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 1 

PREAMBLE 1 

 2 

This Agreement is by and between the Lake Elsinore Unified School District, hereinafter 3 

referred to as "District" and the California School Employees Association (CSEA) and its Lake 4 

Elsinore Chapter Number 598, or its successors, hereinafter referred to as "CSEA". 5 

 6 

The purpose of this Agreement is to promote the improvement of personnel management 7 

and employer-unit member relations, provide an equitable and peaceful procedure for the 8 

resolution of differences, and establish rates of pay and other terms and conditions of 9 

employment. 10 

 11 

ARTICLE 1.  RECOGNITION 12 

 13 

1.1 Acknowledgment 14 

The District hereby acknowledges that CSEA is the exclusive bargaining representative for all 15 

classified unit members holding those positions described in Appendix C attached hereto 16 

and incorporated by reference as a part of this Agreement. 17 

1.2 Changes in Bargaining Unit 18 

In the event that the District hereafter creates a new job classification or substantially 19 

changes the duties of an existing classification to which this Agreement applies, the District 20 

and CSEA shall meet to negotiate with regard to whether or not such position is to be 21 

included within the bargaining unit.  In the event there is a dispute as to whether or not the 22 

position is to be included within the bargaining unit, the parties shall jointly petition the 23 

Public Employment Relations Board for a unit clarification procedure.  If there is a dispute as 24 

to the appropriate rate of pay to be assigned the position, CSEA may invoke the Grievance 25 

Procedure of this Agreement, commencing at Level IV. 26 

1.3 Non-Unit Personnel 27 

The following positions shall not be bargaining unit positions: 28 

1.3.1 Short-Term 29 

Any person who is employed to perform a service for the District, upon the 30 

completion of which, the service required or similar services will not be extended or 31 

needed on a continuing basis.  A short-term employee shall not be covered by the 32 

terms of this Agreement. 33 

1.3.1.1 The District shall notify the CSEA President or his/her designee in 34 

writing of any proposed hiring of short-term employees and shall indicate the 35 

project for which hired and the probable duration of employment. 36 

1.3.1.2 The District shall notify the CSEA President or his/her designee in 37 

writing of any hiring of short-term employees employed for five (5) or more 38 

working days. Notification shall include work assigned and probable duration 39 



 2 

of assignment. Notification to the CSEA President or his/her designee shall 1 

occur within two (2) working days following employment. 2 

1.3.2 Substitute  3 

A substitute is defined as a person employed to replace a regular classified unit 4 

member temporarily absent from duty.  Such employees may also be used to fill 5 

vacant positions for a period not to exceed sixty (60) calendar days after a 6 

bargaining unit position has been vacated and a regular replacement has not been 7 

recruited.  This 60-day limit may only be extended by agreement between the 8 

District and CSEA and with existing verification to show that efforts to fill vacancies 9 

have been made. Substitute employees shall not be covered by the terms of this 10 

Agreement. 11 

1.3.3 Restricted Persons hired under specially funded projects (such as J.T.P.A.) are 12 

not covered by the terms of this Agreement. 13 

1.3.4 Volunteers/Students  14 

The District may utilize volunteers and/or students as permitted by law provided 15 

that such utilization shall not affect the wages, hours, transfer or reassignment of 16 

any unit member in the bargaining unit. 17 

1.3.5 When volunteers and/or students are being utilized, a bargaining unit member 18 

or members will be assigned to work in coordination with the supervisor and 19 

volunteers and/or students to accomplish the task(s). 20 

 21 

ARTICLE 2.  DISTRICT RIGHTS 22 

 23 

2.1 It is understood and agreed that the District retains all of its power and authority to 24 

direct, manage and control to the full extent of the law.  Included in, but not limited to 25 

those duties and powers are the exclusive rights to:  determine its organization; direct the 26 

work of its employees according to job description; determine the time and hours of 27 

operation; determine the kinds and levels of services to be provided and the methods and 28 

means of providing them; establish its educational policies, goals and objectives; in-29 

patterns; determine the kinds and number of personnel required; maintain the efficiency of 30 

district operations; build, move or modify facilities; establish budget procedures and 31 

determine budgetary allocations; determine the methods of raising revenue; and take 32 

action on any matter in the event of an emergency.  In addition, the Board retains the right 33 

to hire, classify, assign, transfer, evaluate, promote, terminate, and discipline employees. 34 

2.2 The exercise of the foregoing powers, rights, authority, duties and responsibilities of the 35 

District, the adoption of policies, rules, regulations and practices in furtherance thereof, and 36 

the use of judgment and discretion in connection therewith, shall be limited only by the 37 

specific and express terms of this Agreement, and then only to the extent such specific and 38 

express terms are in conformance with law. 39 



 3 

2.3 The District retains its right to amend, modify, or rescind policies and practices referred 1 

to in this Agreement, in cases of emergency.  Emergency shall be defined as earthquake, 2 

fire, flood, or major civil disruption or any condition that results in school closure. 3 

 4 

ARTICLE 3.  ORGANIZATIONAL SECURITY AND DEDUCTIONS 5 

 6 

3.1 Intent 7 

It is the mutual intent of the parties that the provisions of this Article protect the rights of 8 

individual unit members without restricting CSEA's right to require every bargaining unit 9 

member, except those exempt from these provisions, to pay a fair share of the cost of 10 

collective bargaining activities. 11 

3.2 Requirements 12 

Except as expressly exempted herein, all unit members in the bargaining unit who do not 13 

maintain membership in good standing in CSEA are required, as a condition of continued 14 

employment, to pay service fees to CSEA, in the amounts that do not exceed the periodic 15 

dues of CSEA, for the duration of this Agreement. 16 

3.2.1 No unit member shall be obligated to pay dues or service fees to CSEA until the 17 

first of the month following 30 calendar days after the unit member first becomes a 18 

member of the bargaining unit. 19 

3.2.2 The employer shall, without charge, mail to the CSEA Regional Office at least 20 

once a month, a list of unit members hired by the employer.  Said list shall contain 21 

unit member's name, mailing address and date of hire. 22 

3.3 Religious Objections 23 

Any member of the bargaining unit who is a member of a religious body whose traditional 24 

tenets or teachings include objections to joining or financially supporting unit member 25 

organizations shall not be required to join, maintain membership in, or financially support 26 

CSEA as a condition of employment.  Such unit member shall be required, in lieu of a service 27 

fee, to pay sums equal to such service fee to one of the following non-religious, non-labor 28 

organizations, a charitable donation exempt from taxation under Section 501(c)(3) of Title 29 

26 of the Internal Revenue Code: 30 

  a. United Way 31 

  b. American Heart Association 32 

Any unit member claiming this religious exemption shall, as a condition of continued 33 

exemption from the requirement of paying a service fee to CSEA, furnish to CSEA proof of 34 

payment and a written statement of objection along with verifiable evidence of 35 

membership in a religious body whose traditional tenets or teachings object to joining or 36 

financially supporting unit member organizations.  Proof of payment shall be in the form of 37 

receipt and/or canceled checks indicating the amount paid, date of payment and to whom 38 
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payment in lieu of the service fee has been made.  Such proof shall be presented on or 1 

before October 1st of each school year. 2 

3.4 Dues and Service Fee Deductions 3 

3.4.1 CSEA has the sole and exclusive right to have unit member organization 4 

membership dues and service fees deducted by the employer for unit members in 5 

the bargaining unit. 6 

3.4.2 The employer shall deduct, in accordance with the CSEA dues and service fee 7 

schedule, dues, service fees or payments to charity in lieu of service fees from the 8 

wages of all unit members who are members of the bargaining unit and who have 9 

submitted payroll deduction authorization forms to the District. 10 

3.4.2.1 In the event that a unit member hereunder revokes a dues or service 11 

fee authorization or fails to submit a deduction authorization, the employer 12 

shall deduct service fees until such time as CSEA notifies the employer that 13 

arrangements have been made for the payment of such fees. 14 

3.4.3 The employer shall, without charge, pay to CSEA within 15 days of the 15 

deduction all sums so deducted, except that the employer shall pay to the 16 

designated charity sums deducted in lieu of service fees from the wages of unit 17 

members who qualify for the religious exemption pursuant to this Agreement. 18 

3.4.4 Along with each monthly payment to CSEA, the employer shall, without 19 

charge, furnish CSEA with an alphabetical list of all unit members in the bargaining 20 

unit, identifying them by name, social security number, months per year in paid 21 

status and annual salary, and indicating the amount deducted, if any, and whether 22 

such deduction is for dues, service fees or charitable contributions. 23 

3.4.5 Nothing contained herein shall prohibit a unit member from paying service 24 

fees directly to CSEA. 25 

3.4.6 The employer shall immediately notify the CSEA chapter treasurer if any 26 

member of the bargaining unit revokes a dues, service fee or payment in lieu of 27 

service fee deduction authorization. 28 

3.4.7 The employer shall deduct and pay to CSEA service fees for each     bargaining 29 

unit member who is not a CSEA member in good standing and who is obligated to 30 

pay such fees, pursuant to this Agreement, unless CSEA notifies the employer that 31 

the unit member is paying such fees directly to CSEA.  A payroll deduction 32 

authorization form shall not be required for such deductions. 33 

3.5 Hold Harmless 34 

The California School Employees Association shall indemnify, defend and hold harmless the 35 

District's Board of Education, including each individual School Board Member, and 36 

employees, agents and representatives of the District against any and all claims, demands, 37 

suits or other forms of liability; including, but not limited to, wages, damages, judgments, 38 

fees, fines, court costs, attorney fees, and any back pay, penalties or awards resulting from 39 
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any court, arbitrator or PERB orders, judgments or settlements which may arise by reason 1 

of, or resulting from the operation of this Article.  The California School Employees 2 

Association shall bear all costs defending against any and all such claims, demands, suits or 3 

other forms of liability; including, but not limited to, court costs, attorney fees and all other 4 

costs of litigation. 5 

3.6 Resignation of Bargaining Unit Member 6 

The District shall, within five (5) days, notify the CSEA treasurer if any member resigns or is 7 

terminated and such action is approved by the Board of Trustees.  CSEA shall furnish any 8 

information needed by the District to fulfill the provisions of this Article. 9 

 10 

ARTICLE 4.  PERSONNEL FILES 11 

 12 

4.1 The personnel file of each unit member shall be maintained at the District's central 13 

administration office.  Except as provided in Section 23.1, no disciplinary action shall be 14 

taken against a unit member based upon derogatory materials, which are not reflected in 15 

materials in the central administration office personnel file. 16 

4.2 Unit members shall be provided with copies of any derogatory written statements five 17 

(5) workdays before it is placed in the unit member's personnel file.  Full-time permanent 18 

unit members shall be given up to one (1) hour during normal working hours and without 19 

loss of pay to prepare a written response to such material.  The written response shall be 20 

attached to the material. 21 

4.3 A unit member shall have the right to claim one (1) hour of unpaid release time to 22 

examine and/or obtain copies of any material from the unit member's personnel file with 23 

the exception of material that includes ratings, reports, or records, which were obtained 24 

prior to the employment of the unit member involved.   25 

4.4 The District shall keep a log indicating the persons other than employees in Personnel 26 

who have examined a personnel file as well as the date such examinations were made.  27 

Such log and the unit member's personnel file shall be available for examination by the unit 28 

member or the CSEA representative, if authorized in writing by the unit member.  The log 29 

shall be maintained in the unit member's personnel file. 30 

4.5 Any person who places written material or drafts written material for placement in a 31 

unit member's file shall sign the material and signify the day on which such material was 32 

drafted. 33 

 34 

ARTICLE 5. ORGANIZATIONAL RIGHTS  35 

 36 

5.1 CSEA Rights:  CSEA shall have the following rights in addition to the rights contained in 37 

any other portion of this Agreement. 38 
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5.1.1 The right of access at reasonable times to areas in which unit member’s work, 1 

for the purpose of representing bargaining unit members on grievances and matters 2 

related thereto. 3 

5.1.2 CSEA may use the school mail and electronic communication systems and 4 

bulletin board spaces designated by the Superintendent, subject to the following 5 

conditions (a) all posting for bulletin boards or items of general CSEA business for 6 

the school mail system must contain the date of posting or distribution and the 7 

identification of the organization, together with the designated authorization by the 8 

CSEA president or designee; and (b) CSEA will not post or distribute information 9 

which is derogatory or defamatory of the District or its personnel, subject to its 10 

immediate removal by the District, after consultation with the CSEA president or 11 

designee.  The District will assign an email address for every bargaining unit 12 

member.  To be provided this access, all unit members shall have on file a current, 13 

signed Acceptable Use Policy.  All electronic communication by unit members shall 14 

be consistent with Board Policy/Administrative Regulation #4040. 15 

5.1.3 To use without charge, facilities and buildings at reasonable times when 16 

advance arrangements have been made with the District Business Office. 17 

5.1.4 A designated office space to be provided to CSEA, currently at the Jean 18 

Hayman site, for purposes of conducting CSEA business. Rental rate of $600/month 19 

to be waived. This office space designation will expire on June 30, 2030. Thereafter, 20 

unless mutually agreed otherwise by both parties, it shall be extended by three (3) 21 

year increments. 22 

5.1.5 The right to review unit members' personnel files and any other records 23 

dealing with unit members, when accompanied by the unit member or on 24 

presentation of a written authorization signed by the unit member. 25 

5.1.6 The right to be supplied with a complete seniority roster, by hire date, of all 26 

bargaining unit members on or about October 15 and April 15 of each year of this 27 

Agreement and at the request of CSEA.  Seniority lists shall indicate current 28 

classification and class seniority as of June 30th of the previous school year.  29 

Seniority lists shall be made available at each school site and work location and five 30 

(5) copies shall be provided to the CSEA President.  A unit member who wishes to 31 

protest his/her length of service on the seniority list or who disagrees with the hire 32 

date credited, must file a written protest with Personnel Services within thirty (30) 33 

calendar days of the posting which contains his/her name for the first time, or within 34 

thirty (30) calendar days of the posting of any subsequent list which shows a change 35 

in his/her seniority from that on the last prior list.  Each protest shall be answered in 36 

writing with a copy to CSEA.  If an error has been made, the list will be corrected and 37 

the correction will appear on the next published list.  In addition to the seniority lists 38 
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provided for above, the District shall update the seniority list at the time any layoff 1 

notice is given. 2 

5.1.7 The right to receive two (2) copies of the board agenda and two (2) copies of 3 

the tentative, preliminary and final budget and J-380 report. 4 

5.1.8 The right to review at reasonable times, relevant material in the possession of 5 

or produced by the District, necessary to CSEA to fulfill its role as the exclusive 6 

bargaining representative. 7 

5.1.9 CSEA Release Time Chief Union Steward (CUS): 8 

To resolve personnel matters prior to collaboration meetings, broaden the base of 9 

active participation in the CSEA Lake Elsinore Chapter 598 and conduct lawful 10 

Association business, the parties recognize that it is to the advantage of the District, 11 

the Association, and the community for the CSEA Chief Union Steward (CUS) to take 12 

an active role to foster a positive work environment for employees and a positive 13 

and safe learning environment for students. 14 

The parties also understand the importance to build a collaborative and pro-active 15 

problem-solving approach to issues. The CSEA Chief Union Steward (CUS), will be 16 

released from his or her regular duties to the District for the elected term(s).  17 

Effective July 1, 2024, the appointee will receive full release time from their regular 18 

permanent work hours. 19 

In the event that the CSEA CUS works fewer than twelve (12) months, or 244 days, 20 

he or she will be assigned an 8-hour 244-day work year calendar agreed to by the 21 

parties. 22 

The CSEA CUS shall be compensated at his/her daily rate of pay as set forth in 23 

Appendix D1 of the Bargaining Unit Agreement.  24 

The CSEA CUS shall receive the associated leaves, holidays, health and welfare 25 

benefits, retirement benefits, pay, etc. of the 8-hour 244-day work year calendar.   26 

The CSEA CUS shall be paid in the usual manner as if he or she were a regular 27 

employee of the District and shall suffer no reduction in salary, step, fringe, 28 

seniority, or other benefits.  29 

The CSEA CUS will submit a tentative work-year calendar in accordance with Article 30 

11.8.2. 31 

All absences will be reported in accordance with the collective bargaining agreement 32 

and standard District absence reporting processes. 33 

Upon changing of the CSEA CUS, both parties agree to negotiate impacts associated 34 

with the selection of a new designee. 35 

The CSEA CUS will receive the rate of pay and work year assigned to their permanent 36 

position at the time of their return.  37 
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The CSEA CUS shall be guaranteed the right to return to their classification occupied 1 

before election. If said position is not available as a result of reduction, layoff, 2 

restructure, etc. the parties will meet to negotiate their return. 3 

The District will pay for the compensation for the CSEA CUS, additional approved off-4 

calendar extra duty allotment, and any approved overtime accrued by the CSEA CUS.  5 

The CSEA CUS will receive full Public Employees Retirement System (PERS) service 6 

credit for all contracted workdays to the extent permitted by law and CalPERS, as 7 

well as Health and Welfare Benefits, holidays, and leaves of a 244-day, 8-hour 8 

position. 9 

5.1.10 The CSEA president or designee shall receive up to forty (40) days of release 10 

time to conduct CSEA business. CSEA will make every effort to notify the District, in 11 

writing, prior to the release days. 12 

5.1.11 CSEA shall have the right to conduct one (1), two (2) hour orientation session 13 

on this Agreement each year for bargaining unit members, during regular working 14 

hours. 15 

5.1.12 The right to have up to nine (9) delegates receive paid release time to attend 16 

the CSEA annual conference.  The District will provide reasonable release time for 17 

bargaining unit members to serve on State CSEA positions. 18 

5.1.13 All unit members shall be allowed two (2) hours of unpaid release time to 19 

attend monthly CSEA Chapter meetings.  A supervisor may require that a bargaining 20 

unit member remain at work if a bargaining unit member's assignment requires 21 

completion due to a compelling school site or District facility need. 22 

5.1.14 The District shall include the CSEA President/Designee fifteen (15) minutes to 23 

discuss new CSEA unit member information.  This time shall be inclusive of the forty 24 

(40) days of President Release time referenced in Article 5.1.8. 25 

5.2 Selection of Job Stewards CSEA shall notify the District in writing of names of the job 26 

stewards and the group they represent.  If a change is made, the District shall be advised in 27 

writing of such change. 28 

5.3 Job stewards shall have the authority to file notice and take action on behalf of 29 

bargaining unit members relative to rights afforded under this Agreement. 30 

5.4 Job stewards shall, at any time, be entitled to seek and obtain assistance from CSEA staff 31 

personnel for the purpose of processing grievances and matters related thereto and other 32 

reasons relating to wages, hours and terms and conditions of employment covered by this 33 

Agreement. 34 

5.5 Grievance Processing CSEA shall receive, in addition to 5.1.8 above, release time without 35 

loss of compensation to attend negotiations, consultation, impasse and grievance 36 

proceedings, and to represent unit members during disciplinary meetings called by 37 

supervisors. 38 
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5.6 Distribution of Contract Within 30 days of ratification, the District shall provide CSEA 1 

with sufficient full-sized copies of this Agreement for distribution to the Association 2 

Executive Board, Bargaining Team, and Job Stewards. In addition, the District shall place a 3 

copy of this Agreement on the LEUSD website and provide each unit member with a full-4 

sized copy of this Agreement. 5 

5.7 AB119 New Employee Orientation 6 

5.7.1 District Notice to CSEA of New Hire Orientations   7 

5.7.1.1 CSEA shall receive not less than then (10) days’ notice in advance of 8 

an orientation, except that a shorter notice may be provided in a specific 9 

instance where there is an urgent need critical to the District’s operations 10 

that was not reasonably foreseeable. 11 

5.7.1.2 The Chapter President or designee will receive thirty (30) minutes of paid 12 

release time to conduct the orientation session. The CSEA Labor Relations 13 

Representative may also attend the orientation session. Said release time shall not 14 

be counted against the total release time contained in Article 5 of the collective 15 

bargaining agreement. 16 

5.7.2 Employee Information 17 

5.7.2.1 “Newly hired employee” or “new hire” means any employee, whether 18 

permanent, full time, part time, hired by the District, and who is still 19 

employed as of the date of the new employee orientation. It also includes all 20 

employees who are or have been previously employed by the District and 21 

whose current position has placed them in the bargaining unit represented 22 

by CSEA. For those latter employees, for purposes of this article only, the 23 

“date of hire” is the date upon which the employee was placed in the CSEA 24 

unit. 25 

5.7.2.2 The District shall provide CSEA with contact information on the new 26 

hires.  The information will be provided to CSEA electronically via a mutually 27 

agreeable secure FTP site or service, within 30 days of the date of hire or by 28 

the first pay period of the month following.  This contact information shall 29 

include the following items, with each field in its own column:   30 

i. First Name; 31 

ii. Middle initial; 32 

iii. Last name; 33 

iv. Suffix (e.g. Jr., III) 34 

v. Job Title/Classification; 35 

vi. Department; 36 

vii. Primary worksite name; 37 

viii. Worksite telephone number; 38 

ix. Home Street address (incl. apartment #) 39 
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x. City 1 

xi. State 2 

xii. ZIP Code (5 or 9 digits) 3 

xiii. Home telephone number (10 digits); 4 

xiv. Personal cellular telephone number (10 digits); 5 

xv. Personal email address of the employee; 6 

xvi. Birth date; 7 

xvii. Employee ID; 8 

xviii. Hire date. 9 

  10 

This information shall be provided to CSEA regardless of whether the newly 11 

hired employee was previously employed by the District. 12 

 13 

5.7.2.3 Periodic Update of Contact Information:  The District shall provide 14 

CSEA with a list of all bargaining unit members names and contact 15 

information on the last working day of September, January, and May.  The 16 

information will be provided to CSEA electronically via a mutually agreeable 17 

secure FTP site or service.  This contact information shall also include the 18 

following information, with each field listed in its own column:  19 

i. First Name;  20 

ii.  Middle initial; 21 

iii.  Last name; 22 

iv. Suffix (e.g. Jr., III) 23 

v. Job Title/Classification; 24 

vi. Department; 25 

vii.  Primary worksite name; 26 

viii.  Worksite telephone number; 27 

ix. Home Street address (incl. apartment #) 28 

x. City 29 

xi. State 30 

xii.  ZIP Code (5 or 9 digits) 31 

xiii.  Home telephone number (10 digits); 32 

xiv. Personal cellular telephone number (10 digits); 33 

xv. Personal email address of the employee; 34 

xvi. Birth date; 35 

xvii.  Employee ID; 36 

xviii.  Hire date. 37 

 38 

 39 
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5.7.3 District Notice to CSEA of New Hires 1 

5.7.3.1 The District shall provide CSEA notice of any newly hired employee, 2 

within thirty (30) days of date of hire, via an electronic mail to the chapter 3 

president/designee.  This information shall include the following: full legal 4 

name, date of hire, classification, and site.   5 

5.7.3.2 The District shall include the CSEA membership application in any 6 

employee packet of District materials provided to any newly hired 7 

employee.  The District shall provide a copy of completed membership 8 

applications to the CSEA President or designee.  CSEA shall provide copies of 9 

all CSEA literature/membership applications to be included in the packet to 10 

the District. 11 

5.7.4 Grievance Procedure 12 

5.7.4.1 Any alleged violation, misinterpretation, or misapplication of the 13 

terms of this agreement shall be subject to the grievance provisions of the 14 

Collective Bargaining Agreement, except as follows:  15 

i. Only CSEA can grieve Article 5.7.  16 

5.7.5 Duration of Agreement 17 

5.7.5.1 This agreement shall become effective November 30, 2017, and shall 18 

continue in effect up to and including June 30, 2020, and renew 19 

automatically if not reopened in writing by either party prior to renewal. 20 

  21 

ARTICLE 6.  GRIEVANCES 22 

 23 

6.1 Definitions 24 

6.1.1 A "Grievance" is a formal written allegation by the grievant that he/she has 25 

been adversely affected by a violation of the specific provisions of this Agreement. 26 

6.1.2 A "Grievant" must be a bargaining unit member of CSEA or a CSEA Chapter 27 

Representative. 28 

6.1.3 A "Day" is any day in which the District Office of the Lake Elsinore Unified 29 

School District is open for business. 30 

6.2 Level I: Immediate Supervisor 31 

6.2.1 An aggrieved unit member may within thirty (30) days after the occurrence, of 32 

the act or from when the alleged violation was discovered, present directly or 33 

through his/her authorized representative, his/her grievance to his/her immediate 34 

management supervisor.  The grievance shall be submitted on the grievance form 35 

(refer to Appendix F) and shall include the date of the alleged violation, the Contract 36 

Article(s)/Section(s) alleged to have been violated, and a statement of the 37 

circumstances that prompted the allegations.  A Level I informal conference shall be 38 
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held with the grievant's immediate supervisor.  If the grievance is not satisfactorily 1 

adjusted, the grievance may proceed to Level II. 2 

6.2.2 A unit member may present a grievance directly and have such grievance 3 

adjusted without the intervention of CSEA, as long as the adjustment is not 4 

inconsistent with the terms of this Agreement. 5 

6.3 Level II: Immediate Supervisor 6 

6.3.1 Within ten (10) days after the informal conference (6.2), the grievant or his/her 7 

representative must present his/her grievance in writing to the immediate 8 

management supervisor on the Grievance Form if the grievance is not resolved at 9 

the informal level. 10 

6.3.2 In addition to the information submitted at Level I, the grievance shall include 11 

the date of the informal conference and the remedy sought. 12 

6.3.3 The supervisor will communicate his/her decision to the unit member in 13 

writing within five (5) days after receiving the grievance. 14 

6.3.4 The President of CSEA or grievance officer shall be provided with copies of any 15 

grievance filed by unit members and any response by the District. 16 

6.4 Level III: Next Level of Supervision 17 

6.4.1 If the grievance is not satisfactorily adjusted by the immediate supervisor or if 18 

the immediate supervisor fails to respond in accordance with Level II, the grievance 19 

may be submitted to the next level of supervision or within five (5) days after the 20 

immediate supervisor fails to respond in accordance with Level II. 21 

6.4.2 Within five (5) days after the receipt of the grievance at Level III, the next level 22 

of supervision shall hold a meeting to discuss and seek to resolve the grievance.  The 23 

grievant and the President of CSEA or grievance officer shall be notified in writing of 24 

the response at Level III, within five (5) days after the meeting. 25 

6.5 Level IV: Superintendent/Designee 26 

6.5.1 If the grievance is not satisfactorily adjusted at Level III, the grievance may be 27 

submitted in writing to the District Superintendent within five (5) days of the receipt 28 

of the response at Level III or within five (5) working days after the time periods 29 

called for in Level III have passed.  Within ten (10) working days of the receipt of the 30 

grievance at Level IV, the Superintendent or his/her designee will meet with the 31 

grievant in an attempt to resolve the grievance.  Within five (5) days after this 32 

meeting, the Superintendent or his/her designee shall deliver to the grievant and 33 

the CSEA President or his/her designee, the response to the grievance. 34 

6.6 Level V Mediation: District Superintendent/Designee 35 

6.6.1 If the grievant/CSEA is not satisfied with the decision at Level IV the grievant 36 

may, within five (5) days, submit a notice in writing to the Superintendent that the 37 

grievant is preceding to mediation.  Within five (5) days of receipt of a Level V 38 

grievance, the Superintendent or designee must request a conciliator from the State 39 
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Conciliation Services.  A meeting shall be scheduled within fifteen (15) days of 1 

receipt of a written request for mediation.  The conciliator shall, within five (5) days 2 

after arrival, attempt to bring the parties to a satisfactory agreement.  In the event a 3 

mediation session does not take place within fifteen (15) days of receipt of a written 4 

request for mediation, the grievant may appeal the grievance to Level VI (Board of 5 

Trustees); however, a mediation session must take place as described in this Article 6 

previous to the issuance of a request for arbitration. 7 

6.7 Level VI Board of Trustees: District Superintendent/Designee 8 

6.7.1 If the grievant and/or the Association are not satisfied with the decision at 9 

Level V he/she or CSEA may, within ten (10) days, appeal the decision in writing to 10 

the Board of Trustees.  The appeal shall include copies of the original grievance 11 

statement and appeals and decisions at each prior level.  The grievant may present 12 

his/her case to the Board of Trustees at their next regularly scheduled meeting or, at 13 

their discretion, at an earlier special meeting.  At this and all levels, the grievant 14 

and/or CSEA shall have the right to present evidence, call witnesses and to have self-15 

chosen representation if he/she wishes.  The Board of Trustees shall have ten (10) 16 

additional days to render a written decision. 17 

6.8 Binding Arbitration: District Superintendent/Designee 18 

6.8.1 If the grievant is not satisfied with mediation, he/she may within five (5) 19 

working days submit a request in writing to the Superintendent and CSEA requesting 20 

that the grievance be submitted to binding arbitration.  CSEA shall, within five (5) 21 

days of receipt, notify the Superintendent of CSEA's disposition on the arbitration 22 

request. 23 

6.8.2 CSEA and District shall schedule a pre-arbitration meeting to discuss the 24 

issue(s) to be submitted to arbitration and attempt to mutually select an arbitrator.  25 

If no agreement can be reached within ten (10) days, they shall request the State 26 

Conciliation Service to supply a panel of five (5) names.  Each party shall alternately 27 

strike a name until only one name remains.  The remaining panel member shall be 28 

the arbitrator.  The order of the striking shall be determined by lot. 29 

6.8.3 The fees and expenses of the arbitration and hearing shall be borne equally 30 

between the parties. 31 

6.8.4 Either party may request a transcript of the proceedings and the party 32 

requesting such shall bear the expense thereof.  Each party shall bear the expense of 33 

the presentation of its own case. 34 

6.8.5 The arbitrator shall have no power to alter, amend, change, modify, add to or 35 

subtract from any of the terms of this Agreement.  The decision of the arbitrator 36 

shall be based solely upon the evidence and arguments presented to him/her by the 37 

respective parties in the presence of each other. 38 

 39 
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6.9 Group Grievance 1 

If the grievance involves unit members with different supervisors, the grievance may be 2 

submitted at Level III to a supervisor of any of the grieved unit members.  The time limits for 3 

submission and the subsequent processing shall be the same as set forth in Section 6.2 in 4 

regard to a class or group grievance. 5 

6.10 Grievance Witnesses 6 

Up to two (2) District unit members shall be made available for testimony in connection 7 

with the grievance procedure, if requested by CSEA or the grievant.  Any District unit 8 

member witness required to appear in connection with this Article shall suffer no loss of 9 

pay. 10 

6.11 Separate Grievance Files 11 

All materials concerning a unit member's grievance shall be kept in a file separate from the 12 

unit member's personnel file, which file shall be available for inspection only by the unit 13 

member, the CSEA grievance representative and other management, supervisory and 14 

confidential unit members directly involved in the grievance procedure. 15 

6.12 Reprisals 16 

There shall be no reprisal of any kind whatsoever by the District administration or Board of 17 

Trustees against any grievant or against the Association or any other participant in the 18 

grievance procedure by reason of such participation. 19 

 20 

ARTICLE 7.  PAY AND ALLOWANCES 21 

 22 

7.1 Regular Rate of Pay and Salary  23 

The regular rate of pay for each position in the bargaining unit shall be in accordance with the 24 

rates established for each class as provided for in Appendix B which is attached hereto and by 25 

reference incorporated as a part of this Agreement. The regular rate of pay shall incude any 26 

shift differential required to be paid under this Agreement. 27 

 28 

2022/2023 - 13% on salary 29 

• 13% ongoing compensation increase to the Classified Salary Schedule based on the 30 

2021/2022 Classified Salary Schedule, retroactive to July 1, 2022. 31 

• The retroactive salary increase is to be paid no later than the December 2022 pay 32 

warrant. Retroactive pay will include extra duty, overtime, and out-of-class pay. 33 

 34 

2023/2024 – 2% one-time 35 

• 2% one-time, off-schedule payment based on the 2022/2023 Classified Salary 36 

Schedule. 37 

• To be paid no later than the December 2023 pay warrant.  38 

• Article 7.3 Regular Rate of Pay is closed for the 2023/24 school year. 39 
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Extra Duty Rate of Pay Increase For ELO (Expanded Learning Opportunities) Allowable 1 

Activities 2 

Classified Employees receiving extra duty for extra work performed under the ELO 3 

Allowable Uses, such as after school tutoring, Summer School, Intersession, and 4 

Summer Literacy Camp shall receive an additional 14% increase to the rate of pay.  See 5 

Appendix D2. 6 

If/when ELO Funding expires, the district shall continue to fund extra duty at the above 7 

rates and uses. 8 

Professional Development Days: 9 

• All employees with a work year calendar of less than 183 days will have one (1) work 10 

day added to their work year calendar. 11 

• Beginning in the 2023/2024 work year, two days of Professional Development will 12 

be added and contained within the classified employees’ work calendar. 13 

• The parties will meet to determine workday calendars incorporating these 14 

Professional Development Days. 15 

• In the event, that there is a workload impact on employees to attend Professional 16 

Development, the employee may request in writing to their supervisor, extra duty or 17 

overtime pay. The Supervisor will meet with the employee to discuss the workload 18 

impacts. If an employee is denied the extra duty or overtime, the employee may 19 

appeal to the Director, of Personnel Support Services. The Director will provide CSEA 20 

with a copy of any appeal. 21 

• The training to be provided to classified bargaining unit members will be determined 22 

In accordance with Article 17 specifically 17.4 Professional Development Curriculum 23 

Planning Committee. 24 

 25 

2024-2025: 5.5% Off Schedule Payment 26 

1. 5.5% one-time, off schedule payment based on the 2022-2023 Salary Schedule, paid 27 

on the June Pay Warrant. The one-time off schedule payment will be paid to 28 

employees who are in and active paid status as of May 31, 2025. 29 

2. All off schedule payments made during the 2024-2025 school year will be paid in lieu 30 

of an on-going salary increase, in accordance with guidance provided through PERS 31 

Circular Letter 200-044-23. 32 

 33 

2025-2026: 8.49% Total On Schedule Compensation Increase, comprised of 5.49% New 34 

Funds and Previously Committed Existing Funds and 3% Off Schedule Payment to All 35 

Classified Employees and 7% Off Schedule Payment to Classic PERS Members 36 
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1. 5.49% ongoing compensation increase to the Classified Salary Schedule based on the 1 

2022-2023 Classified Salary Schedule. 2 

2. The amount of the District’s commitment to PERS Contributions for Classic Members 3 

shall be added to the Classified Salary Schedule.  4 

3. The amount of the District’s commitment towards the Classification Compensation 5 

Study shall be added to the Classified Salary Schedule. 6 

4. Commencing July 1, 2025 the Classified Salary Schedule will be increased 8.49% 7 

(inclusive of items 1 through 3) based on the 2022-2023 Classified Salary Schedule. 8 

5. To stem the rising cost of healthcare, all bargaining unit members in an active paid 9 

status on October 31, 2025, shall be paid a one-time off schedule payment of 3% 10 

based on the 2025-2026 Salary Schedule; this payment shall be paid on the 11 

November Pay Warrant.  12 

6. 7% one-time, off schedule payment based on the 2022-2023 Salary Schedule paid to 13 

all Classic PERS members in an active paid status on June 30, 2025.  This payment will 14 

be made on or before July 31, 2025. 15 

7.2 Paychecks  16 

All regular paychecks of unit members in the bargaining unit shall be itemized to include 17 

all deductions, overtime, additional wage benefits and differentials, and hours worked if 18 

available through the County office. 19 

7.2.1 Classified unit members will receive "level pay" of either 11 or 12 payments 20 

beginning July 1, 1997.  Level pay means that unit members who work 218 days or 21 

less will have their holiday and vacation pay added into their monthly paycheck. 22 

7.2.2 Summer unit members, working outside of their normal assignment, will be 23 

provided with notification of pay frequency, job description, locations and duration. 24 

7.2.2.1 Summer pay will be subject to an employee’s regular payroll tax 25 

deductions and not flat taxed. 26 

7.2.3 Vacation payout: In accordance with Article 11. VACATION PLAN, any vacation 27 

carryover requiring a payout to the bargaining unit member shall be paid on the 28 

August payroll. 29 

7.3 Frequency - Once Monthly 30 

All unit members in the bargaining unit shall be paid once per month, payable on or 31 

before the last working day of the month.  If the normal pay date falls on a holiday, the 32 

paycheck shall be issued on the preceding workday. 33 

7.4 Payroll Errors 34 

Any payroll error resulting in insufficient payment for a unit member in the bargaining 35 

unit shall be corrected and a supplemental check issued, not later than five (5) working 36 

days after the unit member provides notice to the payroll department.  Any payroll 37 

error resulting in overpayment for a unit member in the bargaining unit shall be repaid 38 
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immediately or according to a written repayment schedule mutually agreed upon by the 1 

District and the unit member. 2 

7.5 Special Payments 3 

Any payroll adjustment due a unit member in the bargaining unit as a result of working 4 

out of class, re-computation of hours or other reasons other than procedural errors shall 5 

be made and a supplemental check issued not later than five (5) working days after the 6 

unit member provides notice to the payroll department. 7 

7.6 Split Shift Premium 8 

A split shift premium of one dollar and seventy-five cents ($1.75) per day will be paid 9 

when a break in work shift equals or exceeds one and one-half (1-1/2) hours. 10 

7.7 Bilingual Premium Pay  11 

7.7.1 A Bilingual Premium pay of two thousand dollars ($2,000) per year shall be paid 12 

to bargaining unit members selected to regularly perform translation services e.g. 13 

Individualized Educational Plans (IEP), Student Study Teams (SST), 504s, Language 14 

Assessment Team (LAT), Student Attendance Review Boards (SARB), 15 

Discipline/Suspensions, and all other needs that require translation services for the 16 

purpose of District business and student support. The District will evaluate the 17 

number of members per site required to perform such services on an annual basis. 18 

7.7.2 Unit members selected to receive the annual Bilingual Premium pay will receive 19 

four (4) hours of paid training annually. 20 

7.7.3 Due to a specific need for translation services, the site may occasionally request 21 

the designated unit member work additional hours. These hours will be paid in 22 

accordance with Article 8 of the collective bargaining agreement. 23 

7.7.4 A bargaining unit member selected to provide translation services agrees s/he 24 

shall not refuse to provide said services in accordance with this agreement. The unit 25 

members understand and agree that all translation services are confidential.  26 

7.7.5 Overtime and extra duty distribution shall be offered equally as is practicable 27 

among the selected bargaining unit members receiving the Bilingual Premium pay at 28 

the site beginning with overall District Seniority. 29 

7.7.6 The unit member will be notified at least 48 hours in advance of all scheduled 30 

meetings, except Discipline/Suspensions, and impromptu site needs, such as parent 31 

visits and/or phone calls, which will require a shorter notice. It is understood there 32 

may be occasion to call an emergency IEP meeting and advance notice is not possible.  33 

7.7.7 The District reserves the right to determine the competency examination 34 

method that determines a unit member’s ability to verbally translate and the 35 

examination’s content.  36 

7.7.8 Bilingual Premium pay shall be paid monthly and end on June 30th of every 37 

school year. 38 
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7.7.9 Unit members will be selected annually by site District administration based on 1 

site needs, previous job performance and personnel needs of the District. If there are 2 

more qualified individuals than site needs, final selection will be determined by overall 3 

District Seniority of employees assigned to the site.  4 

7.7.10 A total of fifty (50) employees will receive the payment of two thousand dollars 5 

($2000) annually. The District financial commitment shall not exceed $100,000 per 6 

year. 7 

7.8 Lost Checks 8 

Any paycheck for a unit member in the bargaining unit which is lost after receipt or 9 

which is not delivered within five (5) days of mailing, if mailed, shall be replaced not 10 

later than ten (10) working days following the unit member's written request of the 11 

payroll department for replacement of the check. 12 

7.9 Mileage 13 

Any unit member in the bargaining unit required to use his/her own vehicle on District 14 

business shall be reimbursed at the rate, which would be allowed under the current 15 

year's federal income tax deduction.  The mileage computation shall include mileage 16 

necessary to return to the unit member's normal job site after the completion of the 17 

District business.  Mileage claims shall be made on District forms and be submitted on a 18 

monthly basis.  The amount shall be payable in a separate warrant drawn against 19 

District funds within thirty (30) days of submission of the claim by the unit member in 20 

the bargaining unit. 21 

7.10 Meals 22 

Any unit member in the bargaining unit, who, as a result of work assignment must have 23 

meals away from the District, shall be reimbursed for the full cost of the meal, within 24 

limitations set by Board Policy and Procedures and receipts provided, not later than 25 

thirty (30) working days after submission of the expense claim. 26 

7.11 Lodging 27 

Any unit member in the bargaining unit, who, as a result of work assignment must be 28 

lodged away from home overnight, shall be reimbursed for the full cost of such lodging.  29 

When possible, the District shall make advance reservations, or if necessary, provide 30 

advance funds to the unit member for such lodging.  If advance funds are not available 31 

to cover the full cost of required lodging, the District shall reimburse the unit member 32 

for out-of-pocket lodging expense within thirty (30) working days after the unit member 33 

has submitted an expense claim. 34 

7.12 Compensation for Working Out of Classification 35 

A unit member shall not be required to perform duties not a part of his/her 36 

classification, except as provided in this section: 37 

7.12.1 A unit member assigned duties not a part of his/her classification shall have 38 

his/her salary adjusted upward for the entire period he/she is required to work out 39 
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of classification in a higher class, in an amount which reasonably reflects the duties 1 

assigned. 2 

7.12.2 If assigned to duties normally performed by unit members in a higher 3 

classification, the unit member shall receive the regular rate of pay for that higher 4 

classification at the step which results in a minimum of four (4) percent more than 5 

the unit member receives in his/her normal classification. 6 

7.12.3 The Out of Class request form in Appendix O will be completed by the 7 

bargaining unit member and submitted to their Immediate Supervisor. The 8 

employee and the supervisor shall have a meeting within five (5) days after receiving 9 

a copy of the request. The employee will receive a written response from their 10 

Supervisor within five (5) days of the meeting. If the supervisor agrees to the out of 11 

class, the supervisor shall initiate a Personnel Action Request form to request 12 

payment with a copy of the completed Out of Class request form attached.  13 

Nothing shall prohibit the employee from filing a grievance in accordance with 14 

Article 6 – Grievances and the timeline above shall not be considered as part of the 15 

grievance timeline for purposes of processing. 16 

7.13 Classification/Compensation Study Planning Team 17 

The District and CSEA will form a Classification/Compensation Study Team composed of 18 

an equal number of members. The CSEA President or designee will appoint the CSEA 19 

members. By March 1, 2019, the team will research and recommend methods on how 20 

to conduct a comprehensive salary study and update job descriptions. The negotiating 21 

teams will review the recommendations of the Classification/Compensation Study 22 

Planning Team. The District shall determine the feasibility and the extent to which the 23 

study is conducted, e.g. a complete study or in phases. For purposes of reclassification 24 

only, this provision shall immediately suspend Article 7.15, current reclassification 25 

contract language. All reclassifications submitted after February 1, 2018 through 26 

October 17, 2018, will be included in this process and be given priority. If through the 27 

study process, the pending reclassifications are reclassified, they shall have their 28 

submission dates recognized for retroactivity purposes. 29 

7.14 Probation 30 

Each bargaining unit member employed by the District to fill a regularly established full 31 

time or part time position shall be classified as a probationary unit member during the 32 

first one hundred thirty (130) working days of his/her service.  At the completion of a 33 

successful probationary period, a unit member is classified as a permanent unit 34 

member.  Upon mutual agreement by the District and CSEA, any probationary period 35 

may be extended up to one year or 12 months. New unit members will receive written 36 

evaluations at intervals of 60 working days, 75 working days, and 120 working days. The 37 

probationary period shall be concluded at the close of business on the 130th working 38 

day. 39 
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7.14.1 A permanent unit member promoted to a higher classification or voluntarily 1 

demoted to a lower classification, in which they have not attained permanency, shall 2 

serve a probationary period of sixty-six (66) working days in the higher or lower 3 

classification.  After successful completion of the sixty-six (66) working day 4 

probationary period, the unit member shall have established permanency in the 5 

higher or lower classification. 6 

7.14.1.1 By not later than twenty (20) working days the permanent unit 7 

member will receive their first Performance Appraisal. 8 

7.14.1.2 By not later than forty-five (45) working days the permanent unit 9 

member will receive their second Performance Appraisal. 10 

7.14.1.3 The probationary period shall be concluded at the close of business 11 

on the 66th working day and the permanent unit member shall be deemed a 12 

permanent unit member in the higher or lower classification. 13 

7.14.1.3.1 By mutual agreement between the District and CSEA, if the 14 

permanent unit member does not receive either of their probationary 15 

performance appraisals, the probationary period shall be extended by 16 

an equal number of days the evaluations are overdue. 17 

7.14.2 In the event a permanent unit member promoted to a higher classification or 18 

voluntarily demotes to a lower classification fails to successfully complete the sixty-19 

six (66) working day probationary period in the higher or lower classification, the 20 

unit member shall be reassigned to a position in the classification from which he/she 21 

was promoted or voluntarily demoted. 22 

7.14.2.1 The District shall provide notification to CSEA in the event of a 23 

reassignment. 24 

7.14.3 Unit members new to the District may apply for other positions that are open 25 

to unit members and non unit members; however, unit members shall complete 26 

their probationary period in the position into which they were hired previous to 27 

assignment to or promotion to any open position to internal applicants only. 28 

7.15 Reclassification 29 

A classified unit member who is reclassified or assigned to a higher position shall, as of 30 

the date of appointment, be placed on the step in the new classification resulting in a 31 

minimum increase of five (5) percent.  If a salary increment is due the unit member at 32 

the time of reclassification, it shall be credited and applied in the determination of the 33 

new salary step. 34 

7.15.1 Except by mutual agreement between the parties this procedure shall be the 35 

sole means of reclassifying positions within the bargaining unit and reclassification 36 

actions are not subject to the grievance procedures of the Agreement. 37 

7.15.2 Reclassification means where, as a result of the gradual increase of duties 38 

being performed by a unit member and where the duties will be extended on a 39 
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continuing basis, the incumbent shall be entitled to have the position upgraded to a 1 

higher classification.  It is the intent of this section to provide for the upgrading of 2 

positions to higher classifications where there has been a significant change, 3 

required by the District, in the duties being performed by incumbents in such 4 

positions, where changes are not temporary in nature, and where the changes 5 

require a skill level or a responsibility level higher than that usually required of the 6 

existing position classification. Reclassification is not appropriate for only an 7 

increased volume of work within the unit member’s job description. 8 

7.15.3 Unit members may file requests for reclassification (Appendix N) with the 9 

District personnel office between the first working day in the month of September 10 

until the last working day in September of each fiscal year for consideration. A 11 

request (individual or classification) for reclassification shall only be considered once 12 

per fiscal year. The reclassification committee shall render a decision no later than: 13 

June 30 of each fiscal year.  14 

 15 

A Reclassification Committee comprised of equal numbers of three (3) CSEA and 16 

three (3) District representatives will review the basis for the reclassification. 17 

Classified subject matter experts may be called upon to provide information to the 18 

Reclassification Committee. The personnel office will submit a recommendation to 19 

the Superintendent or designee with a copy to the unit member and CSEA.  The 20 

Superintendent or designee shall present up to four (4) recommendations in favor of 21 

reclassification for the Governing Board's approval per fiscal year. Both parties may 22 

mutually agree in a given fiscal year to increase the number of reclassification 23 

recommendations to present for the Governing Board’s approval. The decision of 24 

the Board shall be provided to the affected unit member and CSEA. 25 

7.15.3.1 The cap of four (4) reclassification recommendations per fiscal year 26 

shall be piloted for the 2025-2026 school year. If neither party provides 27 

notice to negotiate any changes by June 30, 2026, this cap shall remain 28 

incorporated into the contract. 29 

7.15.3.2 Requests for Reclassification – “Request for Reclassification Forms” 30 

may be obtained from the District Website (see Employee Resources) or 31 

from the Personnel Office during normal business hours. All reclassification 32 

requests must be hand-delivered and date-stamped in the Personnel Office 33 

and shall be forwarded to the appropriate supervisor and a copy shall be 34 

provided to the unit member.  Reclassification requests will be reviewed by 35 

the Reclassification Committee in chronological order according to the date 36 

submitted. Requests for reclassification may be initiated by the unit member, 37 

the unit member’s supervisor, or the division head. The Personnel Office 38 

shall be responsible for collecting information regarding each request and 39 
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shall provide the requests and copies of reclassification requests to all 1 

members of the Reclassification Committee no later than the 10th work day 2 

in October.  3 

By no later than September 1 of every school year the District and 4 

CSEA will schedule Reclassification Committee weekly meetings. The 5 

Committee shall review the requests and documentation to 6 

determine their merits. The Committee may interview unit members, 7 

management supervisors, mutually agreed upon subject matter 8 

experts and/or division heads affected by the outcome of the request 9 

for reclassification. The Reclassification Committee shall determine 10 

one of the following: 11 

A. The employee is not performing out of class duties and the 12 

Reclassification Request will be denied; or  13 

B. The employee is performing out of class duties and his/her position 14 

shall be reclassified effective upon the date that their current 15 

Reclassification Request was filed; or 16 

C. The employee is performing out of class duties, the out of class 17 

duties shall be removed and returned to the appropriate 18 

classification, and the employee shall receive out of class pay if 19 

appropriate in accordance with 7.12.2. 20 

The Committee shall forward recommendations for reclassification to 21 

the Superintendent/Designee for approval by the Governing Board at 22 

the next regular board meeting.  23 

7.15.3.3 Deliberation and investigation shall only occur in the Committee 24 

setting unless the Committee provides consent. 25 

7.15.4 Nothing in this section shall preclude a unit member from pursuing a 26 

grievance regarding "working out of class" as distinguished from "reclassification.” 27 

7.15.5 If the procedure set forth in 7.15.3, above, does not resolve the issue by June 28 

30th, CSEA may demand to negotiate any aspects of the requested reclassification 29 

which are within the scope of negotiations. 30 

7.15.6 In the event that the District hereafter creates a new job classification or 31 

substantially changes the duties of an existing classification to which this agreement 32 

applies, the District and CSEA shall meet to negotiate with regard to whether or not 33 

such position is to be included within the bargaining unit and the rate of pay, job 34 

title and minimum qualifications to be assigned to such position if the parties agree 35 

that the position is to be included within the bargaining unit.  In the event there is a 36 

dispute as to whether or not the position is to be included within the bargaining 37 

unit, either party may petition the Public Employment Relations Board for 38 

clarification. 39 
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7.15.7 When a position or class of positions is reclassified or when a unit member 1 

works out of class in an existing classification, unit member(s) shall be paid in 2 

accordance with 7.15 or 7.12.2 as applicable. 3 

7.15.8 When a position or positions are reclassified, the incumbent(s) in the 4 

position(s) shall be entitled to serve in the new or higher position(s). 5 

7.15.9 If the District proposes to abolish a position or class of positions, it shall notify 6 

CSEA in writing at least two (2) weeks prior to Board of Education consideration of 7 

the action, and shall, upon request of CSEA meet and negotiate regarding the effects 8 

of the proposed action.  This section shall not be construed to prohibit the District 9 

from implementing a layoff or failing to fill a vacant position. 10 

7.15.10 The unit member may file an appeal of the Committee’s decision with CSEA 11 

and the District Personnel office, in writing, within thirty working (30) days following 12 

the decision. An interview with the appropriate unit member shall be scheduled with 13 

the Committee and a neutral party mutually agreed upon. The Committee will 14 

review all appeals and respond, in writing, within forty-five (45) working days 15 

following receipt of the appeal. The Committee’s response to the appeal shall be 16 

final. A negative outcome in no way shall affect the unit member’s eligibility to apply 17 

for a reclassification in the following year.  18 

7.15.11 If the procedure set forth in 7.13.10 above, does not resolve the appeal 19 

within the 45 working days of the receipt of the appeal, the Reclassification 20 

Committee shall forward the reclassification to the classified negotiation team. The 21 

District and CSEA shall convene the negotiation process within fifteen (15) work 22 

days.  23 

7.16 Step Placement 24 

New and promoted unit members may be given credit for not more than two (2) years 25 

previous experience and placed not higher than the third step on the salary schedule. 26 

7.17 Step Increase 27 

The first day of July shall be considered as the anniversary date of employment for 28 

salary schedule movement of all unit members in accordance with the procedures set 29 

forth in this Article.  Unit members must serve a minimum one-hundred-thirty-five (135) 30 

of one-hundred-eighty (180) student attendance days (or 75% of the academic year), in 31 

order to qualify for anniversary salary step movement, effective each first day of July.  32 

Unit members whose date-of-hire results in completion of less than 75% of the 33 

traditional academic year in active status (student attendance year) are eligible for 34 

anniversary step increases on the first day of July, twelve (12) months after completion 35 

of their first partial year of service.  Unit members that are hired on or after November 36 

1, 1997, will be eligible for salary step movement on July 1, 1999.  Eligibility for salary 37 

step increases will be established for succeeding years in accordance with the provisions 38 

of this Article.  Unit members are not required to serve a minimum of one hundred-39 
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thirty-five (135) of one-hundred-eighty (180) student attendance days in active status 1 

within one job classification.  Anniversary step movements shall be granted to unit 2 

members that receive promotions or otherwise transfer from one job classification to 3 

another provided they serve seventy-five percent (75%) of the academic year as defined 4 

in this Article. 5 

7.18 Longevity Increments 6 

Unit members shall receive longevity salary payments in the amounts listed below: 7 

  8 

At The Completion of:                                                                  Longevity Pay 9 

  10 

Ten (10) years of employment  One and one half percent 11 

(1.5%) of annual base salary, 12 

with a minimum longevity 13 

payment of $850.  14 

  15 

Fifteen (15) years of employment  Two and one half percent 16 

(2.5%) of annual base salary, 17 

with a minimum longevity 18 

payment of $1400.  19 

  20 

Twenty (20) years of employment  Four percent (4%) of annual 21 

base salary, with a minimum 22 

longevity payment of $1950.  23 

  24 

Twenty-Five (25) years of employment  Six percent (6%) of annual 25 

base salary, with a minimum 26 

longevity payment of $2475.   27 

 28 

Longevity payments shall be added to the unit members' regular payroll warrant in 29 

November and June of each fiscal year. To the extent allowable by law, longevity 30 

payments shall remain CalPERS creditable.  In the event of Riverside County Office of 31 

Education (RCOE) requirements resulting in a monthly distribution, the parties agree to 32 

implement according to RCOE requirements in order for classified employees to 33 

accurately receive CalPERS credit. 34 

  35 

It is expressly understood the maximum Longevity payment described in Article 7.18 shall 36 

be considered an integral part of unit members total compensation inclusive of salary 37 

and shall be taken into account in any salary or other compensation comparisons with 38 

other school districts or unit member groups. 39 



 25 

7.19 Uniforms 1 

The District shall pay for the full cost of the purchase, lease or rental of uniforms, 2 

equipment, identification badges, emblems and cards required by the District to be 3 

worn or used by bargaining unit members. 4 

7.20 Tools 5 

The District agrees to provide all tools, equipment, supplies and training reasonably 6 

necessary to bargaining unit members for performance of employment duties. 7 

7.21 Replacing or Repairing Unit Members' Property 8 

Any materials or equipment that the unit member shall furnish and during the course of 9 

usage be damaged or lost, shall be repaired or replaced by the District if the unit 10 

member has received written approval from his/her supervisor to bring and use such 11 

materials or equipment on the job. 12 

7.22 Safety Equipment 13 

Should the employment duties of a unit member in the bargaining unit require use of 14 

any equipment or gear to ensure the safety of the unit member or others, the District 15 

agrees to furnish such equipment, gear and training. 16 

7.23 Physical Examination 17 

The District agrees to provide the full cost of any medical examination required by the 18 

District as a condition of employment. 19 

7.24 District-Paid PERS 20 

The District shall pay on behalf of all unit members participating in the Public Employees 21 

Retirement System (PERS) the unit members' statutory contribution towards the PERS 22 

payment up to a maximum of the current amount (monthly gross salary X .07).  In the 23 

event the unit member's monthly gross statutory contribution is increased in the future, 24 

the unit member shall pay such increase, but, upon receiving a written request to 25 

bargain from the Association within 30 calendar days after said increase becomes 26 

effective, the District shall meet and negotiate in regard to the statutory change.  It is 27 

expressly understood that payment of the unit member's contribution towards PERS 28 

under this section shall be considered an integral part of the unit member's 29 

compensation including salary and shall be taken into account in any salary or other 30 

compensation comparisons with other school districts or unit member groups. 31 

7.24.1 The District will not unilaterally implement a change to Article 7.24 (District-32 

Paid PERS) without a minimum 60-day notice to the Association to negotiate the 33 

reallocation of the 7% contribution. 34 

7.24.2 Effective July 1, 2025, the District will no longer pay the employee 35 

contributions to PERS on behalf of any employee. 36 

 37 

 38 

 39 
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ARTICLE 8.  HOURS AND OVERTIME 1 

 2 

8.1 Workweek 3 

The workweek begins at 12:01 a.m. on Monday and ends at midnight the following 4 

Sunday.  A unit member's normal work schedule shall not exceed five (5) consecutive 5 

days, eight (8) hours per day, nor more than forty (40) hours per week (Monday through 6 

Friday).  This does not preclude the extension of the workweek or the workday on an 7 

overtime basis. 8 

8.1.1  For the summer recess, the District may establish, on a voluntary basis, a ten 9 

(10) hour per day, four (4) consecutive day work week (Monday through Thursday; 10 

Fridays off). This alternative work week shall be communicated to the membership 11 

by the end of March. Participation in the 4/10 work week is on a voluntary basis. It is 12 

understood that an alternative work site may be provided for unit members who 13 

choose not to participate. Start times shall begin no earlier than 6:00 a.m. with 14 

mutual agreement from their supervisor with end times not later than 6:00 p.m. If a 15 

different work shift is necessitated by operational needs, these shifts shall be 16 

mutually agreed upon based on site and operational needs. During the week of 17 

Independence Day, a unit member may be offered to work three (3) ten (10) hour 18 

work days or work four (4) eight (8) hour days depending on which day the holiday 19 

occurs. 20 

8.2 Work Day 21 

The length of the workday shall be designated by the District for each classified 22 

assignment in accordance with the provisions set forth in this Agreement.  Each 23 

bargaining unit member shall be assigned a fixed, regular and ascertainable minimum 24 

number of hours, which shall not be less than three (3) hours per day. 25 

8.3 Adjustment of Assigned Time 26 

Any part-time unit member in the bargaining unit who is assigned an average of thirty 27 

(30) minutes or more per day in excess of his/her regular part-time assignment for a 28 

period of twenty (20) consecutive days will have his/her regular assignment adjusted 29 

upward to reflect the longer hours, effective with the next pay period with sick leave 30 

and holidays being retroactive. The provisions of this Section shall not apply to unit 31 

members that are assigned to work on a temporary basis in a higher classification 32 

pursuant to Education Code 45110 or to unit members who are assigned additional time 33 

outside of their regular assignments (job classification) on short-term temporary work 34 

assignments. 35 

8.4 Lunch Periods All unit members covered by this Agreement shall be entitled to an 36 

uninterrupted lunch period, without pay, after the unit member has been on duty for 37 

four (4) hours.  The length of time for such lunch period shall be for a minimum of one-38 
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half (1/2) hour and shall be scheduled for full time unit members, at or about the 1 

midpoint of each work shift. 2 

8.5 Working During Lunch Periods 3 

Any unit member required to work during his/her lunch period shall receive pay at the 4 

rate of time and one-half (1-1/2) for all time worked during the normal lunch period. 5 

8.5.1 Facilities The District shall have available at each work site, lunchroom and 6 

lavatory facilities for classified unit members' use. 7 

8.6 Rest Periods 8 

Bargaining unit members shall be granted rest periods on the following basis: 9 

8.6.1 Less than four (4) hour-per-day unit members may schedule a rest break of ten 10 

(10) minutes or less with their supervisor. 11 

8.6.2 Four to six (4-6) hour unit members shall receive a fifteen (15) minute rest 12 

period which shall be taken as near as possible to the mid-point of the unit 13 

member's work period. 14 

8.6.3 Unit members who are assigned six (6) hours or longer work periods shall 15 

receive one (1) fifteen (15) minute rest period which shall be taken as near as 16 

possible to the mid-point of the first half of their work period and an additional 17 

fifteen (15) minute rest period to be taken as near as possible to the mid-point of 18 

the second half of their work period. 19 

8.6.4 Specified periods may be designated by the supervisor when the operations of 20 

the District require someone to be present at the unit member's work site at all 21 

times. 22 

8.6.5 Rest periods of a total of thirty (30) minutes on evening or special work shifts 23 

may be scheduled to the mutual convenience of the unit member and supervisor. 24 

8.6.6 Rest periods are a part of the regular workday and shall be compensated at the 25 

regular rate of pay for the unit member. 26 

8.7. Overtime 27 

Except as otherwise provided herein, all overtime hours as defined in this Section shall 28 

be pre-approved and compensated at the rate of pay equal to time and one-half (1-1/2) 29 

the regular rate of pay of the unit member for assigned overtime work.  Overtime is 30 

defined to include any time worked in excess of eight (8) hours in any one day or on any 31 

one shift or in excess of forty (40) hours in any calendar week, whether such hours are 32 

worked prior to the commencement of a regularly assigned starting time or subsequent 33 

to the assigned quitting time. 34 

8.7.1 All hours worked beyond the workweek of five (5) days shall be compensated 35 

at the overtime rate, commencing on the sixth (6th) day of work. 36 

8.7.2 All hours worked on holidays designated by this Agreement will be 37 

compensated at two and one-half (2-1/2) times the regular rate of pay plus regular 38 

per diem.   39 
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8.8 Shift Differential - Compensation 1 

8.8.1 Any bargaining unit member who works 50% of his/her assigned work shift 2 

between 6:00 p.m. and 10:59 p.m. shall be paid a shift differential premium of 5% 3 

for all hours worked. 4 

8.8.2 Any bargaining unit member who works any hours between 11:00 p.m. and 5 

5:00 a.m. shall be paid an additional 2 and 1/2% for all hours worked after 11:00 6 

p.m. in addition to that specified in 8.8.1  7 

8.8.3 Any unit member who receives a shift differential premium on the basis of 8 

his/her shift will suffer no reduction in pay, including differential, when assigned 9 

temporarily to a day shift, which will not exceed ten (10) working days. 10 

8.9 Compensatory Time Off 11 

 A unit member in the bargaining unit shall have the option to elect to take 12 

compensatory time off in lieu of cash compensation for overtime worked.  Such election 13 

shall be submitted, according to standard District process, to their immediate Supervisor 14 

the following workday after the overtime was earned. The unit member must schedule 15 

the compensatory time at least (five) days in advance of taking the time off. The 16 

compensatory time off not scheduled or taken will be paid to the unit member 17 

accordingly. Compensatory time off not scheduled and taken by the unit member by the 18 

end of October, February and May will be paid to the unit member on the November, 19 

March, and June pay warrants accordingly. Compensatory time off shall be granted at 20 

the appropriate rate of overtime in accordance with Section 8.7 of this Article. 21 

8.10 Overtime /Extra Work Distribution 22 

Overtime and extra work distribution shall be offered equally as is practical among 23 

available qualified unit members within each classification/class at each work site 24 

beginning with the most senior unit member.  Seniority rights are waived if any 25 

otherwise qualified bargaining unit member's most recent evaluation includes an overall 26 

performance rating of "U" (unsatisfactory).  Qualifications are defined as past job 27 

performance, skills, work experience and recommendations. 28 

8.10.1 Overtime and extra work distribution shall be offered equally as is practical 29 

among available qualified unit members within each classification/class at each work 30 

site beginning with the most senior unit member. 31 

8.10.2 Thereafter, this work shall be offered to unit members in said 32 

classification/class in the District by seniority for special events (i.e. Civic Center, 33 

Athletics, etc.)  34 

8.10.3 Work defined as substitute work shall be offered to unit members in said 35 

classification/class on a first-come-first-serve basis to unit members who have 36 

submitted an Overtime/Extra Work Availability form. 37 

8.10.4 If not filled by 1 through 3 above, then said work shall be made available on a 38 

first-come-first-serve basis on the electronic substitute management system to unit 39 
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members and substitutes who have the qualifications described herein and have 1 

submitted an Overtime/Extra Work Availability form. 2 

8.10.5 Seniority rights are waived if any otherwise qualified bargaining unit 3 

member’s most recent evaluation includes an overall performance rating of “U” 4 

(unsatisfactory).  Qualifications are defined as past job performance, skills, work 5 

experience and recommendations. 6 

Nothing herein shall be construed to prohibit the District from placing a substitute 7 

employee as necessary. 8 

8.11 Extra Work Pay 9 

8.11.1 Substitute Work for Bargaining Unit Members Definition: Bargaining unit 10 

members may be assigned to work in a vacancy or to replace a bargaining unit 11 

member temporarily absent from duty.    When performing this work, members are 12 

compensated with Extra Work Pay in accordance with this article. 13 

8.11.2 All bargaining unit members subbing and/or performing extra-duty 14 

assignments within their same classifications shall be paid their regular rate of pay. 15 

8.11.3 Bargaining unit members performing work in a lower classification of pay 16 

shall be paid at step 1 of the classification being performed. 17 

8.11.4 Bargaining unit members performing work in a higher classification of pay 18 

shall be paid their regular rate of pay or at step 1 of that classification being 19 

performed, whichever is higher. 20 

8.11.5 If a unit member is removed by their supervisor during their primary duties 21 

and placed in a higher classification, the member shall   be paid at the out-of-class 22 

rate in accordance with Article 7.12. 23 

8.11.6 The District is not required to split assignments to accommodate part-time 24 

employees to secure substitute work.  The parties agree the intent of the 25 

assignment – substitute work – is not to disrupt the overall operation of the District. 26 

8.12 Minimum Call-in Time 27 

Any unit member called in to work on a day when the unit member is not scheduled to 28 

work shall receive a minimum of two (2) hours pay at the appropriate rate of pay under 29 

this Agreement when the call-in is between 6:00 a.m. and 12:00 midnight; and, three (3) 30 

hours pay when the call-in is between 12:00 midnight and 6:00 a.m. 31 

8.13 Right to Refusal 32 

Any unit member shall have the right to reject any offer or request for overtime or 33 

callback, on call, or call-in time.  Failure of a unit member to respond to a written offer 34 

of overtime constitutes a refusal of the overtime assignment. 35 

8.14 Standby Time 36 

All standby time shall be considered as regular hours worked and shall be compensated 37 

on a straight time or overtime basis as are other hours worked under this Agreement. 38 

 39 
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8.15 Call-Back Time 1 

Any unit member called back to work after completion of his/her regular assignment 2 

shall be compensated for at least two (2) hours of work at the overtime rate, 3 

irrespective of the actual time less than that required to be worked. 4 

8.16 Paraeducator II/Special Education – Itinerant Assignment Program 5 

8.16.1 Twenty (20) Paraeducator II: Special Education positions with an assignment 6 

of Itinerant will be hired and report to the Special Education Department; 7 

8.16.2 These Paraeducator II: Special Education positions will be assigned 6 hours 8 

per day/181 day work year and work in the Pre-K-Adult Programs at various sites; 9 

8.16.3 Shift hours are established from 7:30 a.m. – 2:00 p.m. It is understood the 10 

shift start time is flexible and may change up to 30 minutes; 11 

8.16.4 Itinerant positions are to cover the daily absences of regular employees to 12 

meet the requirements of IEPs; 13 

8.16.5 These positions will be assigned daily as follows: 14 

8.16.5.1 Notification by Smart Find Express Automated Substitute 15 

Management System, or  16 

8.16.5.2 Notification from the Director or Designee, or 17 

8.16.5.3 In the absence of notification referenced in 8.16.5.1 or 8.16.5.2 18 

above, the employee shall report to the Special Education Department no 19 

later than 7:30 a.m.; 20 

8.16.6 Paraeducators will receive training up to 40 hours prior to their first 21 

assignment to meet the requirements of the IEP; 22 

8.16.7 Mileage will be provided if a paraeducator travels to more than one site 23 

during the workday. 24 

8.17 Summer School and Intersession 25 

When work normally and customarily performed by bargaining unit members is 26 

required to be performed at times other than during the regular academic year, the 27 

work shall be assigned to bargaining unit members in the appropriate classifications as 28 

provided in this section.  29 

8.17.1 When necessary to assign bargaining unit members not regularly so assigned 30 

to serve during a summer school or intersession period, the assignment shall 31 

normally be made in order of in-classification seniority, but no unit member shall be 32 

required to accept such assignment.  If the unit member who meets the qualification 33 

requirements and has the greatest in-classification seniority refuses the assignment, 34 

it shall be offered to the other qualified unit members within the appropriate 35 

classification in descending order of in-classification seniority until the position is 36 

filled.   37 

8.17.2 A unit member who accepts a summer school or intersession assignment in 38 

accordance with the provisions of this section shall receive, on a pro rata basis, not 39 
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less than the compensation and benefits applicable to that classification during the 1 

regular academic year, and in no event shall his/her compensation and benefits be 2 

less, on a pro rata basis, than the compensation and benefits he/she was receiving 3 

immediately prior to the commencement of the summer school or intersession 4 

assignment.  No pro rata compensation and benefits shall be applied on any basis 5 

other than on the relationship which the number of hours assigned for summer 6 

school or intersession employment bears to the number of hours assigned to the 7 

unit member during his/her regular assignment.  8 

8.17.3 In the event that a unit member who accepts a summer school or intersession 9 

assignment in accordance with the provisions of this Section receives a special 10 

evaluation with an overall performance rating of “U” for his/her performance during 11 

the assignment, seniority rights shall be waived for the next available summer school 12 

or intersession.  Previous to the issuance of a special evaluation, any work 13 

performance deficits shall be communicated in writing to the bargaining unit 14 

member with specific suggestions for improvement.  The supervising administrator 15 

shall offer assistance in order to promote improvement to a satisfactory standard, 16 

and shall provide an adequate amount of time for improvement of any and all work 17 

performance deficits.  Special evaluations issued pursuant to this Article shall be 18 

subject to the review process described in Article 14, Section 3. 19 

8.18 Work Year Calendar 20 

All bargaining unit members shall adhere to the work year calendar as established for 21 

his/her position (see Appendix A for work-year schedules). 22 

8.18.1 By the end of March, the work year calendar shall be established in                                   23 

accordance with the District Instructional School Year Calendar in collaboration with 24 

CSEA. In April, work year calendars shall be distributed to unit members and unit 25 

members shall complete and return their calendars to their supervisors prior to the 26 

end of May.  27 

8.18.1.1 Unit members not on level pay shall designate their annual vacation 28 

day accrual on the work year calendar for the ensuing school year. 29 
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ARTICLE 9.  LAYOFF AND RE-EMPLOYMENT 31 

 32 

9.1 Replacement of Vacant Positions 33 

The following job classifications may be replaced with part-time unit members or full-34 

time unit members when the position becomes vacant or when new positions have 35 

been created.  It is not the intent of this section that any current unit member be 36 

replaced or laid off by creating part-time positions.   37 

• Paraeducator ll: Special Education 38 

• Paraeducator ll: Assignment 39 
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• Library/Media Assistant ll 1 

9.2 Definitions 2 

9.2.1 "Layoff" is defined as an involuntary separation from District service due to 3 

lack of work or lack of funds. 4 

9.2.2 "Class" is defined as the job family of related classifications as set forth in 5 

Appendix B of this Agreement and as follows: 6 

9.2.2.1 Business/Information Services 7 

9.2.2.2 Clerical/Secretarial Services 8 

9.2.2.3 Food Services  9 

9.2.2.4 Instructional/Student Services 10 

9.2.2.5 Maintenance and Operations Services 11 

9.2.2.6 Transportation Services 12 

9.2.2.7 Warehouse and Delivery Services 13 

9.2.3 "Classification" is defined as positions that are assigned a designated title, job 14 

description, minimum qualifications and salary range.  Appendix B of this Agreement 15 

sets forth the several Classifications within each Class (job family). 16 

9.2.4 "Classification Seniority" is defined as the hire date within a Classification, plus 17 

higher classifications, without a voluntary break in service and may also be referred 18 

to as "length of service". 19 

9.2.5 The District will assign seniority numbers to bargaining unit members based 20 

upon those members' date of hire.  If two (2) or more bargaining unit members have 21 

equal seniority as defined herein, length of service (seniority) shall be determined by 22 

lot. 23 

9.3 Procedure 24 

9.3.1 In the event of a reduction in force in any classification hereunder, layoff will 25 

be in reverse order of "Classification" seniority with the least senior unit member in 26 

that classification being laid off first. 27 

9.3.2 Bargaining unit members to be laid off shall be notified by certified mail sent to 28 

the most recent address provided to the District by the unit member.  The notice 29 

shall be deposited in the U. S. Mail no less than forty-five (45) calendar days prior to 30 

the effective date of the layoff.  The notice shall contain the effective date of layoff, 31 

the reason for layoff, displacement rights (if any) and a copy of Article 9 of this 32 

Agreement. 33 

9.3.3 After notification of displacement rights (if any), the unit member must notify 34 

the Personnel Office of his/her intention to exercise displacement rights within five 35 

(5) calendar days. 36 

9.4 Displacement Rights (Bumping) 37 

 A bargaining unit member who has received notice of layoff may exercise his/her 38 

“Classification” seniority in the following order: 39 



 33 

9.4.1 If a laid off unit member has sufficient seniority, he/she may displace the unit 1 

member with the highest amount of hours/days of assignment, in the classification, 2 

who has less seniority.  If the affected unit member does not have enough seniority 3 

to displace another unit member in their classification, then he/she may bump, in 4 

the same manner, into equal or lower classifications in which they have worked, if 5 

they have sufficient seniority. 6 

9.4.2 A unit member displaced by the operation of this layoff procedure shall have 7 

the same layoff rights and may exercise seniority displacement as though he or she 8 

was being laid off. 9 

9.4.3 If a vacant position exists within the affected employee’s current classification 10 

that is the same hours/days of assignment, and then in order of seniority, the unit 11 

member shall be placed into the vacant position. 12 

9.4.4 In lieu of the displacement rights described herein, a unit member may accept 13 

reassignment to a vacant position in an equal or lower classification. 14 

9.5 Effects of Lay-Off 15 

9.5.1 Unit Members with at least three (3) years of seniority at the time of layoff 16 

shall be entitled to retain their same level of fringe benefit coverage enjoyed prior to 17 

layoff for five (5) months. 18 

9.5.2 Severance pay will be paid to unit members who have worked seven (7) years: 19 

five (5) day's pay for each year of service plus fringe benefits. 20 

9.6 Reemployment Rights 21 

9.6.1 Unit members who have been laid off shall be placed on an employment list 22 

for thirty-nine (39) calendar months. 23 

9.6.2 Unit members who, through operation of this Article, received fewer hours or 24 

assignment to a lower classification shall be placed on the reemployment list for an 25 

additional twenty-four (24) months. 26 

9.6.3 Offers of reemployment shall be made in reverse order of layoff as vacancies 27 

occur in classification for which the laid off unit member is qualified. 28 

9.6.4 Individuals on a reemployment list shall have three (3) days to respond to a 29 

verbal offer of reemployment which, if declined, will be followed by a written 30 

verification of the declination, or five (5) days to respond to a written offer sent by 31 

certified mail, beginning with the day it is deposited in the U. S. Mail to the most 32 

recent address supplied to the District by the unit member. 33 

9.6.5 Failure to respond within the time specified, a refusal of employment or failure 34 

to return to work on the designated date shall cause the individual's name to be 35 

permanently removed from the reemployment list.  Except that failure to respond to 36 

an offer upon first becoming eligible shall not cause the unit member's name to be 37 

removed from the reemployment list, provided the unit member has previously 38 

notified the District in writing of his/her temporary unavailability to accept an offer 39 
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of reemployment.  The period of unavailability shall be limited to one occurrence 1 

and shall be for a period not to exceed thirty (30) calendar days. 2 

9.6.6 A unit member who elects separation in lieu of displacement or who 3 

voluntarily accepts reassignment to a vacant position in another classification 4 

without exercising displacement rights, shall maintain his/her reemployment rights 5 

under this Article. 6 

9.6.7 Bargaining unit members in layoff status shall have the right to participate in 7 

District promotional examinations. 8 

9.7 General 9 

9.7.1 The parties recognize that non-bargaining unit members in confidential and 10 

management positions have layoff, displacement and reemployment rights that may 11 

allow displacement of bargaining unit members.  Such rights shall be consistent with 12 

the terms of this Article. 13 

9.7.2 The District shall notify CSEA in writing of any impending layoff of bargaining 14 

unit members prior to publication of the agenda of the Board of Education meeting 15 

at which the layoff is to be considered. 16 

9.8 Probationary Unit Member Layoff 17 

Probationary unit members who are laid off because of staff reduction will be returned 18 

to their former positions on the basis of seniority within their given job description and 19 

as the need for their services may develop for a period of thirty-nine (39) months. 20 

9.9 Retirement in Lieu of Layoff 21 

Any unit member in the bargaining unit may elect to accept a service retirement in lieu 22 

of layoff, voluntary demotion or reduction in assigned time period.  Such unit member 23 

shall, within ten (10) workdays prior to the effective date of the proposed layoff, 24 

complete and submit a form provided by the District for this purpose. 25 

9.9.1 The unit member shall then be placed on a thirty-nine (39) month 26 

reemployment list in accordance with this Article; however, the unit member shall 27 

not be eligible for reemployment during such other period of time as may be 28 

specified by pertinent Government Code Sections. 29 

9.9.2 The District agrees that when an offer of reemployment is made to an eligible 30 

person retired under this Article and the District receives within ten (10) working 31 

days, a written acceptance of the offer, the position shall not be filled by any other 32 

person, and the retired person shall be allowed sufficient time to terminate his/her 33 

retired status. 34 

9.9.3 A unit member subject to this section who retires and is eligible for 35 

reemployment and who declines an offer of reemployment equal to that from which 36 

laid off, shall be deemed to be permanently retired. 37 

9.9.4 Any election to retire after being placed on reemployment lists shall be 38 

retirement in lieu of layoff, within the meaning of this section. 39 
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9.10 The District will adhere to all laws and Education Code sections applicable to the 1 

layoff and displacement rights of unit members. 2 

9.11 Nothing in this article shall be construed as a waiver of the Association’s right to 3 

negotiate the effects of a layoff. 4 

                                                                                                                    5 

ARTICLE 10.  LEAVES 6 

 7 

10.1 Leave Balances 8 

The District shall provide each unit member with the amount of accrued sick leave and 9 

vacation hours on each payroll warrant which reflects the previous month’s balance. 10 

10.2 Bereavement Leave 11 

Bargaining unit members shall be granted a leave with full pay in the event of the death 12 

of any member of the bargaining unit member’s immediate family.  The leave shall be 13 

for a period of five (5) days in the event of death for any of the following immediate 14 

family members:  husband, wife, mother, father, sister, brother, son, daughter, mother-15 

in-law, father-in-law, grandfather, grandmother, son-in-law, daughter-in-law, 16 

grandchild, foster parent, stepparent, stepson, stepdaughter, foster son, foster 17 

daughter, brother-in-law, sister-in-law, or any person living in the immediate household 18 

of the bargaining unit member.  The leave shall be for three (3) days in the event of 19 

death for any of the following family members:  aunts, uncles, nieces, nephews, and first 20 

cousins. No deduction shall be made from the salary of bargaining unit members taking 21 

Bereavement Leave nor shall such leave be deducted from other leave granted by this 22 

article.  Unit members shall complete a form stating the family relationship.  The 23 

Request for Bereavement Leave form shall be placed in the Appendix (see Appendix J). 24 

10.2.1 Bereavement Leave does not need to be taken all at one time but shall be 25 

completed during the six months after the death of the person for whom the leave is 26 

being taken. The Superintendent/designee in collaboration with CSEA may extend 27 

the timeline of completion of the bereavement leave.  28 

Documentation of the death shall be provided to the employer and shall be 29 

submitted within thirty (30) work days of the first day of bereavement leave, sixty 30 

(60) work days if the death occurs in another country. Documentation may consist of 31 

a death certificate, obituary, or written verification of death, burial or memorial 32 

service from the mortuary, funeral home, burial society, crematorium, religious 33 

institution or government agency. Other forms of documentation may be considered 34 

in collaboration with Personnel Support Services and CSEA. 35 

 36 

 37 

 38 

 39 
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10.3 Jury Duty Leave 1 

10.3.1 Notification to the District 2 

Upon receipt of notification of a jury duty obligation to be served during working 3 

hours on days of assigned service, it is the obligation of the unit member to inform 4 

his/her supervisor and the Personnel Office immediately. 5 

10.3.2 The Board of Trustees shall grant leaves of absence to unit members with pay 6 

up to the amount of the difference between the unit member's regular earnings and 7 

any amount he/she receives for jury or witness fees, less expenses incurred, when 8 

such leaves of absence are granted for the purpose of the unit member's 9 

appearance in court other than as litigant. 10 

10.3.3 Payment of Unit Member's Regular Salary 11 

The District will continue to pay the unit member's regular salary as provided by law.  12 

A unit member who is receiving compensation from the District must report to work 13 

during assigned days and hours when not retained for jury duty.  A unit member 14 

released from jury duty by 12:00 noon shall report to his/her workstation for the 15 

remainder of the workday, except that unit members on a late work shift will be 16 

excused from reporting to work on any day when he/she was retained for duty. 17 

10.3.4 Verification of Jury Duty 18 

A unit member called for jury duty must submit verification of days served on jury 19 

duty to the Personnel Office. 20 

10.4 Military Leave 21 

A unit member shall be entitled to any military leave provided by law and shall retain all 22 

rights and privileges granted by law arising out of exercise of military leave. 23 

10.5 Sick Leave 24 

10.5.1 Leave of Absence for Illness or Injury 25 

A unit member employed five (5) days a week shall be granted twelve (12) days of 26 

leave of absence for illness or injury, exclusive of all days he/she is not required to 27 

render service to the District, with full pay for a fiscal year of service. 28 

10.5.2 A unit member employed five (5) days a week who is employed for less than a 29 

full fiscal year is entitled to the proportion of twelve (12) days leave of absence for 30 

illness or injury as the number of months he/she is employed bears to twelve (12). 31 

10.5.3 A unit member employed less than five (5) days per week shall be entitled, for 32 

a fiscal year of service, to that proportion of twelve (12) days leave of absence for 33 

illness or injury as the number of days he/she is employed per week bears to five (5).  34 

When such persons are employed for less than a full fiscal year of service, this and 35 

the preceding paragraph shall determine that proportion of leave of absence for 36 

illness or injury to which they are entitled. 37 

10.5.4 Pay for any day of such absence shall be the same as the pay, which would 38 

have been received, had the unit member served during the day of illness. 39 
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10.5.5 At the beginning of each fiscal year, the full amount of sick leave granted 1 

under this Section shall be credited to each unit member.  Credit for sick leave need 2 

not be accrued prior to taking such leave and such leave may be taken at any time 3 

during the year.  However, a new unit member of the District shall not be eligible to 4 

take more than six (6) days until the first day of the calendar month after completion 5 

of six (6) months of active service. 6 

10.5.6 When the District has credible suspicion that a unit member is misusing sick 7 

leave for reasons other than those set forth in 10.5.1 above, the District may require 8 

the unit member to furnish verification for future use of sick leave. 9 

After three consecutive workdays of absence, the District may inquire into the 10 

nature and anticipated duration of the leave. 11 

A Unit Member who utilizes five (5) or more consecutive sick days shall provide 12 

medical verification of the absence as illness and/or non-industrial injury, within 13 

seven (7) days of returning to work. In addition, the District may require a medical 14 

release to return to work after a unit member has been absent due to illness or non-15 

industrial injury for a period of five (5) consecutive days or more. 16 

Upon exhausting their annual sick leave accrual, a Unit Member shall file a written 17 

statement with the reason for any subsequent absence with their supervisor. 18 

10.5.7 If a unit member does not take the full amount of leave allowed in any year 19 

under this Section the amount not taken shall be accumulated from year to year. 20 

10.5.8 The unit member may convert unused sick leave to retirement credit in 21 

accordance with Government Code Section 20862.5 or its successor if the unit 22 

member is filing a request for retirement. 23 

10.5.9 Sick Leave Incentive 24 

Any bargaining unit member who uses no (0) sick days during a work year shall 25 

receive a one-time check in the amount of 3 X (unit member's per diem rate); any 26 

member who misses one (1) day shall receive 2 X (unit member's per diem rate); any 27 

member who misses two (2) days shall receive one (1) day's per diem rate.  Any 28 

bargaining unit member who misses three (3) or more days shall receive no 29 

payment.  The provisions of this Article are to be applied within the time frame 30 

established as the fiscal year (July 1 - June 30). 31 

10.5.9.1 A day for purposes of this Article 10.5.9 is defined as an occurrence 32 

of using any of your sick time. (i.e. 1-hour absence is an occurrence) 33 

10.5.9.2 Nothing in this article shall be used for purposes of evaluation, 34 

transfer, or promotional opportunities of unit members. 35 

10.5.10 Unit members that work twelve (12) months shall be granted one (1) 36 

additional day of vacation if they use five (5) days or less of sick leave in any one (1) 37 

fiscal year.  Eleven (11) month unit members shall be granted one (1) additional day 38 

of vacation if they use four and one-half (4-1/2) days or less of sick leave in any one 39 
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fiscal year.  Unit members that work nine and one-half (9-1/2), ten (10) or ten and 1 

one-half (10-1/2) months shall be granted one (1) additional day of vacation if they 2 

use four (4) days or less of sick leave in any one (1) fiscal year. Unit members that 3 

qualify for benefits under the provisions of Article 10, Section 5.9, must choose 4 

between the benefit provided under Article 10.5.9 or 10.5.10, but cannot benefit 5 

from the provisions of both Articles. 6 

10.6 Maternity Leave 7 

10.6.1 Unit member Options 8 

Disabilities resulting from pregnancy, childbirth, medically induced miscarriage and 9 

recovery therefrom are considered temporary disabilities and, in general, will be 10 

treated as conditions of illness.  Illness leave (sick leave) may be used for such 11 

disabilities (Policy 4401); however, a pregnant unit member may prefer a long term 12 

unpaid leave.  The pregnant unit member shall choose the type of leave preferred 13 

and notify the Personnel Office in writing.  Once made, this choice may be reversed 14 

only with the approval of the Superintendent or designee. 15 

10.6.2 Use of Illness for Maternity 16 

When such disabilities indicate need for an extended maternity leave, the unit 17 

member requesting such leave must furnish in advance a written statement from 18 

her physician recommending such leave and indicating the approximate period of 19 

confinement, the date the unit member is to begin leave and the estimated date the 20 

unit member is to return to duty. 21 

10.6.3 The unit member may continue with her assignment until such time as she 22 

and her physician determine when her leave should begin.  Before the sixth month 23 

of pregnancy, a statement from the physician must be filed in the Personnel Office.  24 

This statement should include the expected date of confinement and the physician's 25 

statement that continuing service will not be detrimental to the health of the 26 

individual.  In the absence of such a statement, the Board reserves the right to 27 

determine the effective date of leave. 28 

10.6.4 A maximum of 42 calendar days shall be allowed for recovery after the 29 

childbirth, miscarriage or medically induced miscarriage.  After this time, it is 30 

expected the unit member will return to her duties on a regular basis.  Continued 31 

absence beyond this period will require a subsequent statement or statements from 32 

the unit member's physician indicating that the unit member's health condition is 33 

such that she may not return to full duty.  In any event, the District shall be notified 34 

in writing, at least ten (10) calendar days prior to return to duty of the expected date 35 

of return.  This notice shall include a statement from the physician indicating that 36 

the unit member's health condition warrants a return to full duty on the date 37 

specified. 38 
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10.6.5 If a unit member wishes to apply for personal reasons leave following 1 

maternity leave; request must be made in writing and approved by the Board of 2 

Trustees prior to the date of confinement.  Personal Reasons leave is an unpaid 3 

leave. 4 

10.6.6 In the event of miscarriage, a unit member on maternity leave will be allowed 5 

to return earlier than the expected return date if a suitable vacancy exists.  A written 6 

request for early return should be submitted to the Personnel Office with the 7 

medical clearance as noted above. 8 

10.6.7 Unit member compensation and other benefits and privileges will be 9 

extended during maternity leave in the same manner as during illness leave. 10 

10.6.8 Up to ten (10) days of absence earned for sick leave may be used for 11 

parenting leave by a mother or spouse of the mother of a child born or adopted 12 

during any fiscal year.  In the event all available sick leave has been exhausted, the 13 

unit member shall receive the difference between regular pay and the cost of a 14 

substitute. 15 

10.7 Industrial Accident and Illness Leave 16 

In addition to any other benefits that a unit member may be entitled to under the 17 

worker's compensation laws of this state, unit members shall be entitled to the 18 

following benefits: 19 

10.7.1 A unit member suffering from an injury or illness arising out of and in the 20 

course of his/her employment shall be entitled to a leave of up to sixty (60) working 21 

days in any one fiscal year for the same accident or illness. This leave shall not be 22 

accumulated from year to year, and when any leave will overlap a fiscal year, the 23 

unit member shall be entitled to only that amount remaining at the end of the fiscal 24 

year in which the injury or illness occurred. 25 

10.7.2 Payment for wages lost on any day shall not, when added to award granted 26 

the unit member under the worker's compensation laws of this state, exceed the 27 

normal wage for the day. 28 

10.7.3 The industrial accident or illness leave is to be used in lieu of normal sick 29 

leave benefits.  When entitlement to industrial accident or illness leave under this 30 

Section has been exhausted, entitlement to other sick leave, vacation or other paid 31 

leave may be used.  If, however, a unit member is still receiving temporary disability 32 

payments under worker's compensation laws of this state at the time of the 33 

exhaustion of benefits under this Section, he/she shall be entitled to use only so 34 

much of his/her accumulated and available normal sick leave and vacation leave, 35 

which when added to the worker's compensation award provides for a day's pay at 36 

the regular rate of pay. 37 
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10.7.4 Any time a unit member on industrial accident or illness leave is able to 1 

return to work, he/she shall be reinstated in his/her position without loss of pay or 2 

benefits. 3 

10.8 Extended Sick Leave Benefit 4 

Classified employees shall be entitled to 108 working days of extended paid sick leave 5 

per year, including any regular sick leave to which they are entitled under Article 10.5. 6 

Pay for the extended sick leave days shall be paid at a rate of 50% of the employee’s 7 

regular rate of pay as defined by the Classified Employees Salary Schedule, upon 8 

exhaustion of sick leave as defined in Article 10.5. This extended paid sick leave shall be 9 

in addition to other paid leaves, holidays, vacation, or compensation time to which the 10 

employee may be entitled.  If the unit member makes a written request to Personnel 11 

Support Services, earned vacation may be used after all sick leave has been exhausted.  12 

Nothing in this section shall imply that a unit member who has accumulated more than 13 

108 days of sick leave shall not be entitled to full benefit of that leave. 14 

10.9 Break in Service 15 

No absence under any paid leave provision of this Article shall be considered as a break 16 

in service for any unit member who is in paid status, and all benefits accruing under the 17 

provision of this Agreement shall continue to accrue under such absence. 18 

10.10 Personal Necessity Leave 19 

The annual sick leave accrual in a fiscal year under Article 10.5 may be used by the unit 20 

member, in accordance with Board Policy prescribing the use of personal necessity, at 21 

his/her election in cases of personal necessity (see Appendix K). 22 

10.10.1 Personal Business Leave 23 

The amount of annual sick leave accrual may be classified as Personal Business and 24 

not require any explanation as to how it will be used.  The unit member shall give 25 

the District twenty-four (24) hours advance notice when possible to use such leave.  26 

If there is a conflict between unit members who are working on the    same or 27 

similar operations, as to when Personal Business may be taken, collaboration 28 

between the unit member and the supervisor may take place to resolve the conflict.  29 

If no resolution is reached, the unit member with the greatest District seniority will 30 

be given preference.   31 

(By July 1, 2020, the District shall provide comparable data for the 2018/2019 and 32 

2019/2020 school years for Sick Leave, Personal Necessity Leave and Personal 33 

Business Leave to analyze the fiscal impact to the district. Pending no negative fiscal 34 

impact to the district, the number of Personal Business Leave days shall continue.) 35 

10.11 Catastrophic Leave Program 36 

10.11.1 A unit member who is suffering from a catastrophic illness or injury may 37 

request that eligible leave credits be donated for his/her use. 38 
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10.11.1.1 A unit member who is suffering from a catastrophic illness or injury 1 

must request the donation of eligible leave credits in writing. 2 

10.11.1.2 A unit member suffering from a catastrophic illness or injury shall 3 

provide verification by means of a letter, dated and signed by the ill or 4 

injured person's physician, indicating the incapacitating nature and probable 5 

duration of the illness or injury. 6 

10.11.1.3 The Superintendent or designee shall determine that the unit 7 

member is unable to work due to catastrophic illness or injury and has 8 

exhausted all accrued paid leave credits.  When verification and 9 

determinations have been made, the Superintendent or designee may then 10 

approve the transfer of accrued vacation and sick leave credits. 11 

10.11.1.4 The maximum benefit to be received by any unit member for any 12 

single catastrophic illness or injury is twelve (12) consecutive months. 13 

10.11.1.5 Any unit member who receives paid leave pursuant to this program 14 

shall use any leave credits that he/she continues to accrue on a monthly 15 

basis before receiving paid leave pursuant to the Catastrophic Leave 16 

Program. 17 

10.11.2 Catastrophic illness or injury is also defined as an illness or injury that 18 

incapacitates a member of the unit member's family. 19 

10.11.2.1 The catastrophic illness or injury must require that the unit 20 

member take time off from work for an extended period of time to care for 21 

the family member. 22 

10.11.2.2 The unit member must exhaust all accrued paid leave credits 23 

before using donated leave credits. 24 

10.11.2.3 A unit member whose family member is suffering from a 25 

catastrophic illness or injury must request the donation of eligible leave 26 

credits in writing. 27 

10.11.2.4 The unit member shall provide verification of catastrophic illness or 28 

injury for his/her family member by means of a letter, dated and signed by 29 

the ill or injured person's physician, indicating the incapacitating nature and 30 

probable duration of the illness or injury. 31 

10.11.2.5 The Superintendent or designee shall determine that the unit 32 

member is required to take time off work for an extended period of time to 33 

care for the family member and has exhausted all accrued paid leave credits.  34 

When verification and determination have been made, the Superintendent 35 

or designee may then approve the transfer of accrued vacation and sick leave 36 

credits. 37 
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10.11.2.6 The maximum benefit to be received by any unit member for any 1 

single catastrophic illness or injury of a family member is twelve (12) 2 

consecutive months. 3 

10.11.2.7 Any unit member who receives paid leave pursuant to this program 4 

shall use any leave credits that he/she continues to accrue on a monthly 5 

basis before receiving paid leave pursuant to the Catastrophic Leave 6 

Program. 7 

10.11.3 Unit members may donate leave credits to a specific unit member when that 8 

unit member, or a member of his/her family, suffers from a catastrophic illness or 9 

injury and the unit member has exhausted all accrued paid leave credits. 10 

10.11.3.1 Eligible leave credits are defined as accrued vacation and sick leave. 11 

10.11.3.2 Eligible leave credits must be donated at a minimum of three (3) 12 

hours, and in hour increments thereafter. 13 

10.11.3.3 Under these regulations, any unit member wishing to donate 14 

accrued leave credits to a specific unit member shall complete, sign and 15 

deliver a form designating the number of leave credits to be donated; 16 

acknowledging that his/her transfer of leave credits is irrevocable. 17 

10.11.3.4 The Superintendent or designee shall inform unit members of the 18 

means by which donations may be made in response to the unit member's 19 

request. 20 

10.11.3.5 To ensure that unit members retain sufficient accrued sick leave to 21 

meet the needs that normally arise, donors shall be required to preserve 22 

their accumulated sick leave at a minimum of twelve (12) days. 23 

10.11.3.6 Donations of sick leave credits by individual unit members shall not 24 

be taken into account for the purpose of any attendance or sick leave 25 

incentive awards granted by this Agreement. 26 

The Governing Board reserves the right to discontinue the Catastrophic 27 

Leave Program at its discretion at any time; however, any unit member or 28 

unit members utilizing donated leave credits at the time the Board 29 

determines the program is to be discontinued, shall be allowed to continue 30 

to utilize donated leave credits until such time as the maximum benefit has 31 

been received or all donated eligible leave credits have been exhausted.  The 32 

District shall consider requests for Catastrophic Leave on a case-by-case 33 

basis.  Each catastrophic leave approval shall require a Memorandum of 34 

Understanding (MOU) signed by CSEA and the District. 35 

10.12 General Leaves 36 

When no other leaves are available, a leave of absence may be granted to a unit 37 

member on a paid or unpaid basis at any time upon any terms acceptable to the District 38 

and unit member. 39 
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10.13 Any bargaining unit member not entitled to receive health and welfare benefits 1 

shall be provided one (1) additional day of pay on the May pay warrant.  2 

10.14 Family and Medical Leave 3 

Employees may request and be granted up to twelve weeks of unpaid leave in a fiscal 4 

year due to their own serious health condition or the serious health condition of their 5 

spouse, parent, or child.  The employee must have worked at least 1250 hours and have 6 

been employed for twelve months.  Group insurance benefits shall remain in effect 7 

during Family and Medical Leave (FMLA).  Nothing herein shall be construed to reduce 8 

or replace specific benefits provided by the Family and Medical Leave Act of 1993.     9 

       10 

ARTICLE 11.  VACATION PLAN 11 

 12 

11.1 Eligibility All unit members in the bargaining unit shall earn paid vacation time 13 

under this Article. Vacation benefits are earned on a fiscal year basis from July 1 to June 14 

30.                                                                                                                                                                                                                                      15 

11.2 Paid Vacation 16 

Except as otherwise provided in this Article, paid vacation shall be granted no later than 17 

the fiscal year immediately following the fiscal year in which it is earned.  Where desired 18 

by the unit member, the paid vacation may be granted in the fiscal year in which it is 19 

earned. 20 

11.3 Accumulation 21 

Vacation time shall be earned and accumulated on a monthly basis in accordance with 22 

the following schedule: 23 

11.3.1 From the first month through the fifth year, vacation time shall be earned and 24 

accumulated at the rate of 1.0 days’ vacation for each month of service, not to 25 

exceed twelve (12) days per fiscal year. 26 

11.3.2 Commencing with the sixth (6th) year through the seventh ((7th) year of 27 

service, vacation time shall be earned and accumulated at the rate of 1.25 days’ 28 

vacation for each month of service, not to exceed fifteen (15) days per fiscal year. 29 

11.3.3 Commencing with the eighth (8th) year through the ninth (9th) year of 30 

service, vacation time shall be earned and accumulated at the rate of 1.50 days’ 31 

vacation per each month of service, not to exceed eighteen (18) days per fiscal year. 32 

11.3.4 Commencing with the tenth (10th) year through the fifteenth (15th) year of 33 

service, vacation time shall be earned and accumulated at the rate of 1.67 days 34 

vacation per each month of service, not to exceed twenty (20) days per fiscal year. 35 

11.3.5 Commencing with the sixteenth (16th) year (and beyond) of service, vacation 36 

time shall be earned and accumulated at the rate of 1.75 days’ vacation per each 37 

month of service, not to exceed twenty-one (21) days per fiscal year. 38 
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11.4 If a holiday falls within a scheduled vacation period, it shall not be counted as a 1 

vacation day. 2 

11.5 Vacation Pay 3 

Pay for vacation days for all bargaining unit members shall be the same as that which 4 

the unit member would have received had he/she been in a working status. 5 

11.6 Vacation Pay Upon Termination 6 

When a unit member in the bargaining unit is terminated for any reason, he/she shall be 7 

entitled to all vacation pay earned and accumulated up to and including the effective 8 

date of the termination. 9 

11.7 Vacation Postponement 10 

If a bargaining unit member's vacation becomes due during a period when he/she is on 11 

leave due to illness or injury, he/she may request that his/her vacation date be changed, 12 

and the District shall grant such request in accordance with vacation dates available at 13 

that time.  The unit member may elect to have his/her vacation rescheduled in 14 

accordance with the vacation schedule available at that time, or may request to carry 15 

over his/her vacation to the following year.  (Maximum one-year carryover.) 16 

11.7.1 If for any reason a bargaining unit member is not permitted to take all or any 17 

part of his/her annual vacation, the amount not taken shall, at the option of the unit 18 

member, be accumulated for use in the following year or be paid for in cash. 19 

11.8 Vacation Schedules/Work Year Calendars 20 

Vacation days and non-working days shall be scheduled at times requested by unit 21 

members so far as possible within the District's work requirements and/or student 22 

recess periods. Vacation and non-working days shall be pre-approved by the immediate 23 

supervisor, confirmed by his/her signature, on the work year calendar as described in 24 

this Article.  The work year calendar may be amended by approval of the immediate 25 

supervisor.  Vacation and non-working days shall not be unreasonably denied and shall 26 

be scheduled as follows: 27 

11.8.1 The District regularly notifies unit members of accrued vacation through 28 

payroll warrants, but may also notify through the use of electronic communications 29 

and/or regular mail. 30 

11.8.2 Bargaining unit members that work more than 218 days shall complete work-31 

year calendars displaying planned vacation days for each fiscal year and submit 32 

vacation requests for approval in advance. 33 

11.8.3 Bargaining unit members who work less than 218 days and greater than 181 34 

days shall be provided work-year calendars displaying non-work days. Vacations 35 

taken during a scheduled workday will require a deduction due to the level pay 36 

program.  Work-year calendars may be amended as needed to reflect changes in 37 

vacation days. 38 
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11.8.4 If the unit member and the supervisor cannot reach an agreement in the 1 

work year calendar, the unit member may submit the work year calendar to the 2 

District Personnel Services Office for review.  The District will respond to the unit 3 

member within five (5) working days regarding their requested work year calendar. 4 

11.8.5 If there is any conflict between bargaining unit members who have met the 5 

provisions of Article 11.8.2 and are working on the same or similar operations as to 6 

when vacations shall be taken, the bargaining unit member with the greatest 7 

bargaining unit seniority shall be given his/her preference. 8 

11.9 Interruption of Vacation 9 

A unit member in the bargaining unit shall be permitted to interrupt or terminate 10 

vacation leave in order to begin another type of paid leave provided by this Agreement 11 

without a return to active service, provided the unit member supplies notice and 12 

supporting information regarding the basis for such interruption or termination. 13 

 14 

ARTICLE 12.  HOLIDAYS 15 

 16 

12.1 Scheduled Holidays 17 

The District agrees to provide all unit members in the bargaining unit with the 18 

following paid holidays, providing they are in a paid status on the day preceding or 19 

the day after the holiday (see calendar in Appendix A for specific dates): 20 

12.1.1 New Year's Day 21 

12.1.2 Martin Luther King Day 22 

12.1.3 Lincoln's Day 23 

12.1.4 President's Day 24 

12.1.5 Memorial Day 25 

12.1.6 Juneteenth (June 19th) 26 

12.1.7 Independence Day 27 

12.1.8 Labor Day 28 

12.1.9 Veteran's Day 29 

12.1.10 Admission Day 30 

12.1.11 Thanksgiving Day - Last Thursday in November and the following Friday 31 

12.1.12 CSEA Floating Holiday 32 

12.1.13 Christmas Day - December 25 33 

12.1.14 CSEA Floating Holiday 34 

12.1.15 CSEA Floating Holiday 35 

12.2 Holidays on Saturday or Sunday 36 

When a holiday falls on a Saturday, the preceding workday not a holiday shall be 37 

deemed to be that holiday.  When a holiday falls on a Sunday, the following workday 38 

not a holiday shall be deemed to be that holiday. 39 
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12.2.1 The operation of this Section shall not cause any unit member to lose any of 1 

the holidays clearly indicated in this Article. 2 

12.3 Minimum Day and In-service Days 3 

Any day granted as a teacher training day or teacher/parent conference day, by 4 

whatever name or whatever purpose that falls within a bargaining unit member's 5 

scheduled work year shall be considered a normal work day for the unit member and 6 

the unit member shall receive regular pay, whether or not he/she is required to report 7 

for duty. 8 

                                                         9 

ARTICLE 13. ASSIGNMENT, TRANSFER AND FILLING OF VACANCIES 10 

 11 

13.1 Distribution of Job Information 12 

Upon initial employment and each change in classification, each affected unit member 13 

in the bargaining unit shall receive a copy of the applicable job description, a 14 

specification on the monthly and hourly rates applicable to the unit member's position, 15 

a statement of the duties of the position, a statement of the unit member's regular work 16 

site, regularly assigned shift, the hours per day, days per week, and months per year. 17 

13.2 Definition of Transfers 18 

Lateral transfers shall mean a change of unit member assignment that results in a 19 

change of the unit member's assigned work site/department, number of hours, or work 20 

shift, without a change in range/step.  Promotional transfer shall mean a change of unit 21 

member assignment that may result in a change of the unit member's assigned work 22 

site or work shift and does result in a higher range/step. Downward transfer shall mean 23 

a change of unit member assignment that may result in a change of the unit member's 24 

assigned work site or work shift and does result in a lower range/step. 25 

13.3 Mileage Compensation During Temporary Assignment 26 

Any bargaining unit member required to work at a work site on a temporary 27 

assignment, not to exceed ten (10) working days and which is more than five (5) miles 28 

from his/her normal work site, will be compensated for the total mileage difference 29 

between his/her normal work site at the amount established in this Agreement for 30 

reimbursement or mileage. 31 

13.4 Medical Transfers 32 

The District may give alternate work when the same is available to a unit member who 33 

has become medically unable to satisfactorily perform his/her regular job class duties.  34 

The alternate work may constitute promotion, demotion, or lateral transfer to a related 35 

class, but it shall be constituted only by mutual agreement between CSEA and 36 

concurrence with the unit member. 37 

 38 

 39 
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13.5 Lateral Transfers  1 

When an existing position becomes vacant or an additional existing position is 2 

authorized, unit members shall be given the opportunity for transfer in the same job 3 

classification. Vacancies will be posted in accordance with Article 13.9. Unit members 4 

may apply for voluntary lateral transfer by submitting a complete application through 5 

the standard District application system (In accordance with Article 13).  6 

13.5.1 The Filling of Vacancies Through Lateral Transfer shall be prioritized as 7 

follows: 8 

13.5.1.1 39-month re-hires 9 

13.5.1.2 Involuntary lateral transfer/reassignment (over staffing)  10 

13.5.1.3 Voluntary lateral transfers 11 

13.5.1.4 Involuntary transfer/reassignment (special circumstances) 12 

13.5.2 When fewer than three (3) lateral transfers apply, interview priority will be 13 

given to current employees in the same job family of the posted vacancy. 14 

13.5.2.1 In the event there is a conflict with other provisions of this article, 15 

the Parties agree to collaborate towards a resolution. 16 

13.5.3 Voluntary Lateral Transfer 17 

When three (3) or more unit members in the same classification of the posting 18 

apply, and meet eligibility criteria for the voluntary lateral transfer, all other 19 

candidates, including current permanent District employees, shall be excluded from 20 

the interview process. 21 

13.5.3.1  In the event there are more vacancies than there are eligible 22 

voluntary lateral transfer requests, all excluded candidates will be included 23 

following the initial placement(s). 24 

13.5.3.2  Criteria. A unit member seeking a voluntary lateral transfer must be a 25 

permanent employee for at least two (2) years prior to the date of the posted 26 

vacancy. 27 

13.5.3.3  Unit members currently serving probation, including unit members 28 

serving promotional probationary periods, shall not be eligible for a voluntary 29 

lateral transfer. 30 

13.5.3.4  A unit member seeking a voluntary lateral transfer must provide a 31 

letter of recommendation from their current supervisor. Letter of 32 

recommendation must be dated within six (6) months from date of the posted 33 

vacancy. 34 

13.5.3.5  A unit member seeking a voluntary lateral transfer may be denied 35 

said transfer on the basis of poor job performance as evidenced by an overall 36 

“Needs to Improve” or “Unsatisfactory” rating on the most recent 37 

performance evaluation, two (2) or more “Ns” and/or one (1) or more “Us” on 38 

the most recent evaluation, unjustified excessive absenteeism (without an 39 
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approved leave per Art 10). Leave entitlement usage shall be prorated to the 1 

date of the job posting, and/or disciplinary actions within 1 year prior to the 2 

date of the posted vacancy. 3 

13.5.4 Frequency: Unit members granted the voluntary lateral transfer shall wait 4 

one (1) year from the date of the transfer before submitting an application for 5 

another voluntary lateral transfer. 6 

13.5.5 The District and CSEA agree to continue Articles 13.5.1 and 13.5.2 as a pilot 7 

program beginning July 1, 2025.  This pilot will sunset on June 30, 2026. If either 8 

party has concerns during the course of the pilot program, the parties agree to 9 

negotiate a resolution.   If either party wishes to discontinue the pilot program, the 10 

party must notice the other in writing by June 30, 2026; at which point the pilot 11 

program shall remain in full force and effect until the parties negotiate a resolution. 12 

The parties agree that if no written notice is provided within the required timeline, 13 

the pilot program shall be incorporated into the Collective Bargaining Agreement. 14 

13.6 Promotional Transfers 15 

When a new position is created or an existing position becomes vacant, unit members 16 

shall be given the opportunity for transfer to a higher job classification.  All vacancies for 17 

existing positions shall be posted by the District for not less than six (6) working days at 18 

all work locations prior to being filled.  Unit members may apply for transfer by filing a 19 

written notice with the District Personnel Department.  Unit members who demonstrate 20 

the minimum requirements will be granted an interview for the Promotional Transfer. 21 

13.7 Downward Transfer 22 

A classified unit member who holds status in a higher classification may request a 23 

transfer to a job classification with lower minimum qualifications and salary.  Such unit 24 

member will possess the minimum qualifications for the job classification to which the 25 

unit member desires to transfer.  Placement at the new range of the salary schedule will 26 

be effective the date of the transfer.  Downward transfers shall be granted an interview. 27 

13.8 Involuntary Transfer 28 

An involuntary transfer is one not sought, requested, or agreed to by the bargaining unit 29 

member being transferred.  A bargaining unit member, upon request, shall be given 30 

reasons for transfer.  No involuntary transfer shall be arbitrary or capricious.  31 

13.9 Job Posting 32 

All vacancies for existing positions shall be posted by the District for not less than six (6) 33 

working days at all work locations prior to being filled.  Copies shall be sent to the CSEA 34 

President and all site representatives. 35 

13.10 Filling of Vacancies 36 

Unit members may apply for posted vacancies by submitting a letter of interest to the 37 

Personnel Department while the position is posted.  Applicants are encouraged to 38 

update their original application by submitting a new application.  Unit members are 39 
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encouraged to review Appendix L APPLICANT SCREENING FORM INSTRUCTIONS.  The 1 

Applicant Screening Form Instructions set forth criteria used by supervisors to rate 2 

employment applications for initial hire, transfer and promotion. 3 

13.10.1 Entry Level Positions 4 

Positions, which do not have Health and Welfare Benefits, can be posted for current 5 

unit members and outside applicants at the same time. 6 

13.10.2 Positions with Health and Welfare Benefits 7 

Positions with Health and Welfare Benefits can be posted for current unit members 8 

and outside applicants to apply at the same time. 9 

13.10.3 Qualifications for Interview 10 

Interviews will be granted to unit members requesting a Downward or Lateral 11 

Transfer.  Promotional Transfer applicants must demonstrate their qualifications by 12 

placement tests and performance tests in order to be granted an interview for the 13 

position. 14 

13.10.4 Interview and Selection Process 15 

Initial paper screening of applicants will be conducted by a site or District 16 

administrator.  Applicants screened for interview will be interviewed by a panel or 17 

not less than three (3) members.  The CSEA President or designee shall be provided 18 

the opportunity to serve as one member of the panel.  The interview panel will 19 

identify the top applicants based upon their responses to interview questions and 20 

background material provided to panel members.  The Chairperson of the interview 21 

panel will review with personnel services the top applicants identified by the panel. 22 

Selection of the successful candidate shall be based upon review of qualifications, 23 

including past job performance, experience, education, records and 24 

recommendations.  Qualifications being reasonably equal among applicants, 25 

preference shall be given to current employees.  Further, current District seniority 26 

shall be the deciding factor in the event consideration for selection is between or 27 

among current employees with reasonably equal qualifications.  The District shall 28 

follow the negotiated procedure and with the exception of arbitrary or capricious 29 

action, the decision of the District shall be final. 30 

13.10.5 Not Filling Vacancies 31 

The district is not obligated to fill existing or new positions under this agreement. 32 

The district is committed to filling existing or new positions. The district shall ensure 33 

that vacancies are recruited for within sixty (60) days of the position becoming 34 

vacant, in accordance with Education Code 45103 (d)(1). In the event a vacancy is 35 

not filled and/or recruited for the District will ensure transparency and collaboration 36 

with CSEA throughout the process. The District shall provide CSEA with monthly 37 

Vacancy and Recruitment reports inclusive of recruitment date, date vacancy was 38 

filled and by whom. 39 
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13.11 Filling of Vacancies Without Interviews 1 

Classified unit members requesting transfer may, under certain circumstances, not be 2 

required to undergo the interview process normally used in evaluating non-unit 3 

member applicants for a position.  In the event that all applicants for a position are 4 

current unit members and, through the application of criteria listed for qualifications, an 5 

applicant possesses superior qualifications above other applicants, he/she may be 6 

recommended for hire without interview.  Personnel shall recommend to the 7 

Superintendent that such individual be hired after consultation with appropriate 8 

supervisors and only after analysis of qualifications for all applicants. 9 

13.12 Vacancies Created Through Internal Hiring 10 

Vacancies created through internal hiring or resignation within the first 6 months in the 11 

position will be filled by a previously non-selected applicant for the same position who 12 

was interviewed for the position and determined to be qualified for the position. 13 

13.13 Contents of Vacancy Notices 14 

The job vacancy notice shall include the job title, a brief description of the position and 15 

duties, the minimum qualifications required for the position, the number of hours per 16 

day, days per week and months per year assigned to the position, the salary range and 17 

the deadline for filing for the vacancy.  Assigned job site and regular assigned shift times 18 

shall be included when available. 19 

13.14 Notification of Status for Transfer Requests 20 

The filing of a request for transfer to a posted opening shall not jeopardize the unit 21 

member's current assignment.  A request for transfer may be withdrawn prior to 22 

transfer.  Classified unit members shall be provided with specific reasons for transfer 23 

denial within five (5) working days upon written request. 24 

13.15 Eligibility List (Non-Benefited Positions) 25 

Candidates not selected for positions for which they apply may continue to be eligible 26 

for identical positions for a period of six (6) months.  These candidates must have 27 

demonstrated, through the testing and interview process, qualifications proficient to be 28 

considered for future placement. 29 

 30 

ARTICLE 14.  EVALUATIONS 31 

 32 

14.1 Performance evaluations shall be based upon information that can be verified.  The 33 

methods of verification may include, but are not limited to, the following: 34 

1. Direct observation of the immediate supervisor. 35 

2. Written information collected from a person or persons who work with or are in a 36 

position to observe the work performance of the person being evaluated; the 37 

written information from such persons shall be signed and dated by the individual or 38 

individuals that provided the information. 39 
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3. District records or documents. 1 

4. Conferences and other direct communication between the immediate 2 

supervisor/evaluator and the person being evaluated. 3 

5. Written commendations and/or complaints. 4 

6. Written communications from the person being evaluated. 5 

7. Examples or samples of work actually performed by the person being evaluated. 6 

8. Written communications from the immediate supervisor/evaluator to the person 7 

being evaluated. 8 

No evaluation of any unit member shall be placed in any personnel file without an 9 

opportunity for discussion between the unit member and the evaluator.  A unit 10 

member may attach a written response. 11 

14.2 Evaluation ratings established as "N" (Needs Improvement) or "U" (Unsatisfactory) 12 

shall include specific recommendations for improvement and provisions for assisting the 13 

unit member in implementing the recommendations. 14 

14.3 Review Process   15 

A unit member who receives an overall unsatisfactory performance evaluation may 16 

request a formal review of his/her performance evaluation. Any request for a 17 

performance evaluation review shall be issued in writing to the unit member's 18 

immediate supervisor within seven (7) days of the date that the unit member receives 19 

the evaluation. 20 

14.3.1 The assigned reviewer shall meet with the bargaining unit member within 21 

seven (7) days of receipt of the request for review and shall review and discuss any 22 

concerns expressed by the unit member regarding the evaluation process, 23 

verification of information used to establish ratings, and recommendations for 24 

achieving an overall performance evaluation that would meet or exceed District 25 

standards of performance. 26 

The assigned reviewer may modify an overall rating and/or individual ratings 27 

following a formal review.  The assigned reviewer shall issue, within fifteen (15) days 28 

to the unit member, a statement that confirms the date a formal review was 29 

conducted, issues or topics discussed, and any decision(s) reached regarding 30 

modification of the evaluation and/or performance improvement planning.  The 31 

statement of formal review shall be attached to the unit member's performance 32 

evaluation.  In the event there are no modifications made in ratings, the immediate 33 

supervisor shall complete a special evaluation no later than six (6) months following 34 

the date of the initial evaluation in order to assess performance improvement. 35 

14.4 A unit member may request an evaluation at any time and has the right to review 36 

and respond to any derogatory evaluation.  The evaluation instrument is included in 37 

Appendix E 1-2. 38 



 52 

14.5 Within fifteen (15) working days, each bargaining unit member will be notified in 1 

writing of any change in immediate supervisor. 2 

 3 

ARTICLE 15.  MEDICAL EXAMINATION 4 

 5 

15.1 No person will be employed by the District unless the person has submitted to an 6 

examination for tuberculosis within the past sixty (60) days and it has been determined 7 

that he/she is free of active tuberculosis.  The cost of such an examination shall be 8 

borne by the District if such services are not provided to the unit member without cost. 9 

15.2 All unit members of the District will submit to an examination for tuberculosis 10 

every four (4) years, except cafeteria unit members, who will be examined every two (2) 11 

years, payable by the District. 12 

15.3 Physical Examination 13 

The District agrees to provide the full cost of any medical examination required as a 14 

condition of employment or continued employment, including but not limited to the 15 

provisions outlined in Education Code Section 45122. 16 

 17 

ARTICLE 16.  HEALTH AND WELFARE  18 

 19 

16.1 Unit members employed prior to January 1, 2010, that work twenty (20) or more 20 

hours per week in their regular job assignment shall be granted full fringe benefits. 21 

Temporary/Short-Term, Extra Duty, and Substitute assignments that result in a 22 

temporary increase in daily work hours for part-time personnel shall neither be taken 23 

into account nor considered in any calculation of regular job assignment weekly hours.  24 

Coverage shall become effective on the first (1st) of the month following employment. 25 

a) Prorated Health Benefits 26 

Effective January 1, 2010, the District shall contribute a pro-rata share on behalf of 27 

eligible bargaining unit members towards group health insurance benefits.  The pro-28 

rata share shall be determined by the number of hours assigned to the affected 29 

bargaining unit member as the numerator, divided by the number of hours in full-30 

time assignment.  (For example, the District would contribute 50% of the cap for a 31 

half-time bargaining unit member) The bargaining unit member through monthly 32 

payroll deductions shall pay the difference.   To be eligible for Prorated Health 33 

Benefits unit members must work twenty (20) or more hours per week in their 34 

regular job assignment.    35 

b) Grandfathering for Health Benefits 36 

Any bargaining unit member with a hire date prior to January 1, 2010, will be 37 

grandfathered for District health and welfare insurance benefits up to the District’s 38 

insurance cap and not required to pay a pro-rata share of  the benefit package for 39 
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the duration of their employment with the District as a member working twenty (20) 1 

or more hours per week in their regular job assignment.  2 

16.2 Benefits shall include major medical, dental, vision, and life insurance.  Bargaining 3 

unit members and dependents shall be granted full fringe benefits covered by a District 4 

maximum annual pooled contribution not to exceed $12,292 (an increase of $492.00). 5 

This increase does not apply to bargaining unit members who receive the voluntary 6 

coordinated benefits (Article 16.5).  7 

16.2.1 The monthly payroll deduction for employees is calculated on the employee’s 8 

choice of medical plan, dental vision, and life and payroll frequency. 9 

Healthy Families/Healthy Kids Program 10 

a) The District will prove the Associate a list of unit members who currently do not 11 

qualify for fringe benefits, but may qualify for Healthy Families/Healthy Kids in 12 

accordance with the Healthy Families/Healthy Kids income salary eligibility 13 

criteria. 14 

b) The Association will coordinate with an agency to assist unit members with 15 

enrollment in the Healthy Families/Healthy Kids program(s). 16 

c) The Association will communicate the following to eligible unit members: 17 

Information about the Healthy Families/Healthy Kids Program(s) Open enrollment 18 

date and time at each site or centralized sites to be determined in coordination with 19 

CSEA. 20 

d)  New employees to the District will be given the information about the Healthy  21 

Families/Healthy Kids program(s) at orientation and allowed to enroll at that  22 

time.  23 

16.3 Bargaining unit members will be offered American Fidelity for the Section 125, 24 

Flexible Spending, and other voluntary insurance products for bargaining unit members. 25 

16.4 The District and Association shall research and evaluate group insurance benefits 26 

for the premium year commencing on or before October 1 with the intent of identifying 27 

group insurance plans with premium costs equal to, or less than, the maximum annual 28 

District contribution.  The District and Association shall consider alternative plan 29 

designs, carriers' cost containment strategies, funding mechanisms, and other cost 30 

savings measures.  District Insurance Committee recommendations shall be subject to 31 

negotiations.  If the insurance carrier provides an equity distribution to the District, the 32 

District will notify CSEA of their fair share.  33 

16.5 Voluntary Coordinated Benefits Effective November 1, 2022, no new voluntary 34 

coordinated benefit enrollment will be offered to bargaining unit members. This shall not 35 

apply to bargaining unit members currently enrolled in the voluntary coordinated benefits 36 

as stated in article 16.6.  37 

16.6 Bargaining unit members enrolled in the voluntary coordinated benefits prior to 38 

November 1, 2022, may continue enrollment as follows:  39 
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16.6.1 The District may offer voluntary coordinated benefits to spouses who are both 1 

unit members of the District and/or to unit members who are covered by their 2 

spouse's insurance plan.  Fifty (50) percent of the actual savings will be returned to 3 

the unit members declared as dependents.  Unit members that are otherwise eligible 4 

for group insurance benefits under the terms and conditions of this Agreement may 5 

present to the District proof of insurance coverage.  Upon presentation of satisfactory 6 

evidence of coverage, unit members shall receive fifty (50%) of the actual savings 7 

experienced by the District. 8 

16.7 Bargaining unit members who work less than twenty (20) hours per week shall be 9 

allowed to enroll in the District fringe benefit plan, at their expense, provided they have 10 

successfully passed the initial probationary period.  Responsibility for notifying the 11 

District of the intent to enroll in the fringe benefit plan shall be the sole responsibility of 12 

the unit member.  Notification must be made by the District within fifteen (15) days 13 

immediately prior to eligibility.  Eligibility expires thirty (30) days from the date that unit 14 

members complete their initial probationary period.  Part-time unit members that elect 15 

not to participate may not enroll at a later date.  Part-time unit members that enroll and 16 

later terminate voluntarily are not allowed to re-enroll.  Eligibility restrictions do not 17 

represent District policy, but are the result of restrictions set forth by group medical 18 

insurance carriers. 19 

If during participation, the pay warrant of the individual is in an insufficient amount to 20 

fund the insurance costs through payroll deduction, the unit member shall have a period 21 

of fifteen (15) calendar days to fund payment through personal funds.  If payment is not 22 

made within fifteen (15) calendar days, the insurance will be terminated immediately 23 

and re-enrollment cannot be made until the next open enrollment period.    24 

16.8 Communication The District will ensure any communications from SISC and other 25 

insurance providers will be distributed to bargaining unit members via email promptly 26 

after receipt.    27 

                                              28 

ARTICLE 17.  PROFESSIONAL DEVELOPMENT 29 

 30 

17.1 The District shall reimburse unit members to a maximum of $500.00 for tuition and 31 

required materials upon successful completion of any work-related training approved in 32 

advance.  Approval must be obtained in advance (two weeks’ minimum, if possible) by a 33 

professional development committee, made up of three (3) District representatives and 34 

two (2) unit members designated by CSEA.  Applicants must apply in writing using a 35 

professional development request form approved by CSEA (see Appendix G).  Successful 36 

completion of work-related training is to be documented through submittal.  Request 37 

forms are to be made available to unit members through a CSEA representative (to be 38 

designated by CSEA) located at each school site and the District Personnel Office.  39 
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Requests for professional development are to be submitted to the CSEA site 1 

representative, who will submit requests to the Personnel Office.  The District shall 2 

allocate $5,000 for the purpose of implementing this section.  The maximum year's 3 

expenditure for implementation shall be $5,000. 4 

17.2 Hourly Professional Development 5 

17.2.1 .67% of total classified salaries will be utilized each school year to provide 6 

LCAP professional development (outside the workday) to close the achievement gap. 7 

Bargaining unit members will be compensated on an hourly basis in accordance with 8 

the collective bargaining agreement regarding overtime and extra duty pay, 9 

whichever applies. If professional development is scheduled during work hours, 10 

bargaining unit members will be compensated overtime and/or extra duty 11 

whichever applies, to complete their work in accordance with Article 8. Hours & 12 

Overtime. This will be scheduled within two weeks of the professional development. 13 

17.3 Training 14 

17.3.1 Local Control Accountability Plan (LCAP) Training 15 

All classified bargaining unit members may participate in Local Control 16 

Accountability Plan (LCAP) Professional Development and be compensated at their 17 

hourly rate for a maximum of two (2) hours each (sixty (60) minute sessions) – paid 18 

following timesheet submission (Spring & Fall).  19 

17.3.2 All Classified Training: All classified bargaining unit members may participate 20 

in two (2) hours of professional development to support LCAP services.  21 

17.3.3 Para-educator Training: All para-educators shall participate in five (5) hours 22 

(may be in two-and-a-half (2.5) hour sessions) of professional development to 23 

support LCAP services. 24 

17.4 Professional Development Curriculum Planning Committee 25 

17.4.1 In an effort to provide relevant training opportunities for bargaining unit 26 

members, the District and three (3) CSEA appointed designees will work together on 27 

a professional development plan for each school year.  28 

17.4.2 The Professional Development Curriculum Planning Committee shall conduct 29 

an annual survey, electronically, to bargaining unit members to receive input on 30 

potential training suggestions for the planning committee to consider. 31 

17.5 Annual Review 32 

17.5.1 The District and CSEA will conduct an annual review of bargaining unit 33 

participation, expenditures and evaluation of the trainings offered each school year. 34 

17.6 Paraeducator Training 35 

17.6.1 On an annual basis, Paraeducators III will receive a minimum of forty (40) 36 

hours intensive training specific to the duties of their position determined by the 37 

Special Education Department. 38 
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17.6.2 Paraeducator II/Special Education – Itinerant Assignment will receive training 1 

up to 40 hours prior to their first assignment to meet the requirements of the IEP 2 

pursuant to Article 8.16.6. 3 

 4 

ARTICLE 18.  SAFETY 5 

 6 

18.1 Safety Committee 7 

A District safety committee shall be formed.  The committee will include members 8 

appointed by CSEA and appointed by the District.  The basic purpose of the committee 9 

shall be to promote safe working conditions with the intent of reducing the frequency 10 

and severity of industrial illness and accidents.  The committee may make 11 

recommendations to the District concerning improvements in health, safety, sanitation 12 

and working conditions.  At a minimum, meetings shall be held in September, January, 13 

and May. 14 

18.2 Release Time 15 

Bargaining unit members of the committee shall be allowed reasonable release time to 16 

attend meetings. 17 

18.3 Discrimination 18 

No unit member will, in any way, be discriminated against for reporting alleged unsafe 19 

conditions. 20 

18.4 Safety Equipment 21 

The District shall furnish safety equipment and training reasonably necessary to permit 22 

unit members to perform assigned duties safely. 23 

18.5 Failure to Use Necessary Safety Equipment 24 

Bargaining unit members shall adhere to all procedures and policies regarding safety.  25 

(Refer to 23.3.2, 23.3.5, 23.3.17 and 23.3.25) If a bargaining unit member has concern 26 

about safety procedures or equipment, he/she may file a complaint directly to the 27 

person responsible, with copies going to the safety committee and Personnel. 28 

 29 

ARTICLE 19.  TRANSPORTATION 30 

 31 

19.1 General Provisions 32 

In addition to all other provisions outlined in the agreement, the provisions of Article 19 33 

shall only apply to unit members assigned to the Transportation Department in the job 34 

classifications as listed in Appendix B-3 Transportation Services. 35 

19.1.1 Flexibility of Routes 36 

Due to the unique nature of the Transportation Department, throughout the school 37 

year a route may be subject to change for operational efficiency of the District.  This 38 

may affect a driver’s bus assignment, school assignment, and/or pupil assignment.  If 39 
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route times are affected, the District shall attempt to give the driver as much 1 

advance notice as possible.  Conflicts shall be addressed on a case by case basis 2 

between the driver and Director of Transportation or designee. 3 

19.1.1.1 Routes exceeding established bid hours shall be reviewed within 15 4 

work days and adjusted based on operational needs.  Route adjustments 5 

requiring increased hours shall be subject to the bid process as defined in 6 

19.5.2. 7 

19.1.2 Routes shall be established at a minimum of 6 hours.  Routes shall be 8 

developed as six (6), seven (7), eight (8) hour assignments based on operational 9 

needs.  Once a route is bid and awarded the driver is guaranteed those hours and 10 

work year assignment for the school year.  All driver hours shall revert to a 6-hour 11 

minimum and 182 work days every July 1. 12 

19.1.2.1 Once a route is bid and awarded, if a driver voluntarily bids a 13 

subsequent route with less hours/days, the driver is guaranteed the 14 

hours/days awarded with that subsequent assignment. Necessary 15 

compensation adjustments shall be made based on the work year calendar 16 

submitted. 17 

19.1.3 Bus Assignments shall be made by the Director or designee based on the 18 

following criteria:  route requirements, driving proficiency, care of equipment safety 19 

record, and past work performance.  If all relevant criteria from above list are equal, 20 

District seniority shall be the determining factor. 21 

19.1.4 The driver is required to work their entire awarded hours.  In order to meet 22 

this obligation a driver shall be required to perform other related duties based on 23 

the operational needs as assigned by the Director or designee.  The duties shall be 24 

performed as close as practicable to the start or end time of their shift.  Bus drivers 25 

shall be required to follow this provision until the time required to fulfill the 26 

essential functions equals the bid hours. 27 

19.1.5 Whenever, as a result of the unavailability of appropriate District vehicles due 28 

to mechanical or other malfunctions, a bus driver regularly scheduled to drive is 29 

unable to work, he/she shall receive pay at the rate he/she would have received for 30 

working that day or be assigned alternate tasks. 31 

19.1.6 A driver reporting to the District for a weekend, holiday, and/or recess run 32 

which are canceled without notice, shall receive two (2) hours pay.  A driver called 33 

back to the District or remaining beyond his/her normal work day for a weekday 34 

extra time trip which is canceled without 24 hours’ notice, shall receive (2) hours 35 

pay. 36 

19.1.7 Director or designee may reassign bus drivers, buses, or route segments 37 

during the year to accommodate pupil loads, scheduling changes, time factors or 38 

safety conditions. 39 



 58 

19.2 Definitions 1 

19.2.1 Extra Work 2 

Any work other than a field trip assignment generated from    Transportation 3 

Department falling outside of the permanent route in accordance with Article 8.10 – 4 

Overtime and Extra Duty. 5 

19.2.2 Field Trip 6 

Any driving assignment non-inclusive of the driver’s permanent route as defined in 7 

19.2.5 generated from a school site or district written request. 8 

19.2.3 Field Trip Assignments 9 

Field trip assignments shall be classified as weekday field trip assignments or 10 

weekend/holiday field trip assignments.  Weekday field trip assignments include 11 

field trips scheduled to depart Monday through Friday regardless of return time.  12 

Weekend field trip assignments include field trips scheduled to depart on Saturday, 13 

Sunday, or District recognized holidays. 14 

19.2.4 Mid-Day Route 15 

 Permanent recurring assignments typically between the a.m. and p.m. shifts. 16 

19.2.5 Permanent Route 17 

A route or combination of route segments and other related essential and/or 18 

assigned duties to meet the minimum awarded guarantee. 19 

19.2.6 Permanent Route Vacancy 20 

When during the school year a permanent route is considered vacant due to the 21 

following:  increased work hours; becomes vacant; or newly created. 22 

19.2.7 Proficiency 23 

A driver shall be deemed proficient by a school bus driver instructor   or behind the 24 

wheel delegate on the vehicle to be used during the assignment and proficiency 25 

documentation shall be included in the driver’s training records. 26 

19.2.8 Qualified Driver 27 

Possession of a valid driver’s license for the appropriate class of   vehicle to be driven 28 

endorsed for school bus and passenger transportation (VC 12517). 29 

19.2.9 Route Segment 30 

A portion of a permanent route. 31 

19.2.10 School Year 32 

The part of the year that school is in session and attendance is required, typically 33 

from August to June. 34 

19.2.11 Seniority 35 

For purposes other than layoff, as used in this article, seniority shall be defined as 36 

the hire date within a classification as defined in Article 9 – Layoff and 37 

Reemployment.  38 

 39 
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19.2.12 Summer Sessions 1 

The period of time from but not inclusive of the last day of one school year through 2 

but not inclusive of the first day of the following school year. 3 

19.3 Certifications & Licenses 4 

19.3.1 All drivers shall possess documents required by state law, such as a 5 

valid state issued driver’s license, bus driver’s certificate, first aid certificate if 6 

required, and medical card.  Completion of the certification renewal process must be 7 

completed no later than 45 days prior to expiration. 8 

19.3.2 Driver Physical 9 

Each driver must take and pass a physical examination as directed by   state law.  10 

Such physical examination is provided through the District Physician and shall be 11 

paid for by the District.  The examination shall meet all state standards. 12 

19.3.3 Driver Responsibility 13 

All drivers are equally responsible for their assigned job duties, buses, paperwork, in-14 

services, and credentials as required by Passenger Transportation Safety Handbook, 15 

Highway Patrol Handbook (HPH) 82.7. 16 

19.3.4 The unit member shall be reimbursed for their California special driver 17 

certification renewal costs not to exceed the current fees. Reimbursement shall be 18 

made only after the driver has completed his/her probationary period.  19 

Reimbursement shall be for standard renewals only. 20 

19.4 Training 21 

19.4.1 Proficiency Training 22 

Training made available by the District to ensure a driver is proficient   with the 23 

equipment assigned to a route for the upcoming school year.  This training shall 24 

occur in reasonable proximity to the bid date but prior to the route effective date.  25 

19.4.1.1 Additional training shall be offered by the District.  Throughout the 26 

year, training on additional types of vehicles shall be made available by the 27 

District.  It is the responsibility of the individual employee to complete 28 

available said training. 29 

19.4.2 Once a training opportunity has been provided, drivers considered       for 30 

field trips, at the discretion of the Director or designee, must demonstrate the ability 31 

and possess the skills necessary to perform the assignment, e.g. mountain terrain, 32 

snow chains, driver restrictions as documented on the California Special Driver 33 

Certificate 0-6 issued by the DMV, etc.  34 

19.4.3 Each driver shall be provided with ten (10) hours of paid classroom renewal 35 

training during their California Special Driver Certification renewal year. 36 

19.4.4 Staff meetings shall be held for the purpose of conducting in-service training 37 

discussions of safety or policy developments or other discussions and matters as the 38 



 60 

District determines to be appropriate.  Drivers attending these meetings shall be in 1 

paid status. 2 

19.4.5 Any required meetings or workshops whereby a driver attains hours for 3 

his/her bus driver’s license renewal, as required by the State of California, shall be in 4 

a paid status up to the minimum number of hours granted towards TO-1 5 

requirement.  The District shall only grant paid time equal to the number of credited 6 

hours, up to the annual requirement.  Voluntary attendance at workshops or 7 

meetings that are not required shall not be paid.  For the purpose of this section, 8 

attendance during required workshops shall be paid upon the completion of said 9 

workshop provided that TO-1 hours are accredited. 10 

19.4.6 Training Outside the District 11 

When presenting verified in-service training received from an outside source in 12 

accordance with requirements set forth and defined by CDE, Office of 13 

Transportation, a driver may receive credit towards training hours. 14 

19.5 Bid 15 

19.5.1 School Bus Drivers shall bid on all routes annually, by seniority, at     least two 16 

(2) weeks, but not more than four (4) weeks, prior to the start of the school 17 

attendance year.  In order to be eligible for a route that services students in the 18 

proximity of the Ortega Highway, drivers must be deemed proficient within the year 19 

prior to the bid.  Seniority to be determined by: (1) hire date and (2) lot. 20 

19.5.2 Permanent Route Vacancies 21 

When, during a school year, a permanent route is established/created or becomes 22 

vacant, or an existing route is increased in hours, the route shall be considered a 23 

vacancy and shall be posted for bid.  After the bidding process, any remaining 24 

vacancies shall be posted in accordance with Article 13 – Assignment, Transfer and 25 

Filling of Vacancies.  After the final bidding occurs for each vacancy, routes impacted 26 

by the subsequent bidding process shall become effective. 27 

19.5.3 Mid-Day Route Assignments 28 

Permanent routes that become available shall be first incorporated into the 8 hour 29 

routes that have been designated as mid-day recipients. 30 

19.5.4 Appropriate time for pre-trip inspections shall be provided in the bid time. 31 

19.6 Alternate Work Year Route Assignments 32 

19.6.1 The District provides home to school and/or special education    33 

transportation to school districts who operate during a school year that may differ 34 

from the District school year.  In the event a driver selects an assignment that 35 

requires service during this alternate school year, the driver shall provide service for 36 

the duration of that schedule.  The work days required to service the alternate 37 

school year may start prior to and extend beyond the District school year but shall 38 

not begin later nor end sooner.  The work year of the driver who selects an alternate 39 
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school year route shall be extended to include both the District and the alternate 1 

school year calendars.  An alternate work year calendar shall be provided at the 2 

annual bid process or within 10 calendar days after the bid process.  Designated 3 

holidays shall be in accordance with Article 12 – Holidays.  All permanent routes 4 

shall revert to a guaranteed 6-hour minimum and 182 day minimum every July 1. 5 

19.7 Field Trips 6 

19.7.1 Field trip driving assignments shall, at the beginning of each school year, be 7 

offered in order of driver seniority.  After one full rotation, field trips shall be 8 

assigned using the field trip equalization list.  Field trips shall be assigned in 9 

descending field trip numerical order, using the date in which the site “entered” the 10 

field trip.  Such offers shall be made on an hourly equalization basis in such a 11 

manner as to assign field trip opportunities as equally as practicable.  If all available 12 

qualified drivers decline the field trip, the District may assign in accordance with 13 

Article 1 – Recognition or Article 8 – Hours & Overtime, whichever is applicable. 14 

19.7.1.1 Field trips assignments are offered based on projected hours.  15 

Efforts shall be made to adjust the hours to the equalization list to reflect 16 

actual field trip hours worked through the 5th of each month by the 10th of 17 

each month. 18 

19.7.1.2 Drivers who do not wish to be considered for field trips may have 19 

the option to request in writing, to be taken off the hourly equalization 20 

rotation list.  At any time said driver may request, in writing, to be added 21 

back on this list.  At that time the driver shall be charged the highest number 22 

of accrued field trip hours plus one (1) hour. 23 

19.7.1.3 A new driver or driver returning from an extended absence of 30 24 

days or more shall be charged the highest number of accrued field trip hours 25 

plus one (1) hour. 26 

19.7.2 Field Trip Assignment Process 27 

Field trips shall be assigned/issued the 15th of each month for the following month.  28 

If the 15th falls on a weekend or holiday, trips shall be assigned/issued on the next 29 

business day.  Field trips for said month shall be issued in order of receipt. 30 

19.7.3 Field trips must be accepted or rejected by the close of business   following 31 

the day of assignment.  If a driver rejects said field trip within the designated time 32 

frame, he/she shall not be charged the projected hours.  Drivers not responding 33 

within the timeframe shall be charged the projected number of trip hours and the 34 

trip shall be automatically reassigned using the weekday/weekend equalization list. 35 

19.7.4 If a driver accepts a field trip and later rejects the field trip, he/she shall be 36 

charged the projected number of hours for that field trip. 37 

19.7.5 Completed driver field trip sheets must be turned in to the dispatch office by 38 

the close of business on the first working day following the field trip.  Failure to do 39 
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so shall result in doubling the number of hours accrued on the hourly equalization 1 

list by the driver for that particular field trip.  This is to ensure the paperwork is 2 

returned in a timely manner so that future assignments and billing can be completed 3 

on schedule. 4 

19.7.6 Notwithstanding any other provision of this Agreement and in accordance 5 

with E.C. 44032, if a field trip requires an overnight stay, the District shall be relieved 6 

of the obligation of payment for any hours between the time a bus driver is relieved 7 

of duties for the evening and the time duties resume the following morning.  Meals 8 

and lodging reimbursements shall be in accordance with Article 7 – Pay & 9 

Allowances. 10 

19.7.7 There are three categories of field trips – weekend/holiday, weekday and 11 

summer session.  A separate hourly equalization list shall be maintained for each 12 

category.  Field trips occurring on designated District Paid Holidays shall be assigned 13 

from the weekend hourly equalization list. 14 

19.7.8 A field trip assignment must not conflict with a school bus driver’s permanent 15 

route assignment if that assignment exceeds 7 hours when transportation services 16 

are required as a related service per an Individualized Educational Plan (IEP). 17 

19.7.9 Emergency/Contingency List 18 

A field trip emergency/contingency list shall be established to service any and all 19 

field trips received by Transportation Services or returned by a driver within 48 20 

hours of the trip date.  The field trip emergency/contingency shall be made available 21 

to all drivers as follows: 22 

a) On the first day of each month the emergency/contingency sign up list shall 23 

be posted for drivers to indicate the specific day(s) available to accept field trip 24 

driving assignments.  The opportunity for drivers to indicate their availability 25 

shall come to a close the last working day of the month. 26 

b) On the first day of the following month the field trip emergency/contingency 27 

list shall become a working document to be used by the dispatcher to make 28 

emergency/contingency field trip assignments. 29 

c) Once the list is closed drivers shall not be added. 30 

d) Drivers shall be assigned these trips by seniority.  Such offers shall be made 31 

on a rotational basis.  Field trips shall be assigned using the date in which the 32 

site “entered” the field trip when applicable.  Any exceptions shall be noted. 33 

e) These field trip hours shall not be accrued and shall not affect the hourly 34 

equalization list except as noted in 19.7.9 (f) below. 35 

f) A driver who has declared his/her availability and then turns down an 36 

assigned trip shall result in a charge of the projected field trip hours to the 37 

equalization list. A second (2) and subsequent refusal shall result in a charge 38 

double the projected hours of the field trip. 39 
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g) If the need for coverage exceeds the list of available drivers, assignments 1 

shall be offered to any available permanent driver after which the assignment 2 

shall be filled in accordance with Article 1 – Recognition and Article 8 – Hours & 3 

Overtime. 4 

19.8 Vehicle Maintenance & Call-in/Call-back Time 5 

19.8.1 Vehicle Maintenance 6 

Each driver must complete a Vehicle Condition Report (VCR) daily and any defect 7 

shall be noted.  The Director or designee shall coordinate the processing of the VCR 8 

to ensure that a copy is provided to all stakeholders when completed. 9 

19.8.2 Minimum Call-in Time 10 

Any unit member called in to work on a day when the unit member is not scheduled 11 

to work shall receive a minimum of two (2) hours pay at the appropriate rate of pay 12 

under this Agreement when the call-in is between 6:00 a.m. and 12:00 midnight; 13 

and, three (3) hours pay when the call-in is between 12:00 midnight and 6:00 a.m. 14 

19.8.3 Call Back Time 15 

Any unit member called back to work after completion of his/her regular assignment 16 

shall be compensated for at least (2) hours of work at the overtime rate, irrespective 17 

of the actual time less than that required to be worked. 18 

 19 

ARTICLE 20.  SEVERABILITY 20 

 21 

20.1 Savings Clause 22 

If, during the life of the Agreement, there exists any applicable law or any applicable 23 

rule, regulation or order issued by government authority other than the District, which 24 

shall render invalid or restrain compliance with enforcement of any provision of this 25 

Agreement, such provisions shall immediately be suspended and be of no effect 26 

hereunder so long as such law, rule regulation or order shall be in effect.  Such 27 

invalidation of a part or portion of this Agreement shall not invalidate any remaining 28 

portions, which shall continue in full force and effect. 29 

20.2 Replacement for Severed Provisions 30 

In the event of suspension or invalidation of any Article or Section of this Agreement, 31 

the parties agree to meet and negotiate within thirty (30) days after such determination 32 

for the purpose of arriving at a mutually satisfactory replacement for such Article or 33 

Section. 34 

 35 

 36 

 37 

 38 

 39 
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ARTICLE 21.  SUPPORT OF AGREEMENT 1 

 2 

21.1 The District and the CSEA agree that it is to their mutual benefit to encourage the 3 

resolution of differences through the meet and negotiation process.  Therefore, it is 4 

agreed that CSEA and the District will support this Agreement for its term and will not 5 

appear before the Board of Trustees to seek change or improvement in any part subject 6 

to the meet and negotiation process except by mutual agreement of the District and 7 

CSEA. 8 

 9 

ARTICLE 22.  EFFECT OF AGREEMENT 10 

 11 

22.1 It is understood and agreed that the specific provisions contained in this 12 

Agreement shall prevail over District practices and procedures and over state laws to 13 

the extent permitted by state law and that in the absence of specific provisions of this 14 

Agreement, such practices and procedures are discretionary. 15 

 16 

ARTICLE 23.  DISCIPLINE 17 

 18 

23.1 Disciplinary Procedures 19 

The District may impose discipline or dismissal on permanent unit members where the 20 

work performance or behavior of the unit member is such that prior verbal and/or 21 

written warnings by the immediate supervisor or District designee have failed to result 22 

in a remediation of the unsatisfactory performance or behavior.  The District may 23 

impose discipline or dismissal without prior verbal and/or written warning for behavior 24 

described under Sections 23.3.6, 23.3.8, 23.3.9, 23.3.10, 23.3.11, 23.3.12, 23.3.13 and 25 

23.3.26 or any act which presents a clear and present danger to other unit members, 26 

students or public.  A permanent classified unit member may be demoted, suspended or 27 

dismissed by the Superintendent or his designee only for cause as provided in 28 

procedures set forth herein.  This policy shall not apply to layoffs for lack of work or 29 

funds.  The term "discipline", for the purposes of this policy, shall mean a suspension 30 

without pay for more than five (5) working days, involuntary demotion (except layoff) or 31 

termination. 32 

23.2 Exclusion of Probationary Unit members 33 

The provisions of this policy shall apply only to permanent unit members.  Probationary 34 

unit members are subject to disciplinary action without appeal up to and including 35 

termination at the sole discretion of the District. 36 

23.3 Grounds for Suspension, Demotion or Dismissal of Permanent Unit members 37 
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The grounds for suspension, demotion or dismissal of a permanent unit member shall 1 

be for cause as determined by the Board, which shall include, but not be limited to, the 2 

following: 3 

23.3.1 Incompetence or inefficiency in the performance of duties. 4 

23.3.2 Failure to follow directions of a supervisor. 5 

23.3.3 Inability to perform assigned duties due to failure to meet job qualifications 6 

(including, but not limited to, failure to possess required licenses, failure to pass 7 

required tests, or failure to meet District insurability requirements). 8 

23.3.4 Insubordination (including, but not limited to, refusal to do assigned work). 9 

23.3.5 Carelessness or negligence in the performance of duty or in the care of 10 

District property. 11 

23.3.6 Discourteous, offensive or abusive conduct or language toward other unit 12 

members, pupils or the public. 13 

23.3.7 Dishonesty. 14 

23.3.8 Drinking or possession of alcoholic beverages on the job or reporting for work 15 

while intoxicated. 16 

23.3.9 Addiction to the use or possession of narcotics or a restricted substance, use 17 

of narcotics or restricted substances while on the job, or reporting to work while 18 

under the influence of a narcotic or restricted substance. 19 

23.3.10 Possession of firearm or other deadly weapon on District property or while 20 

on duty. 21 

23.3.11 Conviction of any felony or crime. 22 

23.3.12 Conviction of a sex offense as defined in Education Code Section 44010. 23 

23.3.13 Conviction of a narcotics offense as defined in Education Code Section 24 

44011. 25 

23.3.14 Repeated and unexcused absence or tardiness. 26 

23.3.15 Abuse of sick leave or other paid leave privileges. 27 

23.3.16 Falsifying any information supplied to the District including, but not limited 28 

to, information supplied on application forms, employment records or any other 29 

District records. 30 

23.3.17 Persistent violation or refusal to obey safety rules, or regulations made 31 

applicable to public schools by the Board or by an appropriate state or local 32 

governmental agency. 33 

23.3.18 Offering anything of value or offering any service in exchange for special 34 

treatment in connection with the unit member's job or employment, or accepting 35 

anything of value or any service in exchange for granting any special treatment to 36 

another unit member or to any member of the public. 37 

23.3.19 Willful or persistent violation of the Education Code or rules and regulations 38 

of the District. 39 
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23.3.20 Abandonment of position.  Absence for three (3) or more consecutive 1 

workdays without contacting the immediate supervisor or the District shall be 2 

deemed abandonment of position. 3 

23.3.21 Advocacy of overthrow of federal, state or local government by force, 4 

violence or other unlawful means. 5 

23.3.22 Physical or mental inability to perform assigned duties. 6 

23.3.23 Excessive absenteeism. 7 

23.3.24 Incarceration, which adversely affects job performance. 8 

23.3.25 Misuse or misappropriation of District property. 9 

23.3.26 Theft and willful use or misappropriation of District property or aiding and 10 

abetting such theft or willful misuse or misappropriation of District property; or 11 

theft, misuse or misappropriation of private property while on District time and/or 12 

while on District property and/or while performing any District function or aiding or 13 

abetting in such theft, misuse or misappropriation. 14 

23.3.27 Failure to maintain productive and cooperative working relationships with 15 

other employees, students, parents or the public. 16 

23.4 Notice of Proposed Disciplinary Action to Permanent Unit Members 17 

Notice to a permanent unit member of proposed disciplinary action shall be deemed 18 

sufficient when it is delivered in person to the unit member or when it is deposited in 19 

the U. S. Certified Mail, postage prepaid and addressed to the last known address of the 20 

unit member.  The notice shall contain the following: 21 

23.4.1 A statement of the specific acts and omissions upon which the proposed 22 

disciplinary action is based; 23 

23.4.2 A statement of the cause(s) for the proposed disciplinary action; 24 

23.4.3 If it is claimed that the unit member has violated a rule or regulation of the   25 

District, a statement of the rule or regulation; 26 

23.4.4 A statement of the action proposed to the Board; 27 

23.4.5 A statement that the unit member has a right to a hearing on such charges if 28 

demanded within five (5) calendar days after the unit member receives notice; 29 

23.4.6 A card, or paper, the signing and filing of which with the Board shall 30 

constitute a demand for hearing and denial of all charges; 31 

23.4.7 Copies of materials, if any, which support the charges and a copy of this 32 

policy; 33 

23.4.8 A statement that the unit member has a right to be represented by an 34 

attorney or other representative at the hearing. 35 

23.5 Hearing on Suspension, Demotion or Dismissal of Permanent Unit member 36 

23.5.1 When a timely request for a hearing has been served upon the Board in 37 

accordance with Section 23.4, the Board or its designee shall, within fourteen (14) 38 

calendar days after receiving the request, schedule a hearing within thirty (30) 39 
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calendar days from the date the request for hearing is received.  The unit member 1 

shall be given at least five (5) calendar days’ written notice of the time and place for 2 

the hearing and such hearing shall be closed unless the unit member submits a 3 

written request for a public hearing. 4 

23.5.2 The president of the Board or his/her designee shall preside over the hearing 5 

and rule on questions of procedure and evidence.  The Board may, in its discretion, 6 

select a hearing officer to conduct the hearing for suspension or demotion in lieu of 7 

the Board.  All dismissal hearings shall be held before a hearing officer, selected by 8 

mutual agreement of the District and CSEA, who shall set the time and place of the 9 

hearing.  The cost of the hearing officer shall be borne by the District.  The hearing 10 

officer shall, within seven (7) calendar days after the hearing, submit written findings 11 

and a proposed decision to the Board. 12 

23.5.3 Oral evidence shall be taken only on oath or affirmation.  Each party shall 13 

have the right to call and examine witnesses; to introduce exhibits; to cross-examine 14 

opposing witnesses; to impeach any witness regardless of which party first called 15 

him/her to testify; and to rebut the evidence against him/her.  If the accused unit 16 

member does not testify in his/her own behalf, he/she may be called and examined 17 

as if under cross-examination. 18 

23.5.4 The hearing need not be conducted according to technical rules relating to 19 

evidence and witnesses.  Any relevant evidence shall be admitted if it is the sort of 20 

evidence on which responsible persons are accustomed to rely in the conduct of 21 

serious affairs, regardless of the existence of any common law or statutory rule, 22 

which might make improper the admission of such evidence over objection in civil 23 

actions.  Hearsay evidence may be used for the purpose of supplementing and 24 

examining other evidence but shall not be sufficient standing by itself to support a 25 

finding unless it would be admissible over objection in civil actions.  The rules of 26 

privilege shall be effective to the extent that they are otherwise required by statute 27 

to be recognized at the hearing.  Irrelevant and unduly repetitious evidence shall be 28 

excluded. 29 

23.5.5 If the hearing is conducted before the Board, it shall prepare written findings 30 

and a decision.  If the hearing is conducted before a hearing officer, the Board shall 31 

review the record, including the findings, and the Board may accept, reject or modify 32 

the proposed decision.  In acting upon the hearing officer's recommendation, the 33 

Board may take supplemental evidence, as it deems necessary, in order to make a 34 

final decision.  The Board shall render its written decision within twenty-five (25) 35 

calendar days after the close of the hearing, and its determination of the sufficiency 36 

of the cause for disciplinary action shall be conclusive. 37 

23.6 Waiver of Hearing on Suspension, Demotion or Dismissal of Permanent Unit 38 

member 39 
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If the unit member fails to make a timely request for a hearing, the Board may act upon 1 

the charges without a hearing and impose such disciplinary action, if any, as it deems 2 

appropriate. 3 

23.7 Disciplinary Action Imposed by the Board 4 

If the Board finds that sufficient cause exists it may impose disciplinary action proposed 5 

by the District Superintendent or his designee or it may impose such other disciplinary 6 

penalty, as it deems appropriate. 7 

23.8 Immediate Demotion or Suspension Without Pay or Benefits of Permanent Unit 8 

member 9 

Notwithstanding the requirements of Section 23.4 above, if the Superintendent or his 10 

designee determines that pending a Board hearing on the suspension or dismissal of a 11 

permanent unit member, the continued presence of such unit member is detrimental to 12 

the District or the unit members of the District, the District may immediately suspend 13 

the unit member without pay in accordance with the following procedures: 14 

23.8.1 The administration shall meet with the unit member, advising the unit 15 

member of the charges and the proposed action, and give the unit member an 16 

opportunity to respond to the charges. 17 

23.8.2 Whenever practicable, the conference between the unit member and the 18 

administration shall be conducted prior to completion of the suspension, but in any 19 

event the District shall schedule the conference within five (5) working days from 20 

the time that the suspension is implemented. 21 

23.8.3 The administration shall give the unit member a copy of the written charges 22 

and any written materials upon which the charges are based within five (5) working 23 

days from the time the suspension is implemented. 24 

23.9 Compensation for Loss of Salary During Suspension Without Pay 25 

If the unit member is suspended immediately pursuant to the procedures set forth in 26 

Section 23.8, the unit member shall be compensated for any pre-hearing loss of salary 27 

resulting from such a suspension not upheld by the Board. 28 

23.10 Short Term Suspension (Suspension for Five (5) Days or Less) 29 

The Superintendent or his designee may suspend a permanent classified unit member 30 

without pay for up to five (5) working days without regard to the procedures set forth in 31 

this policy.  Prior to imposing such a suspension, the unit member shall be informed in 32 

writing of the reasons for the action and he/she shall be given an opportunity to 33 

respond to the Superintendent or designee.  The unit member may appeal the 34 

suspension to the Board, provided a written request therefore is filed in the 35 

Superintendent's office within five (5) calendar days following the first day of 36 

suspension.  If an appeal is timely filed, the Board shall review the written record and, 37 

without a formal hearing, issue its decision within thirty (30) calendar days after the 38 

request for appeal was filed. 39 
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23.11 Policy Application 1 

This policy shall not be construed to diminish the District's authority to take disciplinary 2 

action in accordance with the law, including such actions as are authorized by Education 3 

Code Sections 44010, 44011 and 45304.  The procedures provided for herein shall be 4 

the sole and exclusive administrative due process available to challenge disciplinary 5 

actions and short-term suspensions. 6 

 7 

ARTICLE 24.  NON-DISCRIMINATION 8 

 9 

24.1 Discrimination Prohibited 10 

No bargaining unit member shall in any way be favored or discriminated against in 11 

wages, hours, or other terms and conditions of employment on the basis of race, color, 12 

creed, age, sex, national origin, political affiliation, domicile, marital status, sexual 13 

orientation, physical handicap, or membership or participation in the activities of an 14 

exclusive representative association. 15 

24.2 No unit member shall be subjected to any verbal abuse, visual or physical  conduct 16 

or harassment that substantially interferes with a unit member's work performance or 17 

creates an intimidating, hostile or offensive work environment.  Further, no unit 18 

member will be disciplined, reprimanded, reduced in rank, reduced in compensation or 19 

deprived of any professional advantage without Just Cause. 20 

24.3 Nothing in this article shall be construed as a waiver of a unit member’s legal rights 21 

for due process.  22 

 23 

ARTICLE 25.  CONCERTED ACTIVITIES 24 

 25 

25.1 It is agreed and understood that there will be no strike, work stoppage, slow down, 26 

picketing, or refusal or failure to fully and faithfully perform job functions and 27 

responsibilities, or other interferences with the operations of the District by CSEA or its 28 

officers, agents, or members during the term of this Agreement, including compliance 29 

with the request of other labor organizations to engage in such activity. 30 

25.2 CSEA recognizes the duty and obligation of its representatives to comply with the 31 

provisions of this Agreement and to make every effort toward inducing all unit members 32 

to do so.  In the event of a strike, work stoppage, slow down, or interference with the 33 

operations of the District by unit members who are represented by CSEA, CSEA agrees in 34 

good faith to take all necessary steps to cause those unit members to cease such action. 35 

25.3 It is agreed and understood that any unit member violating this Article may be 36 

subject to discipline up to and including termination by the District. 37 
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25.4 It is understood that in the event this Article is violated the District shall be entitled 1 

to withdraw any rights, privileges, or services provided for in this Agreement under 2 

Article 5.0. 3 

25.5 During the term of this Agreement or extension thereof, the District agrees that it 4 

will not lock out any bargaining unit members. 5 

 6 

ARTICLE 26.  EARLY RETIREMENT 7 

 8 

26.1 Early retirement benefits shall be available to bargaining unit members of at least 9 

fifty-five (55) years of age with fifteen (15) continuous years of service to the District.  10 

All bargaining unit members hired on or after July 1, 2007, must be at least sixty (60) 11 

years of age with fifteen (15) continuous years of service to the District. Upon 12 

retirement, the District shall provide fringe benefit contribution to retirees at the 13 

maximum annual District premium contribution in effect at the time of retirement.  The 14 

District shall continue to contribute the maximum annual group health insurance 15 

premium amounts for retirees up to age sixty-five (65), at which time no benefit shall be 16 

provided.  The maximum annual District premium group health insurance contribution 17 

shall be fixed at the maximum contribution in effect at the time of retirement. 18 

26.2 In the event that District group health insurance premium contributions are 19 

insufficient to fund the full cost of health insurance premiums, the retiree shall be 20 

required to pay such difference in advance, quarterly. 21 

26.3 The District may provide an early retirement benefit to eligible unit members 22 

(Golden Handshake) as authorized by California Law. 23 

 24 

ARTICLE 27.  BARGAINING UNIT WORK 25 

 26 

27.1 Restriction on Contracting Out 27 

During the life of this Agreement, the District agrees that it will not contract out work 28 

which has been customarily and routinely performed by current positions in the 29 

bargaining unit which will result in the displacement or reduction in hours, wages, 30 

transfer or reassignment of bargaining unit positions. 31 

27.2.1 No supervisory or management employee may perform any work within the 32 

job description of a bargaining unit member, which will result in the displacement, 33 

reduction of hours, transfer or reassignment of any bargaining unit member. 34 

 35 

 36 

 37 

 38 

 39 
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ARTICLE 28.  DURATION/NEGOTIATIONS 1 

 2 

ARTICLE 28. DURATION/NEGOTIATIONS 3 

a. This agreement shall commence on July 1, 2024 and shall expire on June 30, 2027 4 

b. For the 2025-2026 school year, each party may reopen three (3) articles in addition 5 

to Article 7 – Pay and Allowances and Article 16 – Health and Welfare. 6 

c. For the 2026-2027 school year each party may reopen (1) article in addition to 7 

Article 7 – Pay and Allowances and Article 16 – Health and Welfare.  8 

 9 

This agreement allows LEUSD to continue to self-certify at the county level and remain 10 

fiscally stable.    11 
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LAKE ELSINORE UNIFIED SCHOOL DISTRICT 

 
BARGAINING UNIT CLASSIFICATION SYSTEM 

                  
BUSINESS SERVICES     RANGE    WORK YEAR HOURS  
Senior Accountant 60 244  8 
Accountant 58 244  8 
District Student Data Technician 52 244   8 
Accounting Tech: Categorical Programs 47 244   8  
Facilities Accounting Technician 45 244   8 
Buyer 46 244  8  
Payroll Technician 42 244  8 
Accounting Technician: 
        Attendance/Student Services 45 244  8 
Accounting Technician 47 244  8 
Purchasing Technician 38 244   8 
Reprographics Lead Operator 38 244  8   
Senior Account Clerk 38 244   8 
Account Clerk  29 Various  8   
  

CLERICAL AND SECRETARIAL SERVICES  RANGE    WORK YEAR HOURS 
Credentials Analyst 78 244  8 
Benefits/Risk Management Technician 42 244  8 
Secretary IV: District Office 38 244  8 
Secretary IV 36 Various  8 
Secretary III 34 Various  8 
Secretary II 32 Various Various 
Secretary I 29 Various Various 
Attendance Technician 32 215      8 
Bookkeeper: High School 32 215   8 
Bookkeeper: Middle School 22 186  8 
Counseling Secretary: High School 32 215  8 
Counseling Secretary: Middle School 30 195  8 
Counseling Technician 32 215  8 
Registrar 32 215  8 
Senior Personnel Clerk 34 244  8 
Clerk III: Assignment 28  Various Various 
Clerk III: Attendance Assistant, SARB 28 Various Various 
Clerk II: Assignment 22  Various Various 
Clerk I: Receptionist 19 Various Various 
Clerk l: Assignment 19 Various Various 
Health Technician 29 191 Various 
Program Reprographic Assistant 24 244  8 
Social Services Coordinator 16 Various Various  
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FOOD SERVICES      RANGE    WORK YEAR HOURS  
Food Service Assistant: Cook Baker 12 182  8 
Central Kitchen Lead 36 215  8  
Site Kitchen Supervisor 34 190   8 
Assistant Site Supervisor: HS/MS 24 182  8 
Senior Food Service Assistant  15 Various Various 
Food Service Assistant  8 Various Various 

INSTRUCTIONAL AND STUDENT SERVICES  RANGE    WORK YEAR HOURS  
Certified Sign Language Interpreter 65 182  7.5 
Linkage Specialist-Educationally Related Health Services       43  Various      8 
Job Coach/Developer 39 182   6    
Bilingual Translator/Interpreter 36 244  8 
Career Center Technician 32 215  8 
Instructional Materials Technician 32 244  8 
Bilingual Assessment Clerk  28 244  8 
Campus and Study Hall Supervisor 27           182 Various 
Library/Media Assistant III 28 215  Various 
Library/Media Assistant II 24 185 Various 
Library/Media Assistant I 20 182 3 / 3.75 
Community Liaison 24 182 Various 
Job Coach 20 Various Various 
Parent Coordinator: Head Start 16 182  8 
Paraeducator III: Special Education (Physical Disabilities) 25 205  Various 
Paraeducator II: Assignment 15 Various Various 
Paraeducator II: Bilingual 15 Various Various 
Paraeducator II: Preschool 15 Various Various 
Paraeducator II: Special Ed. 15 Various Various 
Paraeducator I  11 182 Various 
Childcare Assistant 11 182 Various 
Child Supervision Assistant 10 Various Various 

MAINTENANCE AND OPERATIONS   RANGE    WORK YEAR HOURS  
Computer Technician I 42 244  8 

Computer Technician II 60 244  8 
Technology Support Specialist 65 244  8 
HVAC Lead 60 244   8 
Maintenance Specialist: Plumber 59 244  8 
Maintenance Specialist: Locksmith 59 244   8 
Maintenance Electrician & Low Voltage  
   Systems Specialist 59 244   8 
Maintenance Specialist: Painter 50 244  8 
Maintenance Specialist: Pool Technician 45 244  8 
Maintenance Specialist: HVAC 59 244   8 
Senior Maintenance Worker 50 244  8 
Maintenance: HVAC Assistant 45 244  8 
Maintenance Specialist 45 244   8 
Stage Technician 45 244  8 
Assistant Stage Technician 24 182 Various 
Maintenance Worker 41 244       8   
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MAINTENANCE AND OPERATIONS   RANGE    WORK YEAR HOURS  
Irrigation Specialist 36 244  8 
Grounds Worker  28 244  8 
Custodian III 35 244  8 
Custodian II 28 244  8 
Custodian: Special Programs 26 244  8 
Custodian I 24           Various Various  

TRANSPORTATION SERVICES    RANGE    WORK YEAR HOURS  
Van Driver 22 183  8 
Field Trip and Routing Assistant/Bus Driver 33 183  8 
Lead Mechanic 53 244  8 
Mechanic 44 244   8 
Bus Driver Instructor 38 244   8 
Dispatcher/Bus Driver 34 244   8 
Delegated Behind The Wheel Trainer/Bus Driver 33 183    6-8 
Bus Driver 31 Various Various  

WAREHOUSE AND DELIVERY SERVICES  RANGE    WORK YEAR HOURS  
Warehouse Person 35 Various  8 
Delivery Driver: Warehouse 31 244   8 
Delivery Driver: Food Service 31 195  8   
 

 
7/2/25 
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LAKE ELSINORE UNIFIED SCHOOL DISTRICT 

 

 

7/2/25 

 

 
 

WORK YEARS 
 

CONVERSION OF DAYS TO MONTHS 
 

MONTHS/DAYS 
 

12 months 
241-247 days 

 
11.8 months 

220-240 work days 
 

11.2 months 
216-219 work days 

 
11 months 

215 work days 
 

10.8 months 
205-214 work days 

 
10.5 months 

195-204 work days 
 

10 months 
190-204 work days 

 
9.75 months 

183-189 work days 
 

9.5 months 
176-182 work days 

 
8.8 months 

166-175 work days 
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    APPENDIX E 

2/2022 PSS vm 

LAKE ELSINORE UNIFIED SCHOOL DISTRICT 
PERFORMANCE APPRAISAL:  CLASSIFIED EMPLOYEES 

Name of Employee Job Classification  

Department/Worksite Evaluation Period:  From To:       Date of Evaluation 
Probationary Employee    30 Day Evaluation   75 Day Evaluation 
Probationary Promotional / Downward Transfer:  20 Day Evaluation 

120 Day Evaluation      
45 Day Evaluation  

Permanent Employee    Annual Evaluation  Special Evaluation 
INSTRUCTIONS TO EVALUATOR:  For the performance factors listed below, indicate your evaluation of the employee based on the scale below 
by placing the appropriate evaluation symbols in the boxes provided (See Appendix E-3 for clarification if necessary). A "Needs Improvement" rating 
must be accompanied by specific written suggestions to improve performance.  Specific written reasons must be given for "Unsatisfactory" ratings. 

Scale:    E = Exceeds job requirements     M = Meets job requirements     N = Needs Improvement      U = Unsatisfactory     NA = Not Applicable 

1. Quality of work:  Performs work assignments with accuracy and thoroughness.  Displays initiative and requires a minimum of
supervision in completing and organizing tasks.

Comments:

2. Quantity of work:  Volume of work consistently meets or exceeds standards; consistently meets established deadlines for
completion of tasks; does not waste time in completing assigned work.

Comments:

3. Job knowledge:  Possesses and maintains required minimum qualifications and skills; displays and applies expertise in assigned
areas of responsibility; keeps abreast of new techniques and seeks to improve skills through training opportunities.

Comments:
4. Attendance:  Is punctual and regular in attendance and observance of work hours; complies with District absence procedures and

policies for authorized leaves of absence.

Comments:
5. Work habits:  Accepts and follows through on job responsibilities; plans and organizes work well; complies with Board policies,

rules and regulations, health and safety practices, and written and oral instructions; properly uses and cares for supplies and
equipment.

Comments:
6. Relationships with students, public and all personnel:  Works cooperatively, courteously and tactfully with those contacted in

the performance of assignments; assists others and maintains effective public relations.

Comments:

7. Personal qualities:  Maintains professional appearance appropriate to work assignment; displays positive attitude and composure
under stress; makes and accepts constructive suggestions for work improvements and is flexible in changing work
assignments/requirements.

Comments:

8. Supervisory abilities (if applicable):  Is fair and impartial; demonstrates effective leadership, decision making, training and
instruction of subordinates, and planning; effectively assigns, praises, disciplines and evaluates personnel, and satisfactorily
completes work assigned.

Comments:

9. Overall job performance:  If overall performance rating is "U" (unsatisfactory), or "N" (needs improvement), complete and attach
the performance appraisal supplement.

Recommended for permanent status: Yes   No Not Applicable 

Signature of Evaluator:  Print Name: Date: 

In signing below, I understand the following:  1) My supervisor has reviewed and discussed this evaluation with me; 2) This evaluation and attachments 
(if any) will be placed in my personnel file; 3) I have received a copy of this evaluation and attachments; and 4) I am aware that I may, within ten (10) 
working days, write a rebuttal, and have it attached to the evaluation. 

Signature of Employee: Date: 

Distribution:  Original:  Personnel Services Department CC: Employee, Principal / Supervisor 

M

M

M

M

M

M

M

N/A

M

1



E-2
PERFORMANCE APPRAISAL SUPPLEMENT

(DUPLICATE AS NEEDED)
4020A 2/2011

SECTION A RECORD JOB STRENGTHS AND
SPECIFIC WORK DEFICIENCIES

SECTION B RECORD SPECIFIC GOALS
IMPROVEMENT PERFORMANCE
PROGRAMS TO BE UNDERTAKEN
DURING NEXT EVALUATION PERIOD
AND RECORD PROGRESS ACHIEVED
IN ATTAINING PREVIOUSLY SET
GOALS FOR IMPROVED WORK
PERFORMANCE

JOB FACTOR # (REFER TO EVALUATION FORM)

Appendix



E-3 
 

 
DEFINITION OF EVALUATION SYMBOLS 

 
 
E = EXCEEDS JOB REQUIREMENTS 
 
  When an evaluator rates an employee's work performance using this 

symbol on an individual job factor, he/she is indicating that the 
employee's work clearly and consistently exceeds the performance 
factors listed. 

 
M = MEETS JOB REQUIREMENTS 
 
  When an evaluator rates an employee's work performance using this 

symbol on an individual job factor, he/she is indicating that the 
employee satisfactorily meets performance factors as listed. 

 
N = NEEDS IMPROVEMENT 
 
  When an evaluator rates an employee's work performance using this 

symbol on an individual job factor, he/she is indicating that the 
employee's work must improve in order to satisfactorily meet the 
performance factors.  This rating is not to be construed as a notice 
of unsatisfactory service nor as a disciplinary action.  Specific written 
suggestions to improve performance will be included by the 
evaluator. 

 
U = UNSATISFACTORY 
 
  When an evaluator rates an employee's work using this symbol on 

an individual job factor, he/she is indicating that the employee 
consistently is not meeting the performance factor(s) as listed.  
Specific written suggestions to improve performance will be included 
by the evaluator. 

 
 
 
 
 
 
 
 

Appendix



Appendix F1 

1 

 

LAKE ELSINORE UNIFIED SCHOOL DISTRICT 
CLASSIFIED GRIEVANCE FORM – GRIEVANT 

Level I (Immediate Supervisor, Informal Conference) 

 

A “grievance” is a formal written allegation by the grievant that he/she has been adversely affected by a 

violation of the specific provisions of the Agreement. 

Level:   I  To:          Date:    __________ 
        Immediate Supervisor                  Informal Conference 

 
From: _____________________________ Site:  _______ Employee Rep:  _____________________ 
  Employee Name            If Applicable 
 

Date of Occurrence, Act or Omission Giving Rise to the Grievance:      __________ 

 

Contract Article(s) and Section(s) being Grieved:         ____ 

 
Statement of Grievance: 
(Include dates, witnesses, facts surrounding the violation.  Attach extra sheets if needed.)   
 
             __________ 

 

             __________ 

 

             __________ 

 

             __________ 

 

             __________ 

Remedy being Sought: 

 

             __________ 

 

             __________ 

 

Employee or CSEA Representative Signature and Date: 

 

             __________ 

NOTE:  The Level I process requires an informal conference; not a formal written response 

Distribution:  Grievance File   Employee   Employee Representative   Superintendent   Employee Receipt 

REV: 10/2014 
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LAKE ELSINORE UNIFIED SCHOOL DISTRICT 

CLASSIFIED GRIEVANCE FORM – GRIEVANT 

 LEVELS II, III, OR IV 

A “grievance” is a formal written allegation by the grievant that he/she has been adversely affected by a 

violation of the specific provisions of the Agreement.  Attach copies of previous levels and responses. 

Level:*     To: *         Date:   _______________ 
 
From:    _____________________________ Site:  _______ Employee Rep:  ____________________ 
           Employee Name                          If Applicable 
 

Date of the Informal Conference:         

Date Written Grievance was Filed (Level II) or Filed (Level III):      ________ 

Name of Administrator Issuing Proposed Resolution:        ________ 

 
What was the Proposed Resolution?  (For Levels III or IV, attach written response from previous 
level.) 
 

             ________ 

             ________ 

 

Why was the Proposed Resolution not Acceptable:  

             ________ 

             ________ 

Remedy being Sought: 

             ________ 

             ________ 

Employee or CSEA Representative Signature and Date: 

             ________ 

Distribution:  Grievance File   Employee   Employee Representative   Superintendent   Employee Receipt 

*Use this form for Levels II Immediate Supervisor, III Next Level of Supervision and IV Superintendent 
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LAKE ELSINORE UNIFIED SCHOOL DISTRICT 

CLASSIFIED GRIEVANCE FORM – GRIEVANT 

 

Level:    V  To:  Superintendent/Designee     Date:     

In accordance with Article 6.6, please request from the State Mediation and Conciliation Service a 
mediator to hear this matter.  Copies of all previous levels and responses are attached. 
 

Employee or CSEA Representative Signature and Date: 

              

 

 

Level:    VI  To:  Board of Trustees/Superintendent    Date:     

In accordance with Article 6.7, I am appealing the decision rendered regarding the attached 
grievance to the Board of Trustees.  Copies of all previous levels and responses are attached. 
 

Employee or CSEA Representative Signature and Date: 

              

 

 

Level:    VII  To:  Binding Arbitration/Superintendent    Date:     

In accordance with Article 6.8, I am requesting the attached grievance be submitted to binding 
arbitration. 
 

Employee or CSEA Representative Signature and Date: 

              

 

 

Distribution:  Grievance File   Employee   Employee Representative   Superintendent   Employee Receipt 



Appendix G 
LAKE ELSINORE UNIFIED SCHOOL DISTRICT 

 
 

7-2-25 

 

 
REQUEST FOR PROFESSIONAL DEVELOPMENT 

 
Name:             
 
Description of Professional Development Training:      

              

              

              

              
 
Date(s):      Location:      
 
Cost(s)*:      
 

Describe how this training will help you maintain or develop job-related skills: 

            

              

              

              
 
What will you submit for reimbursement that gives evidence of successful 
completion?            

              

              

              

              

 

              

Signature        Date 

 

*Refer to appropriate article of current CSEA Contract for reimbursable costs. 

              

 

       
Date Received  
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CALCULATION OF VACATION ACCRUAL 
 
The instructions on this page may be used to calculate the number of hours or days of vacation 
earned based upon hours worked per day. In order to calculate vacation days/hours, you must 
use three facts: 1) the number of hours you work per day; 2) the number of months you work 
per year; and 3) the number of months/years you have worked for the District. 
 

First: Step: Read the chart below to locate a vacation factor of 1.0 vacation, 1.25 vacation, 1.50 
vacation, 1.67 vacation or 1.75 vacation. 
              
 
 If you have worked for the District  Your vacation factor is: 
              
 
 1 month to 5 years     1.00 vacation 

 6 years to 7 years     1.25 vacation 

 8 years to 9 years     1.50 vacation 

 10 years to 15 years     1.67 vacation 

 16 years or more     1.75 vacation 

              

 

Second Step: Multiply the vacation factor times the number of hours you work per day. 
 

Third Step: Multiply the result of the second step times the number of months you work per 
year.  The product will be hours of vacation to be earned. 
 

EXAMPLE 
 

An employee has worked for the District eight (8) years at six (6) hours per day, *9.5 months 
per year; earned vacation per year is calculated according to the following steps: 
 

First step: 8 years of service is equal to a 1.50 vacation factor 
 

Second step: (vacation factor) X (hours per day) = (vacation hours per month) 
 

     (1.50) X (6) = (9) 
 

Third step: (months per year) X (vacation hours earned per month) = (hours per year)  
   
     (9.5) X (9) = (85.5 hours) 

-OR- 

     (85.5) ÷ (6) = (14.25 days) 
 
 

*Refer to Appendix C to obtain months worked per year. 
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ARTICLE,  
SUBJECT SECTION NUMBER 

AB119 New Employee Orientation  5.7 
Adjustment of Assigned Time  8.3 
Bargaining Unit Work  27 
Benefits - Health and Welfare 16.1 - 16.8, 26.1 - 26.2 
Bereavement Leave  10.2, Append. J 
Bilingual Premium Pay – Site/Department Offices 7.7 
Binding Arbitration  6.8 
Break in Service 10.9 
Calendars Append. A1 – A2 
Call Back Time  8.15 
Call-In Time  8.12 
Catastrophic Leave 10.11 
Classification/Compensation Study Planning Team 7.13 
Classification Seniority 9.2.4 
Classification System  Append. B 
Compensatory Time  8.9 
Concerted Activities  25 
Contracting Out 27.1 
Discipline 23.1 - 23.11 

Grounds for Suspension, Demotion or Dismissal 23.3 
Discrimination  18.3, 24.1 
Displacement Rights  9.3 
Distribution of Contract 5.6 
District Rights  2 
Dues and Service Fee Deductions 3.2, 3.4 

Dues (Religious Objections)  3.3 
Duration 28 
Early Retirement 26.1 - 26.3 
Effects of Agreement  22 
Eligibility List (Non-benefited positions) 13.15 
Evaluations 14.1 - 14.5 Append. E1 - E3 
Facilities 8.5.1 
Filling of Vacancies 13.10 - 13.12 
General Leaves 10.12 
Grievance Forms Append. F1-F3 
Grievances 6 
Definitions and Levels  6.1 - 6.8.5 

Group Grievances 6.9 
Witnesses 6.10 
Grievance Files 6.11 
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 Reprisals       6.12 
Group Insurance       16.1 - 16.6, 26.1 - 26.3 
Health and Welfare       16.1 - 16.6, 26.1 - 26.3 
Hold Harmless        3.5 
Holidays        12.1 - 12.2.1 
Hours and Overtime       8 
Incentives   
 Professional Development     17, Append G 
 Sick Leave       10.5.9 
Industrial Accident and Illness Leave (Workers' Compensation) 10.7 
In-service Days       12.3 
Intersession        8.17 
Job Posting, Contents Vacancy Notices    13.9, 13.13 
Job Stewards        5.2 - 5.4 
Jury Duty        10.3 
Layoff         9 
 Definitions       9.2 
 Procedure       9.3 
 Displacement (Bumping) Rights    9.4 
 Effects of Layoff      9.5 
 Re-employment Rights     9.6 - 9.6.7 
 Probationary Employee     9.8 
 Retirement in Lieu of Layoff     9.9       
Leaves         10 
Leave Balances       10.1 
Lodging        7.11 
Longevity Increments       7.18 
Lost Checks        7.8   
Lunch Periods and Rest Periods     8.4 - 8.6.6 
Maternity Leave       10.6 
Meals         7.10 
Medical Examination       15 
Mileage        7.9, 13.3 
Military Leaves       10.4 
Minimum Day and In-service Days     12.3 
Negotiations        28 
Non-Discrimination       24 
Non-Unit Personnel       1.3 
Organizational Rights       5 
Overtime and Rotation of Extra Work    8.7, 8.10 
Paraeducator II/Special Education-Itinerant Assignment Program 8.16 
Pay and Allowances       7 

Paychecks       7.2 
Frequency-Once Monthly     7.3 



SUBJECT INDEX 
Appendix I 

 

3 

 

          Payroll Errors       7.4 
          PERS - District-Paid      7.24 
Personal Necessity       10.10, Append. K 
Personal Business       10.10.1 
Personnel Files       4   
Physical Exams       7.23, 15.3 
Placement on Salary Schedule     7.16 
Probation        7.14, 9.8, 23.2 
Professional Development      17.1, Append. G 
Raises/Anniversary Date      7.17 
Reclassification       7.15, Appendix N,O 
Re-employment Rights      9.6 
Regular Rate of Pay and Salary     7.1 
Release Time 
 Union Business      5.1.9 - 5.1.10 
Repair or Replacement - Employee Property    7.21 
Reprisals        6.12 
Resignations        3.6 
Rest Periods        8.6  
Retirement        9.9, 26 
Retirement Benefits       26.1 - 26.3 
Right to Refusal       8.13 
Safety         18 
 Safety Committee      18.1 
 Safety Equipment      7.22, 18.4, 18.5 
Salary Schedule       Append. D1 – D2 
Seniority        9.2.4 - 9.2.5 
Severability        20 
Shift Differential       8.8 
Short-Term Employees      1.3.1 
Sick Leave        10.5, 10.8 
 Sick Leave Incentive      10.5.9 
Special Payments       7.5 
Split Shift Premium       7.6 
Standby Time        8.14 
Step Increase        7.17 
Step Placement       7.16 
Strike         25 
Student Workers       1.3.4 - 1.3.5 
Substitute Difference Pay      10.8 
Substitutes        1.3.2 
Summer School and Intersession     8.17 - 8.17.3 
Support of Agreement      21 
TB Tests        15.1, 15.2 
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Tools         7.20 
Transfers        13 
 Definition       13.2 
 Downward Transfer      13.7  
 Lateral Transfer      13.5  
 Medical Transfer      13.4 
 Promotional Transfer      13.6 
 Notification of Status for Transfer Requests   13.14  
Transportation       19 
Field Trip Assignments      19.2.3 & 19.7 
Field Trip Assignment Process     19.7.2 
Field Trip Emergency/Contingency List    19.7.9 
 Training       19.4 
 Mechanic’s Call In/Call Back Time    19.8 
 Permanent Route Vacancies     19.5.2 
 Pre-Trip Inspections      19.5.4 
 Reimbursements/Certificate Renewal   19.3.4 
 Required Meetings or Workshops    19.4.5 
 Route Assignment      19.1.1 – 19.1.2 
 Staff Meetings       19.4.4 
Training        19.4  
 Trip Cancellations      19.1.6 
Uniforms        7.19 
Union Membership       3 
Vacancies        13.10, Append. L1- L2 
 Entry Level Positions      13.10.1 
 Positions with Health and Welfare Benefits   13.10.2 
 Qualifications for Interview     13.10.3 
 Interview Panel      13.10.4 
Selection Process       13.10.4 
 Vacancies Filled Without Interviews    13.11 
Vacation        11, Append. H 
Volunteers/Students/JTPA      1.3.3 - 1.3.5 
Work Day/Work Week      8.1 - 8.2 
Work Years        Append. C 
Work Year Calendar       8.18, Append.  A2 
Working During Lunch Periods     8.5 
Working Out of Classification      7.12 
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REQUEST FOR ABSENCE DUE TO BEREAVEMENT LEAVE (CLASSIFIED) 
 
Employee Name: _________________________________________ 
 
Date(s) of Absence:   1) __________   

    2) __________      

    3) __________      

    4) __________      

    5) __________ 

 
Bereavement Relationship**: ___________________ 
 
**CSEA Contract Article 10.2 – Bereavement 
 
Bargaining unit members shall be granted a leave with full pay in the event of the death of any member of the bargaining 
unit member’s immediate family.  The leave shall be for a period of five (5) days in the event of death for any of the 
following immediate family members:  husband, wife, mother, father, sister, brother, son, daughter, mother-in-law, 
father-in-law, grandfather, grandmother, son-in-law, daughter-in-law, grandchild, foster parent, stepparent, stepson, 
stepdaughter, foster son, foster daughter, brother-in-law, sister-in-law, or any person living in the immediate household 
of the bargaining unit member.  The leave shall be for three (3) days in the event of death for any of the following family 
members:  aunts, uncles, nieces, nephews, and first cousins. No deduction shall be made from the salary of bargaining 
unit members taking Bereavement Leave nor shall such leave be deducted from other leave granted by this article.  Unit 
members shall complete a form stating the family relationship. The Request for Bereavement Leave form shall be placed 
in the Appendix (see Appendix J). 
 
10.2.1  
Bereavement Leave does not need to be taken all at one time but shall be completed during the six months after the death 
of the person for whom the leave is being taken. The Superintendent/designee in collaboration with CSEA may extend the 
timeline of completion of the bereavement leave.  
Documentation of the death shall be provided to the employer and shall be submitted within thirty (30) work days of the 
first day of bereavement leave, sixty (60) work days if the death occurs in another country. Documentation may consist of 
a death certificate, obituary, or written verification of death, burial or memorial service from the mortuary, funeral home, 
burial society, crematorium, religious institution or government agency. Other forms of documentation may be considered 
in collaboration with Personnel Support Services and CSEA.  
 
I certify that this request meets the requirements for use of Bereavement Leave as defined by Article 10.2 and 10.2.1 of 
the Collective Bargaining Agreement between the District and the Lake Elsinore CSEA Chapter #598. 
 
_________________________  __________   ______________ 
Employee Signature   Date    School/Work Site 
 

7/2/25 
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CLASSIFIED REQUEST FOR ABSENCE DUE TO PERSONAL NECESSITY 

NAME: ___________________________________________ Date(s) of Absence: ________________________________   

Classified: Total Hours Absent: ____________ (Not to exceed annual sick leave accrual) 

I request personal necessity leave in advance as required by Board Policy. The reason for my absence is due to: (Circle 

one letter below) 

A. Death of a member of employee's immediate family when leave is required beyond that provided by bereavement leave as 

stated in Education Code (advance permission shall not be required). 

B. Accident involving employee's property or the person or property of any other member of the employee's immediate family. 

Such accident must be serious in nature, involve circumstances the employee cannot reasonably be expected to disregard 

and require the attention of the employee during his assigned hours of service (advance permission shall not be required). 

C. Appearance in court or before any administrative tribunal as a litigant, party or witness under subpoena or any order made 

with jurisdiction. The employee must return to work in cases where it is not necessary for him to be absent the entire day. 

Each date of necessary attendance under such order, other than the date specified in the subpoena, shall be certified to by 

the clerk or other authorized officer of a court or other official of a body with jurisdiction. In any case in which a witness fee 

is payable, such fee shall be collected by the employee and remitted to the District. 

D. Illness of a member of the employee's immediate family (as defined), serious in nature, which under circumstances the 

employee cannot reasonably be expected to disregard, and which requires the attention of the employee during his assigned 

hours of service (advance permission shall not be required). 

E. The birth of a child making it necessary for an employee who is the father of the child to be absent from his position during 

his assigned hours of service. 

F. Imminent danger to the home of an employee, occasioned by a factor such as flood or fire, serious in nature, which, under 

the circumstances, the employee cannot reasonably be expected to disregard and which requires the attention of the 

employee during his assigned hours of service. 

G. When the employee is unable to get to work as a result of an emergency which creates a hazardous driving condition 

between the employee's home and place of work. 

H. Personal Business – The amount of an employee’s Annual Accrual of Personal Necessity leave per fiscal year may be classified 

as Personal Business and not require any explanation as to how it will be used. The unit member shall give the District 

twenty-four (24) hours advance notice when possible to use such leave. 

Personal Necessity Leave is not authorized for business related to an auxiliary income, extension of a holiday or vacation or for 

any other unlawful purpose. 

I certify this request meets the requirements for use of earned days of absence within the limits defined by Board Policy and 

Administrative Regulations. 

Employee Signature  _____________________________________________________________ Date ________________   

Supervisor's Signature  ___________________________________________________________ Date ________________   

NOTE TO EMPLOYEE: Submit your request as far in advance as possible but no later than 24 hours in advance of your absence. 

Employee signature on this form following emergency personal necessity leave authorized under Board Policy 4261. Sections 1A, 

1B, 1D, 1F or 1G certifies the fulfillment of Policy requirements for all use of personal necessity leave. In addition to filing this 

request, all employees are required to call in their absence. 

Distribution: District Office Payroll Department and Copy attached to Monthly Attendance Summary 7/2/25 
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FILLING OF VACANCIES 
 
 

APPLICANT SCREENING FORM INSTRUCTIONS 
 

Please print position title for which you are screening and the date of the screening.  Under the 
column heading for “applicant name”, please print the last name first in alphabetical or random 
order. 

 
EDUCATION 

 
Educational background may be rated from 0 to 3 points.  Zero (0) points are awarded if the 
applicant has not achieved high school diploma; one (1) point is awarded if the applicant has 
completed high school or GED or other appropriate equivalency; two (2) points may be 
awarded if an applicant has achieved an associate or two-year degree or certificate program 
directly related to the position for which they are applying; three (3)  points are awarded for a 
four-year university or college degree. 
 

EXPERIENCE 
 

Experience points are awarded on the basis of years or fractions of years of experience in a field 
or job directly related to the position to which the applicant is applying.  For example, if the 
applicant is applying for a custodial position and his/her papers reflect six (6) years of 
experience in the custodial field, you would award six (6) points (years) for experience.  
Experience points may also be awarded for a field that is similar or directly related to the 
position for which the applicant is applying. 
 

JOB DESCRIPTION 
 

From 1 to 5 points may be awarded on the basis of the candidate’s qualifications in relation to 
the published job description.  This rating category is perhaps the most difficult and requires a 
thorough knowledge of both the published job description and the candidate’s qualifications.  
The individual who is screening must ask the question:  To what extent do the candidate’s 
qualifications match the published job description?  One (1) point awarded in the category 
would indicate a very weak relationship between the published job description and the 
candidate’s qualifications, while a rating of five (5) would indicate a strong relationship 
between the published job description and the candidate’s qualifications. 
 

SPECIAL NEEDS 
 

From 1 to 5 points may be awarded based upon the specific needs of the position for which the 
candidate is applying and the candidate’s qualifications.  For example, if the position for which 
the applicant is applying will require knowledge of computer software applications in word 



Appendix L 
LAKE ELSINORE UNIFIED SCHOOL DISTRICT 

 
 

 
 

processing, spreadsheets or database programs, and the applicant’s file reflects a specialized 
knowledge of computer software applications, you may award points on the basis of meeting 
this special position need. 
 

 
RESUMÉ 

 
From 1 to 5 points may be awarded on the basis of a candidate’s resumé and related papers.  
Points may be awarded on the basis of positive letters of recommendation from previous 
supervisors, special awards or commendations, or any other information that reflects complete 
and detailed information matching job specifications for the position for which the candidate is 
applying. 
 

TOTAL/RANK 
 

Sum the number of points awarded in each category to arrive at a total for each candidate.  
When you have completed screening all files, please rank the candidates according to the 
points awarded.  A rank of one (1) would reflect the greatest number of points for all 
candidates screened.  A rank of two (2) would reflect the second greatest point total for all 
candidates screened.  If point totals are identical for two or more candidates, their rank should 
be identical. 
 

TEST RESULTS 
 

If a test has been administered, results will be provided by the Personnel Services Office.  If a 
minimum passing score has been established, some applications may be eliminated from the 
process for failure to achieve the minimum passing standard.  In general, test results above a 
minimum standard are to be considered as qualifications along with education, experience and 
other information provided by the applicant. 
 

COMMENTS 
 

Please include any comments you may feel are relevant to the candidate’s qualifications for the 
position for which he/she is applying.  Your comments may include positive statements about a 
candidate’s qualifications, or concerns relating to length of service in prior positions or breaks 
in service, special qualifications, or other information you feel is relevant to the candidate’s 
standing. 
 

COMPLETING THE SCREENING FORM 
 

Please indicate the number of applicants to be interviewed at the lower portion of the applicant 
screening form.  Sign and date the applicant screening form and return the form to Personnel 
Services.  Please feel free to contact Personnel Services in the event you require assistance in 
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using the form to screen applicant files.  We would welcome any comments or suggestions for 
revision in order to ensure that our applicant screening process is effective in selecting the best 
possible candidates. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5/21/25 



Appendix M 
LAKE ELSINORE UNIFIED SCHOOL DISTRICT 

 

5/21/25 

 

 
SCRIBE’S WAIVER 

 
 
 
In the case of any inadvertent omission or commission by the scribe of this contract, the 
original signed agreement shall prevail. 
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LAKE ELSINORE UNIFIED SCHOOL DISTRICT  
 POSITION RECLASSIFICATION REQUEST 

ATTN: PERSONNEL SUPPORT SERVICES – RECLASSIFICATION COMMITTEE 
BARGAINING UNIT MEMBERS SHALL ONLY SUBMIT A RECLASSIFICATION REQUEST ONCE PER FISCAL YEAR 

 
This form is designed to assist you in describing your position.  Please fill out this form completely.  If a question 
does not apply to your position, please write “N/A” for that item. 

 
Employee Name            Date         
 
Phone:  Home: _________________ Cell: _________________ Work: ________________ 
 
Name of Person making request if other than the unit member: _______________________ 
 
Current Title/Position ________________   Current Location/Dept.____________________ 
 
Current Work Year: __________ Days ________ 10 mo ________ 11 mo ________ 12 mo 
 
Supervisor          
 
Length of time in current position _______________     District Hire Date: ______________ 
 

POSITION RECLASSIFICATION WORKSHEET 

This questionnaire must be hand delivered to Personnel Support Services 

 
1. Desired Position / Classification ___________________________________________ 

2. If you believe you are working out-of-class, list the specific duties/responsibilities that you feel are the 

cause: 

_____________________________________________________________________________________

_____________________________________________________________________________________

_____________________________________________________________________________________ 

3. The bargaining unit member must review and compare his/her current job description and the job 

description of the desired position. 

4. Please attach additional pages with any important factors, information and rationale to support this request, 

if needed. 

5. Complete the Reclassification Request Form, attaching all appropriate documentation. 

6. Submit the completed forms to the District Office Receptionist in Building A. 

7. Deadlines for submission are from the first working day in September through the last working day in 

September. 

8. The bargaining unit member will be interviewed by the Reclassification Committee. 

 
 
 

 
 

 

Date Received by PSS:     

Date Supervisory Comments Received:     

Date Reviewed by Reclassification Committee:     

Date Completed:     
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All questions must be answered for final consideration of the request. 
 
1.  In your own words, describe your duties.  List them in order of importance.  
 
  -- Estimate the amount of your working time spent on each duty.  
 
  -- Use percentage or number of hours or days. 
 

-- Indicate when a specific duty is only performed during a certain period of the year.  
 

-- If each duty was “assigned” by your supervisor or by your job description at the time 
you started (S) in this position, check the (S) column.  If the duty was added at a later 
date by your supervisor, check the (ADDS) column.  If you assumed the duty on your 
own and it was not specifically assigned by your supervisor or by your job description, 
check the (OWN) column for that duty. 

 

Example:  S    Assigned by Supervisor or by job description when you started in the  
  position 

 

    ADDS   Added by Supervisor after you started in the position 
 

OWN   Added or assumed on your own  
 

                            
   LIST DUTIES IN ORDER OF IMPORTANCE            % or 
                S    ADDS    OWN  time   
I enter data into various software programs.            10 % of     
                      X         time   
I create spreadsheets to track specific data.            2 hours 
                   X     per day  
I create new forms for other personnel within            2 hours 
the office to utilize.                   per year 
                      X      
                                          
   LIST DUTIES IN ORDER OF IMPORTANCE            % or 
                S     ADDS    OWN  time   
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
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________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
________________________________________________________________________ 
 
 
                            
 

Attach additional pages if necessary 
Percentage should equal 100% or total of Work Day Hours 

 

    
2.  Why do you consider the first duty listed as your most important duty?  
 
                            
 
                            
 
                            
 
             
3. Please comment as to why you added duties that you marked as ADDS on the previous 

page. 
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4. Please comment as to why you added duties that you marked as OWN on the previous 

page. 
 
                            
 
                            
 
                            
 
 
5.  A) Which of your duties do you think requires the greatest knowledge or skill?  
   
                            
 
                            
 
                            
 
 
  B)  How did you acquire this knowledge or skill?   
 
                            
 
                            
 

                                
 
 
6.  How do these additional duties impact your overall responsibility and authority? 
 

                          
 
                            
 
                            
 
 
7. Describe how these additional duties affect the qualifications (knowledge, abilities, 

education, experience, licenses and certifications) required for your classification. 
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8. What personal contacts with employees outside your area of assignment or with the 

public are required by your job?  What is the purpose for these contacts? 
 
                            
 
                            
 
                            
 
 
9. What special machines or special equipment are you required to operate as a normal part 

of your duties? 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Attach additional pages if necessary 
 
10. During the past two years, what duties have been removed from your position?  Please 

explain.  
 
                                         
 
                            
 
                            
 

                        
 

List of Equipment, Tools, & Materials 
Occasionally, Infrequently, Daily, Weekly, 

Monthly, Annually 

1             

2             

3             

4             

5             

6             
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11. List other changes that have taken place in your position, such as the level of 
supervision received, policy or procedural changes, new tools or equipment, new 
processes, etc. 

 
                                         
 
                            
 
                            
 
12. Do you decide how the work in your job will be done and in what priority different tasks 

will be done?        If Yes, explain how you do this.  
 
                            
 
                            
 
                            
 
 
13.  Explain how your immediate supervisor helps you, instructs you and checks your work. 
                                     
 
                            
 
                            
 
 
14. What kinds of decisions do you make without conferring with your immediate  

supervisor? 
 
                            
 
                            
 
                            
 
 
15. Do you function in a lead capacity?     If yes, answer questions 16 – 27.   
 

If no, answer only questions 23 – 27.  
                     

16.  I lead these employees:  (Name, Title)  
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17.  Do you assign the work to employees?   __________  
If yes, how? 

 
                            
 
                            
 
                            
 
18.  Do you prioritize the tasks to be performed by employees?                         
  If yes, how? 
 
                            
 
                            
 

                          
 
 
19.  Do you participate in the selection of employees?                            
  If yes, how? 
 
                            
 
                            
 

                          
 
 
20. Do you participate in the training of employees?                            

If yes, how? 
 
                            
 
                            
 
                            
 
 
 
21. Do you participate in the evaluation of employees?                                    

If so, how? 
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22.  Do you follow-up on areas of employee training that require improvement?      
  If yes, how? 
 
                            
 
                            
 
                            
 
23. How long have your duties and responsibilities been substantial as you have described 

them here?   
 
                            
 
                            
 
                                     
 
 
24.   How do these additional duties impact your overall responsibility and authority? 
 
                                
 
                            
 
                            
 
25. Have you ever requested that your position be studied for reclassification?      
 

If yes, when?                       
 
  Why was no action taken at that time?  
 
                            
 
                            
 
                            
 

 
26.  What new classification (position title) are you proposing, if any?  
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27.  Please list all the reasons you believe your position should be reclassified. 
 
                            
 
                            
 
                            
 
                            
 
                            
 
                            
 
                            
 
                            
 
                            
 
   
Print your Name                        
 
Signature                          
 
Date                           
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LAKE ELSINORE UNIFIED SCHOOL DISTRICT 

CLASSIFIED OUT OF CLASS REQUEST FORM 

The Collective Bargaining Agreement with CSEA Chapter 598 and Education Code Section 45110 specify that 

salaries shall be adjust upward when classified employees are required to perform duties inconsistent with 

their assigned position. 

Employee Information 

Employee Name: ____________________________      Site:______________________ 

Present Classification:  ________________________ 

Employee requests to work for: __________________ Start Date: ________________ 

Higher Classification: 
__________________________________________________________________________ 

(for which duties were assumed) 

Justification:  Please provide a brief detail of the circumstances that led to this request and description of 

duties that are to be performed.  Please attach an additional sheet if necessary: 

_____________________________________________________________________________________

_____________________________________________________________________________________

______________________________________________________________________ 

 

THIS FORM MUST BE SUBMITTED TO YOUR IMMEDIATE SUPERVISOR 

 

 

Date Received by Immediate Supervisor: ________________________ 

Date Meeting Held with Employee: __________________ (Must be held within five (5) days of receipt) 

Date Written of Written Response: __________________ (Must be within (5) days of meeting) 

 

Out of Class Approved __________           Out of Class Denied __________ 

 

If out of class is approved, the supervisor shall initiate a Personnel Action Request 

and attach this Out of Class Request Form 

Days Employee Worked Out of Classification 

 

Total Days Out of 
Classification 

Start Date End Date # of Days 

   

Budget Account String  

 
Distribution:  Employee     Employee Representative     Payroll 


	CBA 070124 to 063027 total.pdf
	CBA 070124 to 063027 total.pdf
	Binder1.pdf
	Appendix A1 2025-26 School Year Calendar 7.2.25.pdf
	Appendix A2 2025-26 Work Year Calendar 7.2.25.pdf
	Appendix B Job Classes and Classifications 7.2.25.pdf
	Appendix C Work Year Conversion 7.2.25.pdf
	Appendix D1 2025-2026 Classified Salary Schedule 7.2.25.pdf
	Appendix E Classified Evaluation 7.2.25.pdf
	Appendix E2 Perf Appraisal Supplement Form 7.2.25.pdf
	Appendix E3 Evaluation Definitions 7.2.25.pdf
	Appendix F1 Grievance Form Level 1 7.2.25.pdf
	Appendix F2 Grievance Form Levels II III and IV 7.2.25.pdf
	Appendix F3 Grievance Form Levels V VI and VII 7.2.25.pdf
	Appendix H Vacation Accrual 7.2.25.pdf
	Appendix I Subject Index 7.2.25.pdf
	Appendix J CSEA Bereavement Form 7.2.25.pdf
	Appendix K PN Request Form 7.2.25.pdf
	Appendix L Applicant Screening Form Instructions 7.2.25.pdf
	Appendix M Scribes Waiver 7.2.25.pdf
	Appendix N Position Reclassification Request 7.2.25.pdf
	Appendix O Out of Class Form 7.2.25.pdf
	Credits Page 2024-2027 7.1.25.pdf
	CBA 070124 to 063027.pdf
	Table of Contents 2024-2027.pdf

	CBA 1st Page 2024-2027.pdf

	Appendix G Professional Development 7.2.25.pdf

	Appendices Table 2024-2027 (002).pdf



