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Regular Meeting
Tuesday, November 10, 2009 — 4:15 p.m.
Board Room - District Office

AGENDA POSTED: November 6, 2009 - Personnel Commission Office Window

1.0

2.0

3.0

4.0

5.0

6.0

CALL TO ORDER  By: Time:
ROLL CALL
PRESENT ABSENT
Chairperson: Speed Castillo
Vice-Chairperson Audrey Cherep
Commissioner Ron Costello

Executive Director Victoria Wintering, Ph.D.

PLEDGE OF ALLEGIANCE

Personnel Commission Chairperson, Speed Castillo, will lead the Pledge of Allegiance to the
Flag of the United States of America.

PUBLIC COMMENTS: REQUEST TO SPEAK TO AGENDA AND NON-AGENDA ITEMS

This is the appropriate point in the agenda for those present to speak to any item on the
agenda.

Those who wish to speak to any item of concern not on the agenda, no action will be taken at
this time.

GENERAL FUNCTIONS Reference Action
5.1 Approve the agenda as submitted or amended. Moved by
Seconded
Vote
5.2 Approve minutes of regular meeting of Exhibit A Moved by
October 13, 2009. Seconded
Vote
5.3 Approve minutes of the Special Meeting Exhibit B Moved by
of Qctober 27, 2009. Seconded
Vote
5.4 Communication No Action Required

SELECTION PROCESS

6.1 List of Current Recruitments (Test Plan) Exhibit C No Action Required



The Personnel Commission ANAHEIM

Anaheim Union High School District UNION

501 Crescent Way e Post Office Box 3520 HIGH

Anaheim e California 928033544 ScHooL

Page: 2 of 2 DISTRICT
AGENDA

7.0

8.0

9.0

10.0

11.0

Regular Meeting
Tuesday, November 10, 2009 — 4:15 p.m.
Board Room - District Office

CLASSIFICATION AND SALARY
7l Approve the classification of Exhibit D

Instructional Assistant-Bilingual/Arabic,

at salary range CSEA-47.
RULES AND REGULATIONS
8.1 Personnel Commission Rules, Chapter 16, Exhibit E

First Reading

OTHER

9.1 Unfinished Business

9.2 Commissioner’'s Comments

NEXT REGULAR MEETING

Date: December 8, 2009

Time: 4:15 p.m.

Location Board Room-District Office
ADJOURNMENT: p.m.

Moved by
Seconded
Vote

No Action Required

No Action Required

No Action Required



EXHIBIT A

The Personnel Commission ANAHEIM
Anaheim Union High School District UNION
501 Crescent Way o Post Office Box 3520 HIGH L
Anaheim o California 928033544 ScHoOL
Page: 1 of 2 DISTRICT
MINUTES

Regular Meeting
Tuesday, October 13, 2009 — 4:15 p.m.
Board Room - District Office

1.0 CALL TO ORDER

The meeting of the Personnel Commission of the Anaheim Union High School District was
called to order by Chairperson Speed Castillo at 4:15 p.m.

2.0 ROLL CALL

Present: Speed Castillo, Chairperson, Audrey Cherep, Vice Chairperson, Ron Costello,
Commissioner, and Victoria Wintering, Executive Director,

3.0 PLEDGE OF ALLEGIANCE

Personnel Commission Chairperson Speed Castillo led the Pledge of Allegiance to the Flag
of the United States of America.

4.0 PUBLIC COMMENTS
There were no public comments.
5.0 GENERAL FUNCTIONS

5.1 On the motion of Ms. Cherep, duly seconded and unanimously carried, the
Personnel Commission adopted the agenda as amended.

5.2 On the motion of Ms. Cherep, duly seconded and unanimously carried, the
Personnel Commission approved the minutes of the regular meeting of September
9, 2009.

5.3 On the motion of Mr. Costello, duly seconded and unanimously carried, the
Personnel Commission approved the minutes of the special meeting of September
22, 2009.

5.4 Communication
The Personnel Commissioners discussed the current recruitment flyers for
Instructional  Assistant-Special Education, Instructional Assistant-Severely
Handicapped, Instructional Assistant-Mathematics, Instructional Assistant-Bilingual
(Spanish), and Sign Language Interpreter.
6.0 SELECTION PROCESS

6.1 List of Current Recruitments (Test Plan)
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Regular Meeting
Tuesday, October 13, 2009 — 4:15 p.m.
Board Room - District Office

6.2 Certification/ratification of eligibility lists

On the motion of Ms. Cherep, duly seconded and unanimously carried, the Personnel
Commission approved the certification of the eligibility list for Operations Supervisor.

7.0 CLASSIFICATION AND SALARY
7.1 On the motion of Ms. Cherep, duly seconded and unanimously carried, the Personnel
Commission approved the reclassification of the position of Pamela Fuller from

Instructional Assistant-Special Education at salary range CSEA-43 to Instructional
Assistant-Severely Handicapped at salary range CSEA-51, effective October 22, 2009.

8.0 OTHER
8.1 Unfinished Business

The Personnel Commission discussed the date and time of a special meeting to be
held for a closed session to discuss the hearing findings of hearing HR-2008-09-02.

8.2 Commissioner's Comments

9.0 NEXT REGULAR MEETING

Date: Tuesday, November 10, 2009
Time: 4:15 p.m.
Location: Board Room

10.0 ADJOURNMENT

The Personnel Commission adjourned the meeting at 4:30 p.m.

Speed Castillo, Chairperson



o EXHIBIT B

The Personnel Commission
Anaheim Union High School District UNION
501 Crescent Way e Post Office Box 3520 HIGH ®
Anaheim o California 928033520 SCHOOL
Page: 1 of 2 DISTRICT
MINUTES

1.0

2.0

3.0

4.0

5.0

Special Meeting
Tuesday, October 27, 2009, 11:00 a.m.
Board Room- District Office

CALL TO ORDER

The meeting of the Personnel Commission of the Anaheim Union High School District
was called to order by Chairperson Mr. Castillo at 11:08 a.m.

ROLL CALL

Present: Speed Castillo, Chairperson, Audrey Cherep, Vice Chairperson, Ron Costello,
Commissioner, and Victoria Wintering, Ph.D., Executive Director.

PLEDGE OF ALLEGIANCE

Personnel Commission Chairperson Speed Castillo led the Pledge of Allegiance to the
Flag of the United States of America.

PUBLIC COMMENTS

Ken Ball, CSEA Labor Relations Representative, spoke on behalf of employee
Christina Loya, regarding the outcome of hearing HR-2008-09-02.

CLOSED SESSION
5.1 Adjourn to Closed Session
Public Employee Discipline/Dismissal/Release (Government Code 54957)
Appeal Decision on:
Case # HR-2008-09-02
Adjourned to Closed Session at 11:09 a.m.
Reconvened to Regular Meeting at 11:17 a.m.
On the motion of Ms. Cherep, duly seconded and unanimously carried, the
Personnel Commission sustained the recommendation made by Terri Tucker,

hearing officer, to uphold the action of the District regarding case # HR-2008-09-
02.

6.0 NEXT REGULAR MEETING

Date: Tuesday, November 10, 2009
Time: 4:15 p.m.
Location: Board Room-District Office



The Personnel Commission ANAHEIM
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501 Crescent Way e Post Office Box 3520 HIGH ®
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Special Meeting
Tuesday, October 27, 2009, 11:00 a.m.
Board Room - District Office

7.0 ADJOURNMENT

The Personnel Commission adjourned the meeting at 11:20 a.m.

Speed Castillo, Chairperson
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EXHIBIT D

Personnel Commission Spec. Est. 11/10/09
Anaheim Union High School District

INSTRUCTIONAL ASSISTANT - BILINGUAL (ARABIC)

DEFINITION:

Under the direction of an assigned supervisor, assist a certificated teacher in providing
instruction to individuals or small groups of limited or non-English speaking students in a
classroom environment by interpreting written materials and oral lectures; serve as an
interpreter for teachers or non-English speaking parents as assigned; performs related
duties as assigned.

ESSENTIAL DUTIES:

The classification specification does not describe all duties performed by all incumbents
within the class. This summary proves examples of typical tasks performed in this
classification.

Assist a certificated teacher in providing instruction to individuals or small groups of limited
or non-English speaking students in a classroom environment by interpreting written
materials and oral lectures; interpret for teachers or non-English speaking parents as
assigned; monitor students in the classroom to assure understanding of material being
presented; answer student questions; assist students in reviewing homework assignments
and test results; report student progress and behavior to teachers as needed; provide after-
school tutoring for students; provide classroom support to teachers by setting up work
areas and displays, operating equipment and distributing and collecting paper, supplies and
materials; confer with teachers concerning programs and materials to meet student needs;
administer and score a variety of tests according to established guidelines; assist in
determining English proficiency of identified students; explain and interpret results to
appropriate parties; read books to students and observe their reading abilities as assigned;
assist students with letter and word pronunciation and recognition.

Perform a variety of clerical duties such as preparing, typing, duplicating and filing
instructional materials, scoring papers and recording grades; maintain student files as
assigned; record student attendance; operate a variety of classroom and office equipment
including a computer, copier, typewriter and laminator; monitor students during outdoor
activities; assist teachers during field trips and a variety of instructional excursions; assure
the health and safety of students by following health and safety practices and procedures;
maintain learning environment in a safe, orderly and clean manner; serve as an interpreter
for parent conferences, IEP meetings and telephone calls as needed; attend and participate
in staff meetings; attend various in-service meetings as assigned.

MARGINAL DUTES:
Assists with initial and annual language assessments of students in English and
Arabic.

MINIMUM QUALIFICATIONS:

Any combination of education, training and/or experience, which demonstrates
that the applicant is likely to possess the required skills, knowledge’s and abilities,
may be considered.

Education & Training:
Graduation from high school.

Experience:
One year experience using oral and written bilingual skills in an instructional setting.



Instructional Assistant — Bilingual (Arabic) - Continued Page 2

Licenses and Other Reguirements:

Must be bilingual in the Arabic language. Paraprofessionals who assist in classroom
instruction must meet the following requirements as set forth in the No Child Left Behind
Act of 2001: must pass assessment that demonstrates knowledge of and the ability to assist
in teaching reading, writing and mathematics OR, may meet requirement with possession of
an Associate’s or higher level degree in the field of education.

EMPLOYMENT STANDARDS:

KNOWLEDGE OF:

Basic subjects taught in District schools including arithmetic, reading, writing, grammar and
spelling.

Basic instructional methods and techniques.

Safe practices in classroom and playground activities.

Correct English and Arabic usage, grammar, spelling, punctuation and vocabulary.
Requirements of maintaining a learning environment in a safe, clean and orderly condition.
Child guidance principles and practices.

Operation of standard office and classroom equipment including a computer.

Basic record-keeping and filing techniques.

Classroom procedures and appropriate student conduct.

Interpersonal skills using tact, patience and courtesy.

ABILITY TO:

Speak, read, write and interpret fluently in Arabic and English.

Assist with instruction and related activities in a classroom or assigned learning
environment.

Reinforce instruction to individual or small groups of students as directed by the teacher.
Monitor, observe and report student behavior and progress according to approved policies
and procedures.

Perform a variety of clerical duties including typing, filing and duplicating materials.
Establish and maintain cooperative and effective working relationships with others.
Communicate effectively both orally and in writing.

Understand and follow oral and written instructions.

Operate standard office and classroom equipment including a computer.

Observe health and safety regulations.

PHYSICAL DEMANDS

Employees in this classification stand, sit, walk, lift and carry up to 50 Ibs. or more, with
assistance, stoop, bend repeatedly, use fingers, wrists or hands repetitively while applying
pressure or in a twisting motion, use both hands and legs simultaneously, push, pull,
maintain balance, stoop/bend, kneel, reach over head, have rapid mental/muscular
coordination, speak clearly, hear normal voice conversation, have color vision, distinguish
shades, see small details, use a computer and telephone.

WORK ENVIRONMENT:

Employees in this classification work primarily indoors, in direct contact with students, the
public and other district staff, exposed to minor contagious illnesses (colds, flu, etc.), may
be exposed to severe contagious illnesses/disease (tuberculosis, measles, mumps, chicken
pox, hepatitis, etc.), work without guidance from supervisor.

FLSA: non-exempt
Salary Range: CSEA/47



EXHIBIT E ¢

RULE 16

LEAVES OF ABSENCE

16.1 GENERAL PROVISIONS
16.1.1 Definition of Leave of Absence

A leave of absence is when a regular employee is absent from
duty with or without pay for a specific period of time and
approved by the District

16.1.2 Right to Position Upon Return

An employee granted a paid or unpaid leave of absence of six
(6) months or less shall have the right to return to the
position held at the time the leave was granted.

16.1.3 Right to Position For leaves Over Six (6) Months

An employee granted a paid or unpaid leave of absence of
more than six (6) months shall have the right to return to a
position of equal hours, months and pay in the same
classification held at the time the leave was granted.

16.1.4 Authorized Leave Is Not A Break In Service

Approved leaves that are paid shall not constitute a break in
service.

16.1.5 Continuation of Benefits During Paid Leave

An employee on a paid leave of absence shall continue to
accrue all benefits to which they are entitled as a regular
employee.

16.1.6 Health coverage During Leave

An employee, who is otherwise eligible for health insurance,
shall continue to receive such benefits during all periods of
paid leave. An employee absent on an approved unpaid leave
may be allowed to maintain health coverage benefits either
by remitting monies to the District to cover the cost of such
insurance.

16.1.7 Cancellation of Voluntary Leave

The Board of Trustees may cancel any discretionary leave of
absence for good cause by giving the absent employee due
notice. Due notice shall allow sufficient time for the
employee to return to work, but shall not be less than five
(5) working days.



16.1.8

Failure to Report For Duty After A Leave Is Cancelled

Failure to report for duty within three (3) working days after
a leave has been canceled shall be considered abandonment
of position and the employee may be terminated by the Board
of Trustees. Termination for abandonment shall be deemed
for cause and treated as a disciplinary action.



16.1.9

16.1.10

16.1.11

16.1.12

16.1.13

Licenses/Certificates Maintained

Any employee required to hold a license or certificate at the
time a leave is granted may not return to employment after
the leave without a valid license or certificate.

Employment While on Leave (68-586:8)

An employee, while on leave ef-abseree other than vacation, may
not accept other gainful employment with-another-empleyer, except
ordered military service or Peace Corps service, without express
prior approval of the Board of Trustees.

Absence Forms and Reports

Reports and forms of absence required by the District shall
be submitted with the employee’s time report.

Holidays During Paid Leave

Authorized paid holidays which occur during a period in
which an employee is on paid leave of absence shall be paid
as holiday pay and shall not be deducted from any paid leave
days being used or eligible to be used by the employee.

Order of Available Leaves For Industrial Iliness or Injury

An employee who is absent related to iliness or injury shall
utilize available leaves in the following order:

A. Industrial Accident and Iliness Leave ( if
applicable).

B. Accrued or advanced sick leave.

C. Compensatory Time.

D. Accrued or advanced vacation days.

E. Extended leave.

F. Some leaves may be concurrently utilized.

Reference: Education Code 45190, 45191, 45203

16.2 Paid SICK LEAVE (66+486-2) Conditions of Leaves (60.500)

16.2.1

Definition of Sick Leave

Sick leave is the authorized absence of an regular employee when
the absence is due to:

A. Physical or mental inability to perform the usual and
customary duties of the position due to because-eof
iliness, er injury or legally established quarantine



B. A visit to a licensed physician, dentist, medical
practitioner, psychologist or other therapist for
examination, treatment, consultation or therapy
related to iliness, injury or legally established
quarantine.

16.2.2 Number of Sick Leave Days Earned

Regular classified employees shall earn:

A. One (1) day of sick leave for each month of paid
service.
B. A regular employee must be in paid status for one-half

(1/2) or more of the working days in the month to
earn sick leave for the month.

C. Employees assigned to a work year of less than twelve
(12) months or less than forty (40) hours per week
shall accrue sick leave credit pro-rated in the
proportion of the number of hours worked per week
compared to forty (40).

D. Classified confidential and management employees
(probationary and permanent) shall earn paid sick leave in
accordance with the provisions of Education Code Section
45191.

E. Sick leave for 12 month Classified Confidential and
Management employees shall be earned, for salary
computation purposes, at the rate of one and two-tenths
(1.2) days for each full calendar month of paid service. with
an annual maximum of fourteen and four-tenths (14.4) days.
Classified Confidential and Management employees working
less than 12 months are entitled to sick leave benefits on the
following prorated basis:

11 month employees 11 days
10 month employees 10 days
9 month employees 9 days

Part-time employees shall earn sick leave pay on a prorated
basis.

16.2.3 Pay Rate For Sick Leave

Pay for any-day-ef sick leave shall be the same pay the employee
would have received #-hefshe had they worked that day.

16.2.4 Sick Leave Carry-Over



16.2.5

16.2.6

16.2.7

16.2.8

Ynused-Sick leave accrued, but not used, shall carry over from

one fiscal year to another may-be-aceumulated without limit

accumulation.

Probationary Employees’ Use of Sick Leave

may not use more than six (6) days of paid sick leave during their
initial probationary period. This rule shall not apply to
permanent classified employees in probationary status.

Sick Leave Advanced

At the beginning of each fiscal year, the sick leave “bank” account
of the employee shall be increased by the number of days of paid
sick leave which hefshe would normally be earned in the ensuing
fiscal year. An employee’s advanced sick leave “bank” shall be
adjusted should i a change of assignment alters the amount of sick
leave which the employee can earnable.

Notification of Absence Reguestfortleave{66-500:1)

In order to receive compensatlon wh-r}e—a-bseﬁt—en for 5|ck Ieavejr oF

t—he an employee must ﬁefsenaJw notlfy the Dustrlct in accordance
with procedures established by the employee’s supervisor or
the District. If no procedure has been established, the
employee shall notify their immediate supervisor er-designee
prior to the start of their work day if possible, but not later
than ef-the-absence-within the first working hour of each day of
absence. Swing shift personnel must personally notify the
immediate supervisor er-designee of the absence no later than
10:00 a.m. of each day absent. If conditions make notification
impossible, the burden establishing impossibility efpreefef

impossible-eenditions shall be upon the employee.

All requests for leave, with or without pay, shall be made on forms
provided by the-Persennel-Director Human Resources and shall
state specifically the reasons for the request, the date desired to
begin the leave, and the probable date of return. The request shall
be submitted to Human Resources the-Persennel-Birector as far in
advance of the requested starting date is reasonably possible.

Notification of Return To Work Bistriet(66-500-4}

In order to allow the District the opportunity to make
arrangements for the return of an absent employee, Atteast
one-day-prierto-hisfher-expected te-werk, the employee shall notify
his/her their immediate supervisor of their pending return as
soon as possible, but not later than 3:00 p.m. of the work day
preceding the employee’s return.

irorder-thatamy-substitute
employee-may-be-terminated. If the an employee fails to notify



16.2.9

16.2.10

16.2.11

histher their immediate supervisor and beth-the-employeeand-the

a substitute has been assigned to work the day the employee

returns repers-the-substitute-isentitled-to-the-assignment-and the

employee may be sent home shal-retreceivepay for that day
without pay.

Doctor's Note May Be Required VYerificationofabsence

If the District has reason to question an employee’s absence
from duty, regardless of the duration of the absence, the
District Beard may require the employee to present a
statement from a state-licensed physician or other source
acceptable to the District, verifying the nature and/or
duration of the illness by the end of the ensuing pay period.

An employee absent five (5) consecutive working days shall
provide the District with a doctor’'s statement verifying
medical necessity and duration of the illness, as well as the
start and expected return to work date. The medical
certification should not include any confidential medical
information. Failure to submit a medical certification for the
period of sick leave may result in an unexcused Ieave without

General Right to Require Medical Exam

The District shall have the right to have an employee
examined by a state-licensed physician, at District expense,
whenever there is a reasonable question as to the employee’s
physical, mental or emotional ability to perform the duties of
their position.

No Sick Leave Payoff

When an employee leaves employment with the District,

hewever—no-compensationmay-bereceivedforunused accumulated
sick leave shall not be paid upentermination.



Revocation of Leave (60.500.2)

A leave of absence may be revoked by the Personnel Director upon
evidence that the cause for granting it was misrepresented or has
ceased to exist; but before any revocation is ordered, the employee
shall be so notified and shall have the right to request a hearing
before the Personnel Commission.

Reference: Education Code 45233, 45136, 45137, 45191, 45196.5

16.3 EXTENDED SICK LEAVE

16.3.1

Extended Additienat Sick Leave (66-400-3) Hlnress-AbsencesPelicy
for Classified Emp] (60-400-14){Education Code Seeti
45192y

All permanent classified employees who have exhausted all

accrued and advanced A-confidential-or-management-employee

whe-is-absent-from-duty-because-of ilness-or-aceident -beyond
histheraceumulated sick leave shall receive extended sick leave
benefits be paid at the rate of 50% of their kisther daily rate of
pay subject to the following conditions: fer-these-daysbeyend

A. Extended This-additional-paid sick leave, whenadded-te
histheraceumutated-siekteave; shall not exceed 100 working

days in any one fiscal year.

B. When a regular classified employee has exhausted all
accrued, advanced or tshall-netbeaccumulativeandshalt
be-exclusive-of-any other paid leave, and continues to be
unable to resume the duties of their position due to
iliness or injury, the employee will be placed on
extended sick leave.

C. Accrued and advanced sick leave, accrued authorized
compensatory time off and accrued helidays; vacation
days must be used before an employee can receive
extended leave pay as described in Subsection A above
and is included in the 100 working days extended sick

leave period. eortime-to-which-the-employermaybe
entitled: Ifthe-absence-is-due-te-nen-industrial-acecident-or

Hress;-theleave-shallrun-concurrently-with-sickdeave: The



extended sick leave described above shall be granted to all

classified corfidential-and-management employees on July 1

of each year.



16.3.2 Extended Sick Leave and Next Fiscal Year

When the entitlement to extended sick leave is not exhausted
at the end of a fiscal year, and the employee continues to be
sick or disabled, the employee shall be entitled to receive the
regular and extended sick leave benefits available for the
new fiscal year. Extended sick leave shall not accumulate
from year to year.

16.3.3 Verification of Iliness

All rules governing verification of ililness and medical
examination in these rules shall also apply to absences taken
under this rule.

16.3.4 Termination of Sick Leave {66-406-4}

If, at the conclusion of all sick leave and additional leave, paid or
unpaid, granted under this rule, the employee is still unable to
assume their duties ef-histherpesition;—hefshe they will be placed
on a reemployment list for a period of 39 months in the same
manner as if he/she were laid off for lack of work or lack of funds.

In the event of an absence of a permanent classified employee
because of personal illness, work incurred injury, or off-the job
injury which occurs or continues after all entitled sick leave,
vacation, and any other paid leave-of-absence benefits have been
exhausted, the following policy shall apply:

A. If the employee is not medically able to assume the duties of
their histher position, khe/she they shall be placed on a
reemployment list for a period of 39 months. When
medically able during the 39 month period, they he/she shall
be employed in a vacant position in the class of histher their
previous assignment over all other available candidates
except for a reemployment list established because of lack of
work or lack of funds, in which case they kefshe shall be
listed in accordance with appropriate seniority regulations.

B. 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
within a period of seven days after written notification shall
be dismissed.

C. An employee will be taken off the 39-month reemployment
list if they have hefshe-has not been placed in a vacant
position within 39 months.

Reference: Education Code 45136, 45190, 45191, 45195, 45196,
45196.5



16.4 INDUSTRIAL ACCIDENT AND INDUSTRIAL /ILLNESS LEAVE
(66-466-5)

16.4.1

16.4.2

16.4.3

Sixty (60) Working Days of Full Paid Leave

All regular classified employees (exeepttemperary-or-substitute
I } inaf i i Identonindastisi
iHaess shall be entitled to this Ieave. granted-inaccerdance-with

riter A classified employee who is absent from duty for causes

which are District related because-efresultingfrom—an
industrial accident, illness or injury er-cendition-incurred-on-duty;

which-guatified-underWerkers'-compensation-Insuranee; shall be
entitled granted to not more than exceed-a-tetal-of sixty (60)

working days for each industrial injury, accident or illness. If
the full sixty (60) working days overlap into the ensuing
fiscal year, the employee shall be entitled only to the
remainder of the sixty (60) working days not used. This
leave is non-cumulative and may be taken only during those
periods when the employee would normally have been in paid

Reporting of Injury

In the case of an industrial accident or injury, the employee
must report the incident to their supervisor on the same day
whenever possible. Injuries not reported the same day
require justification for the delay. When an employee is
absent from duty due to an industrial accident or illness, they
shall notify their supervisor within the first day of absence
that the injury is industrial.

Leave Commences on First Day

Oeeupational-Heave-shall-be-granted-from-the An industrial

accident or iliness leave shall commence on the first day of

absence and disability-but shall rot-extend-beyond-thelast-day-for



16.4.4

16.4.5

whieh-temperary-disability-indernnity-isreceived be reduced by
one day for each day of authorized absence. Only-abserees

Workers” Compensation Check Endorsed To District

While-an-empleyee-is-en-any During all paid leaves resulting from
an industrial accident or industrial iliness, the employee’s satary-paid

by-the-Distriet shall endorse to the District any net—when-added
te-anormal temporary disability indemnity checks received on
account of their industrial accident or illness. allewance-award
Compensation-InsuranceLaws,—exceed-theemployee’sregular
satary- The District shall issue to the employee appropriate
warrants for payment of wages, loss of benefits, salary
and/or Ieave benefits and shall deduct normal retlrement and

Use of Sick Leave After Exhaustion of Sixty (60) Days

Upon exhaustion of industrial accident/ Sheuld-the-employee’s
absence-due-to-an-occupationaHnjury-or iliness leave, extend
beyond-sixty{(66)-consecutive-working-days—the employee shall be



16.4.6

16.4.7

16.4.8

entitled permitted to use accumulated persenat-sick leave. If the
employee continues to receive unti-temporary disability
indemnity, sick leave will be reduced only in the amount
necessary to provide not more than the employee’s full
salary. payments—cease—unti-he/shereturnsto-duty—oruntil

Lo fito t | B ) _

Use of Other Leaves After Exhaustion of Sick Leave

After all accumulated sick leave has been exhausted, an
employee will be paid accumulated compensatory time,
accrued vacation and then the employee will be placed on
extended iliness leave.

Placement on Reemployment List on Exhaustion of Leave

When all available paid or unpaid leaves have been exhausted,
and the employee is unable to return to work, they ef-absence

have-been-exhausted-followingan-industrial-aceidentor-industrial
Hness;the-employee’s—rame shall be placed on a the reemployment

list for the-elassfrem-which-he/she-was-enleave foraperiod-notte
exeeed thirty-nine (39) months. When the employee is

medically able to

Ypen return to work, servicefrom—any-paid-orunpaidleave

ire £ ndustrial ldentorindustrial il ’
emptoyee they shall be reemployed in a vacant position in the

class according to their seniority on the list. assigned-tea

Abolishment of Previous Classification

If the employee’s class has an—former been abolished during
their absence and eeased-te-exist, the employee has been

released to return to work, may-bereassighed-orplaced-ena



suitable-reemploymentlist the employee shall be placed in a

vacant position in a comparable class for which the employee
is qualified as determined by the Personnel Director and
approved by the Commission.

Reference: Education Code 44043, 45190, 45192

16.5 TRANSFER OF SICK LEAVE

16.5.1

Transfer of Sick Leave From Another District

Any classified employee of another school district, county
superintendent’s office, community college, or other public
school agency deemed a school district by California law who
has been employed for one (1) calendar year or more who
was not terminated for cause, who accepts employment with
the other district shall be allowed to transfer his accumulated
sick leave to this District. The newly hired employee shall
request Human Resources to secure the sick leave
information from the former district and submit it to payroll
for inclusion m the employee s sick leave account. was-hired

16.6 UNPAID ILLNESS LEAVE

16.6.1

16.6.2

Six (6) Month Unpaid Leave

An employee, who has exhausted all paid leaves and who
continues to be absent due to iliness or injury, may be
granted an additional six (6) month unpaid leave by the
Board of Trustees.

Right to Return to Classification
Granting an unpaid leave under this Rule shall guarantee the

employee the right to return to a position in their former
class.



Reference: Education Code 45195

16.7 BEREAVEMENT LEAVE (60:400:6)

16.7.1

16.7.2

employee

employee

Three (3) to Five (5) Days of Paid Leave

In the event of the death of a member of the immediate
family, an Every-classified-employee is shall be granted
necessary leave of absence, not to exceed entitled-te three (3)
days, and an additional two (2) days for necessary one way
travel beyond 300 miles of the District. efleave-ofabsencefor
the death-of I £ his/heri ket -or ave-(5)
daysifeut-of-state-traveHsreguired. Additional days of absence
beyond those described herein may be provided under the
terms of Personal Necessity Leave in these Rules. Employees
granted bereavement leave under this Rule shall suffer no
deduction from their salary, nor shall such leave be deducted
from leave granted by other sections of these Rules or the
Education Code.

Immediate Family

Members of the immediate family are:

relative in home

16.7.3

Mother (Stepmother) Sister (Step-Sister)
Mother-In-Law Sister-In-Law
Father (Stepfather) Brother (Step-Brother)
Father-In-Law Brother-In-Law
Husband Grandfather

Wife Grandmother

Son (Stepson) Son-In-Law of
Daughter (Stepdaughter) Daughter-In-Law of
Grandchild of employee Legal Guardian of
Aunt Uncle

Niece Nephew

Foster children Domestic Partner

Discretionary Bereavement Leave

The Superintendent or their designee shall have the discretion
to grant bereavement leave to an employee for persons other
than immediate family when unusual circumstances exist. at

hﬂﬁ%h%dﬁ%&ﬁ—ﬁ—&*h&ﬂﬂd—&—gﬁ&ﬁ%ﬁd&&&ﬁﬁ—l&&fe—&p—ke—bhfee




16.8.1

I , | thetil lati ¢ : e livias

16.8 PERSONAL NECESSITY LEAVE (606:400-10)

Use Up To Seven (7) Days

An elassified-employee may use, upon District approval, not
more than at-histherelection—may-be-granted-a-tetal-of seven (7)
days ef-personal-necessity-leaveannualy—to-bechargedagainst
kisfher accumulated sick leave, in a fiscal year, in fer the following
cases for personal necessity reasens:

A.

Death of a member of his the immediate family when
additional time is needed beyond the bereavement

allowance —“MembeFef—Ehe—Hﬂmedﬁke—Famﬂyias—used—rﬁ

Accident involving the employee’s person or property, or
that of a member of their histhererperson-erpropertyof
histher immediate family, of such a nature that the
immediate presence of the employee is required during
their work hours.

Any other situations of urgency acceptable to the
District, for the purpose of conducting personal
business which is impossible to transact at other than
work hours. Such leave may not be used for seeking
other employment, rendering paid services, for
recreational activities or for withholding services.

) "
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A classified employee shall be allowed to use two of the
seven days of personal necessity absence without loss of pay
in accordance with the following:

ite del A laining-the-davisa! I
reasens-therefere—and

The two days shall not be charged against a classified
employee’s accumulated sick leave; however, if a classified
employee uses this personal necessity absence, he/she will
have a remainder of only five (5) days personal necessity



16.8.2

16.8.3

16.8.4

absence, which if used, shall be deducted from his/her
accumulated sick leave.

Notification of Leave Usage

Classified employees shall make a request to their immediate
supervisor or site administrator and file the "Employee
Absence Report” form. Requests shall be made in advance of
the anticipated absence, except in emergencies or
unexpected situations. In such cases the employee shall
request leave as soon as possible.

Personal Necessity Not Cumulative

Personal necessity leave is non-cumulative and shall not
exceed seven (7) days in a fiscal year.

Tragedy Personal Necessity Leave

A long term personal necessity leave of absence not to exceed
ninety (90) days, may be provided to an employee who experiences
a serious tragedy (life threatening illness/accident) within
his/her immediate family. For purposes of this section, “immediate
family” has been previously defined in 16.7. shall-be-defired-to
= . . : " A
employee’s compensation during such leave shall be equivalent to
the employee’s regular salary and fringe benefits minus the amount
necessary to pay a substitute whether or not a substitute is
employed to replace the unit member while on leave.

16.9 MATERNITY LEAVE

16.9.1

apply:

purposes.

Entitlement to Sick Leave

Regular classified Materrityteaveisprovided female employees
who ehooese-to-be must be absent from their duties because of

pregnancy or convalescence following childbirth shall be entitled
to utilize all regular and extended sick leave benefits to

which they may be entitled. . Confidential-and-Management

Persennel leave for maternity purposes may be taken in one of the
following three ways:

Whichever option is chosen by the employee the following rules shall

a. A leave of absence for maternity purposes (Maternity
Pregnancy Disability Leave).

b. Sick leave for maternity purposes.

C. Combining maternity leave and sick leave for maternity



16.9.2

16.9.3

16.9.4

Medically Certified Absence

Paid leave, including regular and extended sick leave, may be
used for the period of absence medically certified by the

employee s attendlng ?he—em-p+eyee—s+=&a+l—gﬁfe——neaee~ef

and

wﬁh+he~e*peeted~dtne—éate—a+rd—a physraan-s eeﬁrﬁeabe—veaﬁymg
the-pregnancy—This-shall-be-denrcasseonaspessible

approved by the District.

Last Day Able To Work

An Fhe employee requesting maternity leave shall submit a
physician’s statement and a request for leave form to their
immediate supervisor or site administrator. The request for
leave and physician’s statement should be submitted, if
possible, thirty (30) days prior to the anticipated leave—atthe

Return To Work

Prior to returning to work, the An employee whe—haﬁ—ee-m-meﬁeed

or-thepreghancy-is-etherwiseterminated—She shall submit to the
District, a release neticeof-intent to return to work from the
treating four-weeks-prier-to-resuming-herposition;requestan
extensien-ofleave—ersubmitaresignatien-ifFnetreturring—She

l B Lt tor doll : it p
physician. The release must be provided at least three (3)
calendar days prior to the expiration of the leave certifying

that they are sheﬂs—phyﬁeal-y—aﬁd—meﬁta-lw medlcally release to




Reference: Education Code 45193

16.10 UNPAID CHILD CARE LEAVE

16.10.1

16.10.2

16.10.3

Eligibility and Time Lines for Leave

A regular classified employee who is the natural or adoptive
parent of a child may be granted an unpaid child rearing
leave, when medical disability is not a factor. The leave shall
be limited to one (1) year from the time the employee is
medically released to return to work or the completion of the
adoption procedures.

Beginning and Ending Dates

The employee shall establish a beginning and ending date for
the child care leave as far possible in advance of the start of
the leave. The employee shall file a written request for leave
of absence with the site administrator or
division/department head using a District leave of absence
form. The request form will be forwarded to Human
Resources for review, recommended action, and presentation
to the Superintendent and Board of Trustees.

Employee May Return Earlier

An employee must make a written request, at least three (3)
calendar days prior to the expiration of the leave that they
are returning to active service. At the discretion of the
Superintendent or his/her designee this time may be
reduced.

16.11 JURY DUTY LEAVE (66-486-8)

16.11.1

Leave for Jury Duty



16.11.2

16.11.3

When-an Regular classified employees who are is called to serve
on a fer jury duby—hefshe-will shall be entitled to be absent
from duty without loss of pay for the period of the jury
service. be-paid-at-histherregularrate-during-hisfhercourt
serviees. U-p&n+efm+na%|eﬂ—ef—}&w—duﬁby—hefshe—wﬂ4—5hen—su-bmit—the

Notification of Jury Leave

A request for jury duty leave shall be made by presenting the
court summons to the site Administrator or
division/department head. A copy of the court summons
shall be attached to the employee’s time report and
verification of their time served from the court.

Return from Jury Leave

An employee shall return to work from jury duty if they can
complete at least one-half (1/2) of their regular assignment.
At no time shall an employee be expected to put in more
time, when combining jury duty hours and regular work
hours than the employee’s regular assignment or eight (8)
hours. An employee whose regular assignment commences
at 2:00 p.m. or after, and who has served all or any part of
the day on jury duty shall be relieved from work with pay for
that day.

16.12 WITNESS SOURT LEAVE (66-466-9)

16.12.1

16.12.2

Witness Leave of Absence

A leave of absence to serve as a witness in a court case,
administrative hearing or tribunal, or to respond to an official
order from another governmental jurisdiction for reasons not
brought about by the employee being the defendant or
plaintiff, shall be granted to all regular classified employees
W|thout loss of pay.

Notification of Witness Leave

A request for witness leave shall be made to the site
administrator or division/departmental head by presenting
the summons, subpoena or official orders. A copy recerd of
the offieial summons, subpoena or official order shall wilt be filed
attached to the employee’s time report with-the Bistrict Office.



16.12.3

Return from Witness Leave

An employee shall return to work from witness leave if they
can complete at least one-half (1/2) of their regular
assignment. At no time shall an employee b expected to put
in more time, when combining witness hours and regular
work hours, than the employee’s regular assignment or eight
(8) hours. An employee whose regular assignment
commences at 2:00 p.m. or after, or who has served all or
part of the day on witness leave shall be released from work
with pay for that day.

16.13 ABSENCE FOR EXAMINATION/INTERVIEW (68-460-1%)

16.13.1

16.13.2

16.13.3

Absence for Examination

Any classified Every employee inthe-elassified-service shall be

permitted release time to be-absentfremhistherdutiesduring
wetrking-hours-in-erder-te-take any examination given by the
Commission during their regular working hours foerpremetiern
n-the-Distriet without deduction of pay or other penalty. The

employee shall provided that-he/she-gives at least two (2)
working days notice to hisfher their immediate supervisor.

Absence for Interview

Any classified employee shall be permitted release time to
attend an interview for promotion or transfer in the District
during regular working hours without deduction of pay or
other penalty. The employee shall provide at least two (2)
working days notice to their immediate supervisor.

Attendance at Commission Meeting

Any classified employee shall be permitted release time to
attend a Commission meeting at which a recommendation
affecting the employee’s classification, position, salary or
status is being presented. Release time shall be without
deduction of pay or other penalty provided the employee has
given his immediate supervisor at least twenty-four (24)
hours notice and returns to work after the meeting.



16.14 MILITARY LEAVE SERVICE{60-600)
Military Leave Granted Burationof-Leave {60-600-1

Regular cIassnfled employees under off|C|aI orders, In

16.14.1

16.14.2

16.14.3

who are
called to active duty in the Armed Services of the United
States of America, including the Coast Guard, shall be granted
military leave of absence for the period of service consistent

wuth federal and state Iaw te—any—elassmee—emp’reyee-whe—ts-a
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Reserve Service MilitaryReserveTraining {60-466-312)

Regular classified employees who are members of an
authorized reserve corps, and who must be temporarily
absent due to active duty training or exercises shall be
granted a temporary military leave of absence. A temporary
military leave shall not exceed six (6) months.

Thirty (30) Days Leave with Pay EffectsonBenefits (60-660-2)

Regular classified employees shall be granted full pay and other
benefits for the first thirty (30) calendar days of military
leave. Employees on military leave shall be granted salary
advancement and shall continue to accrue seniority for



purposes of layoff. No other benefits shall be provided
during any unpaid portion of the leave.

16.14.4 Official Orders

In order for a paid or unpaid military leave of absence to be
granted, the employee must submit to Human Resources
official orders to active or reserve duty, stating the date to
report.

16.14.5 Return From Military Leave

Upon return from military leave, the employee shall be
reinstated to their same regular position or an equivalent
position in the same class m—aeee-FéaHee—wrt-h—Seet-reﬂ—GG—GGQ—l-
collove | I A

SielkteaverAny Sick leave credits accumulated prior to entry into
military service shall be immediately available to reinstated

employees. Siekleave-credits-shall-not-be-accumulated-during-the
serlod-of-military-service:

Vaeationt Any classified employee who has been employed not less
than six (6) months immediately preceding the date of entry into
military service shall be entitled to a-tump-sumpaymentfer any
earned vacatmn—m—aeeerdanee—w&ht—kmmmn—ef%eet—r&n




16.14.7

PrebationaryPeried: A probationary period employee who enters
military service before completion of histher their probationary

period shall be required, upon histher their return to school district
service following release form military service, to complete the six

(6) month probatlonary penod ﬁewded—hewe&e%t—hat—u-peﬁ

Peace Corps

A regular classified employee who has completed three full years of
service in the District may be granted a leave-of-absence for Peace
Corps service. The leave will be granted for one full school year with
the provision that it will be extended for a second year if the
employee continues in Peace Corps service. When such a leave is
granted, the employee will be transferred to an unassigned status
wherever possible, and upon return will be entitled to a position in
the classification he/she held upon leaving, but not necessarily the
same position. Year-for-year salary credit will be grated for such
experience if it is properly verified to be primarily a job classification
similar to that to which the employee returns.

References: California Military and Veterans Code:

389, 395, 395.01 to 395.06, 395.1 to 395.4

16.15 LEAVE TO SERVE IN EXEMPT/TEMPORARY /LIMITED TERM POSITION

(60-466-15)

16.15.1

16.15.2

Exempt/Temporary/Limited Term Leave

Any regular permanent classified employee who accepts an
assignment within the District to an exempt, temporary, or limited-
term position shall, during such assignment, be considered for
status-purpeses as serving in their hisfher regular position, and

such assignment shall not be considered separation from service.
Return to Regular Position

The employee may, with the approval of the appointing authority,
voluntarily return to their hisfher position or a position in the class
of their histher permanent status prior to the completion of service
in an exempt, temporary or limited-term position. Failure to
complete the required service, unless approved as specified herein,
will constitute abandonment of position and may be grounds for

disciplinary action by-the-appeintingautherity.



16.16 LEAVE ef-Absence WITHOUT PAY {68-466-133

16.16.1

16.16.2

16.16.3

16.16.4

When Granted

Members-of-the-elassified-service Leaves of absence may be
granted speciaHeaves-eofabsence to a classified employee upon
written request of the employee, witheut-payprovided-such
arerecommended-by and the approval of the Superintendent or
their dc'-35lgnee,r sub]ect to the prowsmns of this Rule and

Length of Leave

Leave of absence without pay may be granted for any period
not exceeding six (6) months, but may be extended for six
(6) additional months with the approval of the District.

Reasons

A leave of absence without pay may be granted to an
employee provided they meet the requirements set forth in
this Rule, and for:

A. An employee who desires to attend an educational
mstltutlon or to enter tralnlng to lmprove quality of serwce.

B. Reasons enumerated in this Rule.

C. Reasons deemed satisfactory to the District.

Right to Return Reinstatementfromteave{66-500-33

Granting a leave of absence without pay gives the employee
the right to return to their position at the end of their leave
of absence. Leave without pay is granted only to employees
who desire to return to the District. Upon the expiration of a
leave of absence, an employee shall be reinstated in their histher

former position ifsuech—positon—stil-exists.



16.16.5

16.16.6

16.16.7

16.16.8

16.16.9

Cancellation of Leave Without Pay

The district may, for good cause, cancel an approved leave of
absence by giving the employee due notice

Vacancy Due to leave Without Pay

When a leave without pay is granted, the vacancy thus
caused may be filled for the duration of the leave only. The
position must be held open for the employee on leave.

Notice of Return

Notice of the Aregutar employee's granted-aleave-underthis+ule
Tt sigia aglee;lnenik e IE”.“S Svahable-in-the ellisa‘el EI'E.
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the-dateof the-leaveof-hisfherintentionte return to work at or
before the expiration of a leave without pay shall be made, to
Human Resources, prior to the return of the employee the
Districtservice. The Board may approve or reject the request.
Human Resources will notify an employee, who has been
filling the position temporarily, of the end of assignment.
|aI|H|IE to g'."“a 5H|EI' :'EE'EE "l'llllhel EI E.“sq'da' e lals‘ “E.E'EE EI'aEl_EI'a

Failure to Return fremteave{66-506-5}

Failure to report for duty within three (3) working days after the
date to return from a leave shall be considered abandonment
of position. ef-absence-has-beenrevoked-or-canceled-shat
constidte puterantiedismissal-frormDistriet serviceunless The
employee is subject to dlsaplmary actlon up to and mcludmg
termination. i

Bl fn-whic) ¥ l Fot bt b

Unpaid Leave of Five (5) Days or Less

An unpaid leave without pay may be granted by Human
Resources for a period of five (5) working days or less. The
unpaid leave must be reported on the employee’s time
report.

16.16.10 Unpaid Iliness Leave

Health+ A regular classified employee atthe-discretioneofthe Beard,
may be granted an unpaid leave efabserce-witheutpay for health
reasons. The employee must present a doctor’'s medical
certificate. If granted, this leave will be not longer fer
specifiedperiods-of-timebutusually-netdess than six (6) calendar
months. If, at the conclusion of six (6) months, the
employee is unable to return to duty, they may be granted



one (1) additional six (6) calendar month leave. If the
employee is still unable to return to duty after these leaves
they will be asked to resign in order to be protected for the
thirty-nine (39) month reinstatement period. Failure to
resign will results in termination and loss of reinstatement

16.16.11 Health/Welfare Benefits While on Leave {66-500-7)

An employee on a Board approved leave of absence without pay,
may continue their benefits through the provisions of
Consolidated Omnibus Budget Reconciliation Act (COBRA). participate

the-Busi Sficefor-tt ; e of . bef
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16.16.12 Actof-God-er-Other Catastrophe Event (66-4686-16}

In the event that-a school district facility to which a classified
employee has been assigned for duty is closed on a day on which
the employee would otherwise have been required to perform
assigned duties due to a an-Aet-of-God-er-ether catastrophe and the
employee is thus prevented from performing their hisfher-assigned
duties at the location, they ke/she may be reassigned to perform
duties at another location during the emergency and shall be paid



their histher full pay unless they hefshe fail or refuse to perform
their histher duties at the new location.

16.17 FAMILY SCHOOL PARTNERSHIP LEAVE
16.17.1 Length of Leave
A regular classified employee shall be permitted, with district
approval, to take up to forty (40) hours off each fiscal year,

not to exceed eight (8) hours in a calendar month, to
participate in their child’s school activities.

A. The employee must be a parent, guardian or
grandparent with custody of the child.

B. The child must be enrolled in kindergarten through
grad twelve (12) or attending a licensed child day care
facility.

C. Employees shall utilize vacation, personal necessity,

compensatory time or time off without pay. Absences
shall be taken in units of at least two (2) hours.

D. An employee shall give reasonable advance notice to
his immediate supervisor and complete the appropriate
leave forms.

Reference: Labor Code 230.8
16.18 FAMILY MEDICAL LEAVE
16.18.1 Family Medical Leave

All regular classified employees are entitled to leave in
compliance with state and federal law regarding family and
medical care leaves.

immediate-heusehold-of-the-empleyee: A letter from a medical

doctor substantiating the cause for leave shall accompany the
request for leave. Health benefits shall be paid for up to a
maximum of twelve (12) weeks. Family Medical Hress Leave shall
run concurrently with all other applicable leaves.-except-maternity
feave-



