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PREAMBLE

This Agreement between the Piedmont Unified School District and the California School Employees
Association and its Chapter #60 is entered into pursuant to Chapter 10.7, Sections 3540-3549 of the

Government Code. The term "Agreement" as used herein means the written agreement provided for

under Section 3540.1(h) of the Government Code.
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11

1.2

1.3

2.1

2.2

ARTICLE 1 - RECOGNITION

Piedmont Unified School District acknowledges California School Employees Association and its
Chapter #60 as the exclusive bargaining representative of the District's classified employees.

All classified employees, except those designated as management, supervisory, confidential, food
service managers, short term, substitute, student employees, and professional experts or
consultants shall be included in the bargaining unit.

Unit modifications shall be made in accordance with the rules established by the Public Employees
Relations Board.

ARTICLE 2 - CHECK OFF AND ORGANIZATIONAL SECURITY

This article and the MOU dated December 18, 2017 satisfies the parties' duty to
bargain the effects of the Janus decision.

Check Off: CSEA shall have the sole and exclusive right to have membership dues and initiation
fees deducted from employees in the bargaining unit by the District. The District shall, upon
appropriate written authorization from any employee, deduct and make appropriate remittance
for insurance premiums, credit union payments, savings bonds, charitable donations, or other
plans or programs jointly approved by CSEA and the District.

Membership:

A. The District shall distribute CSEA-supplied membership applications to
new hires (but not make any statement suggesting workers must join).
The District shall refer bargaining unit member questions about dues
deductions to the CSEA Labor Relations Representative. CSEA shall
defend and indemnify the District for any and all claims arising from the
District's compliance with this clause. CSEA shall not provide the District
a copy of employees' authorizations unless a dispute arises about the
existence of terms of the authorizations.
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2.3

2.4

B. Bargaining unit members' revocable authorizations shall remain in
effect until expressly revoked in writing by the employee, pursuant to
the terms of the authorization. The District shall rely on information
provided by CSEA regarding whether deductions were properly
canceled or changed. The District shall not interfere with the terms of
any agreement between CSEA and the District's employee with regard
to that employee's membership in CSEA, including but not limited to
automatic renewal yearly unless the worker drops out during a
specified window period. The District need not need keep track of this
period which shall be tracked by CSEA within its membership database.

C. CSEA shall have the sole and exclusive right to receive the payroll
deduction for regular membership dues.

1. The District shall refer all employee requests to revoke membership to the CSEA
Labor Relations Representative and shall obtain their approval on behalf of the
union before processing any revocation request.

2. There shall be no charge by the employer to CSEA for deductions.

Dues Deduction: The District shall deduct in accordance with the CSEA dues schedule and service
fee schedule initiation fees and dues from the wages of all classified employees who are members
of CSEA pursuant to CSEA’s certification to the District that CSEA has and will maintain bargaining
unit members’ revocable authorizations for such deductions.

Membership Information

A. The District shall take all reasonable steps to safeguard the privacy of CSEA members'
personal information, including but not limited to members Social Security Numbers,
personal addresses, personal phone number, personal cellular phone number, and
status as a union member.
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3.0

3.1

3.2

3.3

3.4

3.5

3.6

ARTICLE 3 - ORGANIZATIONAL RIGHTS

Hold Harmless Provision

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

Designated and authorized representatives of the CSEA shall have the right to access before the
duty day starts, during lunch periods, rest periods, and after the duty day ends to make contact
with employees in the bargaining unit. Such representatives shall also have access to employees
at other reasonable times if necessary, subject to approval of the site administrator or their
designated representative. Approval may be withheld if access to the employee will unduly
interfere with the employee's work.

Chapter #60 personnel may request the right to use copy machines and other facilities; however,
the Chapter shall reimburse the District for any costs incurred in the use of said equipment.
Meetings on District property may be arranged through the Superintendent; however, any costs
accruing from such requests shall be paid for by CSEA chapter.

Upon request, the District shall furnish one copy of relevant materials necessary to enable it to
fulfill its role as bargaining agent.

CSEA shall have the right to use, without charge, institutional bulletin boards, mailboxes and the
use of the school mail system and other means of communication for posting or transmission of
information or notices concerning CSEA matters.

Seniority list will be posted by March 31st each year. In addition, the Seniority List will include the
number of full-time hours for each position and the employee’s date of hire. The following
statement will be included on the list: “Night custodians receive full credit toward seniority.”

The District shall provide CSEA notice of any newly hired bargaining unit member on a quarterly
basis. CSEA shall provide copies of the CSEA membership packet, which shall be distributed to any
newly hired bargaining unit member as part of the District’s orientation packet. CSEA shall have
the right to conduct an orientation session for newly hired bargaining unit members on a quarterly
basis. The orientation session shall be held on District property during the workday of the
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3.7

3.8

bargaining unit member. The District shall provide one (1) hour of paid release time for two (2)
CSEA representatives, including the chapter President or designee, to conduct the orientation
session.

The Board will provide the President of the chapter with one (1) copy of the Board agenda and
minutes, excluding confidential and personnel matters discussed during executive sessions, when
it becomes available for distribution under normal circumstances to all other parties before
regular Board meetings.

CSEA shall have the right to hold a one (1) hour yearly orientation session for all bargaining unit
members. This yearly orientation shall occur on a non-instructional day selected mutually by the
District and CSEA. CSEA shall plan and facilitate all programming for this orientation. The yearly
orientation will not include any administrators or individuals not belonging to the bargaining unit.
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4.1

4.2

4.3

ARTICLE 4 - EVALUATION PROCEDURE

Ratings for all regular and probationary employees shall be obtained at specified intervals during
the work year. All evaluations shall be reviewed and signed by the employee prior to being placed
in their personnel file. If unsatisfactory is checked in the summary, then a copy will be sent to the
Superintendent or designee. If needs to improve or unsatisfactory is checked, the comments
section must include suggestions and recommendations for improvement. Each employee shall
be provided with a copy of the completed evaluation form containing all required signatures. All
evaluations will be conducted by the site or district administrator.

Evaluations on probationary employees shall be performed at any time during the six (6) month
probation period. Any employee whose permanent status may be in doubt will be given
notification of concern(s) before the six (6) month probationary period is concluded.

Site supervisors will make every effort to provide feedback to the probationary employee within
the first four (4) months of employment.

A. Permanent employees will be evaluated on an ongoing basis and formally in writing one
(1) time each fiscal year. After the fifth (5th) year of employment in the same assignment, a
performance evaluation shall be completed at least every other year. Written evaluations on
appropriate forms for permanent employees shall be completed by June 29 covering the annual
period ending June 30.

B. The employee shall be informed of their right to prepare and have attached to the
evaluation form any written comments which the employee wishes to make.

C. All formal evaluations shall be filed in the employee’s file in the personnel office and shall
be available for the employee’s inspection by appointment. The District will consult with the
Association on the preparation of a new evaluation form.

D. Evaluation procedures only, as set forth in this Article, are subject to the grievance
procedures.
E. An employee will be informed in advance of a meeting with their supervisor to discuss

the employee’s evaluation.
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4.4

4.5

45.1

45.2

453

4.5.4

A. Rating Philosophy: Each rating report shall reflect the combined judgment and review of
both the immediate supervisor and the administrative office immediately associated with the
employee being rated.

B. Rating Review: Any employee, who has reason to question an aspect of their performance
rating, has the right to request a review of their evaluation by the (1) immediate supervisor (2)
Superintendent, and (3) Board of Education.

C. No evaluation of any employee shall be placed in any personnel file without an
opportunity for discussion between the employee and the evaluator. No evaluation shall be made
based upon hearsay statements, but shall only be based upon the direct observation and
knowledge of the evaluator. Any negative evaluations shall include specific recommendations for
improvement and provisions for assisting the employee in implementing recommendations
made. The employee shall have the right to review and respond to any derogatory evaluation.

Procedure for Dealing with Public Charges

Any complaint regarding a classified employee made to a member of the administration by any
parent, student or other person which does or may influence the evaluation of an employee shall
be discussed with the employee.

If the nature of the complaint suggests that there should be some preliminary investigation prior
to informing the employee, that shall be done as quickly as reasonably possible.

Should the involved employee and/or the District representative feel that there should be a
meeting concerning the complaint, a meeting shall be scheduled with the complainant, the
District representative, and the employee. The employee shall have the right to have CSEA
representation at the meeting.

If the matter is not resolved at the meeting to the satisfaction of the complainant, or if the
complainant does not attend the meeting, the complainant may put their complaint in writing
and submit the original to the employee with a copy to the employee's immediate supervisor.
The employee shall initial and date the written complaint. If no written complaint is received or
if a written complaint is received and no formal action is taken by the Superintendent or the Board
within fifteen (15) days, the matter shall be dropped.
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5.1

ARTICLE 5 - GRIEVANCE PROCEDURE

Definitions

1.

A “grievance” is a claim by an employee or the Association covered by this
Agreement that there has been an alleged violation, misapplication or
misinterpretation of a provision of this Agreement.

2. “Days” or “Working Days” as referred to in this Article shall both mean any day in
which the District office is open for business.

3. Any grievance filed on behalf of any employee which would affect one or more
employees when resolved, such resolution shall apply to any employees similarly
grieved.

4. "Invalidate the grievance" means the employee(s) involved in a particular
occurrence or incident has (have) waived the right to pursue a grievance arising
therefrom.

Purpose

1. The purpose of this procedure is to obtain at the lowest possible administrative
level, equitable solutions to alleged Vviolations, misinterpretations or
misapplications of a provision of this Agreement.

2. An employee may be represented at all stages of the grievance procedure by
them, or at their option, by a representative selected by the Association.

3. Nothing contained herein will be construed as limiting the right of any employee

having a grievance to discuss the matter informally with any appropriate member
of the administration, and to have the grievance adjusted without intervention
by the Association, provided that the adjustment is not inconsistent with the
terms of this Agreement and that the Association has been given a copy of the
grievance and the proposed resolution and has been given the opportunity to file
a response.
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4. The time limits specified at each grievance level should be considered to be
maximums and every effort should be made to expedite the process. The time
limits may, however, be extended by mutual agreement.

5. In the event a grievance is filed at such a time that it cannot be processed through
all the steps in this grievance procedure by the end of the school year and, if left
unresolved until the beginning of the following school year, could result in harm
to the grievant, the time limits set forth herein should, if possible, be reduced so
that the procedure may be exhausted prior to the end of the school year.

5.2 Procedure

A

Level One:

A grievant will first discuss the grievance with their immediate supervisor with the
objective of resolving the matter informally.

Level Two:

1. If the grievant is not satisfied with the disposition of the grievance at Level One,
or if no satisfactory written decision has been rendered within five (5) days after
presentation of the grievance, they may file the grievance in writing, if they
choose, to the Superintendent within (10) days after the written decision, if
applicable, at Level One. The grievance shall define the specific contract section
believed violated and shall contain specific information to include the place and
approximate date and time the alleged violation occurred. The grievant shall also
summarize the proposed satisfactory resolution they desire to satisfy the alleged

grievance.

2. Within five (5) days after receipt of the written grievance by the Superintendent,
the Superintendent or their designee will meet with the grievant in an effort to
resolve it.

Level Three:

If the grievant is not satisfied with the disposition made by the Superintendent, or if no
disposition has been made within five (5) days, then the grievant shall submit the
grievance to the Board by filing a copy with the Secretary of the Board. Notification of
such an appeal shall be given to the employee's immediate supervisor and to the
Superintendent. The Board, at its next regularly scheduled meeting, or within two (2)
weeks of the filing of the appeal, whichever shall be later, shall meet with the grievant
and at the grievant's request, an Association representative and the Superintendent or
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their designee to review such grievance in executive session. One additional employee's
representative may be present at this meeting when necessary for a fair and complete
presentation of the employee's appeal. The disposition by the Board shall be made to the
employee by answering the grievance within seven (7) days of the meeting. A notification
of such disposition shall be furnished to the grievant and the Superintendent.

Level Four:

1.

If the grievant is not satisfied with the disposition of their grievance at Level Three
or if no written decision has been rendered within seven (7) days after they have
met with they Board, they may, within five (5) days after a decision by the Board
or their designee, request in writing that the Association submit their grievance
to advisory arbitration. The Association, by written notice to the Superintendent
within fifteen (15) days after receipt of the request from the grievant, may submit
the grievance to advisory arbitration.

The parties shall select a mutually acceptable arbitrator. Should they be unable
to agree on an arbitrator within ten (10) days of the Association's submission of
the grievance to arbitration, submission of the grievance shall be made to the
State Mediation and Conciliation Services. In any event, the parties will then be
bound by the rules and procedures of the American Arbitration Association in the
selection of an arbitrator and the arbitrator shall proceed under the Voluntary
Labor Arbitration Rules of said Association.

The arbitrator's decision will be in writing and will set forth his findings of fact,
reasoning, and conclusions on the issues submitted. The arbitrator will be
without power or authority to make any decision which requires the commission
of an act prohibited by law or which is violative of the terms of this Agreement.

All costs for the services of the arbitrator, including, but not limited to, per diem
expenses, his travel and subsistence expenses, and the cost of any hearing room
will be borne equally by the Board and the Association. All other costs will be
borne by the party incurring them.
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53

Miscellaneous

A.

Arbitration cases not requested by the President of the Association shall make the
grievant liable for any expenses incurred.

Decisions rendered at Levels Two and Three of the grievance procedure will be in writing
setting forth the decision and the reasons therefore will be transmitted promptly to all
parties interested and to the President of the Chapter. Time limits for appeal provided in
each level shall begin the day following receipt of written decision by parties interested.

When it is necessary for a representative designated by the Association to attend a
grievance meeting or hearing during the day, they will, upon notice to their superior, be
released without loss of pay in order to permit participation in the foregoing activities.
Any employee who is requested to appear in such investigations, meetings, or hearings
as a witness will be accorded the same right.

All documents, communications and records dealing with the processing of a grievance
will be filed in a separate grievance file and will not be kept in the personnel file of any of
the participants.

The District agrees that CSEA shall appoint job representatives from each job site from
within the bargaining unit for the purpose of promoting an effective relationship between
the District and the employees. CSEA shall provide the District with a list of names of job
representatives at the beginning of each school year and shall notify the District of any
changes that occur.

Job representatives may be granted release time upon prior approval of their immediate
supervisor to assist in the resolution of grievances; however, job representatives shall first
obtain a written statement authorizing them to act in an employee's behalf, signed and
dated by the affected employee.

The failure of a grievant to proceed from one step of the grievance procedure to the next
within the time limit shall invalidate the grievance.

A grievance may be withdrawn at any level.
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The grievant has the responsibility to initiate the grievance within fifteen (15) working
days of when they knew or should have known of the occurrence or incident which gave
cause for the grievance. Failure to initiate a grievance within the specified time limits
shall invalidate the grievance.

If a grievance arises from action or inaction on the part of a member of the administration
at a level above the immediate supervisor, the aggrieved may submit such a grievance in
writing at Level 2.
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6.1

6.2

6.3

6.4

ARTICLE 6 - ALLOWANCES

Mileage: Any employee in the bargaining unit required to use their vehicle on District business
shall be reimbursed at the current allowable IRS rate for all miles driven on behalf of the District.
The mileage computation shall include mileage necessary to return to the employee's normal job
site after the completion of District business. Failure to obtain prior approval from an employee's
immediate supervisor shall invalidate this provision of the contract.

Compensation for Travel Expenditures for Employees While on Approved School Trips

A. Compensation for use of a personal automobile shall be the current allowable IRS rate.

B. If the total distance traveled is in excess of two hundred (200) miles, the compensation
shall be on the basis of air coach fare, if travel is by personal car, or actual cost of public
transportation used. Necessary expenses in getting to and from the point of departure
of the public transportation facility and the employee's points of origin and destination
shall be added to the actual transportation fare.

C. If in, the opinion of the Business Office, the most satisfactory means of travel is by

personal car, expenses for its use may be allowed at the current allowable IRS rate for
distances in excess of two hundred (200) miles.

D. If several employees are traveling in the same car, travel expenses shall be allowed only

for the person providing the car.

E. Other travel expenses, including but not necessarily limited to parking, bridge and

highway tolls, taxi and bus fares, will be paid upon presentation of required evidence and
approval of the Business Office.

The District shall bear the cost of the annual fee for each emergency credential required for
classroom paraeducators to substitute for a credentialed teacher.

CSEA Employees in the following classifications (Maintenance, Groundskeepers, Driver, Food
Service, Custodial, Campus Supervisor, Engineering Lab Coordinator, Theater Technician) are
entitled to reimbursement for out-of-pocket expenses of up to $200 per school year for safety
related items that specifically correspond to the duties outlined in their respective job description.

Page 17



7.1

7.2

7.3

7.4

7.5

ARTICLE 7 - SAFETY CONDITIONS

Safe conditions shall be maintained daily in all workplaces; hazardous conditions shall be
remedied promptly.

Staff shall not be required to work under conditions that endanger their health or safety. The
District shall provide whatever training and equipment (e.g., goggles, gloves, masks and other
safety items) that are deemed necessary for employee safety by the employee, District or state
mandates.

If a classified employee's personal safety is jeopardized by a student, community member or any
other individual(s) during the performance of the employee's duties, the employee may exercise
reasonable restraint in self-defense if no other alternatives exist. Any complaint arising out of use
of such restraint shall result in an administrative investigation. No action shall be taken against
the staff member unless and until the administration determines that such investigation warrants
it.

Staff shall immediately report cases of assault suffered by them in connection with their
employment to their principal or their immediate supervisor, who shall immediately report the
incident to the police. Such notification shall be immediately forwarded to the Superintendent.

The District will also provide training to CSEA unit members in relevant classifications. Specifically,
the training will be offered in the following areas:

* Blood Borne Pathogens

* Pesticides and Trap Chemicals

=  Proper Restraints
These trainings will be in addition to the state mandated trainings required of all Classified
employees of the District.
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8.1

8.2

8.3

ARTICLE 8 - EMPLOYEE RIGHTS/PERSONNEL FILES

Information of a derogatory nature, except material mentioned in paragraph E of this
section, shall not be entered or filed unless and until the employee is given notice and an
opportunity to review and comment thereon. An employee shall have the right to enter,
and have attached to any such derogatory statement, their own comments thereon. Such
review shall take place during normal business hours and the employees shall be released
from duty for this purpose without salary reduction.

If the employee feels the derogatory material is in error, the employee shall have the right
to file a grievance. However, the content of an evaluation shall be exempt from the
grievance procedure. If the employee grieves the derogatory material as specified under
the grievance procedure, the material shall be placed in a grievance file and shall not
become a part of the personnel file.

Except as provided in paragraph 8.1.A, every employee shall have the right to review the
contents of their file at reasonable times with approval of the immediate supervisor. Such
review shall take place in the presence of a district records custodian. The employee has
the right to have a representative of the association accompany them in such a review.

An employee shall be given a copy of information contained in their personnel file.

"Personnel File" shall not include materials which:

1. were obtained prior to the employment of the person involved;
2. were prepared by identifiable examination committee members; or
3. were obtained in connection with a promotional examination.

The District shall make available a printed contract of the CSEA contract upon request.

The personnel office shall furnish all new employees upon date of hire with a copy of the contract
along with a job description and classified salary schedule. The employee shall sign a receipt for
these materials.

Page 19



9.1

9.2

9.3

ARTICLE 9 - LAYOFF AND REEMPLOYMENT

When the Board of Education determines that layoff is necessary, the procedures for layoff shall
be administered under this article.

Definitions

A

Employee: An employee for the purposes of this article is an employee in the regular
classified service.

Layoff: A layoff is a separation from a position, or reduction in assigned time
(hours/days/work year) due to lack of work, lack of funds, or as a result of displacement
(bumping).

Seniority: Seniority for service prior to July 1, 1971, shall be based on the date of hire in
the present classification plus equal and higher classes and shall be converted to hours in
paid status as follows:

40 hour per week employees = 173.33 hours per month

37.5 hour per week employees = 162.50 hours per month

Other employees shall be accorded hours as per District records. Seniority for employees
hired July 1, 1971, or after shall be determined by the unit member’s date of initial
employment within classification in either a probationary or permanent capacity
(excluding short term and/or substitute).

Voluntary Layoff: Voluntary layoff is when an employee consents to a reduction of
assigned time or assignment to a lower classification in lieu of layoff.

Application

A.

The employee with the least seniority in the affected class plus seniority accrued from
serving in an equal or higher classification shall be laid off first.

If two (2) or more employees subject to layoff have equal seniority, the determination as
to who will be laid off will be made on the basis of the earliest hire date in the District,
and if that be equal, then determination shall be made by lot.
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9.4

Notice

Any employee, who, in order to avoid interruption of employment, voluntarily consents
to a reduction in hours of employment or assignment to a lower classification than that
in which the employee has permanence is considered to have taken a voluntary layoff.

An employee laid off in one classification, who previously served in a lower classification,
may move into that lower classification if their seniority is greater than those employees
presently serving in that classification.

Employees whose positions have been reclassified pursuant to the reclassification study
shall carry over the seniority earned in their prior classification to that new classification
or sub-classification in the case of Maintenance Technicians.

Notwithstanding any other provision of this article, an employee shall be entitled to elect
layoff when served with a notice of layoff. Such election shall, for all purposes, be deemed
involuntary.

An employee may elect layoff when there has been a layoff notice issued to any other
employee in their classification. This shall be called a substitutionary layoff and such
election shall, for all purposes, be deemed involuntary. CSEA agrees to defend, indemnify
and hold the District harmless from any and all claims against the District arising from the
implementation of Article 9.3.G.

When the District determines that layoffs shall occur, the procedure shall be in
accordance with applicable Education Code and case law. No later than March 15, written
notice shall be given to classified employees by the superintendent of the school district
or the superintendent’s designee. Notice must state the reasons that the employee’s
services will not be required for the ensuing year, and inform the employee of the
employee’s displacement rights, if any, and reemployment rights. If the District takes
action to lay off employees during the term of this Agreement, the Association may
request negotiations on negotiable matters relating to such layoff.

Notice of layoff may be given in less than sixty (60) days when a financial or unforeseeable
emergency exists.

The notice shall contain: (1) the employee's displacement rights, if any; (2) the employee's
reemployment rights; and (3) the employee's right to discuss layoff with the
Superintendent; (4) a statement that the employee may be eligible for unemployment
benefits, and (5) a statement of the effective date of layoff.
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9.5

9.6

D. Copies of layoff notices shall be provided to CSEA.

E. Employees who have been given notice of layoff shall respond in writing, such writing to
be delivered or postmarked within at least five (5) working days of receiving such notice
by personal service or certified mail, of their intent to exercise seniority rights for
displacement to a lower classification in which the employee has served or reduction of
assignment hours.

F. Failure to give written notice under the provisions of this section shall cause
reinstatement of the affected employee who may then be subject to layoff.

Reemployment Rights

A. The names of employees laid off shall be placed on reemployment lists in the reverse
order of layoff. Involuntary layoff rights shall continue for thirty-nine (39) months from
the date of layoff. When there is a voluntary reassignment or demotion in lieu of layoff,
employees shall be placed on reemployment lists for an additional twenty-four (24)

months.
B. Reemployment shall be in the reverse order of layoff.
C. Offers of reemployment shall be made on the basis of reemployment lists based on the

highest seniority in each classification.

D. Such employees shall be notified by certified/registered mail at the last known address of
record or by telephone. The employee shall respond in writing to the Superintendent of
acceptance. Such writing shall be delivered or postmarked within at least five (5) working
days from the date of postmark of such notice.

An employee on the reemployment list shall receive all offers of reemployment for a period of
one (1) year. Thereafter, if the employee wishes to receive offers of reemployment, they shall
request it in writing. When vacancies arise and employees in layoff status have no reemployment
rights to the position, they shall be notified of the vacancy pursuant to the procedure described
in this section 9.6 and shall be given consideration if they are qualified as determined by the
District.
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9.7

9.8

9.9

Continuation of Benefits

All permanent employees who are separated from their positions as a result of layoff shall receive
the benefits to which they are entitled pursuant to Article 19 for one (1) month following the
effective date of the layoff.

Each employee may use a maximum of eight (8) hours of regular work time for employment
interviews and all application processes with potential employers.

The District and CSEA agree that this article constitutes a complete and final negotiation of the
procedures, impact and effects of layoff; that if a layoff becomes necessary, the District may act
pursuant to this article without further negotiation.
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10.1 Definitions:

ARTICLE 10 - TRANSFER OR PROMOTION

A. A transfer is defined as a change between school sites within the same position
classification.

B. A promotion is a change from one position to another position in a higher classification,
and may or may not involve a change of school site.

C. A vacancy is defined as unassigned FTE after all district-wide employees have been placed
in a position that matches their classification.

10.2 Procedures:

A. Employer Initiated Transfers:

1.

The District may transfer an employee at any time, provided, however, the transfer
shall not be effected for punitive or preferential reasons. A transfer must be
discussed with the employee.

2. Notification of impending transfer shall be given to the employee at least ten working
days prior to the change. This requirement may be modified upon mutual agreement
between the employee and the Superintendent.

3. Transfer must not be to a lower range of pay.

B. When a position is created or a vacancy arises, the District shall notify all classified

employees. When there is a vacancy, the internal posting period shall be 5 working days
following notification. The job may be simultaneously posted externally.

The notice shall include: the job title, a brief description of the position and duties,
the minimum qualifications required for the position, the assigned job site, the
number of hours per day, regular assigned work shift times, days per week and
months per year assigned to the position, the salary range, and the deadline for filling
the vacancy.

Any employee in the unit may file for the transfer or promotion by submitting written
notice to the Superintendent within the posting period. Any employee on leave or
vacation may authorize their job representative to file on the employee's behalf.
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10.3 First Consideration in Transfer or Promotion:

A.

When a vacancy occurs, the District shall fill that position by considering, in the following

order:

1.

Employees who apply for a transfer;

a.

The site administrator may make the decision upon the basis of the applicant’s
qualifications, experience, education, seniority, and interviews.

When a request for promotion is denied, the applicant must be notified in
writing by the site administrator.

The applicant may request a meeting with the site administrator to learn of the
reasons for the denial and areas of growth.

Employees who apply for a promotion;

a.

The site administrator may make the decision upon the basis of the applicant’s
qualifications, experience, education, seniority, and interviews.

When a request for promotion is denied, the applicant must be notified in
writing by the site administrator.

The applicant may request a meeting with the site administrator to learn of the
reasons for the denial and areas of growth.

Hire from outside the District;

a.

The site administrator may make the decision upon the basis of the applicant’s
qualifications, experience, education, and interviews.

10.4  Evaluation for Promoted Employees:

A

If a permanent employee is promoted to a higher classification, that employee shall serve
a probationary period of six months in that position and shall be evaluated pursuant to
Article 4. In the event the employee is found unsatisfactory in the higher classification,
they shall be reinstated in permanent status in their former classification unless there is
cause for dismissal .

If a probationary employee is promoted to a higher classification before the end of the
probationary period, the probationary period for that employee shall be extended for six
months from the date of the promotion, during which time they shall be evaluated in
accordance with Article 4.

10.5 Medical Transfers:

A.

The District may give alternate work, when available, to an employee who has become
medically unable to satisfactorily perform their regular job class duties. The alternate
work may constitute promotion, demotion, or lateral transfer to a related class.
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If an employee has a significant medical and/or mental problem, the District may require
the employee to have a medical examination by a jointly agreed upon physician to
determine if the problem limits the employee from carrying out their duties. The cost of
the exam shall be the responsibility of the District. If a physician cannot be jointly agreed
upon, the Alameda/Contra Costa Medical Association will be asked to provide a list of
three physicians from which one will be selected by the Association and District.

10.6 Differential Compensation:

A

Assignment to positions for which differential compensation is provided, whether
monetary or in the form of a reduced work shift, shall be made on the basis of seniority
among those within the appropriate class. This policy notwithstanding, temporary
assignment of less than twenty (20) working days shall be made at the pleasure of the
administration.

No employee assigned to work in a position entitled to differential compensation shall be
demoted in class or grade as a result of such assignment.

An employee regularly assigned to a position entitled to receive differential compensation
shall continue to receive it, provided they work twenty (20) days or less in a position not
entitled to differential compensation
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11.2

ARTICLE 11 - LEAVES

Definitions

A

Paid leave of absence means that an employee shall be entitled:

1. To receive wages and all fringe benefits including but not limited to insurance and
retirement benefits.

2. To return to the same assignment held immediately preceding the
commencement of the leave, unless such assignment is not available. If such
assighnment is not available, then the employee shall return to a similar
assighment.

3. To receive credit for annual salary increments provided during the leave.

Unpaid leave of absence means that an employee shall be on leave without pay and shall
have the option of paying for benefits accorded full-time employees (except where
prohibited by the carrier).

Sick Leave

A

Classified employees shall be entitled to paid leave of absence for personalillness or injury
at the rate of one (1) day for each month of service rendered during a fiscal year, providing
the employee was in a paid status for half or more of the working days in the month.

All unit members who use not more than two (2) sick leave days during the year
July 1 —June 30) shall be credited with three (3) additional days of sick leave; those who
have used not more than three (3) shall be credited with two (2) additional days of sick
leave; those who have not used more than four (4) shall be credited with one (1)
additional day of sick leave.

Unused sick leave credits shall be accumulated from year to year without limit.

Application for sick leave benefits requires the signature of the Principal, Department
Head, or Supervisor. In the event that an employee is absent for more than three (3)
consecutive working days, the Superintendent may request a statement from a licensed
physician be attached to the employee’s application for sick leave benefits. The
Superintendent may require a classified employee to present a signed statement from a
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11.3

licensed physician for any absence due to illness or injury when, in their judgment, it is in
the best interests of the District to do so.

Unused sick leave must be credited toward retirement regardless of the employee's hire
date.

In addition to employee’s right to use of sick leave for their own illness or injury; an
employee shall also be able to use available sick leave for bereavement as defined in 11.6
B, to care for a seriously ill child, spouse or parent, or for the birth of a child or the
adoption of a child by the employee, or placement with employee of foster child.

If an employee uses District paid or unpaid leave, and the leave meets the requirements of the
Family Care Leave, both leaves will run concurrently. If an employee requests Family Care Leave,
the District may require the District leave that meets the requirements to be used concurrently.

The District shall maintain the employee’s health benefits (if any) on the same basis as if the
employee were in paid status. The employee’s absence under this provision shall not be
considered a break in service, and the employee will be returned to their job without any loss of
seniority status.

Extended Leave

A

Classified employees shall be entitled to up to 100 days of extended leave in addition to
the days to which they are entitled under Article 11.1 and Education Code 45192. Such
days shall be compensated up to 50% of the employee’s regular salary. Employees are
eligible for this leave only after all accrued sick leave has been exhausted.

A permanent, classified employee, who because of non-industrial accident or illness has
exhausted all entitlement to paid and unpaid leave of absence, shall be placed on a
reemployment list for a period of thirty-nine (39) months. If, at any time during the thirty-
nine (39) months, the employee is able to assume the duties of their classification, they
shall be reemployed in the first vacancy in their classification with preference over all
other applicants except for those laid off for lack of work or lack of funds.

Before an employee leaves the service of the District for reason of health, they shall have
the opportunity to apply for other appropriate leaves.
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Workers Compensation Leave

A.

All classified employees of the District are insured under the State Compensation
Insurance Fund and are entitled to protection under this insurance for injuries or illnesses
sustained during the performance of duty. In all cases, the laws in effect pertaining to
Workers' Compensation Insurance shall prevail. Each employee has the responsibility to
report an illness or injury immediately to the Business Office on forms provided by the
District.

Allowable leave shall not be more than sixty (60) working days in any one (1) fiscal year
for the same accident.

Allowable leave shall not be accumulated from year to year.

Industrial accident or illness leave will commence on the first day of absence.

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

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

The industrial accident or illness leave of absence is to be used in lieu of entitlement
acquired under the Education Code. When entitlement to industrial accident or illness
leave has been exhausted, entitlement to other sick leave will then be used; but if an
employee is receiving Workers' Compensation, they shall be entitled to use only so much
of their accumulated or available sick leave, accumulated compensatory time, vacation or
other available leave, which as when added to the Workers' Compensation award,
provide a full day's wage or salary.

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

During all paid leaves of absence, whether industrial accident leave as provided in this
section, sick leave, vacation, compensated time off or other available leave provided by
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11.6

law or the action of the Board of Education, the employee shall endorse to the District,
wage loss benefit checks received under the Workers' Compensation laws of this State.
The District, in turn, shall issue the employee appropriate warrants for payment of wages
or salary and shall deduct normal retirement and other authorized contributions.

When all available leaves of absence, paid or unpaid, have been exhausted and if the
employee is not medically able to assume the duties of their position, they shall, if not
placed in another position, be placed on a reemployment list for a period of thirty-nine
(39) months. When available, during the thirty-nine (39) month period, they shall be
employed in a vacant position in the class of their previous assignment over all other
available candidates except for a reemployment list established because of lack of work
or lack of funds, in which case they shall be listed in accordance with appropriate seniority
regulations.

An employee receiving benefits as a result of this section shall, during periods of injury or
iliness, remain within the State of California unless the Board of Education authorizes
travel outside the State.

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

Quarantine Leave

Any classified employee who is absent from duty because of quarantine which results from their
contact with other persons having a contagious disease while performing their duties, shall be
compensated at their regular salary rate during such absence, provided that an official statement
certifying to the need for the absence is submitted.

Bereavement Leave

A.

A classified employee shall be granted necessary leave of absence without loss of pay not
to exceed three (3) workdays (five (5) days if two hundred (200) miles or out of state trave