulated from year to year.
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15.5

(6)

(7

(8)

©)

Additional Sick Leave: After all paid leave is exhausted, additional non-
accumulated leave shall be available for a period not to exceed five (5) calendar
months. The five (5) calendar months period commences on the first day the
employee is absent from duty. Differential pay shall be the difference between the
substitute’s pay and the employee’s pay. If no substitute is hired, the employee
shall receive full compensation. During the five (5) calendar months sick leave
period, the employee shall earn sick leave and annual leave at the regular rate per
month and shall be paid for all holidays. If the employee is unable to return to
duty, the employee shall be required to submit a leave of absence without pay form
or be placed on the re-employment list for a 39-month period.

An employee who makes application for retirement under P.E.R.S. shall receive
credit for unused sick leave in accordance with Government Code Section 20862.5.

When a bargaining unit member is on sick leave due to illness or injury for a period
of three (3) or more consecutive days, the District may, upon prior written request,
and the employee has been counseled prior for abuse of sick leave, require the
bargaining unit member to present a medical doctor’s written verification of the
personal illness or injury, and/or, a medical authorization to return to work.

The District may send an employee to a District appointed physician for
examination, at the District’s expense, if the District has reason to question an
employee’s absence from duty, regardless of the duration of such illness/injury, and
shall require the employee to present a written statement from that physician
verifying the illness/injury.

When an employee is on long-term illness, he or she shall not be gainfully
employed elsewhere, or self employed other than with the school district.

Whenever possible, a unit member must contact his immediate supervisor or the
district nightline as soon as the need to be absent is known, one (1) hour prior to
the start of the workday to permit the employer time to secure substitute service.
Failure to provide adequate notice shall be grounds for denial of leave with pay.

Whenever possible, substitutes will be provided for employees who become ill on
the job.

Industrial Accident and Illness Leave and Transitional Return-to-work Program:

(1

)

3)

Unit members will be entitled to industrial accident leave according to the
provisions in Education Code section 45192 for personal injury which has qualified
for worker’s compensation under the provisions of the S.I.P.E.

The employee is responsible to report the accident at the end of the school day and
must present a physician’s statement of the cause to the Business Office within
three (3) days.

An employee shall be entitled to sixty (60) days of industrial accident or illness
leave.
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(6)

(7
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(10)

(1)

(12)

(13)

An employee who has been placed on a re-employment list, as provided herein,
who has been medically released for return to duty and who fails to accept an
appropriate assignment shall be dismissed.

Allowable leave shall not be accumulative from year to year.
Industrial accident or illness leave will commence on the first day of absence.

Payment for wages lost on any day shall not, when added to an award granted the
employee under the workers’ compensation laws of this state, exceed the normal
wage for the day.

Industrial accident leave will be reduced by one (1) day for each day of authorized
absence regardless of a compensation award made under workers’ compensation.

When an industrial accident or illness occurs at a time when the full sixty (60) days
will overlap into the next fiscal year, the employee shall be entitled to only that
amount remaining at the end of the fiscal year in which the injury or illness
occurred, for the same illness or injury.

The industrial accident or illness leave of absence is to be used in lieu of entitlement
acquired under the section 45191. When entitlement to industrial accident or other
illness leave has been exhausted, entitlement to other sick leave will then be used;
but if an employee is receiving workers’ compensation, the person shall be entitled
to use only so much of the person’s accumulated or available sick leave,
accumulated compensating time, vacation or other available leave which, when
added to the worker’s compensation award, provide for a full day’s wage or salary.

Periods of leave of absence, paid or unpaid, shall not be considered to be a break in
service of the employee.

During all paid leaves of absence, whether industrial accident leave as provided in
this section, sick leave, vacation, compensated time off or other available leave
provided by law or the action of a governing board, the employee shall endorse to
the District wage loss benefit checks received under the workers’ compensation
laws of this state.

The District, in turn, shall issue the employee appropriate warrants for payment of
wages or other salary and shall deduct normal retirement and other authorized
contributions. Reduction of entitlement to leave shall be made only in accordance
with this section.

When all available leaves of absence, paid or unpaid, have been exhausted and if
the employee is not medically able to assume the duties of the person’s position,
the person shall, if not placed in another position, be placed on a re-employment
list for a period of 39 months. When available, during the 39- month period, the
person shall be employed in a vacant position in the class of the person’s previous
assignment over all other available candidates except for a re-employment list
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(14)

(15)

established because of lack of work or lack of funds, in which case the person shall
be listed in accordance with appropriate seniority regulations.

Any employee receiving benefits as a result of this section shall, during periods of
injury or illness, remain within the State of California unless the governing board
authorizes travel outside the state.

Workers’ Compensation, Transitional Return-to-Work Program

(A) Introduction

(B)

©

A return-to-work program is a widely recognized management tool for
reducing Workers’ Compensation expenses.

Following a work-related injury, employees should be returned to the work
site as soon as possible subsequent to determination of medical and
vocational compatibility.

This Transitional Return-to-Work Program is designed to move employees
from a “disability” environment to a position of “productivity”. When
properly administered, programs of this nature have improved employee
relations, as well as reduced overall costs of work injuries.

In order to assist industrially injured employees with the recovery process
and to encourage an early return to unrestricted duty status, the District will
implement a program which utilizes temporary return-to-work (transitional)
assignments to accommodate workers who are unable to perform their
normal duties.

This may be structured as follows:

1. Restricted duties within the same work area
2. Different duties within the same work area
3. Different duties in a different work area

4. Restricted duties in a different work area

Definition and Parameters

Transitional assignments are temporary assignments of modified or light
duty to assist the injured or ill employee to progressively escalate to full-
duty status and is only available for approved Workers’ Compensation
claims. This type of duty is a “transitional” process, which enables the
employee to gradually resume their full-time duties. The maximum
duration of the transitional assignment period includes but is not limited to
sixty (60) calendar days.

Program Objectives

1. Provide a means for an injured/ill employee to return to the workplace
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as soon as safely possible without danger of re-injury.

2. Provide a means of maintaining the employee’s job skills, self-esteem,
and morale while enabling him/her to progress to full-duty status.

3. Maintain organizational productivity by allowing the employee to
perform tasks that would normally go undone or would require extra
help.

4. Reduce the number of lost-time injuries thereby reducing the amount of
temporary and permanent disability costs.

5. Reduce the number of litigated claims.

6. Reduce the need for temporary help due to the absence of the injured
worker.

7. Improve communication with the injured employee and enhance their
perception of the District’s concern for their well-being.

8. Reduce the use and cost of outside rehabilitation vendors and the overall
costs associated with rehabilitation.

9. Reduce extended periods of medical treatment and associated costs.
Injured employee recovery periods are lessened if temporary
transitional assignments are made available in lieu of remaining at
home.

10. Reduce outstanding claim reserves which will ultimately favorably
impact District experience modification factors.

11. More effectively discharge the District’s obligations under the Labor
Code, Education Code, and Employee Bargaining Unit Contracts.

(D)  Program Provisions

1. Under no circumstances does this program intend to permanently
establish new assignments or displace other employees. Its intent is to
utilize the resources of an employee for the District.

2. The District recognizes the benefits of implementing a Transitional
Return-to-Work Program in accordance with the aforementioned terms
and, therefore, agrees to voluntarily participate in adopting such a
program. Individual claim circumstances will dictate assignment
availability and placement.

15.6  Personal Necessity [.eave: A classified employee may elect to use, not to exceed seven (7)
days in any one (1) fiscal year, sick leave for personal necessity for the following
categories:
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15.7

15.8

(1)
)
€)

The death or illness of a member of the employee’s immediate family.

As aresult of an accident involving an employee’s person or property or the person
or property of his/her immediate family.

When resulting from an appearance in any court or before any administrative
tribunal as a litigant, party, or witness under subpoena or any other made with
jurisdiction.

Personal Business Leave: A unit member shall be entitled to two (2) days personal business

leave per school year. Unused personal business leave shall be credited to the employee
sick leave account on June 30 of each fiscal year.

The employee is to notify his supervisor at least 24 hours prior to taking personal business
leave, except in case of an emergency. It is to be used for personal, legal, business, or
family matters which require absence during normal working hours, subject to the
following conditions.

(1

)

An employee shall not use personal business leave, or any other authorized leave
of absence which would interfere with or disrupt the normal educational activities
of the school district. Under no circumstances shall this leave be available for
purposes of personal or social convenience, for the extension of a holiday or a
vacation period, for matters which can be taken care of outside the work hours, for
recreational activities, or for purposes of supplementary income.

Verification of legitimate use must be submitted prior to taking personal business
leave when the date is connected to a holiday or vacation period.

The immediate supervisor is responsible for the correct usage of personal business
leave.

Unpaid Leaves: An employee may request an unpaid leave of absence for a maximum of

one (1) year, subject to District approval, except for military leave as provided for in the
Education Code.

(1)

)

)

A request by the employee to return to work prior to the expiration of his/her leave,
shall be granted within thirty (30) days of the request.

Failure to report for duty within three (3) working days after the leave has expired
shall be considered abandonment of position and the employee may be terminated
by the District unless proper notification of extenuating circumstances has been
given to the District.

The granting of a leave of absence without pay gives to the employee the right to
return to his/her former classification at the expiration of his/her leave.

Personal leave or other unpaid leave of absence except as may be otherwise

designated in excess of 22 working days shall be considered a break in continuity
of service in the district.
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15.9 Catastrophic leave is to be made available to any bargaining unit member in accordance
with Board policy.
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16.1

16.2

16.3

16.4

ARTICLE 16 - GRIEVANCE PROCEDURE

Definitions:

A “grievance” is a formal allegation by a unit member who has been adversely affected by
a violation of the specific provisions of this Agreement. Actions to challenge or change
the policies of the district as set forth in the rules and regulations or administrative
regulations and procedures must be undertaken under separate legal processes. Other
matters for which a specific method of review is provided by law or by the administrative
regulations and procedures of this school district are not within the scope of this procedure.

A “grievant” may be any bargaining unit employee or employees covered by the terms of
this Agreement. The president may file a grievance on behalf of CSEA.

A “day” is any day in which the central administrative office of the Barstow Unified School
District is open for business.

The “immediate supervisor” is the lowest level administrator having immediate jurisdiction
over the grievant who has been designated by the District to adjust grievances.

If, in the judgment of the Assistant Superintendent of Personnel Services or his designee,
a grievance is not appropriate for consideration at Level I, he/she may permit the grievant
to initiate the grievance at Level II.

Informal Level: Before filing a written grievance, the grievant shall attempt to solve the
problem by an informal conference with the grievant’s immediate supervisor.

Formal Level:

Level I: Within ten (10) working days after the occurrence of the act or omission giving
rise to the grievance, the grievant must present such grievance in writing on the appropriate
form to the immediate supervisor. This statement shall be a clear, concise statement of the
grievance, the circumstances involved, the decision rendered at the informal conference
and the specific remedy sought.

The time limitation in this article shall be considered maximum time, however, time
limitations may be extended by mutual agreement.

Failure of the grievant to present a grievance in writing within the time limitation stated in
this article shall constitute a waiver of grievant’s right to appeal to the next level. The
supervisor shall communicate a decision to the employee in writing within ten (10) working
days after receiving the grievance. If the supervisor does not respond within the time limits,
the grievant may appeal to the next level.

Within the above time limits either party may request a personal conference with the other
party.

At Level I of the grievance procedure, or at any later level, if the grievant, in writing elects
to represent himself/herself, CSEA shall be relieved of any further obligation to share in
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further expense of the grievance procedure.

No grievance, at this level, will be resolved until CSEA has been provided a copy of the
proposed grievant’s resolution and has been given ten (10) working days to respond in
writing.

Level Il: In the event the grievant is not satisfied with the decision at Level I, the grievant
may appeal the decision on the appropriate form to the Superintendent or designee within
ten (10) working days. The statement should include a copy of the original grievance, the
decision rendered, and a clear, concise statement of the reasons for the appeal.

The Superintendent or designee shall communicate a decision within ten (10) working days
after receiving the appeal. The grievant, the Superintendent, or his designee may request
a personal conference within the above time limits. If the Superintendent or his designee
does not respond within the time limits, the grievant may go on to the next level.

Level I11: If the aggrieved person is not satisfied with the disposition of his/her grievance
at Level II, or if no written decision has been rendered with ten (10) working days, the
aggrieved person may, within ten (10) working days after a decision by the Superintendent
or designee request in writing that the Association submit his/her grievance to arbitration.
The Association, by written notice to the Superintendent within fifteen (15) working days
after receipt of the request from the aggrieved person, may submit the grievance to
arbitration. If any question arises as to the arbitrability of the grievance, such question will
be ruled upon by the arbitrator only after he/she has had an opportunity to hear the merits
of the grievance.

The grievant and the District shall attempt to agree upon an arbitrator. If no agreement can
be reached, they shall request the State Mediation and Conciliation Service to supply a
panel of five (5) names of persons experienced in hearing grievance in public schools.
Each party shall alternately strike a name until only one name remains. The remaining
panel member shall be the arbitrator. The order of the striking shall be determined by lot.

The arbitrator’s decision will be in writing and will set forth his/her findings of fact,
reasoning and conclusions on issues submitted. The arbitrator will be without power or
authority to make any decision which requires the commission of an act prohibited by law
or which violates the terms of this agreement. However, it is agreed that the arbitrator is
empowered to include in any award such financial reimbursement or other remedies as
judged to be proper. The decision of the arbitrator submitted to the Superintendent and the
Association will be final and binding upon the parties of this Agreement.

The cost and fees for arbitration shall be borne by the District if a grievance is sustained
and by the Association if the grievance is denied. In the event the grievance is sustained
in part and denied in part, the arbitrator shall determine the appropriate share of costs and
fees to be assessed each party.

Grievance Representation: District will grant reasonable release time to designated
grievance representatives commencing at the formal level.

Separate Grievance File: All materials concerning an employee’s grievance shall be kept
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in a file separate from the employee’s personnel file.

ARTICLE 17 - DISCIPLINARY ACTION AND APPEAL

Causes for Suspension or Dismissal:

Persons employed in the classified service may be suspended, demoted, or dismissed for
any of the following causes:

(1

)
3)
“4)

©)

(6)
(7
®)

)

(10)

(1)

Incompetency, inefficiency, insubordination, working in an unsafe manner,
inattention to or dereliction of duty, discourteous treatment of the public or of
fellow employees, or any other willful failure of good conduct tending to injure the
public service, or any willful violation of the provisions of the Education Code or
of rules, regulations, or procedures adopted by the Board of Trustees. Provided that
sufficient proof and specific instances shall be set forth as to any of the causes
enumerated under this heading.

Dishonesty, drunkenness or immoral conduct.
Improper use of narcotics.

Political activities engaged in by an employee during his assigned hours of
employment.

Conviction of a serious crime by a court law; a record of one or more convictions
which indicates that the person is a poor employment risk; failure to disclose
material facts regarding criminal records; and other false or misleading information
on application forms or examination and employment records concerning material
matters.

Frequent unexcused absence or tardiness.

Illness leaves, when habitually taken for trivial dispositions.

Failure to report for review of criminal records or for health examination after due
notice.

Advocacy of overthrow of the Government of the United States or the State of
California by force, violence, or other unlawful means.

Knowingly becoming or knowingly remaining a member of the Communist Party
on or after September 9, 1953.

The discovery or development during an initial probationary period of any physical,
emotional, and/or mental condition which would have precluded acceptance as an
eligible for assignment.
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(12)
(13)

(14)

(15)

Abandonment of position.
Theft, misuse or willful destruction of school property or equipment.

The use, possession or under the influence of alcoholic beverages, and/or illegally
obtained narcotics during assigned duty hours.

Inability to perform assigned duties due to failure to meet job qualifications.
(Including but not limited to failure to possess required licenses, failure to pass
required tests or failure to meet district insurability requirements.)

Abandonment of Position:

Any permanent or probationary classified employee who is willfully absent from his
regularly assigned work for three (3) consecutive workdays without notification to his
immediate supervisor or the administration shall be considered to have vacated his position
by abandonment and shall be considered as terminated.

Procedure for Disciplinary Action:

(1)

2)

Disciplinary actions are those actions taken by management in response to an
employee’s failure to meet the standards, objectives, or rules of the organization.
The objective of disciplinary action is to correct or eliminate inappropriate behavior
or misconduct. A progressive discipline model shall be utilized, including a
continuum of communication, with language becoming more formal over time.

A typical progressive discipline model includes a verbal warning, a written
warning, a letter of reprimand, and finally, suspension, demotion, and/or dismissal.
The initial step in this progressive discipline model shall be dependent on the
severity of the infraction.

The degree of discipline administered in any given situation must depend on the
severity of the infraction and must be in accordance with Board Policy and/or the
Collective Bargaining Agreement.

When disciplinary action involves a permanent employee, a school district must
comply with certain procedural due process requirements before it may deprive the
employee of his or her expected continuation of employment.

Due Process mandates that the employee be accorded certain procedural rights
before the discipline becomes effective. As a minimum these pre-removal
safeguards must include the following:

(A)  Notice of the proposed action;

(B)  The reason for the action;

(C) A copy of the charges and materials upon which the action is based;
(D)  The material upon which the charges are based;

(E)  How the act(s) or action(s) do harm to the public service; and
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3)

4

©)

(6)

(7

®)

)

(10)

(11)

(F) The right to respond, either orally or in writing, to the authority initially
proposing discipline.

No employee in the classified service shall be suspended or dismissed or any way
discriminated against because of his political or religious acts or opinions or
affiliations or race, color, sex, national origin or marital status.

When a regular employee is to be suspended or dismissed, specific written charges
shall be prepared and presented to the Governing Board for action. The charges
must be clearly stated so that the employee will know the exact complaint and will
clearly understand what specific charges he may respond to.

When disciplinary action has been taken by the Governing Board, a notice of the
action shall be reported to the Assistant Superintendent of Personnel Services,
within five (5) days. Within ten (10) days of the effective date of the suspension or
dismissal of the employee, the Assistant Superintendent of Personnel Services shall
send a copy of the notice of action taken by the Governing Board to the employee
by registered mail to his last known address. A copy of the notice sent to the
employee shall be kept on file in the Personnel Services office.

The notice of disciplinary action shall contain a statement, in ordinary and concise
language, of the specific acts and omissions upon which the disciplinary action is
based, a statement of the cause of the action taken, and if it is claimed that an
employee has violated a rule or regulation of the Governing Board or the
Bargaining Unit, such rule or regulation shall be set forth in the notice.

Included with the notice of disciplinary action sent to the employee shall be a
statement of the employee’s right to appeal.

An employee may be suspended, prior to any disciplinary action taken by the
Governing Board, at the discretion of the Superintendent and subject to ratification
by the Board. Requirements in regard to notification must be met when the Board
ratifies the administrative action.

A regular employee charged with the commission of any sex offense or any
narcotics offense as defined by the Act by complaint, information, or indictment
filed in a court of competent jurisdiction may be suspended as provided for in the
Act. Such a suspension shall be processed as an involuntary personal leave in
accordance with this rule relative to suspensions. The employee may receive
compensation as provided for in the Act.

Dismissal shall cause the removal of the employee’s name from all eligibility lists
and reemployment lists.

Failure to appeal shall make the action of the Governing Board final.

Appeal:

A permanent employee who has been suspended or dismissed may appeal to the Governing
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Board within 15 working days after having been furnished with a copy of the notice of the
Board action, by submitting a letter to the Assistant Superintendent of Personnel Services
stating the desire to appeal the action of the Governing Board and the reasons for the
appeal.

The Assistant Superintendent of Personnel Services shall investigate the case and report
his findings to the Board at its next regular meeting. The Board shall notify the employee
in writing, of its findings. The employee may appeal to the Governing Board the findings
of the Assistant Superintendent of Personnel. Upon receipt of the findings of such an
appeal to the Governing Board, within 10 working days of receipt of the board’s findings,
CSEA and the member shall notify the board in writing of his/her request for a full
evidentiary hearing before a neutral hearing officer. The intent of this article is that the
employee will first appeal to the Governing Board and then to a hearing officer if necessary.

17.4.1 Hearing Officer

17.5

The dismissal, demotion or suspension hearing shall be held in Closed Session before the
Governing Board unless an open session is requested by the employee. Upon request by
CSEA, hearings shall be heard by a hearing officer (who shall be an attorney licensed in
the State of California), who’s decision shall be final and binding on the parties. The
District shall request a list of five Hearing Officers from the State Conciliation and
Mediation Service. The Hearing Officer shall be the person remaining on the list after
alternate strikes by the District and CSEA. A recording of the hearing shall be provided for
the employee by the District. The unit member will be allowed to testify under oath and
to present witnesses on his/her behalf who also may testify under oath.

Hearing Procedure:

(1) Hearings shall be conducted in the manner most conducive to determination of the
truth, and neither the Board nor the hearing officer shall be bound by technical rules
of evidence. Decisions made by the Board shall not be invalidated by any
informality in the proceedings.

(2) The Board or the hearing officer when applicable shall determine the relevancy,
weight, and credibility of testimony and evidence. It shall base its findings on the
preponderance of evidence.

3) Each side will be permitted an opening statement (Board first) and closing
arguments (employee first). The Board shall first present its witnesses and evidence
to sustain its charges and the employee will then present his witnesses and evidence
in defense.

(4) Each side will be allowed to examine and cross-examine witnesses.
(5) Both the Board and the employee will be allowed to be represented by legal counsel
or other designated representation.

(6) The Board or the hearing officer may, and shall if requested by the Board or the
employee, subpoena witnesses and/or require the production of records or other
material evidence.
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(7

®)

)

(10)

(11)

(12)

The Board or the hearing officer may, prior to or during a hearing, grant a
continuance for any reason it believes to be important to its reaching a fair and
proper decision.

Whether the hearing is held in a public or executive session, the Board, after it
concludes the hearing, may deliberate its decision in executive session. No persons
other than members of the Board, its counsel, and its staff shall be permitted to
participate in the deliberations. If the Assistant Superintendent of Personnel
Services or any staff member is a witness in the proceedings, he shall also be barred
from the Board’s final deliberations.

The Board or hearing officer, when applicable shall render its judgment as soon
after the conclusion of the hearings as possible and in no event later than 24 days.
Its decision shall set forth which charges, if any, are sustained and the reasons
therefore.

The Board or hearing officer, when applicable may sustain or reject any or all of
the charges filed against the employee. It may sustain, reject, or modify the
disciplinary action invoked against the employee. It may not provide for discipline
more stringent than that invoked.

The order of judgment will be filed by the hearing officer with the charged
employee, and will set forth its findings and decision. If a dismissal is not
sustained, its order shall set forth the effective date the employee is to be reinstated,
which may be any time on or after the date of the disciplinary action.

The fees and expenses of the hearing officer shall be borne equally by the district
and Association. All other expenses shall be borne by the party incurring them.

35



18.1

18.2

18.3

ARTICLE 18 - PROCEDURE FOR LAYOFF AND RE-EMPLOYMENT

Reason for Layoff: Classified employees shall be subject to layoft for lack of work or lack
of funds.

Notice: In the event the District decides to implement a layoff, reduction in hours or
demotion in lieu of layoff, the District shall prior to taking such action, give the affected
unit members sixty (60) calendar days written notice.

The written notice hereunder need not be given where there exists an actual and existing
financial inability to pay salary of unit members, nor shall such notice be required for lack
of work resulting from causes not foreseeable or preventable by the Governing Board.

Seniority: Whenever a 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, by hire date, plus higher classes, shall be laid off first.

In the case of two or more unit members having the same length of service, the order of
layoff shall be determined by length of service in the same job classification, next by
original hire date, and finally by lot.

18.3.1 Bumping: A permanent employee in the classified service whose position is cut because

of layoffs or who is bumped from their position because of layoffs, and who has seniority
in that current class or who has had previous service and has seniority in an equal or lower
class shall have the right to transfer/demote into:

(1) A vacant position in that same current class having the same or greater number of
work hours and the same or greater work year. If there is none:

(2) The position in that same current class held by the person with least seniority and
the same number of work hours and work year. If there is none:

3) The position in that same current class held by the person with least seniority and
the same or greater number of work hours and/or the same or greater work year. If
there is none:

(4) A vacant position in an equal or lower classification for which the employee has
had prior service having the same number or greater number of work hours and the
same or greater work year. If there is none:

(%) The position in an equal or lower classification for which the employee has had
prior service held by the person with the least seniority and the same number of
work hours and work year. If there is none:

(6) The position in an equal or lower classification for which the employee has had
prior service held by the person with the least seniority and the same or greater

number of work hours and/or the same or greater work year.

(7) If the position described in 1-6 above has a lesser number of work hours and/or a
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lesser work year, the employee may elect to bump into that position at any step
during the 1-6 sequence but is not required to do so.

(8) If the layoff involves more than one position in a particular class:

(A)  The persons who will be displaced by each of the layoffs will be identified.
If any of these identified persons have more work hours or work days, then
the most senior of the position identified following 1-6 above. This process
will be repeated for the second most senior person, and so on.

(B)  If the positions held by a person to be displaced do not have more work
hours or work days, the 1-6 above will be followed.

Upon ratification of this Article, the seniority of bargaining unit members affected by
reclassifications, after July 1, 2010, which results in a classification being dissolved, and a

new classification is created, shall be carried forward into the newly created classification.

Re-employment: Re-employment shall be in the reverse order of layoff.

Prior to sending the 60-day notice to affected employees, the District shall give the
Association notice of its intent to layoff or reduce hours of unit members and afford the
Association the opportunity to negotiate the impact of such action on negotiable subjects.
If the Association, within five (5) calendar days after receiving notice, makes a written
request to bargain, the parties shall meet and negotiate no less frequently than once every
seven (7) calendar days (not to exceed 4 meetings of 2.5 hours in duration) after the request
is made. Such negotiations shall conclude thirty (30) calendar days after the request to
bargain is made. Any request to bargain shall not delay the sending out of layoff notices.

The District and CSEA agree that the work of newly abolished and/or reduced bargaining
unit positions shall not be transferred out of the bargaining unit to management/confidential
employees, certificated employees, students, volunteers, or outside contractors or
individuals.

Rights of Emplovyees Laid Off for Lack of Work or Funds:

(1) Displacement: When a permanent employee in the classified service is to be laid
off from a class for lack of work or lack of funds and has previous service in an
equal or lower class, he/she shall have the right to displace the employee with the
least seniority in that class.

(2) Transfer: A permanent employee who is to be laid off for lack of work or lack of
funds may request transfer to a vacant position in an equal class, provided he/she is
qualified to perform the duties required in that class.

3) Voluntary Demotion: An employee who is laid off for lack of work or lack of funds
may request a voluntary demotion to a vacant position in a lower class, provided

he/she is qualified to perform the duties required in that class.

(4) A permanent employee who accepts voluntary demotion in lieu of layoff shall have
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his/her name placed on a reemployment list for the class from which he/she was
laid off for a period of 39 months. The name shall remain on the reemployment list
for an additional 24 months provided the same tests of fitness under which he/she
qualified for appointment to the class still apply.

ARTICLE 19 - TRANSFERS

Transfers: The reassignment of an employee without examination from one position to
another position in that same class or to a similar class or related class with the same salary
range.

A transfer may be employee initiated (voluntary) or District initiated (involuntary).

Voluntary Transfers: When a vacancy or new position is created in the bargaining unit,
the position shall be advertised and posted for no less than fifteen (15) working days
throughout the District. The president of the bargaining unit shall be notified of all
vacancies, including the months when school is not in session. Only employees who have
obtained permanent status by completing their initial six (6) month probationary period
with the District shall be eligible to apply for voluntary transfers.

When a transfer or new position is filled within by a unit member, that member will be
given a fifteen (15) work days transitional service period, commencing on the first day of
starting the new assignment. The District and or the unit member retains the right to curtail
the conditional period at any time upon determination that the unit member is not going to
satisfactorily fill the position or that the unit member wishes to return to their previous
position. After the satisfactory completion of the transitional service period, the unit
member shall remain in that position as a permanent employee.

Additionally, the test score that was foundational to the requesting employee’s transfer or
demote must not be more than five (5) years old. If the qualifying test score supporting the
transfer or demote request is more than five (5) years old, the employee is required to retest.
Testing is required if the transfer is not from the same classification.

Employees shall submit a signed request for transfer form to the Personnel Services office
within the posting time limit.

If the- not selected and upon request within ten (10) working days of receipt of notice of
non-selection, the Director will provide the reason, in writing within ten (10) working days
of receipt of request, for non-selection.

Medical Transfers: The District shall make an effort to give alternate work when the same
is available to an employee who has become medically unable to satisfactorily perform
his/her regular job class duties. The alternate work may constitute promotion (upon
meeting promotional eligibility), demotion, or lateral transfer to a related class.

Involuntary Transfers: Involuntary transfers shall not be punitive or disciplinary in nature.
Involuntary transfers shall take place as a result of the elimination of the employee’s
position due to lack of work or lack of funds or the movement of the position from one
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location to another, or the legitimate personnel needs of the District.

ARTICLE 20 - WORKING CONDITIONS

Unavailability or Inability to Report for Work: In case of an emergency, or when a school is closed

for reasons beyond the control of the Board, classified employees shall contact their immediate
supervisor or the District Office for instructions regarding their work schedule. Classified
employees who are ready and willing to work shall not suffer any loss of pay.

21.1

21.2

21.3

ARTICLE 21 - SAFETY

The District and CSEA agrees to abide by the Occupational Safety and Health Act
Standards.

It is the responsibility of all classified employees to report unsafe conditions to their
supervisor immediately.

Illegal Drug and Alcohol Use

(1

)

3)

The purpose of this article is to eliminate substance abuse and its effects in the work
place. While unit members have certain rights to privacy, involvement with illegal
drugs and alcohol can take its toll on job performance and employee safety. Unit
members must be in a condition to perform their duties safely and efficiently, in the
interest of students, fellow workers, and the public as well as themselves. The
presence of illegal drugs and alcohol on the job and the influence of these
substances on employees during working hours is inconsistent with this objective.

The District shall provide an Employee Assistance Program (EAP). Unit members
who think they have an illegal alcohol- or drug-usage problem are urged to
voluntarily seek confidential counseling through the EAP, at any time.

All employees shall not be under the influence of or in possession of illegal
drugs/alcohol while on District property, at work locations, or while on duty or at
sponsored activities. Unit members shall not sell or provide illegal drugs or alcohol
to any other employee or to any person while such employee is on duty, nor have
their ability to work impaired as a result of the use of illegal drugs or alcohol.
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)

(6)

(7)

®)

Any unit member reasonably believed to be using illegal drugs or alcohol may be
required to submit to urine, blood, breath and/or other designated medical or
chemical tests for evidence of illegal drugs and/or alcohol use. The cost of the tests
shall be paid by the District.

“Reasonable suspicion” is a belief based on objective facts sufficient to lead a
reasonably prudent supervisor or manager to suspect that a unit member is under
the influence of illegal drugs or alcohol so that the unit member’s ability to perform
the functions of the job is impaired or so that the unit member’s ability to perform
his/her job safety is reduced. If the immediate supervisor suspects that a unit
member is under the influence of illegal drugs or alcohol, the Superintendent or
designee will be consulted before taking action.

For example, any of the following, alone or in combination, may constitute
reasonable suspicion:

(A)  Slurred speech

(B)  Alcohol odor on breath

(C)  Unsteady walking and movement

(D)  An accident involving District property
(E)  Serious accident causing injury

(F)  Physical altercation

(G)  Verbal altercation

(H)  Unusual behavior

D Possession of illegal drugs or alcohol
J) Information obtained from a reliable person with personal knowledge
(K)  Failure to pass field sobriety test

Anonymous information shall not constitute the sole basis for reasonable suspicion.
Refusal to submit to the testing when reasonable suspicion exists shall constitute
insubordination, which is cause for dismissal.

A positive result from a drug and/or alcohol analysis may result in a disciplinary
action, up to and including dismissal.

Depending upon the severity of the circumstances the District, in its sole discretion,
may offer the unit member an opportunity to enter into a rehabilitation agreement
prior to taking disciplinary action.

Unit members entering a rehabilitation program in lieu of discipline shall be
required to submit to random testing for up to one (1) year after completion of the
program. Violation of the rehabilitation agreement shall be cause for disciplinary
action, up to and including dismissal. While receiving medical treatment for alcohol
or drug abuse, the unit member shall be eligible to apply for sick leave and long-
term sick leave benefits.

ARTICLE 22 - SEVERABILITY
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22.1 If any provision of this Agreement is rendered invalid due to mandated changes in laws,
rules and regulations or by orders of 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 and effect.

22.2 Inthe event of invalidation of any article or section of this Agreement, the parties agree to
meet and negotiate within thirty (30) days for the sole purpose of arriving at a mutually

satisfactory replacement for such article or section.

ARTICLE 23 - NEGOTIATION PROCEDURES

23.1 Notification and Public Notice: Commencing on or after March 15 of the calendar year in
which this Agreement expires, either party shall provide written notice and a proposal to
the other party of the amendments to the original agreement, and cause the public notice
provision of law to be fulfilled.

23.2 Commencement of Negotiations: Negotiations shall commence within five (5) days of
receipt of written request. Negotiations shall be held at mutually agreeable places at least
once every two (2) weeks, and the District agrees to provide ten (10) one-half days of
release time for each of the five (5) representatives of the organization.

23.3 Impasse: Impasse shall be a part of the negotiation process.

23.4 Ratification of Addition or Changes: This Agreement will become effective after it has
been reduced to writing, and properly ratified and signed by both parties.

ARTICLE 24 - SUPPORT OF AGREEMENT

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
Association will support this Agreement for its term and will not appear before any public bodies
to seek change or improvement in any matter subject to the meet and negotiation process except
by mutual agreement of the District and the Association.

ARTICLE 25 - MAINTENANCE OF STANDARDS

The District agrees not to reduce or eliminate any specific employee fringe benefit under this
Agreement without first affording the Association an opportunity to meet and negotiate with
respect to such reduction or elimination.

ARTICLE 26 - PROFESSIONAL GROWTH

26.1 Purpose: The purpose of the article is to provide an incentive for bargaining unit members
to improve themselves through approved study program(s) which will enhance unit
member’s job-related skills and/or prepare them for transfer and/or promotion to other
positions within the District, including teaching positions.

26.2  Funding: The District will allocate $10,000 each year, starting with the 2000-2001 school
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26.5

year to the Professional Growth Fund. Any additional money obtained through
Paraeducator Career Ladder grant approval or other grants may be added to this fund unless
restricted by the grant guidelines. Starting with the 2006-07 school year, any general fund
money in the account not expended will revert to the general fund at the end of each school
year.

Professional Growth Committee: A professional growth committee shall be established.
The committee shall consist of two (2) representatives appointed by the District and two
(2) representatives appointed by CSEA. These four (4) committee members may appoint
another District employee as a fifth committee member.

Authority and Responsibility of the Professional Growth Committee: It shall be the
responsibility of the professional growth committee to meet with applicants, review
requests for college/university classes, vocational training, career plans and supporting
documents. The committee shall prepare operational procedures and submit them to the
Board of Trustees for approval.

The committee will submit a recommendation for acceptance or denial of the applicants’
requests to the Superintendent for submission to the Board of Trustees for final approval.
The committee shall be limited to recommendations which fall within the existing fund
balance.

Application, Career Plan, and Continued Eligibility: Each bargaining unit member wishing
to be considered for professional growth assistance shall submit an application and career
plan on an approved form to the Professional Growth Committee. Continued eligibility for
training assistance shall be subject to verification of satisfactory participation in the course
work and other training by the Professional Growth Committee. The application and career
plan shall include the following components:

(1) A career plan outlining his/her career goals with the District which demonstrates
benefit to the District, and a description of the course-work, and vocational training
needed to achieve his/her goals. Included would be a cost estimate for tuition,
registration, fees, books, release time requested, etc.

(2) The applicant would include in the application a commitment for employment to
the District following completion of the requested training. If the approved
commitment for employment to the District is not completed, the unit member
would be required to repay the cost of the investment to the District.

3) If unpaid leave is requested, the recommendation would be submitted to the
Superintendent for submission to the Board of Trustees. If release time is
requested, the costs associated with such leave will be included in the initial training
request costs. It would be subject to approval as a component of the original
application and career plan and subject to approval by the immediate supervisor.

(4) In order to qualify for prepayment or reimbursement, any costs associated with this
plan must be pre-approved by the Professional Growth Committee and submitted
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to the Superintendent for approval by the Board of Trustees.

ARTICLE 27 - COMPLETION OF MEET AND NEGOTIATION

During the term of this Agreement, except as provided in sections 27.2 and 27.3 of this
article, the Association expressly waives and relinquishes the right to meet and negotiate
and agrees that the district shall not be obligated to meet and negotiate with respect to any
subject or matter whether or not referred to or covered in this Agreement, even though such
subject or matter may not have been within the knowledge or contemplation of either or
both the District or the Association at the time they met and negotiated on and executed
this Agreement, and even though such subjects or matters were proposed and later
withdrawn.

This Agreement shall be reopened for negotiations on the 2020-2021 salary schedule,
benefits under Article 12, and up to two (2) additional articles which may be selected by
each party (maximum of four), provided that one party gives the other written notice of its
intention to reopen negotiations no later than May 31, 2020.

This Agreement shall be reopened for negotiations on the 2021-22 salary schedule, benefits
under Article 12, 2021-22 calendar, and up to two (2) additional articles which may be
selected by each party (maximum of four), provided that one party gives the other written
notice of its intention to reopen negotiations no later than March 15, 2021.

Except as provided in Sections 27.2 and 27.3 of this Article, Section 18.5 of Article 18,
and Section 22.2 of Article 22, this Agreement shall remain in full force and effect without
further amendments unless the parties mutually agree otherwise.

ARTICLE 28 - DURATION

Length of Agreement: This Agreement shall be effective July 1, 2019 and remain in full force
and effect up to and including June 30, 2022 and shall continue from day to day until such time
as a new or modified Agreement is reached by the parties.

29.1

29.1.1

ARTICLE 29 — POSITION CLASSIFICATION PLAN

The Classified Service

Positions Included

All positions established by the Board of Trustees which are not exempt from the classified
service by law or in Article I shall be a part of the classified service. All employees serving
in these classified positions shall be classified employees. The employees and positions
shall be known as the classified service.

29.1.2 Limited-Term Positions and Employees
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29.2.1

29.2.2

Limited Term Positions: Limited Term positions as used in this section shall mean
any non-bargaining unit position providing a service upon the completion of which,
the services required, or similar services will not be extended or needed on a
continuing or annual basis.

Limited Term Employee: Any employee providing a service upon the completion of
which, the services required, or similar services will not be extended or needed on a
continuing or annual basis.

Limited term positions shall not exist for more than of 195 working days, or 75
percent of a school year including holiday, sick leave, vacation and other leaves of
absence, irrespective of number of hours worked per day in each fiscal year.

If a limited-term assignment is filled for more than of 195 working days, or 75
percent of a school year including holiday, sick leave, vacation and other leaves of
absence, irrespective of number of hours worked per day in each fiscal year, the
assignment shall become a bargaining unit position and shall be posted as a vacancy
in accordance with Articles 19 & 31 of this agreement.

The Assistant Superintendent of Personnel Services shall notify CSEA, Chapter 306,
in writing prior to establishing any limited-term assignments.

This article shall not be interpreted to exclude the use of bargaining unit members
working extra assignments/hours to fill limited term assignments. If a bargaining
unit member is selected to serve in a limited-term assignment, CSEA and the
District shall meet and negotiate the effects on that bargaining unit member.29.2

General Classification Rules

Nature of the Classification Plan

The Governing Board shall establish and maintain a plan of classification for all positions
in the classified service. Classes will be placed in groups according to general occupational
nature and, within groups, shall be listed in series by specific occupation. The plan shall
indicate the class(s) in each series which are usually filled by open competitive
examination. Those classes not so designated shall be considered as promotional classes,
provided that the Governing Board shall designate when it orders an examination whether
the examination shall be open, promotional, or a combination of both. The list of classes
shall contain designation of the salary rate or range applicable to each class.

Class Specifications

For each class of specifications, as initially established or subsequently approved by the
Personnel Commission, there shall be established and maintained a class specification,
which shall include:

(1) The official class title.
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29.2.3

29.2.4

(2) A definition of the class, indicating the type of duties and responsibilities and
placement within the organizational scheme.

3) A statement of the typical tasks to be performed by persons holding positions
allocated to the class.

(4) A statement of the minimum qualifications for service in the class. The minimum
qualifications may include education, experience, knowledge, skills, abilities, and
personal physical traits and characteristics, etc.

(5) License or other special requirements for employment or service in the class.
(6) Any additional qualifications considered desirable that any person considered for
employment who possesses them may be given additional credit in the evaluation

of his/her qualifications, even though such additional qualifications are not
prerequisites for consideration for employment.

Classification of New Positions

Whenever a new position is created, the Assistant Superintendent of Personnel Services
shall submit to the Superintendent or designee, in writing, the duties to be performed and
the responsibilities to be assigned, which shall:

Classify the position and determine whether the position should be allocated to an existing
class or to a new class.

If a new class is required, the Assistant Superintendent of Personnel Services shall submit
to the Superintendent or designee recommendations of minimum qualifications. The
Assistant Superintendent of Personnel Services shall notify CSEA, Chapter 306, in writing
of the newly created position. The newly created position shall be appropriately negotiated
with CSEA. Designation of proper salary placement shall be subject to the approval of the
Board of Trustees.

Changes in the Duties of Positions

Before any substantial changes in the duties of existing positions can be assigned, these
changes shall be appropriately negotiated with CSEA and approved by the Superintendent.
If a change in classification is required, the Governing Board shall approve the change in
duties for the position.

29.2.5 Temporary Assignment of Other Duties

(1) A regular classified employee may be required to work out of his/her assigned
classification for a period not to exceed five working days in any fifteen calendar-
day period without receiving any salary adjustment.
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(2) When it has been determined that it is necessary to require a regular employee to
work out of his/her assigned classification for a period of six (6) or more working
days in any 15 calendar-day period the following provisions shall apply:

If the classified employee is temporarily assigned to a higher classification, the employee

shall receive, on a pro rata basis, an adjustment in salary to the salary range of that

classification, and then to the step of their range that will provide the employee at least a

5% increase above the employee’s regular salary for the duration of the assignment. After

the fifth day working in a higher classification, the salary adjustment shall be retroactive

to the first day of the assignment of new duties and shall terminate the date the employee
is no longer required to work out of his/her assigned classification.

If the employee is temporarily assigned to an equal or a lower classification, the employee
shall receive a salary equal to that of his/her present assignment.

Working out of class assignments are designed for temporary situations and shall not be
used to place an employee in a long-term or permanent assignment in a different
classification.

The Personnel Commision shall be notified in writing for all employees who are required
to work out of their assigned classification for more than five (5) working days in any
fifteen (15) calendar-day period so they may review the need to create a new classification.
All requests for working out of class must first be approved by a supervisor. A claim for
pay differential for working out of class shall be submitted to the Personnel Commision
within thirty (30) days of assignment by the employee or the supervisor. The Personnel
Commision will notify the supervisor upon receipt of a claim submitted by an employee.

29.3: Reclassification

29.3.1 Reclassification of a position may be warranted:

1. If there is a significant proposed change in the types of duties and/or the level of
responsibility of one or more job areas, where the duties or level of responsibility will be
extended or needed on a continuing basis.

2. If there has been a gradual accretion of duties in a job classification, (meaning a
natural growth in the number and/or scope of duties, not the volume of existing duties).
3. If the job description no longer accurately reflects the current duties of the position.

29.3.2 Reclassification Review Committee

1. In order to assure an efficient, fair and equitable Classification and Reclassification
System, a standing advisory committee is hereby established to make recommendations to
the Personnel Commission.

2. It is the intent of the Committee structure to complement the collective bargaining
process and it is recognized that participation in this process is not a waiver of negotiation
rights on any subjects within the scope of representation arising as a result of the
Committee deliberations.
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3. The Committee shall be composed of two (2) representatives appointed by the
CSEA Chapter President and two (2) representatives appointed by the District. All
Committee members must be current employees of the District.

29.3.3 Conflict of Interest

Any Committee member with a conflict of interest in any proposed or requested
reclassification shall excuse themselves from the Committee during all consideration of
issues relating to that position, including but not limited to all discussions, deliberations
and votes. A conflict of interest requiring recusal exists when:

1. A Committee member is an immediate family member (as defined by Article 15.1
of this collective bargaining agreement (Bereavement Leave) of the incumbent of the
position proposed or requested reclassification.

2. A Committee member has a conflict of interest as defined by Board Policy.

3. A Committee member whose request for reclassification is being reviewed by the
Committee.

4. A Committee member has a close personal relationship with the member under
consideration.

5. A Committee member has a financial interest as defined by Government Code
§1090 and/or the Political Reform Act.

6. Other factors as determined by the Committee, such as worksite-based conflict of
interest.

7. In the event of a conflict of interest as defined by this section, an alternate shall be

appointed by the appropriate party to fill the vacancy created by a recusal.

29.3.4 Timelines

The Committee shall review reclassification requests received from employees annually as
follows:

1. All completed forms must be received by the Human Resources Department
between October 1st and December 15th, inclusive, to be considered for review within the
same school year.

2. The Committee will not consider requests that were submitted and examined within
the previous two (2) years unless significant changes in the job duties can justify such a
review. An increase in the volume of work is not a valid reason for a reclassification.

3. Classifications must be established for a period of at least two (2) years before
reclassification can be considered.

29.3.5 Procedures

1. A reclassification request may be initiated by the employee or their supervisor.

2. All requests for reclassification must be submitted on the ‘Classification
Questionnaire” forms and any supporting materials submitted to the Human Resources
Department by the deadline for action. Forms are available from the Human Resources
Department. An employee requesting reclassification shall not complete this form during
their working hours.

3. If the employee initiates the request, the Committee shall provide a copy of the
completed form to the immediate supervisor for review. The supervisor shall have up to
twenty (20) working days to provide a response to the Committee. Following the
immediate supervisor’s timely comments, the employee shall have up to twenty (20)
working days to provide a timely response to the Committee.
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4. Committee members are responsible for reviewing the classification questionnaire
and any supporting materials submitted by the employee or immediate supervisor prior to
the scheduled interviews, if any. A written statement from the next level administrator may
also be reviewed. Committee members should be prepared to ask appropriate questions to
clarify any issues arising from the questionnaire and materials.

5. The Committee may, upon a majority vote, elect to conduct field interviews. Such
field interviews shall be scheduled when all Committee members are available to
participate, however, not all four are required. Individual Committee members shall have
no authority to independently investigate the reasons for or against a reclassification.

6. An interview may be scheduled with the employee and immediate supervisor before
the Committee. The purpose of the interview is to gather information and to clarify any
ambiguities. In the event of a group reclassification request, it is preferable to interview all
incumbents at the same time. The interview shall be scheduled during the affected
employee’s non-work hours.

7. Following the completion of the review of all requests for reclassification,
Committee members shall participate in discussions as a group concerning the merit of the
request(s) based on the guidelines for reclassification.

8. Committee members shall vote on a recommendation after considering the
following information: the classification questionnaire and supporting materials submitted
by the employee or supervisor, the response to the request from the immediate supervisor
and employee’s reply, the statement by the next-level administrator (if any), interviews (if
any) with the affected employee and immediate supervisor, and information obtained in
field interviews (if any).

9. The Committee shall forward its recommendations to the Personnel Commission
for final determination.
10. The recommendations of the Committee and/or the outcome of a reclassification

application shall not be subject to the grievance procedure. Only alleged violations of the
procedure provided by this article shall be grievable.

11. Any reclassification application which is approved by both parties shall not be
resubmitted for at least two (2) years following the Committee’s decision; reclassifications
that are not agreed to by the parties shall not be resubmitted for at least two (2) year
following the Committee’s decision.

ARTICLE 30 - APPLICATION AND EXAMINATION

30.1 Purpose and Character of Examinations

(1) The purpose of an examination is to provide equal opportunity for all qualified
candidates to demonstrate their relative fitness in relationship to the skills,
knowledge, abilities and traits required for the class.

(2) Examinations may be composed of an application screening, a written, oral,
performance, assessment center, practical demonstration, or any combination
necessary which meets such purpose.

3) It is the intent of the Board of Trustees that the most appropriate method of testing

be used which is both job related, which has the least adverse impact, with due
consideration for factors of time and cost of administration.
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30.1.1

30.1.2

30.21.3

Promotional Examination

Examinations shall, where practicable, as determined by the Personnel Commision, be
limited to promotional applicants. When no promotional field of competition exists or
when there is doubt of its adequacy, the Personnel Commision may order an open
examination or a simultaneous open and promotional examination. Promotional
examinations shall be restricted to permanent employees of the District. Permanent
employees of the District who have been laid off for lack of work and/or lack of funds are
eligible for promotional examinations for a period of 39 months after layoft.

When Held

Whenever it is necessary to fill existing or anticipated vacancies in the classified service
and an appropriate eligibility list does not exist as determined by the Personnel Commision,
the Personnel Commision shall direct the holding of an examination to provide eligibles.
At least five working days’ advance public notice of such examination shall be given
except for those positions which the Personnel Commision has authorized as open and
continuous testing. This notice shall be posted on the bulletin board in the Personnel
Commision and notices shall be sent to all work sites for posting on their bulletin boards.
The notice of testing shall contain the following facts:

(1) Description and the scope of duties and responsibilities of the position and class.

(2) Minimum qualifications required.

(3) Salary and/or other form of compensation.

(4) The last date for filing an application.

(%) Such other information as will assist the employee and the public in fully

understanding the nature of the employment and the procedures necessary to
participate in the examinations.

Who May Compete

(1) Competitive examinations for positions in the classified service shall be open to all
applicants who meet the minimum qualifications.

(2) Employees of the District shall be given ample release time off to compete in
examinations/interviews, providing their supervisor has been given ample

notification. There shall be no deduction of pay or other penalty.

3) Notification of examination/request for release time shall be provided to the
supervisor no later than 24 hours prior to examination.
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30.1.4

30.1.5.

30.1.6

In the case of a work emergency preceding the release of the employee(s) for the
examination/interview, a substitute may be authorized by the Assistant Superintendent of
Personnel Services.

Notice to Qualified Applicants as to Examination Time

(1)

2)

Each applicant who has been approved to take the test shall be notified a at least 3
work days in advance of the time, date, and place of the examination, and such
notice shall be the applicant’s authorization to take the examination.

No candidate may be admitted to any examination without such authorization and
further evidence of a person’s identity may be required in the form of a driver’s
license or other identification with a picture.

Character of Examinations

(1)

2

©)

Examinations may be written or oral in the form of a practical demonstration of
skill and ability or any combination of these. Any investigation of education,
experience, character or identity, and test of technical knowledge, manual skill, or
physical and mental fitness, which in the judgment of the Personnel Commision
serves this end, may be employed. Calculators will be permitted for accounting tests
and will be provided by the Personnel Commision office.

All questions used by oral interview boards in the establishing of eligibility lists
will be presented to the Personnel Commision for review and approval.

Applicants for Paraeducator positions will be given a proficiency test in accordance
with California Education Code 45344.5 in order to qualify to work as
Paraeducators.

Examination Procedures

The following procedures shall be explained to all candidates for tests administered by
the Personnel Commision Office:

(1
)
3)

(4)

)

Candidates must take the test on the prescribed date, time and place.
No candidate may be admitted once the test instructions have begun.

All necessary explanations shall be made to all candidates and no question shall be
explained to a candidate individually.

Proctors are forbidden to explain the meaning of or to make remarks relating to any
question that may assist in its solution.

The time limit, if any, shall be announced at the beginning of the test and the ending
time shall be posted.
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(6)

(7

(8)

)

Communication, assistance, etc., between candidates during a test is strictly
prohibited.

During a test, no candidate shall be permitted to leave the room except in case of
emergency and only with the proctor’s permission.

No more than one person may be allowed to leave the room at any one time and
none may temporarily leave the room once a candidate who has completed the test

has left the room.

All test materials, scratch paper, answer sheets, etc., shall be collected before a
candidate is permitted to leave.
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30.1.7 Late Test Administration

(1)

2)

3)

4

Since examinations have a significant impact on a candidate and since there are
extenuating circumstances which are often beyond a candidate’s control, late test
administrations may be authorized if test conditions can be closely reconstructed.

If appropriate written proof is submitted, late test administrations may be granted
in the following situations: when a test is scheduled and said date conflicts with a
religious observance; if the candidate or a family member is ill; if there is a death
in the family; if the candidate has been ordered to active military service for less
than 31 days; when the candidate has been called to jury duty, or when the candidate
has significant personal business which if not conducted could lead to substantial
financial loss. Any unusual request will be submitted to the Personnel Commision
office for review.

Written requests for late test administration must be submitted with verification of
the reason for such request as soon as possible and will be granted depending upon
a variety of circumstances in recreating the testing procedure.

If a request of a late test administration is granted, the candidate will be required to
sign a statement stating that he/she has not been in contact with any person who has
taken the test or who had knowledge of the test content and that questions in the
test had not been seen or discussed.

30.1.8 Examination Weighting

The relative weights of the different parts of the examination shall be determined by the
Assistant Superintendent of Personnel Commission. All examination papers shall be
prepared, administered and rated under the direction of the Personnel Commission.

30.1.9 Passing Score

Applicants may be required to attain a designated minimum score on each part or on
combined parts of the examination to qualify for a position on the eligibility list.

30.1.10 Notice of Final Score

Each successful competitor shall be notified of his/her final score and of his/her relative
standing on the eligibility list. Each candidate whose score was less than the required
minimum shall also be notified that they did not successfully pass the examination.

ARTICLE 31- EMPLOYMENT LISTS

31.1 Eligibility Lists
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31.1.1 Reemployment from Layoff Lists

(1)

2)

There shall be established for each class a reemployment list which shall take
precedence over all other employment lists in appointment. This list shall contain
the names of all permanent (non-substitute) classified service employees who have
been laid off or demoted from any positions because of lack of work or lack of
funds. Names shall be placed on the eligibility list according to seniority.

After a period of 39 months from the date of layoff (or 63 months in the case of a
reduction in class or hours), any name remaining on a reemployment list shall be
removed.

31.1.2 Termination of Eligibility Lists

(1)

2

)

An eligibility list is automatically terminated one year from the date of its approval
unless previously extended by the Assistant Superintendent of Personnel Services.

An eligibility list is automatically terminated two years after its approval unless
previously terminated, or a new list for the class is established

An eligibility list may be terminated by the Assistant Superintendent of Personnel
Services when no eligible is available for appointment to a specific permanent
position in a class or when there are fewer than three eligibles remaining on the list
in its second year of existence.

31.1.3 Consolidation of Eligibility Lists

(1)

)

If a new examination in a class is given during the first year of the life of an existing
list,  the examination shall be sufficiently similar to the previous examination to
ensure the comparability of the scores of eligibles. The new list shall then be
merged with the existing list with eligible ranked in the order of the examination
score, plus additional points where applicable. Promotional lists shall be merged
only with promotional lists, etc.

When lists are consolidated under this rule, the earlier list shall be terminated one
year after its establishment, and those eligibles’ names shall be removed from the
consolidated list. Unless the eligible’s current passing test score is less than 5
years old at which point they will remain on the list.

31.1.4 Eligibility After Appointment

An eligibility list shall be used for full-time, part-time, regular and short-term assignments
in a class. An eligible who accepts part-time employment shall be eligible to transfer to
full-time employment,

31.1.5 Removal of Names From Eligibility Lists

53



The name of an eligible may be removed from the eligibility list by the Personnel
Commission for any of the following reasons:

(1) A written request by the eligible for removal.

(2) Declining an interview for classification 3 times.

3) Failure to respond to a scheduled interview.
4) Declining an employment offer.

(5) If a Unit Member has been removed from an eligibility list, they may request to
appeal the decision if the removal was improper. The request shall be submitted
in writing to the Personnel Commission Director and is subject to ratification by
the Personnel Commission at its next meeting.

31.2 Certification for Employment Lists

31.2.1 Order of Precedence

The names of eligible Unit Members, who are available to accept employment, shall be
certified for appointment from the following employment lists for the classification.

(1) Reemployment (Layoff)
List of persons laid off or demoted due to lack of work or lack of funds shall be given
preference to new applicants for a period of 39 months; employees who take voluntary
reductions in assigned time or voluntary demotions in lieu of layoff are afforded an
additional 24 months for a total of 63 months’ reemployment rights.

(2) Transfer/Voluntary Demotion:
List of persons who are transferring within the same classification or demoting from
a higher classification.

(3) Promotional:
List of persons applying for a higher classification than the classification currently
held.

(4) Open Eligible candidate Hierarchy of the Certified Eligibility List
If there are three (3) or more eligible transfers or/ voluntary demotion candidates, the hiring
authority must select from that list of Transfer/Voluntary Demotion candidates. If there
are two (2) or less transfer/voluntary demotion candidates, the hiring authority must
include the promotional candidates, if there are three (3) or more combined
candidates the hiring authority must select from that list. If there are two (2) or less
transfer/voluntary demotion/promotional candidates, the hiring authority must sclect
an eligible candidate from the top five-(5) three (3) ranks from the prometional eligibility
list (i.e., Certified Eligibility List). Rank hierarchy on the Certified Eligibility List is
determined as follows:
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31.2.2

31.2.3

31.2.4

Available layoff and reemployment list eligibles shall be reinstated before
interviews.

Interviews shall be held for the top three (3) ranks from the transfer/demote or
promotional lists. If there are not three (3) ranks of eligibles on the transfer/demote
or promotional lists then the 1 or 2 ranks of promotional eligibles will be
augmented/supplemented by 1 or 2 ranks of open eligibles to meet the required 3
ranks of those ready and willing.

The eligible(s) not selected shall have their names returned to the eligibility list, and the
eligible selected will be removed from the eligibility list.

Waivers of Certification

(1) An eligible may, without penalty, make himself unavailable for certification to
specific locations or shifts and to part-time or full-time positions and to limited term
or permanent positions by notifying the Personnel Services office, in writing.

(2) Certification of eligibles who have made themselves unavailable shall not be made,
provided that eligibles may revise or withdraw their unavailability in writing.

3) An available eligible may waive certifications twice without penalty. At the time a
third waiver is granted, an eligible shall have his/her name removed from the

eligibility list.

(4)  Atthe time an eligibility list is established, each eligible shall be notified of his/her
responsibilities as an eligible.

Certification From a List for Another Class

If there is no eligibility list for the class in which the vacancy occurs, certification may be
made from a list for another class at the same or higher level if the duties and qualifications
of the class for which the examination was given include substantially all of the duties of
the position to be filled, provided that the Personnel Commission finds that the use of the
list is in the best interest of the District and that the_necessary skills and knowledge were
adequately tested in the examination. If an eligible is appointed using this rule, the eligible
shall retain his/her rights to the original list.

Duties of Eligibles

It shall be the duty of every eligible to respond within five (5) working days after
receiving the notice of certification. Failure of an eligible to respond will be deemed
an automatic waiver of certification, and the per the Personnel Commission rules
additional eligible may be certified
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31.3. Summer and Other Recess Period Appointments

When the Board establishes temporary appointments during the recess period between the
regular August to June school year or during other recess periods during the school year,
those positions shall be offered to regular employees of the District not regularly employed
during these periods. Appointment to these positions shall be made first among permanent
employees.

ARTICLE 32 — CHILD NUTRITION SERVICES TRAINING

The District shall provide current employees mandated Child Nutrition Services Training per the
Healthy, Hungry — Free Kids Act of 2010. Each classified service employee will be provided a
certificate or letter from the District indicating that they have successfully completed
certification requirements.
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BARSTOW UNIFIED SCHOOL DISTRICT
Classified Bargaining Salary Schedule
2018-2019
Effective 7/1/2018

Longevity Increase [Years of Service)
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$1741 |818.16 $1805 |$19.75 [820.50 [8§21.08 [$2221 [§23.18 |824.18 |$2525 [$26.38 |327.39
$17.86 81857 |$1937 |$20.17 [821.07 |$21.75 [$22.68 [$23.71 |S24.74 |$2585 [$26.05 |$28.02

$18.23 |510.00 ]$19.82 |$20.62 [521.52 |$22.26 [$23.22 (52427 (523532 |$2644 ($27.63 |$2B.72

31863 (51041 132025 |$21.12 |$22.03 1$22.77 [$23.75 |S2482 52393 132706 [$2824 (52034

11906 |$1088 112070 |$21.60 |82252 152327 [$2433 |§2537 [$2648 |$27.60 32893 (%3011

$19.49 152030 |$21.19 |$22.08 |$23.01 |$23.81 |$2487 82596 |$27.10 |$2835 [$20.61 [§30.82

$1093 82078 |$21.65 |$22.61 [823.60 |$24.38 [$2545 [S26.50 |827.76 |$2808 ($30.20 83155

$2038 [S2127 [$22.15 |$23.08 (52412 %2492 |$26.00 |$527.15 [$28.39 |$29.64 |$31.00 (53207
$2083 52174 132267 |$23.64 (52467 1525.48 |$26.64 |527.83 [320.06 1$3034 [$31.71 |833.03

32134 (522235 1$2318 |$24.18 |$2525 )$26.11 |$27.23 |528.43 |329.75 133107 |$3247 |333.86

$21.79 |$22.74 1$33.72 |$24.77 |$25.83 |$26.68 |$I7.BR |520.12 |§3038 |$3176 ($33.25 [§34.68

$22.30 |$23.24 |$24.27 [$25.32 52641 |$2736 |$28.55 |$2083 [$31.15 [$3255 |$34.01 [§3551

$2282 82378 |$24.84 |$2580 (82704 |$27.97 [$20.18 [$30.50 |S31.87 |$33.30 [$34.80 33636

$23.31 |$24.34 132535 [$26.48 32764 |$2858 |$7086 83121 |$32.61 |$34.06 |$35.60 [$37.19

$23.87 82491 |$2596 |$27.12 |$28.32 |$29.20 |$30.57 [$31.93 |$33.38 |$34.89 (%3645 53811

$24.42 1$25.51 |$26.63 |$27.81 |$20.04 |$29.99 |$31.34 |$32.69 |$34.15 |$35.80 [$37.38 [$30.11

$2408 82610 |$2723 |$28.44 (82060 |$30.70 [$32.00 [$33.47 |834.06 |$36.50 [$38.10 |$30.87

$25.50 |826.60 32787 |$29.11 (83030 |$31.42 [$32.83 [$3425 |835.78 |$37.38 [$30.01 |$40.84

$26.10 827.34 328354 |$20.80 [$31.08 |$32.16 [$33.60 [$35.00 |836.62 |$3824 [$3003 54183

$26.71 32788 |$29.10 |$30.38 [S31.71 |$32.81 [$34.25 [535.80 [$37.34 [$39.02 [$40.72 |$42.68

$27.23 |$28.43 |$29.67 |$31.00 |$32.34 |$33.46 |$34.94 |$36.31 |$38.10 |$39.80 [$41.53 [543.54

$2782 (82003 133027 |$31.61 (83200 1534.13 [$35.65 |537.24 (33886 134060 (34236 (84445

12837 |$2050 113089 |$3224 (53366 |§34.81 [$3637 |537909 [539.463 |34141 34356 (84573

32067 (83004 113230 |$33.72 (83519 1336.40 |$38.04 53073 54143 34330 34556 (84781

A B A B AR Rl ] B A R-AR AR B Bl B ] B R B B A B R

L
12001 83026 J$31.30 |$32.07 |834.41 1$35.50 [$37.10 |538.86 (340352 154234 (34456 (84676
L

33034 (83164 133303 |$34.48 (53590 153723 |$3589 |540.63 |$4237 |PR4428 |$46.50 |S4889

Board Approved: August 14, 2018
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2020-2021
ACTIVE EMPLOYEE BENEFITS COSTS

CLASSIFIED, CERTIFICATED, & CTE
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with Delta Dental with Delta w/ Ortho with Anthem Dental
Premium Eremium Premium Premim Premium Promium
Single 5 149946 3§ 14995 $ 158250 5 158235 F 149754 5 14975
Empl + Spouse  § 643062 35 643.06 % 660498 % 66050 $ 642666 5 64267
Empl + Childiren  § 3,805.86 $5 380.59 $ 395526 § 38553 $ 380238 § 38024
Family $ 5911.00 5 &91.10 $ 915504 % 91560 $ B90536 5 89054
with Delta Dental with Delta w/ Ortho with Anthem Dental
Premium Eremium Premim Premum Fremium Pramium
Single ¥ 57990 3 5799 $ 66294 35 6629 3 57798 % o7 .80
Empl + Spouse  § 449958 3§ 449.96 % 467394 § 46739 F 449562 F 44956
Empl + Childiren § 215070 3§ 215.07 $ 230010 3 220.M1 F 214722 § 21472
Family % 6,198.28 % 619.83 $ 644332 F 64433 5 619264 § 61926
with Delta Dental with Delta w/ Ortho with Anthem Dental
Bremium Eremium Premim Premum Eremium Pramium
Single % 82506 F 8251 $ 90310 3 8081 3 82314 % 82.31
Empl + Spouse  § 4,537.74 5 45307 $ 471210 35 471121 $ 453378 § 45338
Empl + Childfren 5 354510 § 354.51 § 369450 F 36945 F 354162 5§ 35416
Family % 549172 % 549.17 $ STI6TE 5 57368 $ 548608 $ 54861
with Delta Dental with Delta w/ Ortho with Anthem Dental
Premium Premium Premim Premium Fremum Pramium
Single § 23130 3 2313 $§ 3434 5 3143 3 22938 % 22594
Empl + Spouse  § 332058 §F 33206 $ 349494 §F 34949 ¥ 331662 § 33166
Empl + Childiren § 241698 § 241.70 § 256638 § 25664 F 241350 § 24135
Family $ 362924 § 38292 5 407428 F 40743 $ 382360 § 3623
with Delta Dental with Delta w/ Ortho with Anthem Dental
Eremium Premium Premim Premium Fremum Pramium
Single $ = 3 - -] - 3 - ] = 3 =
Empl + Spouse § 154182 5 154.18 ¥ 1.,716.18 5§ 17182 $ 153786 § 15379
Empl + Childiren % 76530 % T7T6.83 §F 9770 5 9107 3 76482 S5 76.48
Family % 1,39960 % 139.956 5 164464 F 16446 $ 139396 § 13040
with Delta Dental with Delta w/ Ortho with Anthem Dental
KAISER Annua Montmy Annia! 10 Monm Amnuai 10 Month
Premium FPremium Contribution Contribution Corributon Conirituson
Single % - 3 - 5 - 3 - ] = ¥ -
Empl + Spouse  § 1,792.86 3§ 17929 $ 196722 5 19672 $ 178800 % 17B
Empl + Childiren % 703.02 % 70.30 § 85242 5 BS54 3 EO054 % B0.95
Family % 170548 $ 17055 $ 1950.52 5 18505 $ 169984 § 16098
with Delta Dental with Delta wi Ortho with Anthem Dental
MVP Annua Monmyy Annia! 10 Monm Annuai 10 Mot
Premium Premum L o o Corrbuton Contritution
Single % - 3 - - - 3 - 5 = ¥ =
Empl + Spouse % = 3 - 3 = 5 S =
Empl + Childiren 5 = % = 5 - 3 - $ - %
Family % - 5 - 3 - 3 - 5 - 5 -
REVISED: E5 SAN2020




CLASSIFIED MANAGEMENT
Business Manager/Chief Business Official
Darector-Classified Personnel

Director-Facilities, Mamtenance & Operabons

Director-Nutmtion Services
Director-Fiscal Services
Director-Purchasing & Warehouse
Director-Risk Management & Safety
Director-Technology & Information
Public Information Officer

ACCOUNTING

Fiscal Services Techmician

School Accounting Technician
Nutrition Services Support Specialist

CLERICAL/SECRETARIAL
Senior Executive Assistant (Range 53)
Executive Assistant (Range 4%)
Projects Technician

Admimstrative Assistant-School
Admimistrative Assistant-Department
Technology Assessment & Curniculum
Pupil Semices Technician

Secretary

Senior Office Assistant

Substitute Caller/Feceptiomst

Office Assistant

CUSTODIAL
Lead Custodian
Custodian

FOOD SERVICE

Lead MNutrition Sves. Worker-Nutmntion Sves.

Lead Nutnition Sves. Worker-BHS
Muimition Services Chef

Nutmition Services Worker ITT
Muimition Services Worker IT
Nutrition Services Worker [

GROUNDS
Lead Grounds Mamtenance Worker
Groumds Mamtenance Worker

HEATLTH
Licensed Vocational Nurse
Health Assistant

HUMAN REESOUCES
Credentials Techmician
Human Resources Techmician

*Confidential Employees

BARSTOW UNIFIED SCHOOL DISTRICT
INDEX OF ACTIVE CLASSIFICATIONS

JOB TITLE AND RANGE
(Effective 06-04-2020)

RANGE INFOEMATION TECHNOLOGY EANGE
CCMSS568 Network Systems Specialist 51
CCMS564 Network/Computer Techmelan 43
CCMS559 Student Information Systems Tech. 43
CCMS852 Information Technology Support Asst. 33
g%g;g INSTRUCTION |
CCMSS59 Paraeducator-Special Nee_ds 26
CCMSS59 Paraeducator-Com. Handicapped 26
COMSS48 Pmed'lmatﬂr—Engh_shla.nguage Leammer 25
Computer Lab Assistant 25
Paraeducator 24
;g LIBRARY/MEDIA N
37 T.nsh'u-:honnl_Med.w C_e:_:l.ter'l"eclnnc:.m 40
Library/Media Technician 3
Library/Media Assistant 26
*
gg, MAINTENANCE
1 HVA(_Z '_Eec:]mcmn 43
0 Electnician 42
30 Phumber 39
30 Welder L
0 Locksmith 38
Ei Electronic Repair Technician 38
20 Pau;ttﬂ' 38
;j Maintenance Worker IT 35
;j Maintenance Worker I 33
PRINTING SERVICES
3 Prnting Services Techmician 34
n PURCHASING
Buyer 40
13 SECURITY
28 Campus Safety Assistant 26
- STUDENT SERVICES
El Career Techmcal Education Specialist 37
19 Gudance Office Support Technician 37
Child Welfare & Attendance Techmician 37
Outreach Liaison Bilingual 37
34 Regstrar 37
28 Career Center Technician 32
Translator/Interpreter-Spanish-English 32
38 TERANSPORTATION
27 Delivery Driver £
Nutrifion Services Delivery Dmver 31
46 WARFHOUSE
37 Warehouse Worker 33
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DUE DATE:
Probation Ends:
BAESTOW UNIFIED SCHOOL DISTRICT
PERFORMANCE EVALUATION FOE CLASSIFIED EMPLOYEES
] Ll l
2 Mos. 5 Mos. Perm
Full Name:
Eeport for: thra
Class Title:
Name of Department or School:
CHECK ONLY THOSE FACTORS WHICH APFLY Meets or Below Work If “Below Work Performance Standards" is
TO THE EMPLOYEE®S POSITION Exceeds Work | Performance checked, Form Bimust be filled out. If “Meets or
Performance Standards Exceeds Work Performance Standards™
Standards suggesfions or comments are optional.
L. QUALITY OF WOREK SUGEESTIONS OF COMMENTS:
A. Job Enowledze
B. Accwracy/Toplementation
C. Neatness
D. Thoroughness
2. QUANTITY OF WORK
A, Volumne of cutput.
B. Extent to which work schedules are met.
3. WORK HABITS AND ATTITUDES
A, Safety
B. Attendance
C. Punciuality
D, Planmng/Chrganization
E. Compliance with mstuchons, males and regulations.
F. Abality to work without immediate superision.
4. PERSONAL QUALITIES
A, TndgmentDecision Making | | L]
B. Initiatrve
C. Adaptability to emerpencies and new situations.
D, Appearance
£, RELATIONS WITH OTHERS
A, Employess
B. Pupil= L] L]
C. Public
6. SUPERVISORY ABILITY (IF APPLICAELE)
A, Leadership
B. Decision making
C. Training and mstruction
D, Planmng and assigmng L | |
E. Supervising and sobordinates
F. Evaluating performance L1 L
. Productraty
H. Eesource Management
7. ADDITIONAL COMMENTS

A
B.
C.

3. OVERALTL WORK PERFORMANCE U O

It is understood that, in signing the Performance Evaluation Form, the employee acknowledges having seen and discussed the report. The employee’s
signature dees not necessarily imply agreement with the conclusions of the supervisor. If he'she so desires, the employee may attach a written statement.
A copy of this evaluation and any aftachments will be placed in your perzonnel file.

SIGNATURE OF SUPEREVISOR/ADMINISTEATOR TITLE DATE
SIGNATURE OF EMPLOYEE TITLE DATE
ORIGINAL - FERSONNEL COFY - EMFLOYEE COPY - SUPERVISOR
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DUE DATE:
Frobation Ends:

BARSTOW UNIFIED SCHOOL DISTEICT
FERFOEMANCE EVALUATION FOR CLASSIFIED EMPLOYEES

O
1 Mos. 5 Mos. Permanent
Full Name:
Class Title: Paraeducater
Eeport For: thra
Name of Department or Schoal:
CHECK ONLY THOSE FACTORS WHICH AFFLY Meets ar Below Work If “Below Work Performance Standards™ is
TO THE EMFLOYEE'S POSITION Exceeds Work | Performance checked, Form B must be filled ont. If “Meets or
Performamce Standards Exceeds Work Performance Standards™
Standards sEEestions or comments are optional

L ATTITUDE CONDUCT AND CROWTH

SUGGESTIONS OF COMMENTS:

A Maintains a program of development of knowladge and
ahilities.

O

B. Observes professional ethics; respects ideas of others;
does oot reveal confidential information

C. Supports established policies and divectives.

D. Performs required school and district routines and
responsibilities on time.

E. Participates in activities related to the positon

O 0@ O

O.0O089 O O

1. PERSONAL ATTRIBUTES

A Dresses appropriately, is neat in appearance.

B. Demonstrates fact, poise and goed judzment.

C. Demonstrates inshative, vigor, and virality in
perfommance of dufies.

D Is regular in atfendance

E. Has a frendly and positive personality.

F. Demonsirates emotional stability.

3. REL ATIONSHIFS BETWEEN

A Paraeducator-Pupil: Has stadent cooperation and respect,
&5 fair and impartial and likes and respects children.

B. Paraeducator-Staff: Works cooperatively with other
personnel.

C. Paraeducator-Administrator: Is wiling to acCeptpasitive
suzEestions.

D. Paraeducator-Commmmity: Cooperates with local groups
as directed.

E. Paraeducator-Teacher: Cooperates in planning and
follows through; performs work commensurate with the
goals of the classreom teacher

a d.0 0.4

O oo0g o.o

4. FEEFARATION AND FLANNING

A Carries put the feacher”s plan for leaming experience.

B. Makes neceszary amangemesnts m advance for materiak
and equipment

C. Makes pood use of resources.

D I5 creative and adaprable in providing a wariery of
leaming experiences abthe teacher’s disgretion

OO O4

O0o O-

5. CLASSROOM ASSISTANCE

A Coombutes in Deat IHOI ELVITODMEDT

B. Helps to maintin the classroom in 2 healthfil, safe
MARNET

ad

|

C. Aaii&s with classroom roubmes.

D. Handles routine discipline.

E. Helps maintain a«classoom envifonment conductive to
leaming.

§. TECHNIQUES OF INSTEUCTION

A Demonstrates knowledee, understanding and skill of
subject matter.

O

B. Encourages eficient study habits.

C. Uzes matenals and methods according to the inferests,
needs and abdlities of the group and individual.

o[

7. FUFIL EECOEDS

A Maintains records of pupil's proeress.

B. Mamtains cumulative records in a professional manner.

C. Assists pupils in consistently appraising their own work

D. Dioes assigned work accurasely.

5 OVERALL WORE PERFORMANCE
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It is mpderstood that, in sizning the Performance Evaluation Form, the employee acknowledzes having seen and discussed the report. The emplovee’s
sigmature does mot mecessarily imply agreement with the conclusions of the swpervisor. If he/she so desires, the employes may attach a writfen statement.
A copy of this evaluation and any attachments will be placed in yomr personmel file.

SIGNATUEE OF SUFERVISORADMINISTRATOR TITLE DATE
SICNATUEE OF EMFLOYEE TITLE TE
OFRIGINAL - PERSONNEL COPY -EMPLOYEE COPY -

@»
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Employee’s Name:

BARSTOW UNIFIED SCHOOL DISTRICT
BELOW WOEK PERFORMANCE STANDARDS
FOEM B

{To be utilized by Supervisors and managers when an emplovee receives any “Below Work Performance Standards” ratings
on Form A of the Performance Evaluation Reports)

L This employee’s specific deficiencies are: (from Evaluation Form A)
1. This employee has already received the following assistance:
3. This employee will receive the following assistance in

L2 L]

. however, unscheduled evaluations may occur

Reviewer Signature (if applicable) Date

Employee’s Signature Date

This signature indicates that the employee has seen and discussed the evaluation report, but does not necessarily indicate
complete agreement with all factors of the evaluation. A copy of this evaluation will be placed in your permanent personnel
file.

'ORIGINAL - PERSONNEL COPY - SUFERVISOR. COFPY - EMPFLOYEE
PCIOT-B
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Barstow Unified School District
Classified Emplovee Professional Growth Program
APPLICATION

Name: Site/Department:

Position Title: Date:

Work Phone: Home Phone:

Date Hired by the District: Years in Current Posifion:

Career Plan:

To be considered for professional growth assistance per the CSEA/District Agreement. the employvee must
submit a career plan as part of the application process. Please use the space bels  to outline your career goal
with the District which demonstrates benefit to the District. Describe the £ urse work and/er vocational
fraining needed to achieve your goals.

Career Goal (attach extra pages if needed):

Benefirt to the District:

Description of Course Worls/'Vocational Training

Cost estimates for each Quar. v v.  -mester. "LEASE be sure to estimate, in each semester/quarter. the
cost of tuifion and textbooks fU class . nlan to take You will not qualify for reimbursement in a
semester/quarter thaf 1s 1= blank.

SUMMER 20___ __ AR WINTER 20 SPRING 10

Toral § amount requested:

Please attach a letter of recommendation from a current administrator/supervisor
with direct knowledge of work performance.

Repayment of financial assistance received from Barstow USD will be required, with interest, if employee
Sfails fo remain with Barsiow USD for a minimum of 1 year (annnal allofted funds <51,000)
or 2 yvears fannual allefted funds =51,000).

Employee Signature: Date:

Rev. 122016
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BarsTow REQUEST FOR LEAVE OF ABSENCE

| UNIETED Barstow Unified School District

Bt Chowr 0 denderie Socmal
Section 1: PERSONAL INFOERMATION — To be completed by the Employee.
Last Name: First Mame: Last 4 of SSN:
Home Address:
Phone Numiber Position Title: Hrs Work/Per Day:
School/Department:
Section 2: EMPLOYEE MUST CHECK THE TYPE OF LEAVE AND PROVIDE DOCUMENTATION, AS INDICATED.
| wish to apply for an absence from service, for the period and reason indicated: gﬁ%ﬁ?’

Is this for - O Consecutive Days O Intermittent Days
All Family Medical Leave Act (FMLA)/CA Family Leave Act (CFRA) requests must have ical certification attached.
4 | Type of Leave (Serious Health Condition) Documentation Required
Personal llinessiinjury Cerfification from Medical Physici
|| SpoussiChildiParent lliness Certification from Medical Physicia mber's liness
|| Pregnancy (Matermity) Certification from Medi
Certification from .
Parental/Child Bonding Date of Birth of Child: ust be taken within 1 year of birth)

Adoption/Flacement of Foster Child

Military Caregiver i } oL z of Covered Service Member

Military Exigency Certj

Personal Leave (Mot FMLA eligible or not FMLA re

Medical (non—FMLA)

I wish to use my accrued Sick Leave (SL) Onily.

1. Hours of accrued sick leave: ; - ed vapston: 3. Hours of accrued PB: 4. Other

Date:

Section 3: APPRO LEAVE REQUEST (To be completed by Personnel Services)

The above employee has |r'|fon'ned their request: Date:

Immediate Supervisor's Sig

For FMLA/CFRA: Your request for leave has been: [ Approved O Denied
Personal Leave: Your request for leave has been: O Approved O Denied
Superintendent or Designee Signature: Date:

Certficated: The Barstow Education Association (SEA) contract and Education Code alows unpald leaves of absence for pemmanent cenificated employess. (Amcie 18)
Classified: Cafomia School Employess Assoclation (CSEA) allows an employee bo request an unpaid leave of absence for @ maximum of one year, subject o District
approval, except for milkary leave 35 provided for In Education Code. (Aricle 15). Education Code 45185 aliows 3 parmanent empioyes of classified serice who has
exhausted il entilement of sick Jeave, vacation, personal business, compensatory overlime, or otner avallasle paid lzave, and who s absent because of non-ngustrial
accident or Biness, 10 request additonal unpald leave not to excesd slx months.

A leawe of apsence will nof be approved for & perfod of Jess than one month. A leave of ahsence will only be approved for & period fonger than si MoRIhs fo afow &
certificated person to fake & leave of absence for a school year. AN other requests for @ legve of absence may be approved far @ six month perod. The Board of Trustees
may appmve one additional six mandh parod but not fo exceed & total of 12 manths. (Confract languape, Personnel Commission Rules and Reguiations, Board Policy and
FEducation Codes will be fslfowsd.

Leave of Absence Request Rew Feb 2020 Copies to: Employes — Payroll — Certificated Clazaified Personnel — Diate:
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Barstow Unified School District
Personnel Services

CATASTROFHIC LEAVE PROGERAM
Request for Donation of Leave

An employee who 15, or whose fanuly member 15 suffering from a catastrophic illness or
mjury, and who has used up all accrued leave and all extended benefits granted under
Education Code section 44977 as a result of said catastrophe, may request donations of
accrued vacation or sick leave credits under the catastrophic leave program as described in
Board Policy and Administrative Regulation 4161.9.

Pursuant to the above provisions, I request a maxinmm of hr ars be deposited, if
needed, to my personal leave allowance.

I agree to hold harmless the District and Association for any and a. <la” s and liabilities
arising out of performance of Board Policy 4161.9 of « » Barstow Uni. ed School District.

Please attach verification of catastrophic illn. s orir ary. 2rf cation shall be made by
means of a letter, dated and signed by the -Korir ired pei.on’s physician, indicating
the incapacitating nature and probak’= duy ‘i= . of the illness or injury. (Education
Code 44043.5)

Iunderstand that when the neces =z verific 2tio.  and deternunations are made, the transfer
of accrued vacation/sick leave ¢ du. w=  ibject to approval by the Supermtendent or
Designee of Barstow Unified Schoo. Mistric.

Datedthis  dayof T\ - "l = 20

Printed Name ¢ Tmst jee b Social Security Number
Signature of Employee Telephone/Cell Number
Approved [ Disapproved [

Superintendent or Designee Date

Distmibution:  Personnel Services — Payroll
CatastleaveWithdrawal doc February 2011
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Barstow Unified School District
Personnel Services

CATASTROPHIC LEAVE PROGRAM
Irrevocable Deposit

This deposit to the District’s Catastrophic Leave Program for participating District Emplovees 1s
made pursuant to the provisions of Education Code 44043 5. and Board Policy and Admumstrative
Regulation 4161.9, 4261.9, and 4361 9.

I hereby irrevocably deposit to the District’s Catastrophuc Leave Progr o days / hours
of my accumulated sick / vacation leave. to be credited to:

Name of Employees Donation 1s for:

I understand that the aforementioned number of days of | +d leave will be * ucted from my
accrued sick/vacation leave. I further understand that may o osit 15 irrevocable and cannot be
rescinded for any reason whatsoever, and uponre’ cmw *Isi "not!  entitled to recerve
credit pursuant to Education Code 44043 5 for ays prev wsly a. .ated mto the Catastrophic
Leave Program.

I understand that in order to donate sick le. © ‘ays. 1 mst mamtam a oummum of the amount
of sick leave I am eligible to recerve 1n one  =ar.

I agree to hold harmless the Districe. 2d - =c tion for any and all claims and habilities
arising out of performancs ~f Board Fu '~y ana Admmnistrative Regulation 4161 9_ 4261 9_ and
4361 9 of the Barstow Un ew.. hool D1 ict

Printed Nam »fEr» ;. Ma ng Donation Last Four Dagits/Social Security
Number

Signature of Employee

Dated this day of .20

O Approved O Dusapproved

Supermiendent or Designee Date

ce: Payroll

Catastrophic Leave - Inevoeable Deposit Form Rev: 0572019
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