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SAN MATEO UNION HIGH SCHOOL DISTRICT
AND
CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION
CHAPTER 519
BUSINESS, INSTRUCTIONAL SUPPORT, AND OPERATIONAL SUPPORT SERVICES

ARTICLE I: AGREEMENT
This is an Agreement pursuant to the Government Code Chapter 10.7 commencing with Section
3540, made and entered into this 8" day of June, 2023 between the San Mateo Union High
School District (hereinafter referred to as "District”) and the California School Employees
Association (hereinafter referred to as "CSEA"), and its San Mateo Union High School District
Chapter #519 ("Union"). This Agreement shall remain in full force and effect retroactively from

July 1, 2022 until June 30, 2025.
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ARTICLE Il: RECOGNITION
2.1  This District recognizes the Union as the exclusive representative of the following
employee classifications:
Accountant
Accounting Technician
Administrative Assistant | — School Principal Office Coordinator
Administrative Assistant Il — Assistant Superintendent — Curriculum and
Instruction
Administrative Assistant 11 — Superintendent Office
Athletic Trainer
Attendance & Welfare Technician
Auditorium, Foreperson
Auditorium Technician
Automotive Shop Foreperson
Automotive Serviceperson
Behavior Interventionist Para Educator
Campus Safety Specialist
Career Center Assistant
Career Coordinator
Career Navigator
Carpenter
Carpenter/Locksmith
Carpenter Foreperson
College and Career Advisor
College, Career and Financial Aid Advisor
Communication & Publications Specialist
Community Service Coordinator

Counseling Advisor
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Counseling/Student Service Assistant

Data Control Analyst

District Athletic Coordinator/HR Technician
District Receptionist

District Receptionist/Human Resources Technician
District Testing Assistant

EL & Academic Support Program Assistant
Electrician

Electrician, Foreperson

English Learner Specialist

Enrollment Center Investigator

Environmental Health and Safety Specialist
Equipment Operator

Equipment Operator Foreperson

Executive Assistant

Facilities Maintenance Foreperson

Facilities Maintenance Technician

Facilities Maintenance Technician Il

Facilities Specialist

Facilities Engineer

Family Engagement Coordinator

Family Engagement Program Coordinator
Financial Aid Advisor

General Maintenance, Foreperson

Health Aide

Health Services & Employee Wellness Lead
Heavy Duty Mechanic

Homework Center-Tutoring Program Supervisor
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Human Resources Assistant

Human Resources Assistant/Benefit Technician
Human Resources Technician

Information Technology Specialist
Instructional Assistant |

Instructional Assistant Il

Instructional Services Specialist

Internet Services Specialist

Interpreter for the Deaf

Inventory Control

Library Assistant

Library Media Technician

Mechanic Lead

Mental Health Lead Associate

Mental Health Lead Licensed

Mental Health Therapist

Mental Health Therapist Intern

Mental Health Therapist - TUPE

Mental Health & Wellness Program Assistant
Multilingual Communications Specialist
Office Assistant |

Office Assistant Il
Operations/Maintenance Employee Lead
Painter

Painter, Foreperson

Para Education — Full Inclusion

Payroll Technician

Piano Accompanist
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Purchasing Agent

School Attendance Records Clerk
School Bus Dispatcher

School Bus Driver

School Bus Driver Instructor/Transportation Coordinator
Senior Accountant

Site Accounting Technician

Special Education Van Driver

School Plant Operations Employee
School Plant Operations Employee, Lead
School Records Clerk - General

Special Education Data Technician
Special Education Assistant

Special Education Van Driver

Senior Staff Assistant

Student Data Analyst

Student Data Specialist

Student Nutrition Facility Technician
Student Nutrition Services Assistant
Student Nutrition Services Assistant Lead Cook
Student Nutrition Services Lead Cook
Student Success Coordinator

Systems Support Specialist

Technology Support Specialist |
Technology Support Specialist |1
Technology Support Specialist 111

Utility Worker

Utility Worker Lead
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2.2

2.3

2.2

Utility Worker (Weekend)

Vehicle Mechanic

Vocational Transition Assistant
The District recognizes that CSEA has been certified by PERB to be the exclusive
representative for all bargaining unit classifications and/or job titles listed in the
original PERB certification and the intent of the above list is to reflect current job
titles and/or job classifications that have been updated or added to the bargaining
unit since the original certification. If there is any position that is on the original
certification that is missing from the above list and the position still exists, the
absence of the position from the list above is not intended to be a unit modification.
No other group, organization, individual or representative shall be recognized or
permitted to represent any classified employee in the bargaining unit in any
activities including but not limited to wages, hours, or terms and conditions of
employment.
The District shall notify the CSEA Chapter President when new classified positions
are created, except those that are management, confidential, or supervisory. Prior
to adding a classification and/or job title to the bargaining unit the District shall
provide CSEA with an opportunity to negotiate applicable effects — salary, hours,
and other terms and conditions of employment. In the event that the District and
CSEA do not agree whether the position(s) should be in the bargaining unit, the
dispute may be submitted to PERB for resolution in accordance with the rules and
regulations in effect at the time.
Excluded from the unit are:
All other positions, including, but not limited to positions which are excluded from
the classified service, such as management, confidential and supervisory, short-

term, temporary, and substitutes.
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3.1

3.2

ARTICLE Ill: RIGHTS OF PARTIES

Employee Rights

Nothing in this Agreement shall abridge the bargaining unit employee's rights under

the law.

CSEA Rights

3.2.1 CSEA, as the exclusive representative of the bargaining unit, retains for
the duration of this Agreement the rights of the exclusive representative
under the Law.

3.2.2 CSEA retains the right of reasonable access to areas in which
employee’s work, for the purpose of representing bargaining unit
members in grievances and matters related to grievances.

3.2.3 CSEA retains the right to reasonable use of institutional bulletin boards,
mailboxes/the school-mail system, and other District means of
communication for the posting or transmitting information or notices
concerning CSEA matters.

3.24 CSEA retains the right to reasonable use of institutional equipment,
facilities, and buildings.

3.25 CSEA retains the right upon request to receive copies of any and all
materials related to wages, hours, and other terms and conditions of
employment which are relevant for CSEA to fulfill its duties and
obligations, as the exclusive representative of bargaining unit employees
covered by this Agreement.

3.2.6 CSEA retains the right to review employees' personnel files and any

other record dealing with employees when accompanied by the
employee or upon presentation of a written authorization signed by the

employee.
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3.3

3.4

3.5

3.6

Union Orientation

The District will give the Chapter President a copy of the personnel actions
approved by the Board. At the time of new employee orientation, the District will
provide each new employee with a packet of information supplied by CSEA that
describes benefits, rights, and duties related to CSEA, as the exclusive
representative of the bargaining unit. The packet shall be as determined by CSEA
and may include information on union membership and a membership/dues
authorization form.

CSEA Release Time

The District shall grant twenty-four (24) hours of paid release time each school year
to CSEA Chapter 519 for the purpose of conducting Chapter business. Any grant
of paid release time under this subsection shall be conditioned upon no less than
two (2) working days' notice to the Human Resources Department of the date(s) and
time(s) requested.

Night Employees Attending Chapter Meetings

The District shall allow one (1) night employee per school site release time of one
(1) hour, once a month, for the purpose of attending Chapter 519 meetings,
provided the affected employee gives his/her supervisor one (1) week notice of
intent to attend a Chapter 519 meeting, the employee takes his/her lunch during the
meeting. Upon request the District is provided with an agenda item at the meeting.

Job Stewards

The District agrees that there may be one (1) CSEA designated job steward at each
permanent job site. The District agrees to grant reasonable release time for job
stewards to assist in grievance resolution whenever the grievance concerns District-
initiated discipline.  Additionally, when requested by the CSEA President or
bargaining spokesperson, the District Associate Superintendent Human Resources
or Superintendent will grant reasonable release time for job stewards to resolve

non-disciplinary grievances.
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3.7

3.8

CSEA Conferences

The District agrees that two (2) CSEA-designated bargaining unit members, upon
reasonable notice to the District Associate Superintendent Human Resources or
Superintendent, may use accrued compensatory time off, if any, to attend business
matters. However, neither person may use more than five (5) workdays annually
for such purpose.

District Rights

It is understood and agreed that the District retains all of its powers and authority to
direct, manage, and control all of the affairs of the District to the full extent of the
law. The District retains the right to hire, classify, assign, evaluate, promote,
terminate, and discipline employees and to adopt policies, rules, regulations, and
practices in connection therewith. These rights shall be limited only by the specific
and express terms of this Agreement and then only to the extent such specific and

express terms are in conformance with law.
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4.1

4.2

4.3

4.4

4.5

4.6

4.7

ARTICLE IV: ORGANIZATIONAL SECURITY
CSEA shall have the right to have membership dues, initiation, and other fees
deducted, as determined by CSEA, for employees in the bargaining unit, in
accordance with this Article.
The District shall deduct dues and other applicable fees, as determined by CSEA,
from the wages of all unit members who have authorized such deductions. CSEA
shall be responsible for notifying the District in writing of such authorizations.
CSEA shall be responsible for notifying a District designee, in writing, of any
changes to an employee’s authorization to have CSEA dues and other fees deducted
from an employee’s pay warrant. Notification shall include an effective date for the
change. The District shall only process CSEA dues revocation requests from the
CSEA Labor Relations Representative or designee.
All employee inquiries to District representatives regarding changes to their
authorization to have CSEA dues and other fees deducted, including but not limited
to, inquiries regarding revocation requests, shall be forwarded to the CSEA Labor
Relations Representative.
The District shall not deter, discourage or otherwise interfere with any employee’s
decision to become a member in or rescind membership in CSEA; or, authorize or
deauthorize the deductions of CSEA dues and other fees. Any employee inquiries
regarding these matters shall be referred to the CSEA Labor Relations
Representative.
This Article shall not be construed to supersede the Agreement reached between the
Parties relating to District distribution of authorized CSEA produced materials such
as the CSEA membership application, dated February 9, 2018.
Privacy of Membership Information:
4.7.1 The District shall take all reasonable steps to safeguard the privacy of CSEA
members’ personal information, including but not limited to, Social Security

Numbers, personal addresses, personal phone numbers, personal cellular phone

10
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4.8

numbers, and personal e-mail addresses.

CSEA shall defend and indemnify District for any claims arising from its
compliance with this Article for any and all claims made against the District based
upon its compliance with this Article. The District shall be required to promptly

notify CSEA of any claims made.

11
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5.1

5.1.1

512

513

ARTICLE V: GRIEVANCES

Definitions

A "grievance" is a formal written allegation by an individual or CSEA
that he/she has been adversely affected by a violation, misinterpretation,
or misapplication of the specific provision(s) of this Agreement.
Actions to challenge or change the policies of the District or
administrative regulations and procedures must be undertaken under
separate legal processes. Matters outside of this Agreement for which a
specific method of review is provided by law, by the rules and
regulations of the Board of Trustees, or by the administrative regulations
and procedures of this District, are not within the scope of this
procedure.

A "grievant” may be any classified non-management unit employee
covered by the terms of this Agreement or CSEA, who files a grievance
claim either on behalf of a unit employee (or employees) or on behalf of
CSEA.

A "day" is any day in which the District Office is open for business.
Time limits provided in each level shall begin the day following receipt
of the written decision. Time limits should be viewed as maximums in
an effort to effect speedy resolution of issues; however, time limits may

be extended by mutual agreement.

12
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5.1.4

5.15

5.1.6

The "immediate supervisor" is the lowest level Director who has
immediate jurisdiction over the grievant, who has been designated to
adjust grievances, and who has authority to resolve the grievance.

A "joinder" is a joint grievance, which may be filed, provided each
grievant signs the grievance.

A "representative” may be any person authorized by CSEA, to advise or
represent the grievant. A unit employee may have a representative

present at all stages of the grievance procedure.

5.2 Informal Level

5.2.1 Before filing a written grievance, the grievant shall attempt to resolve it by

5.2.2

an informal conference with his/her immediate supervisor. The request for
the informal conference shall be made in writing by the grievant and shall
state that the meeting is regarding a grievance at the informal level. The
request for the informal conference shall be made within ten (10) days after
grievant reasonably could have known of the occurrence of the act or
omission giving rise to the grievance. If the grievance impacts multiple
employees with different Immediate Supervisors, the Informal Level
conference shall occur with the lowest level applicable Supervisor, as
determined by the District, who has the authority to resolve the grievance.

The supervisor shall communicate his/her decision, in writing, to the

employee within ten (10) days after the informal conference.

5.3 Formal Level — Level | (Immediate Supervisor)

531

Within ten (10) days after the written response (or lack thereof) at the
informal level, the grievant must present his/her Level 1 grievance, in
writing, on the appropriate form (Appendix G) to his/her immediate
supervisor. The grievance form may be supplemented with an additional
statement which contains subsequent information related to the

grievance.

13
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5.4

5.5

5.3.2

5.3.3

5.34

5.3.5

That statement shall be a clear, concise statement of the grievance. The
statement shall include the specific Section(s) of this Agreement alleged
to have been violated, the circumstances involved, the decision rendered
at the informal conference, and the specific remedy sought.

Copies of all written grievance documents by both the grievant and the
supervisor shall be forwarded by the receiving supervisor to the Human
Resources Department and the Union for this level and any further
levels to which appeal may be made.

The supervisor shall communicate his/her decision, in writing, to the
employee within ten (10) days after receiving the grievance.

Either the grievant or the immediate supervisor may request a personal

conference within the above time limits.

Formal Level — Level 11 (Principal or Department Supervisor)

54.1

54.2

543

In the event the grievant is not satisfied with the decision at Level I, or if
no written decision has been rendered within ten (10) days after
presentation of the grievance, the grievant may appeal the decision, in
writing, to the principal or department supervisor within ten (10) days.
This statement shall include a copy of the original grievance, the
decision rendered, and a clear, concise statement of the reasons for the
appeal.

The principal or department supervisor shall communicate his/her
decision, in writing, within ten (10) days after receiving the appeal.
Either the grievant or the principal or department supervisor may request

a personal conference within the above time limits.

Formal Level — Level 111 (Superintendent or Designee)

551

If the grievant is not satisfied with the decision at Level II, or if no
written decision has been rendered within ten (10) days after

presentation of the grievance at Level Il, the grievant may appeal the

14




© 00 ~N o o b~ O w NP

I T N R N N T N T N N N e e =
©® N o OB W N B O ©W 0O N oo o~ W N -k O

5.6

5.7

5.5.2

5.5.3

decision, in writing, to the Superintendent or designee within ten (10)
days. If a designee is appointed by the Superintendent, the designee shall
have not been named in the grievance or previously involved in any
level of the grievance procedure, prior to Level Ill.

This statement shall include a copy of the original grievance and appeal
at each level, the decisions rendered at each level, and a clear, concise
statement of the reasons for the appeal. A copy of this statement shall be
forwarded to the CSEA Chapter President.

The Superintendent or designee shall communicate a decision, in
writing, within ten (10) days after receiving the appeal. A copy of the
written decision shall be forwarded to the CSEA Chapter President.
Either the grievant or the Superintendent or designee may request a

personal conference in an effort to resolve the grievance.

Formal Level — Level 1V (Board of Trustees)

If the grievant is not satisfied with the Superintendent or designee's decision, within

(10) ten days of receipt of the written decision, the grievant may appeal to the

Board of Trustees. The Board shall allow each party to the grievance, equal time to

present their cases in closed session. The Grievant shall present first. The decision

of the Board shall be rendered within thirty (30) days of the hearing and shall be

final and binding.

Formal Level - Level V (Advisory Arbitration)

5.7.1

5.7.2

Selection of this advisory arbitration step shall be an alternative to
submitting the matter to the Board of Trustees. Only CSEA, pursuant to
its internal policies, may elect to submit the matter to advisory
arbitration.

If the grievant is not satisfied with the Superintendent or designee’s
decision at the previous step, or if no written decision has been

rendered, within ten (10) days after presentation of the grievance to the

15
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5.7.3

5.7.4

5.7.5

Superintendent or designee, the grievant shall present the grievance to
the CSEA Chapter President and Labor Relations Representative for
consideration by CSEA to submit the matter to Arbitration. The
Grievant may also notify the Superintendent that they intend to submit
the matter to Arbitration. This statement shall include a copy of the
original grievance, appeals at each level, decisions rendered at each
level, and a clear, concise statement of the reasons for the appeal.

Within thirty (30) days of its receipt, CSEA shall notify the
Superintendent of a final decision to submit (or not submit) the matter to
Arbitration. If CSEA’s final decision is to not submit the matter to
Arbitration, the grievant may appeal the grievance to the Board of
Trustees pursuant to Section 5.6. If the final decision is to submit the
matter to Arbitration, the parties shall then select a mutually acceptable
arbitrator, or if they are unable to agree on an arbitrator within ten (10)
days, a selection shall be made from a list of five (5) names provided by
the appropriate State agency (PERB or State Mediation and Conciliation
Service) with the parties, commencing with CSEA, alternately striking
names until only one (1) remains.

If any questions arise as to the arbitrability of the grievance, such
question shall be determined by the arbitrator upon the prior written
record before a consideration of the merits of the case.

The arbitrator's decision will be in writing and will set forth findings of
fact, reasoning, conclusion, and recommendations on the issues
submitted. The arbitrator will be without power or authority to make
any decision, which requires the commission of an act prohibited by law
or which is violative of the terms of this Agreement. However, it is
agreed that the arbitrator is empowered to include in any decision such

financial reimbursement or other remedies as the arbitrator judges
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5.8

5.7.6

S.1.7

proper. The decision of the arbitrator will be served by certified mail,
return receipt requested, upon the Superintendent, the grievant, the
Chapter President and the Labor Relations Representative. A digital
copy of the decision will also be shared with the Parties.

All costs for the services of the arbitrator, including, but not limited to,
per diem expenses, travel and subsistence expenses and cost of any
hearing room and transcript costs will be borne equally by the Parties to
the grievance; however, if the arbitrator's recommended decision is
rejected in its entirety or substantially modified as a result of any
subsequent review by the Board of Trustees, the Parties shall share
equally all costs for the services of the arbitrator, as defined above. An
arbitrator shall be requested from the California Mediation &
Conciliation Services where practical.

Within ten (10) days of its date of certified receipt, either party may
appeal, in writing, the arbitrator's award to the Board of Trustees. If no
appeal is filed, the decision shall be final. If either party appeals, the
Board of Trustees will undertake a review of the issue under its own
rules and procedures, which shall be concluded within thirty (30)
calendar days of the appeal. The decision of the Board shall then be

final.

General Provisions

5.8.1

5.8.2

5.8.3

No reprisals will be taken by any member or representative of the
District or the Board against any participant in the grievance procedure
by reason of such participation.

If a grievance arises out of action or inaction at a level above the
immediate supervisor, the grievant shall submit the grievance at the next
appropriate level.

Grievance documents shall be filed in a separate grievance file and shall
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5.8.4

be considered confidential; however, the results of a grievance may be
placed in the grievant's personnel file where appropriate to the resolution
of the grievance and where proper notice is provided to the grievant.

Parties reviewing the grievance shall have no power to add to, subtract
from, or modify the terms of this Agreement or the written policies,

rules, regulations, and procedures of the District.
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6.1

6.2

6.3

ARTICLE VI: PROGRESSIVE DISCIPLINE

This Avrticle applies to permanent bargaining unit members only. Discipline shall

be imposed on permanent bargaining unit members only pursuant to this Article.

Probationary employees may be dismissed whenever their work is unsatisfactory.

The disciplinary procedures that follow are not required for probationary

employees.

Discipline

Discipline is defined as follows:

6.2.1 Loss of pay: Loss of pay is reduction of pay commensurate with lost
work time due to unauthorized absence or excessive tardiness.

6.2.2 Suspension: Suspension is temporary removal from the employment of
the District, with or without pay, for a specified period of time, not to
exceed thirty (30) days.

6.2.3 Demotion: Demotion is involuntary placement in a lower classification
or reassignment to a position within the same classification but with
different or fewer hours or some other reduction or change in working
conditions. A transfer under Article XIII: Transfer Provisions shall not
constitute a reassignment under this Article VI.

6.2.4 Dismissal: Dismissal is removal from the employment of the District.

Causes

Among the causes that shall be deemed sufficient for dismissal, suspension,

demotion, or other disciplinary action taken under this Article are the following:

6.3.1 Incompetence or inefficiency in the performance of the duties of his/her
position.
6.3.2 Inability to perform assigned duties due to failure to meet or retain job

qualifications (including, but not limited to, failure to possess required

licenses or failure to pass required tests).
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6.3.3

6.3.4

6.3.5

6.3.6

6.3.7

6.3.8

6.3.9
6.3.10

6.3.11

6.3.12
6.3.13

6.3.14

6.3.15

Insubordination (including, but not limited to, refusal to do assigned
work).

Carelessness or negligence in the performance of duty or in the care or
use of District property.

Discourteous, offensive, or abusive conduct or language toward other
employees, supervisors, students, or the public.

Dishonesty.

Possessing or drinking an alcoholic beverage on the job, or reporting for
work while intoxicated, or with evidence of alcoholic intake that would
be offensive to the employee's presence at work.

Possession, sale, purchase, or use of illegal drugs or restricted
substances while on the job or reporting to work while under the
influence of a narcotic or restricted substance.

Personal conduct unbecoming an employee of the District while on duty.
Conviction, by a plea of nolo contendere or by plea or verdict of guilty,
of any crime that is detrimental to the public service, including, but not
limited to, any narcotics or controlled substance offense or any crime of
moral turpitude.

Arrest for a sex offense, as defined in California Education Code,
Section 45123.

Disorderly or immoral conduct.

Unauthorized or excessive absence, excessive tardiness, or abandonment
of position.

Knowingly making, duplicating, or causing to be duplicated any key or
security device to any District facility or equipment without District
authorization.

Abuse of leaves privileges.
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6.4

6.3.16

6.3.17

6.3.18

6.3.19
6.3.20

6.3.21

6.3.22

6.3.23

6.3.24
6.3.25

Unauthorized release of confidential information, as defined by law,
from official District records.

Falsifying any information supplied to the District, including, but not
limited to, information supplied on application forms, employment
records, or any other District records.

Violation of or refusal to obey safety rules or regulations made
applicable to public schools or school districts by the Governing Board
or by an appropriate federal, state, or local governmental agency.
Violation of any order made by a line supervisor.

Offering anything of value to, or offering any service in exchange for,
special treatment in connection with the employee's job or employment
or accepting anything of value or any service in exchange for granting
any special treatment to another employee or to any member of the
public.

Any willful conduct tending to injure the public service, including
damages to or wastes of public property, supplies, or equipment.
Knowing violation of California or federal law pertaining to schools,
school personnel, or school districts.

Advocacy of the overthrow of federal, state, or local government by
force, violence, or other unlawful means.

Any cause, as outlined in the Education Code.

For purposes of Article 6.3, sufficient cause shall also include incapacity
due to mental or physical disability and such cause for loss of pay,
suspension, demotion and/or dismissal shall be subject to all procedures

in this Article.

Progressive Discipline

6.4.1

Level A. Informal Discussion
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The supervisor and the bargaining unit member will discuss the

disciplinary questions/issue and try to resolve it.

6.4.2 Level B. Written Warning/Reprimand

6.4.2.1

6.4.2.2

6.4.2.3

Written warning/reprimand issued to a unit member
constitutes the second level of discipline. The written
document shall clearly indicate that it is a formal
warning/reprimand and constitutes the second level of
discipline.  The specific incident, recommendation for
improvement, and a reasonable time line for improvement
shall be stated.

The bargaining unit member will have a right to meet with
the immediate supervisor and/or respond, in writing, to the
written warning/reprimand within ten (10) days of the date
the warning/reprimand is issued.

If the bargaining unit member desires, he/she may send a
copy of his/her written response to the Associate
Superintendent Human Resources and request the Associate
Superintendent Human Resources to review it.  The
Associate Superintendent Human Resources or designee
shall review the warning reprimand within fifteen (15) days
of receipt and decide whether or not the supervisor's written
warning/reprimand in its original or modified form shall
remain in the personnel file. If the written
warning/reprimand remains in the personnel file, the
employee may have his/her response attached and placed in

the file as well.

6.4.3 Level C. Suspension, Demotion, or Dismissal
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6.4.3.1

6.4.3.2

Suspension, demotion, or dismissal is the third level of
discipline. The Superintendent may dismiss, suspend, or
demote any permanent employee in the bargaining unit for
cause, as described in this Article. No disciplinary action
shall be taken for any causes that arose prior to the employee
becoming permanent or for any cause that arose more than
two (2) years preceding the date of the filing of the notice of
cause unless such cause was concealed or not disclosed by
such employee when it could be reasonably assumed that the
employee should have disclosed the facts to the District.

When the District seeks imposition of discipline under Level
C, the employee shall receive written notice of the dismissal,
suspension, or demotion and the effective date thereof. The
written notice shall be delivered personally to the employee
or mailed to the employee by United States mail, certified, at
the employee’s last address known to the Human Resources
Department. A copy of the notice shall be delivered to
CSEA within one (1) workday after the notice of disciplinary
action is given to the employee. It is the District's and
CSEA's preference that the notice is given prior to the
implementation of the disciplinary measure. In cases in
which the District determines that no harm will be done to
the operations of the District by delaying implementation of
discipline, the effective date of the discipline shall be after
the expiration of the time to appeal to the Superintendent
under Article 6.6.1. Otherwise, notice may be given

simultaneously with the implementation of the disciplinary
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6.5

Notice

measure or within one (1) workday after the disciplinary

measure is implemented, with the following exceptions:

1.

If a suspension without pay is to be longer than ten
(10) working days, the unit member shall be accorded
the right to an informal hearing before the
Superintendent or the Superintendent's designee in
accordance with the Appeal Process of this Article
prior to commencement of the suspension without
pay.

If the District in an emergency situation determines
that an employee's presence poses a clear and present
danger to the lives, safety, or health of the employee,
students or other District personnel, the District may
immediately suspend the employee. Such suspension
shall be with pay until the employee has been given
the written notice described in Article 6.5.

If the disciplinary action taken is dismissal, the
employee shall be accorded the opportunity to have
an informal hearing before the Superintendent or
Superintendent's designee in accordance with the
Appeal Process of this Article before the dismissal

shall become effective.

The written notice of disciplinary action under Level C of Article 6.4.3 shall

include:

6.5.1

A statement of the specific charges against the employee in ordinary and

concise language, which shall include the cause(s), the date(s), the
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6.5.2
6.5.3

6.5.4

6.5.5

time(s), and the location(s) of the employee's action(s) or omission(s)
giving rise to the notice of disciplinary action;

The type of discipline;

The effective date and duration of the disciplinary action if it has a finite
duration;

A statement of the employee's right to respond to the charges to the
Superintendent or the Superintendent's designee by requesting an
informal hearing before the Superintendent or Superintendent's designee
within five (5) working days after receipt of the notice of suspension,
demotion, or dismissal, a form for which shall be attached to the notice,
and the right to have CSEA representation at any such informal hearing;
and

A statement of the employee's right to make use of the Appeal Process
set forth in this Article, together with a copy of this Article and any rule
or regulation that is claimed to be violated. An employee may appeal a
Level C disciplinary measure by following the steps set forth below

under Article 6.6, Appeal Process.

6.6 Appeal Process

6.6.1

After receipt of a written notice of disciplinary action, the employee will
be given an opportunity to attend an informal Skelly meeting before the
Superintendent or the Superintendent's designee. The decision of the
Superintendent or Superintendent's designee will be rendered within ten
(10) working days after the Skelly meeting, if any. If the decision of the
Superintendent or Superintendent's designee is to affirm suspension,
demotion, or dismissal, notice shall be made, in writing, to the employee
that includes the elements of notice set forth in Article 6.5, a statement
of his/her right to a hearing before the Board of Trustees in accordance

with this Appeal Process, the time within which to request such a
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6.6.2

6.6.3

6.6.4

6.6.5

6.6.6

hearing, and a card or form that only requires the employee's signature
to constitute a request for a hearing and a denial of the charges.

If the decision of the Superintendent or Superintendent's designee is to
affirm the suspension, demotion, or dismissal, or if the employee does
not attend the informal Skelly meeting, the employee may request a
hearing before the Board of Trustees. The request shall be made within
five (5) working days after receipt of the decision of the Superintendent
or Superintendent's designee, or within five (5) working days after the
scheduled Skelly meeting, if the employee does not attend the Skelly
meeting. If the employee does not request such a Board hearing within
the five (5) working day period, the recommended discipline shall
become final and the employee shall have waived his/her appeal rights.
All dismissals and suspensions shall be without pay after the effective
date thereof, as stated in Article 6.5 above or Superintendent's decision
in Article 6.6.2. No suspension shall be effective for a period of more
than thirty (30) days without the prior approval of the Board of Trustees.
The Board of Trustees shall hold a hearing within forty-five (45) days
after receipt of the appeal from a dismissal, suspension, or demotion.
The employee shall have the right to appear in person on his/her own
behalf, with counsel or such other representation, as the employee
considers necessary, and be heard in his/her own defense.

All hearings before the Board of Trustees shall be held in closed
session(s) of the Board unless the appealing employee requests an open
hearing on his/her appeal.

The Board of Trustees after hearing shall affirm, modify, or revoke the
action being appealed. The Board's determination of the sufficiency of
the cause for the disciplinary action shall be final and binding upon all

parties. If the appeal of the employee is sustained, the Board may order
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6.7

full or partial compensation from the time of dismissal, suspension, or
demotion and shall order reinstatement, if applicable. If the decision of
the Superintendent or Superintendent's designee is sustained, the Board
shall declare that decision effective as of the date it was made.

6.6.7 As an alternative to appealing to the Board pursuant to the appeal
process described above, the employee may resort to applicable
provisions of the arbitration clause set forth in Article 5.7. Resort to this
alternative shall constitute a waiver of the appeal procedures outlined in
this Article 6.6.

Bypassing Disciplinary Step(s)

The District reserves the right to bypass one (1) or more steps in the disciplinary
procedure, depending on the severity of the employee's conduct. However, if the
District has not applied the progressive discipline steps, that fact may be weighed in

the employee's favor at any appeal level.
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7.1

ARTICLE VII: HOURS

Work Year

711

7.1.2

For the current contract term only, the District shall provide at least two

(2) days of professional development for bargaining unit members. For

school days only employees and school days only plus ten (10) days

employees, the two (2) professional development days shall be in

addition to their current calendar. For 12-month and 10-1/2 month

employees, the professional development days will take place on a

scheduled work day and will not increase the work year. If the

professional development days are not continued by mutual agreement,

the work year for school days only employees and school days plus ten

(10) employees will revert to the standard work year.

The work year for unit employees is designated as follows:

7.1.2.1  Twelve (12)-month employees: July 1 through June 30.

7.1.2.2  School days only employees: days students are in session.
School Bus Drivers shall have a guaranteed work year based
on the number of student days indicated on the District's
school calendar; however, the District reserves the right to
change the actual days worked based on the school calendar
of other districts.

7.1.2.3 Ten and one-half (10-1/2)-month employees:  August
through June 30 (215 days) as designated by the District
related to the employee’s classification and the school
calendar.

7.1.2.4  School days only plus ten (10) days employees: the number
of days students are to be in session, as defined in the Board-
adopted school calendar, plus ten (10) extra days.  Fringe

benefits shall be provided on a twelve (12)-month basis.
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7.2

7.1.25 Food Services employees: a minimum of 173 days.

Workweek and Workday

7.2.1

7.2.2

7.2.3

724

The workday for full-time employees shall be seven and one-half (7%2)
hours. No employee shall be assigned a regular work shift that includes
a Saturday or Sunday without mutual agreement of both parties. The
normal workweek for full-time employees shall be five (5) consecutive
days and a total of thirty-seven and one-half (37%2) hours, usually
Monday through Friday, except those unit employees who were
employed by the District, at the time the 1989-92 Agreement was
ratified in crafts classifications, and who worked eight (8) hours per day
and received every third (3') Friday off, as set forth in Article VI B 2
(Appendix F) of the 1987-89 Collective Bargaining Agreement, and
shall be permitted to continue this practice so long as they have been
continuously employed by the District in those classifications.
School days only, part-time, and hourly employees shall have a regular
and fixed minimum number of hours per week depending upon the
specific requirements of a position, as assigned by the District. The
part-time bus drivers may be given a variable weekly assignment within
an annual fixed number of hours.
An employee shall not regularly be assigned a split daily work schedule
with an interval of more than the following:
7.2.3.1  Transportation classifications — Up to a maximum six (6)
hours, including meal break.
7.2.3.2  Other classifications of the unit — One (1) hour excluding
meal break.
Unit employees may also be required to participate in a reasonable
number of meetings, in addition to or during regular hours for

orientation, planning, and other District business.
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7.3

7.4

7.2.5

7.2.6

7.3.2

7.3.3

These provisions shall not restrict the extension of the regular workday
or workweek when such is necessary to carry on the business of the
District, within the provisions of the Education Code and this
Agreement.

Employees whose regular assignment is less than a five (5) day week
shall work and be credited with the appropriate pro-rata number of hours
in any week, which includes a holiday, vacation or leave day, and the

workweek assignment will be adjusted as necessary.

Day Shift — Employees assigned to the day shift shall begin no earlier
than 5:00 a.m. or later than 12 noon.

Swing Shift — Employees assigned to a swing shift shall begin no earlier
than 12 noon or later than 4:00 p.m.; except that in Adult School
employees assigned to swing shift shall begin no later than 7:00 p.m.
Night Shift — Employees assigned to a night shift shall begin no earlier
than 12 midnight.

Schedule Changes

74.1

7.4.2

In the event that an employee's regularly assigned work schedule (hours)
is involuntarily changed on a regular basis, he/she shall be notified at
least ten (10) working days prior to the effective start of the new
schedule; the employee shall be afforded the opportunity to discuss the
change in assignment with his/her supervisor. It is understood that such
changes shall not be made for arbitrary, capricious, or vindictive
reasons.

These provisions shall not apply in cases of emergency, or when
employees retain their regularly assigned schedule and are temporarily
reassigned due to absence or turnover, or do not meet special and

temporary needs of the District, including, but not limited to, student
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recess periods and community center projects. In unusual or emergency
situations, as defined by the site administrator, work schedules may be
temporarily adjusted with mutual consent of the administrator and

employee.

75 Signing In/Out

751

7.5.2

7.5.3

754

All classified employees shall sign in at the time they begin work and
sign out at the time they end work, as well as the beginning and ending
time of any departure from work. It is understood that from time to
time, an employee may sign in later than his or her actual arrival or
departure time due to extenuating circumstances. This shall not be
construed to allow an employee to arrive late. Classified employees
may not begin work until their scheduled starting time and may not
work beyond their scheduled ending time unless approved by their
principal/supervisor.

The method of recording work time shall be an automated system.
Anytime there is a change in the time recording system, the District and
CSEA shall negotiate effects.

All absences must also be reported through the District’s absence
management system.

The District will maintain a system for employees to certify the accuracy
of the records at the end of each month or payroll period. Employees
who do not have a computer at their workstation may request, and the
District shall provide, a printout at the end of the month reflecting the
employee’s time record. Employees are required to complete an
Exception Notification Form for any modifications to their monthly
attendance records, including under the following circumstances:

a) If the employee forgets to sign in/out;

b) If the employee signs in late, or signs in more than seven (7) minutes
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7.6

early;
c) If the employee signs out early, or signs out more than seven (7)
minutes late;
d) Technical issues with the system.
All other modifications to either the Absence Management System or the
Time and Attendance System must be accompanied by an Exception
Notification Form.
7.5.4.1  Employees, at their discretion, may, but shall NOT be
required to, sign-in prior to their shift to allow additional time for travel
between the sign-in/out terminal and the employee’s work station.
However, the employee shall NOT be permitted to perform work until
the start of their shift without prior written authorization from their
immediate supervisor. If the actual sign-in time is more than seven (7)
minutes early, the employee shall complete an Exception Notification

Form as required by this section.

7.5.5 Any employee altering, falsifying or tampering time records may be
subject to discipline, up to and including discharge.

7.5.6 Any employee who repeatedly fails to sign in and out and/or fails to
generate an Exception Notification Form will be subject to discipline.
However, it is understood that exceptions to this section will be made
for emergency situations.

Meal Break

7.6.1 Unit employees working five (5) consecutive hours or more per day shall

have a duty free, uninterrupted meal break of not less than thirty (30)
minutes. The length and specific time of meal breaks for full-time
employees shall be determined by the immediate supervisor. The time
required for the meal break shall not be considered part of the regular

workday and shall not be less than one-half (1/2) or more than one (1) hour.
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1.7

7.6.2

The times for the meal break shall be approved by the immediate
supervisor, but shall not be during the first or last hour of the workday,
except that upon the employee's request, the meal break may be waived at
the discretion of the site administrator for employees working six (6) hours
or less.

In unusual situations where an unpaid duty free meal break isn’t possible, an
employee may take an on-duty paid meal break with prior written approval
from their immediate supervisor. In rare and urgent circumstances where
the supervisor is not available, the employee shall obtain approval as soon
as possible but not later than the next work day. The employee and the
supervisor shall mutually agree whether the employee will leave work thirty
(30) minutes early or will work the full scheduled hours and report the

additional thirty (30) minutes on an Exception Notification Form.

Rest Periods

The District shall provide up to one fifteen (15)-minute work break for each unit

employee during each four (4) consecutive hour period worked. The time for the

work break shall be approved by the immediate supervisor. Under normal

circumstances, the fifteen (15)-minute break shall be taken within the four (4)-hour

period and may not be used to shorten the work day. The fifteen (15)-minute work

break may be adjusted for extenuating circumstances with advance approval of the

supervisor. With the permission of the supervisor, employee may combine their

rest break with their meal break.
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ARTICLE VIII: SALARY COMPENSATION

For the 2022-2023 school year, effective July 1, 2022, the classified employee

bargaining unit salary schedule has been increased by 4.5%. In addition, the District has

provided a one-time payment of $2500 to all CSEA employees who were employed on May

19, 2022 (pro-rate less than full-time employees.)

8.1 Reqular Rate of Pay

8.1.1

8.1.2

8.1.3

8.14

8.15

8.1.6

The regular rate of pay for each position in the bargaining unit shall be
in accordance with the rates established for each classification, as
provided for in the CSEA Classified Salary Schedule.

For employees new to the District, initial placement on the salary
schedule classification range shall generally be at step A and no higher
than step C, unless the employee possesses a valid journeyman
certificate (mechanic or craft) for the position for which he/she is
employed, in which case the employee shall be placed on the top step.
An employee placed on a step higher than the initial step must have
comparable facility and/or equipment experience that is verifiable and
approved by the Human Resources Department or designee and shall be
credited on the basis of two (2) years' non-District experience equaling
one (1) step; such employee's anniversary date will be the date of
employment.

For District employees being promoted into a higher classification, the
steps shall be the lowest step that provides at least a five percent (5%)
increase, but not higher than the top step of the range.

If, through the reclassification process only, the range of a classification
is increased, employees in that classification shall be maintained at their
current step in the higher range.

For each year of this agreement, salary compensation for the bargaining
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unit will remain unchanged unless the certificated bargaining unit
receives an increase in salary compensation. If the certificated unit
receives an increase in salary compensation, the same percentage
increase in salary compensation will be applied to the classified

bargaining unit.

8.2 Shift Differential

8.2.1

8.2.2

8.3 Overtime
8.3.1

Shift differential shall be provided for shift work for those employees
regularly assigned. This Section shall not apply to employees in the
Auditorium Technician and the Auditorium Foreperson (pursuant to
settlement agreement dated 11/22/2017) working six (6) hours or less in
any classification or assigned to a split shift. An employee receiving
shift differential compensation shall not lose such compensation if the
employee is temporarily, for twenty (20) workdays or less, assigned to a
shift not entitled to such compensation.

The rate paid for shift differential is five percent (5%) for swing shift

and seven and one-half percent (7%2%) for the night shift.

For time required to be worked in excess of seven and one-half (7%%)
hours in any one (1) day and in excess of thirty-seven and one-half
(37%2) hours in any calendar week (or outside the regular workweek for
crafts), overtime pay shall be provided at the rate of time and one-half
(1%2). Employees whose assignment is four (4) or more hours a day
each week shall be compensated at the overtime rate for time worked on
the sixth and seventh consecutive day. Employees whose assignment is
less than four (4) hours a day each week shall be compensated at the
overtime rate for time worked on the seventh consecutive day. After
twelve (12) hours work on a shift, the rate will be double the straight-

time rate.
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8.3.2

8.3.3

8.3.4

8.3.5

Prior to being worked, all overtime shall be authorized by the immediate
supervisor. Overtime claims for work not pre-approved may be denied.
Payment shall be for the actual number of hours worked in not less than
one-quarter (1/4)-hour increments.

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

In lieu of overtime pay, compensatory time off may be substituted by
mutual agreement between the District administration and the employee.
All compensatory time off must be taken prior to June 30 each year. If
not, the overtime compensation may be paid to the employee for all
unused time. If necessary, the District will waive this restriction to
accommodate employee rights under Article 3.4.

The overtime rate for work performed on Sundays shall be double the
straight-time hourly rate.

8.3.5.1  Pursuant to a settlement agreement between CSEA and the
District dated 2/9/2018, employees in the Utility Worker classification,
the overtime rate for work performed on Sundays shall be at one-and-

one-half (1.5) times the straight-time rate.

8.4 Longevity Increment Increases

8.4.1 Upon completion of five (5) years of continuous employment with the

District, unit employees shall be granted an additional sum per month as a
longevity increment as shown in Appendix B. For additional five (5)-year
increments of continuous employment up to a maximum of twenty-five (25)
years of continuous employment, a unit employee shall receive an additional
longevity increment per month, as shown on Appendix B. The increments

will be pro-rated on the basis equivalent to the unit employee's fractional
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8.5

8.6

(part-time) employment.

8.4.2 Commencing in 2000-2001, these longevity increments shall be increased
by the same percentage as the general salary increase applied to Appendix
A.

Pay for Temporary Work in a Higher Class

If an employee is required to perform the duties of a higher classification than that
of his/her regular assignment for a period of more than three (3) full days within a
fiscal year, the employee shall be paid for the fourth and subsequent days on the
range of the higher classification and at a step on the range that is at least five
percent (5%) above the employee's regular base salary, but not higher than the top
of the range. However, in no event shall an employee working in the higher
classification receive less than five percent (5%) above the employee’s regular rate
of pay after working in the higher class for three (3) full days or more.

Call-Back Hours

8.6.1 A call-back is defined, for the purposes of this Section, as a call for an
employee to perform work after he/she has left the work site for the day,
but before his/her next scheduled day.

8.6.2 Any full-time employee who is called back during the regular workweek
shall be compensated for a minimum of two (2) hours at the overtime
rate. A call-back for the sixth day, seventh day, holiday, or contracted
non-work day shall be compensated for a minimum of four (4) hours at
the overtime rate, except when a call-back on the sixth day, seventh day,
holiday, or contracted non-work day is for alarm resets which will be
compensated for only two (2) hours at the overtime rate.

8.6.3 Any part-time employee who is called back during the regular
workweek shall be compensated for a minimum of two (2) hours at the
overtime rate when the total hours exceed seven and one-half (7%2). A

part-time employee who is called back for the sixth day, seventh day,
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8.7

8.8

8.9

8.10

holiday, or other contracted non-work day shall be compensated for a
minimum of four (4) hours at the overtime rate.

8.6.4 There shall be no pyramiding of overtime and nothing in this Agreement
shall require payment of overtime more than once for the same hours
worked.

Layover Time — Bus Drivers

All part-time bus drivers shall be paid their regular rate of pay for layover periods
between scheduled driving times of one-half (1/2) hour or less. During this paid
non-driving time, employees shall be assigned, as required, to other duties.

Specialized Physical Health Care Stipend

Instructional aides who are assigned to work with designated full inclusion students
and who perform procedures such as diapering, catheterization, tracheotomies,
suctioning, postural drainage, colostomy care, and tube feeding shall receive a
stipend that is five percent (5%) above the employee's regular base salary for the
hours assigned.

8.8.1 (Pursuant to the Instructional Aide Reclassification Agreement dated February
22, 2019) the Specialized Physical Health Care duties established in this section
have been incorporated into the job description of the Instructional Aide Il. As
such, employees serving in the Instructional Aide Il classification who perform
these duties shall not be entitled to the stipend.

Payroll Information

No later than March 30 of each year, the District shall provide each unit member
with a worksheet containing the following information: name, work site, FTE,
salary range, step, hourly salary, monthly salary, longevity step, vacation balance as
of January 31, and sick leave balances as of January 31.

Tool Stipend for Plumbers, Electricians and Carpenters

8.10.1 The District shall issue each of these employees one set of tools.

Employees are not authorized to purchase additional tools or supplies
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8.10.2

with District money without prior written authorization from a manager
or supervisor.

Employees are expected to maintain their tools in good repair and
protect them from loss. Each employee shall be eligible for a $250.00
stipend at the end of the fiscal year if all of the basic tools are accounted
for and in good condition (less reasonable wear and tear). If an
employee loses any of the tools or through negligence damages the
tools, the replacement cost shall be deducted from the $250.00 stipend.
All tools purchased with the stipend money remain the property of the
District.

8.11 Foreman/Lead Substitutes

8.11.1

8.11.2

Due to illness, leaves of absence and vacancies, the need arises from

time to time to use a substitute employee to fill a foreman/lead position

in the following classifications: Electrical Foreperson; Equipment

Operator Foreperson; General Maintenance Foreperson; Mechanical

Maintenance Foreperson; Painter Foreperson; Custodial/Maintenance

Lead; School Plant Operator Lead; Utility Worker Lead.

When the District determines that a substitute is needed to fill a

foreman/lead position listed in Article 8.11.1 above, due to illness, leave

of absence or vacancy (during the hiring process), the substitute

opportunity shall be offered as follows:

8.11.2.1 In order to be considered in the rotation, a bargaining unit
member must meet the minimum qualifications as stated in
the foreman/lead job description.

8.11.2.2 In order to be considered in the rotation, a bargaining unit
membe