Sequoia Grove Charter Alliance
Regular Board Meeting
Date and Time:
July 7, 2022
6:00 pm

Location:
Join Zoom Meeting
https://sequoiagrove-org.zoom.us/j/88977102881?pwd=RjFmdTdZOFF0T3dNcXpNSHZvdG5CUT09
Meeting ID: 889 7710 2881
Passcode: 382047

Agenda:
I. Opening items
A.

Record Attendance

B.

Call the Meeting to Order

C.

Approval of the Agenda

D.

Public Comments

E.

Approval of Minutes

II. Action Items
A.

Director’s Report - Royce
a. Summer schedule
b. Staff update
c.

By the numbers update

d. Van
B.

Finance update

C.

Discussion and Possible Action: SGCA Calendar: Federal Holiday

D.

Discussion and Possible Action: Travel Policy

E.

Discussion and Possible Action: 22-23 Handbook updates

F.

Discussion and Possible Action: Board meeting calendar 22-23

IV. Closing items
A. Board of Director’s Comments & Requests
B. Announcement of Next Regular Scheduled Board Meeting
C. Adjourn Meeting

Public Comment Rules: Members of the public may address the Board on agenda or non-agenda items
through the teleconference platform, Zoom. Zoom does not require the members of the public to have an
account or login. Please either utilize the chat option to communicate to the administrative team of your desire
to address the Board or simply communicate orally your desire to address the Board when the Board asks for
public comments. Speakers may be called in the order requests are received. Comments are limited to 2
minutes each, with no more than 16 minutes per single topic. If a member of the public utilizes a translator to
address the Board, those individuals are allotted 4 minutes each. If the Board utilizes simultaneous translation
equipment in a manner that allows the Board to hear the translated public testimony simultaneously, those
individuals are allotted 2 minutes each. By law, the Board is allowed to take action only on items on the
agenda. The Board may, at its discretion, refer a matter to school staff or calendar the issue for future
discussion.
Note: The Governing Board encourages those with disabilities to participate fully in the public meeting process.
If you need a disability-related modification or accommodation, including auxiliary aids or services, to
participate in the public meeting, please contact the Sequoia Grove Office at (916) 526-3794 at least 48 hours
before the scheduled board meeting so every reasonable effort can be made to accommodate you.
(Government Code § 54954.2; Americans with Disabilities Act of 1990, § 202 (42 U.S.C. § 12132)).

Sequoia Grove Charter Alliance
Regular Board Meeting MINUTES
Date and Time:
June 9, 2022
6:00 pm

Agenda:
I. Opening items
A.

Record Attendance: 6:00 - All members in attendance.
Jason Baldwin, Robert McGuire, Sara Rose Bonetti
B. Call the Meeting to Order: 6:01 Jason Baldwin Called the meeting to order.
C. Approval of the Agenda: 6:02
Robert McGuire motioned, Jason Baldwin 2nd: 3 ayes 0 nayes
D. Public Comments: No public comments
E. Approval of Minutes: 6:05
Robert McGuire motioned, Jason Baldwin 2nd: 3 ayes 0 nayes
II. Action Items
A.

Director’s Report: 6:04
Royce reported that the Enrollment Team is working to ensure full enrollment by the
first day of school, and although a moving target, has hit 100% in two of the schools
this week. He also noted that technology pre orders have been made, and
chromebooks for the 1-to-1 have been arriving. We are awaiting Apple and PC laptop
orders that are delayed. Royce commented on the extra efforts by the Compliance
team this year, and their excellent work with auditing. Finally Royce commended the
work of the Records Team and their efforts to continue turning around records
requests quickly.

B.

Discussion and Possible Action: Shared Services Agreement 2022-2023: 6:09
Royce presented the Shared Services Agreement for 2022-2023
Robert McGuire stated he was excited for our work this year and very pleased with the
agreement.
Jason Baldwin commented on the removal of the “true-up,” asking if this would allow a
safety reserve. Royce stated the new agreement does allow for a reserve.
Sarah asked about the Field Trip position moving to the schools, Royce noted that
Field Trips were still a priority of the school, just moving the coordination under the
schools purview.

Jason Baldwin asked what was removed from the budget to meet the funding, Royce
identified the System Administrator and the system development line item as those
removed.
Jason Baldwin opened Public Comment for this item, hearing none.
6:23 Bob McGuire motioned to approve, Jason Baldwin 2nd: 3 ayes / 0 nayes
C.

Discussion and Possible Action: 2022-2023 Draft Organization Chart: 6:24
Royce presented the 2022-2023 Draft Organization Chart
6:27: Jason Baldwin asked the Board if there were any comments or questions. Bob
McGuire responded, “none from me, looks good.”
6:28: Jason Baldwin opened the floor for any Public Comment, hearing none.
Robert McGuire motioned to approve, Sara Rose Bonetti 2nd: 3 ayes / 0 nayes

D.

Discussion and Possible Action: Job Descriptions: 6:31
Royce presented the Job Descriptions for Library Services Coordinator and Senior
Director of Business Services, noting these are existing positions that are expanding
to take over the full function of the Library Services, and adding supervisory functions
to the Business Services Director.
6:34 Jason Baldwin opened the floor for Public Comment, hearing none.
6:36 Jason Baldwin motioned to approve, Robert McGuire 2nd:
3 ayes / 0 nayes

E.

Discussion and Possible Action: Salary Schedule Update: 6:36
Royce presented the Salary Schedule update with an added column for Executive
Director/ CEO, noting that adding the column was a recommendation by the schools
and that it created a range similar to the Director 1 position at the Schools.
Jason Baldwin asked if this was approving a new position? Royce responded that this
was only creating a scale for the existing position of CEO.
Jason Baldwin opened the floor for comment, hearing none.
6:40: Sara Rose Bonetti motions to approve, Robert McGuire 2nd: 3 ayes / 0 nayes

F.

Presentation: Current Year 2021-2022 Budget Update 6:41
Cory Cavanah presented the current budget update. He noted that we are currently
projecting to end the year in the red, but anticipates that to improve as we finalize the
fiscal year over the next month. Royce noted that there were some unexpected costs
this year, including legal fees. Becky commented that we are ending the year very
close given a $3.5m budget.
6:52 Sara Rose thanked the Team for the efforts and stated it was an impressive effort
6:53 Robert McGuire commented he was impressed that we were so close given we
were “throwing darts at a dart board” for our initial budget.
6:53 Jason Baldwin stated “Well done, thank you all” and commented that he would
like to see this in the black into next year.

G.

Discussion and Possible Action: Draft Budget Presentation 2022-2023 6:54
Cory Cavanah presented the Draft Budget for 2022-2023.
7:04 Robert McGuire thanked Cory stating this was “very clear”
7:04 Jason Baldwin opened the floor for public comment, hearing none.
7:07 Robert McGuire motioned to approve, Sara Rose Bonetti 2nd: 3 ayes / 0 nayes

H.

Discussion: Discussion about Board Calendar Format for 2022-2023: 7:08
Jason Baldwin shared that the Schools want to provide input to representatives on
upcoming action items. In order to do so the suggestion is to post agenda items well in
advance, 2+weeks. Schools provide feedback, but we cannot engage in those
conversations.
Robert McGuire expressed concern about a longer schedule “impacting our ability to
do business.”
Jason commented that one idea is to reduce our meetings to 7 per year, like the
schools, allowing time to gather input. He added that the Board should discuss
mid-year to give feedback on how the structure is working.
Robert McGuire suggested that Royce provide a schedule adding flexibility if possible.
Sara Rose Bonetti thanked Royce for his flexibility adding all Board meetings to his
schedule.
Jason Baldwin asked Royce to provide a recommended schedule at the next Board
Meeting.

IV. Closing items
A. Board of Director’s Comments & Requests: 7:24 There were no comments or requests
B. Announcement of Next Regular Scheduled Board Meeting
Jason Baldwin announced the next Board Meeting to be held on:
July 7, 2022 at 6:00 pm
C. Adjourn Meeting: 7:26 Jason Baldwin adjourned the meeting

Prepared By: Royce Gough
Noted By: Board Secretary ________________________________

1480 Broadway #2312
San Diego, California
92101

E : info@ thecbogroup.com
C: 619 –787 – 3305
P : 619 – 876 – 5264

www.thecbogroup.com

SGCA Budget Comparison
Projected Revenues

Projected Final

Updated 7-1-22
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4,435,764

Fiscal Year Ending Fund Balance

$
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75,047

Total Revenues

Projected Expenditures
Salaries

2900 - Salaries
Total, Non-Certificated Salaries
Employee Benefits & Taxes

3300 - Medicare/ Social Security
3400 - Health and Welfare Benefits
3500 - Unemployment Insurance
3600 - Workers Compensation
3900 - 403B
Total, Employee Benefits
Books & Supplies

Total, Materials & Equipment
Services & Operating

Total, Services & Other Operating
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6900 - Depreciation
Total, Capital Outlay
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Travel Policy
Adopted 7.7.2022

Introduction
When employees travel for company-related purposes, it is SGCA’s responsibility to provide safe and reliable
travel arrangements. This company travel policy serves to clarify the conditions and parameters of a
company-paid trip.
Purpose
The purpose of this company travel policy is to (a) outline the authorization and reimbursement process for
travel arrangements and expenses; (b) list the company-paid travel expenses; and (c) establish protocols that
oversee the travel arrangement process.
Scope
This company travel policy is applicable to all employees under contract at SGCA including contractors,
seasonal, part-time, and full-time employees. SGCA sees traveling out of the city, state, and/or country as a
fully-paid business trip, as well as one-day trips when the travel is ‘away from home’ or worksite for a duration
longer than an ordinary day’s worth of work (8 hours).
Authorization
All company travel arrangements must be authorized by senior employees at least 2 weeks before the expected
travel date, depending on the circumstances and the required travel arrangement time period. Employees are
not permitted to authorize their own travel arrangements.
Travel Arrangement
The Business Department is responsible for the booking and payment of all transportation, accommodation,
and travel-related expenses. Employees shall not receive reimbursement for using airline or hotel rewards
credits (credits, points, etc.) while conducting approved school business. Airline rewards credits do not
translate to a cash value to be reimbursed by SGCA.
Travel Expenses
SGCA employees are entitled to a company-paid Coach/Economy Class travel ticket for any means of
transportation the employee(s) require, including a return plane, boat, bus, or train ticket. If an employee
desires additional travel for personal reasons, they will be financially responsible for the travel fare. SGCA
neither compensates or reimburses employees for use of rental cars.
Accommodations/Lodging
The Business Services Department is responsible for securing the hotel room and paying for an employee's
stay. SGCA employees shall only use commercial lodging establishments such as hotels and motels while
traveling for company purposes. Accommodations/Lodging requests are approved for event days only.
Separate reservations must be made by the employee at their own expenses if the employee intends to stay for
additional days.
Meals & Incidentals
SGCA employees will be compensated for up to three daily meals in accordance with the IRS Per Diem Rates
for FY 2022. For trips of four or more days including travel time, SGCA will pay the cost of one article of
luggage/baggage. Employees will be reimbursed for their transportation to and from the hotel or motel such as
a taxi/UBER/LYFT, including the cost of any gratuity or tip for each trip equaling 15%. For reimbursement, the

employee must provide the Director of Business Services with all receipts for the aforementioned
transportation within 30 days of the conclusion of the trip. If the employee is using their own personal vehicle
for travel, the employee will be reimbursed at the current IRS rate.
Per Diem Rate for Meals & Incidentals
Whenever possible, SGCA will provide the employee with their Per Diem prior to travel. The Per Diem is
intended to cover all meals and incidental expenses inclusive of gratuity or tip.
The SGCA Per Diem Rates for FY 2022 are as follows:
Event Days: $60
Travel Days: $48
Alcoholic Beverages
SGCA employees shall not receive compensation or reimbursement for purchasing alcoholic beverages while
conducting approved SGCA business.
Personal Expenses
SGCA will not be financially responsible for any personal expenses and travel arrangements. If an employee
chooses to travel with a partner, SGCA is not responsible for their partner's accommodation, leisure, and/or
travel expenses.
Driving on Company Business
This guidance applies to all SGCA employees who drive for company business — either a company-owned
vehicle, or their personal vehicle.
Driver’s License
All SGCA employees must have a valid driver’s license to drive for company business and are expected to follow
all local, state, and federal driving requirements.
Insurance Coverage
Most states’ laws require the vehicle owner’s insurance to be the primary coverage, not the company’s, so if
you’re driving your own car, you must be sure that you carry personal auto insurance to comply with state
insurance requirements. Consult your personal insurance agent to ensure that your coverage is adequate for
your protection.
Traffic Citations
Employees are responsible for payment and resolution of any speeding tickets or other traffic or parking
citations they may receive while driving for company business. Employees are expected to comply with all
applicable traffic rules and regulations, avoid distractions, and practice defensive driving skills. Mobile phones
and other devices should not be used when driving on company business

Welcome to Sequoia Grove Charter Alliance
Welcome to Sequoia Grove Charter Alliance:
We are happy to have you join us. The Sequoia Grove Charter Alliance plays a unique role in
ensuring the success of Northern California Charter Schools by providing administrative support,
human resource management, payroll, benefits, tech and library services, and vendor relations
services. We are at the cusp of a significant change occurring in the State of California and we
believe the way we provide education related services to our member charter schools is one of the
many reasons why families choose to homeschool their students. It is the intent of Sequoia Grove
Charter Alliance to remain at the forefront of customer service in this rapidly changing landscape.
We will achieve this goal by recruiting and retaining competent and considerate team members
who share the same desire; to serve charter schools families, families who believe in individualized
education. This handbook has been written to provide you with an overview of Sequoia Grove
Charter Alliance, its personnel policies and procedures, and your benefits as an employee.
You are joining an organization that is in the process of building a reputation for outstanding
leadership, innovation, and expertise. We want to work with and encourage our employees to use
their creativity and talent to invent new solutions, meet new demands, and offer the most effective
services/products in this rapidly growing industry. With your active involvement, creativity, and
support, Sequoia Grove Charter Alliance will continue to grow in our ability to support educational
choice for families. We sincerely hope you will take pride in being an important part of our success.
Sequoia Grove Charter Alliance reserves the right to change its policies at any time, with or without
notice (subject to applicable law), and that such policies are not a contract of any kind and do not
affect the at-will status (if applicable) of the employment relationship. This handbook supersedes
and replaces all previous personnel policies, practices and procedures.
Please take time to review the policies contained in this handbook. If you have questions, feel free
to ask your supervisor or to contact the Human Resources (HR) department.
We welcome you and wish you great success with Sequoia Grove Charter Alliance.
Sincerely,
Royce Gough
Chief Executive Officer

SECTION 1 - INTRODUCTION
Core Purpose
Modification
Adherence to Policies
At-Will Employment
Conflict

SECTION 2 - SEQUOIA GROVE CHARTER ALLIANCE PHILOSOPHY
Who We Are
What We Do

SECTION 3 - REASONABLE ACCOMODATIONS, DISCRIMINATION,
HARASSMENT, RETALIATION & COMPLAINT PROCEDURES

5
5
5
5
6

6
6

Equal Opportunity Employer
Requests for Reasonable Accommodation
Harassment
Workplace Anti-Violence Policy
Lactation Accommodation Policy
Complaint Procedure - Discrimination, Unlawful Harassment, Retaliation
Whistleblower Protection

6
6
7
8
8
8
9

Retaliation Policy

9

SECTION 4 - EMPLOYMENTPOLICIES AND PRACTICES
Employee Classifications
Job Duties
Workday and Workweek
Attendance and Punctuality
Payment of Wages
Payroll Withholding
Overtime/Double-time
Meal and Rest Periods
Timekeeping
Travel
Personal Records
Updating Your Personal Information
Employment Verification
Employment References
Performance Evaluation
Conflicts of Interest – Outside Employment
Progressive Discipline
Resignation
Termination

SECTION 5 - STANDARDS OF CONDUCT
Prohibited Conduct
Remote Work Policy
General Expectations

10
10
11
11
11
12
12
12
13
13-14
15
15
15
15
16
16
17-18
19
19

19
19
19

Drug and Alcohol Abuse Policy
Employee Assistance
Work Rules
Use of SGCA Vehicles - Employees Who Are Required to Drive
Required Testing - Pre-Employment
Reasonable Suspicion
Post-Accident
Collection and Testing Procedures
Consequences
Confidentiality
Crimes Involving Drugs
Personal and Workplace Standards
Dress and Grooming Policy
Addressing Workplace Attire and Hygiene Problems
Reasonable Accommodations for Religious Beliefs
Prohibited Political Activity
Confidential Information
Computer, Email, and Internet Usage Policy
Confidentiality and Monitoring
Appropriate Use
Social Media
Personal or Professional Blogs

SECTION - 6 OPERATIONAL CONSIDERATIONS

20
20
20
21
21
21
22
22
22
23
23
24
24
25
25
25
25
26
26
27
27
28

Employer Property
Monitoring of Network Communications
Use and Dissemination of SCGA Information
Security
Health and Safety
Smoking Policies
Expense Reimbursements

28
29
29
30
30
31
31

Training

31

SECTION 7 - EMPLOYEE BENEFITS/LEAVES
Holidays
Vacation/Paid Time Off (PTO)
Sick Leave
Allotment
Permitted Use
Limits On Use
Notification of Use
Unused Sick Leave andTermination
COVID-19 Supplemental Paid Sick Leave
Paid Sick Leave Donation Policy
Requests for Donations
Donation of Paid Sick Leave
Valuation of Donated Paid Sick leave
Bereavement Leave

3 | Sequoia Grove Charter Alliance

32
33
33
34
34
34
34
35
35
35
36
36
36
36

California Family Rights Act
New Parent Leave Act
Voting Leave
Jury Duty or Subpoena Leave
Domestic Violence Victim Leave
Crime Victims Leave
Right to Participate in School Activity Leave
Emergency Situations
Literacy Education Leave
Drug/Alcohol Rehabilitation Leave
Kin Care
Organ Donor/ Bone Marrow Donor Leave
Military and Reserve Duty Leave
Military Injury Leave
Military Spouse leave
Pregnancy Disability Leave
Unpaid Leave of Absence
Civil Air Patrol Leave
Volunteer Civil Service/Emergency Responder Leave

SECTION 8 - INSURANCE BENEFITS

37-39
39
40
40
40
40
40
40
41
41
42
42
42
42
42
42
43
44
44

Medical, Dental, & Vision Insurance
Cash in Lieu
Life Insurance
COBRA Benefits
Social Security/Medicare
State Disability Insurance (Wage Supplement)
Paid Family Leave (Wage Supplement)

44
44
45
45
45
45
45

Workers Compensation Insurance

45

SECTION 9 - EMPLOYEE HANDBOOK ACKNOWLEDGMENT
Employee Handbook Acknowledgment
Binding Arbitration/Mediation Agreement

4 | Sequoia Grove Charter Alliance

46
47-49

SECTION 1 – INTRODUCTION
The Sequoia Grove Charter Alliance (SGCA) Employee Handbook has been written to serve as a guide for the
employer/employee relationship. This handbook contains only general information and guidelines. It is not intended to
be comprehensive or to address all the possible applications of, or, exceptions to, the general policies and procedures
described. For that reason, if you have any questions concerning eligibility for a particular benefit, or the applicability of
a policy or practice to you, you should address your specific questions to your supervisor or SGCA’s Human Resources
Department. You are responsible for reading, understanding, and complying with the provisions of this handbook. Our
objective is to provide you with a work environment that is constructive to both personally and professionally.
Neither this handbook nor any other SGCA document confers any contractual right, either expressed or implied, to
remain in your employment, nor does it guarantee any fixed term or condition of your employment. Except as otherwise
provided in an executed employment agreement, your employment is not for any specified period of time. You may be
terminated at will with or without cause, and without prior notice by our SGCA, or you may resign for any reason at any
time.
No supervisor or other representative of SGCA, except the Chief Executive Director or designee, has the authority to
enter into any agreement for employment for any specified period of time, or to make any agreement contrary to the
above. Further, the procedures, practices, policies and benefits described herein may be modified or discontinued from
time to time with or without advance notice.
Core Purpose
It is essential to the success of Sequoia Grove Charter Alliance that all employees strive to achieve the highest possible
standards in the performance of their duties and responsibilities. In doing so, you not only enhance your own
professional credibility, but also that of the SGCA. Because good communication is essential to the success of any
business operation, we have developed this Employee Handbook to describe and acquaint you with any of the policies,
procedures and benefits available to you as a SGCA employee. This handbook replaces any previous understanding,
practice, manual, handbook, policy or representation concerning the matters that it addresses. Should you need further
explanation regarding any of the items described in this Handbook, or if you have questions that are not addressed
herein, please contact your supervisor and/or your Human Resources representative.
Modification
While considerable effort has been made to provide clear and accurate information, the handbook's contents may not
necessarily be the final authority in any specific factual situation. Rather, the handbook is intended simply as a
guideline to help you understand some of our policies, procedures, and present benefits (all prior handbooks and
corresponding policies and procedures are superseded by this handbook). It is important to understand, however, that
with the exception of SGCA’s policy of “at-will" employment, all of the SGCA’s policies, procedures and benefits (including
but not limited to those described in this Handbook) may, and likely will, be changed, modified, deleted or amended
from time to time as SGCA deems appropriate to suit specific instances, with or without prior notification to employees.
You are not to rely on any change to this Handbook, however, unless the change is expressed in writing and signed by
the Chief Executive Officer or the Governing Board.
Adherence to Policies
All employees are required to adhere to and always observe the SGCA’s policies and practices. Employees who fail to do
so are subject to such disciplinary action as SGCA deems appropriate, up to and including immediate discharge.
At-Will Employment
Dissemination of this handbook should not be considered as creating any sort of contract of continued employment
(express or implied) or any contractual employee rights regarding personnel policies and procedures. Employment with
SGCA is not of any definite period of time and may be terminated by SGCA Grove Charter Alliance or the employee at
any time with or without cause, and with or without notice, unless a specific agreement to the contrary has been
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expressed in writing and signed by the Organization's Chief Executive Director or Director of Human Resources and the
employee. SGCA’s right to terminate employment, with or without cause or notice also applies to decisions regarding
other terms of employment. including without limitation: promotion or demotion, transfer, compensation, benefits,
duties, and location of work. Any statements or promises to the contrary, whether oral or written, are hereby invalid and
should not be relied upon by prospective or existing employees.
Conflict
The following provisions of this handbook apply to you unless otherwise provided under applicable state or federal law,
or, policies applicable to your specific facility or facilities. If there is a conflict between any such provisions applicable to
state or federal law, or a policy applicable to a specific facility, the terms of such law or site-specific facility policy will
control.

SECTION 2 - SEQUOIA GROVE CHARTER ALLIANCE PHILOSOPHY
Who We Are
SGCA came into existence in 2021 and provides administrative support for member schools located throughout
Northern California. SGCA is led by five Governing Board Members serving 2-year terms, who are appointed by and
represent each of the founding member schools. Our founding member schools are Clarksville Charter School, Feather
River Charter School, Lake View Charter School, and Winship Community School.
What We Do
SGCA exists to provide back-office support to their member schools, and to provide a stable platform upon which
member schools can expand independent study/home school programs and educational opportunities for their
families.

SECTION 3 - REASONABLE ACCOMODATIONS, DISCRIMINATION,UNLAWFUL HARRASSMENT,
RETALIATION, & COMPLAINT PROCEDURES
Equal Opportunity Employer
SGCA is an equal opportunity employer. In accordance with applicable law, SGCA prohibits discrimination, harassment,
intimidation, and bullying based on actual or perceived ancestry, age, color, disability, gender, gender identity, gender
expression, nationality, race or ethnicity, religion, sex, sexual orientation, actual or potential parental, family, marital
status, or association with a person or a group with one or more of these actual or perceived characteristics. SGCA will
ensure that applicants and employees are treated in all aspects of employment without unlawful discrimination
because of these or any other protected basis. Such aspects of employment include, but are not limited to, recruitment,
hiring, promotion, demotion, transfer, layoff, termination, compensation, and training. Additionally, in accordance with
applicable law, SGCA prohibits all forms of unlawful harassment of a sexual or other discriminatory nature. Any conduct
contrary to this policy is prohibited. This policy applies to all applicants and employees of SGCA.
Requests for Reasonable Accommodation
To comply with applicable laws ensuring equal employment opportunities to qualified individuals with a disability,
SGCA will make a good faith effort to provide reasonable accommodations for the known physical or mental limitations
of an otherwise qualified applicant or employee with a disability, unless undue hardship would result to SGCA. An
applicant or employee who believes he or she requires an accommodation in order to perform the essential functions of
the job should contact Human Resources and request such an accommodation, specifying what accommodation he or
she needs to perform the job. SGCA will analyze the situation, engage in an interactive process with the individual, and
respond to the individual’s request. If you believe you have been subjected to discrimination, please for concerns
regarding discrimination, harassment, intimidation, or bullying in employment, you should immediately contact your
immediate supervisor or the Director of Human Resources at 530-768-8020.
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Harassment
It is the policy of the SGCA to ensure equal employment opportunity without discrimination, harassment, intimidation, or
bullying based on actual or perceived ancestry, age, color, disability, gender, gender identity, gender expression,
nationality, race or ethnicity, religion, sex, sexual orientation, actual or potential parental, family, marital status, or
association with a person or a group with one or more of these actual or perceived characteristics. SGCA prohibits any
such discrimination or harassment. In addition, we prohibit abusive conduct/workplace bullying in the work
environment. It is our mission to provide a professional work and learning environment free of harassment,
discrimination and/or workplace bullying that maintains equality, dignity, and respect for all. This policy protects all
employees of SGCA as well as interns, volunteers, and potential employees (applicants). All employees of SGCA are
required to abide by this policy, regardless of position or status, including supervisors, administration, and co-workers.
In addition, this policy prohibits unlawful harassment by third parties, including students, parents, vendors or other
third parties, who have workplace contact with our employees. This policy applies to all applicants and employees (or
other listed individuals), whether related to conduct engaged in by fellow employees or someone not directly connected
to SGCA (e.g., an outside vendor, consultant or customer). Conduct prohibited by these policies is unacceptable in the
workplace and in any work-related setting outside the workplace, such as during business or field trips, meetings and
business or SGCA-related social events.
What is Harassment?
Harassment can take many forms. As used in this Employee Handbook, the terms “discrimination” and “harassment”
includes all unwelcome conduct that comprises the following behavior pertaining to any of the above protected
categories or characteristics:
● Offensive remarks, comments, jokes or slurs pertaining to an individual’s race, religion, sex, sexual
orientation, gender or gender identity or gender expression, age, national origin or ancestry, disability,
citizenship, veteran status, or any other protected status as defined by law or regulation whether verbally or
by electronic means including email, and/or text messages.
● Offensive sexual remarks, sexual advances, flirtations, or requests for sexual favors regardless of the gender
of the individuals involved and whether verbally or by electronic means.
● Offensive physical conduct, including, but not limited to, touching, blocking normal movement or interfering
with another’s work regardless of the gender of the individuals involved, including, but not limited to threats
of harm, violence or assault.
● Offensive pictures, drawings or photographs or other communications, including email, text messages, or
other forms of electronic communication
● Holding work functions in inappropriate venues.
● Sex or gender based practical jokes, sexual favoritism
● Threatening reprisals due to an employee’s refusal to respond to requests for sexual favors or for reporting
a violation of this policy
● Unwelcome sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual
nature, regardless of gender, when:
o Submission to such conduct is made either explicitly or implicitly a term or condition of an
individual’s employment.
o Submission to, or rejection of, such conduct by an individual is used as a basis for employment
decisions affecting such individuals.
o Such conduct has the purpose or effect of substantially interfering with the individual’s work
performance or creating an intimidating, hostile or offensive working environment.
o What is abusive conduct/workplace bullying?
● Conduct of an employee in the workplace that a reasonable person would find hostile, threatening,
intimidating, humiliating and unrelated to an employer’s legitimate business interests.
○ Use of derogatory remarks, insults and/or epithets.
○ Verbal or physical conduct that sabotages or undermines a person’s work performance that is
threatening, humiliating, or intimidating.
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●

Bullying, gossip, profanity, abusive conduct and negative comments are destructive to our SGCA culture,
create false rumors, disrupt SGCA operations and interfere with the privacy of others.

Workplace Anti-Violence Policy
SGCA provides a safe workplace for all employees. To ensure a safe workplace and to reduce the risk of violence, all
employees should review and understand all provisions of this workplace violence policy. SGCA does not tolerate any
type of workplace violence committed by or against employees. Employees are prohibited from making threats or
engaging in violent activities. This list of behaviors provides examples of conduct that is prohibited:
● Causing physical injury to another person.
● Making threatening remarks.
● Displaying aggressive or hostile behavior that creates a reasonable fear of injury to another person or subjects
another individual to emotional distress.
● Intentionally damaging employer property or property of another employee.
● Possessing a weapon while on SGCA property or while on SGCA business.
● Committing acts motivated by, or related to, sexual harassment or domestic violence.
Lactation Accommodation Policy
SGCA provides a reasonable amount of break time to accommodate a female employee’s need to express breast milk
for the employee’s infant child. For those employees that are working at a SGCA site, SGCA will also make a reasonable
effort to provide the employee with the use of a room or other private location in close proximity to the employee’s work
area for the employee to express milk in private. The location will also meet the following requirements: not be a
bathroom; be free from intrusion; be shielded from view; be safe, clean, and free of hazardous materials; contain a
surface to place a breast pump and personal items; contain a place to sit; and have access to electricity or alternative
devices, including, but not limited to, extension cords or charging stations, needed to operate an electric or
battery-powered breast pump. In addition, SGCA shall provide access to a sink with running water and a refrigerator
suitable for storing milk in close proximity to the employee’s work area. If a refrigerator cannot be provided, SGCA may
provide another cooling device suitable for storing milk, such as a SGCA-provided cooler.
SGCA reserves the right to deny an employee’s request for a lactation break if the additional break time will seriously
disrupt operations. Employees requesting an accommodation under this policy should comply with the following
requirements:
●

●

The employee should complete an accommodation request form and contact the employee’s supervisor or
Human Resources to request designation of a location and time to express breast milk under this policy. SGCA
will respond accordingly, generally within two business days.
The requested break time should, if possible, be taken concurrently with other scheduled break periods.
Nonexempt employees should clock out for any lactation breaks that do not run concurrently with normally
scheduled rest periods. Any such breaks will be unpaid.

Complaint Procedure – Discrimination, Unlawful Harassment, Retaliation
SGCA encourages reporting of all perceived incidents of discrimination, harassment, abusive conduct, workplace
violence, or retaliation, regardless of the offender’s identity or position. Any potentially dangerous situations must be
immediately reported to a supervisor or the Director of Human of Resources.
Reports or incidents warranting confidentiality will be handled appropriately, and information will be disclosed to
others only on a need-to-know basis. All parties involved in a situation will be counseled, and the results of
investigations will be discussed with them. SGCA will actively intervene at any indication of a possibly hostile or violent
situation. Individuals who believe that they have been subjected to such conduct should immediately discuss their
concerns with their immediate supervisor or the Director of Human Resources.
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If in the employee’s estimation there is a conflict in reporting any of the behaviors to his or her immediate supervisor,
they are encouraged to discuss their concerns with any SGCA supervisor. In addition, SGCA encourages individuals
who believe they are being subjected to such conduct to promptly advise the offender that his or her behavior is
unwelcome and request that it be discontinued. Often this action alone will resolve the problem. SGCA recognizes,
however, that an individual may prefer to pursue the matter through formal complaint procedures. Every effort will be
made to keep such reports as confidential as possible, although confidentiality cannot be guaranteed. SGCA is serious
about enforcing its policy against harassment; however, SGCA cannot resolve a harassment problem that it does not
know about. Therefore, employees are responsible for bringing any such problems to SGCA’s attention so it can take
whatever steps are necessary to correct the problems.
Supervisors must report all conduct of which they are made aware, which violates, or may violate, policies regarding
discrimination, unlawful harassment, or retaliation to the Director of Human Resources. Supervisors who fail to report
alleged violations may be subject to disciplinary action, up to and including termination.
Whistleblower Policy
SGCA is committed to maintaining a workplace where employees are free to raise good faith concerns regarding
certain business practices, specifically: (1) reporting suspected violations of law, including but not limited to federal
laws and regulations; (2) providing truthful information in connection with an inquiry or investigation by a court, agency,
law enforcement, or other governmental body; and (3) identifying potential violations of SGCA policy, specifically the
policies contained in our SGCA’s Employee Handbook. An employee who wishes to report a suspected violation of law
or SGCA policy may do so by contacting the Director of Human Resources. If you do not feel comfortable reporting the
matter to the Director of Human Resources, you may take the matter directly to the Chief Executive Director (CEO).
Our SGCA expressly prohibits any form of retaliation, including harassment, intimidation, adverse employment actions,
or any other form of retaliation, against employees who raise suspected violations of law, cooperate in inquiries or
investigations, or identify potential violations of SGCA policy. Any employee who engages in retaliation will be subject to
discipline, up to and including termination.
Any employee who believes that he or she has been subjected to any form of retaliation as a result of reporting a
suspected violation of law or policy should immediately report the retaliation to one of the following: the Chief Executive
Director or the Director or Human Resources. Any supervisor, manager, or Human Resources Department member that
receives complaints of retaliation must immediately inform the Director of Human Resources or the Chief Executive
Director (CEO).
Reports of suspected violations of law or policy and reports of retaliation will be investigated promptly and, in a manner,
intended to protect confidentiality as much as possible (although confidentiality cannot be guaranteed) and consistent
with a full and The Human Resources Department and a member of SGCA administration will conduct the investigation
or designate other internal or external parties to conduct the investigation. The investigating parties will notify the
concerned individuals of their findings as appropriate fair investigation.
Retaliation Policy
Retaliation against an individual for reporting harassment, discrimination, abusive conduct or for participating in an
investigation of a claim of such is a serious violation of this policy and, like harassment or discrimination itself, will be
subject to disciplinary action. Acts of retaliation should be reported immediately to Human Resources and will be
promptly investigated and addressed.
As used in this policy, “retaliation” means taking any adverse employment action against an employee because the
employee engaged in protected activity pursuant to this policy. Protected activity may include, but is not necessarily
limited to, opposing a practice or conduct the employee reasonably believes to be unlawful, reporting or assisting in
reporting suspected violations of this policy, cooperating or participating in investigations or proceedings arising out
of a violation of this policy, or engaging in any other activity protected by applicable law.
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As used in this policy, an “adverse employment action” means conduct or an action that materially affects the terms and
conditions of the employee’s employment status or is reasonably likely to deter the employee from engaging in further
protected activity. An adverse employment action may include, but is not limited to, the following: demotion, suspension,
reduction in pay, denial of merit salary increase, failure to hire, refusing to promote, denying employment opportunities,
changing work assignments or otherwise treating an employee differently.
Any retaliatory adverse action because of a protected activity will not be tolerated. If an employee believes he/she has
been subjected to, has witnessed, or has knowledge of retaliation in violation of this policy, please follow the complaint
procedure outlined below.

SECTION 4 – EMPLOYMENT POLICIES AND PRACTICES
Employee Classifications
● Exempt Employees
This category includes all regular employees who are determined by the SGCA to be exempt from certain wage
and hour provisions of state and federal laws. Exempt employees are paid a fixed salary that is intended to
cover all of the compensation to which they are entitled. Exempt employees will be expected to work the number
of hours necessary to complete their assigned responsibilities. Because they are exempt, such employees are
not entitled to additional compensation for extra hours of work. Typically, Administrators are exempt employees.
●

Non-Exempt Employees
This category includes all regular employees who are covered by certain wage and hour provisions of state
and federal laws. Non-exempt employees are entitled to overtime and double-time pay as well as meal and rest
breaks, as prescribed by law. Typically, all part-time and temporary employees are non-exempt. Additionally,
most Classified staff are typically non-exempt employees.

●

Full-Time Employees
Full-time equivalent (FTE) is the number of full-time hours being worked by both full-time and part-time
employees. The FTE calculation is an employee’s scheduled hours divided by the employer’s hours for a
full-time workweek. When an employer has a 40-hour workweek, employees who are scheduled to work 40
hours per week are 1.0 FTEs. Employees scheduled to work 20 hours per week are 0.5 FTEs.

●

Part-Time Employees
Part-time employees are those normally scheduled to work less than 30 hours per week, as determined by
SGCA in its sole discretion.

●

Temporary Employees
Temporary employees are those employed to work on special projects for short periods of time, or on a “fill-in”
basis. These positions are not intended to be a part of the company’s continuing operations. The employment
status of temporary employees will not be changed due to an extension of employment in excess of that
originally planned. Unless otherwise required by applicable law, temporary employees are not eligible for
company benefits.

Job Duties
All employees are informed of their position, duties and responsibilities at the time of hiring. With that said, the SGCA
may require its employees to perform additional duties as assigned. Although SGCA’s employees primarily work from
home at the present time, SGCA reserves the right to require its employees to work at an assigned location depending
upon the needs of the SGCA. SGCA also reserves to offer a transfer to an employee to an equivalent position with the
same pay, benefits, and terms and conditions of employment as necessary to meet the needs of SGCA.
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Workday and Workweek
The Chief Executive Director is responsible for assigning all work schedules. Staff are expected to perform their
respective duties from 7:30 a.m. – 4:00 p.m. Monday – Friday excluding holidays. Schedules may be changed or vary
depending upon a variety of factors depending on the needs of SGCA. All employees are expected to be at their
workstations at the start of their scheduled shift. If you need to modify your schedule, request the change with Human
Resources or your supervisor. All schedule changes or modifications must be approved by the Director of Human
Resources and your supervisor.
Non-exempt employees are not to work before or to continue working after their scheduled hours unless specifically
assigned by the supervisor. Non-exempt employees are not allowed to work “off the clock.” Attendance at
SGCA-sponsored functions is not compensated unless the supervisor has required you to attend. Employees violating
these rules may be subject to disciplinary action up to and including termination.
Attendance and Punctuality
Employees are expected to demonstrate regular attendance and punctuality. Each of our employees is critical to our
success; therefore, regular attendance and punctuality is considered an essential function for all positions. If you are
unable to report for work on any particular day, you must call your supervisor at least one hour before the time you are
scheduled to begin working for that day. Absent extenuating circumstances or a medical provider’s order excusing you
from work, you must phone in each absence to your immediate supervisor. SGCA understands that in some instances
advance notice of an unanticipated absence is not feasible. Employees may be required to provide verification of the
reason or documentation for your absence.
You are expected to report to work on time and return from meal and rest breaks in a timely manner. More than three
instances of tardiness by a non-exempt employee during a three-month time period is considered excessive and will
result in progressive discipline.
Payment of Wages
Employees are paid semi-monthly in accordance with the SGCA’s payroll schedule. The Business Services Administrator
and/or their designee will ensure checks are distributed or mailed to employees who do not have direct deposit. If a
normally scheduled pay day falls on a weekend or holiday, paychecks will be distributed the preceding business day. A
written, signed authorization is required for mail delivery or for delivery of your paycheck to any other person. If you
have an automatic deposit for your paycheck, your funds will be deposited to the financial institution you requested by
the end of business on the scheduled payday. While an automatic deposit may actually credit to your account before
your actual payday, the SGCA is not responsible for automatic payments or withdrawals dated prior to your actual
payday and you should not depend on early deposits of our pay. If a wage garnishment order is received by our SGCA
for one of our employees, we are obligated by law to comply with the demand. The affected employee will receive notice
from his or her supervisor or Human Resources as soon as possible. Employees are paid semi-monthly in accordance
with the SGCA’s payroll schedule. The Payroll Coordinator or his or her designee will distribute checks to those who do
not have direct deposit. If a normally scheduled pay day falls on a weekend or holiday, paychecks will be distributed the
preceding business day.
A written, signed authorization is required for mail delivery or for delivery of your paycheck to any other person. If you
have an automatic deposit for your paycheck, your funds will be deposited to the financial institution you requested by
the end of business on the scheduled payday. While an automatic deposit may actually credit to your account before
your actual “payday,” the SGCA is not responsible for automatic payments or withdraws dated prior to your actual
payday and you should not depend on early deposits of our pay. If a wage garnishment order is received by our SGCA
for one of our employees, we are obligated by law to comply with the demand. The affected employee will receive notice
from his or her supervisor or Human Resources as soon as possible.
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Payroll Withholding
The SGCA is required by law to withhold Federal Income Tax, State Income Tax, Social Security (FICA), and State
Disability Insurance from each employee’s paycheck as outlined below. Additionally, if a garnishment, tax levy, or an
order to withhold child support payments should be delivered, our SGCA must comply with that order within the time
allowed by law and cannot postpone the payroll deduction for any reason. Voluntary deductions, which must be
authorized in writing by employees, may include retirement plans, employee portion of insurance premiums, or any
other benefit made available to employees.
If an employee believes an error has been made in his or her pay or deductions our SGCA will work in good faith to
resolve errors as soon as possible. The employee should notify the Business Services Administrator or his or her
designee of any errors in pay or deductions as soon as they are identified.
Every deduction from the employee’s paycheck is explained on the check voucher/paystub located in their Paycor
Accounts. If the employee does not understand the deduction, then he or she should ask Human Resources to explain it.
The employee may change the number of withholding allowances he or she wishes to claim for Federal and/or State
Income Tax purposes before any pay period by filling out a new W4 form and submitting it to Human Resources.
Overtime/Double-time
All non-exempt employees are required to obtain approval from their supervisor prior to working overtime or
double-time. Failure to obtain such approval may subject an employee to discipline, up to and including termination.
However, in all cases, the SGCA will compensate its non-exempt employees for all hours worked.
Meal and Rest Periods
Under California meal break law, if you are a non-exempt worker, you are entitled to a 30-minute uninterrupted,
duty-free meal break if you work more than 5 hours in a workday. You are also entitled to a 10-minute uninterrupted,
duty-free rest breaks for every 4 hours you work (or “major fraction” thereof).
Meal Break Requirements
If you work over 5 hours in a day, you are entitled to a meal break of at least 30 minutes that must start before
the end of the fifth hour of your shift. BUT you can agree with your boss to waive this meal period provided you
do not work more than 6 hours in the workday.
● If you work over 10 hours in a day, you are entitled to a second meal break of at least 30 minutes that must start
before the end of the tenth hour of your shift. You can agree with your boss to waive the second meal break if
you do not work more than 12 hours and you did not waive your first meal break.
● You must be allowed to take your meal break off work premises and spend your break how you wish, since it is
off the clock.
● You cannot be required to work during any required meal break. [Cal. Lab. C. 512].
● As of 2012, your boss has an affirmative obligation to ensure that breaks are made available to you but the
actual taking of meal breaks is left to the employee. In other words, you are responsible for “breaking” yourself.
Please note: Rest breaks and meal breaks are to be taken separately; they should not be combined.
●

Rest Break Requirements
● Your boss must give you a rest break of at least 10 consecutive minutes that are uninterrupted.
● Rest breaks must be paid.
● If you work at least 3.5 hours in a day, you are entitled to one rest break. If you work over 6 hours, you are
entitled to a second rest break. If you work over 10 hours, you are entitled to a third rest break.
● Rest breaks must, to the extent possible, be in the middle of each work period. If you work 8 hours or so, you
should have a separate rest break both before and after your meal break.
● Your boss may not require you to remain on work premises during your rest breaks.
● You cannot be required to work during any required rest breaks.
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California Rest Break Law Chart
Hours on the Clock
0 – 3:29 hrs.
3:30 – 6 hrs.
6:01 – 10 hrs.
10:01 – 14 hrs.
14:01 – 18 hrs.
18:01 – 22 hrs.

Rest Breaks
0
1
2
3
4
5

Timekeeping - Non-Exempt Employees
Non-exempt employees must accurately complete time records within SGCA’s time keeping system on a daily basis. All
time worked must be recorded. Each daily record must indicate the exact time the employee began and ended their
workday, meal periods taken, and include the employee’s signature. Absences and overtime must be accurately
identified on your time record. Non-exempt employees are not allowed to work “off the clock.” Each employee must sign
and submit his or her own time record. Please note, no employee can record time or submit a time record for another
employee. Each employee must sign and submit his or her own time record. Employees must record all time actually
worked.
Exempt employees must report full days of absence from work. Deductions from an exempt employee’s salary will be
made in accordance with applicable law. Employees are encouraged to contact the Business services Administrator
with any questions concerning their pay.
Travel Policy
Introduction
When employees travel for company-related purposes, it is SGCA’s responsibility to provide safe and reliable travel
arrangements. This company travel policy serves to clarify the conditions and parameters of a company-paid trip.
Purpose
The purpose of this company travel policy is to (a) outline the authorization and reimbursement process for travel
arrangements and expenses; (b) list the company-paid travel expenses; and (c) establish protocols that oversee the
travel arrangement process.
Scope
This company travel policy is applicable to all employees under contract at SGCA including contractors, seasonal,
part-time, and full-time employees. SGCA sees traveling out of the city, state, and/or country as a fully-paid business
trip, as well as one-day trips when the travel is ‘away from home’ or worksite for a duration longer than an ordinary
day’s worth of work (8 hours).
Authorization
All company travel arrangements must be authorized by senior employees at least 2 weeks before the expected travel
date, depending on the circumstances and the required travel arrangement time period. Employees are not permitted to
authorize their own travel arrangements.
Travel Arrangement
The Business Department is responsible for the booking and payment of all transportation, accommodation, and
travel-related expenses. Employees shall not receive reimbursement for using airline or hotel rewards credits (credits,
points, etc.) while conducting approved school business. Airline rewards credits do not translate to a cash value to be
reimbursed by SGCA.
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Travel Expenses
SGCA employees are entitled to a company-paid Coach/Economy Class travel ticket for any means of transportation the
employee(s) require, including a return plane, boat, bus, or train ticket. If an employee desires additional travel for
personal reasons, they will be financially responsible for the travel fare. SGCA neither compensates or reimburses
employees for use of rental cars.
Accommodations/Lodging
The Business Services Department is responsible for securing the hotel room and paying for an employee's stay. SGCA
employees shall only use commercial lodging establishments such as hotels and motels while traveling for company
purposes. Accommodations/Lodging requests are approved for event days only. Separate reservations must be made
by the employee at their own expenses if the employee intends to stay for additional days.
Meals & Incidentals
SGCA employees will be compensated for up to three daily meals in accordance with the IRS Per Diem Rates for FY
2022. For trips of four or more days including travel time, SGCA will pay the cost of one article of luggage/baggage.
Employees will be reimbursed for their transportation to and from the hotel or motel such as a taxi/UBER/LYFT, including
the cost of any gratuity or tip for each trip equaling 15%. For reimbursement, the employee must provide the Director of
Business Services with all receipts for the aforementioned transportation within 30 days of the conclusion of the trip. If
the employee is using their own personal vehicle for travel, the employee will be reimbursed at the current IRS rate.
Per Diem Rate for Meals & Incidentals
Whenever possible, SGCA will provide the employee with their Per Diem prior to travel. The Per Diem is intended to
cover all meals and incidental expenses inclusive of gratuity or tip. The SGCA Per Diem Rates for FY 2022 are as follows:
Event Days: $60
Travel Days: $48
Alcoholic Beverages
SGCA employees shall not receive compensation or reimbursement for purchasing alcoholic beverages while
conducting approved SGCA business.
Personal Expenses
SGCA will not be financially responsible for any personal expenses and travel arrangements. If an employee chooses to
travel with a partner, SGCA is not responsible for their partner's accommodation, leisure, and/or travel expenses.
Driving on Company Business
This guidance applies to all SGCA employees who drive for company business — either a company-owned vehicle, or
their personal vehicle.
Driver’s License
All SGCA employees must have a valid driver’s license to drive for company business and are expected to follow all local,
state, and federal driving requirements.
Insurance Coverage
Most states’ laws require the vehicle owner’s insurance to be the primary coverage, not the company’s, so if you’re
driving your own car, you must be sure that you carry personal auto insurance to comply with state insurance
requirements. Consult your personal insurance agent to ensure that your coverage is adequate for your protection.
Traffic Citations
Employees are responsible for payment and resolution of any speeding tickets or other traffic or parking citations they
may receive while driving for company business. Employees are expected to comply with all applicable traffic rules and
regulations, avoid distractions, and practice defensive driving skills. Mobile phones and other devices should not be
used when driving on company business
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Personnel Records
SGCA’s employee files are maintained by the human resource (HR) department and are considered confidential.
Managers and supervisors, other than the Director of Human Resources and his or her subordinates, may only have
access to personnel file information on a need-to-know basis. A manager or supervisor considering the hire of a former
employee, or the transfer of a current employee may be granted access to the file, or limited parts of it, in accordance
with anti-discrimination laws. Personnel files may not be taken outside of the HR department. Representatives of
government or law enforcement agencies, in the course of their duties, may be allowed access to file information. This
decision will be made at the discretion of the SGCA in response to the employee’s request, a valid subpoena or a valid
court order. Personnel file access by current and former employees will generally be permitted upon request within
[insert number of days based on state law requirements] days of the request, in accordance with state law.
An employee or former employee (or designee) has the right to inspect and receive a copy of his or her personnel
records at reasonable times, at a reasonable place, and upon reasonable advance notice to Human Resources. All
requests should be put in writing preferably on the form maintained by the SGCA. If the request includes a request for
copies the employee or former employee may be required to pay for the actual costs of copying. SGCA will respond to
such a request within 30 days of receipt of the written request. Employees are not entitled to inspect or copy letters of
reference, records that relate to an investigation of possible criminal activity, ratings, reports, or records obtained prior
to employment, prepared by examination committee members or obtained in connection with a promotional
examination.
Updating Your Personal Information
Some life events require a change in the information the university keeps on file, such as your name or address.
Employees are responsible for notifying the Records Office and the Benefits Office of any changes in personal status
that change benefits enrollment or contact information on a timely basis.
You will need to update your personal information if:
●

You have recently changed your name (include a copy of your new social security card).

●

You have moved or recently had a change of address, either home or campus.

●

Your marital status has changed (include a copy of your marriage certificate or divorce decree).

●

You would like to update your emergency contact.

●

You would like to change tax withholding.

●

Your employment status has changed.

How to update your information
To update your employee records, fill out the Employee Change of Personal Information Form and include applicable
documentation. A copy of the forms will be kept on record in the Benefits and Records Offices, but you are responsible
for keeping a copy of any changes and verifying that the change has been executed as requested.
Employment Verification
All requests for verification of employment should be directed to the Business Services Administrator. The employee
must provide prior written authorization to SGCA in order to share the information.
Employee References
All reference requests from outside employers must be directed to the Human Resources Department. Only Human
Resources is authorized to provide reference requests or disclose personal information pertaining to current or former
employees. The SGCA will only disclose only the dates of employment and the title of the last position held. SGCA will
only verify or disclose additional information about the employee if the employee has provided prior written
authorization for SGCA to do so. SGCA will provide information regarding current or former employees as required by
law or court order.
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Performance Evaluation
The success of SGCA relies on how well our employees are performing. SGCA’s evaluation process is designed to
recognize employees who model exemplary hard and soft skills while providing assistance and direction to
underperforming employees. SGCA wants each of its employees to know how they’re performing; to recognize stellar or
improved performance and attempt to remediate poor performance as expeditiously as possible if necessary. Through
the evaluation process SGCA gains a greater understanding of each of its employees' commitment to its mission and
vision — and the employees potential for assuming greater responsibility. Evaluation of all personnel is a continual
process established to provide a process for growth. The performance evaluation of employees also helps SGCA
determine areas of strength and areas for growth.
All SGCA Personnel shall be evaluated onceannually.
● There shall be one evaluation process and one evaluation instrument/form for each non-exempt employee.
● Employees who are employed after the start of the academic year will utilize a revised and potentially shorter
timeline for the evaluation process as appropriate.
● The evaluation shall be based on the manner and level of proficiency each employee exhibits in the daily
performance of their duties and responsibilities.
● The process will commence with a pre-conference on or about October 1 of each academic year with the
employee and his/her supervisor or other management team member. The purpose of the conference is to
familiarize the employee with the evaluation process and to allow management and the employee the
opportunity to discuss expectations, goals, and to address any questions the employee may have regarding
the process.
● At the time of the pre-conference the employee will be asked to complete a self-reflection.
● If an employee is assigned at two or more sites, a second administrator may collect evaluation data through
observations and confer with the management team member regarding the employee's performance.
● The evaluation shall conclude with a post-conference on or about May 1st of each year. During this conference
the evaluator will present the employee with his/her annual evaluation. If the administrator has concerns that
any areas are unsatisfactory or in need of improvement, it is during this conference he/she will discuss their
concerns with the employee and make suggestions for improvement.
● All employees are required to sign their evaluations. Your signature does imply agreement with the content of
the evaluation, but rather serves as an acknowledgement that you received your annual evaluation.
Conflicts of Interest-Outside Employment
SGCA recognizes that some employees may need or want to hold additional jobs outside their employment with the
SGCA. Employees are permitted to engage in outside work or hold other jobs, subject to certain restrictions based on
reasonable business concerns.
SGCA applies this policy consistently and without discrimination to all employees, and in compliance with all applicable
employment and labor laws and regulations. The following rules for outside employment apply to all employees
notifying their supervisors or managers of their intent to engage in outside employment:
Work-related activities and conduct away from SGCA must not compete with, conflict with or compromise SGCA’s
interests or adversely affect job performance and the ability to fulfill all responsibilities to the SGCA. Employees are
prohibited from performing any services for customers of SGCA that are normally performed by SGCA. This prohibition
also extends to the unauthorized use of any SGCA tools, equipment, logo, and the unauthorized use or application of
any SGCA confidential information. In addition, employees may not solicit or conduct any outside business during work
time for SGCA. Under no circumstances shall and SGCA employee render services for any other employer during the
course of their workday/workweek with SGCA.
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SGCA employees must carefully consider the demands that additional work activity will create before accepting outside
employment. Outside employment will not be considered an excuse for poor job performance, absenteeism, tardiness,
leaving early, refusal to travel, or refusal to work overtime or different hours. If outside work activity causes or
contributes to job-related problems at SGCA, the employee will be asked to discontinue the outside employment, and
the employee may be subject to the normal disciplinary procedures for dealing with the resulting job-related problem(s).
Employees may not use SGCA paid sick leave to perform work for another employer.
If an employee's outside employment presents a conflict of interest with the SGCA, as defined in the Conflict-of-Interest
Policy, or if such outside employment has any potential for negative impact on the SGCA, the employee will be asked to
terminate the outside employment.
Fraudulent use of SGCA sick leave or an employee’s refusal to comply with SGCA's reasonable request to terminate
outside employment may result in immediate termination of employment with the SGCA.
Progressive Discipline
SGCA's progressive discipline policy and procedures are designed to provide a structured corrective action process to
improve and prevent a recurrence of undesirable employee behavior and performance issues.
Outlined below are the steps of SGCA's progressive discipline policy and procedures. SGCA reserves the right to
combine or skip steps depending on the facts of each situation and the nature of the offense. Some of the factors that
will be considered are whether the offense is repeated despite coaching, counseling or training; the employee's work
record; and the impact the conduct and performance issues have on the organization.
Nothing in this policy provides any contractual rights regarding employee discipline or counseling, nor should anything
in this policy be read or construed as modifying or altering the employment-at-will relationship between SGCA and its
employees.
Procedure
Step 1: Counseling and verbal warning
Step 1 creates an opportunity for the immediate supervisor to bring attention to the existing performance, conduct or
attendance issue. The supervisor should discuss with the employee the nature of the problem or the violation of SGCA
policies and procedures. The supervisor is expected to clearly describe expectations and steps the employee must take
to improve his or her performance or resolve the problem. Within five business days, the supervisor will prepare written
documentation of the verbal counseling. The employee will be asked to sign this document to demonstrate his or her
understanding of the issues and the corrective action.
Step 2: Written warning
The Step 2 written warning involves more-formal documentation of the performance, conduct or attendance issues and
consequences. During Step 2, the immediate supervisor and a division manager or director will meet with the employee
to review any additional incidents or information about the performance, conduct or attendance issues as well as any
prior relevant corrective action plans. Management will outline the consequences for the employee of his or her
continued failure to meet performance or conduct expectations.
A formal performance improvement plan (PIP) requiring the employee's immediate and sustained corrective action will
be issued within five business days of a Step 2 meeting. The written warning may also include a statement indicating
that the employee may be subject to additional discipline, up to and including termination, if immediate and sustained
corrective action is not taken.
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Upon receiving a written warning, the employees will have the opportunity to respond in writing, present information,
and dispute information management has used to issue disciplinary action. The purpose of this process is to provide
insight into extenuating circumstances that may have contributed to the employee's performance or conduct issues
while allowing for an equitable solution. If the employee does not present this information during any of the step
meetings, he or she will have five business days after each of those meetings to present such information.
Step 3: Suspension and Final Written Warning
Some performance, conduct or safety incidents are so problematic and harmful that the most effective action may be
the temporary removal of the employee from the workplace. When immediate action is necessary to ensure the safety of
the employee or others, the immediate supervisor may suspend the employee pending the results of an investigation.
Suspensions that are recommended as part of the normal sequence of the progressive discipline policy and
procedures are subject to approval from Human Resources.
Depending on the seriousness of the infraction, the employee may be suspended without pay in full-day increments
consistent with federal, state and local wage and hour employment laws. Non-Exempt/hourly employees may not
substitute or use an accrued paid vacation or sick day in lieu of the unpaid suspension. In compliance with the Fair
Labor Standards Act (FLSA), unpaid suspension of salaried/exempt employees is reserved for serious workplace safety
or conduct issues. The Human Resources Department will provide guidance to ensure that the discipline is
administered without jeopardizing the FLSA exemption status.
Pay may be restored to the employee if an investigation of the incident or infraction absolves the employee of
wrongdoing.
Step 4: Recommendation for termination of employment
The last and most serious step in the progressive discipline process is a recommendation to terminate employment.
Generally, SGCA will try to exercise the progressive nature of this policy by first providing warnings, issuing a final
written warning or suspending the employee from the workplace before proceeding to a recommendation to terminate
employment. However, SGCA reserves the right to combine and skip steps depending on the circumstances of each
situation and the nature of the offense. Furthermore, employees may be terminated without prior notice or disciplinary
action.
Management's recommendation to terminate employment must be approved by human resources (HR) and the division
director or designate. Final approval may be required from the CEO or designate.
Performance and Conduct Issues Not Subject to Progressive Discipline
Behavior that is illegal is not subject to progressive discipline and may result in immediate termination. Such behavior
may be reported to local law enforcement authorities. Similarly, theft, substance abuse, intoxication, fighting and other
acts of violence at work are also not subject to progressive discipline and may be grounds for immediate termination.
Documentation
The employee will be provided copies of all progressive discipline documentation, including all PIPs. The employee will
be asked to sign copies of this documentation attesting to his or her receipt and understanding of the corrective action
outlined in these documents. Copies of these documents will be placed in the employee's official personnel file.

18 | Sequoia Grove Charter Alliance

Resignation from Employment
A resignation occurs when an employee submits a written or verbal notice of resignation, including intent to retire, to
his or her supervisor or when an employee is absent from work for three consecutive workdays and fails to contact his
or her supervisor (job abandonment).
●

Employees are requested to provide a minimum of two weeks' notice of their intention to separate employment.
The employee should provide a written resignation notification to his or her manager.

●

Upon receipt of an employee's resignation, the manager will notify the human resource (HR) department by
sending a copy of the resignation letter and any other pertinent information (e.g., employee's reason for
leaving, last day of work).

●

The HR department will coordinate the employee's departure from SGCA. This process will include the
employee's returning all SGCA property, a review of the employee's post-termination benefits status and the
employee's completion of an exit interview.

●

Employees who possess a security clearance must meet with the security officer for a debriefing no later than
their last day of employment.

Termination of Employment
A termination occurs when the employer informs the employee in writing that their services will no longer be needed,
and their term of employment has ended with SGCA.

SECTION 5 - STANDARDS OF CONDUCT
Prohibited Conduct
SGCA adopts this Employee Conduct and Work Rules Policy to ensure orderly operations and provide the best possible
work environment. SGCA expects employees and others who are engaged to provide services, such as temporary
personnel, consultants and independent contractors, to follow these rules of conduct while on SGCA premises,
attending SGCA functions or otherwise performing work-related activity.
In addition to maintaining and enforcing this policy to protect the interests and safety of all employees and the
organization, SGCA complies with all applicable federal, state and local laws and regulations concerning
employer/employee rights and obligations. SGCA is responsible for providing a safe and secure workplace and strives
to ensure that all individuals associated with SGCA are treated in a respectful and fair manner. Though it is not possible
to list all forms of behavior that are unacceptable in the workplace, the following are examples of behavior that would be
considered infractions of SGCA’s rules of conduct. Such behavior may result in disciplinary action, up to and including
termination of employment. This list is not intended to be exhaustive:
Remote-Work Conduct Policy
As our workforce continues to operate with some or all employees working at locations other than SGCA’s offices, the
following expectations for employees are being clarified to avoid issues that may cause disruption to the workday
and/or during virtual meetings.
General Expectations
● Remote employees are expected to be available and communicative during scheduled work hours.
●

SGCA work rules and other policies continue to apply at offsite work locations.

●

Consumption of alcohol during work hours is never acceptable.

●

Employees should seek a quiet and distraction-free working space, to the extent possible.

●

Employees are expected to maintain their workspace in a safe manner, free from safety hazards.

19 | Sequoia Grove Charter Alliance

●

Virtual Meetings:
●

While distractions are often unavoidable, try to keep them to a minimum. No music or television in the
background during meetings.

●

Keep yourself muted during video or audio conferencing unless you are speaking.

●

Please have your video on.

●

Smoking or vaping is not permitted during a video conference.

●

Casual dress is acceptable; however, use discretion. No sleeveless tops, pajamas or other apparel that
would not be appropriate to wear outside of your home.

● Avoid multitasking. Give your full attention to the meeting as if you were face to face.
Drug and Alcohol Abuse
In compliance with the Drug-Free Workplace Act of 1988, SGCA is committed to providing its employees with a safe,
quality-oriented and productive work environment. Alcohol and drug abuse poses a threat to the health and safety of
SGCA employees and to the security of the SGCA’s equipment and facilities. For these reasons, SGCA is committed to the
elimination of drug and alcohol use and abuse in the workplace.
Employee Assistance
SGCA will assist and support employees who voluntarily seek help for drug or alcohol problems before becoming
subject to discipline or termination under this or other SGCA policies. Such employees will be allowed to use accrued
paid time off, placed on leaves of absence, referred to treatment providers and otherwise accommodated as required
by law. Employees may be required to document that they are successfully following prescribed treatment and to take
and pass follow-up tests if they hold jobs that are safety-sensitive or require driving, or if they have violated this policy
previously. Once a drug test has been initiated under this policy, unless otherwise required by the Family and Medical
Leave Act or the Americans with Disabilities Act, the employee will have forfeited the opportunity to be granted a leave
of absence for treatment, and will face possible discipline, up to and including discharge.
Employees should report to work fit for duty and free of any adverse effects of illegal drugs or alcohol. This policy does
not prohibit employees from the lawful use and possession of prescribed medications. Employees must, however,
consult with their doctors about the medications’ effect on their fitness for duty and ability to work safely, and they must
promptly disclose any work restrictions to their supervisor.
Work Rules
Whenever employees are working, are operating any SGCA vehicle, are present on SGCA premises, or are conducting
SGCA-related work offsite or remotely, they are prohibited from:
●

Using, possessing, buying, selling, manufacturing or dispensing an illegal drug (to include possession of drug
paraphernalia).

●

Being under the influence of alcohol or an illegal drug as defined in this policy.

●

Possessing or consuming alcohol.

●

The presence of any detectable amount of any illegal drug, illegal controlled substance or alcohol in an
employee’s body system, while performing SGCA business or while in a SGCA facility, is prohibited.

●

The Alliance will also not allow employees to perform their duties while taking prescribed drugs that are
adversely affecting their ability to safely and effectively perform their job duties. Employees taking a prescribed
medication must carry it in a container labeled by a licensed pharmacist or be prepared to produce the
container if asked.

●

Any illegal drugs or drug paraphernalia will be turned over to an appropriate law enforcement agency and may
result in criminal prosecution.
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Use of SGCA Vehicles
Any employee for whom driving is an essential job duty must be authorized and approved by the Chief Executive
Director or Director of Human Resources to drive SGCA vehicles. If the driver of the vehicle recognizes any maintenance
or safety issues prior to, or during the operation of the vehicle, it’s incumbent upon them to immediately notify the
employer. Furthermore, if the vehicle is unsafe to drive the employee must cease driving the vehicle and call for and
request assistance. The employee driver will sign a vehicle log report noting any problems with, or damage to, the
vehicle after each use. Should the employee return the vehicle to the SGCA with damage to the vehicle, the vehicle log
report will be used as support evidence of the condition of the vehicle before it was used by the employee driver. Any
vehicle found to be unsafe will be removed from the operational fleet until appropriate maintenance or repairs have
occurred.
Required Testing- Pre-Employment
Applicants being considered for hire in a position that requires driving must pass a drug test before beginning work or
receiving an offer of employment. Refusal to submit to testing will result in disqualification of further employment
consideration.
Reasonable Suspicion
Employees are subject to testing based on (but not limited to) observations by management, a supervisor, or fellow
employee of apparent workplace use, possession or impairment. Human Resources or an immediate supervisor should
be consulted before sending an employee for testing. Management must use reasonable suspicion and document
specific observations and behaviors that create a reasonable suspicion that an employee is under the influence of
illegal drugs or alcohol. Examples include:
●

Odors (smell of alcohol, body odor or urine).

●

Movements (unsteady, fidgety, dizzy).

●

Eyes (dilated, constricted or watery eyes, or involuntary eye movements).

●

Face (flushed, sweating, confused or blank look).

●

Speech (slurred, slow, distracted mid-thought, inability to verbalize thoughts).

●

Emotions (argumentative, agitated, irritable, drowsy).

●

Actions (yawning, twitching).

●

Inactions (sleeping, unconscious, no reaction to questions).

When reasonable suspicion testing is warranted, both management and the Human Resources Department will meet
with the employee to explain the observations and the requirement to undergo a drug and/or alcohol test within two
hours. Refusal by an employee will be treated as a positive drug test result and will result in immediate termination of
employment. Under no circumstances will the employee be allowed to drive himself or herself to the testing facility. A
member of management must transport the employee or arrange for a cab and arrange for the employee to be
transported home.
Post-Accident
Employees are subject to testing when they cause or contribute to accidents that seriously damage an SGCA vehicle,
machinery, equipment or property or that result in an injury to themselves or another employee requiring offsite medical
attention. A circumstance that constitutes probable belief will be presumed to arise in any instance involving a
work-related accident or injury in which an employee who was operating a motorized vehicle (including an Alliance
forklift, pickup truck, overhead crane or aerial/man-lift) is found to be responsible for causing the accident. In any of
these instances, the investigation and subsequent testing must take place within two hours following the accident, if not
sooner. Refusal by an employee will be treated as a positive drug test result and will result in immediate termination of
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employment. Under no circumstances will the employee be allowed to drive himself or herself to the testing facility. A
member of management must transport the employee or arrange for a cab and arrange for the employee to be
transported home.
Collection and Testing Procedures
Employees subject to alcohol testing will be transported to a SGCA designated facility and directed to provide breath
specimens. Breath specimens will be tested by trained technicians using federally approved breath alcohol testing
devices capable of producing printed results that identify the employee. If an employee’s breath alcohol concentration
is .04 or more, a second breath specimen will be tested approximately 20 minutes later. The results of the second test
will be determinative. Alcohol tests may, however, be a breath, blood or saliva test, at SGCA’s discretion. For purposes of
this policy, test results generated by law enforcement or medical providers may be considered by SGCA as work rule
violations.
Applicants and employees subject to drug testing will be transported to an Alliance-designated testing facility and
directed to provide urine specimens. Applicants and employees may provide specimens in private unless they appear
to be submitting altered, adulterated or substitute specimens. Collected specimens will be sent to a federally certified
laboratory and tested for evidence of marijuana, cocaine, opiates, amphetamines, PCP, benzodiazepines, methadone,
methaqualone and propoxyphene use. (Where indicated, specimens may be tested for other illegal drugs.) The
laboratory will screen all specimens and confirm all positive screens. There must be a chain of custody from the time
specimens are collected through testing and storage.
The laboratory will transmit all positive drug test results to a medical review officer (MRO) retained by the SGCA, who will
offer individuals with positive results a reasonable opportunity to rebut or explain the results. Individuals with positive
test results may also ask the MRO to have their split specimen sent to another federally certified laboratory to be tested
at the applicant’s or employee’s own expense. Such requests must be made within 72 hours of notice of test results. If
the second facility fails to find any evidence of drug use in the split specimen, the employee or applicant will be treated
as passing the test. In no event should a positive test result be communicated to the Alliance until such time that the
MRO has confirmed the test to be positive.
Consequences
Applicants who refuse to cooperate in a drug test or who test positive will not be hired and will not be allowed to
reapply/retest in the future.
Employees who refuse to cooperate in required tests or who use, possess, buy, sell, manufacture or dispense an illegal
drug in violation of this policy will be terminated. If the employee refuses to be tested, yet SGCA believes he or she is
impaired, under no circumstances will the employee be allowed to drive himself or herself home.
Employees who test positive, or otherwise violate this policy, will be subject to discipline, up to and including
termination. Depending on the circumstances, the employee’s work history/record and any state law requirements,
SGCA may offer an employee who violates this policy or tests positive the opportunity to return to work on a last-chance
basis pursuant to mutually agreeable terms, which could include follow-up drug testing at times and frequencies
determined by the Alliance for a minimum of one year but not more than two years as well as a waiver of the right to
contest any termination resulting from a subsequent positive test. If the employee either does not complete the
rehabilitation program or tests positive after completing the rehabilitation program, the employee will be immediately
discharged from employment.
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Employees will be paid for time spent in alcohol or drug testing and then suspended pending the results of the drug or
alcohol test. After the results of the test are received, a date and time will be scheduled to discuss the results of the test;
this meeting will include a member of management and the Human Resources Department. Should the results prove to
be negative, the employee will receive back pay for the times/days of suspension.
Confidentiality
Information and records relating to positive test results, drug and alcohol dependencies, and legitimate medical
explanations provided to the MRO will be kept confidential to the extent required by law and maintained in secure files
separate from normal personnel files. Such records and information may be disclosed among managers and
supervisors on a need-to-know basis and may also be disclosed when relevant to a grievance, charge, claim or other
legal proceeding initiated by or on behalf of an employee or applicant.
Inspections
SGCA reserves the right to inspect all portions of its premises for drugs, alcohol or other contraband; affected
employees may have union representation involved in this process. All employees, contract employees and visitors may
be asked to cooperate in inspections of their persons, work areas and property that might conceal a drug, alcohol or
other contraband. Employees who possess such contraband or refuse to cooperate in such inspections are subject to
appropriate discipline, up to and including discharge.
Crimes Involving Drugs
SGCA prohibits all employees, including employees performing work under government contracts, from manufacturing,
distributing, dispensing, possessing or using an illegal drug in or on SGCA premises or while conducting SGCA
business. The Alliance employees are also prohibited from misusing legally prescribed or over the counter (OTC) drugs.
Law enforcement personnel may be notified, as appropriate, when criminal activity is suspected.
SGCA does not desire to intrude into the private lives of its employees but recognizes that employees’ off-the-job
involvement with drugs and alcohol may have an impact on the workplace. Therefore, SGCA reserves the right to take
appropriate disciplinary action for drug use, sale or distribution while off SGCA premises. All employees who are
convicted of, plead guilty to or are sentenced for a crime involving an illegal drug are required to report the conviction,
plea or sentence to HR within five days. Failure to comply will result in automatic discharge. Cooperation in complying
may result in suspension without pay to allow management to review the nature of the charges and the employee’s past
record with SGCA.
Definitions
“SGCA premises” includes all buildings, offices, facilities, grounds, parking lots, lockers, places and vehicles owned,
leased or managed by the SGCA, or any site on which SGCA is conducting business.
“Illegal drug” means a substance whose use or possession is controlled by federal law but that is not being used or
possessed under the supervision of a licensed healthcare professional. (Controlled substances are listed in Schedules
I-V of 21 C.F.R. Part 1308.)
“Refuse to cooperate” means to obstruct the collection or testing process; to submit an altered, adulterated or
substituted sample; to fail to show up for a scheduled test; to refuse to complete the requested drug testing forms; or to
fail to promptly provide specimen(s) for testing when directed to do so, without a valid medical basis for the failure.
Employees who leave the scene of an accident without justifiable explanation prior to submission to drug and alcohol
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testing will also be considered to have refused to cooperate and will automatically be subject to discharge.
“Under the influence of alcohol” means an alcohol concentration equal to or greater than .04, or actions, appearance,
speech or bodily odors that reasonably cause a supervisor to conclude that an employee is impaired because of
alcohol use.
“Under the influence of drugs” means a confirmed positive test result for illegal drug use per this policy. In addition, it
means the misuse of legal drugs (prescription and possibly OTC) when there is not a valid prescription from a physician
for the lawful use of a drug during medical treatment (containers must include the patient’s name, the name of the
substance, quantity/amount to be taken and the period of authorization).
Personal and Workplace Standards
SGCA strives to maintain a workplace environment that functions well and is free from unnecessary distractions and
annoyances. As part of that effort, SGCA requires employees to maintain a neat and clean appearance that is
appropriate for the workplace setting and for the work being performed. To that end, SGCA management and
supervisors may determine and enforce guidelines for workplace grooming in their areas; guidelines may limit natural
or artificial scents that could be distracting or annoying to others. SGCA employees are expected to present a
professional, businesslike image to clients, visitors, customers and the public.
Dress Code and Grooming Policy
SGCA’s dress code policy is designed to help us all provide a consistent professional appearance to our customers and
colleagues. Our appearance reflects on ourselves and the company. The goal is to be sure that we maintain a positive
appearance and not to offend customers, clients, or colleagues.
●

Employees are expected to dress in [casual, business casual, smart casual, business] attire unless the day’s
tasks require otherwise.

●

Employees must always present a clean, professional appearance. Everyone is expected to be well-groomed
and wear clean clothing, free of holes, tears, or other signs of wear.

●

Clothing with offensive or inappropriate designs or stamps are not allowed.

●

Clothing should not be too revealing.

●

Managers or supervisors are expected to inform employees when they are violating the dress code. Employees
in violation are expected to immediately correct the issue. This may include having to leave work to change
clothes.

Business Casual dress is defined as follows:
●

Casual shirts: All shirts with collars, business casual crewneck or V-neck shirts, blouses, and golf and polo
shirts. Examples of inappropriate shirts include T-shirts, shirts with inappropriate slogans, logos, tank tops,
muscle shirts, camouflage and crop tops.

●

Pants: Casual slacks and trousers and jeans without holes, frays, etc. Examples of inappropriate pants include
shorts, camouflage, and pants worn below the waist or hip line.

Repeated violations or violations that have major repercussions may result in disciplinary action being taken up to and
including termination.
Addressing Workplace Attire and Hygiene Problems
Violations of the policy can range from offensive perfumes to body odor. If a staff member’s poor hygiene or use of too
much perfume/cologne is an issue, the supervisor should discuss the problem with the staff member in private and
should point out the specific areas to be corrected. If the problem persists, supervisors should notify management who
follow the normal corrective action process.
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Reasonable Accommodation for Religious Beliefs
SGCA recognizes the importance of individually held religious beliefs to persons within its workforce. SGCA will
reasonably accommodate a staff member’s religious beliefs in terms of workplace attire unless the accommodation
creates an undue hardship. Accommodation of religious beliefs in terms of attire may be difficult in light of safety issues
for staff members. Those requesting a workplace attire accommodation based on religious beliefs should be referred to
the human resources department.
Prohibited Political Activity Policy
SGCA encourages employees to participate in lawful political activities. Participating in these activities must be
conducted on the employee's own time and should in no way suggest SGCA's support.
The following activities are prohibited from being performed while on-duty:
●

Demonstrating.

●

Circulating petitions.

●

Soliciting votes or contributions at any time in any working area of an SGCA facility.

●

Conducting or participating in opinion polls.

●

Fundraising.

●

All other activities not considered part of the employee's normal duties.

●

Employees may not use SGCA equipment or resources for making, copying or distributing political materials or
messages.

Political messages that are inappropriate or offensive to co-workers are prohibited. Harassment of co-workers,
customers or vendors regarding political preferences will not be tolerated.
Confidential Information
Employees will perform services for SGCA that may require SGCA to disclose confidential and proprietary information
("Confidential Information") to the Employee. (Confidential Information is information and data of any kind concerning
any matters affecting or relating to SGCA, the business or operations of SGCA, and/or the products, drawings, plans,
processes, or other data of SGCA Grove Charter Alliance not generally known or available outside of SGCA.
Accordingly, to protect the Confidential Information that will be disclosed during employment, the Employee agrees as
follows:
●

Employee will hold the Confidential Information received from SGCA in strict confidence and will exercise a
reasonable degree of care to prevent disclosure to others.

●

Employee will not disclose or divulge either directly or indirectly the Confidential Information to others unless
first authorized to do so in writing by SGCA management.

●

Employee will not reproduce the Confidential Information nor use this information commercially or for any
purpose other than the performance of his/her duties for SGCA.

●

Employee will, upon request or upon termination of his/her relationship with SGCA, deliver to SGCA any
drawings, notes, documents, equipment, and materials received from the SGCA or originating from employment
with SGCA.

●

SGCA will have the sole right to determine the treatment of all inventions, writings, ideas and discoveries
received from Employee during the period of employment with SGCA, including the right to keep the same as a
trade secret, to use and disclose the same without prior patent applications, to file copyright registrations in its
own name, or to follow any other procedure as SGCA may deem appropriate.

●

SGCA reserves the right to take disciplinary action, up to and including termination, for violations of this
agreement in addition to pursuing civil or criminal penalties.
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●

This agreement will be interpreted under and governed by the laws of the state of California.

●

All provisions of this agreement will be applicable only to the extent that they do not violate any applicable law
and are intended to be limited to the extent necessary so that they will not render this agreement invalid, illegal
or unenforceable. If any provision of this agreement or any application thereof will be held to be invalid, illegal
or unenforceable, the validity, legality and enforceability of other provisions of this agreement or of any other
application of such provision will in no way be affected thereby.

Computer, E-mail, and Internet Usage Policy
SGCA recognizes that use of the Internet and e-mail is necessary in the workplace, and employees are encouraged to
use the Internet and e-mail systems responsibly, as unacceptable use can place SGCA and others at risk. This policy
outlines the guidelines for acceptable use of SGCA’s technology systems. This policy must be followed in conjunction
with other SGCA policies governing appropriate workplace conduct and behavior. Any employee who abuses the
SGCA-provided access to email, the Internet, or other electronic communications or networks, including social media,
may be denied future access and, if appropriate, be subject to disciplinary action up to and including termination.
SGCA complies with all applicable federal, state and local laws as they concern the employer/employee relationship,
and nothing contained herein should be misconstrued to violate any of the rights or responsibilities contained in such
laws.
Questions regarding the appropriate use of the SGCA’s electronic communications equipment or systems, including
e-mail and the Internet, should be directed to your supervisor or the Director of Human Resources.
SGCA has established the following guidelines for employee use of SGCA's technology and communications networks,
including the Internet and e-mail, in an appropriate, ethical and professional manner.
Confidentiality and Monitoring
All technology provided by SGCA, including computer systems, communication networks, SGCA-related work records
and other information stored electronically, is the property of SGCA and not the employee. In general, use of SGCA's
technology systems and electronic communications should be job-related and not for personal convenience. SGCA
reserves the right to examine, monitor and regulate e-mail and other electronic communications, directories, files and
all other content, including Internet use, transmitted by or stored in its technology systems, whether onsite or offsite.
Internal and external email, voice mail, text messages and other electronic communications are considered business
records and may be subject to discovery in the event of litigation. Employees must be aware of this possibility when
communicating electronically within and outside SGCA.
Appropriate Use
SGCA employees are expected to use technology responsibly and productively as necessary for their jobs. Internet
access and e-mail use is for job-related activities; however, minimal personal use is acceptable.
Employees may not use SGCA's Internet, e-mail or other electronic communications to transmit, retrieve or store any
communications or other content of a defamatory, discriminatory, harassing or pornographic nature. No messages with
derogatory or inflammatory remarks about an individual's race, age, disability, religion, national origin, physical
attributes or sexual preference may be transmitted. Harassment of any kind is prohibited.
Disparaging, abusive, profane or offensive language and any illegal activities—including piracy, cracking, extortion,
blackmail, copyright infringement and unauthorized access to any computers on the Internet or e-mail—are forbidden.
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Copyrighted materials belonging to entities other than the SGCA may not be transmitted by employees on the SGCA's
network without permission of the copyright holder.
Employees may not use SGCA’s computer systems in a way that disrupts its use by others. This includes sending or
receiving excessive numbers of large files and spamming (sending unsolicited e-mail to thousands of users).
Employees are prohibited from downloading software or other program files or online services from the Internet without
prior approval from the IT department. All files or software should be passed through virus-protection programs prior to
use. Failure to detect viruses could result in corruption or damage to files or unauthorized entry into SGCA systems and
networks.
Every employee of SGCA is responsible for the content of all text, audio, video or image files that he or she places or
sends over SGCA's Internet and e-mail systems. No e-mail or other electronic communications may be sent that hide the
identity of the sender or represent the sender as someone else. SGCA's corporate identity is attached to all outgoing
email communications, which should reflect corporate values and appropriate workplace language and conduct.
Social Media
SGCA has adopted the following policy regarding employees’ behavior on social networking sites including but not
limited to Facebook, Twitter, LinkedIn, Pinterest, Instagram, Snap Chat and YouTube. If you wish to use networking
protocols or set up a social media site as a part of the educational process, please work with our administrators and
technology staff to identify and use a restricted, SGCA-endorsed networking platform. Such sites will be the property of
SGCA who will have unrestricted access to, and control of, such sites.
Employees shall not accept students of SGCA’s member schools as friends on any personal social networking sites and
are to decline any student-initiated friend requests. Employees are not to initiate “friendships” with students or parents
of SGCA member schools.
Regarding social networking content, employees should not use commentary deemed to be defamatory, obscene,
proprietary, or libelous with regard to any SGCA-related business or policy, employee, student, or parent. Additionally,
employees should exercise caution with regards to exaggeration, obscenity, copyrighted materials, legal conclusions,
and derogatory remarks or characterizations. Employees should weigh whether a particular posting puts his/her
effectiveness as a SGCA employee at risk. SGCA encourages employees to post only what they want the world to see,
and keep in mind that anything posted online is never completely deleted or erased. SGCA Employees may not discuss
member schools' students, nor post images of SGCA member schools' students.
Due to security risks, employees must be cautious when installing the external applications that work with the social
networking site. At a minimum, it is recommended that all employees should have all privacy settings set to “Only
Friends”. The settings “Friends of Friends” and “Networks and Friends” open our content to a large group of unknown
people, including students.
Personal or Professional Blogs
If you are developing a website or writing a blog that will mention SGCA, you must identify that you are an employee of
the organization and that the views expressed on the blog or web site are ours alone and do not represent the views of
SGCA. Unless given permission by the Chief Executive Director, you are not authorized to speak on behalf of SGCA or to
represent that you do so. If you are developing a site or writing a blog that will mention SGCA, as a courtesy to the
organization, please let your Chief Executive Director know in advance of publication. Your Chief Executive Director may
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choose to visit your blog or social networking site from time to time. You may not share information that is confidential
and proprietary regarding SGCA. This includes, but is not limited to, information about curriculum, SGCA dynamics,
SGCA programs, future goals, or current challenges within the organization. These are given as examples only and do
not cover the range of what SGCA considers confidential and proprietary. If you have any questions about whether
information has been released publicly or doubts of any kind, speak with the Director of Human Resources. When
writing a blog or participating in any other social networking site, employees should speak respectfully about SGCA and
our current and potential employees, students, parents, and competitors. Name-calling or behavior that will reflect
negatively on SGCA’s reputation is discouraged. Note that the use of copyrighted materials, unfounded, harassing,
libelous, or derogatory statements, or misrepresentation is not viewed favorably by SGCA and can result in disciplinary
action, up to, and including termination.
All employees who engage in social networking may be legally liable for anything he/she writes or presents online.
Employees can be disciplined, if appropriate, by SGCA for commentary, content, or images that are defamatory,
pornographic, proprietary, harassing, libelous, or that can create a hostile work environment.
This policy should not be construed, and will not be applied, in a manner that violates employee rights under the
National Labor Relations Act. Employees may not comment on a SGCA member schools' student’s personal blog, or,
student’s other social networking commentaries. Employees may not use trade names, or logos belonging to SGCA
without express written permission of the Chief Executive Director. Failure to comply with SGCA’s social media policy will
result in disciplinary action, up to, and including, immediate termination.

SECTION 6 - OPERATIONAL CONSIDERATIONS
Employer Property
The purpose of this policy is to ensure that all property maintained by SGCA is kept in the best possible working
condition and to ensure proper use of such property and SGCA networks.
“Property,” as the term is used in this policy, is defined as any piece of equipment, furnishing, vehicle, building or supply
leased, owned, donated or otherwise in the custodial care of SGCA or any person acting as its agent.
No SGCA employee should expect any privacy on or off SGCA premises or when using SGCA property or networks,
except that which is required by law.
General Guidelines on the Use of SGCA Property
SGCA employees must maintain his or her work environment in an orderly fashion and follow all SGCA rules to ensure its
proper use and maintenance.
Any employee who is found to have neglected or misused SGCA property will be subject to disciplinary action up to and
including termination. If an employee’s misuse of SGCA property damages the property, SGCA reserves the right to
require the employee to pay all or part of the cost to repair or replace the property. Misappropriation of SGCA property
is grounds for immediate termination and possible criminal action.
SGCA property (including computers, logo, pagers, telephones, cellphones, copiers, fax machines, Internet services and
printers) is intended for business use only. Limited personal use as necessary is allowable but should be the exception
and not the rule. SGCA reserves the right to discipline employees for excessive personal use of SGCA property.
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Employee Property
SGCA cannot be responsible and will assume no liability for any loss or damage to an employee’s personal property
resulting from theft, fire, or any other cause on the SGCA’s premises, including the parking area, or away from SGCA
property while on SGCA business. Employees are prohibited from using personal property for work-related purposes
unless approved in advance by the Chief Executive Director or designee. Employees must be alert and aware of any
potential dangers to themselves or their coworkers. Guard personal belongings and SGCA property.
SGCA offices are occupied by numerous employees, contractors and visitors. Your efforts to keep personal belongings,
valuables, and SGCA items secure can be a major deterrent to any potential thefts or “lost” items within the building. For
your own safety and the security of your personal belongings and SGCA property, carefully review the following
reminders:
●

Do not leave money, jewelry, purses, wallets, or any valuables behind when you leave your desk at any
time—even if it is only for a few minutes.

●

Personal belongings, regardless of value should be kept safe—preferably with you when you leave your desk!

●

Lock up laptops, portable hard drives and other District valuables when you step away.

●

Help your neighbors! If you see anything that should not be left out, remind them to be careful.

●

If someone in the building looks lost or out of place, ask the individual if he or she requires assistance.

●

Immediately report any suspicious behavior or any missing items to the Office Manager or the Director of
Human Resources.

●

Please check the Lost and Found located in the Office of the Building if you are missing an item.

Monitoring of Network Communications
SGCA reserves the right to monitor at any time any communications that use SGCA networks in any way, including data,
voice mail, telephone logs, Internet use and network traffic, to determine proper use. SGCA will review network
communications activity and will analyze use patterns. The SGCA may choose to publish these data to ensure that SGCA
resources in these areas are being used according to this policy.
Use and Dissemination of SGCA Information
“Information,” as the term is used in this policy, includes without limitation any information owned or used by SGCA,
such as:
Any SGCA employee, customer or client lists.
Any SGCA database information, including addresses and telephone numbers.
Any information from SGCA employee personnel files, including employee addresses, telephone numbers, employment
status and wage history.
Any photographs, videotapes and sound clips of any SGCA employee, customer or client.
Only those employees who are authorized by the SGCA’s Chief Executive Director or Board of Directors, or whose job
description permits them to do so, may speak on behalf of SGCA. Notwithstanding the foregoing, specific permission
from SGCA’s board of directors or executive team will be required before any SGCA employee may disseminate
confidential SGCA information.
No employee may knowingly dispense such information to any outside party unless authorization has been granted.
This could include other employees who do not have the right to know such information. Any breach will be considered
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a violation of SGCA policy concerning confidentiality, and it may constitute a violation of state or federal law.
Security
In order to assure the safety and security of SGCA associates, visitors, and property, only authorized SGCA personnel
shall have access to SGCA facilities, in accordance with the following policies:
Passes:
● All non-associates on SGCA property must be issued a pass by the appropriate administrative associate or
receptionist. Passes shall be properly designated as "Visitor" or "Contractor."
Off-duty Associates:
● Associates are not permitted access to the interior of the facility and other working areas during their off-duty
hours.
Visitors:
● All visitors to the Warehouses or Offices must sign in and out according to the prescribed register.
● All visitors will be issued a dated visitor's pass which should be returned to the issuing party when signing out.
● Any unauthorized visitor failing to secure a pass will be asked to leave. the premises until one can be obtained.
Suppliers, Contractors, Delivery Personnel:
●
●
●

Truck drivers will use their Bill of Lading as an acceptable ID; however, such persons shall not be permitted
outside their normal areas of pick-up and delivery without being escorted by an appropriate associate.
Delivery personnel (i.e., UPS, Federal Express, etc.) will be permitted to make their deliveries to the appropriate
areas without a badge or pass, provided they do not go outside normal areas of pickup or delivery.
Individuals entering SGCA grounds for the purpose of picking-up or dropping off individuals will not be allowed
outside of their vehicles unless they have been provided an appropriate pass

Safety:
● All associates and non-associates are to comply with all safety rules, regulations, and policies while on SGCA
property or in SGCA vehicles.
Health and Safety
The Health and Safety at Work etc. Act 1974 requires every organization to ensure, so far as is reasonably practicable,
the health, safety and welfare of its employees, and requires it not to put anyone at an unacceptable level of risk as a
result of its activities. SGCA’s policy is not only to comply fully with the Health and Safety at Work etc. Act as required by
law, but to act positively to prevent injury, ill health, damage and loss arising from our activities. SGCA’s goal is to ensure
the health and safety, by means of a continuous improvement of standards, systematically removing the causes of
accidents and ill-health.
SGCA cannot successfully serve its member schools if we do not model the extent to which we value the health and
safety of our employees. This commitment is of utmost importance if we expect our employees' efforts to have a lasting
impact on the schools and communities we serve. If there is a conflict between safety and another aim, then safety must
not be sacrificed. The responsibilities set out in policy and procedure books one, two and three are there to ensure that
no activity must be pursued without prior consideration of the safety aspects, and an activity which cannot be carried
out to an adequate safety standard should not be carried out.
SGCA Management are committed to providing the resources necessary to ensure that a high standard of health and
safety is achieved. Senior Management will ensure that adequate arrangements are made to maintain a written health
and safety management system and provide appropriate resources for its implementation. The Director of Human
Resources and Business is responsible for ensuring that regular auditing of SGCA’s health and safety management
systems is carried out.
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Smoking Policies
California employers must take reasonable steps to prevent smoking in all enclosed workplace areas. There are no
required accommodations for smokers in California workplaces and all employees wishing to smoke must not do so
within 20 feet of any public building. Employers in California may not discriminate against any employee for engaging
in lawful activity as long as it’s done away from the employer’s premises and during non-work hours.
Expense Reimbursements
The SGCA reimburses employees for all necessary work-related expenses incurred. Covered expenses are those
deemed necessary to perform work-related duties including but not limited to:
●

Use of an employee's personal vehicle for business purposes.

●

Business travel expenses such as meals and lodging.

●

Tools and equipment required to perform the employee's job.

●

Use of an employee's personal cell phone for business purposes.

●

Required uniform purchase and maintenance.

●

Employees who are required to work from home may request reimbursement for expenses incurred such as
office supplies, internet access and required equipment costs.

Procedure for receiving work-related expense reimbursements:
Employees who incur work-related expenses are required to submit those expenses for reimbursement as follows:
Employees must complete the appropriate SGCA form and submit the appropriate reimbursement request via email,
along with appropriate supporting documentation such as original receipts, for all work-related expenses.
Employees are expected to submit reimbursement requests for approval as soon as practical to the Business Services
Administrator, no later than 30 days after the expense is incurred.
Employees who believe that the amount they have been reimbursed does not represent a complete reimbursement
should immediately contact Human Resources.
Training
Various training, both mandated by the State and otherwise, will be required of the SGCA's employees. Although the
frequency of these trainings are largely determined by the relevant legal citation, the SGCA reserves the right to have its
employees participate in any such training it deems necessary to ensure the quality of its services or safety of its
employees or patrons.

SECTION 7 – EMPLOYEE BENEFITS/LEAVES
Holidays
The SGCA observes 12 paid holidays during the year:
●

New Year’s Day

●

Martin Luther King Day

●

Lincoln’s Birthday

●

Washington’s Birthday

●

Memorial Day

●

Independence Day

●

Labor Day

●

Juneteenth
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●

Veteran’s Day

●

Thanksgiving Day

●

Day after Thanksgiving

●

Christmas Eve Day

●

Christmas Day

To be eligible for holiday pay, an employee must be full-time and non-exempt and must work both the business day
before and after the holiday. Part-time employees, temporary employees, and exempt employees are not eligible for
holiday pay. Exempt employees will receive their regularly scheduled pay during holidays. Eligible employees will
receive time off with pay at their regular rate of pay on the SGCA observed holidays listed above. When a holiday falls
on a Saturday or Sunday, it is usually observed on the preceding Friday or following Monday. However, the SGCA may
close on another day. Holiday observance will be announced in advance. SGCA reserves the right to change this policy
at any time, with or without notice.
Holiday hours do not count as hours worked for purposes of calculating overtime. For example, if you receive 8 hours of
holiday pay on Monday and work 40 hours Tuesday-Saturday (8 hours/day), you will not be eligible for overtime.
Recognized religious holidays may be taken off by an employee whose religion requires observance of a particular day.
Employees must request the day off in advance by written notice to their supervisor. The employee may use paid time
off (PTO) if the employee has unused PTO available, otherwise the holiday will be unpaid. All steps will be taken to
reasonably accommodate a religious holiday (or practice) absent an undue hardship.
To qualify for holiday pay, all employees must work the last scheduled day before and the first scheduled day after the
holiday unless the employee is absent:
●

At the Supervisor’s request/approval

●

Due to closure of the SGCA because of inclement weather

●

Due to sickness with a doctor’s note verifying need for absence

●

Prior to or following Jury Duty or Bereavement Leave

●

Due to a previously scheduled and approved time off

Paid Time Off
Full-time employees are entitled to paid time off (PTO)/Vacation according to this policy. PTO days may be used for
vacation, personal time, illness, or time off to care for family or dependents. All other employees, temporary employees,
and part time employees are not eligible to receive or accumulate PTO. PTO must be scheduled at least five (5) days in
advance and approved by your supervisor, except in the case of an illness or emergency. In the case of illness or
emergency you are required to contact your immediate supervisor at least one (1) hour before your shift begins if
possible, or, otherwise as soon as practical. Employees using extended PTO time (in excess of three (3) days) must
submit a request at least two (2) weeks before the extended PTO or, if used as sick time, the employee may be required
to submit a doctor’s release upon return to work. Your supervisor uses his/her discretion to approve PTO without
advance notice.
Unless used for illness related purposes, PTO may not be taken immediately before or after holidays without a
supervisor’s permission.
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Eligibility
All full-time employees may be eligible to receive up to twelve (12) days (i.e., 96 hours) of PTO for each SGCA work year
(July 1-June 30). Beginning the 2022-2023 fiscal year the maximum amount of PTO hours any employee can have is 96
hours annually. These hours are front loaded on July 1st for each fiscal year. Beginning 06/30/2023 PTO hours will not
accumulate year to year. Unused hours from the prior year do not roll into the following year. Please note PTO is not
accumulated during any unpaid leave of absence.
The following terms also apply to PTO:
●

For employees, vacation time may be taken in minimum increments of .25 hours. If an exempt employee is
absent from work for part or all of a workday, he or she will be required to use available PTO to make up for the
absence.

●

In the event an employee has exhausted his or her PTO, any additional time off must be approved by their
supervisor and will be taken without pay.

●

Any employee who misses three (3) consecutive days of work without notice to their supervisor may be
deemed to have abandoned his/her job and voluntarily resigned from employment.

●

Upon separation from employment, employees will be paid their earned PTO, prorated, based upon their date
of separation and their regular rate of pay. For example, each employee accrues 8.00 hours of PTO/VACATION
per month. For example, If an employee worked 3 months of a new fiscal year (July 1 - September 30, he or she
would have accumulated the aforementioned 8.00 hours X 3 months. This would entitle the employee to a
PTO/Vacation payout of 24 hours).

●

To the extent permitted by law, PTO accumulated prior to the start of a requested and approved unpaid leave
of absence must be used to cover hours missed before the start of the unpaid leave.

As with all of its policies and procedures, the SGCA reserves the right to modify, alter, or otherwise eradicate this policy
at its sole and absolute discretion to the extent allowed by law.
Sick Leave
SGCA enacted this policy in accordance with the California Healthy Workplaces, Healthy Families Act to provide Paid
Sick Leave (“PSL”) to eligible employees.
Eligibility
Employees, who have worked in California for 30 or more days within a year from the beginning of employment are
entitled to accrue paid sick leave. Employees, including part-time and temporary employees, earn at least one hour of
paid leave for every 30 hours worked. This equates to potentially 80 hours of earned Sick Leave that may be
accumulated by the employee at 6.67 hours per month.
Allotment
PSL days are allotted as set forth below to eligible employees:
Full-time employees:
●
On July 1 of each year, eligible employees will be allotted ten days (10) or (80 hours) of PSL per school year
(July 1 – June 30). PSL days will carry over year to year subject to a cap of 18 days (144 hours). Employees
hired after July 1 will receive a prorated number of PSL days equal to 6.67 days per month remaining in the
contractual year.
Part-time employees:
●

Part-time employees will be allotted three days (24 hours) of PSL each SGCA year (July 1 – June 30) on July 1 or
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on his or her first day of employment, even if hired mid- year.
●

An employee who works in California for 30 or more days within a year from the beginning of employment is
entitled to accrue paid sick leave.

●

Employees, including part-time and temporary employees, earn at least one hour of paid leave for every 30
hours worked. Sick time is paid at the employee’s current rate of pay.

●

Unused, accrued paid sick leave must be carried over to the following year and may be capped at 48 hours,
based on the employer’s policy.

●

Employers are not required to pay out accrued, unused paid sick days at the time of termination, resignation
or retirement (unless an employer labels PSD as part of a larger paid time off (PTO) package).

●

If an employee is rehired within one year, previously accrued and unused paid sick days shall be reinstated.

Permitted Use
Eligible employees may use their allotted PSL to take paid time off for the diagnosis, care, or treatment of an existing
health condition of (or preventive care for) the employee or the employee’s family member. For purposes of this policy,
“family member” means a child, parent, spouse, registered domestic partner, grandparent, grandchild, or sibling of the
employee. “Child” means a biological child, a foster child, an adopted child, a stepchild, a child of a registered domestic
partner, a legal ward, or a child of a person standing in loco parentis. “Parent” means a biological, foster, or adoptive
parent, a stepparent, or a legal guardian of the employee or the employee’s spouse or registered domestic partner.
“Spouse” means a legal spouse, as defined by California law. Employees may also use their PSL to take time off from
work for reasons related to domestic violence, stalking, or sexual assault.
Limits on Use
Eligible employees may use PSL beginning on the 90th day of employment. PSL may be taken in minimum increments of
.25 hours. If an exempt employee absents himself or herself from work for part or all of a workday for a reason covered
by this policy, he or she will be required to use PSL to make up for the absence.
Notification of Use
The employee must provide reasonable advance notification, orally or in writing, of the need to use PSL, if foreseeable.
If the need to use PSL is not foreseeable, the employee must provide notice as soon as practicable. If you are out using
sick time for more than 3 consecutive days a doctor's note is required to return to work. If a doctor's note is not supplied
it will be unapproved unpaid time off unless previously arranged with your Director.
Unused Sick Leave and Termination
Unused PSL will not be paid out upon termination.
2022 COVID-19 Supplemental Paid Sick Leave
Covered employees in the public or private sectors who work for employers with 26 or more employees are entitled to up
to 80 hours of 2022 COVID-19 related paid sick leave from January 1, 2022, through September 30, 2022, immediately
upon an oral or written request to their employer, with up to 40 of those hours available only when an employee or
family member tests positive for COVID-19.
A full-time covered employee may take up to 40 hours of leave if the employee is unable to work or telework for any of

the following reasons:
● Vaccine-Related: The covered employee is attending a vaccine or booster appointment for themselves or a
family member or cannot work or telework because they have vaccine--related symptoms or are caring for a
family member with vaccine-related symptoms. An employer may limit an employee to 24 hours or 3 days of
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leave for each vaccination or booster appointment and any consequent side effects, unless a health care
provider verifies that more recovery time is needed *
●

Caring for Yourself: The employee is subject to quarantine or isolation period related to COVID-19 as defined by
an order or guidance of the California Department of Public Health, the federal Centers for Disease Control and
Prevention, or a local public health officer with jurisdiction over the workplace; has been advised by a
healthcare provider to quarantine; or is experiencing COVID-19 symptoms and seeking a medical diagnosis

●

Caring for a Family Member: The covered employee is caring for a family member who is subject to a COVID-19
quarantine or isolation period or has been advised by a healthcare provider to quarantine due to COVID-19, or
is caring for a child whose school or place of care is closed or unavailable due to COVID-19 on the premises

* A full-time covered employee may take up to an additional 40 hours of leave if the employee is unable to work or

telework for either of the following reasons:
● The covered employee tests positive for COVID-19
● The covered employee is caring for a family member who tested positive for COVID-19.*
*A family member includes a child, parent, spouse, registered domestic partner, grandparent, grandchild, or sibling.
Part-time covered Employees: Part-time covered employees may take as leave up to the amount of hours they work over
two weeks, with half of those hours available only when they or a family member test positive for COVID-19.
Paid Sick Leave Donation Eligibility Policy
Employees who have exhausted all paid sick leave (PSL) may request Human Resources solicit anonymous donations
from co-workers through this policy. The PSL donation policy applies to employees and/or their family member’s
suffering from a medical emergency or major disaster that meets the following criteria: which for the purposes of this
policy, constitutes an employee’s or a family member’s medical condition that will require the prolonged/extended
absence of the employee from duty and will result in a substantial loss of income due to the exhaustion of their available
PSL.
●

Medical emergency, defined as a medical condition of the employee or an immediate family member that will
require the prolonged/extended absence of the employee from duty and will result in a substantial loss of
income to the employee due to the exhaustion of all paid leave available. An immediate family member is
defined as a spouse, child or parent.

●

Major disaster, defined as a disaster declared by the president under §401 of the Robert T. Stafford Disaster
Relief and Emergency Assistance Act (the Stafford Act), or as a major disaster or emergency declared by the
president pursuant to 5 U.S.C. §6391 for federal government agencies. An employee is considered to be
adversely affected by a major disaster if the disaster has caused severe hardship to the employee or to a family
member of the employee that requires the employee to be absent from work.

Requests for Donations
A written request for PSL donations that describes the specific medical emergency or medical condition must be
submitted to Human Resources. Human Resources will verify the employee’s eligibility and make a written
determination which will be given to the employee as soon as practical.
Donations of Paid Sick Leave
Employees who have more than 24 hours of PSL and who wish to donate PSL to the SGCA sponsored leave bank on
behalf of an eligible employee shall complete a PSL Donation Form indicating the number of PSL hours to be donated
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and the employee, if any, who the employee requests receive the benefit of the donation. All such donations are
voluntary and irrevocable.
●

Donating employees must maintain a minimum of 24 hours of PSL after reducing their leave balance to effect
the donation.

●

In any 12-month period, no employee may donate more than 16 hours.

●

Voluntary donations of PSL are final upon submission of a signed PSL Donation Form that satisfies the
conditions established by this policy. The donating employee’s PSL balance account shall thereupon be
reduced by the hours donated.

●

Donated hours not used by the eligible employee during the hardship period shall remain in the eligible
employee’s PSL account balance.

●

The names of donating employees, hours donated, and the value of such donations shall be kept confidential
to the extent possible.

Valuation of Donated PSL
The value of the donated paid leave shall be determined by multiplying the number of hours donated by the donating
employee’s current hourly rate to determine the value of the donation in dollars (“Donation Value”). The Donation Value
shall then be divided by the eligible employee’s current hourly rate to determine the number of hours to be added to the
eligible employee’s PSL balance. Human Resources shall periodically notify the eligible employee of donations made
pursuant to this policy. The eligible employee may then request to receive payment for these hours, which will be
treated as taxable “wages” to such eligible employees for the payroll period utilized. No employee shall receive payment
for more than 40 hours of paid leave, whether allotted or donated, during any week unless required by state or federal
law.
Bereavement Leave
The Bereavement Leave Policy establishes uniform guidelines for providing paid time off to employees for absences
related to the death of immediate family members, other relatives, and fellow employees or retirees of SGCA. All full-time,
active employees are eligible for benefits under this policy.
An employee who wishes to take time off due to the death of an immediate family member should notify his or her
supervisor as soon as possible. If an employee leaves work early on the day he or she is notified of the death, that day
will not count as bereavement leave. In addition to bereavement leave, an employee may, with his or her supervisor's
approval, use any available vacation for additional approved time off as necessary. Employees under discipline for
attendance issues may be required to provide documentation regarding bereavement leave.
Bereavement pay is calculated based on the base pay rate at the time of absence, and it will not include any special
forms of compensation, such as incentives, commissions, bonuses, overtime or shift differentials.
Paid bereavement leave will be granted according to the following schedule:
●

Employees are allowed up to five consecutive days off from regularly scheduled duty with regular pay in the
event of the death of the employee's spouse, domestic partner, child, stepchild, parent, stepparent,
father-in-law, mother, mother-in-law, son-in-law, daughter-in-law, brother, sister, stepbrother, stepsister, or an
adult who stood in loco parentis to the employee during childhood.

●

Employees are allowed one day off from regular scheduled duty with regular pay in the event of death of the
employee's brother-in-law, sister-in-law, aunt, uncle, grandparent, grandchild or spouse's grandparent.

36 | Sequoia Grove Charter Alliance

●

Employees are allowed up to four hours of bereavement leave to attend the funeral of a fellow regular
employee or retiree of SGCA, provided such absence from duty will not interfere with normal operations of
SGCA.

California Family Rights Act
California Family Rights Act (CFRA) provides eligible employees the opportunity to take unpaid, job-protected leave for
certain specified reasons. The maximum amount of leave employees may use under this policy is twelve (12) weeks
within a 12-month period. For more information regarding leave under this policy, employees should contact human
resources.
Eligibility
To be eligible for CFRA leave, employees must meet all the following requirements:
●

Have worked at least twelve (12) months for SGCA in the preceding seven years (limited exceptions apply to the
seven-year requirement).

●

Have worked at least 1,250 hours for SGCA over the twelve (12) months preceding the date the leave would
commence.

All periods of absence from work due to or necessitated by service in the uniformed services are counted as hours
worked in determining eligibility.
Conditions Triggering Leave
CFRA leave may be taken for any of the following reasons:
●

To care for or bond with a newborn child.

●

To care for or bond with a child placed with the employee and/or the employee's registered domestic partner
for adoption or foster care.

●

To care for an immediate family member (employee's spouse, parent, parents-in-law, registered domestic
partner, child or registered domestic partner's child of any age, sibling, grandparent, or grandchild) with a
serious health condition.

●

Because of the employee's serious health condition that makes the employee unable to perform his or her job
(except for pregnancy, which is covered under Pregnancy Disability Leave and does not run concurrently with
CFRA).

●

A qualifying military exigency related to the covered active duty or call to covered active duty of an employee's
spouse, domestic partner, child (of any age) or parent in the United States armed forces, as specified in Section
3302.2 of the Unemployment Insurance Code.

The 12-Month Measurement Period
SGCA measures the period of twelve (12) months in which leave is taken by as a “rolling twelve months,” looking

backward over the preceding 12 months to calculate how much family and medical leave time has been
taken and therefore determine the amount of leave that is available.
Definitions
A "serious health condition" is an illness, injury, impairment, or physical or mental condition that involves either an
overnight stay in a medical care facility or continuing treatment by a health care provider, and either prevents the

employee from performing the functions of his or her job or prevents the qualified family member from participating in
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school or other daily activities. Subject to certain conditions, the continuing-treatment requirement includes an
incapacity of more than three full calendar days and two visits to a health care provider, or one visit to a health care
provider and a continuing regimen of care; an incapacity caused by a chronic condition or permanent or long-term
conditions; or absences due to multiple treatments. Other situations may also meet the definition of "continuing
treatment."
Intermittent or Reduced-Schedule Leave
Eligible employees may take CFRA leave in a single block of time, intermittently (in separate blocks of time), or by
reducing the normal work schedule when medically necessary for the serious health condition of the employee or
immediate family member. Intermittent leave to bond with a new child must be taken in two-week increments, with a
shorter duration allowed on two occasions.
Employees who require intermittent or reduced-schedule leave must try to schedule their leave so that it will not unduly
disrupt SGCA’s operations. Intermittent leave is permitted in intervals of at least one hour or at the same intervals as
provided in SGCA's [sick leave, vacation or paid-time-off] policy, whichever increments are smaller.
Interaction with Paid Leave
Depending on the purpose of the leave request, employees may choose (or [Company Name] may require employees) to
use accrued paid leave (such as sick leave, vacation, or paid time off) concurrently with some or all of the CFRA leave. To
use paid leave concurrently with CFRA leave, eligible employees must comply with SGCA’s normal procedures for the
applicable paid-leave policy (e.g., call-in procedures, advance notice).
Employee paid-leave accruals (paid time off, vacation, sick leave) will continue while paid leave is used during periods
of CFRA absence and in accordance with those individual policies.
Employee paid-leave accruals will not continue during unpaid periods of CFRA absence or when only disability
payments are being received.
Maintenance of Health Benefits
If employees and/or their families participate in SGCA's group health plan, SGCA will maintain coverage during CFRA
leave on the same terms as if employees had continued to work. If applicable, employees must make arrangements to
pay their share of health plan premiums while on unpaid leave. SGCA may recover premiums it paid to maintain health
coverage or other benefits for employees and/or their families. Use of CFRA leave will not result in the loss of any
employment benefit that accrued prior to the start of leave under this policy. Employees should consult the applicable
plan document for information regarding eligibility, coverage, and benefits.
Procedures
When seeking leave under this policy, employees must provide the following to Human Resources:
Thirty (30) days' notice of the need to take CFRA leave if the need for leave is foreseeable or notice as soon as
practicable in the case of unforeseeable leave and in compliance with SGCA’s normal call-in procedures, absent
unusual circumstances.
Medical certification supporting the need for leave due to a serious health condition affecting the requesting employee
or an immediate family member within fifteen (15) calendar days of SGCA’s request for the certification (additional time
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may be permitted in some circumstances). Failure to do so may result in delay of the commencement of leave or denial
of a leave request. Second or third medical opinions may also be required when allowed.
Periodic reports as deemed appropriate during the leave regarding the employee's status and intent to return to work. A
return-to-work release before returning to work if the leave was due to the employee's serious health condition.]
Employer Responsibilities
To the extent required by law, SGCA will inform employees whether they are eligible for leave under CFRA. Should
employees be eligible for CFRA leave, SGCA will provide them with a notice that specifies any additional information
required, as well as their rights and responsibilities. SGCA will also inform employees if leave will be designated as
CFRA-protected and, to the extent possible, note the amount of leave counted against employees' leave entitlement. If
employees are not eligible for CFRA leave, SGCA will provide a reason for the ineligibility.
Job Restoration
Upon returning from CFRA leave, employees will typically be restored to their original position or to an equivalent
position with equivalent pay, benefits and other employment terms and conditions.
Failure to Return After CFRA Leave
If an employee fails to return to work as scheduled after CFRA leave or if an employee exceeds the 12-week CFRA
entitlement, the employee will be subject to SGCA's other applicable leave of absence, accommodation, and attendance
policies. This may result in termination if the employee has no other SGCA-provided leave available that applies to the
continued absence. Likewise, following the conclusion of the CFRA leave, SGCA's obligation to maintain the employee's
group health plan benefits ends (subject to any applicable COBRA rights).
New Parent Leave
Eligible employees can have up to 12 weeks of leave in a 12-month period for bonding with or caring for a new child.
This includes newborn children of the parents or placement of a child in the home through adoption or foster care.
Under the CFRA, employers must allow eligible employees to work a reduced schedule or intermittent schedule for the
purpose of baby bonding. Under CFRA, employers who employ both parents must permit each parent to take 12 weeks
off.
Voting Leave
Under California law, employers have to provide employees with enough time to vote if the voter does not have enough
time outside of working hours to vote. This generally provides for up to 2 hours of paid time off to vote, either at the
beginning or end of the employee’s shift (unless otherwise agreed to).
If an employee intends to take time off to vote, the employee has to give the employer notice at least 3 days prior to the
voting date.
Jury Duty or Subpoena Leave
Employees are able to take leave to serve jury duty or act as a subpoenaed witness. An employer cannot discharge or
discriminate against an employee for taking time off to serve jury duty or subpoena leave, as long as the employee
gives the employer reasonable notice. Courts will typically provide proof of jury duty service if requested and SGCA is
permitted to ask that you provide proof of your service with documentation including:
●
●
●

The original subpoena
The notice of jury duty service (jury summons)
A note or notice provided by the court.
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Domestic Violence Victim Leave
Employees may take leave from work to obtain domestic violence protection. Eligible employees include a victim of
domestic violence, sexual assault, or stalking. Employees who have been victims of domestic violence can take
protected time off from work to obtain a temporary restraining order, restraining order, or other relief, to help ensure the
health, safety, or welfare of the victim or the victim’s child. Victims of domestic violence, sexual assault, or stalking are
also protected for taking time off to seek medical attention, safety planning, psychological counseling, or to get
domestic violence services.
Crime Victims Leave
Under California law, employees are protected for crime victim leave. This includes victims’ leave for judicial
proceedings related to the crime. Leave for crime victims may include time off to appear in court to be heard at any
proceeding, sentencing, or post-conviction release decision.
Rights to Participate in School Activities Leave
California Labor Code entitles employees to take up to 40 hours off work each year for their children’s school activities.
The law applies to employers with 25 or more workers and to employees who have children in school grades K through
12. Employees may take leave to: Participate in activities of the school or licensed childcare provider of a child; find,
enroll, or re-enroll a child in a school or with a licensed childcare provider; or address a “childcare provider or school
emergency.”
Only 8 of the 40 hours may be used to find, enroll, or re-enroll a child.
Emergency Situations
A “childcare provider or school emergency” means that an employee’s child is unable to remain in a school or with a
childcare provider because:
●
●
●
●

the school or childcare provider has requested that he or she be picked up.
the child is exhibiting discipline or behavioral problems.
there is a school closure or unexpected unavailability of a childcare provider, or
there is a natural disaster.

Qualifying for Leave
To qualify for school activity leave, a person must be a “parent” and: work for an employer with 25 or more employees
working at the same location; have a child of the age to attend kindergarten or grades 1 to 12; or is a licensed childcare
provider.
A “parent” under the law includes a:
●
●
●
●
●
●

parent
legal guardian
stepparent
foster parent
grandparent, or
person standing in loco parentis to the child.

Notice Requirements
Parents are required to give notice to their employer if they intend to take leave. Employers are allowed to ask for proof
that the employee took time off for school activity-related purposes.
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Literacy Education Leave
California provides for allowing employees to take unpaid leave to participate in an adult literacy program. Employers
must make reasonable accommodations to assist any employee with illiteracy problems who request participation in
an adult literacy program. Literacy education leave is time off work granted to an adult employee who reveals that he or
she has a problem with illiteracy. Illiteracy is the condition of being unable to, or have great difficulty with, reading and
writing.
Time off from work as a result of illiteracy is granted by the Employee Literacy Assistance Act.
The employee may take time off to learn to read if the below three conditions apply:
●

The employee works for a private employer.

●

The private employer regularly employs 25 or more employees.

●

The employee is illiterate and discloses that illiteracy to his or her employer.

Employer Expectations
An employer is expected to:
●

Make reasonable accommodations for any employee, who reveals a problem of illiteracy, and requests
assistance in enrolling in an adult literacy education program.

●

Assistance includes but is not limited to: helping the employee locate literacy education programs, enrolling in
literacy education programs, or arranging for a tutor or other provider of literacy education services to visit the
employee’s place of work.

Drug/Alcohol Rehabilitation Leave
Employers with 25 or more employees shall provide reasonable accommodations (including leave) for employees who
want to participate in alcohol or drug rehabilitation programs. Employers should also take reasonable efforts to keep
this information private. Employers must provide reasonable accommodation that does not impose an undue hardship
on the employer. However, employers can still refuse to hire or discharge an employee who is unable to perform his or
her duties because of current drug or alcohol use.
Kin Care
Under California’s Kin Care leave law, employees can use up to half of their sick leave to care for a family member.
Employees eligible for sick leave can use Kin Care to care for close relatives, including a child, parent, spouse, or
registered domestic partner, sibling, grandparent, and grandchild. Kin Care is not limited to major illnesses. It can also
apply to minor illnesses, like a cold or flu.
Organ Donor/Bone Marrow Donor Leave
Under California law, employers must provide eligible employees up to 30 days in a 12-month period of paid leave to
donate an organ to another person, and up to five days in a 12-month period of paid leave to donate bone marrow to
another person. An additional unpaid leave of up to 30 business days in a 12-month period may be granted to an
employee donating an organ.
Eligibility
To be eligible, employees must have been employed with SGCA for 90 days immediately preceding the commencement
of leave. Additionally, the SGCA may require written certification that the employee is a bone marrow or organ donor
and that the procedure is medically necessary. Employees will be required to use up to five days of their accrued paid
time off for leave under this policy to donate bone marrow, and up to two weeks of their accrued paid time off for leave
to donate an organ. The paid time off will come from paid sick leave and paid vacation leave if there aren’t sufficient
days in the former.
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Procedures
Employees requesting leave under this policy should comply with the following requirements:
● Employees should request leave under this policy with as much advance notice as practicable.
●

In support of their request for leave under this policy, employees should [complete a SGCA leave request form
and] provide [their supervisors/human resources/other job title] with appropriate written certification that they
are organ or bone marrow donors and that there is a medical necessity for the donation.

●

During leave under this policy SGCA will maintain coverage for employees and their family members who
participate in the SGCA’s group health plan on the same terms as if the employees had continued to work. If
applicable, employees should make arrangements to pay their share of health plan premiums while on leave. In
some instances, the SGCA may recover premiums it paid to maintain health coverage or other benefits for
employees and their families. Use of leave under this policy will not result in the loss of any employment benefit
that accrued prior to the start of the leave. Employees should consult the applicable plan document for all
information regarding eligibility, coverage and benefits.

●

Upon returning from leave under this policy, employees will typically be restored to their positions, or to
equivalent positions, with equivalent pay, benefits, and other employment terms and conditions.

Military and Reserve Duty Leave
An employee who is a member of the reserve corps of the U.S. Armed Forces, the National Guard or the National Militia
may take a leave of up to 17 days per year while engaged in military duty.
Military Injury Leave
Under the FMLA, leave is available for a sick or injured military service member for employees who are the spouse,
child, parent, or next of kin. Injured service member leave provides for up to 26 weeks of unpaid leave during a 12-month
period. Meanwhile, CFRA makes leave available due to a qualifying exigency related to the covered active duty or call to
covered active duty of an employee’s spouse, domestic partner, child, or parent in the Armed Forces of the United
States.
Military Spouse Leave
Under California’s Military Spouse Leave Law, eligible employees who work 20 or more hours per week and the
employer has 20 employees or more, can take military spouse leave. This provides for up to 10 days of unpaid leave
while a military spouse is away on deployment.
Pregnancy Disability Leave
The California Code of Regulations allows employees disabled by pregnancy, childbirth or a related medical condition
to take up to four months of protected PDL. A four-month leave, as defined in §7291.2l, means the number of days the
employee would normally work within four calendar months (one third of a year equaling 17 1/3 weeks), if the leave is
taken continuously, following the date the pregnancy disability leave begins. If an employee's schedule alternates from
month to month, the monthly average of the hours worked over the four-month period prior to the beginning of the leave
must be used to determine the employee's normal work month. Thus, the total amount of leave available will be based on
a one-third year measurement of an employee's normal work schedule.
For example, a full-time employee who works 40 hours per week would be entitled to 693 hours of PDL based on 40
hours per week times 17 1/3 weeks. Similarly, an employee who normally works 20 hours per week would be entitled to
346.5 hours of PDL, whereas an employee who normally works 48 hours per week would be entitled to 832 hours of PDL.
However, if an employer provides more leave time for other types of temporary disabilities, the same leave must be
made available to women who are disabled due to pregnancy, childbirth or a related medical condition.
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The California Code of Regulations further details pregnancy as a disability in §7291.2g: "A woman is disabled by
pregnancy if, in the opinion of her health care provider, she is unable because of pregnancy to work at all or is unable to
perform any one or more of the essential functions of her job or to perform these functions without undue risk to herself,
the successful completion of her pregnancy, or to other persons."
The term "essential functions'' is defined in California Government Code §12926, subdivision (f). These essential
functions include needed time off for prenatal care, severe morning sickness, doctor-ordered bed rest, childbirth,
recovery from childbirth and any related medical condition. Additionally, postnatal care, bed rest, gestational diabetes,
pregnancy-induced hypertension, preeclampsia, postpartum depression, childbirth, loss or end of pregnancy and
recovery from childbirth are examples of other medical conditions that could give rise to a leave of absence. With
respect to breastfeeding, lactation, without medical complications, is not considered a disabling related medical
condition entitling the employee to pregnancy disability leave, although it may require another reasonable
accommodation.
PDL does not provide for any time off for bonding time after the birth or placement of a child in foster care or adoption.
Under PDL, if an employee has no complications with her pregnancy, she could be entitled to a PDL recovery period of
approximately six weeks (or eight weeks depending on the type of delivery), as most doctors would deem this period to
be disability related. In the case of an uncomplicated pregnancy, an employee's PDL would begin at approximately the
time of her delivery. After exhausting all PDL entitlements, CFRA leave would begin.
Unpaid Leave of Absence
In an effort to recognize the need of employees who require time off in addition to other types of leave, SGCA may
consider an unpaid personal leave of absence without pay for up to a maximum of 30 days.
Eligibility
All regular employees employed by SGCA for a minimum of 90 days are eligible to apply for an unpaid personal leave of
absence. Job performance, absenteeism, and departmental requirements all will be taken into consideration before a
request is approved. Approvals of the immediate supervisor, department director and human resources are required.
Requests for unpaid personal leave may be denied or granted by the SGCA for any reason or no reason and are within
the sole discretion of the SGCA. The SGCA reserves the right to terminate employment for any reason or no reason
during the leave of absence.
Employee
An eligible employee should submit a request in writing to his or her immediate supervisor. The requesting employee
will be asked to acknowledge in writing his or her understanding that all requests for personal leaves are not granted.
Supervisor
The immediate supervisor shall:
●

Review the request in conjunction with the Director of the Human Resources taking workload
scheduling and departmental requirements into consideration.

●

Make a recommendation to and obtain a decision from the department director/manager.

●

Submit the department-level decision to human resources for final approval.

●

Return a decision to the employee as soon as feasible after receipt of the written request.
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If the request is approved, the supervisor will submit a Change of Status form to human resources as soon as
practicable. Once the employee returns, the supervisor should complete a Change of Status form returning the
employee to active status and submit to human resources.
Return to Work/Extension of leave
An employee is required to return from the unpaid personal leave on the originally scheduled return date. If the
employee is unable to return, he or she must request an extension of the leave in writing. If SGCA declines to extend the
leave, the employee must then return to work on the originally scheduled return date or be considered to have
voluntarily resigned from his or her employment. Extensions of leave will be considered on a case-by-case basis.
Civil Air Patrol Leave
Private and public employers in the state of California with more than 15 employees must provide at least 10 days per
calendar year of unpaid Civil Air Patrol leave to an employee responding to an emergency operational mission of the
California Wing of the Civil Air Patrol. Civil Air Patrol leave for a single emergency operational mission cannot exceed a
period of more than three days, unless an extension of time has been granted by the governmental entity that
authorized the emergency operational mission and the extension of the leave is approved by the employer.
Volunteer Civil Service/Emergency Responder Leave
Employers must provide unpaid time off to employees who are required to perform emergency duty as volunteer
firefighters, reserve peace officers or emergency rescue personnel.

SECTION 8 - INSURANCE BENEFITS
Medical, Dental, & Vision Insurance
Full-time employees are entitled to insurance benefits offered by SGCA. These insurance benefits will include medical,
dental, and vision. SGCA will set a defined contribution towards the employee’s insurance premiums that are sponsored
by SGCA. This amount will be determined on an annual basis. The employee’s portion of the monthly premiums will be
deducted from the employee’s paycheck on a pre-tax basis. If medical or dental insurance premium rates increase,
employees may be required to contribute to the cost of the increase to retain coverage. Unless otherwise mandated by
law, employees on a leave of absence may be responsible for selecting continuing health coverage and paying the
premium for such coverage through COBRA. If you have any benefit related questions while on a leave of absence,
please contact Human Resources.
Cash-In-Lieu
Conditional opt-out: SGCA employees, who have alternative medical coverage through a group plan, may opt to waive
their medical benefit. The cash value of this option may vary from year-to-year and is pro-rated for full time employees
hired after July 1 of each work year. Cash-In-Lieu is not offered to part-time employees. Employees must provide proof of
group medical insurance in the form of a letter from the employer providing alternative group coverage within 30 days
of enrollment. Privately purchased insurance, Medicare and Medi-Cal will not serve as proof of alternative coverage.
Life Insurance
Full-time employees will also be covered under an insurance policy that includes Life Insurance at no cost to the
full-time employee. Additional voluntary insurance plans will be offered through SGCA that will be the employee’s
responsibility to purchase and pay for.
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Cobra Benefits
The Federal Consolidated Budget Reconciliation Act (COBRA) gives employees and their qualified beneficiaries the
opportunity to continue health insurance coverage under SGCA’s health plan when a “qualifying event” would normally
result in the loss of eligibility. Some common qualifying events are resignation, termination of employment, or death of
an employee, a reduction in an employee’s hours or leave of absence, divorce or legal separation, and a dependent
child no longer meeting eligibility requirements. Under COBRA, the employee or beneficiary pays the full cost of
coverage at SGCA group rates plus an administration fee. SGCA or our carrier provides each eligible employee with a
written notice describing rights granted under COBRA when the employee becomes eligible for coverage under SGCA’s
health insurance plan. The notice contains important information about the employee’s rights and obligations.
Social Security/Medicare
When you retire, or if you become disabled, you may receive a pension based on earnings from this job. If you do, and
you are also entitled to a benefit from Social Security based on either your own work or the work of your spouse, or
former spouse, your pension may affect the amount of the Social Security benefit you receive. Your Medicare benefits,
however, will not be affected. SGCA withholds income tax from all employees’ earnings and, if elected, participates in
FICA (Social Security), for temporary employees and Medicare withholding and matching programs as required by law.
State Disability Insurance (Wage Supplement)
All employees are enrolled in California State Disability Insurance (SDI), which is a partial wage replacement insurance
plan for California workers. Employees may be eligible for SDI when they are ill or have non-work related injuries, or may
be eligible for work related injuries if they are receiving workers’ compensation at a weekly rate less than the SDI rate.
Specific rules and regulations relating to SDI eligibility are available from Human Resources.
Paid Family Leave (Wage Supplement)
Under California law, eligible employees may participate in the Paid Family Leave (“PFL”) program, which is part of the
state’s unemployment compensation disability insurance program. The PFL program is funded entirely through worker
contributions to the State Disability Insurance program. The PFL program provides up to eight weeks of partial wage
replacement benefits to employees who take time off to care for a seriously ill or injured child, spouse, parent, registered
domestic partner, siblings, grandparents, grandchildren, or parents-in-law or to bond with a new child (birth, foster
care, adoption) The PFL program does not provide job protection or reinstatement rights. It is a wage supplement
provided concurrently while an employee takes an eligible leave of absence under SGCA policy and applicable law.
The program will be administered in a manner consistent with California law. For more information regarding this
program, you may contact Human Resources.
Worker’s Compensation Insurance
Eligible employees are entitled to workers’ compensation insurance benefits when suffering from an occupational
illness or injury. This benefit is provided at no cost to the employee. In the event of an occupational injury or illness (as
defined under Workers’ Compensation Law) an employee may be covered by workers’ compensation insurance instead
of group insurance. If an employee should become injured or in any way disabled on the job, he or she must report the
injury immediately to his or her supervisor. It is a felony to file a fraudulent or false workers’ compensation claim.

45 | Sequoia Grove Charter Alliance

Employee Handbook Acknowledgment of Receipt
I have received my copy of the Sequoia Grove Charter Alliance Employee Handbook.
The employee handbook describes important information about the Sequoia Grove Charter Alliance, and I understand
that I should consult Human Resources regarding any questions or issues not addressed in the employee handbook. I
have entered my employment relationship with Sequoia Grove Charter Alliance voluntarily and acknowledge that there
is no specified length of employment. Accordingly, either I or Sequoia Grove Charter Alliance may terminate the
relationship at will, with or without cause, at any time, so long as there is no violation of applicable federal or state law.
I understand and agree that, other than the Chief Executive Director or the Governing Board of Sequoia Grove Charter
Alliance, no manager, supervisor, or representative of Sequoia Grove Charter Alliance has any authority to enter into any
agreement for employment other than at-will; only the Chief Executive Director of the Sequoia Grove Charter Alliance
has the authority to make any such agreement and then only in writing signed by the Chief Executive Director of
Sequoia Grove Charter Alliance.
This manual and the policies and procedures contained herein supersede any and all prior practices, oral or written
representations, or statements regarding the terms and conditions of your employment with Sequoia Grove Charter
Alliance. By distributing this handbook, the Sequoia Grove Charter Alliance expressly revoked any and all previous
policies and procedures which are inconsistent with those contained herein.
I understand that, except for employment at-will status, any and all policies and practices may be changed at any time
by Sequoia Grove Charter Alliance. Sequoia Grove Charter Alliance. Sequoia Grove Charter Alliance also reserves the
right to change my hours, wages and working conditions at any time. All such changes will be communicated through
official notices, and I understand that revised information may supersede, modify, or eliminate existing policies. Only
the Chief Executive Director of the Sequoia Grove Charter Alliance has the ability to adopt any revisions to the policies in
this handbook.
I understand and agree that nothing in the Employee Handbook creates, or is intended to create, a promise or
representation of continued employment and that employment at Sequoia Grove Charter Alliance is employment at-will,
which may be terminated at the will of either Sequoia Grove Charter Alliance or myself. Furthermore, I acknowledge that
this handbook is neither a contract of employment nor a legal document. I understand and agree that employment and
compensation may be terminated with or without cause and with or without notice at any time by Sequoia Grove
Charter Alliance or myself.
I have received the handbook, and I understand that it is my responsibility to read and comply with the policies
contained in this handbook and any revisions made to it.

______________________________________
Employee's Name (Print)

________________________________________
Employee's Signature
____________________
Date
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Binding Arbitration/Mediation Agreement
Dear (Print Employee Name]: _________________________
Although Sequoia Grove Charter Alliance hopes that employment disputes with its employees will not occur, Sequoia
Grove Charter Alliance believes that when these disputes do arise, it is in the mutual interest of all concerned to handle
them promptly and with a minimum of disturbance to the operations of Sequoia Grove's services and the lives of its
employees.
Accordingly, to provide for more expeditious resolution of certain employment-related disputes that may arise between
Sequoia Grove Charter Alliance and its employees, Sequoia Grove Charter Alliance has instituted a mediation and
binding arbitration procedure (The Sequoia Grove Mediation and Arbitration Procedure for all employees). Under the
Procedure, certain disputes that may arise from your employment with Sequoia Grove Charter Alliance or the
termination of your employment must (after appropriate attempts to resolve your dispute internally through Sequoia
Grove Charter Alliance channels) be submitted for resolution by non-binding mediation and, if necessary, mandatory
binding arbitration.
In agreeing to submit certain employment disputes for resolution by private mediation and (if necessary) binding
arbitration, you acknowledge that this Agreement is given in exchange for rights to which you are not otherwise
entitled--namely, your employment as an Sequoia Grove Charter Alliance employee and the more expeditious resolution
of employment disputes. In exchange for your agreement to submit these disputes to mediation and (if necessary)
binding arbitration, Sequoia Grove Charter Alliance likewise agrees to the use of mediation and arbitration as the
exclusive forum for resolving employment disputes covered by this Agreement.
Hence, the parties shall be precluded from bringing or raising in court or another forum any dispute that was or could
have been brought or raised under the procedures set forth in this Agreement.
Mediation and Binding Arbitration Procedure
1. As a condition of your employment at Sequoia Grove Charter Alliance, you agree that any controversy or claim arising
out of or relating to your employment relationship with Sequoia Grove Charter Alliance, or, the termination of that
relationship, except for any matters excluded from inclusion by California Law, must be submitted for non-binding
mediation before a third-party neutral and (if necessary) for final and binding resolution by a private and impartial
arbitrator, to be jointly selected by you and Sequoia Grove Charter Alliance.
a. Claims Covered: This agreement to submit to mediation and (if necessary) arbitration:
i. Covers any dispute concerning the arbitrability of any such controversy or claim; and
ii. Includes, but is not limited to, any claim that could be asserted in court or before an administrative agency or claims
for which the employee has an alleged cause of action, including without limitation claims for breach of any contract or
covenant (express or implied); tort claims.
iii. All those claims whether made against Sequoia Grove Charter Alliance, any of its subsidiary or affiliated entities or
its individual officers or directors (in an official or personal capacity).
b. Claims Not Covered: Claims covered by this Agreement do not include:
i. A claim for workers' compensation benefits;
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ii. A claim for unemployment compensation benefits;
iii. A claim under the National Labor Relations Act (NLRA), as amended;
iv. A claim by Sequoia Grove Charter Alliance for injunctive or other equitable relief, including without limitation claims
for unfair competition and the use or unauthorized disclosure of trade secrets or confidential information, for which
Sequoia Grove Charter Alliance may seek and obtain relief from a court of competent jurisdiction; and
v. A claim based upon Sequoia Grove Charter Alliance’s current (successor or future) employee benefits and/or welfare
plans that contain an appeal procedure or other procedure for the resolution of disputes under the plan.
c. Internal Efforts: As a prerequisite for submitting an employment dispute to mediation and, if necessary, arbitration,
both you and Sequoia Grove Charter Alliance agree to make good faith efforts at resolving any dispute internally on an
informal basis through Sequoia Grove Charter Alliance management channels appropriate to that particular dispute.
[Insert language specifying contact point, such as the human resources official or business executive, for resolving
disputes informally.] Only when those internal efforts fail may an employment dispute be submitted to mediation and (if
necessary) final and binding arbitration under the terms of the Procedure.
d. Nonbinding Mediation: If efforts at informal resolution fail, disputes arising under this Agreement must first be
submitted for non-binding mediation before a neutral third party. Mediation is an informal process where the parties to
a dispute meet in an attempt to reach a voluntary resolution, using the third party as a facilitator. Mediation shall be
conducted and administered by [the American Arbitration Association (AAA) under its Employment Mediation Rules,
which are incorporated into this Procedure by reference.
e. Binding Arbitration: If a covered dispute remains unresolved at the conclusion of the mediation process, either party
may submit the dispute for resolution by final binding confidential arbitration under the Procedure. The arbitration will
be conducted under the Employment Dispute Resolution Rules of the AAA. with the additional provision that the
procedure shall be conducted on a confidential basis. These Rules, incorporated by reference into this Procedure,
include (but are not limited to) the procedures for the joint selection of an impartial arbitrator and for the hearing of
evidence before the arbitrator. The arbitrator shall have the authority to allow for appropriate discovery and exchange
of information before a hearing, including, but not limited to, production of documents, information requests,
depositions and subpoenas. A copy of the complete AAA Employment Dispute Resolution Rules may be obtained from
the Human Resources Department.
i. Any conflict between the rules and procedures set forth in the AAA rules and those set forth in this Agreement shall be
resolved in favor of those in this Agreement.
ii. The burden of proof at an arbitration shall at all times be on the party seeking relief.
iii. In reaching a decision, the arbitrator shall apply the governing substantive law applicable to the claims, causes of
action and defenses asserted by the parties as applicable in California. The arbitrator shall have the power to award all
remedies that could be awarded by a court or administrative agency in accordance with the governing and applicable
substantive law, including, without limitation, Title VII, the Age Discrimination in Employment Act, the Family and
Medical Leave Act and other applicable civil rights and employment laws.
f. Time Limits and Procedures: The aggrieved party must give written notice of any claim to the other party within six
month’s time after the event/s giving rise to the dispute occur.. The written notice shall describe the nature of all claims
asserted and the facts upon which those claims are based and shall be mailed to the other party by certified or
registered mail, return receipt requested. Any such notice shall be mailed to the attention of the Sequoia Grove Charter
Alliance’s Human Resources Department at 8950 Cal Center Dr. Bldg. One, Suite 110, Sacramento, CA. 95826.
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i. Any mediation or arbitration conducted under this Agreement shall take place in [specify location/venue] unless an
alternative location is chosen by the mutual agreement of the parties. The arbitrator shall render a decision and award
within 30 days after the close of the arbitration hearing or at any later time on which the parties may agree. The award
shall be in writing and signed and dated by the arbitrator and shall contain express findings of fact and the basis for
the award.
ii. The parties agree that Sequoia Grove Charter Alliance will pay the AAA administrative fees and the arbitrator's fees
and expenses. All other costs and expenses associated with the arbitration, including, without limitation, each party's
respective attorneys' fees, shall be borne by the party incurring the expense.
iii. Judgment upon the award rendered by the arbitrator may be entered in any court having jurisdiction. The award
may be vacated or modified only on the grounds specified in the U.S. Arbitration Act or other applicable law.
g. No Retaliation/Employment At-Will:
i. Under no circumstances will a Sequoia Grove Charter Alliance employee be retaliated against in any way for invoking
the procedure in good faith to seek the resolution of a dispute. Sequoia Grove Charter Alliance managers or supervisors
who engage in such retaliation will be subject to discipline under the appropriate Sequoia Grove Charter Alliance
disciplinary procedures.
ii. The Sequoia Grove Charter Alliance Arbitration and Mediation Procedure does not in any way alter the at-will
employment status of Sequoia Grove Charter Alliance employees. Sequoia Grove Charter Alliance and its employees are
always free to terminate the employment relationship at any time for any lawful reason and employment is not for any
specific or definite duration.
h. Severability: In the event any portion of this agreement is found to be unenforceable or illegal, it can be severed, and
the other provisions will remain in full force and effect.
2. This Agreement sets forth the complete agreement of the parties on the subject of mediation and arbitration of the
covered claims defined above and supersedes any prior or contemporaneous oral or written understanding on these
subjects. No party is relying on any representations, oral or written, on the subject or the effect, enforceability or
meaning of this agreement, except as specifically set forth in this procedure.

By providing your signature below, you indicate your agreement to the terms set forth above. By the provision of the
signature of the Sequoia Grove Charter Alliance Official named below, Sequoia Grove Charter Alliance indicates its
agreement, as well, to the terms set forth in this Procedure. Both parties understand that by agreeing to the terms in this
Procedure, both are giving up any constitutional or statutory right they may possess to have covered claims decided in
a court of law before a judge or a jury.
Agreed to and acknowledged:

___________________________ Dated: __________
Employee

49 | Sequoia Grove Charter Alliance

Agreed to and acknowledged:

___________________________ Dated: __________
Sequoia Grove Charter Alliance Representative
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