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ARTICLE 1  

AGREEMENT 

 
1.1 This agreement, herein after referred to as the Agreement, is entered into this first day of July by and between 

the St. Helena Board of Trustees and the St. Helena Unified School District herein after referred to as the 

“District" and the St. Helena Chapter #287 of the California School Employees Association herein after 

referred to as the "Association," and C.S.E.A., as the exclusive bargaining representative of the District's 

classified employees.  

 

1.2 This agreement shall remain in effect from July 1, 2022 through June 30, 2025.  

 

1.3 In the interest of continuing the collaborative process and to promote the highest quality collective 

bargaining agreements, either CSEA or the District may request discussions on any issue at any time with 

the understanding that contract language may be changed only by mutual agreement. 
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ARTICLE 2 

RECOGNITION 

 
2.1  The bargaining unit for which this Agreement is effective consists of the following classifications: 

AVID/MTSS 
 
Clerical 
Administrative Clerk I* 
Administrative Clerk II* 
Accounting Assistant 
Account Technician – Special Accounts 
Secretary – Academic Services 
Secretary – Academic Services, Senior* 
Office Services Team Leader – H.S. 
Office Services Team Leader – K-8. 
 
Food Service 
Food Service Assistant I* 
Food Service Assistant II 
Food Service Production Team Leader 
 
Maintenance & Operations 
Custodian I* 
Custodian II 
Custodian Team Leader I and II 
Grounds Specialist 
Maintenance Specialist* 
Maintenance Specialist, Senior 
Energy Management Analyst 

Para-Professionals 
Para-Educator I  
Para-Educator II 
Para-Educator III, Instructional Support 
Para-Educator III, Special Education  
 
Specialists 
IT Systems Analyst 
Technology Positions 
Network Systems Technician II, 
Infrastructure 
Network Systems Technician II, Server 
Network Systems Technician I.* 
Library/Computer Technician* 
Library Media Specialist 
Library Media Specialist, Senior 
 
 
Support Services 
Braillist Transcriber * 
Campus Supervisor 
Student Conduct Specialist* 
Occupational Therapist 
Mail Courier 
Playground Assistant 
School Bus Drive 
District Driver 
Bus Supervisor * 
Transportation Assistant 
 

 

All bargaining unit job descriptions are included under Appendix G of this agreement. 

 

2.2  ACKNOWLEDGEMENT: The District hereby acknowledges that CSEA is the exclusive bargaining 

representative for all classified employees holding those positions listed above except for those who can 

be lawfully declared management, confidential, supervisory, short term and substitutes. 

 

 

ARTICLE 3 
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DEFINITIONS 

 
3.1  DISTRICT refers to St. Helena Unified School District and its elected Board of Trustees. 

 

3.2  DAYS refer to work days on which the District Office is scheduled to be open for regular business unless 

the Superintendent has closed school due to hazardous or emergency circumstances and there is no need 

for employees to return to work.  Exceptions would be the Winter and Spring breaks as defined by the 

Board-approved Academic Calendar for a given school year. 

 

3.3  DAYS--GRIEVANCE EXCEPTION - upon the written request of the grievant to the Superintendent, 

vacation days of the employee between June 15 and September 1 shall not be counted as days in a 

grievance procedure that has not proceeded beyond Level One of the Grievance Procedure. 

 

3.4  EMPLOYEE refers to any employee who is included in the unit as recognized in Article 2 and therefore 

covered by terms and provisions of the Agreement. 

 

3.5  ASSOCIATION refers to the California School Employees Association and its St. Helena Chapter #287. 

 

3.6  PROBATIONARY EMPLOYEE: An employee shall be considered probationary during his/her first six 

(6) months of employment and during the first six (6) months of a promotional situation. 

 

3.7  IMMEDIATE SUPERVISOR is defined as the person who has been designated as the evaluator of that 

position. 
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ARTICLE 4 

GRIEVANCE PROCEDURE 

 

4.1  As problems arise, good morale is maintained by sincere efforts of all persons concerned to work toward 

constructive solutions in an atmosphere of courtesy and cooperation.  The purpose of this procedure is to 

secure, at the lowest possible administrative level, equitable solutions to grievances.  The proceedings 

used to affect a solution will be kept as informal and confidential as may be appropriate at any level of the 

procedure. 

 

Before filing a written formal complaint, the employee shall attempt to resolve the issue by informal 

communication with the employee's immediate supervisor or designee.  Grievance forms can be found in 

Appendix F of this negotiated agreement. 

 

4.2  DEFINITIONS: 

4.2.1  A "GRIEVANCE" is a written claim by an employee, or group of employees, similarly situated, 

that there has been a violation, misinterpretation, misapplication or unfair application of a 

provision of this Agreement. 

 

 4.2.2  A "GRIEVANT" is the employee or the Association who initiates or files a grievance. 

 

 4.2.3  A "WORK DAY" is any day in which the District Office is open for business.  Exceptions would 

be Winter and Spring breaks as defined by the Board-approved Academic Calendar for a given 

school year. 

 

 4.2.4  A "SUPERVISOR/ADMINISTRATOR" is the manager having jurisdiction over the matter that 

gave rise to the grievance. 

 

 4.2.5  A "JOB REPRESENTATIVE" is a member of the Association appointed by the Association.  A 

job representative may represent a grievant at any stage of the grievance procedure. 

 

4.2.6  A “CONFEREE” is a fellow unit member; a supervisor; an administrator; or an Association 

representative who, at the request of any party to a grievance, is invited to participate in a problem 
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resolution conference or hearing or any meeting held in conjunction with the steps of the grievance 

procedure. 

 

4.2.7  A “DECISION” under this article is the written response to the grievant at any level detailed in 

this article.  To be considered a decision this response shall include in writing the findings on 

which the decision is based. 

 

4.2.8  The “DATE” of any written document within this grievance procedure shall be the date of proof 

of personal service, proof of service by regular mail, or proof of service by facsimile transmission. 

 

4.3.  Since it is important that grievances be processed as rapidly as possible, the number of days indicated at 

each procedural level are maximum, and every effort should be made to expedite the process.  Time limits 

however, may be extended by mutual agreement, or if any party necessary to the resolution of the 

grievance is absent due to medical reasons. 

 

4.4  To be recognized at any procedural level, a grievance shall have been presented at the appropriate level 

within ten (10) work days after the employee knew or reasonably should have known of the act or omission 

giving rise to the grievance. 

 

4.5  Failure of the grievant to comply with the terms and conditions for appeal from Levels One or Two shall 

be considered a waiver of appeal rights under this Agreement. 

 

4.6  Failure of the District to comply with the terms and conditions of Levels One and Two shall automatically 

confer upon the grievant the right to appeal to the next level. 

 

4.7  By mutual agreement of the parties, procedural levels may be bypassed when such action would expedite 

the process. 

 

4.8  Any member of the unit may at any time present grievances to the employer, and have such grievances 

resolved, without the intervention of the Association, as long as the resolution is reached prior to 

arbitration and the resolution is not inconsistent with the terms of the Agreement.  In such cases, the 

District shall not agree to a resolution of the grievance until the Association has received a copy of the 
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grievance and the proposed resolution and has been given the opportunity to file a response. 

 

4.9 All documents, communications and records dealing with the processing of a grievance shall be filed 

separately from the personnel files of the participants. 

 

4.10  The parties shall have equal access to documents and District records which will assist in resolving 

complaints within the policies of confidentiality. 

 

4.11  Nothing herein contained will be construed as limiting the right of any member of the unit or the 

Association having a grievance to discuss the matter informally with any appropriate member of the 

administration and have the grievance resolved. 

 

4.12  LEVEL ONE: A grievance shall first be submitted in writing to the employee's immediate supervisor with 

the objective of resolving the matter informally.  A conference will be held with the grievant within ten 

(10) work days to be followed by a written decision within five (5) additional work days. 

 

4.13  ALTERNATE PROCEDURE: If the grievant does not wish to pursue the grievance after Level One, the 

Association may do so without approval of the grievant within seven (7) work days. 

 

4.14  LEVEL TWO: If the grievance is not resolved at Level One, the grievant may appeal in writing within 

ten (10) work days of receipt of the decision from Level One to the Superintendent/designee.  A conference 

shall be held within (10) ten work days to be followed by a written decision within five (5) additional 

work days. 

 

4.15  LEVEL THREE: If the grievance is not resolved at Level Two, the grievant may within five (5) work 

days of the receipt from Level Two request in writing to the Association that the grievance be submitted 

to arbitration.  The Association, by written notice to the Superintendent within fifteen (15) work days after 

receipt of the request from the grievant, may submit the grievance to arbitration.  

 

4.16  The parties shall select a mutually acceptable arbitrator.  Should they be unable to agree on an arbitrator 

within ten (10) work days of the Association's submission of the grievance to arbitration, a joint request 

for an arbitration panel shall be made to the American Arbitration Association (hereafter “AAA”).  They 
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will then be bound by the rules and procedures of the AAA.  The parties may agree to the expedited 

procedures of the AAA. 

 

4.17  The arbitrator's decision will be in writing and will set forth his/her findings of fact, reasoning (unless the 

parties have agreed to use the expedited procedures as indicated above), and conclusions on the issues 

submitted.  The arbitrator will be without power or authority to make, add to, modify, or change the 

language of the Agreement.  The decision of the arbitrator will be final and binding on the parties. 

 

4.18  All cost of the services of the arbitrator including, but not limited to, per diem expenses, his/her travel, 

lodging and meal expenses will be borne equally.  All other costs will be borne by the party incurring 

them. 

 

4.19  Normally, all grievances shall be handled toward the end of the regular work day of the grievant.  In the 

event the grievance hearing or conference with an administrator is held during the work day, the grievant 

represented, representative, and witnesses shall be granted release time without loss of pay.  In the event 

the grievance hearing or conference with an administrator is held other than during the work day, the 

grievant represented, representative, and witnesses shall be paid for such time as though worked. 

 

4.20  If the Association decides not to submit a grievance to arbitration, an employee (the grievant) may carry 

said grievance to arbitration with the following conditions: 

 

4.20.1  The employee shall absorb and be responsible for the non-district share of  all costs associated 

with submitting said grievance to arbitration. 

 

4.20.2  The arbitrator's decision shall not be precedent setting and shall not add to, modify, or be 

inconsistent with, nor change the language or terms of this  Agreement, unless otherwise agreed 

to by the District and the Association.  
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ARTICLE 5 

FAIR SHARE ORGANIZATIONAL SECURITY 
 

 
ORGANIZATIONAL SECURITY 

It is the express intention of the parties that the provisions of this Article respectfully balance the rights of 

individual employees, as referenced in Government Code sections 3543, and the right of CSEA, the exclusive 

representative, to create Organizational Security. 

 

5.1 MEMBERSHIP DUES DEDUCTION:  District shall refer all employee questions about CSEA or dues 

over to the CSEA Labor Relations Representative. CSEA shall defend and indemnify District for any claims 

arising from its compliance with this clause.  

 

The District shall not interfere with the terms of any agreement between CSEA and the District’s employee with 

regard to that employee’s membership in CSEA, including but not limited to automatic renewal yearly unless the 

employee drops out during a specified window period. The District need not keep track of this period which shall 

be tracked by CSEA within its membership database. 

 

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

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

are members of CSEA. 

 

The employer shall not be obligated to put into effect any new or changed deductions until the pay period 

commencing thirty (30) days or more after such submission. There shall be no charge by the employer to CSEA 

for regular membership dues deductions. 

 

5.2 Once the District has been made aware of anti-union emails, the District shall use its best efforts to filter 

out outsiders’ emails sent to work email addresses soliciting against union membership. District shall only post 

on the public portion of its website work email addresses for employees whom the public needs to contact.  

 

5.3 CSEA NOTIFCATION OF NEW HIRES/PERIODIC UPDATES:  On the last workday of each month, 

the District shall provide CSEA, via a mutually agreeable secure FTP site or service, the name and contact 

Hernandez, Rebecca
Removed the italics and added period after membership.
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information on the new hires. This information shall be provided to CSEA regardless of whether the newly hired 

employee was previously employed by the District. 

 

The District shall provide CSEA, via a mutually agreeable secure FTP site or service, all bargaining unit member 

names and contact information on the last working day of September, January and May in accordance with the 

AB119 agreement.  

 

5.4 LEGAL RESPONSIBILITY:  CSEA shall defend and indemnify District for any claims arising from its 

compliance with this Article for any claims made by the employee for deductions made in reliance on information 

provided by the employee organization to the employer to cancel or change membership dues authorization. The 

employer shall be required to promptly notify CSEA of any claims made by employees relating to dues 

authorization. CSEA shall have the exclusive right to decide and determine the course of legal action whether any 

such action shall be compromised, resisted, defended, tried or appealed.   
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ARTICLE 6 

ASSOCIATION RIGHTS 

 

6.1  CSEA RIGHTS: CSEA shall have the following rights in addition to rights contained in any other portion 

of this agreement: 

 

6.1.1  The representative of the State CSEA Association shall have access in areas in which employees 

work providing it does not interrupt the educational process.  The Association representative shall 

report his/her presence on the site to the office. 

 

6.1.2  In cases where interruption of the employee's work time is necessary the representative shall 

receive permission from the administrator or supervisor in order to contact the employee. 

 

6.2  DISTRICT MAILBOXES, MAIL SYSTEM AND E-MAIL:  The Board authorizes the Association to use 

school mail boxes and email for the distribution of their communications in compliance with Education 

Code 7054. 

 

6.3  BULLETIN BOARDS: The Board authorizes the Association to use, without charge, an area of space on 

each school's bulletin board.  Such bulletin board space will be designated by the Principal of each school. 

 

6.4  USE OF FACILITIES: The Association shall have the use of the District's facilities and buildings at times 

other than normal work hours and hours of student instruction.  The Association agrees to abide by the 

rules and regulations established for community use of school facilities.  The supervisor of the facility or 

building may grant the Association use of District equipment as long as such use is in accordance with the 

procedures provided for in the Civic Center Act and as long as the use of such equipment does not interfere 

with the normal student instruction or work production of the district.  The Association shall pay for the 

cost of all materials and supplies incident to each use.  The Association agrees to leave the facilities, 

buildings and/or equipment used in a clean and orderly condition. 

 

6.5  PUBLIC DOCUMENT: The District agrees to provide one copy of any public document to the association 

upon request. No charge shall be made for such documents unless the same charge is made to all of the 

public.  
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6.6  SENIORITY ROSTER: The District agrees to supply the Association with a seniority roster of bargaining 

unit employees upon the effective date of this agreement with annual up-dates.  The Association shall be 

allowed to review the District's current list upon request. 

 

6.7  RELEASE TIME: The Association agrees that all Association business shall be primarily conducted at 

other than regular work hours.  The District agrees to provide a paid leave of absence not to exceed five 

(5) days per year for officers or delegates of the Association for the purpose of attending the annual CSEA 

conference. 

 
The District also agrees to provide up to ten (10) hours of release time a month for the performance of 

duties for officers of CSEA Chapter 287 Job Representatives, or another designee as determined by the 

Chapter President. 

  

6.7.1  If an employee must take time away from his/her designated work-day to attend local Association 

meetings, that time shall be preapproved in writing with the immediate supervisor on a designated 

form and made up in consultation with the employee’s supervisor on the same day or within five 

(5) working days, if possible. 

 

6.8  JOB REPRESENTATIVE: The Association agrees that its officials, including Job Representatives, shall 

not communicate Association business with employees during regular work hours except in emergencies 

and shall conduct normal Association business at times other than the respective employees' work hours, 

unless on pre-arranged release time.  

 

The District agrees to grant the Association access to employee workstations during the lunch break or 

after normal work hours with the approval of the immediate supervisor of the workstation. 

 

When a new employee is hired, one (1) Association official may take up to 30 minutes of release time to 

meet with the new employee within three (3) days of the new employee’s hire date.  The purpose of this 

meeting will be to perform services directly related to new employee orientation, including but not limited 

to explaining the Employee Contractual Agreement’s rights and responsibilities. 

 

The District agrees to grant release time for Association officials to perform services directly involved in 
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the processing of grievances.  The word "processing" is interpreted to mean the presence of the Job 

Representative with the aggrieved employee during verbal discussions with administrators at any or all 

steps of the grievance procedure.  Job Representatives shall not leave their work locations for grievance 

processing without prior approval of their immediate supervisor. 

 

6.9  COMMITTEES: The Association upon request shall be granted representation on any district-wide 

advisory committee established by the District. 

 

6.10  DISTRIBUTION OF THE CONTRACT: As soon as practical after settlement of this agreement is 

reached, the District shall post the Agreement on the District website for access to all unit members in the 

bargaining unit.  The District shall provide the Association with twelve (12) printed copies for its use.  If 

unit members would like a printed copy they may make such request to the District Office.  
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ARTICLE 7 

SAFETY CONDITIONS OF EMPLOYMENT 

 

7.1  The District shall provide employees with safe work conditions.  The District shall comply with the 

provisions of the California State Occupational Safety and Health Act regulations within the general 

industry and construction industry (where applicable) standards.  The employee shall refuse to perform 

any hazardous duty without proper safety equipment.  It shall be the responsibility of the employee to 

inform the immediate supervisor of the lack of proper safety equipment.  It shall be the responsibility of 

the employee to report any unsafe work conditions. 

 

7.2  EMPLOYEE SAFETY (Informational item only): The Education Code of the State of California requires 

that when any employee of a school district "is attacked, assaulted, or menaced, by any pupil, it shall be 

the duty of such employee, and the duty of any person under whose direction or supervision such employee 

is employed in the public school system who has knowledge of such incident, to promptly report the same 

to the appropriate law enforcement authorities of the county or city in which the same occurred." 

 

All employees shall comply with the District's Sexual Harassment Policy. 

 

7.3  REPAIR, REPLACEMENT OR REIMBURSEMENT: 

 

7.3.1  The District shall provide for the reimbursement of any employee for the loss, destruction, or 

damage by arson, burglary or vandalism of personal property used in the schools of this District.  

Reimbursement shall be made only when approval in writing for the use of the personal property 

in the schools was given before the property was brought to school and when the  value of the 

property was agreed upon in writing by the person or persons bringing the property and the school 

administrator or immediate supervisor at the time the approval for its use was given.  The 

maximum reimbursement from the District shall be $1,000.00. 

 

7.3.2  The District shall provide for the payment of the costs of replacing or repairing property of an 

employee, such as eyeglasses, hearing aids, dentures, watches, articles of clothing necessarily worn 

or carried by the employee when any such property is damaged in the line of duty without fault of 

the employee or if such property is stolen from the employee by robbery or theft while the 
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employee is in the line of duty. If the property is damaged beyond repair or stolen, the actual value 

of such property may be paid to a maximum of $400.00.  The value of such property shall be 

determined as of the time of the damage, robbery or theft. 

 

7.3.3  In the event the employee is paid the costs of replacing or repairing such property, or the actual 

value of such property, the District shall, to the extent of such payments, be subrogated to any right 

of the employee to recover compensation for such damaged or stolen property.  The District may 

file and prosecute an action to enforce its subrogation right in the small claims court if the amount 

of the claim is within that court's monetary jurisdiction or may enforce its subrogation right in any 

other court of competent jurisdiction. 

 

7.3.4  GENERAL PROVISIONS: The District shall not assume responsibility for clothing loss due to 

wear that would be normal for the employee's assigned duties, or for damage to outer clothing of 

a fragile nature.  The District presumes that employees will have insurance coverage on their 

personal property.  Upon accepting payment from the District, the employee shall assist the District 

in recovery of any sum received.  Employees shall not be reimbursed for loss or damage to personal 

property arising from their negligence. 

 

7.3.5  CLAIM PROCEDURE: The employee shall submit a claim to his/her immediate supervisor in the 

form of a letter, naming the article, lost or damaged, the value of the article and a receipt for its 

replacement, and the circumstances that occasioned the loss or damage.  The immediate supervisor 

shall verify the accuracy of the Report and the compliance with this Article, and forward the claim 

to the Chief Business Official.  It shall be the responsibility of the Chief Business Official to review 

the claim and provide for reimbursement under this policy. 

 

7.3.6 Falsification of any claims under this section will be grounds for discipline or dismissal. 

 

7.3.7  TOOLS: The District agrees to provide all tools, equipment, and supplies reasonably necessary to 

bargaining unit employees for performance of employment duties. 
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7.3.8  PHYSICIAL EXAMINATION: The District shall provide the full cost of any medical examination 

and TB testing required as a condition of employment or continued employment, including but not 

limited to, the provisions outlined in the Education Code Section 11708 or its successor.  If an 

employee does not provide a TB clearance to the District, he/she cannot report to work or be on 

paid status.  The District may request a physical examination at its expense at any time; including, 

but not limited to, when an employee is returning to full duty after being on medical leave or a 

bridge assignment. 

 

7.3.9  SAFETY COMMITTEE: The District shall maintain a Safety Committee that shall monitor all 

legal requirements.  The Committee shall also be responsible for a Safety Handbook detailing 

District safety procedures.  

 

7.3.10 REQUIRED TRAINING: The District will provide CPR and First Aid training for all members.  

Other Special Trainings may be required as determined by District Administration. 
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ARTICLE 8 

LEAVES OF ABSENCE 

 

8.1  GRANTING OF LEAVE: The District may grant leaves of absence with or without pay to the classified 

employees of the District.  The District shall not deny any employee any leave of absence to which he/she 

is entitled by law. 

 

 8.1.1  AUTOMATED ABSENCE SYSTEM 

 If a unit member is unable to attend work, the unit member is required to call into the automated 

absence system at least two hours prior to the start of the school day.  Night custodians must notify 

their supervisor and call in their absence four hours prior to the start of their shift. If the absence 

is for a specific length of time, the District Office shall be notified by 4:00 p.m. on the day before 

the unit member expects to return to duty, so that notice can be given to the substitute that the 

substitute is no longer needed.   

 

8.2 CONTROL OF LEAVE: The District reserves the right to cancel or limit all leaves during periods of state, 

national, and local emergency, and during the commission of acts detrimental to the welfare of the schools 

and pupils. 

 

8.3  SALARY DEDUCTION: Absence from duty for reasons other than those approved by District Policy or 

mandated by law shall require that an employee have deducted from his/her wages the full salary that 

would have been earned during the time of such absence. 

 

8.4 LEAVE FOR ILLNESS OR INJURY: Every classified employee, employed five days a week for 12 

months a year, shall be entitled to 12 days leave of absence for illness or injury with full pay for a fiscal 

year of service.  Classified employees, employed less than five days a week or for a full fiscal year, shall 

have their leave adjusted proportionately in relation to the number of months worked to 12 months.  Sick 

leave for medical or dental appointments may be taken in increments of one (1) hour. 

 

8.5  ACCUMULATED LEAVE: If such employee does not take the full amount of sick leave allowed in any 

year under this policy, the amount not taken shall be accumulated from year to year. When an employee 

is absent from work in excess of accumulated leave due to illness or injury, the employee's wages shall be 
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adjusted in conformance to the Education Code Sections in force at that time.  The District shall not grant 

wages for leave for illness or injury in excess of that which is mandated by the Education Code or Board 

Policy in existence at that time. 

 

8.6  PROOF OF ILLNESS OR INJURY: In cases of illness or injury, which absents an employee from work, 

the superintendent and/or delegated representatives are responsible to verify this illness or injury.  For an 

absence of three or more days the employee may be requested to establish proof by submitting a signed 

statement from a medical doctor or other recognized health practitioner as proof of illness or injury.  In 

case of concerted activities or suspected abuse of sick leave policy, the verification may be requested after 

the first day. 

  

8.6.1  If a pattern of abuse is displayed, the District may request the employee to obtain a second opinion  

          from a qualified health care provider, designated or approved by the District, at the District’s 

          expense. 

 

8.6.2    Before returning to work, an employee who has been absent for surgery, hospitalization, or an 

absence of more than ten (10) consecutive work days may be asked to submit a release to return-

to-work from his/her health care provider stating that he/she is able to return to work with or 

without restrictions. The District may request that the employee obtain a second opinion from a 

qualified health care provider, designated or approved by the District, at the District’s expense. 

 

8.7  INDUSTRIAL ACCIDENT AND ILLNESS LEAVE: All employees who sustain an injury or illness 

arising directly out of and in the course and scope of their employment shall be eligible for industrial 

accident and illness leave according to the following rules and regulations: 

 

8.7.1  Allowable leave shall be for a maximum of 60 work days in any one fiscal year for the same 

accident. 

 

8.7.2  Allowable leave shall not be cumulative from year to year. 

 

8.7.3  Industrial accident or illness leave will commence on the first day of absence. 
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8.7.4  Payment for wages lost on any day shall not, when added to an award granted the employee under 

the workers' compensation laws of this state, exceed the normal wage for the day. 

 

8.7.5  Industrial accident leave will be reduced by one day for each day of authorized absence regardless 

of a compensation award made under workers' compensation. 

 

8.7.6  When an industrial accident or illness occurs at a time when the full 60 days will overlap into the 

next fiscal year, the employee shall be entitled to only that amount remaining at the end of the 

fiscal year in which the injury or illness occurred, for the same illness or injury. 

 

8.7.7  If an employee is cleared to return to work in a "Light Duty Capacity," the employee will  receive 

current rate of pay but may be assigned duties in another classification and/or site until released to 

perform regular assignment.  Employee must comply with this provision. 

 

8.8  The industrial accident or illness leave or absence is to be used in lieu of entitlement acquired under sick 

leave.  When entitlement to industrial accident or illness leave has been exhausted, entitlement or other 

sick leave will then be used; but if an employee is receiving workers' compensation he/she shall be entitled 

to use only so much of his/her accumulated or available sick leave which, when added to the workers' 

compensation award, provide for a full day's wage or salary. 

 

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

During all paid leaves of absence, whether industrial accident leave as provided in this section, sick leave, 

vacation, compensated time off or other available leave provided by law or the action of a governing board, 

the employee shall endorse to the District wage loss benefit checks received under the workers' 

compensation laws of this state.  The District, in turn, shall issue the employee appropriate warrants for 

payment of wages or salary and shall deduct normal retirement and other authorized contributions.  

Reduction of entitlement to leave shall be made only in accordance with this section. 

 

8.10  When all available leaves of absence, paid or unpaid, have been exhausted and if the employee is not 

medically able to assume the duties of the his/her position, the he/she shall, if not placed in another 

position, be placed on a reemployment list for a period of 39 months.  When available, during the 39-

month period, the employee shall be employed in a vacant position in the class of his/her previous 
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assignment over all other available candidates except for a reemployment list established because of lack 

of work or lack of funds, in which case the employee shall be listed in accordance with appropriate 

seniority regulations.  Any employee receiving benefits as a result of this section shall, during periods of 

injury or illness, remain within the State of California unless the Superintendent authorizes travel outside 

the state. An employee, who has been placed on a reemployment list, as provided herein, who has been 

medically released for return to duty and who fails to accept an appropriate assignment shall be dismissed. 

 

An employee requesting industrial accident and illness leave benefits may be required to comply with the 

medical verification and reporting provisions of the sick leave policy of the District. 

 

8.10.1 If, after using all accumulated sick leave, vacation, and compensatory time off, an employee 

continues his/her absence due to illness or injury beyond the employee’s available and 

accumulated sick leave days as described in articles 8.4 and 8.5 above, an employee is entitled to 

extended sick leave benefits in the amount of fifty percent (50%) of the employee’s salary.  The 

benefit shall be available during the period of absence for an additional period of up to a maximum 

of 100 working days each year. 

 

8.11  PERSONAL NECESSITY LEAVE 

8.11.1  Any days of absence for illness or injury earned may be used by the employee at his/her election, 

in cases of personal necessity, including any of the following: 

 

8.11.1.1   Death (when additional leave is required beyond that provided in Bereavement Leave) 

or serious illness of a member of the immediate family; 

 

8.11.1.2  Serious accident involving his/her person or property or the person or property of his/her 

immediate family; 

 

8.11.1.3  Victim of burglary or other serious felonies; 

 

8.11.1.4  Victim of flood, earthquake, fire, or other disasters; 

 

8.11.1.5 Appearance in court as a litigant or as a witness under official order; 
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8.11.1.6  Business relative to probate a will, adoption procedure, or as executor of an estate; 

 

8.11.1.7  Other personal necessity which is deemed valid by the Principal and Superintendent.  

The Principal and the Superintendent shall respect the confidentiality of the request; 

 

8.11.1.8  Funeral or memorial service of a close friend;  

 

8.12  No earned leave in excess of seven (7) days may be used in any school year for the purposes enumerated 

in this section. 

  

 Included as seven (7) of the seven (7) personal necessity leave days allocated to a given employee per 

school year. Personal necessity requests for more than two (2) consecutive days must have the approval 

of the Superintendent or designee with the exception of Personal Necessity taken for the reasons outlined 

in Articles 8.11.1.1 and 8.11.1.2. Personal necessity days cannot be used adjacent to sick leave days or 

school holidays without the approval of the Superintendent or designee, with the exception of Personal 

Necessity taken for the reasons outlined in Articles 8.11.1.1 and 8.11.1.2. The total number of unit 

members eligible to use a Personal Necessity Day on a given workday shall not exceed ten percent (10%) 

of the total number of unit members. 

 See article 8.15 for the use of Personal Necessity Leave in the case of an emergency. 

 

8.12.1 Personal Necessity, Vacation or Unpaid Leave shall be used for districtwide minimum days (day 

prior to winter break, day prior to spring break, and the last day of school) when the unit member 

elects to not complete their full day of work. 

 

8.13 Immediate family has the same meaning as provided in the Bereavement Policy 8.17. 

 

8.14   Up to seven (7) days per school year out of the sick leave granted to an employee under Article 7.3 of this 

agreement may be used for reasons of personal necessity (Personal Necessity Leave).   

 

  8.14.1 Personal Necessity Leave is noncumulative. 
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8.15 Personal Necessity Leave shall be limited to circumstances serious in nature that the unit member cannot 

reasonably be expected to disregard. Absences pursuant to this leave provision normally necessitate the 

member’s immediate physical presence elsewhere and involve matters which cannot be accomplished at 

any other time.   

 

 8.15.1 Personal Necessity Leave shall not be used for vacation.   

 

8.15.2 The unit member shall not be required to obtain prior approval for Personal Necessity Leave taken 

for any of the reasons stipulated in Articles 8.11.1.1 and 8.11.1.2. 

 

8.15.3 The following conditions require prior approval from the Chief Academic/Human Resources 

Officer to use Personal Necessity Leave with the  exception  

 

8.15.3.1 Personal Necessity Leave used during the first or last three (3) student days at the 

beginning or at the end of the school year. 

 

8.15.3.2 Personal Necessity Leave used adjacent to a school holiday or vacation period. 

 

8.15.3.3 Personal Necessity Leave requested for more than two (2) consecutive days. 

 

8.15.3.4 The total unit members granted personal necessity leave for a given day shall in no event 

exceed ten percent (10%) of the total number of unit members. 

 

8.15.4 Verification of Personal Necessity Leave: Proof of necessity of the leave shall be submitted to the 

Superintendent or Chief Academic Human Resources Officer, upon request, when reasonable 

cause exists to suggest that use of Personal Necessity Leave was in violation of this Article. 

 

8.15.4.1 Personal Necessity Leave used before or after any sick leave usage. This may require 

medical verification or written explanation of the need for personal necessity leave. 

 

8.15.5 If a pattern of abuse is documented when unit members are taking Personal Necessity/Confidential  
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Leave, the District reserves the right to investigate and discipline the unit member, which may 

include docked pay, written reprimand, or required notes for absences. 

 

8.16  The District reserves the right to require proof for all personal necessity leaves. 

 

8.17 BEREAVEMENT LEAVE:  Unit members are entitled to a bereavement leave absence within the 

academic year that occurs, not to exceed three (3) days, or five (5) days if travel beyond two hundred 

(200) miles round trip is required with verified documentation submitted by the unit member, on account 

of the death or imminent death of any member of his/her extended family. This leave does not have to be 

taken in consecutive order. No deduction shall be made from the salary of such unit member nor shall 

such leave be deducted from leave granted by other sections of this Agreement. 

8.17.1  Employees may elect to take vacation or special use of sick leave or personal necessity leave when 

bereavement leave is exhausted. 
 

8.18 JURY DUTY LEAVE:  An employee shall be entitled to leave without loss of pay for any time the 

employee is required to perform jury duty.  The District shall pay the employee’s regular salary and the 

employee shall return the jury fees received to the District.  Any meal, mileage and/or parking allowances 

provided the employee for jury duty shall not be considered a part of jury fees.  Any day during which 

any employee in the bargaining unit who works the regular assigned swing shift shall be relieved at the 

employee’s option from work with pay if he/she serves on jury duty past 1:00 p.m.  Employees are required 

to return to work when excused from jury duty if there will be two (2) hours or more remaining in their 

regular work shift when they arrive on the work site. 

 

8.19  MILITARY LEAVE:  An employee shall be entitled to any military leave provided by law and shall retain 

all rights and privileges granted by law arising out of the exercise of military leave. 

 

8.20  FAMILY MEDICAL LEAVE: 

8.20.1  Family medical leave is unpaid leave for up to twelve (12) weeks.  Family Medical Leave is to be 

used in conjunction with the serious health condition of the employee’s child, parent, spouse, or 

the employee’s own serious health condition. 

 

 

8.20.2  This leave may also be used for adoption and/or child rearing except the total available time for 
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Family Medical Leave (when employee is determined by a physician to be temporarily disabled 

as a result of pregnancy, miscarriage, childbirth, and recover) shall not exceed 12 weeks in any 12 

month period. 

 

8.20.3  A serious health condition means an illness, injury, impairment or physical or mental condition of 

the employee or which warrants the participation of a family  member to provide care 

during a period of treatment or supervision and involves either (a) inpatient in a hospital, hospice, 

or residential health facility; or (b) continuing treatment or continuing supervision by a health care 

provider.  Certification required for use must include a statement that the serious health condition 

warrants the participation of a family member to provide care during a period of treatment or 

supervision of the individual in question when leave is requested for other reasons than employee’s 

own serious health condition.  Certification by physician is also required when the purpose of leave 

is for employee to receive treatment for his/her own serious health care. 

 

8.20.4  An eligible employee is one who has been in continuous employment of the District for one year 

prior to the requested leave period; whose spouse is not currently available to provide care due to 

employment or his/her own disability that would disallow provision of the necessary care. 

 

8.20.5 Employees are required to give advanced notice to the District whenever possible.  The minimum 

duration for a leave is at least ten (10) work days.  However, the District will grant a request for 

family care leave of at least one (1) full day, but less than two (2) weeks, on any two occasions 

during any twelve (12) month period.  Less than one full work days leave may be taken with mutual 

agreement between the employee and his/her supervisor. 

 

8.20.6  Any employee may utilize all accrued vacation and/or compensatory time off during this leave. 

 

8.20.7  Any employee exercising this leave shall continue to receive his/her District provided health 

benefits as an active employee.  An employee shall continue his/her contributions to health benefit 

costs if the employee is required to do such prior to commencement of the leave. 

 

8.20.8  Upon return the employee shall be guaranteed the same or equivalent position with equivalent 

benefits, pay and terms of employment as when employee began his/her leave. 
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8.21  FAMILY SCHOOL PARTNERSHIP LEAVE: Employees, through established relationship such as the 

parent, guardian, or grandparent having custody of one or more children in kindergarten through grade 

twelve, shall be entitled to utilize up to eight (8) hours a calendar month and up to forty (40) hours during 

each school year to participate in activities of the school which the child attends. 

 

The employee shall utilize existing vacation, personal leave or compensatory time off for the purpose of 

this leave to be paid.  The employee shall also have the option of exercising this leave entitlement as an 

unpaid leave.  Employees must provide his/her supervisor forty-eight (48) hours notice of request to utilize 

this leave.  Lesser notice of request shall be permitted and honored when extenuating circumstances exist. 

 

8.22 CATASTROPHIC LEAVE 

 8.22.1 “Catastrophic illness or injury” means any illness or injury that incapacitates a unit member for an 

extended period of time, or that incapacitates a member of the unit member’s family, whose incapacity 

requires the unit member to take time off from work for an extended period of time to care for that family 

member, and taking extended time off work creates a financial hardship for the unit member because he 

or she has exhausted all of his or her sick leave and other paid time off.  Unit members are allowed to 

donate leave to another unit member in accordance with Education Code. 

 

8.23      The District may request a medical examination by a qualified health care provider, designated or approved  

by the district, at the District’s expense, when the District has a reasonable belief that an employee poses  

a direct threat to others or to him/herself due to a medical condition. 
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ARTICLE 9  

TRANSFERS AND PROMOTIONS 

 

9.1  DEFINITIONS: 

 

9.1.1 Transfer – change in assignment from one work site or school to another without change in 

classification or salary. 

 

9.1.2 Promotion – upward movement of employee from one position to another with a change in 

classification and salary. 

 

9.2  VOLUNTARY TRANSFERS: When a position is advertised, employees may apply for a transfer to 

and/or promotion to the advertised position for which they qualify.  All job openings will be posted in a 

visible spot at the school sites.  The final selection is within the sole discretion of the management of the 

District. 

 

9.3  ADMINISTRATIVE TRANSFERS: Transfers of employees on a temporary or permanent basis may be 

initiated by the District management at any time such that the transfer is in the best interest of the District 

as defined by the District management.  An employee affected by such transfer shall be given notice as 

soon as administratively practicable; and a conference will be held between the appropriate management 

person and the employee in order to discuss the reasons for the transfer.  Employees shall not be transferred 

for punitive or capricious reasons. 

 

9.4  NOTICE OF VACANCY: The District agrees to send all vacancy notices to each school for posting on 

bulletin boards and to the Association representative.  Employees interested in transfers or promotions 

shall be responsible to apply for a transfer or promotion to the particular posted vacancy. 
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ARTICLE 10  

EVALUATION PROCEDURES 

 
10.1 The District and the Association believe evaluations should be meaningful to the employer and employee, 

foster success and accountability in job performance, and provide an effective communication process.  

This process should provide struggling employees with a plan regarding areas in need of improvement.  It 

should also enable successful employees and their supervisors to discuss an employee’s job performance, 

his/her professional goals as they relate to the goals of school sites/departments, information about 

employee contributions, and District support in the work place. 

 
10.1.1 All classified employees are to be evaluated by their immediate Supervisor.  The forms used in the 

evaluation procedure shall be approved by the District and the Association.  Such forms will 

comply with the current procedure. 

 
10.2 The following procedures shall be utilized with regard to the employees covered by this Agreement. 

 
10.2.1 PROBATIONARY EMPLOYEE EVALUATIONS  

 
10.2.1.1  Employees assigned to regular positions on a probationary basis are to be evaluated at 

 the close of the third month’s service with the District, prior to the close of the sixth 

 month of service with the District, and prior to the close of the tenth month of  service 

 with the District.  Employees successfully completing the six (6) month 

 probationary period will again be evaluated prior to June 30 of the second year of 

 employment.  

 

10.2.1.2  The rating forms shall be completed, reviewed with the employee and signed by the 

 employee’s immediate Supervisor.  The formal rating form shall contain information 

 bearing on employee performance related to the evaluation criteria established by 

 the  District.  The data gathered relative to employee appraisal shall be in conformity 

 with the evaluatee’s job description prescribed by the District. 

 

10.2.1.3  The rating shall contain an appraisal of the employee’s performance and, as 

 appropriate, commendations or a specific plan for the improvement of the 

 evaluatee’s performance. 



  
CSEA AGREEMENT 2022-2025 29 

 

 

10.2.1.4  The evaluatee shall receive a written copy of the performance  rating forms described 

 herein at a personal conference conducted by the evaluator; and after said review 

 of the evaluation, the employee shall sign the evaluation.  (Such signature does not 

 indicate that he/she agrees with the report.)  The evaluatee may attach a written 

 response within ten (10) workdays to the performance evaluation.  Such written 

 response by the employee shall be reviewed by the Superintendent prior to placement 

 in the evaluatee’s personnel file. 

 

10.2.1.5  The evaluator’s judgment and recommendations contained in the evaluation 

 appraisals described herein shall not be subject to the grievance procedure 

 contained in this Agreement. 

 

10.2.2 PERMANENT EMPLOYEE EVALUATIONS 

 

10.2.2.1 Regular permanent classified employees shall receive at least one  (1) formal written 

 performance rating on District approved forms every year.  These ratings shall be 

 completed by the end of June annually.  A permanent employee may be evaluated 

 by his/her immediate supervisor at any other time if exemplary or unsatisfactory 

 service is performed but shall be evaluated by the immediate supervisor within a three 

 month length of time after unsatisfactory service is performed. 

 

10.2.2.2  Employees who are promoted shall be evaluated at least once during the six (6)  

 month probationary period in the new position. 

 

10.2.2.3 The rating forms shall be completed, reviewed with the employee, and signed by the 

employee’s immediate supervisor.  The formal rating form shall contain information 

bearing on employee performance related to the evaluation criteria established by the 

District.  The data gathered relative to employee appraisal shall be in conformity with the 

evaluatee’s job description as prescribed by the District. 
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10.2.2.4  The rating shall contain an appraisal of the employee’s performance and, as 

 appropriate, commendations or a specific plan for the improvement of the 

 evaluatee’s performance.  A follow-up meeting(s) to review the improvement plans 

 and progress must be scheduled at the evaluation meeting. 
 

10.2.2.5 The evaluatee shall receive a written copy of the performance rating forms described 

herein at a personal conference conducted by the evaluator; and after said review of the 

evaluation, the employee shall sign the evaluation.  (Such signature does not indicate that 

he/she agrees with the report.)  The evaluatee may attach a written response within ten 

(10) workdays to the performance evaluation.  Such written response by the employee 

shall be reviewed by the Superintendent prior to placement in the evaluatee’s personnel 

file. 

 

10.2.2.6 The evaluator’s judgment and recommendations contained in the  evaluation appraisals 

described herein shall not be subject to  the  grievance  procedures contained  in  this   

Agreement. 

 

10.3 PERSONNEL FILES:  Such employee files, as necessary for the efficient management of the District 

shall be maintained by the District.  Materials in personnel files of employees, which may serve as a basis 

for affecting the status of their employment, are to be made available for the inspection of the employee 

involved.  Such material is not to include ratings, reports, or records, which were obtained prior to the 

employment of the person involved. 

 

Every employee shall have the right to inspect such materials upon request, provided that the request is 

made at a time that is outside the employee’s designated work day. 

 

Information of a derogatory nature, except material mentioned in 10.1 and 10.2 above, shall not be entered 

or filed unless and until the employee is given notice and an opportunity to review and attach his/her own 

comments.  An employee shall have the right to attach to any such derogatory statement, his/her own 

comments.  Such review shall take place during normal business hours, and the employee shall be released 

from duty for this purpose without salary reduction. 
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ARTICLE 11  

HOURS AND OVERTIME 
 
11.1 WORKWEEK: The normal workweek shall be eight (8) hours per day, forty (40) hours per week Monday 

through Friday.  This Article shall not restrict the extension of the regular workday or workweek on an 

overtime basis when such action is necessary to carry on the business of the District. 

 

11.1.1 In consultation with CSEA Leadership, District Administration will collaboratively establish the 

first and last day of work for ten (10) and eleven (11) month employees. 

 

11.2 Nothing in this section shall be deemed to bar the District from establishing a workday of less than eight 

(8) hours or a workweek of less than forty (40) hours for all or any of its classified positions. 

 

11.3 If an employee's schedule is changed to other than Monday through Friday, it shall be by the employee's 

written consent. 

 

11.4 WORKDAY: Each employee in the bargaining unit shall be assigned a fixed regular and ascertainable 

minimum number of hours per day, days per week, and months per year. 

 

 11.4.1 Start and end times for the regular workdays assigned to Operations Unit personnel may change 

during the school year based on district need, with no change to the number of hours assigned.  

Examples of changes that typically occur during the school year are limited to the following:  

Start/end times for night custodians during school breaks and start/end times for groundskeepers 

during the winter months.  These changes may occur more than once during the school year. 

District administration will provide each employee with written documentation verifying the 

change at least fourteen (14) workdays prior to implementation. 

 

11.4.2 Employees may be assigned recess, lunch, or after school supervision of students based on 

individual site needs within the unit member’s work day.  The purpose is to provide adequate 

student supervision on a non-permanent basis and not displace playground assistants. Unit 

members directed to assist with supervision as described above will maintain his/her current rate 

of pay. Supervisors will make their best effort to equitably distribute the responsibility among unit 

members.  
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11.5 MEAL PERIODS: All employees who work five (5) hours or more shall be entitled to an uninterrupted 

meal period which shall be mutually scheduled with their supervisor at or about the midpoint of each work 

shift.  The length of time for such meal period shall be for a period of no longer than one (1) hour nor less 

than one-half (1/2) hour.  Unless the employee is relieved of all duty during the meal period, it shall be 

considered an "on duty" meal period and counted as time worked, and an additional extension of time be 

allowed for the time period lost.   

 

11.6 REST PERIODS: Employees are authorized rest periods under the following conditions:  

- 0 to less than 3 hours = none; 

- 3, or greater than 3 hours but less than 4 hours = 10 minutes; 

- 4, or greater than 4 hours but less than 7 hours = 15 minutes;  

- 7, or greater than 7 but less than 8 hours = one 10 minute and one 15 minute; 

- 8 hours or more = two 15 minute. 

 

Authorized rest period time shall be counted as hours worked for which there shall be no deduction from 

wages and shall be scheduled in so far as practical in the middle of each work period.  

 

11.7 REST FACILITIES: Classified employees shall have equal access to the lunchroom, restroom, and 

lavatory facilities at each work site. 

 

11.8 VOTING TIME-OFF: If an employee's work schedule is such that it does not allow sufficient time to vote 

in any federal, state, or local election in which the employee is entitled to vote, the District shall arrange 

to allow sufficient time for such voting by the employee without loss of pay. 

 

11.9 OVERTIME: Except as otherwise provided herein, all authorized overtime hours as defined in this section 

shall be compensated at a rate of pay equal to time and a-half the regular rate of pay of the employee for 

all overtime worked.  Overtime is defined to include any authorized time worked in excess of eight hours 

in any one day or on any one shift or in excess of forty (40) hours for full-time employees in any calendar 

week, whether such hours are worked prior to the commencement of a regularly assigned starting time or 

subsequent to the assigned quitting time.   



  
CSEA AGREEMENT 2022-2025 33 

 

 

All hours worked by part-time or fulltime employees who work beyond the workweek of five (5) 

consecutive days shall be compensated at the overtime rate commencing on the sixth consecutive day of 

work. 

 

11.10 If required to work on a holiday, all hours shall be compensated at the rate of time-and-a-half in addition 

to the salary already received for the given holiday as part of employee’s regular salary. 

 

11.11 SPLIT-SHIFT DIFFERENTIAL COMPENSATION: All employees in the bargaining unit whose 

assigned shift contains one or more periods of unpaid time whose total exceeds one (1) hour shall be paid 

a shift deferential premium of two and a half percent (2.5%) above the regular rate of pay for all hours 

worked. 

 

11.12 SHIFT DIFFERENTIAL PAY: Unit members who are regularly assigned an eight hour shift commencing 

between 12:00 noon and 12:00 midnight will work an eight (8) hour shift, exclusive of a lunch break, and 

be paid a two and a half percent (2.5%) shift differential in addition to their regular pay.  If an employee 

is performing out of class duties in excess of five (5) days during a shift that commences before 12:00 

noon, the employee will be compensated per Article 15.12.3. 

 

11.13 COMPENSATORY TIME-OFF: A supervisor may grant compensatory time off in lieu of overtime cash 

payment with the understanding that the time-off will be taken within that pay period.  An employee shall 

have the option to elect to take compensatory time off in lieu of cash compensation for overtime work.  

Such election shall be submitted in writing on the form provided by the District to the immediate 

supervisor.  Compensatory time off shall be granted at the appropriate rate of overtime.  If compensatory 

time has been elected but not taken by an employee by the end of the pay period within which the overtime 

was earned, the employee shall be compensated for the overtime in cash at the overtime rate.  The district 

shall pay the employee in cash for all such time at the appropriate overtime rate based on the employee's 

current rate of pay. 

 
11.14 OVERTIME - EQUAL DISTRIBUTION: Overtime shall be distributed and rotated as equally as is 

practical among employees in the bargaining unit within each site. An employee may refuse overtime 

work. 
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11.15 MINIMUM CALL-IN TIME AND CALL-BACK: Any bargaining unit employee called back to work, 

either after normal work hours or on a day not worked, shall receive not less than two hours of work at 

the overtime pay rate, even if actual time worked is less. 

 

11.16 ADJUSTMENT TO ASSIGNED TIME: Any employee in the bargaining unit who is required to work an 

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

period of twenty (20) consecutive work days or more shall have his/her regular assignment adjusted 

upward to reflect the longer hours, effective with the next pay period. 

 

11.17 PAID DAYS OF SERVICE: It is agreed that less than 12 month classified employees shall render service 

and be paid for those days worked plus paid holidays and paid vacation days as indicated in Appendix A. 

 

11.18 HOURS WORKED: For the purpose of computing the number of hours worked, time during which an 

employee is excused from work because of holidays, sick leave, vacation, compensating time off, or other 

paid leave of absence shall be considered as time worked by the employee. 

 

11.19 SUMMER SCHOOL EMPLOYMENT: When it is necessary to assign classified employees not regularly 

so assigned to serve between the end of one academic year and the commencement of another, such 

assignment shall be made on the basis of qualifications for employment in each classification of service 

which is required. 

 

No classified employee whose regular yearly assignment for service excludes all, or any part of, the period 

between the end of the academic year in June to the beginning of the next academic year in September, 

shall be required to perform services during such period.  A classified employee shall for services 

performed or herein provided, receive, on a pro rata basis, not less than the compensation and benefits 

which are applicable to that classification during the regular academic year. 

 

11.20  UNIFORM DRESS CODE POLICY:  The District shall establish a standard uniform for unit members in 

custodial, maintenance, grounds, and food services positions by providing five (5) shirts, five (5) pants, 

and one (1) jacket or hooded sweatshirt for all custodial, maintenance and grounds unit members, and five 
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(5) shirts for all food services unit members. The District shall replace these uniform items after two(2) 

years of use through an inventory and re-ordering process between the months of August-October of each 

school year. In the event of damage to a uniform item caused during the course of performing duties and 

assignments, uniform items will be replaced upon request on a case-by-case basis.    Unit members will 

be responsible for maintaining the uniform items in a clean and professional manner.  The standard 

uniform issued to unit members is required to be worn during work hours. 

 

11.20.1 All custodial, maintenance, grounds and food service unit members shall also be provided with at 

least one (1) pair of regulation shoes annually through the “Shoes for Crews” program offered by 

the District’s insurance group. If suitable regulation shoes are not available through this program, 

the District shall reimburse the unit member up to $100 for the purchase of regulation shoes on an 

annual basis. District will require proof of purchase and price for regulation shoes. 
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ARTICLE 12 

LAY-OFF AND REDUCTION IN ASSIGNED TIME 
 
12.1 When the District makes a decision to lay-off, they shall notify C.S.E.A. and meet and negotiate all effects 

within scope.  The District shall meet and negotiate any decision to reduce hours with C.S.E.A. prior to 

the actual reduction in hours.  Layoffs and reduction in assigned time shall be in accordance with 

Education Code provisions. 

 

12.2 Seniority shall be calculated by date of hire within each classification held. 



  
CSEA AGREEMENT 2022-2025 37 

 

ARTICLE 13 

HOLIDAYS 

 

13.1 The District shall not deny any employee any holiday to which he/she is entitled by law. 

 

13.2 SCHEDULED HOLIDAYS: The District agrees to provide all employees in the bargaining unit with the 

following paid holidays: 

1. New Year's Day 

2. Martin Luther King Day 

3. Lincoln's Birthday 

4. Presidents' Day 

5. Friday of Spring Vacation (or designated by the Association) 

6. Memorial Day 

7. Juneteenth 

8. Independence Day 

9. Labor Day 

10. Admission Day (floating holiday) 

11. Veterans' Day 

12. Thanksgiving Day 

13. Day after Thanksgiving 

14. Workday prior to Christmas Day 

15. Christmas Day -- December 25 

16. Workday prior to New Year's Day 

 

13.3 ADMISSION DAY: Classified employees required to work on Admission Day shall be granted a day off 

in lieu of this holiday.  This in lieu day shall be requested by the employee and approved by the employee's 

immediate supervisor and must be used within that school year. 

 

13.4 When a holiday falls on Saturday the preceding workday not a holiday shall be deemed to be that holiday.  

When a holiday falls on Sunday, the following workday not a holiday shall be deemed to be that holiday.  

The operation of this section shall not cause any employee to lose any of the holidays clearly indicated in 

this Article. 
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13.5 HOLIDAY ELIGIBILITY: Except as otherwise provided in this Article, an employee must be in paid 

status on any part of the work day immediately before or after the holiday to be paid for the holiday.  

Employees in the bargaining unit who are not normally assigned to duty during the school holidays of 

workday prior to Christmas Day, December 25, workday prior to New Year's Day, January 1, Friday of 

Spring Vacation shall be paid for those holidays provided that they were in a paid status during any portion 

of the working day of their normal assignment immediately preceding or succeeding the holiday period. 
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ARTICLE 14  

VACATION PLAN 

 

14.1 The District shall not deny any employee any vacation day to which he/she is entitled by law. 

 

14.2 ELIGIBILITY: All employees in the bargaining unit shall earn vacation time under this article.  Less than 

twelve (12) month employees shall earn vacation on a pro-rated basis.  Vacation benefits are earned on a 

fiscal year basis July 1 - June 30.  Earned vacation shall not become a vest right until completion of the 

initial six (6) months of employment. 

 

14.3 ACCUMULATION: Twelve (12) month employees shall schedule their vacations with their immediate 

supervisor.  The employee has the option to take all accumulated vacation time concurrently to a maximum 

of fifteen (15) days.  Any accumulation in excess of fifteen (15) days shall be requested and scheduled 

with the immediate supervisor. 

 

If the employee has earned vacation days in excess of the days available above, the employee may take 

those days on a scheduled work day. Unused vacation days will be paid out in the June 30 payroll unless 

the employee submits a request in writing to the Business Department to carry over up to five (5) days to 

the next work year. 

 

14.4 VACATIONS: All employees who work eight (8) hours per day, twelve (12) months per year are entitled 

to twelve (12) days vacation.  Vacation accruals start on July 1st of a given fiscal year.  

 

After completion of five (5) years’ work with the District, a classified employee shall receive sixteen (16) 

days paid vacation. 

 

After completion of ten (10) years employment, an additional vacation day will be added yearly, up to a 

maximum of twenty-one (21) days vacation. 

 

14.5  VACATION SCHEDULING: The following common rules shall apply to Operations Unit personnel in 

the Grounds, Custodial, and Maintenance and Operations, Departments regarding the scheduling of 

vacations: 
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1. Employees shall not be allowed vacation during the two weeks before the start of the school 

year nor the first and last week of the school year. 

 

2. Vacation schedules for the next fiscal year must be requested in writing to the department 

manager/director thirty (30) days prior to the first day of requested vacation leave. 

 

3. Vacation requests will be considered based on staffing needs and workload capacity. Each 

multiple day consecutive period up to fifteen (15) days shall be considered as a request for rotation 

purposes. 

 

4. In the event an employee needs to alter his/her vacation schedule, the employee could change 

his/her vacation to an available date.  Any potential change cannot impact or otherwise bump 

another employee’s approved vacation schedule.       

 

5. Vacation schedules must be requested in writing to the department manager/director no less than 

thirty (30) days prior to the start of the first vacation requested.  

 

Additional rules applying to specific Departments shall be: 

 

Custodial: 

1. During winter/spring breaks, a maximum of 50% percent (including locker room attendants) 

shall be allowed off any given day. 

 

2. During winter/spring breaks the maximum number of custodians that can be off any one school 

site shall be: 

- Primary School: one (1) 

- Elementary School: one (1) 

- Middle School: one (1) 

- High School: two (2) 

 

4. The number of custodians on vacation simultaneously during the summer months shall be 
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limited to 50%. 

 

 

Grounds 

1. During the period March 15th - September 15th, no more than one Grounds person shall be 

allowed to be on vacation simultaneously. 

 

2. During winter break no more than one Grounds person shall be allowed to be on vacation 

simultaneously. 

 

Maintenance and Operations 

1. During the period March 15th - September 15th, no more than one Maintenance and Operations 

person shall be allowed to be on vacation simultaneously. 

 

2. During winter break no more than one Maintenance and Operations person shall be allowed to 

be on vacation simultaneously. 

 

14.6 LESS THAN TWELVE MONTH EMPLOYEES: Shall have their vacation time incorporated in their 

regular pay and shall not take vacation during the student instructional days. 

 

14.7 VACATION PAY: Pay for vacation days for all employees shall be the same as that which the employee 

would have received had he/she been in working status. 

 

14.8 VACATION PAY UPON TERMINATION: When an employee is terminated for any reason, he/she shall 

be entitled to all vacation pay earned and accumulated up to and including the effective date of the 

termination. 

 

 14.9 POSTPONEMENT OR INTERRUPTION OF VACATION: 

 

14.9.1  Prior to vacation: if the bargaining unit employee's vacation becomes due during a period when 

he/she is on leave due to a serious illness or injury, he/she may request his/her vacation date be 

changed, and the District shall grant such request in accordance with vacation dates available at 
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that time.  The District may request a doctor's verification of illness or injury.  The employee shall 

have his/her vacation rescheduled in accordance with the vacation schedule available at that time. 

 

14.9.2 Interruption of Vacation: an employee in the bargaining unit shall be permitted to interrupt or 

terminate vacation leave in order to begin another type of paid leave provided by this agreement 

without a return to active service, provided the employee supplies notice and supporting 

information required by the District regarding the basis for such an interruption or termination. 

 

14.10 HOLIDAYS: When a holiday falls during the scheduled vacation of any bargaining unit employee, such 

employee shall be granted an additional day's vacation with pay for each holiday falling within that period. 

 

 

 



  
CSEA AGREEMENT 2022-2025 43 

 

ARTICLE 15  

WAGES AND ALLOWANCES 

 

15.1 REGULAR RATE OF PAY: The regular rate of compensation and any differential for each position in 

the bargaining unit shall be in accordance with the rates established for each classification as provided for 

in the classified salary schedule.  Each employee shall receive an annual breakdown of their wages, 

vacation, holidays, days per year, benefits and any other pertinent payroll information.  This shall be given 

to each employee by September 30th of each year. 

 

15.2 ANNIVERSARY DATE: Employees hired between July 1 - December 31 shall move to the next step the 

following July 1.  Employees hired from January 1 - June 30 shall move to the next step on July 1 of the 

next year.  (Example: hire date is January 3, 1999, then step movement date is July 1, 2000.).  To receive 

a salary step advancement of July 1, the employee must be in permanent status as of that date. 

 

15.3 SHIFT DIFFERENTIAL: see Article 11 

 

15.4 BILINGUAL DIFFERENTIAL: The District pays 2.5% differential to all employees at each site who are 

designated by the supervisor to translate both written and verbal communications. 

 

 15.4.1. For employees who interpret Individual Education Plan (IEP) meetings, 504 Plan meetings, 

 behavioral support or Student Study Team (SST) meetings,  an additional $10.00 will be added to 

 their hourly compensation for these meetings, which will be tracked on a time sheet.  Time will be 

 rounded up to the nearest hour.  The additional $10.00 per hour in compensation will be available 

 to secretaries who receive the bilingual stipend under Article 15.4, and to those employees who 

 pass the bilingual assessment. 

 

 15.4.2. Interpretation   work   for   the   Individual   Education   Plan   (IEP) meetings, 504 plan meetings, 

behavioral support or Student Study Team (SST) meetings  will be distributed on a rotation based 

on site seniority and availability. Compensation for each individual interpretation will be capped 

at a maximum of three (3) hours per assignment. Any additional time required to complete 

interpretation beyond the three (3) hours shall be pre-approved by the site administrator. 
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15.5 MEDICAL INTERVENTION DIFFERENTIAL: The District pays 8.5% differential to any employee at 

each site who is designated by the site administrator to provide medical interventions including but not 

limited to the following:  medical, hygiene, and all aspects of toileting, tubular feeding, limited invasive 

connections, and other application in compliance with medical and legal requirements.  Designation by 

the site administrator will be based on employee ability and completion of specialized training with a 

licensed health care professional, qualifications, experience, and seniority, with final approval by the Chief 

Business Official and/or Chief Academic / Human Resources Officer. This differential is not available for 

employees whose job description includes these functions. Out-of-class pay is awarded to employee who 

provide short-term or hourly medical intervention as designated and pre-approved by the site 

administrator. 

 

15.6 PROMOTIONAL MOVEMENT ON SALARY SCHEDULE: Employees promoted to a new position 

shall receive at least a five percent (5%) increase in pay by being placed on the step in the salary schedule 

which gives the employee at least a five percent (5%) increase. 

 

15.7 EMPLOYEE EXPENSE REIMBURSEMENT: The Superintendent is authorized to pay claims for 

reimbursement of expenses incurred by school district personnel in the performance of their duty if the 

following conditions are met: 

 

15.7.1 The expenses were authorized by the Principal/Supervisor 

 

15.7.2 Expenses incurred are within budget limitations. 

 

15.7.3 The expenses are actual and necessary. 

 

15.7.4 A claim has been filed in accordance with District policy and procedures.  Accompanying the claim 

are receipts or vouchers for every item of expense, including all meals, lodging costs, fares, tolls, 

fees, and incidental out-of-pocket expenditures. 

 

15.7.5  Expenditures for alcoholic beverages are not reimbursed and cannot be listed on any receipt.  If 

expenditures for alcohol are listed on a receipt, all of the expenses on the entire receipt will be 
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disqualified from reimbursement.  

 

 

15.8 REIMBURSEMENT FOR USE OF PERSONALLY OWNED CARS: Mileage allowances shall be 

reimbursed at the current IRS rate per mile.  No classified employee shall be required to use his/her vehicle 

for District purposes.  Reimbursement for use of personally owned vehicles shall be authorized based on 

the following conditions: 

 

15.8.1 A school owned vehicle is either not available or suitable for the travel authorized. 

 

15.8.2  Reimbursement shall be granted for only one vehicle for every four  individuals attending the same 

conference or meeting. 

 

15.8.3  Mileage reimbursement shall NOT be allowed for the following:  travel to and from the individual's 

place of employment to meetings of District or school committees or appearances at civic or 

service-type meetings within the District. 

 

15.8.4  Any exceptions deemed necessary to the above shall have prior approval from the Superintendent 

if reimbursement is anticipated. 

 

15.8.5  Members employed in the Technology Network Administrator and Instructional Technology 

System Administrator positions will receive an annual car allowance in the amount of $600 per 

fiscal year in lieu of reimbursement for the use of personally-owned cars under Articles 15.8. 

 

15.11 PAYROLL INFORMATION 

15.11.1  PAYCHECKS:  All paychecks of employees in the bargaining unit shall be itemized to include 

 all deductions.  An itemized record showing sick leave and vacation accrued will be provided on 

 each paycheck.  Sick leave and vacation accrued information should be no more than one month 

 behind the issuing date of the paycheck. 

 

15.11.2 PAYROLL ERRORS: Any payroll errors shall be corrected and a supplemental check  issued 

 not later than five work days after the employee provides notice to the payroll department.  In 
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 case of overpayment, the employee shall notify the District and shall repay the District in the 

 manner in which the overpayment was accrued. If the overpayment was occurred over a 

 period of month or years, the employee may choose to repay the District in a lump sum.  

 Any outstanding overpayment yet to be paid in full by the employee would be due and payable 

 if an employee who received overpayment were to end his/her employment relationship with 

 the District.  

 

15.12 INCONSISTENT DUTY (Out-Of-Class Pay): 

15.12.1 By definition an "inconsistent duty" is an assignment which requires skills and aptitudes that do 

 not reasonably or logically relate to the employee's regularly assigned duties and general 

 job description. 

 

15.12.2  If during a regular work day an employee is asked to perform inconsistent duties, he/she 

 shall receive no less than their regular rate of pay for the time required to complete the 

 inconsistent duties assigned. 

 

15.12.3  Adjustment of compensation for an employee to a higher rate of pay for the performance 

 of inconsistent duties shall receive the rate of pay for that  higher classification or a minimum of 

 5% increase over employee's regular rate of pay. 

 

15.12.4  Inconsistent duty shall be  offered or assigned to  those  with  proper  training  only in situations   

   where an immediate and temporary need exists due to an employee absence  and the hiring of a  

   substitute is impractical  of undesirable and where,  if the work is not done,  services to students  

   would be adversely affected.  Assignment  of  inconsistent  duties  shall  not  conflict  with  and  

   employee’s rights under the California Education Code. 

 

15.13   LONGEVITY: Classified staff members shall be eligible for a 1.5% longevity increase on July 1st of 

 the following fiscal year after the end of the employee’s 10th year.  Classified staff members shall be 

 eligible for a 3% longevity increase on July 1st of the following fiscal year after the end of the 

 employee’s 15th, 20th and 25th years. 

 

15.14   LONGEVITY:  Classified staff members shall be eligible for a 1.5% longevity increase on July 1st of 
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 the following fiscal year after the end of the employee’s 30th year. 

 

 
15.15   SALARY SCHEDULE INCREASES 

 

 15.15.1 For the 2022-2023 school year, the parties agree to a 1.0% salary increase to the classified salary 

schedule effective July 1, 2022. Additionally, the parties agree to a one-time payment to all 

classified unit members hired before July 1, 2022, in the amount of 3.0% of each employee’s base 

salary, after the aforementioned 1.0% salary schedule increase. Further, the parties agree to reopen 

on Article 15 Wages and Allowances for the 2023-2024 and 2024-2025 school years. 

 

15.16   RETIREMENT INCENTIVE: The Golden Handshake will be offered to unit members in 2022-2023. 
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ARTICLE 16 

HEALTH AND WELFARE BENEFITS 
 

16.1 The Board shall provide medical benefits for all eligible employees.  Regular classified employees 

working eight (8) hours or more per day shall receive full medical benefit allowances as granted by the 

Board of Education. Regular classified employees working less than eight (8) hours per day shall receive 

their medical benefit allowance, including the discretionary amount, paid on a prorated basis to the hours, 

days and months served. 

 

The Board shall provide dental benefits for all eligible employees.  Regular classified employees working 

six (6) hours or more per day shall receive full dental benefit allowances as granted by the Board of 

Education. Regular classified employees working less than six (6) hours per day shall receive their dental 

benefit allowance, including the discretionary amount, paid on a prorated basis to the hours, days and 

months served. 

 

Specific coverage and carriers are set forth in the District fact sheet. 

 

16.2 MEDICAL: The District shall contribute the full premium of the lowest cost Kaiser Foundation Plan 

coverage available for single, dual and family levels.  Employees who choose more costly coverage shall 

authorize payroll deductions for the difference in premium costs. The District shall contribute up to the 

full premium of the California Public Employees’ Retirement (CalPERS) plan’s lowest cost coverage 

available for single, dual and family levels.  Employees who choose more costly coverage shall authorize 

payroll deductions for the difference in premium costs. Employees who choose less costly coverage shall 

receive only the amount equal to the premium of the plan chosen.   

 

16.3  DENTAL: The District shall contribute the full premium of the highest cost single coverage plan available 

for a combined dental and orthodontics plan through Delta Dental Plan as currently contracted by the 

District or an equivalent plan as provided by the District. 

 

16.4 GROUP LIFE INSURANCE: The Board agrees to contribute the current monthly rate for $50,000 life 

insurance coverage for all employees. 
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16.5 CASH IN LIEU:  Unit members employed as of January 24, 2012, who have elected to receive the “cash 

in lieu” coverage amount of $265.00 per month will be allowed to continue receiving the “cash in lieu” 

coverage amount.  The “cash in lieu” coverage amount will be paid directly to the Unit member on the 

monthly District payroll.  Such Unit members will be considered “grandfathered” into the “cash in lieu” 

program and coverage after January 24, 2012, since the program will no longer be an option for Unit 

members going forward.  Unit members grandfathered into the “cash in lieu” coverage amount must 

continue to provide annual proof during the open enrollment process of valid medical coverage through 

another carrier.   

 

After January 24, 2012, all Unit members and future Unit members will no longer have the choice to elect 

the “cash in lieu” coverage amount because the program will be discontinued as a coverage option.  After 

January 24, 2012, if a Unit member who has been grandfathered into the “cash in lieu” program elects to 

discontinue their “cash in lieu” coverage and instead elects to join one of the District’s medical insurance 

coverage plans, the Unit member forfeits their grandfathered status and does not have the option to re-

elect their “cash in lieu” coverage.   

 

16.6 SELECTION OF HEALTH PLAN CARRIERS: The Board reserves the right to select Health Benefit 

carriers that will provide the optimum coverage for the funds available to the Board for contribution to 

employee Health and Welfare Benefits. 

 

16.7  DURATION OF BENEFITS: Members of the bargaining unit who terminate employment shall cease to 

receive coverage on the first day of the following month of termination to the District.  The provisions of 

this Article, employee benefits, shall remain in full force for the duration of this Agreement as specified 

in Article 1. 

 

16.8 DOMESTIC PARTNER COVERAGE 

16.8.1 Effective upon ratification of this Agreement, the District shall permit domestic partners and 

their dependents to participate in the District’s health and welfare benefits plans. Such 

participation shall be subject to the criteria established by the carrier and the terms and 

conditions set forth in this agreement and attachments which shall not conflict with the 

conditions established by the carrier. The District’s policy on Domestic Partnership will 

comply with the State of California, Secretary of State Requirements for Domestic Partnership.  
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  16.8.1.1  DEFINITION:  A domestic partnership exists when all of the conditions 

outlined under Family Code Section 297 are met. Domestic partners must register with 

the Secretary of State, and provide a copy of the Declaration of Domestic Partnership 

to the District Business Office. See Appendix D for the Declaration of Domestic 

Partnership form and instructions.    

 

              16.8.1.2   Domestic partners who are unable to secure a copy of a previously-filed 

  Declaration    of    Domestic    Partnership    must    complete    the    Affidavit    of  

  Marriage/Domestic Partnership form (See Appendix D).    
 
 

16.8.1.3  TERMINATION: Upon termination of the partnership, the unit members shall 

notify the District by submitting a copy of the State of California, Secretary of  State 

Notice of Termination of Domestic Partnership form (Appendix D) within thirty  (30) 

days of the end of the domestic partnership.   All benefits provided by this section shall 

cease as of the last day of the month following the receipt of the Statement of 

Termination of Domestic Partnership. 
 

       a.   If the District suffers any loss as a result of the unit member’s failure to file the 

statement, the unit member shall be liable to the District for actual loss  

engendered by the failure to receive notice that the domestic partnership has 

been terminated. 
 

               b. In addition to submitting a copy of the Declaration of Domestic Partnership to 

the District (or the Affidavit of Marriage/Domestic Partnership form), the 

employee shall also provide a signed statement indicating that the unit member 

agrees that he or she is required to reimburse the District for any expenditure 

made by the District for any administrative charges or other costs on behalf of 

the domestic partner if any of the submitted documentation is found to be 

incomplete, inaccurate, or fraudulent. 

 

  16.8.1.4 Employer-paid health care coverage for the domestic partner and dependents  

   is   considered   taxable   income  to  the  unit  member  unless  the  domestic  

   partner/dependent is a dependent as that term is defined by Section 152(a) of  
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   the Internal Revenue Code.  This benefit coverage is subject to federal income 

   tax and Medicare  and  must  be  reported  as  imputed  income  on  the    unit  

 member’s Form W-2. The District must pay FICA and Medicare taxes on these 

amounts and ensure adequate withholding. 

 

The non-unit member domestic partner may elect to continue coverage through 

COBRA subject to the carrier’s requirements.   

 

The District shall be indemnified by the unit member against any legal action 

pursued by another party under community property, contract, or family laws. 

 

16.9 HEALTH INSURANCE FOR RETIRED EMPLOYEES: The District will pay the Individual Health 

Insurance monthly premium for employees according to the following employee categories:  

  

 1. All current employees hired by the District prior-to January 1, 2002, shall be grandfathered into the 

language which states the District will pay the Individual Health Insurance monthly premium for 

employees age 50 or over and have ten (10) full years of service with the District.  It shall be the intent of 

the District to continue these payments until the employee reaches age 65. 

  

 2. All current employees hired by the District on or after January 1, 2002, shall be covered by language 

which states the District will pay the Individual Health Insurance monthly premium for employees age 55 

or over and have fifteen (15) full years of service with the District.  It shall be the intent of the district to 

continue these payments until the employee reaches the age of 65.  

  

 3. All future employees hired by the District on or after January 1, 2012, shall be covered by language 

which states the District will pay the Individual Health Insurance monthly premium for employees age 60 

or over and have twenty (20) full years of service with the District.  It shall be the intent of the district to 

continue these payments until the employee reaches the age of 65. 

 

16.9.1 The employees must permanently separate from the District and begin drawing a pension from 

either CalSTRS or CalPERS within 120 days of such separation in order to be eligible for health 
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plan coverage.  Employees who choose less costly coverage shall receive only the amount equal 

to the premium of the plan chosen. 

 

16.10 LEAVE OF ABSENCE (without pay): 

16.10.1 Employees who have been granted a leave of absence by the District for  other than illness shall 

continue to have the option to maintain their District paid insurance plans for the period of leave 

granted.  Arrangements for their personal premium payments to the district for this continued 

coverage must be made through the District office. 

 

16.10.2 Employees who have been granted a leave of absence by the District for  extended disability 

due to health reasons shall have their district paid insurance plans maintained at District expense 

during the term of the leave. 

 

16.10.3 The above 16.10.1 and 16.10.2 are contingent on continued approval by the insurance carriers 

involved. 

 

16.11 BENEFITS CHANGES 

 During the term of this agreement, any increases to the Health and Welfare Benefits under the St. Helena 

Teachers’ Association (SHTA) contract will be applied to the CSEA contract also. 
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ARTICLE 17 

DISCIPLINARY ACTION 

 

17.1  PROCEDURE: Discipline shall be imposed upon permanent bargaining unit members pursuant to this 

Article. 

 

17.2  Disciplinary Action is defined as follows: 

 

17.2.1  Dismissal is removal from the employment of the District. 

 

17.2.2  Suspension is temporary removal from the employment of the District without pay for a specific 

period of time. 

 

17.2.3  Involuntary demotion is placement in a lower classification. 

 

17.3  PROGRESSIVE STEPS: In handling disciplinary matters, it is intended that progressive steps be utilized 

unless the District concludes that the circumstances giving rise to the discipline are of such a nature that 

more severe action is appropriate.  The discipline shall be commensurate with the offense.  Progressive 

steps include: 

 

17.3.1 Verbal reprimand within ten (10) work days of knowing of the infraction. 

 

17.3.2 Written Notice of Concern, with a copy to the employee's personnel file within ten (10) work days 

of knowing of the infraction.  The employee will be given notice as to their rights relative to 

materials being placed in their personnel file.  Within five (5) work days, the employee has the 

right to request a meeting with the Superintendent to discuss the issues relative to the written 

warning.  The Superintendent shall schedule a meeting with the employee within a reasonable 

amount of time, not to exceed thirty (30) work days.  The Superintendent shall have the final 

decision relative to the written warning. 

 

17.3.3 Suspension without pay. 
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17.3.4 Dismissal. 

 

17.4  PROBATIONARY EMPLOYEES: 

 

17.4.1 Probationary employees may be dismissed without cause at any time. 

 

17.4.2 Permanent employees completing a probationary period resulting from promotion shall be returned 

to the previous class in which they had permanence when released from probation without cause. 

 

17.5  IMMEDIATE SUSPENSION: The Association and the District recognizes that situations can occur which 

threaten the health or property and welfare of students or employees.  If the employee's presence would 

lead to a clear and present danger to the lives, safety, or health of students or fellow employees, the District 

may suspend the employee without pay following an informal hearing with the Superintendent or 

designee.  The suspension may not exceed five (5) work days. 

 

Within five (5) work days the District shall provide the employee a written notice of discipline and notice 

of right to a hearing in accordance with this Article.  If the employee requests a hearing and the suspension 

is found unwarranted or of undue length, the employee shall be reimbursed the appropriate back pay. 

 

17.6 DISCIPLINARY PROCEDURE: 

 

17.6.1 Relief of Duties: an employee may be relieved of duties without loss of pay at the option of the 

District. 

 

17.6.2 Written Notice of Discipline: 

 

17.6.2.1  When the District seeks dismissal, demotion or suspension without pay,  notice of such 

 discipline shall be made in writing and served in person  or by registered certified mail 

 upon the employee at the last known address.  The notice shall indicate (1) the cause, (2) the 

 specific charges against the employee when known, including times, dates  and  location of   

               chargeable actions, or omissions with specificity  adequate  to  provide  notice of the alleged  

               action or omission, and (3) the penalty proposed. The Association  shall also be 
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notified of the name of the employee, the disciplinary action pending, and  where applicable, 

the date by which a hearing must be requested. 

 

17.6.2.2 No charge shall be made based on facts which occurred prior to the employee's 

 becoming permanent nor more than two (2) years prior to the filing of this statement 

 of charges unless such facts were  concealed or not disclosed by such employee when it 

 could be reasonably assumed that the employee should have disclosed the facts to 

 the District. 

 

17.6.2.3  Right to a Hearing.  The employee may request a hearing in writing either by mail 

 or personal delivery within five (5) work days after service of the statement of 

 charges.  A card or paper shall be provided to the employee, the signing of which shall 

 constitute a  demand for a hearing and denial of all charges.  In addition, the 

 employee may submit a written response, which shall be considered by the 

 District.  In the absence of the request for a hearing within the five (5) work days, 

 the District shall determine whether to proceed with discipline. 

 

17.6.2.4  Access to Material.  The employee may, upon request, have copies of the material upon 

 which the charges are based. 

 

17.7  FORMAL HEARING: 

 

17.7.1  If the Superintendent recommends disciplinary action and the Board of Trustees accepts the 

recommendation, the employee and the Association shall be notified of the effective date of the 

discipline and the employee's right to appeal the material upon which the charges are based. 

 

17.7.2  If the employee appeals, the hearing shall be held within a reasonable period of time.  

 

17.7.3  The employee shall be present and may be represented at the hearing by a representative of his/her 

choice. 

 

17.7.4  Technical rules of evidence shall not apply at the hearing. 
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17.7.5  The hearing shall be conducted before the Board of Trustees or before a designee/hearing officer. 

 

17.7.5.1 Hearings before a Hearing Officer:  Hearings regarding suspensions, demotions and 

 dismissals may be held before a hearing officer at the option of the Board of Trustees 

 President.  

 

 The District shall designate the hearing officer. The hearing officer shall submit a written 

 recommended decision to the Board of Trustees that shall include proposed findings of 

 fact and determination of issues.  A copy of the recommended decision shall be sent to 

 the employee. 

 

 Fees and expenses of the hearing officer and court reporter shall be borne equally by 

 the District and the Association. 

 

 The Board of Trustees may accept, reject, or modify the recommended decision.  If the 

 Board of Trustees does not accept the recommendation, it shall first review the record of 

 the hearing prior to rejecting or modifying the recommended decision.  Any modified 

 decision shall include findings of fact and determination of issues by the Board of 

 Trustees.  If the Board of Trustees rejects or modifies the recommended decision in a 

 manner adverse to the employee, the District shall pay the hearing officer's cost and the 

 cost of the reporter, if any.   

 

 The decision of the Board of Trustees shall be final and is not subject to the grievance 

 procedure. 

 

17.7.5.2  Hearing before the Board of Trustees:  The hearing shall be in Closed Session unless the 

 employee makes a written request for a public hearing at least two (2) work days prior to 

 the hearing.  The Board of Trustees may deliberate in Closed Session outside of the 

 presence of the parties.  Both parties shall have the right to appear and testify, to call 

 witnesses, and to cross examine adverse witnesses. A written decision shall be sent to 

 employee and the Association, including the findings of fact and determination of issues. 
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 The decisions of the Board of Trustees shall be final and shall not be subject to the 

 grievance procedure. 
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ARTICLE 18 

PROFESSIONAL GROWTH 

 

18.1 PURPOSE: The purpose of a professional growth plan is to encourage all classified employees to 

participate actively in job-related study and activities designed to improve service to St. Helena Unified 

School District as well as to promote professional and educational growth of the employee. 

 

18.2 PROFESSIONAL GROWTH COMMITTEE:  A professional growth committee consisting of a District 

Designee and a CSEA Designee must approve in advance all requests for professional growth training.  

The written request for approval must be submitted at least ten (10) days in advance of the class beginning.  

Approval shall never be given retroactively or after a class has started.  The employee shall attach the 

class description outline to the professional growth form. 

 

18.3 APPROVAL PROCEDURE: The District will reimburse the employee for the cost of a professional 

growth class that has been approved by the committee.  The employee must provide the District with 

verification of successfully completing the approved class.  Verification and receipts must be provided to 

the committee within sixty (60) workdays after completion of the class in order to be reimbursed.  

Verification after sixty (60) days will result in non-reimbursement of expenses incurred.  Reimbursement 

for coursework will be issued in equal payments over a two-year period on the anniversary of receipt of 

the verification of completed coursework. If the employee leaves the district during this period, they will 

forfeit any unpaid reimbursement. A grade of "C" or higher must be earned unless the class is a non-

graded class or workshop. 

 

Reimbursement will only be granted for classes in the following categories: 

 University, state and community college classes 

 Adult school classes 

 Trade schools and Regional Occupation Program classes 

 Job-related workshops, institutes, seminars and conferences 

 

Classes must be deemed beneficial to the District and related to the employee's current classification, 

related classifications or promotional opportunities within the bargaining unit. 
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No employee shall be reimbursed for more than 12 college semester units or trade school credits or four 

(4) classes per year.  The maximum amount of reimbursement allowed per employee, per year, shall be 

$2,000.00. 

 

Employees are expected to complete these classes on their own time and not during work hours unless 

special circumstances are approved by the committee or the Superintendent. 

 

Reimbursement for professional growth classes is limited to tuition, books and materials necessary for the 

class.  Receipts must be provided in order to be reimbursed. 

 

All approved coursework verification will be placed in the employee's personnel file. 

 

Employees must be in paid status to receive any portion of the reimbursement. 

 

Classes or in-service programs taken on work time and for which the District paid the tuition and/or 

expenses will not be counted. 

 

It is the responsibility of the employee to apply in advance for course approval and to present timely 

evidence and receipts to the committee in order to be reimbursed. 

 

18.4     The district will compensate unit members for up to ten (10) additional hours each year beyond the regular  

work day for completion of approved  coursework through the district adopted professional development 

platform.   Hours  will  be  compensated  as  defined  in Article 11.9 and may not exceed forty (40) hours 

during a defined  work  week  to claim overtime compensation.  Coursework requires pre-approval by the  

site administrator or district supervisor.   Part  time  employees  must  also obtain pre-approval from their  

supervisor if the coursework time will exceed their daily or weekly work hours. 

 

 

 

 



 
APPENDIX A 

CLASSIFICATION AND DAYS OF SERVICE 
 

          Days of Service* 
Range 101 Bus Supervisor        182   
 
Range 103 Playground Assistant       182  
 
Range 105 Mail Courier        182  
  Food Service Assistant I       183 
 
Range 107 Food Service Assistant II       183 
  District Driver        183 
 
Range 108 Custodian I        183 
  Administrative Clerk I       200 
 
Range 109 Para-Educator I        183 
  Student Conduct Specialist       183 
 
Range 110 Administrative Clerk II       200 
 
Range 111 School Bus Driver        183 
  
Range 113 Custodian II        12 months 
  Para-Educator II, Special Education       183 
  
Range 114 Para-Educator III, Instructional Support      183 
  Para-Educator III, AVID/MTSS Instructional Support    183 

Campus Supervisor        183 
Library/Computer Technician       190 
Secretary – Academic Services      207 
Grounds Specialist        12 months 
Transportation Assistant/Driver      195 

  
Range 115 Custodian Team Leader I        12 months 
  Library Media Specialist       190 
  Braillist Transcriber        183 
  Community Liaison         183 

Para-Educator III, Special Education      183 
 
Range 116 Secretary – Academic Services, Senior      200  
  Office Services Team Leader, Middle School     207 
  Office Services Team Leader, Elementary     207 
  Office Services Team Leader, Primary      207 

Library Media Specialist, Senior      190 
Food Production Team Leader      183 

  Accounting Technician, Special Accounts     207 
  Accounting Assistant       12 months 

Custodian Team Leader II       12 months 
  Maintenance Specialist       12 months 
 
Range 118 Office Services Team Leader, High Sch.      207 
   
Range 120 Maintenance Specialist, Senior      12 months 
   
Range 121 Maintenance Specialist, HVAC/Energy Mgmt     12 months 

Data and Technology Integration Specialist     12 months  
 
Range 122 Maintenance Specialist, Senior Lead      12 months 
 
Range 123 Instructional Technology Network Administrator     12 months 
 
Range 125 Instructional Technology Systems Administrator     12 months 
      
Range 126 Occupational Therapist       183 
 
Shift Differential - + 2.5% Bilingual Secretary - +2.5% 



Fiscal Year St. Helena Unified School District 1% Applied 07/01/2022

2022-23 Classified Salary Schedule (CSEA) Board Approved: 8/18/2022

Grade/Step 1 2 3 4 5 6 7 8 9 10 11 12 13

101 15.88$       16.51$       17.17$       17.86$       18.57$       19.31$       19.89$       20.49$       21.11$       21.53$       21.96$       22.40$       22.85$       

102 16.42$       17.07$       17.76$       18.47$       19.21$       19.97$       20.57$       21.19$       21.83$       22.26$       22.71$       23.16$       23.63$       

103 16.99$       17.67$       18.38$       19.11$       19.87$       20.67$       21.29$       21.93$       22.59$       23.04$       23.50$       23.97$       24.45$       

104 17.59$       18.29$       19.03$       19.79$       20.58$       21.40$       22.04$       22.71$       23.39$       23.85$       24.33$       24.82$       25.31$       

105 18.24$       18.97$       19.73$       20.52$       21.34$       22.19$       22.86$       23.54$       24.25$       24.73$       25.23$       25.73$       26.25$       

106 18.92$       19.67$       20.46$       21.28$       22.13$       23.01$       23.70$       24.42$       25.15$       25.65$       26.16$       26.69$       27.22$       

107 19.62$       20.41$       21.22$       22.07$       22.96$       23.88$       24.59$       25.33$       26.09$       26.61$       27.14$       27.69$       28.24$       

108 20.38$       21.19$       22.04$       22.92$       23.84$       24.79$       25.53$       26.30$       27.09$       27.63$       28.18$       28.75$       29.32$       

109 21.17$       22.02$       22.90$       23.82$       24.77$       25.76$       26.53$       27.33$       28.15$       28.71$       29.29$       29.87$       30.47$       

110 22.02$       22.90$       23.81$       24.77$       25.76$       26.79$       27.59$       28.42$       29.27$       29.86$       30.45$       31.06$       31.68$       

111 22.91$       23.82$       24.77$       25.77$       26.80$       27.87$       28.70$       29.57$       30.45$       31.06$       31.68$       32.32$       32.96$       

112 23.84$       24.79$       25.78$       26.82$       27.89$       29.00$       29.87$       30.77$       31.69$       32.33$       32.97$       33.63$       34.31$       

113 24.82$       25.81$       26.84$       27.92$       29.03$       30.19$       31.10$       32.03$       32.99$       33.65$       34.33$       35.01$       35.71$       

114 25.86$       26.89$       27.97$       29.08$       30.25$       31.46$       32.40$       33.37$       34.38$       35.06$       35.76$       36.48$       37.21$       

115 26.96$       28.03$       29.15$       30.32$       31.53$       32.80$       33.78$       34.79$       35.84$       36.55$       37.28$       38.03$       38.79$       

116 28.11$       29.24$       30.41$       31.62$       32.89$       34.21$       35.23$       36.29$       37.38$       38.12$       38.89$       39.67$       40.46$       

117 29.33$       30.51$       31.73$       33.00$       34.32$       35.69$       36.76$       37.86$       39.00$       39.78$       40.57$       41.39$       42.21$       

118 30.63$       31.85$       33.13$       34.45$       35.83$       37.26$       38.38$       39.53$       40.72$       41.53$       42.36$       43.21$       44.08$       

119 31.98$       33.26$       34.59$       35.98$       37.42$       38.91$       40.08$       41.28$       42.52$       43.37$       44.24$       45.12$       46.03$       

120 33.41$       34.75$       36.14$       37.59$       39.09$       40.65$       41.87$       43.13$       44.42$       45.31$       46.22$       47.14$       48.08$       

121 34.92$       36.32$       37.77$       39.28$       40.85$       42.48$       43.76$       45.07$       46.42$       47.35$       48.30$       49.27$       50.25$       

122 36.51$       37.98$       39.49$       41.07$       42.72$       44.43$       45.76$       47.13$       48.55$       49.52$       50.51$       51.52$       52.55$       

123 38.20$       39.73$       41.32$       42.97$       44.69$       46.48$       47.87$       49.31$       50.79$       51.80$       52.84$       53.90$       54.97$       

124 39.95$       41.55$       43.21$       44.94$       46.74$       48.61$       50.07$       51.57$       53.12$       54.18$       55.26$       56.37$       57.50$       
125 42.44$       44.14$       45.91$       47.74$       49.65$       51.64$       53.19$       54.78$       56.43$       57.55$       58.70$       59.88$       61.08$       
126 45.07$       46.87$       48.75$       50.70$       52.73$       54.83$       56.48$       58.17$       59.92$       61.12$       62.34$       63.59$       64.86$       



APPENDIX B 
 
 
 

Catastrophic Leave Donation Form 
 

Pursuant to Section 8.23, Unit members are allowed to donate leave to another unit member in 
accordance with Education Code. 

 
   School Year:        
 
   Date:        
 
   Name:        
 
   School Site:        

 
 

DONATION 
 

I,      , hereby request the District to donate ____________  day(s) 
or _____________hour(s) from my accumulated leave to __________________ Unit Member of 
the California School Employees Association #287.  I understand that this contribution is 
irrevocable and waive any right to appeal this decision to any court, administrative agency or 
arbitrator.  I agree to hold harmless and release from any liability whatsoever, the Association, the 
district and all of their agents and employees, for any acts or omissions in any way relating to 
administration of this donation, and agree that I will not bring any complaints, grievances, charges, 
or causes of action against these persons or entities for any such acts or omissions. 
 
 
       Date:       
Employee Signature 
 
 
 
 

FOR DISTRICT USE ONLY 
 

Current Sick Leave Hours     

New Sick Leave Hours      

Approved       

Denied        

 
Reason for denial:            
 
             
 
      
Chief Business Official Signature 
 
 



 

California Public Employees’ Retirement System 
P.O. Box 942715 
Sacramento, CA 94229-2715 
888 CalPERS  (or 888-225-7377) TTY (877) 249-7442  Fax (800) 959-6545 
www.calpers.ca.gov 

AFFIDAVIT OF MARRIAGE/DOMESTIC PARTNERSHIP 

I, ___________ am unable to secure a copy of my Marriage/Domestic 
(Print Name) 

Partnership Certificate.   To receive health benefit coverage for my spouse/domestic partner 

through the Public Employees' Medical and Hospital Care Act Program, I certify that on the 

____________ day of ______________________, in the year ___________, 
 (Day of Month) (Month)      Year (YYYY) 

in the state (or Country if outside the U.S.) of _____________________________________, 

that I, _________________________________________, 
(Print Name) 

was legally and ceremonially married to/formed a domestic partnership with 

(Spouse/Domestic Partner's Name) 

I acknowledge this affidavit is a legally binding document. By signing this document below, I agree, pursuant to 
Government Code section 22818(a)(3), that I may be required to reimburse my employer, the health benefit plan, 
and/or CalPERS for any expenditures made for medical claims, processing fees, administrative expenses, and 
attorney's fees on behalf of the person I claim as my spouse/domestic partner, if any information submitted in this 
document is found to be inaccurate or fraudulent. I further agree to notify my Personnel Office or CalPERS 
immediately of any changes pertaining to marital/domestic partnership status.  Some domestic partners may 
not be eligible for CalPERS Health benefits.  If you are applying for health benefits on the basis of 
domestic partnership, contact the California Secretary of State’s office to determine whether you are 
eligible for domestic partnership with the State of California.  Some exceptions may be made in the case 
of contracting agencies that defined and adopted domestic partnership criteria prior to January 1, 2000.  

I certify under penalty of perjury under the laws of the State of California that the foregoing is true and correct. 

Date (mm/dd/yyyy) Employee/Annuitant Signature 

ACKNOWLEDGEMENT OF NOTARY PUBLIC 

State of California, County of _____________________________________________________________ 

On ___________ before me,___________________________________ , 
Date (mm/dd/yyyy) Name of Notary 

personally appeared ____________________________________________ , personally known to me or (proved to me on the 
basis of satisfactory evidence) to be the person(s) whose name(s) is/are subscribed to the within instrument 
and acknowledged to me that he/she/they executed the same in his/her/their authorized capacity(ies), and 
that by his/her/their signature(s) on the instrument the person(s), or the entity upon behalf of which the 
person(s) acted, executed the instrument. 

Witness my hand and official seal.  Notary Seal 

Signature of Notary Position Title Date (mm/dd/yyyy) 

Print Name 

PERS-HBSD-1965 (06/13) 

a 
APPENDIX C.



FILE NO: ___________________

This Space For Filing Use Only 

State of California 
 Secretary of State  

Declaration of Domestic Partnership 

IMPORTANT – Read instructions before completing this form.  

We the undersigned, do declare that we meet the requirements of Family Code section 297, which are as follows: 

 Neither person is married to someone else or is a member of another domestic partnership with someone else that
has not been terminated, dissolved, or adjudged a nullity.

 The two persons are not related by blood in a way that would prevent them from being married to each other in this
state.

 Both persons are at least 18 years of age, OR if one or both persons are under 18 years of age, a certified copy of
the court order(s) granting permission to the underage person(s) to establish a domestic partnership is attached.

 Both persons are members of the same sex, OR one or both of the persons is over 62 years of age and one or both
meet the eligibility criteria under Title II of the Social Security Act as defined in United States Code, title 42, section
402(a) for old-age insurance benefits or Title XVI of the Social Security Act as defined in United States Code, title 42,
section 1381 for aged individuals.

 Both persons are capable of consenting to the domestic partnership.

 Both persons consent to the jurisdiction of the Superior Courts of California for the purpose of a proceeding to obtain
a judgment of dissolution or nullity of the domestic partnership or for legal separation of partners in the domestic
partnership, or for any other proceeding related to the partners' rights and obligations, even if one or both partners
ceases to be a resident of, or to maintain a domicile in, this state.

The representations are true and correct, and contain no material omissions of fact to the best of our knowledge and belief. 
Filing an intentionally and materially false Declaration of Domestic Partnership shall be punishable as a misdemeanor. 
(Family Code section 298(c).) 

 

 

 

 
 

PARTNER 2 

___________________________________________________________     
Printed Name  (Last)        (First)  (Middle)      

___________________________________________________________     
Signature of Partner as Stated Above 

 OPTIONAL Name Changes:   

 New Last Name_____________________________________ 

 New Middle Name ___________________________________ 

 Date of Birth (required for name change) _________________ 

PARTNER 1 

___________________________________________________________ 
Printed Name  (Last)        (First)  (Middle)     

___________________________________________________________ 
Signature of Partner as Stated Above  

OPTIONAL Name Changes:   

New Last Name______________________________________ 

New Middle Name ____________________________________ 

Date of Birth (required for name change) __________________ 

 Mailing Address City State Zip 

SEC/STATE NP/SF DP-1 (Rev 04/2015)  (Page 1 of 2) 
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ACKNOWLEDGMENT 

State of California 
County of _____________________________) 

On _________________________ before me, _________________________________________ 
(insert name and title of the officer) 

personally appeared ______________________________________________________________, 
who proved to me on the basis of satisfactory evidence to be the person(s) whose name(s) is/are  
subscribed to the within instrument and acknowledged to me that he/she/they executed the same in 
his/her/their authorized capacity(ies), and that by his/her/their signature(s) on the instrument the  
person(s), or the entity upon behalf of which the person(s) acted, executed the instrument. 

I certify under PENALTY OF PERJURY under the laws of the State of California that the foregoing 
paragraph is true and correct. 

WITNESS my hand and official seal. 

Signature ______________________________ (Seal) 

A notary public or other officer completing this 
certificate verifies only the identity of the individual 
who signed the document to which this certificate is 
attached, and not the truthfulness, accuracy, or 
validity of that document. 
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Instructions for Completing the 
Declaration of Domestic Partnership (Form NP/SF DP-1) 

For easier completion, this form is available on the Secretary of State’s website at www.sos.ca.gov/registries/domestic-
partners-registry/.  It can be viewed, filled in and printed from your computer.  If you do not complete this form online, 
please type or legibly print in black or blue ink.  Do not alter this form. 

Statutory filing provisions are found in California Family Code sections 297 and 298.  All statutory references are to the 
California Family Code, unless otherwise stated. 

Complete the Declaration of Domestic Partnership (Form NP/SF DP-1) as follows: 

 Both persons must meet all of the requirements of Section 297, as stated on the front of the Declaration
of Domestic Partnership form.

 Both persons must sign and affix their signatures to the same Declaration of Domestic Partnership form.

 Both persons must print their names legibly. The names must be printed in the order requested: Last
name, First name, Middle name.  If there is a suffix, i.e. Jr., Sr., etc., include this as part of the last name.

 One or both persons to a registered domestic partnership may change the middle or last names by
which that person wishes to be known after registration of the domestic partnership by entering the new
name and including their date of birth in the spaces provided on the Declaration of Domestic Partnership
form.  A person may adopt any of the following middle or last names: the current last name of the other
domestic partner; the last name of either domestic partner given at birth; a name combining into a single
last name all or a segment of the current last name or the last name of either domestic partner given at
birth; or a hyphenated combination of last names. (Section 298.6.)

 A complete mailing address is required (address, city, state, zip code.) Print legibly.  Do not abbreviate
city names.

 The signature of both persons must be notarized with a certificate of acknowledgment. The Declaration
of Domestic Partnership must be signed using the name of the individual prior to the name change, if
any, listed on this form.

The completed form can be mailed to Secretary of State, Domestic Partners Registry, P.O. Box 942870, Sacramento, 
CA  94277-2870 or delivered in person to the Sacramento office, 1500 11th Street, 2nd Floor, Sacramento, CA  95814 
OR can be hand delivered for over-the-counter processing to the Los Angeles regional office.  Please refer to the 
Secretary of State’s website at www.sos.ca.gov/registries/domestic-partners-registry/ for office locations and 
phone numbers. 

FEES:  
 The fee for filing Form NP/SF DP-1 is $10.00.

 For same-sex partners, an additional $23.00 fee must be paid at the time of filing the form, for a total
of $33.00.

 There is an additional $15.00 special handling fee for processing a document delivered in person to
the Sacramento office or to the Los Angeles regional office.

Payments for documents submitted: 

 by mail to Sacramento can be made by check or money order.

 over-the-counter in Sacramento can be made by check, money order, cash, or credit card (Visa or
MasterCard).

 over-the-counter in the Los Angeles regional office can be made by check, money order, or credit card
(Visa or MasterCard).   The Los Angeles regional office is not able to accept cash.

Checks or money orders should be made payable to the Secretary of State.  

The additional $23.00 fee will be used to develop and support a training curriculum specific to lesbian, gay, bisexual, and 
transgender domestic abuse support service providers who serve that community in regard to domestic violence, and to 
provide brochures specific to lesbian, gay, bisexual, and transgender domestic abuse.  Brochures developed by the State 
Department of Public Health will be available upon request from the Secretary of State, as funding allows. 

http://www.sos.ca.gov/registries/domestic-partners-registry/
http://www.sos.ca.gov/registries/domestic-partners-registry/
http://www.sos.ca.gov/registries/domestic-partners-registry/


APPENDIX D. 
ST. HELENA UNIFIED SCHOOL DISTRICT 

CLASSIFIED EVALUATION 
 
 

Name                  
Job Title         Location        

 
 
For Probationary Employee Only:  Classified employee with less than 10 months service in the District. 
 
 3rd Month Evaluation   6th Month Evaluation  10th Month Evaluation                       Do you recommend permanency? Yes    No   
 

 
 
Permanent Employee Evaluation - Has satisfactorily completed the probationary period. 
 

 
It is the responsibility of the Supervisor/Program Director to hold a conference with each employee and explain: 
 

1. The purposes and uses of performance evaluation reports. 
2. When necessary, make suggestions for changes or improvements. 
3. If unsatisfactory evaluation, a written plan for improvement must be attached. 
4. Topics for discussion and assessment: 

• Discussion of job performance. 
• What contribution do you feel you made to your school site or department over the last year? 
• What level of support was received by the employee? 
• What level of support is needed by site/department? 
• What service can be provided to help you be more successful on the job? (i.e., job training programs, computer classes, ideas for 

improved procedures). 
• What are the goals for the school site of department, and what is the plan of action for the Employee and Supervisor to meet these 

goals? 
• What are your long-term career goals at St. Helena Unified School District? 

 
 

DIRECTIONS 
E = Exceeds Requirements                 M = Meets Requirements                NI = Needs Improvement            U = Unsatisfactory 

When “Exceeds Requirements,” “Needs Improvement” or “Unsatisfactory” is checked, the evaluator must write an explanation. 
 
Suggestions for improvement must be included under “Commendation(s)/Recommendation(s) if “Needs Improvement or “Unsatisfactory” is 
checked.  (Use additional page(s) if necessary.) 
 

 
Performance Areas 

 
E 

 
M 

 
NI 

 
U 

Commendations 
/Recommendations 

1. Knowledge of required  skills 
 Has mastery of skills that are 
 necessary to perform services 
 required of the position. 

     

2. Acceptance and 
 implementation of  suggestions 
 Accepts constructive criticism 
 from the immediate supervisor and 
 takes steps to implement the 
 suggestions for improvement or 
 change. 

     

3. Quality of work 
 Work performed is accurate, 
 thorough, neat, well organized and 
 meets the expected standards of 
 quality. 
 

     

 
 



 
Performance Areas 

 
E 

 
M 

 
NI 

 
U 

 
Commendations/ 

Recommendations 
 
4. Amount of work performed 
 Completes assigned work on time. 
 

     

 
5. Adjusts to work situation 
 Demonstrates flexibility in order to 
 accommodate special needs. 
 

     

 
6. Work habits 
 Demonstrates ability to organize 
 work, care for equipment, use 
 safety considerations, work without 
 close supervision, use initiative. 
 

     

 
7. Initiative 
 Alert to opportunities to improve 
 methods and skills. 
 

     

 
8. Attitude and cooperation 
 Gets along well with fellow 
 employees, works harmoniously 
 with others (such as public and 
 students), shows enthusiasm for 
 work. 
 

     

 
9. Uses good judgment 
 Is capable of arriving at a logical 
 decision appropriate to assignment. 
 

     

 
10. Personal appearance 
 Demonstrates cleanliness, good 
 grooming and appropriate attire. 
 

     

 
11. Punctuality 
 Adheres to arrival, rest periods and 
 departure times. 
 

     

 
12. Attendance 
 Demonstrates good observance of 
 working hours with only minimal 
 absences from work. 
 

     

 
13. Leadership 
 Directs and/or plans work of 
 others. 
 

     

 
 
              
Evaluator Signature   Date   Employee Signature   Date 
 

      Signature of Employee does not necessarily imply agreement. 



APPENDIX E. 
St. Helena Unified School District 

 

GRIEVANCE FORM  --  LEVEL I 
 

Statement regarding steps initiated by the employee to resolve the grievance by informal means: 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Submission of Grievance: Aggrieved person completes all portions of this section.  Additional 
    pages may be attached. 
 
Employee’s Name:   _____________________________________ Work Location: __________________ 
 
Statement of Grievance: Include date of occurrence, administrator(s) involved, and relevant 
    Information. 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
 
Articles(s) and section(s) in agreement alleged to have been violated:  ____________________________ 
_____________________________________________________________________________________ 

Remedy sought:   ______________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

__________________ _______________________________ ________________________________ 
             Date           Position/Grade Level                                                  Signature 

Upon completion of this section, the aggrieved person shall present original and copies #2, #3, and #4 to 
his/her immediate supervisor.  Copy #5 should be retained by the aggrieved person. 

xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx
Immediate Supervisor’s Response:  
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

__________________    ________________________  ________________________________________ 
            Date                       Title                    Signature 
 
Upon completion of this section, the immediate supervisor shall distribute the copies as follows:  1 copy 
to the aggrieved person, 1 copy to the Association, 1 copy to the Superintendent (Grievance File) and 1 
copy retained by the immediate supervisor. 
 
Response received by aggrieved person:  ________________________________   ______________ 
       Signature   Date 



APPENDIX E. 
St. Helena Unified School District 

GRIEVANCE FORM  --  LEVEL II 
 

Appeal to the Superintendent:    Aggrieved person completes all portions of this section. 
 
Employee’s Name  ________________________________  Work Location: ________________________ 
 
Restatement of Original Grievance and Proposed Remedy:  _____________________________________ 
 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Basis for Non-acceptance of Immediate Supervisor’s Grievance Resolution Efforts: __________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

Additional information to Further Clarify the Continued Grievance Situation:  ______________________ 
 
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 
 
Additional Suggestions by the Aggrieved for Resolving the Matter: _______________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

__________________ _______________________________ ________________________________ 
             Date           Position/Grade Level                                                  Signature 

Upon completion of this section, the aggrieved person shall present original and copies #2, #3, and #4 to 
the Superintendent.  Copy #5 should be retained by the aggrieved person. 
Xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

Superintendent’s Response:  
_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

_____________________________________________________________________________________ 

__________________    ________________________  ________________________________________ 
            Date                       Title                    Signature 
 
Upon completion of this section, the Superintendent shall distribute the copies as follows:  1 copy to the 
aggrieved person, 1 copy to the Association, 1 copy to the Immediate Supervisor and retain 1 copy for 
the Grievance File. 
 
Response received by aggrieved person:  ________________________________   ______________ 
       Signature   Date 
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St. Helena Unified School District 
 

GRIEVANCE FORM  --  LEVEL III 
 

 
 
APPEAL TO IN-HOUSE ADVISORY 
ARBITRATION COMMITTEE 

 
REQUEST FOR IN-HOUSE ADVISORY ARBITRATION COMMITTEE 

The aggrieved person completes this section. 
Retain Copy #5 

 
I hereby request that an In-House Advisory Arbitration Committee be convened to consider the 
grievance outlined on the attachments.  My representative is: 
 
My representative is:  _____________________________________________________ 
 
_____________________ __________________________________________________________ 
                Date            Employee’s Signature 
 
 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 
Report of the In-House Advisory Arbitration Committee: 
 

Signed copies of the report of Committee shall be attached. 
 
_____________________  Date of formation of Committee 
 
_____________________  Date of submission of report by the Committee   
 
_____________________     _________________________________________________ 

              Date                           Superintendent’s Signature 
 
 
 
Upon submission of the report of the In-House Advisory Arbitration Committee, the Superintendent 
shall attempt to bring a resolution to the grievance based on the findings and recommendations of the 
Committee.  Copies of the Committee’s report shall be distributed as follows:  1 copy to the aggrieved 
person, 1 copy to the Association, 1 copy to the Immediate Supervisor, 1 copy to the Grievance File. 
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St. Helena Unified School District 
 

GRIEVANCE FORM  --  LEVEL IV 
 

 
 
REVIEW BY THE  
BOARD OF EDUCATION 

 
 

REQUEST FOR REVIEW BY THE BOARD OF EDUCATION 
The aggrieved person completes this section.  

Retain Copy #5 
 
I hereby request that the grievance submitted by me on   _______________________________ 
        original date of filing 
be reviewed by the Board of Education.  I request that the grievance review be conducted in 
open/closed session.  
    Circle One 
 
My representative is:    ___________________________________________________________ 
 
_____________________ __________________________________________________________ 
                Date            Employee’s Signature 
 
xxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxxx 

 
_____________________  Date of formation of Committee. “Request for review” received 
 
_____________________  Tentative date scheduled for Special/Regular School Board Meeting  
 
 
_____________________     _________________________________________________ 

              Date                           Superintendent’s Signature 
 
 
 
All material developed pertaining to the grievance will be submitted to the Board of Education.  New 
material, not previously presented at any level of the grievance, shall be presented in writing at least 
forty-eight (48) hours prior to the meeting date set by the Board.  Upon completion of this form, it shall 
be distributed as follows:  1 copy to the aggrieved person, 1 copy to the Association, 1 copy to the 
Immediate Supervisor and 1 copy to the Grievance File. 
 
  























































































St. Helena Unified School District                             Position Description 

Position: Para-educator III - Instructional Support 
Specialist 

Position Number: 

Department/Site FLSA: non-exempt 

Reports to/Evaluated by: Salary Grades: 114 

 
Summary 

Performs specialized instructional support to individuals and groups of students, under the 
direction of the site administrator and Teacher on Special Assignment (TOSA)– Intervention 
and Academic Specialist (I&A).  

 
Distinguishing Career Features 

The Para-educator III is the senior-most level in a three level career path for instructional and 
therapeutic support to teachers. The Para-educator I provides instructional assistance to 
general education classrooms where activities can be carried out by an incumbent who meets 
NCLB requirements, namely the passing of a competency assessment. Advancement to level 
II requires more advanced knowledge, skill, and ability to work with special student 
populations. Para-educators II are typically assigned to a range of Special Education 
environments and students who will rotate from special education to general education 
classrooms through and including support to severely handicapped students. These positions 
typically have work assignments involving academic, therapeutic, behavioral, and medical 
dimensions. Advancement to Para-educator III – Instructional Support Specialist is designed 
for higher levels of specialized support. These positions may have unique titles, qualifications, 
and typically require special training and certification. 

 
Essential Duties and Responsibilities 

 Coordinates a program requiring directing and/or making school site visitations for the 
purpose of assisting teachers and TOSA I&A’s in the implementation of special programs.   

 
 Prepares and may develop age-grade appropriate instructional aids and exercises to 

support the curriculum being taught.  May assist special program administrators and/or 
teaching staff with preparation and presentation of in-service training sessions. Assist in 
organizing meetings, participate in meetings to share information about program to which 
assigned.   

 
 Confers with teachers, site administrators and TOSA I&A’s to develop and evaluate 

individual and group educational goals and objectives. Assists with implementation of 
special programs. 

 
 Administers assessment instruments (spelling tests, etc.), scores objective tests and written 

papers, and keeps appropriate records for teachers, including those on computerized 
student information and grading systems.  

 
 Accompanies students going from one location to another. Observes, monitors, and controls 

Para-educator III – Instructional Support Specialist 
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behavior of students within approved procedures. 
 
 Develops and uses incentives as positive reinforcement. Exercises constant supervision of 

children. Assesses the need for, and uses appropriate discipline in accordance with grade 
level and student’s ability to understand discipline.  

 
 Reports student academic and behavior progress and performance to teachers. Documents 

student progress by correcting assignments, administering and scoring criterion referenced 
tests, recording and charting test scores and curriculum based measurements in reading.   

 
 Confers, as needed, with teachers, resource staff, and other school personnel concerning 

programs and materials to meet student needs. Alerts teacher to any special problems or 
information concerning students in assigned program.  

 
 Assists special program administrative staff with the preparation and presentation of in 

service training sessions. Assist in organizing meetings, participate in meetings to share 
information about program to which assigned.   

 
 Sets up and operates audiovisual equipment, computers, and other equipment that serves 

and enhance instructional programs. 
 
 Prepare and maintain a variety of files and records for classroom or assigned program.   
 
 Provides clerical and technical assistance to teachers such as researching and ordering 

books and school supplies, maintaining a workroom inventory.   
 
 Reviews teachers’ schedules and initiates requests for equipment and resource materials to 

support curriculum. 
 
 May assist with loading and unloading of students onto buses, and oversight at lunches and 

snacks. Assures safety of students following health and safety rules.   
 
 Performs other duties as assigned that support the overall objective of the position.  

 
Qualifications 
 

● Knowledge and Skills 

The position requires in-depth working knowledge of the principles and practices of age 
appropriate child development and guidance applicable for an educational setting. Requires 
working knowledge of the subjects taught in the District schools, including arithmetic, 
grammar, spelling, language and reading, with sufficient competency to assist students with 
individual or group studies. Requires a basic knowledge of teaching and instruction methods. 
Requires knowledge of basic clerical and record keeping processes. Requires knowledge of 
and skill at using personal computers, audiovisual, and other equipment to support learning, 
record information, and send communications. Requires well-developed human relation skills 
to work productively and cooperatively with teachers, students, and parents in formal and 
informal settings, to exercise patience when conveying information to students having 
difficulty with verbal and written communications, and demonstrate sensitivity to the special 

Para-educator III – Instructional Support Specialist 

2 May 1, 2016 
 



needs of students. May require competency in a second language.  

 
● Abilities 

Requires the ability to assist teaching staff with implementation of instructional goals and 
activities. Requires the ability to assess the needs of individual students and develop 
instructional support techniques and materials to meet those needs. Requires the ability to 
interact with teachers, parents, and specialists in order to carry out assigned duties. Requires 
the ability to oversee students, administer assignments and tests, and perform general clerical 
tasks. Requires the ability to make formal presentations to classes, individuals, and small 
groups of students and assist with demonstrations of assigned subject matter to classroom 
sized groups. Requires the ability to relate positively to students in a teaching/learning 
environment in a way that builds confidence, recognizes and works on learning disabilities 
and barriers. May requires competency in a second language or basic competency in sign 
language.  

 
● Physical Abilities 

Requires the ability to perform indoors in an office and/or classroom/laboratory environment 
engaged in work of primarily a sedentary to a moderately active nature. Requires near visual 
acuity to read and write printed materials and computer screens. Requires hearing and 
speech ability for ordinary and telephonic conversation, to speak to groups, and to hear sound 
prompts from equipment. Requires ambulatory ability to move about office, 
classroom/laboratory, and school grounds, to tutor, assist with presentations, and reach work 
materials. Requires sufficient manual and finger dexterity to demonstrate teaching aids, to 
point out important words/figures to students, and to operate personal computers. Requires 
the ability to lift, carry, push, and move supplies, fixtures, wheelchairs, etc., of light-to-medium 
weight (under 50 pounds) on a regular basis, and heavy weight (under 75 pounds) without 
labor saving equipment on an intermittent basis. 

 
● Education and Experience 

The position requires a high school diploma or equivalent, and 48 hours of college credit 
hours that are degree eligible, plus two years experience working in a classroom environment. 
Incumbents with additional college credit may use it to substitute for some experience. A LVN, 
LPN, Physical Therapy Assistant, or Occupational Therapy Assistant designation will also 
comply.  

 
● Licenses and Certificates 

May require a valid driver’s license. May require a valid first aid and CPR certification. 

 
● Working Conditions 

Work is performed indoors and outdoors with some, yet infrequent exposure to health and 
safety considerations. 
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Certification of Health Care Provider for Employee’s Serious Health Condition   Updated and effective 7-1-15  

Page 1 of 5 

Certification of Health Care Provider for Employee’s Serious Health Condition 
Family and Medical Leave Act (FMLA) and California Family Rights Act (CFRA) 

 
 PURPOSE of FORM   Our employee/your patient has requested a leave of absence to attend to their own physical or 

mental condition that may qualify for protection under the FMLA and CFRA. This medical certification form provides us 
with necessary information to determine if the request falls within these statutes.  
 

SECTION I – TO BE COMPLETED BY EMPLOYER  
 
Employee’s Name_______________________________________________________________________________________  

Employer’s Name: ______________________________________________________________________________________     

Employer’s Contact & Contact Information: ________________________________________________________________ 

______________________________________________________________________________________________________  

SECTION II – TO BE COMPLETED BY EMPLOYEE/PATIENT  
 INSTRUCTIONS to EMPLOYEE   Please complete and sign Section II before giving this form to your health care 

provider along with a copy of your job description (obtain from your supervisor or Human Resources). To support 

your request for family medical leave, you are required to submit a timely, complete, and sufficient medical 

certification relating to your serious physical or mental condition. Failure to meet this requirement may result in a 

delay or denial of your leave request and/or discipline. 
 

You must return this completed form within 15 calendar days of your request for leave.  You or 

the physician may return this form to us in person, by mail, or by facsimile. The fax number is 
____________________________.  If sent by mail or facsimile, the transmitting envelope or document should indicate 
“CONFIDENTIAL DISABILITY LEAVE INFORMATION” and directed to the District representative above.   By signing this 
form, you are authorizing the health care provider to provide us with this necessary information and for us to contact 
the health care provider should the form be provided to us in an unclear or incomplete manner. 

 
I have requested medical leave from my employer as follows: 
 
1.  The following specific days/partial days from work: _____________________________________________ 
 
2.  Continuous Leave:  starting (date): _____________ and ending (date): _____________    
 
3. Intermittent or Reduced Schedule Leave starting (date): _____________, with anticipated periods of absence 

(days/blocks of time, “every Friday,” etc.) as follows: 
_____________________________________________________________________ 

 
4.   Reduced Regular Work Schedule:  I need to reduce my work week hours to _________________________________ 
    
     Starting (date): ________________ and ending (date): __________________   
 
5.  Intermittent absences for foreseeable flare ups of condition: ________________________________ 
 
 
___________________________________________________    _______________________ 

Employee Signature        Date  
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SECTION III – TO BE COMPLETED BY HEALTH CARE PROVIDER  
INSTRUCTIONS to the HEALTH CARE PROVIDER: The employee/your patient has requested leave under the FMLA and 

CFRA to address his/her own physical or mental condition.  Please fully and completely answer all applicable parts 

below. Several questions seek a response as to the frequency or duration of a condition, treatment, etc. Your answer 

should be your best estimate based upon your medical knowledge, experience, and examination of the patient. Be as 

specific as you can; terms such as “unknown,” or “indeterminate” may not be sufficient to determine FMLA-CFRA or 

eligibility rights. Limit your responses to the condition for which the employee/patient needs care which may be 

covered under the FMLA or similar laws, but do not disclose to us the actual diagnosis, symptoms or medical 

condition for which you are providing treatment unless expressly authorized in writing by the patient. Please also 

do not provide information concerning family medical history. 
 
Several questions seek a response as to the frequency or duration of a condition, treatment, etc. Your answer should 
be your best estimate based upon your medical knowledge, experience, and examination of the patient.  Please answer 
fully and completely; terms such as “unknown,” or “indeterminate” are not sufficient to determine FMLA/CFRA 
eligibility. Please be sure to sign the form on the last page.  

 
Health Care Provider’s name and business address: ________________________________________________________  

____________________________________________________________________________________________________  

Type of practice: _____________________________________________________________________________________  

Telephone: (________)____________________________ Fax:(_________)______________________________________ 

 
PART A: MEDICAL FACTS  
1. Approximate date condition commenced: ________________________________________________________________  

Probable duration of condition: ________________________________________________________________________  

Level of Treatment/Treatment Schedule per year: ________________________________________________________  

Date of your last Examination/Treatment: _______________________________________________________________ 

 
2.  Page 5 describes what is meant by a “serious health condition” under both the FMLA and CFRA.  

 Does the patient’s condition qualify under any of the categories described?   ____No   ____Yes    
 
 If yes, which type of serious health condition listed on Page 5 applies: ____1 ____2  ____3 ____4 ____5  ____6 

 
PART B: AMOUNT OF CARE NEEDED  
3.  Is the employee/patient able to perform the essential functions of his/her job?   ____No  ____Yes    
 (Please see provided job description and contact the employer (Section 1, page 1) with any questions you may 

have regarding essential job functions or requirements.) 
 
4 Is the employee/patient able to perform work of any kind? ____No   ____Yes    
 

If yes, please identify below (restrictions should take in to consideration the employee’s regular job duties and 
be specific as to physical,   mental  or medical limitations.  A current job description or job task analysis is 
attached to this Certification. The District may be able to reasonably accommodate any medically necessary 
work restrictions in an alternate job assignment.  Is the need for work preclusions or restrictions permanent?   
____No  ____Yes   ______ Undetermined at this time. 

 
5.  Can the employee/patient work a reduced work schedule or perform essential job functions with 

reasonable accommodation(s)?       ____No ____Yes    If yes, describe all relevant work restrictions:  
 
 ___________________________________________________________________________________________ 

   

(continued on next page) 
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When answering these questions, please keep in mind that the employee/your patient’s need for care can 
include assistance with basic medical, hygienic, nutritional, safety, or transportation needs, or the provision of 
physical or psychological care.  

 

5.  Will the employee/patient be incapacitated for a single continuous period of time, including any time for 

treatment and recovery?  ____No  ____Yes   

   

Estimate the beginning and ending dates for the period of incapacity:  

Beginning:  __________________           Ending:  __________________  

 

 
7.  Is it medically necessary for the employee to miss work on an INTERMITTENT basis or requires a REDUCED 

WORK SCHEDULE?   

 
Date Intermittent Leave Begins: _____________   Date Intermittent Leave Ends: _______________   

 
Please indicate the estimated frequency of the employee’s need for intermittent leave due to the serious 

health condition, and the duration of such leaves (e.g. 1 episode every 3 months lasting 1-2 days):  
 

Frequency: ____ time(s) per _____week(s) _____month(s) Duration: _____hour(s) or ____ day(s) per episode 

 

 

8. If the employee/patient has requested leave on an intermittent or reduced schedule leave basis (please see 

the employee’s/patient’s response to the nature of the requested leave), is it medically necessary for the 

employee/patient to receive necessary medical care on an intermittent basis, including any time for recovery?  

____No  ____Yes   

 

If yes, estimate the hours of needed care by the employee/patient: 

 

_______ Hours per Day         _______ Days per Week          From:  ___________ through:  ______________ 

 

 

9. If the patient has requested leave on an intermittent basis for anticipated flare ups (please see the 

employee’s/patient’s response to the nature of the requested leave) will the condition cause or contribute to 

episodic flare-ups periodically preventing the patient from performing his/her job functions?   

____No  ____Yes   

 

 Is it medically necessary for the employee to be absent from work during the flare-ups? ____No  ____Yes   

 If yes, explain: _________________________________________________________________________ 

 

 Please estimate the frequency of flare-ups and the duration of related incapacity that the patient may have 

over the next 12 months (e.g., 1 episode every 3 months lasting 1-2 days) 

 

 Frequency: ___ times per _____week(s) _____month(s) 

 

 Duration: _____ hours or _____ day(s) per episode 

 

 
10. Reduced Schedule Leave: Is it medically necessary for the employee/patient to work less than the employee’s 

normal work schedule due to the serious health condition of the employee?  
 

If yes, please indicate the part-time or reduced work schedule that is medically necessary: 
 

___ hour(s) per day; ___days per week, from __________ through ___________ 
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11. Time Off for Medical Appointments or Treatment: Is it medically necessary for the employee/patient  to take 
time off work for doctor’s visits or medical treatment, either by the health care practitioner or another 
provider of health services?          

 
If yes, please indicate the estimated frequency of the employee’s need for leave for doctor’s visits or medical 
treatment, and the time required for each appointment, including any recovery period: 

  
Frequency: ____ time(s) per _____week(s) _____month(s)  Duration: _____hour(s) or ____ day(s) per 

appointment/treatment 

 

ADDITIONAL INFORMATION: 

 
_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

_________________________________________________________________________________________________ 

 
___________________________________________      _______________________________ 
 Signature of Health Care Provider           Date  

 
 

___________________________________________ 

Medical License/Authorizing License Number 
 
I certify that I am providing care for the patient identified in this document and that the statements made by me are 
true and correct to the best of my knowledge. 
 
IMPORTANT NOTE: The California Genetic Information Nondiscrimination Act of 2011 (CalGINA) prohibits employers 
and other covered entities from requesting, or requiring, genetic information of an individual or family member of 
the individual except as specifically allowed by law. To comply with the Act, we are asking that you not provide any 
genetic information when responding to this request for medical information. “Genetic Information,” as defined by 
CalGINA, includes information about the individual’s or the individual 's family member's genetic tests, information 
regarding the manifestation of a disease or disorder in a family member of the individual, and includes information 
from genetic services or participation in clinical research that includes genetic services by an individual or any family 
member of the individual. “Genetic Information” does not include information about an individual’s sex or age. 
 
Note: Authority cited: Section 12935(a), Government Code. Reference: Section 12945.2, Government Code; California 
Genetic Information Nondiscrimination Act, Stats. 2011, ch. 261; Family and Medical Leave Act of 1993, 29 U.S.C. § 
2601 et seq.; and 29 C.F.R. § 825. 
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Serious Health Conditions          
 
“Serious health condition” means an illness, injury (including, but not limited to, on-the-job injuries), impairment, or 
physical or mental condition of the employee or a child, parent, or spouse of the employee that involves either 
inpatient care or continuing treatment, including, but not limited to, treatment for substance abuse. A serious health 
condition may involve one or more of the following:  
 
1. Hospital Care  
 
Inpatient care (i.e., an overnight stay) in a hospital, hospice, or residential medical care facility, including any period 
of incapacity or subsequent treatment in connection with or consequent to such inpatient care. A person is considered 
an “inpatient” when a heath care facility formally admits him or her to the facility with the expectation that he or she 
will remain at least overnight and occupy a bed, even if it later develops that such person can be discharged or 
transferred to another facility and does not actually remain overnight.  
 
2. Absence Plus Treatment  
 
(a) A period of incapacity of more than three consecutive calendar days (including any subsequent treatment or period 
of incapacity relating to the same condition), that also involves: 
 
(1) Treatment two or more times by a health care provider, by a nurse or physician’s assistant under direct supervision 
of a health care provider, or by a provider of health care services (e,g, physical therapist) under orders of, or on 
referral by, a health care provider, or 
 
(2) Treatment by a health care provider on at least one occasion which results in a regimen of continuing treatment 
under the supervision of the health care provider.  
 
3. Pregnancy [NOTE: An employee’s own incapacity due to pregnancy is covered as a serious health condition under 
FMLA but not under CFRA]  Any period of incapacity due to pregnancy, or for prenatal care.  
 
4. Chronic Conditions Requiring Treatment  
 
A chronic condition which:  
 
(1) Requires periodic visits for treatment by a health care provider, or by a nurse or physician’s assistant under direct 
supervision of a health care provider;  
 
(2) Continues over an extended period of time (including recurring episodes of a single underlying condition); and  
 
(3) May cause episodic rather than a continuing period of incapacity (e.g., asthma, diabetes, epilepsy, etc.).  
 
5. Permanent/Long-term Conditions Requiring Supervision  
A period of incapacity which is permanent or long-term due to a condition for which treatment may not be effective. 
The employee or family member must be under the continuing supervision of, but need not be receiving active 
treatment by, a health care provider. Examples include Alzheimer’s, a severe stroke, or the terminal stages of a 
disease.  
 
6. Multiple Treatments (Non-Chronic Conditions)  
Any period of absence to receive multiple treatments (including any period of recovery  therefrom) by a health care 
provider or by a provider of health care services under orders of, or  on referral by, a health care provider, either for 
restorative surgery after an accident or other injury, or for a condition that would likely result in a period of incapacity 
of more than three consecutive calendar days in the absence of medical intervention or treatment, such as cancer 
(chemotherapy, radiation, etc.), severe arthritis (physical therapy), or kidney disease (dialysis).  
 
Note: Authority cited: Section 12935(a), Government Code. Reference: Section 12945.2, Government Code; California 
Genetic Information Nondiscrimination Act, Stats. 2011, ch. 261; Family and Medical Leave Act of 1993, 29 U.S.C. § 
2601 et seq.; and 29 C.F.R. § 825. Appendix B, Form WH-380, as revised December 1994 
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