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ARTICLE 1 
 

RECOGNITION 
 
 

1.1 ACKNOWLEDGMENT 
 
 The District hereby acknowledges that the San Jose/Evergreen Community College 

District, California School Employees Association (CSEA), and its Chapter 363, 
hereinafter the Union, is the exclusive bargaining representative for all classified unit 
members holding those classifications described in Appendix A, attached hereto and 
incorporated by reference as a part of this Agreement. 

 
1.2 SCOPE OF REPRESENTATION 
 

The scope of representation shall be limited to matters relating to wages, hours of 
employment, and other terms and conditions of employment.  Terms and conditions of 
employment mean: health and welfare benefits, leave, transfer and reassignment policies, 
safety, conditions of employment, procedures to be used for evaluation of unit members, 
organizational security, and procedures for processing grievances.  Nothing herein may 
be construed to limit the right of the district to consult with the Union on any matter 
outside of the scope of representation. 
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ARTICLE 2 
 

DISTRICT RIGHTS 
 
 

2.1 It is understood and agreed to by both parties hereto that the District retains all the 
customary and usual rights, powers, functions, and authority to control, manage, and to 
discharge its obligations.  Any of the lawfully-granted and implied rights, power or 
authority which the District had prior to the execution of this Agreement are retained 
with the exception of those rights, powers, functions or authority which are specifically 
abridged or modified by the Agreement or by any supplement to this Agreement arrived 
at through the process of collective bargaining.  District-reserved duties and rights 
include, but are not limited to:   

 
determine its organization; 
 
direct the work of its unit members;  
 
determine the kind of levels of service and methods and means of providing same;  
 
contract out work not traditionally performed by unit members;  
 
determine the number and kind of personnel required;  
 
direct the efficiency of District operations;  
 
build, move or modify buildings and facilities;  
 
establish budget procedures and funding priorities;  
 
determine methods of revenue generation;  
 
determine the days, time and hours of operation;  
 
establish the District’s educational policies, goals and objectives; 
  
determine the rights and educational opportunities of students;  
 
determine the curriculum.  

 
In addition, the District and its designees retain the right to hire, classify, assign, evaluate, 
terminate and discipline unit members, except as limited by this Contract or law; and to 
modify or suspend this Contract in case of emergency, which shall be defined as an Act 
of God such as fire, flood, earthquake, other natural disasters or unforeseen non-financial 
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circumstances which have a significant impact on the operations of the District.  Any 
proposed modification or suspension of the Contract will be negotiated with the Union. 
 

2.2 This right to suspend or modify the Contract shall be in force only as long as the above-
mentioned Acts of God or other unforeseen non-financial circumstances continue to have 
significant impact on the operations of the District. 

 
2.3 In addition, those parts of the Contract that may be modified or suspended do not include 

Article 1, Recognition; Article 2, District Rights; Article 3, Union Rights; or Article 18, 
Grievance Procedures, and shall be limited to those parts of the contract that must be 
altered or suspended by the District in order to specifically deal with the above-
mentioned Acts of God or other unforeseen non-financial circumstances that have 
significant impact upon the operation of the District. 

 
2.4 The District has the right to prepare the authoritative text of the Contract, as may be 

amended, subject to approval by the Union. The District will provide ten printed copies 
(one-sided) of the collective bargaining agreement when produced or revised to the 
CSEA negotiation team.  The Human Resources Office is responsible for making 
arrangements for posting the collective bargaining agreement on the Human Resources 
webpage and notifying all CSEA members.  
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ARTICLE 3 
 

UNION RIGHTS 
 
 

3.1 The District recognizes the right of the Union to designate Job Representatives 
(Stewards) from among unit members in the unit.  The union reserves the right to 
designate the number and the method of selection of Job Representatives.  The Union 
shall notify the District in writing of the names of the Job Representatives and the group 
they represent.  If any change is made, the District shall be advised in writing of such 
change. 

 
3.2 All Union officials outside regular assigned work hours as defined herein, and the Union, 

will have the right to use District facilities and equipment when said use does not conflict 
with the institutional use of such facilities.  The cost of damage caused by the Union to 
said facilities or equipment shall be borne by the Union.  The conduct of Union business 
shall be done at no cost to the District. 

 
3.3 The District will provide a separate labeled mailbox for each unit member.  The Union 

may use the school mailboxes and bulletin board spaces designated by the Chancellor or 
designee subject to the following conditions: 
 
3.3.1 All positions or items for bulletin boards or school mailboxes must contain the 

date of posting or distribution and the identification of the organization, together 
with a designated authorization by the Union President. 

 
3.4 Upon written authorization of a unit member a Union representative may inspect the unit 

member’s personnel file. 
 
3.5 The District will annually provide to the Union a hiring date seniority list of current unit 

members no later than September 1 of each year.  The roster shall indicate the unit 
member’s present classification and work location. 

 
3.6 The Union shall have the right to inspect, at reasonable times, all non-confidential public 

records that are necessary to the Union to carry out its obligation pursuant to Government 
Code Section 3543.1 (a). 

 
3.7 The District shall provide paid release time and allow CSEA to have a total of 2080 hours 

per fiscal year beginning July 1st through June 30 for CSEA Chapter business, including 
implementation of AB1725 and SB 235, and other Union business.  A written schedule of 
the release time and the increment of time to be used must be provided by the Chapter 
President to the Office of Human Resources and the supervisors of those authorized to be 
released.  If the supervisor has concerns regarding the proposed schedule, the supervisor 
and the Union shall meet to discuss. 
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3.7.1 The CSEA Chapter President shall submit a tentative schedule for the planned use 
of the release time which shall identify designated employee(s) and hours to be 
used to Human Resources on a quarterly basis starting July 1 of each year.  
Human Resources shall monitor the use of hours and rely on the release time form 
collected by the supervisor.  It is understood that changes may occur that impact 
the schedule and revisions shall be necessary.  The Chapter President shall supply 
the Office of Human Resources with a written revision to the schedule of the 
hours to be used five (5) working days prior to implementation.  Any revision to 
the schedule must be with the agreement of the manager of any identified unit 
member. 

 
3.7.2 The purpose of CSEA released time is for Union leaders, job stewards and other 

designated unit members to have opportunities to participate in CSEA 
conferences and to prepare, consult, meet and resolve matters related to the 
District and the Union.  Therefore, it is understood that this time is to be 
distributed among individuals and used throughout the fiscal year.  This time is 
separate and apart from the release time provided under Article 3.10. 

 
3.7.3 The supervisor in the affected area, together with the unit member, will determine 

the best method of ensuring that the department/area work is done.  It may be 
hiring hourly help, or authorizing overtime, extra time or comp time, whatever is 
appropriate to the situation. 
 

3.8 Unit members shall be entitled to park free at District facilities while rendering service to 
the District. 

 
3.9 Upon initial employment and each change in classification a unit member shall be 

advised in writing of his/her job description, pay rate, work location, work hours, and 
work calendar. 

 
3.10 The District shall provide reasonable paid release time for a maximum of eight unit 

members for the purpose of meeting with the District in negotiations. 
 
3.11 Unit members shall notify their immediate supervisors within a reasonable time prior to 

utilizing paid release time for Union business as provided for in this Article. 
 
3.12 A Union representative shall be included at new unit member orientation meetings to 

participate in discussions of Article 5, Organizational Security. 
 
3.13 The Union president shall be provided with 40% non-paid release time upon the 

submission of a written request and provided, further, such request is approved by the 
District and the Union pays the proportionate cost of fringe benefits. 

 
3.14 CSEA and Classified Senates will be provided office space on each campus.  Each of the 

two offices will be shared by CSEA and Classified Senates on that campus. 
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ARTICLE 4 
 

NON-DISCRIMINATION 
 
 

4.1 NON-DISCRIMINATION 
 

No bargaining unit member shall be appointed, reduced, removed, or in any way favored 
or discriminated against because of his/her race, religious creed, color, national origin, 
ancestry, physical disability, mental disability, medical condition, marital status, sex, age, 
sexual orientation, exercise of his/her constitutional rights or participation in Union 
activities or otherwise exercising his/her rights under this Agreement.  
 

4.2 EEO 
 
 The District and the Union agree that an effective EEO Policy is beneficial to the District, 

unit members, and the community.  The parties agree and understand that the 
responsibility for an EEO Plan rests with the employer.  If any provision of this 
Agreement is in conflict with Federal or State Executive Orders or laws, the provisions of 
such orders, law, federal regulations and rules shall prevail.  All other provisions or 
applications of this Agreement shall remain in full force and effect. 
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ARTICLE 5 
 

ORGANIZATIONAL SECURITY 
 
 

5.1 The District and Union recognize the right of unit members to form, join and participate 
in lawful activities of unit member organizations and the equal alternative right of unit 
members to refuse to form, join or participate in unit member organization activities and 
there shall be no unlawful discrimination as the result of the exercise of the rights set 
forth in this Article. 

 
5.2 Those unit members who are members of the Union at the time of the ratification of this 

Agreement or who become members shall remain members of the Union for the duration 
of the Contract.  This shall not be considered as a condition of employment. 

 
5.3 Bargaining unit members who are not members of the Union shall be required to pay a 

representational fee.  This fee may be paid directly to the Union or made through payroll 
deduction. 

 
5.4 New unit members shall join the Union or complete a payroll deduction form for the fee 

within thirty (30) days of their employment with the District.  The District will personally 
confer with any bargaining unit members known to be violating Paragraph 5.3.  In this 
conference the provisions of the section will be reviewed with the unit member. 

 
5.5  Unit members, who because of religious or conscientious objection cannot pay the 

representational fee, may be relieved of the responsibility by designation of either the 
District or CSEA scholarship fund for receipt of an equivalent donation.  This designation 
must occur within thirty (30) days of ratification of this agreement and new unit members 
must make the designation at the time of employment. 

 
5.6 DUES DEDUCTIONS 
 
 The District will deduct from the pay of unit members and pay to the Union the normal 

and regular monthly Union membership dues or representation fee as voluntarily 
authorized in writing by the unit member subject to the following conditions: 
 
5.6.1 Such deduction shall be made only upon submission of the appropriate form to 

District Human Resources duly completed and executed by the unit member and 
the Union except as provided for in Section 5.6.2. 

 
5.6.2 Upon the written request of the Union, the District will deduct the amount of the 

service fee from the paycheck of any unit member who has not authorized a 
payroll deduction or paid directly to the Union. 
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5.6.3 In the event the unit member fails to make such designation, the service dues will 
automatically be deducted as per Education Code 88167(b). 

 
5.6.4 The District shall not be obligated to put into effect any new, changed or 

discontinued deduction until the pay period commencing fifteen (15) days or 
more after such submission. 

 
5.7 STATE ASSOCIATION DUES CALCULATION 
 

Effective September 1, 2017: The per capita dues of the State Association shall be 
assessed at the rate of 1.5% of the first $3,150 of gross monthly salary (exclusive of 
overtime, but include longevity, professional growth, and anniversary increments). The 
maximum monthly assessment will be $47.25 to a yearly maximum of $472.50. 
 
The Chapter dues remain $3.00. The total monthly deduction from our checks will be 
$39.75 as of September 1, 2004. (Association dues are subject to change at CSEA’s 
annual conference). 
 

5.8 HOLD HARMLESS 
 
 The Union shall hold the District harmless in any dispute that arises with regard to 

deductions of dues and/or Union fees under this Article.  It is specifically understood that 
the failure of any unit member or any Union member to pay dues to the Union or to 
comply with Union rules, regulations or by-laws will be a dispute between the Union and 
the member and will not be a dispute with or involve the District.  The Union shall 
indemnify and hold the District harmless from any and all claims, demands, or suits or 
any other action arising from the enforcement of the organizational security provisions 
contained herein. 
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ARTICLE 6 
 

SALARY 
 

6.1 REGULAR RATE OF PAY 
 
 The regular rate of pay for each position in the bargaining unit shall be in accordance 

with the rates established for each class as provided for in Appendix B, which is attached 
hereto and by reference incorporated as a part of the Agreement.  The regular rate of pay 
shall include any shift differential. 

 
 6.1.1 Salary Schedule Increase 2018/2019 
 
          Unit members shall receive an amount equal to 4.0% increase to their base salary  
                     retroactive to July 1, 2018. See Appendix B for the new salary schedules. 
 
6.2 PAY PERIOD 
 
 Unit members shall be paid for the calendar month with warrants available on the last 

working day of each month.  If the normal pay date falls on a holiday, the pay-warrant 
shall be issued on the preceding workday.  If the normal pay date falls on the Saturday or 
Sunday, the warrant shall be issued on the preceding workday. 

 
6.2.1 Errors in Salary 

 
Whenever it is determined that an error has been made in the payment of any unit 
member’s salary, the District shall, within five (5) workdays following such 
determination, provide the unit member with a statement of the correction and a 
supplemental payment drawn against any available funds.  If an overpayment has 
been paid to a unit member, an equitable schedule of repayment shall be arranged. 

 
6.3 PLACEMENT ON THE SALARY SCHEDULE 
 

A regular unit member, at the time he/she is hired, is placed on the first step of the 
appropriate range on the Classified Salary Schedule. The Chancellor may recommend 
initial placement above the first step, but normally not higher than the second step, if the 
unit member possesses previous related work experience which exceeds the District’s 
entry level qualification for the position as determined by the Chancellor. 

 
6.4 ANNIVERSARY DATE 
 

A unit member’s anniversary date shall be their original date of hire as a regular 
classified staff member.  The anniversary date for regular unit members advanced to the 
next higher step of the salary range and for unit members promoted to a higher salary 
range shall be: 
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6.4.1 If the original hire date or date of promotion is between the first and sixteenth of 

the month, inclusively, the anniversary date shall be first of said month; 
 
6.4.2 If the original hire date or date of promotion is between the seventeenth and the 

thirty-first of the month, inclusively, the anniversary date shall be the first of the 
following month. 
 

The original date of hire shall be recognized as the anniversary date for a unit member 
whose employment has been bridged. 

 
6.4.3 Salary Step Increments 
 

All regular unit members occupying a classified position will be advanced to the 
next higher step of the salary range assigned to the job classification on the 
person’s anniversary date providing: 
 
6.4.3.1 The unit member served 75% of the required working days in the 

present class and range within the previous 12 months; 
 
6.4.3.2 The unit member’s performance evaluation for the previous work year 

was satisfactory.  Subsequent earned increments shall be granted on each 
anniversary date until the maximum step of the unit member’s salary 
range is reached. 

 
6.4.3.3 The Chancellor reserves the right to withhold a salary step increment to 

any classified unit member who fails to make satisfactory improvement 
after having been notified in writing of areas needing improvement.  A 
unit member receiving shift differential on the basis of his/her shift shall 
not lose such compensation if he/she is temporarily, for twenty (20) 
working days or less, assigned to a shift not entitled to such 
compensation.  

 
6.5 LONGEVITY INCREMENTS 
 
 Effective July 1, 2019, a longevity increment is an amount paid a regular Classified unit 

member in recognition of total years of continuous service with the San Jose/Evergreen 
Community College District as follows: 

 
    Years of Service   Annual Increment 
   10    $2,300 
   15    $2,900 
   20    $3,500 
   25    $4,100 
   30    $4,700 
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6.5.1 Longevity increments are added to the annual salary and paid on a monthly 
prorated basis.  The longevity increment shall not be paid to anyone while on a 
leave of absence or in unpaid status.  

 
6.5.2 To qualify for a longevity increment, a unit member must have the required 

number of years of paid, regular classified service.  Years of service shall be 
calculated from the initial date of hire. Time spent on unpaid leave, or in special 
or hourly employment, shall not be included in calculating years of service.  
Longevity payments will be paid on the appropriate anniversary date.  (See 
Section 6.4) 

 
6.5.3 The longevity increment shall not be used in calculating night differential 

premiums.  The longevity increment shall be used in calculating unit member 
retirement, insurance benefits and hourly or overtime rates of pay. 

 
6.6 TEMPORARY OR PERMANENT REASSIGNMENT OF A UNIT MEMBER TO 

A POSITION WITH A HIGHER SALARY RANGE 
 

 When a unit member is permanently reassigned during the school year to a position 
which clearly represents a promotion over his/her present position, he/she shall be placed 
on the new range at the step which provides a salary increase of at least 7.5%; however, 
the salary cannot go beyond the “E” step. 

 
6.6.1 Subsequent earned increments shall be granted on each anniversary date 

providing the unit member has served 75% of the working days in the present 
class and range within the previous 12 months and until the maximum step of the 
unit member’s salary range is reached. Anniversary dates will not change when 
unit members change to a new classification assigned to the same or lower range 
than the previous classification. 

 
6.6.2  A unit member who is required to work in a position at a higher salary range other 

than the regularly assigned position for more than five (5) working days in any 
15-calendar-day period shall be paid on the appropriate salary range for the 
position temporarily filled at the step which provides a salary increase of at least 
7.5%; however, the salary cannot go beyond the “E” step. 

 
6.6.3 When a unit member is temporarily reassigned to a regular position of an equal or 

lower salary range, he/she shall be permitted to retain the range and step held in 
the former position and shall retain permanent status with the District in the 
classification to which he/she was formerly assigned. 

 
6.7 SHIFT DIFFERENTIAL 
 
 The District shall provide a shift differential equal to two-and-a-half percent (2-1/2%) on 

the salary schedule for unit members who work four (4) or more hours after 5:00 p.m. 
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and equal to five percent (5%) for unit members who work four (4) or more hours 
between the hours of 11:00 p.m. and 6:00 a.m. 

 
6.7.1 A unit member assigned to work on a shift differential basis more than fifty (50) 

percent of the work days in a month shall be paid the differential for all work days 
in the month. 

 
6.7.2 Unit members who work less than the required fifty (50%) percent shall be paid 

the differential for the days actually worked. 
 

6.7.3 A unit member receiving shift differential on the basis of his/her shift shall not 
lose such compensation if he/she is temporarily, for twenty (20) working days, or 
less, assigned to a shift not entitled to such compensation. 

 
6.8 OVERTIME/COMPENSATORY TIME 
 
 Work performed in excess of eight (8) hours in one (1) day or forty (40) hours in a week 

shall be classified as overtime and shall be compensated in accordance with applicable 
law. 

 
6.8.1 The supervisor shall determine, after consultation with the unit member, whether 

the unit member shall take compensatory time off at one-and-one-half (1-1/2) 
times the approved overtime hours (up to a maximum  of 240 overtime hours) or 
be paid at one-and-one-half (1-1/2) times the unit member’s regular hourly rate. 

 
6.8.2 Any unit member required to work on the sixth (6) or seventh (7) day during the 

week and whose average work day consists of four (4) hours or more during the 
work week shall be compensated at the time and one half rate.  Those unit 
members working less than the average of four hours per day during the work 
week shall be compensated as above on the seventh day only. 

 
6.8.3 The maximum 240 overtime hours of compensatory time off, as authorized, shall 

be taken within twelve calendar months following the month in which the 
overtime was worked. 

 
6.8.4 Unit members may use accrued compensatory overtime within a reasonable time 

after request so long as it does not unduly disrupt the employer’s operation.  Cash 
payment shall be made for hours in excess of the 240 compensatory overtime 
hours or upon termination of employment. 

 
6.8.5 All overtime work must be approved by the unit member’s supervisor prior to the 

assignment. 
 
6.9       DIFFERENTIAL SUBSTITUTE PAY 
 
 Differential substitute Pay is the unit member’s rate of pay minus the amount paid to an 
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hourly substitute.  The salary actually paid to an hourly substitute shall not exceed the  
unit member’s rate of pay.  If no hourly substitute is required or if the substitute utilized 
is a permanent unit member of the District, the unit member’s differential substitute pay  
shall be their full pay. 

 
 No Differential substitute pay will be made during any period of the fiscal year during 

which the unit member would not be employed. 
 
6.10 OFFER OF ADDITIONAL HOURS 
 
 Prior to offering work to substitute or short-term employees, overtime work or extra 

hours must be offered in the following order:  qualified regular unit members working 
within the department, qualified unit members working within the college/worksite, 
qualified unit members working within the District. 

 
 However, the following situations shall be exempt from the above provision:  a unit 

member whose work extends into overtime may be allowed to continue the assignment 
with the approval of the supervisor; a supervisor with an overtime assignment that 
requires specialized skill or ability may offer the opportunity to a unit member qualified 
to do the work. 

 
• Once a unit member has accepted an overtime assignment, all regular work 

performance standards for conduct and behavior apply. 
 

6.10.1 Overtime is voluntary. Unit members shall not be disciplined, formally or 
informally, should they be unable to accept an overtime work assignment.  

 
6.11 OVERTIME FOR POLICE OFFICERS WORKING SPECIAL EVENTS 
 

District unit police officers who work special events will receive compensation at the 
same rate as San Jose Reserve Officers or be paid their regular rate of overtime pay, 
whichever is greater. 

 
6.11.1 A special event, for District Police Department purposes, is defined as an on-

campus occasion which, by its nature or by the number of attendees and vehicles, 
demand police resources which exceed those of normal police patrol staffing.  
Off-duty officers, therefore, must be assigned and compensated.  Special event 
officers are not assigned to normal District Police patrol activities although, being 
peace officers, they may take enforcement action when they observe violations on 
or from a campus, where they are working.  In such a situation the on-duty 
District officer(s) may be needed to assist. 
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6.12 PORAC MEMBERSHIP 
 

The District and CSEA agree that District Police Officers (sworn peace officers) shall be 
entitled to a reimbursement payment sufficient to cover the monthly cost of membership 
in PORAC.  This will become effective as soon as membership is accepted.   
 

6.13 MEALS AND LODGING 
 
 Any unit member assigned by his/her supervisor to conduct District business outside the 

District shall have the reasonable costs of room, and food, and travel mileage reimbursed 
at the District-approved current rate.  Prior to leaving for such assignment the unit 
member shall discuss with the supervisor which, if any, expenses shall be incurred and 
receive approval for these proposed expenses. 

 
6.14 COURT APPEARANCE FOR POLICE OFFICERS 
 

The minimum pay for required court appearances by police officers shall be four (4) 
hours when the court appearance is not during the officer’s regularly scheduled shift.  If 
the court appearance exceeds four hours, the officer shall be paid for all hours required 
and also paid mileage at the appropriate rate if using his/her personal vehicle.  The four 
(4) hour minimum includes compensation for court preparation time (securing reports, 
evidence, etc.), transportation time to and from the court.  
 

6.15 SHIFT ROTATION FOR POLICE OFFICERS 
 

Shift Rotation for police officers shall occur within the first 14 days of January and July 
each year.  Implementation of the following rotation order shall have the most senior 
police officer select one of the below listed shifts.  The next selected shift shall be made 
by the second most senior officer and so on.  Computation of Seniority shall be made 
according to 22.1.5.1 of this agreement.   

 
For the purpose of shift rotation only, the shifts are numbered as follows: 

 
Shift #1: Monday through Thursday 6:30AM to 3:30 PM (SJCC) 
               Friday 7:00AM – 3:00 PM 
               Every other Friday off to make up the 80 hours 
 
Shift #2: Monday through Friday 6:30 AM to 3:30 PM (EVC) 
               Friday 7:00 AM – 3:00 PM 
               Every other Friday off to make up the 80 hours 
 
Shift #3: Monday through Thursday 2:30 PM to 11:30 PM (SJCC) 
               Friday 3:00 PM – 11:00 PM 
 Every other Friday off to make up the 80 hours   
 
Shift #4: Monday through Thursday 2:30 PM to 11:30 PM (EVC) 
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               Friday 3:00 PM – 11:00 PM 
               Every other Friday off to make up the 80 hours 
 
Police Officers shall work a 9-hour shift.  These shifts of nine hours shall not be 
subject to the overtime provisions per Article 6.8 in terms of work performed in 
excess of eight (8) hours per day or forty (40) hours in a week.  Any time worked 
over the 9-hour shift will be subject to overtime pay.  

 
Shift rotations shall be in sequential order as set below effective the rotation date 
following ratification: 

 
January   July  
#1  Officer  A  #1  Officer B 
#2  Officer B  #2  Officer C 
#3  Officer C  #3  Officer D 
#4  Officer D  #4  Officer A 

 
January   July                January  
#1  Officer C  #1  Officer D  #1  Officer A 
#2  Officer D  #2  Officer A  #2  Officer B 
#3  Officer A  #3  Officer B  #3  Officer C 
#4  Officer B  #4  Officer C  #4  Officer D 
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ARTICLE 7 
 

BENEFITS 
 
7.1 ELIGIBILITY 
 
 The District shall provide all eligible unit members and their dependents with benefits as 

specified in this article. All premiums shall be fully paid by the District. 
 

7.1.1 Eligible unit members: unit members employed at least half-time (20 hours or 
more per week) for at least 32 weeks (160 days) per fiscal year. 

 
7.1.2 Eligible Dependents: (Medical, Dental, & Vision): An eligible unit member’s 

spouse or domestic partner or child through the month the child turns age 26 for 
natural child, adopted child or step-child (subject to the eligibility provisions of 
the District’s contract with the Self-Insured Schools of California (“SISC”) III 
Joint Powers Authority (“JPA”).  

 
7.2 MEDICAL BENEFITS 
 
 The District shall provide each eligible unit member and their eligible dependents with 

medical benefit coverage through the SISC III JPA. Medical Benefit coverage shall 
become effective as of the first day of the calendar month following the month in which 
service to the District first begins.  
 

7.2.1 SISC Joint Powers Authority 
The District joined the SISC III JPA to provide the following coverage options for 
eligible unit members, eligible dependents, and eligible retirees: Medical plans  
(Kaiser Permanente and & Anthem Blue Cross effective July 1, 2018); Dental 
plan (Delta Dental, effective October 1, 2018); and Vision plan (VSP, effective 
October 1, 2018). 

 
7.2.2 Medical Benefit Plans 
 
 CSEA members may choose between two plan offerings and may make a  

selection each year during open enrollment. As of July 1, 2019, the plan offerings 
are: 

 
 Anthem Blue Cross – SISC 100-B $10 Anthem Classic PPO per Summary of  
 Benefits description. 
 
 Kaiser Health Plan – Kaiser Permanente Traditional Plan $10 DOV 10 100  
 DayRX (SISC) per Disclosure Form. 
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In the event the SISC Joint Powers Authority decides to no longer offer either of 
the above health plans, CSEA and the District shall negotiate. 
 
A description of plan benefits for the most current year can be found in Appendix  

 C and on the District’s Human Resources website under Benefits. 
 
7.2.3 Medical Benefits Waiver Allowance – SUNSET  
 
 The District and CSEA agree to sunset this benefit waiver allowance effective 

June 30, 2011.  Unit members utilizing this waiver allowance as of June 30, 2011 
were grandfathered into this program until the unit member separates from the 
District or enrolls in a District medical plan.  If a current participant elects in any 
one year to forego the medical benefit waiver, the unit member forfeits any future 
ability to reclaim the waiver.  During each regular open enrollment period, 
participant unit members must provide proof of other qualifying coverage to the 
Benefits Coordinator in Human Resources. 

 
In the event that an eligible unit member who retained the Health Benefit Waiver 
experiences a loss of their other individual coverage, the unit member shall enroll 
in a SISC approved plan within 30 days of the loss of coverage.  In the event that 
an eligible unit member experiences any other qualifying event, such as a change 
in family status, the eligible unit member may, within 30 days from the qualifying 
event, enroll in a SISC approved plan.  Once an employee cancels their Health 
Benefit Waiver and enrolls in a District medical plan, they shall not be permitted 
to switch back to the Health Benefit Waiver at a later date. 

 
7.3 DENTAL BENEFITS  

 
The District shall provide a dental care plan for the unit member and their eligible 
dependents based on benefits substantially equal to the Self-Insured Schools of California 
III (SISC III) Delta Dental Plan effective October 1, 2018. 
 

7.4 VISION CARE BENEFITS  
 

The District shall provide a vision care plan for unit members and their eligible 
dependents substantially equal to the Self-Insured Schools of California III (SISC III) 
VSP effective October 1, 2018. 
 

7.5 LIFE INSURANCE  
 

The District shall provide a group term life insurance program for unit members based on 
age and salary as follows:  
 
 Under age 50 150% of salary 
 Age 50 but less than 60 100% of salary 
 Age 60 but less than 65 50% of salary 
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 Age 65 but less than 75 25% of salary 
 Age 75 and over 25% of salary 

 
7.6 EMPLOYEE ASSISTANCE PROGRAM 
 

Eligible unit members enrolled in a District medical plan receive access to the Employee 
Assistance Program provided through the SISC III JPA plan.  
 

7.7 VOLUNTARY BENEFITS 
 
The following benefits are voluntary and may be individually paid by eligible unit 
members through payroll deductions: 
 
7.7.1 Supplemental Life Insurance 
 
 The District will make available a supplemental life insurance plan for unit 
members to voluntarily apply for and purchase additional coverage for the unit member 
and eligible dependents. All premiums for supplemental life insurance under this 
provision will be paid by the unit member who enrolls by payroll deductions. 
 
7.7.2 Flexible Spending Account 
  

Benefit eligible unit members may annually elect to have pre-taxed dollars 
deducted from their paychecks to fund a Medical Reimbursement Account, a 
Dependent Care Account and/or a Transportation Account in accordance with IRS 
section 125 guidelines /regulations. 

 
7.7.3  Supplemental Retirement Plan 
  

7.7.3.1 Unit members who work 20 hours or more per week may voluntarily 
participate in a deferred compensation plan (457 plan) through CalPERS, TIAA-
Cref, or Valic in accordance with IRS 457 plan guidelines/regulations.  
 
7.7.3.2 Unit members who work 20 hours or more per week may voluntarily 
participate in a tax sheltered annuity (403b) plan in accordance with IRS 403b 
guidelines /regulations. 

 
7.8 LONG TERM DISABILITY INSURANCE 

 
The District shall provide each eligible unit member long-term disability insurance as 
follows: 

 
7.8.1 A benefit of 2/3 of the unit member’s basic monthly earnings, to a maximum 

payment of $5,000 per month. “Basic monthly earnings” means 1/12th of the unit 
member’s annual base salary.  
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7.8.2 Such benefit shall be payable after 90 consecutive calendar days or the end of all 
paid leave, whichever occurs last.   

 
7.8.3 In the event the disability is caused by a work-related injury, the entitlement to the 

long-term disability benefit shall be reduced by the amount of Workers’ 
Compensation benefit received.   

 
7.8.4 The long-term disability benefit provided under this section shall be payable 

according to the following 
  

Age When Disabled Benefits Payable 
Prior to Age 60 To Age 65 
Ages 60 - 64 60 months 
Ages 65 - 67 To age 70 
Age 68 and over 24 months 

 
7.8.5 Following the exhaustion of applicable paid leave, the District shall continue its 

contribution rate for medical benefits for up to ninety (90) calendar days of an 
approved long-term disability. This provision does not begin anew if the same 
long-term disability is broken by active service of up to two fiscal years. 

 
7.9 WORKERS’ COMPENSATION 
 
 Unit members are protected under provisions of California Workers’ Compensation 

Insurance Law. Injuries must be reported by the unit member immediately to his/her 
supervisor and the Benefits Coordinator in Human Resources. 

 
7.10 BENEFITS DURING UNPAID LEAVES AND UNAUTHORIZED ABSENCES 
 

7.10.1 Benefits paid by the District are in effect only when a unit member is in an 
approved District-paid status or unpaid status covered by State or federally 
mandated law.   

 
7.10.2 During unpaid leaves of absence not covered by State or Federally  mandated law 

or unauthorized absence, the District shall not contribute toward the cost of any 
benefit.  

 
7.10.3 A unit member on an authorized unpaid non-medical leave of absence may 

continue coverage by paying in advance to the District, the full cost of monthly 
premiums.  If payments are not made in a timely manner, coverage may be 
terminated by the District.  If the District finds a unit member on an approved 
leave has taken another primary job, the District will end the leave and terminate 
benefit coverage.  
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7.11 CONTINUATION OF BENEFITS UPON LAYOFF 
 
 The District shall continue its contribution rate for medical benefits for the two 

consecutive calendar months subsequent to the effective date of layoff.  Such benefits 
shall be limited to unit members laid off under provisions set forth in Article 22, Section 
22.1.2. 

 
7.12 DISTRICT BENEFITS COMMITTEE 
 
 The committee shall be comprised of constituency groups, CSEA, FA and MSC if any 

group chooses to participate.  The committee shall be comprised of three members from 
each group, and the Associate Vice Chancellor of Human Resources or designee, who 
shall serve as coordinator and the Human Resources Benefits Coordinator. The purpose 
of the committee is to serve as an advising committee to the constituency groups and to 
research trends and options in the area of employee benefits.  
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ARTICLE 8 
 

WORK SCHEDULE 
 
 

8.1 LENGTH OF WORK YEAR 
 

The normal work year shall begin on July 1 and ends twelve (12) months later on June 
30. 

 
8.2 WORK WEEK AND HOURS PER WORK DAY 
 

The normal workweek for all classified unit members will be Monday through Friday for 
eight hours per day.  The normal workday for classified unit members will be from 8:00 
am to 5:00 pm.  The normal operating hours of the District include evening and 
weekends.  When duties and responsibilities of newly posted positions can be 
accommodated by an 8 through 5, Monday through Friday schedule, the District will post 
the positions as such.  However, individual hours and days within a department may vary 
according to the needs of programs and services resulting in alternative work schedules.   
Such special schedules will be explained in job announcements and shall follow a set 
schedule.  Changes to that schedule shall only be made in accordance with 8.3 and 8.8 of 
this Article.   

 
8.2.1 It is the intent of this provision to ensure that unit members work only one 

weekend day/shift and thus not to establish positions that require both Saturday 
and Sunday work.  If such a position is needed, it can only be established after 
negotiating a signed agreement with CSEA.  Before the District establishes a 
position that is less than full-time, it shall inform CSEA about the need for the 
position.   

 
8.2.2 These provisions do not restrict the extension of a regular schedule to an overtime 

basis when it is necessary to carry on the business of the District.  No unit 
member shall be required to work two (2) consecutive eight (8) hour shifts or 
more unless mutually agreed otherwise.  These provisions exclude police and 
traffic officers.   

 
8.3 DISTRICT INITIATED WORK SCHEDULE CHANGE 
 
 Short-Term Schedule Adjustment 

The supervisor may temporarily revise the working schedule of a unit member in a 
particular classification for a maximum of forty-five (45) working days, within the fiscal 
year, by four hours either immediately prior to or immediately after the normal work 
schedule provided the supervisor gives the unit member and Union five (5) days prior 
notice and meets with the unit member and the Union to explain the reason for the 
change.  Revision of the unit member’s work schedule beyond forty-five (45) days shall 
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be subject to negotiation with the Union.  Present shift practices affecting Police Officers 
and other unit members shall not be changed as a result of this clause. 
 
8.3.1 It is the intent of the parties to this agreement that changes in the work schedule of 

45 days or less are temporary changes.   
 

8.3.2 It is also the intent of the parties; that such changes in the work schedule would 
not be made for the purposes of avoiding overtime or extra time that regular unit 
members would otherwise be available to work.   

 
Long-Term Schedule Adjustment 
The supervisor may revise the working schedule of a unit member in a particular 
classification provided the supervisor gives the unit member and the Union 45 days prior 
notice.  

 
 Within five (5) working days of the notice, the supervisor shall schedule a meeting with 

the unit member and the Union to discuss the reason(s) for the change and to allow an 
opportunity for the employee to express any concerns regarding the impact and effect of 
the change.  As a result of the meeting, the supervisor may reconsider the schedule 
adjustment.   

 
 The proposed schedule adjustment is limited to four hours either immediately prior to or 

immediately after the normal work schedule.  The adjusted schedule is to be regular and 
set.  Split shifts are not permissible. 

   
 The schedule adjustment for the unit member is not to exceed six months. The schedule 

adjustment must have a specific begin and end date.  Upon completion, the unit member 
shall be exempt from a long-term schedule adjustment for a period no less than twelve 
months from the end date of the altered work schedule.  However, revision of the unit 
member’s work schedule beyond six months may be done by mutual agreement between 
(1) the supervisor and (2) the unit member and the Union for a designated period of time.  

 
A unit member subject to a long-term work schedule adjustment shall be entitled to a 
7.5% differential for the period of the schedule adjustment. 
 
It is also the intent of the parties; that such changes in the work schedule would not be 
made for the purposes of avoiding overtime or extra time that regular unit members 
would otherwise be available to work.   
 
Any permanent work schedule change shall be subject to negotiation with the Union.  
Present shift practices affecting Police Officers and other unit members shall not be 
changed as a result of this clause. 
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8.4 REST PERIOD 
  

A single rest period of fifteen (15) minutes is granted during each four (4) hour period of 
a working day.  Rest periods, if not taken, cannot be used to increase the length of the 
lunch period nor to shorten the assigned work hours of the work day.   Appropriate times 
for rest periods for unit members shall be arranged by the immediate supervisor after 
consultation with the unit member. 

 
8.5 TIME OFF FOR MEALS 
  

All unit members working the normal work week set forth in this Article shall be entitled 
to an unpaid, duty-free meal break of no more than sixty (60) minutes, scheduled 
approximately near the middle of the work shift, unless otherwise mutually agreed with 
the unit member(s) involved. 

 
 Unit members whose assigned daily work schedule is five (5) hours or less may elect to 

work their total shift without a lunch period with the prior approval of the supervisor. 
 
8.6 CALL BACK TIME 
 

When a unit member is required by a manager or supervisor to return to work after the 
regular work day has been completed, or on a weekend, the unit member shall be paid a 
minimum of three (3) hours, to be paid at the appropriate rate (overtime if appropriate). 

 
8.6.1 While on call back time, a unit member shall be financially compensated at the 

IRS rate for mileage to and from the District site.    
 

8.6.2 Carrying a District authorized cellular phone after normal working hours shall be 
entirely voluntary.  If a unit member agrees to carry a cellular phone, the unit 
member shall be paid a minimum of two (2) hours at the appropriate rate 
(overtime if appropriate).  Multiple calls do not add additional hours.   

 
8.6.3 While carrying a District authorized cell phone, if the unit member is called back 

to work, he/she shall be entitled to a minimum of three hours pay at the 
appropriate rate (overtime if appropriate) in addition to the two hours paid for 
carrying the cell phone.   

 
8.7 ADJUSTMENT OF ASSIGNED TIME 
 
 A unit member who is required to work a minimum of thirty (30) minutes or more per 

day in excess of his/her regular part-time assignment for a period of twenty (20) 
consecutive working days or more shall have his/her regular assignment adjusted upward 
to reflect the longer hours, effective with the next pay period. 
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8.8 UNIT MEMBER INITIATED ALTERED WORK SCHEDULE CHANGE  
 

A unit member may request an altered work schedule that does not result in an increase 
or decrease in the number of hours worked in a normal work week.   Such a request is to 
be made to the supervisor/manager for approval. The request is to include the proposed 
work schedule and a start and end date for the schedule to be in effect. 

 
 The work schedule may be altered for a designated time period, not to exceed twelve (12) 

months, by mutual consent of the unit member, the immediate supervisor/manager, the 
CSEA Chapter President or designee, and the Vice Chancellor of Human Resources or 
designee (Form). 

 
8.8.1 The form is to be routed by the unit member as follows: 
 

1. Supervisor – return to unit member 
2. CSEA President or designee – return to unit member 
3. Human Resources 

 
Human Resources to notify unit member, supervisor and CSEA President or designee 
confirming the effective date. 
 
8.8.2 The altered work week schedule may be renewed for a designated period of time 

by the unit member submitting a new request (form). If the altered work week 
schedule is renewed, all parties must agree to the change. 
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ARTICLE 9 
 

UNIFORMS, TOOLS & EQUIPMENT 
 
9.1 UNIFORMS 
 

The District may require unit members to wear uniforms while performing assigned work 
duties. 
 
9.1.1 If the District requires a unit member to wear a uniform, identification badges, 

cards, or emblems or to use special equipment or tools, initial costs and 
reasonable costs of maintenance and replacement shall be borne by the District. 

 
9.1.2 For skilled trades, maintenance warehouse, grounds and custodian unit members, 

the District shall provide a minimum of five (5) shirts and five (5) pants in fall 
term, one (1) jacket every two years and one (1) pair of safety footwear between 
12 and 15 months. Safety footwear may be requested sooner by the unit member 
to the supervisor, if safety is a concern. 

 
9.2 TOOLS, EQUIPMENT & VEHICLES 
 
 The District agrees to provide tools, equipment and supplies reasonably necessary for 

performance of employment duties.  
  
 9.2.1 Damage and/or loss of tools and equipment shall be reported to the appropriate  
  supervisor/administrator. 
 
 9.2.2 Removal of tools, equipment, or vehicles for personal use is only permitted with 
   prior authorization from the appropriate supervisor/administrator. 
 
9.3 UNIT MEMBER’S PERSONAL PROPERTY 
 
 No personal tools, equipment and supplies are to be used on the job during the 

performance of official duties. 
 
9.4 PHYSICAL EXAMINATIONS 
 
 The District agrees to pay the cost of any District-required medical examination not fully 

covered by the unit member’s District-provided medical plan. 
 
9.5 HOLD HARMLESS CLAUSE 
 
 The District shall insure against the personal liability of unit members of the District for 

damages for death, injury to a person, or damage or loss of property caused by the 
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negligent act or omission of the unit member when acting within the scope of his/her 
employment. 
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ARTICLE 10 
 

UNIT MEMBER SAFETY 
 
 

10.1 SAFETY AND HEALTH 
 
 The District shall make provisions for the safety of unit members during their 

employment in accordance with Cal-OSHA guidelines. 
 

10.1.1 If a unit member believes a safety procedure is inadequate or a safety hazard 
exists, he or she shall report this, in writing, to their immediate supervisor who 
will take the appropriate action. Should the administrative supervisor’s action be 
considered unsatisfactory, the member may present the problem in writing to the 
Human Resources Director for further consideration and action.  The Director’s 
findings shall be reported to the unit member in writing. 

 
10.1.2 Unit members will not be subject to any punitive action for making or filing any 

complaint involving an unsafe working condition. Nothing in this Article shall 
preclude a unit member from filing a Cal-OSHA claim. 

 
10.1.3 Any safety committees formed at the colleges under Federal and State guidelines 

shall include classified unit representation. 
 
10.2 REPORTING A WORK RELATED INJURY 
 
 It is the responsibility of the unit member to report to his/her manager all work related 

accidents on the day of the accident. 
 

10.2.1 In the event an accident is so serious that the unit member is unable to report it 
within twenty-four (24) hours, it shall be the responsibility of the supervisor of the 
unit member to report the accident to the proper authorities. 

 
10.3 EMERGENCY SITUATIONS 
 

In emergency situations that are other than natural disasters, the role of classified unit 
members is as follows: 
 
10.3.1. Help evacuate students and other employees. 

 
10.3.2. Assemble at pre-assigned campus or other location. 

 
10.3.3. After an area has been secured and deemed safe, classified unit members may be 

assigned to assist police, administrators and faculty during normal work hours. 
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10.3.4. Classified unit members may not leave unless dismissed by the administrator-in-
charge. 

 
10.3.5 In the event of a natural disaster, provisions of state law shall take precedence. 

 
10.4 CONTROLLED SUBSTANCE AND ALCOHOL TESTING PROGRAM 
 

CSEA and the District agree that covered unit members will comply with the Procedures 
for Controlled Substance and Alcohol Testing negotiated by the parties.  The Procedures 
are hereby incorporated into this Agreement by reference. 
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ARTICLE 11 
 

HOLIDAYS 
 
 

11.1 DESIGNATED HOLIDAYS 
 

All unit members shall be entitled to the following eighteen (18) paid holidays: 
 
  January 01 

Martin Luther King Jr. Day 
Friday in February prior to Washington’s Day 
Third Monday in February known as Washington’s Day 
Thursday of Spring Break known as Native American Day 
Friday of Spring Break known as César Chavez Day 
Last Monday in May, known as Memorial Day 
July 4, known as Independence Day 
First Monday in September known as Labor Day 
September 9, or another day known as Admissions Day 
November 11 or another day known as Veteran’s Day 
That Thursday in November this is proclaimed as  
Thanksgiving Day and Friday following Thanksgiving Day 
December 24 
December 25 
December 31 
A Floating Holiday annually set 
A Board-granted holiday during Christmas-New Year’s break. 

 
11.1.1 When a holiday falls on a Sunday, the following Monday shall normally be 

deemed to be the holiday in lieu of the day observed.  When a holiday falls on a 
Saturday, the preceding Friday shall normally be deemed to be the holiday. 

 
11.1.2 Additional Holidays 
  
 Unit members shall be granted as holidays each day appointed by the President, or 

the Governor of the State as provided in Ed. Code Section 79020, Sub Section (b) 
and (c) for a public fast, thanksgiving or holiday, or any day declared a holiday 
under Section 79022 of the California Education Code for Classified or Academic 
employees. 
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11.1.4 Christmas and New Year Holidays 
 
 Members in the bargaining unit, who are not normally assigned to duty during the 

school holidays of December 24, December 25, December 31, and January 1, 
shall be paid for those holidays provided that they were in a paid status during any 
portion of the working day of their normal assignment immediately preceding or 
succeeding the holiday period. 

 
11.2 COMPENSATION FOR HOLIDAYS 
 
 Holiday pay shall be equivalent to the number of hours usually worked per day.  Unit 

members shall be entitled to specified holidays and Board-granted holidays with pay, 
providing the holiday falls during their normal work week and during their assigned work 
calendar year and they are in paid status during the working day immediately before 
and/or the working day immediately after the holiday. 

 
11.2.1 If a unit member/s is/are required by their supervisors to work on a holiday, they 

shall receive their regular rate of pay and, in addition, one and one-half (1-1/2) 
times their regular rate of pay for working on a holiday.  If unit members do work 
and are paid overtime for working on a holiday, they shall not receive an 
additional day off. 

 
11.2.2 Should a holiday or Board-granted day off occur while a unit member is absent 

from work because of paid sick leave, vacation, or other paid leave of absence, 
the holiday shall be considered as time worked and shall not be deducted from the 
unit member’s other paid leave of absence. 

 
11.2.3 If a unit member is assigned to a scheduled work day that deprives him/her of a 

holiday to which he/she would otherwise be entitled, the unit member shall be 
provided a substitute holiday within his/her normal work schedule and where 
possible, within the work week the normal holiday occurred. 

 
11.2.4 If a holiday falls on other than an assigned work day during the term of the unit 

member’s work calendar, he/she shall be provided with substitute hours of 
holiday leave within the normal assigned work days, if possible during the week 
in which the holiday occurs.  If the holiday falls on an assigned work day, he/she 
shall receive prorated holiday leave and may take earned vacation leave or earned 
compensatory time for any additional hours required to fill the rest of the day.  If 
no leave time is available, the unit member’s salary shall be reduced at his/her 
regular hourly rate for the hours not earned. 

 
11.2.5 Notwithstanding the provisions of this article, bargaining unit members shall have 

the right to refuse to work on any holiday provided for in this Agreement with the 
exception of Campus Police Department personnel who will be assigned holiday 
coverage on a rotational basis. 
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11.2.6 Definition of the Term “Rotational Basis” 
 

11.2.6.1 The Campus Police Department shall establish and post a list of 
officers beginning with the most senior officer and ending with the 
least senior officer. 

 
11.2.6.2 The Department shall establish and post a list of dispatchers beginning 

with the most senior dispatcher and ending with the least senior 
dispatcher. 

 
11.2.6.3 Holiday assignments shall be offered first to the most senior officer or 

dispatcher and thereafter shall be offered to the next officer or 
dispatcher in descending order. 

 
11.2.6.4 An officer or dispatcher who accepts or rejects such an assignment 

shall have his/her name moved to the bottom of their respective list 
and not offered another assignment until all persons on each list have 
been offered an assignment and have accepted or rejected such offer. 

 
11.2.6.5 If no one accepts a holiday assignment, the Police Chief may make the 

assignments to the officer or dispatcher whose name appears at the 
bottom of their respective list.  A mandatory assignment may not be 
given to the same person more than once until each person on the list 
has received a mandatory assignment. 
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ARTICLE 12 
 

VACATION 
 
12.1 VACATION CALCULATION 
 
 Regular classified unit members shall earn vacation at a rate of .03846 for each hour 

worked (maximum of 10 days per fiscal year or 80 hours per employment year).  A 
regular unit member in a paid status for less than full-time shall receive the same rate of 
vacation accrued; however, the rate of paid leave will be applied to the total hours 
employed. (Example; a unit member earns .03846 hours of vacation for each hour 
worked.) Regular unit members upon completion of one (1) year of employment with the 
District shall be granted a maximum of fifteen days or 120 hours per year. (The hourly 
equivalent rate for 15 days a year would be .05769 hours of vacation for each hour 
worked.  Further increases in vacation earning based on the number of years completed in 
employment with the District would be as follows:   

 
       Vacation hours 
 Years   Per Hours Worked        Maximum   

 
   0 – 1    .03846    80 hrs  (10 days) 
   2 – 4    .05769   120 hrs  (15 days) 
   5 – 7    .06923   144 hrs  (18 days) 
   8 – 10   .07692   160 hrs  (20 days) 
 11 & up   .08461   176 hrs  (22 days) 
  

12.2 VESTING 
 

Earned vacation shall be accrued effective immediately upon commencement of 
employment, but shall not become a vested right nor may it be taken until the completion 
of six months of employment in paid status. 
  

12.3 ACCRUAL 
 

12.3.1 Vacation accrual may not at any time exceed a total of 336 hours.  Unit members 
will cease to earn further vacation until their accrual decreases below the total of 
336 hours.  

 
12.4 APPROVAL AND USAGE 
 

12.4.1 It is the responsibility of unit members to schedule and use their vacations. 
 
12.4.2 Vacation requests must be made in writing using a Leave request form. 

(Appendix D).  
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12.4.3 Unit member vacation request shall be granted in accordance with the following 
procedures:  

 
12.4.3.1 A supervisor may deny any request for vacation during peak period 

times.  These peak period times shall be defined as follows: 
 

Campus-based unit members: 2 weeks prior to and 2 weeks after the 
beginning of Fall and Spring semesters 

 
District Office unit members: Purchasing – June 

 Accounting – July 
 Budget – August 
 Payroll – January 
 ITSS – Spring Break  

 District Office departments not listed 
above, should follow requirements for 
campus based unit members.  

 
12.4.3.2 If the supervisor fails to respond to the vacation request within two 

weeks of its receipt, the request will be granted.  
 
12.4.3.3 Supervisors are responsible for providing every reasonable opportunity 

for unit members to take vacations each year. Unit members shall 
make specific vacation requests in writing to their supervisors within a 
reasonable amount of time prior to the requested time-off. The policy 
and practice of the District is to grant unit members the opportunity to 
use accrued vacation so long as the scheduling of vacation does not 
interfere with the operational needs of the department. With the 
exception of Section 12.4.3.2 supervisors must approve the time off 
before it is taken. 

 
12.4.3.4 Vacation requests shall not be approved for unit members who do not 

have sufficient accrued vacation time. 
 

12.4.3.5 Once the vacation request has been granted, it may not be rescinded, 
unless under circumstances agreed to by HR and CSEA.  

 
12.4.4 Vacation shall be granted on a first-come, first-serve basis. If two or more unit 

member request the same vacation time, on the same day, the supervisor may: 
  
 Grant the requests 
  
 Grant request/s for the more senior employee using District hire date 
 

If, the unit members have the same hire date; the supervisor shall draw a lot in the 
presence of all affected unit members to make the determination. 
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12.5 REMUNERATION 

 
Remuneration shall not be paid for unused vacation except that, upon separation from 
service, the unit member shall be entitled to lump-sum compensation for all earned and 
unused vacation, provided that the unit member has completed six months of 
employment in regular status.  The District will accept as the date of separation from 
employment to be the last day on the job. 

 



California School Employees Association, Chapter 363                                                                July 1, 2017– June 30, 2020 
 

35 

ARTICLE 13 
 

ABSENCES FROM WORK  
 
13.1  GENERAL PROVISIONS 
 
 The District will grant paid and unpaid leaves of absence for the purposes outlined and 

subject to the conditions set forth in this Article.  
 
 13.1.1 No absence under any paid leave provisions of this Article shall be considered as 

break in service for any unit member who is in paid status, and all benefits of this 
agreement shall continue to accrue under such absence. During such leave a unit 
member may return to his/her classification. 

 
 13.1.2 During unpaid leaves of absence, the unit member will not accrue vacation, sick 

leave, holidays or other leaves, or length of service credit, or medical benefits, 
unless required by state or federal regulations. 

 
 13.1.3 The approval of the immediate supervisor shall be obtained in advance of any 

absence from work unless the necessity for such absence cannot be reasonably 
anticipated in advance. 

 
 13.1.4 In situations where the necessity for such absence cannot be reasonably 

anticipated in advance, the unit member shall report the absence to the supervisor 
prior to the normal starting time. If the unit member is unable to report the 
absence, the unit member may designate someone to provide the report.  

  
  13.1.4.1 Failure to report the absence within an hour of the starting time of the 

unit member’s shift may result in ineligibility for paid leave and may 
be considered to be an unauthorized leave.  Such absence shall be 
recorded on the attendance report as unauthorized leave which 
signifies no pay. 

  
  For example if the unit member’s starting time is 8:00am the unit 

member must report the absence no later than 9:00am or it may be 
considered unauthorized leave. 

 
 13.1.5 The unit member shall not be absent from work during his/her assigned working 

hours except as otherwise provided in this Section.  Any other absence shall 
constitute an unauthorized absence. If a unit member is absent for three 
consecutive working days without authorized leave, or without notifying his/her 
supervisor, the absence will constitute an automatic resignation.  The unit 
member may request reinstatement from such a resignation within ten (10) days 
of the effective date of the resignation.  Reinstatement may be granted only if 
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the unit member makes a satisfactory explanation of the cause of the absences 
and/or the failure to notify his/her supervisor. 

  
 13.1.6 The supervisor may, with reasonable cause, require a unit member to submit 

evidence of the reason for and the continued necessity for the absence.   
 
13.2 SICK LEAVE   
 
 13.2.1 Sick Leave – Earned. "Earned" sick leave is the number of hours the unit member 

shall be entitled to earn each month at their full rate of pay for illness or injury. 
 

 13.2.1.1 For Full-Time Unit Members. Unit members scheduled to work 
(40) hours per week, twelve (12) months per fiscal year shall be 
entitled to eight (8) hours per month for a total of ninety-six (96) 
hours of sick leave per fiscal year. A unit member employed for 
less than a full fiscal year is entitled to that proportion the number 
of months of employment bears to 12 months. 

 
 13.2.1.2 For Less Than Full-Time Unit Members. Regular unit members 

scheduled to work less than forty (40) hours per week and/or less 
than twelve (12) months per full fiscal year are entitled to that 
proportion of ninety-six (96) hours of "earned" sick leave per fiscal 
year as the unit member's number of scheduled work hours relates 
to a full time work schedule. 

  
 13.2.1.3 For Probationary Unit Members. Probationary unit members who 

are scheduled to work forty (40) hours per week, twelve (12) 
months per fiscal year, shall not be eligible to use more than forty-
eight (48) hours of sick leave during the first six (6) months of 
their employment.  Probationary unit members working less hours 
shall be entitled to take a proportionate amount.  

 
 13.2.1.4 Reduction During Leave Without Pay. Sick leave entitlement shall 

be reduced by one (1) day for each calendar month a unit member 
is on leave without pay. 

 
 13.2.1.5 When Taken. Except as provided in 13.2.1.3, sick leave that will 

be allocated on July 1st, need not be earned prior to the unit 
member taking such leave and such leave may be taken at any time 
during the fiscal year.   

 
 13.2.1.6 Medical and Dental Appointment. When it is impossible for a unit 

member to schedule a medical or dental appointment at a time 
other than working hours, he/she may use earned illness absence 
time.  The unit member shall notify the supervisor of the pending 
absence in advance of the medical or dental appointment.  When 
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the need for absence cannot be anticipated, the unit member shall 
notify the supervisor at the earliest reasonable opportunity. 

 
13.2.2 Sick Leave – Accumulated. Accumulated sick leave is the unused sick leave 

which was earned but not used from the previous year(s). 
 

 13.2.2.1 Carry-over. Accumulated sick leave carries over to the new fiscal 
year at the unit member's full rate of pay for illness or injury. 
There is no maximum to the number of "accumulated" sick leave 
hours at full pay which a unit member may accrue. 

 
 13.2.2.2 Transfer of Sick Leave Credit. Any unit member who served in the 

classified services of another California school district 
immediately preceding his/her employment with San 
Jose/Evergreen Community College District may have transferred 
to San Jose/Evergreen Community College District the unused 
portion of any accumulated sick leave. Any transfer must be 
completed within one year of the unit member’s hire date.  

 
 13.2.2.3 Separation From District. If a unit member is separated from the 

District prior to rendering a complete fiscal year of service, the 
leave of absence entitlement for the partial year shall be that 
proportion of twelve (12) days' leave as the number of months in 
the fiscal year he/she is employed bears to twelve (12). In the event 
a unit member terminates employment with the District after 
having used more illness absence hours than the number which 
he/she has earned, the unearned portion shall be deducted from the 
unit member’s final warrant.  If no salary is due the unit member 
who has used more illness absence hours than the number earned, 
the unit member shall be billed by the District for the amount 
which the District has overpaid. 

 
 13.2.2.4 Unused Sick Leave. At the time of retirement each unused day of 

sick leave will be certified by the District to be applied for 
additional service retirement credit under PERS or STRS. 

 
13.2.3 Report of Illness Absence. An absence report for illness absence credit shall be 

made by the last working day of the month, and signed by the unit member and 
the supervisor. 

 
13.2.4 Medical Certification. The district may, with reasonable cause, require a medical 

certificate verifying any illness, or medical/dental appointments claimed by a unit 
member 

 
 Unit members must provide their supervisor with a medical certificate whenever 

they are absent for five (5) consecutive working days. 
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 The medical certificate must state that the unit member is receiving medical care 

and the inclusive dates when the unit member is unable to work because of a 
medical condition and the date the unit member is to return to work.  
 

13.2.5 Whenever the unit member has used all illness absence credit to which he/she is 
entitled, the absence shall be charged against accrued vacation, if any. When both 
allowable illness absence and vacation time have been exhausted, deductions for 
time loss shall be made from the unit member’s salary. A regular unit member 
who is on an unpaid leave of absence granted by the Governing Board shall retain 
all illness absence credit earned prior to the leave of absence, but shall earn no 
credit for illness absence during the leave. 

 
13.2.6 Differential Sick Leave. A unit member who is absent from his/her duties on 

account of illness or accident, whether or not the absence arose out of or in the 
course of employment, shall be provided Differential Sick Leave of a maximum 
of one hundred-ten (110) work days.  Differential Substitute Pay is subject to the 
following conditions: 

 
13.2.6.1 The Differential Substitute Pay shall begin upon the expiration of all 

accumulated paid leave. 
 

13.2.6.2 The amount deducted from the salary due the unit member shall not 
exceed the salary actually paid an hourly substitute. 

 
13.2.6.2.1 For the purposes of this section a permanent unit member 

filling in for an absent unit member who is on differential 
sick leave shall not be considered a “substitute.” 

 
13.2.6.2.2 A non-permanent unit member, hired to fill in for a 

permanent unit member who is filling in for an absent unit 
member who is on differential sick leave, shall be 
considered a substitute for the absent unit member. 

 
13.2.6.2.3 Unit members shall be provided continuing District-paid 

health benefits as set forth in Article 7 while on approved 
Differential Sick Leave. 

 
13.2.6.2.4 No Differential substitute pay will be made during any 

period of the fiscal year during which the unit member 
would not be employed.  

 
13.2.6.2.5 The Differential substitute pay will be coordinated with the 

Income Protection benefits (Long Term Disability 
Insurance Article 7.8).  
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13.2.6.2.6 The Differential substitute pay is cumulative and does not 
begin anew when broken by active service within the fiscal 
year. The Differential substitute pay does not begin anew 
for the same accident or illness if an absence bridges two 
(2) fiscal years. 

 
13.2.6.3 The unit member’s absence has been certified by his/her doctor. 
 
13.2.6.4 After differential sick leave has been exhausted, the unit member 

may resign, retire, or apply for an unpaid leave of absence of up to 
one hundred-ten (110) working days.  If the unit member fails to 
resign, retire or apply for an unpaid leave of absence, or the leave is 
denied, the unit member shall be placed on a 39-month re-
employment list (Article 13.12). 

 
13.3  PERSONAL NECESSITY LEAVE  

 
Upon prior written approval, Sick Leave may be used by the unit member in case of 
personal necessity.  Personal Necessity Leave shall be limited to circumstances that are 
serious in nature and that the unit member cannot reasonably be expected to disregard, 
but that necessitate immediate attention, and cannot be taken care of after work hours or 
on weekends.  Emergency circumstances may prevent a unit member from requesting 
prior written approval.  In such cases the unit member shall telephone the District at the 
earliest reasonable opportunity  

 
13.3.1 Each unit member shall be allowed up to seven (7) days absence each school year 

for personal necessity.  The seven (7) days Personal Necessity Leave shall be 
deducted from Sick Leave. 
 

13.3.2 The unit member shall submit a completed Personal Necessity Leave Request on 
the Absence form to their immediate supervisor whenever possible within three 
working days prior to requesting the leave.  This request is subject to the approval 
of the supervisor. 

 
13.3.3 The unit member may not be required to secure advance permission for Personal 

Necessity Leave for any of the following reasons. However, the unit member 
must submit a completed Personal Necessity Leave Request form to their 
immediate supervisor within three (3) working days after return to duty. 

 
13.3.3.1 Death or Serious illness of a unit member of his or her immediate 

family as defined in Section 13.3.5. 
 

13.3.3.2 Accident, involving his or her person or property, or the person or 
property of a unit member of his or her immediate family.   
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13.3.4 Personal Necessity Leave, except for the reasons stated in (Section 13.3.3.1) shall 
not be allowed for any day preceding or following a holiday or vacation. Personal 
Necessity Leave days shall not be cumulative from year to year. 

 
13.3.5  Members of the immediate family shall mean the unit member’s spouse or 

domestic partner, and the son or daughter, brother or sister, parent, grandparent, 
grandchild, step-parent or step-child, mother-in-law, father-in-law, son-in-law, 
daughter-in-law, brother-in-law or sister-in-law of the unit member or the unit 
member’s spouse, or any relative living in the immediate household of the unit 
member. 

 
13.4  LEAVE FOR NEW PARENTS 

  
13.4.1 Unit members who are new parents (“New Parents”) may be eligible to use sick  
           leave to care for their children. 

 
13.4.2 New parents may use current and accumulated sick leave for parental leave, up to  
           12 workweeks. 

 
            13.4.3 New Parents may use leave under this provision only under the following two  
                       circumstances: 

 
i. A biological parent may use leave to care for a child within the first year  
            of the infant’s birth 
 
ii. An adoptive parent may use the leave to care for a child within the first 
            year of legally adopting the child. 

 
13.4.4 To the extent a unit member is eligible for leave pursuant to Article 13.12- Family 
            Medical Leave Act 1993, the entitlement and use of Leave for New Parents shall  
            be satisfied by and run concurrently with leave taken pursuant to Article 13.12- 
            Family Medical Leave Act 1993 and the California Family Rights Act. 

 
13.4.5 Sick leave used for child bonding counts as parental leave and as part of the 12 
           workweeks. 
 
13.4.6 If a unit member does not have 12 workweeks of sick leave but wants to take a  
           parental leave up to 12 workweeks, he or she may be entitled to differential 
           substitute pay (6.9) for the remainder of the time off if: 

 
a. The unit member exhausts all sick leave; and 
 
b. The unit member has been employed by the district for at least 12 months  

                                    prior to taking the leave.  The 12 months do not have to be consecutive. 
 

13.4.7 If a unit member meets both requirements, he or she is entitled to differential  
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          substitute pay for the remainder of the 12 workweeks.  Differential Substitute pay 
          under this section is exclusive of differential substitute pay provided by section  
          13.2.6. 
 
13.4.8 If a unit member does not want to exhaust his or her sick leave for parental leave,  
           the unit member is not eligible for the differential substitute pay.  If the unit  
           member meets all of the CFRA child-bonding leave eligibility requirements, he or  
           she may still take up to 12 workweeks of unpaid CFRA leave for child-bonding. 
 
13.4.9 Parental leave counts against the 12 workweek of child-bonding leave under  
           CFRA. 
 
13.4.10 Unit members who have not been employed for at least 12 months may use up to  
             30 days of sick leave for parental leave.  If a unit member has less than 30 days of  
             sick leave, he or she may take unpaid leave for the remainder of the 30 days. 

 
13.5  PERSONAL BUSINESS LEAVE 
  

Beginning July 1, 2011 each bargaining unit member shall be entitled to receive a 
maximum of three (3) personal business leave each fiscal year.  
 
For the purpose of this section, “personal business leave” means obligations of a unit 
member that must be performed during regularly scheduled working hours. 
Circumstances under which personal business days may be used but not limited to are the 
following: 

 
a. Emergencies related to the unit member’s home or to his or her immediate family 

members; 
 
b. Medical or dental appointments for the unit member’s immediate family members 

when the nature of the appointment requires the unit member's presence; 
 
c. Appointments for the purpose of conducting personal legal affairs or financial 

transactions, or receipt of a summons, subpoena, or other court orders requiring 
absence from work; 

 
d. Special family obligations such as attending an immediate family member's 

graduation or marriage ceremony; and 
 
e. Observance of a major religious holiday of the unit member’s faith. 

 
The appropriate administrator or supervisor shall require an indication of the reason for 
personal business leave to be written on the leave request form.  

 
The unit member shall give the supervisor at least three (3) days’ notice prior to taking a 
Personal Business leave. All personal business leave must have the approval, of the 
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supervisor. It must be scheduled in advance with the appropriate administrator or 
supervisor whenever possible. When advance scheduling is not possible because the 
leave is required to meet an emergency, the supervising manager must be promptly 
notified that the employee is requesting personal business leave time. 

 
Personal Business Leave shall be deducted from unit member’s sick leave. Personal 
Business Leave shall not accumulate or carry over into the next fiscal year.  

 
13.6  INDUSTRIAL ACCIDENT AND ILLNESS  
 

Industrial Accident and Illness is defined as illness or injury which is supported by a 
doctor’s certificate and which qualifies under Workers’ Compensation Insurance as being 
work-related.  In accordance with State Law the District shall carry Workers’ 
Compensation Insurance. All injuries, no matter how trivial, must be reported 
immediately to the unit member’s supervisor and a report of injury filed by the supervisor 
with the Human Resources Office. 
 
13.6.1 A Classified unit member who has completed one year service with the District 

shall be eligible for an Industrial Accident and Illness Leave because of 
occupational injury or illness.  The total number of days for one injury or illness 
shall not exceed sixty working days.  Such leave is not cumulative from year to 
year. Industrial Accident and Illness Leave shall commence on the first day of 
absence. 
 

13.6.2 Payment for wages lost on any day shall not, when added to an award granted the 
unit member under the Workers’ Compensation laws of this State, exceed the 
normal wage for the day. 
 

13.6.3 Industrial Accident and Illness Leave shall be reduced by one day for each day of 
authorized absence regardless of whether a claim has been settled under Workers’ 
Compensation. 

 
13.6.4 If an absence overlaps into a new fiscal year, the unit member will have available 

to carry over into the next fiscal year only the number of days not used the prior 
year for the same illness or injury. 

 
13.6.5 The Industrial Accident and Illness Leave of Absence is to be used in lieu of 

entitlement acquired under the Education Code. When entitlement to Industrial 
Accident and Illness Leave has been exhausted, entitlement to other Sick Leave 
shall then be used; but if a unit member is receiving Workers’ Compensation 
he/she shall be entitled to use only so much of his/her accumulated or available 
Sick Leave, Vacation or other available leave which, when added to the Workers’ 
Compensation award, provides for a full day’s wage or salary. 

 
13.6.6 During District-paid leaves of absence, whether Industrial Accident and Illness  
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Leave as provided in this section, Sick Leave, Vacation or other available leave 
provided by law, or the action of the Governing Board, the unit member shall 
retain his/her temporary disability check providing that notice be given to the 
District that such check has been delivered to the unit member.  In this case, the 
District shall then cause the unit member to receive his/her normal wage or salary 
less appropriate deductions, including, but not limited to, unit member retirement 
contributions, and an amount equivalent to the face amount of the temporary 
disability check, which the unit member has been permitted to retain.   

 
13.6.7 Unit member benefits are to be computed on the basis of the unit member’s 

regular wage or salary while in a paid status, prior to the deduction of any 
amounts for temporary disability payments.  Reduction of entitlement to leave 
shall be made only in accordance with Section 88192 of the California Education 
Code. 

 
13.6.8 Any unit member receiving benefits as a result of this Section shall, during 

periods of injury or illness, remain within the State of California, unless the 
Governing Board, by express written permission, authorized travel outside the 
State. 

  
13.7 BEREAVEMENT 
 

Each unit member shall be granted necessary time off, with pay, not to exceed three 
days, or five days if travel of more than three hundred (300) miles one way is required, 
in the event of the death of any member of the unit member’s immediate family as 
defined in 13.3.5.  Said leave shall not be deducted from accumulated sick leave.  Such 
Bereavement Leave days shall be taken consecutively and within thirty (30) days of the 
death of the qualifying family member. 

 
13.8 JURY DUTY  
 

Jury Duty shall be considered the equivalent hour-for-hour of a day of assigned work.  A 
unit member shall receive full pay when serving as a panel member on a jury in a case 
before a court of law, provided he/she signs over and remits all compensation received 
for such jury duty, exclusive of mileage, to the District.  The unit member called for jury 
duty shall immediately report such jury duty notice to the administrator. 

 
13.9 QUARANTINE 

 
A unit member whose place of residence is quarantined by county health officers shall 
receive full salary during the period of enforced quarantine.  If the unit member is not ill, 
no deduction shall be made from his/her accumulated days of paid illness absence.  A 
statement from a qualified physician and/or public health authorities relative to the 
quarantine restrictions shall be required in all cases. 
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13.10 MILITARY LEAVE  

 
Permanent unit members who have been employed continuously for not less than one 
year immediately prior to the day on which the absence begins and for half-time or more 
shall be entitled to full pay for the first thirty (30) calendar days of absence for active 
duty in any one fiscal year.  Pay may not exceed 30 days in any one fiscal year. Such 
leave must be verified by a copy of the military orders requiring military duty. 
 

13.11 UNPAID LEAVES OF ABSENCE 
  

Leaves of Absence without pay may be granted by the Governing Board for a specific 
purpose and for a designated time period not to exceed one year subject to all the 
following conditions:  a suitable short-term solution is available to accommodate the 
absence; the absence of the unit member will not reduce the efficiency of the program of 
the District; and the worker can give reasonable assurance he/she will return to the job.  
 
13.11.1 Administrator - All requests for leaves of absence shall be made in writing to the  
             designated administrator and shall specify the beginning date and return date.   
             The administrator shall review the request and submit a recommendation to  
             Human Resources. All leaves of absence require the approval of the District. 
 

13.11.1.1 Evidence of Necessity for Leave - Supporting evidence or proof of the  
                necessity for the leave, if required, shall be submitted with the letter of  
                request for leave. 

 
13.11.1.2 Status of Unit Member Upon Return - Upon the expiration of an 
                authorized unpaid leave of absence, the unit member shall be returned 
                to the same position in which he/she previously worked providing the  
                unit member has met the conditions under which the Board-approved  
                leave was granted. If the position no longer exists, the person shall be  
                placed on the reemployment list per Section 13.14. 

 
13.11.2 Return from Unpaid Leave - A unit member on Unpaid Leave as set forth in this 
             Section shall notify District Human Resources no less than fifteen (15) working  
             days prior to the termination date of the Leave of his/her intent to return to  
             employment in the District.  Failure to so notify the District in accordance with  
             this procedure shall constitute and be considered as abandonment of the position. 
 

13.12 FAMILY MEDICAL LEAVE ACT - 1993 
 

 In compliance with the Family Medical Leave Act (FMLA), eligible District unit 
members may take unpaid leave of up to 12 weeks for qualified medical and family 
reasons.  The purpose of the Family Medical Leave Act is to provide unit members 
reasonable leave to care for an eligible family member, or the unit member himself or 
herself, in the event of a serious medical condition, or to enable the unit member to care 
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for a child within one year of the child’s adoption or receipt into foster care.  While on 
leave, unit members are entitled to District paid benefits. 
  
13.12.1 Family Medical Leave is not an additional leave.  This means that the leave is 

granted only to ensure a total of 12 weeks of leave with benefits.  For example, 
if a unit member has taken personal necessity leave of one week, the Family 
Medical Leave will be for 11 weeks, making a total of 12 weeks of leave. 

 
13.12.2 Eligibility: Unit members who have been employed for at least one year of 

continuous service by the District are eligible for this leave.  Continuous service 
consists of full-time or part-time employment for the number of months 
customarily worked by unit members in that job classification.  If a unit member 
separates from service after attaining more than one year of continuous service 
and is subsequently re-employed by the District, the unit member is not eligible 
for Family Medical Leave until he or she completes another year of service.  
They must also have worked at least 1,250 hours within a one year period. 

 
13.12.2.1 Qualifying Events for Purpose of Family Medical Leave  

 
13.12.2.2 The birth or adoption of a child, or the receipt of a child into foster 

care, within one year of such birth or placement, or  
 

13.12.2.3 The unit member’s own serious health condition that makes it 
impossible to perform essential job functions, or  

 
13.12.2.4 A serious health condition of a unit member’s child, spouse, parent 

or member of the immediate household, which requires the unit 
member to care for the family member. 

 
13.12.3 Eligible Child 

13.12.3.1 A biological, adopted or foster child under the age of 18, or 
 

13.12.3.2 A disabled child of any age, or 
 

13.12.3.3 A child under 18 who is treated as the unit member’s child or for 
whom the unit member has been “in loco parentis” 

 
13.12.4 Application for Leave  

A request for Family Medical Leave must be made in writing by completing the 
Family Medical Leave application form.  The application must be submitted to 
the unit member’s administrator and then forwarded to the Office of Human 
Resources at least thirty days before the requested start of the leave unless the 
reason for the leave is due to an emergency, in which case the request must be 
made immediately.  The completed application must state the reason for the 
leave and the beginning and ending dates of the leave. 
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13.12.5 Conditions of Leave  
 

13.12.5.1 A unit member who requests Family Medical Leave for his or her 
own serious health condition is required to use all available paid 
time: accrued sick leave, all available comp. time, vacation and 
differential pay of up to five months total leave.  A unit member who 
requests Family Medical Leave to care for his or her spouse, child, 
parent or member of the immediate household with a serious medical 
condition or for the birth or adoption of a child may choose to use 
sick leave to cover the requested leave period.  However he or she 
must first use all available comp and excess vacation, then personal 
necessity followed by sick leave.  The unit member may also choose 
to use vacation time before using unpaid leave.  At the exhaustion of 
all above paid leaves, the remainder of the leave - up to a maximum 
of twelve weeks - will be unpaid.  District paid benefits, if 
applicable, will continue through the duration of the leave on the 
condition that the unit member returns to work after the leave. 

 
13.12.5.2 Only one Family Medical Leave may be taken in each twelve month 

period.  This twelve month period is a forward rolling leave 
calculated from the date on which the last Family Medical Leave 
started, or in the case of the first leave, the first date on which the 
unit member becomes eligible and has a qualifying reason. 

 
13.12.5.3  The District may require the unit member to obtain a second medical 

opinion at District expense.  If the two medical opinions conflict; the 
opinion of a third medical provider, approved jointly by the unit 
member and the District, may be required at District expense, and 
the third opinion will be final and binding. 

 
13.12.5.4 Leave taken because of the serious health condition of a unit 

member, spouse, child, parent or member of the immediate 
household may be taken intermittently or on a reduced schedule 
when medically necessary.  Leave may be counted in full or partial 
days or full or partial weeks.  Leave taken because of the birth or 
placement of a child may not be taken intermittently or on a reduced 
schedule leave unless expressly approved by the Director of Human 
Resources. 

 
13.12.5.5 While in unpaid status under Family Medical Leave, a unit member 

will not accrue additional benefits such as sick leave, vacation, or 
seniority.  However, Family Medical leave is counted as active work 
status for the purposes of pension vesting or eligibility in pension 
plans. 
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13.12.5.6 If both husband and wife work for the District, their leave is limited 
to a combination of twelve weeks for the qualifying event of a birth, 
adoption, or foster care placement. 

 
13.12.6 Medical Certification Statement. An application for leave based on the serious 

health condition of the unit member or the unit member’s spouse, child, parent 
or member of the immediate household must be accompanied by a Medical 
Certification Statement completed by a health care provider.  The certification 
must state the date of which the health condition commenced, the probable 
duration of the condition, and the appropriate medical facts allowed by the law 
regarding the condition.  If leave is for the care of a family member, it should 
also estimate the amount of time that the unit member will be needed to care for 
the patient. If leave is for the unit member’s own health condition, certification 
should also state that the unit member is unable to perform the functions of his 
or her own position.  If additional leave is requested beyond the period stated in 
the certification, the District may require re-certification in accordance with 
these procedures. 

 
13.12.7 Return from or Failure from Leave. The unit member is expected to return to 

work on the date stated in the application for leave.  If the unit member wishes 
to return earlier, both the unit member’s administrator and the Office of Human 
Resources should be notified at least 5 days before the unit member’s planned 
return.  Failure to return from leave without notification may be constructed as 
an abandonment of the unit member’s position.  The District will require a 
certification that the unit member is physically able to return from leave due to 
the unit member’s own serious health condition.  However, if a unit member 
returning from Family Medical Leave due to his or her own serious medical 
condition is unable to perform the essential functions of his or her job because 
of a physical or mental condition, the District’s obligations to that unit member 
may be governed by the Americans with Disabilities Act. 

 
13.12.8 Reinstatement Rights. A unit member on Family Medical Leave is entitled to be 

returned to the same position held prior to the leave, if still available, or to a 
position with equivalent pay, benefits, if applicable, and other terms and 
conditions of employment, subject to provisions of the Contract.  A unit 
member on Family Medical Leave will not suffer the loss of any other 
employment benefits that the unit member earned or was entitled to before 
using the leave. 

 
13.12.9 Health Care Benefits (if applicable). District paid benefits will continue during 

the period of Family Medical Leave.  If the unit member does not return from 
leave and employment is terminated, District paid benefits shall terminate at the 
end of the month in which they were last in paid status. 

 
13.12.10 Coordination with Pregnancy Disability Leave. Family Medical leave is 

separate and distinct from disability leave for pregnant unit members.  Pregnant 
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unit members may be entitled to a disability leave in addition to the Family 
Medical Leave.  An eligible unit member may be entitled to take a pregnancy 
disability leave of up to four months and a Family Medical Leave of up to 
twelve weeks for a combination of approximately seven months. 

 
13.12.11 Reference: The Family Medical Leave Act became effective on August 5, 1993.  

The California Family Medical Leave Act was amended by AB 1460 to 
conform the state law to the federal Family Medical Leave Act.  These 
amendments were effective on October 5, 1993. 

 
13.13 CATASTROPHIC ILLNESS LEAVE BANK  
 

13.13.1 Definitions: 
 

13.13.1.1 Catastrophic Illness or Injury means an illness or injury that is 
expected to incapacitate the unit member or a member of the unit 
member’s family and which incapacity requires the unit member to 
take time off from work for an extended period of time and creates a 
financial hardship for the unit member because he or she has 
exhausted all of his or her sick leave and other paid time off. 
Catastrophic Illness or Injury includes but is not limited to, heart 
attack, stroke, kidney failure, cancer, major surgery and/or treatment 
for life threatening illness or hospitalization as a result of a severe 
automobile or other accident. Mental stress related to illness, normal 
pregnancy, and normal illness such as colds, flu, allergies, are 
excluded.  

 
13.13.1.2  For purposes of this section, “member of the unit member’s family” 

is defined to include only the following: spouse, domestic partner, 
child, and legal dependents.  

 
13.13.2 Basic Provisions: 

 
13.13.2.1 Any unit member may donate a maximum of 25 days of accrued sick 

leave credits to the Catastrophic Illness Leave (CIL) Bank in full day 
(8-Hour) increments. The donor must retain a 40 day balance of sick 
leave credits after the donation, except that terminating unit 
members may donate up to the balance of their sick leave.  All 
donations are voluntary and all donated leave becomes the property 
of the CIL Bank and under no circumstances will be returned to the 
donor.  

 
13.13.2.2 An eligible unit member may receive a maximum of 40 days of 

donated sick leave from the CIL Bank for each catastrophic illness or 
injury.  In order to be eligible to receive leave from the CIL Bank:  
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(i) the unit member must be a permanent unit member 
(temporary and probationary unit members are not eligible 
for CIL);  

 
(ii) the unit member must exhaust all paid leave;  

 
(iii) the unit member must not be eligible for worker’s 

compensation benefits or long-term disability benefits.  
 

13.13.2.3 CIL runs concurrently with Family Medical Leave or any leave 
granted under Section 13.9. 

 
13.13.3 Procedure for Donation: 

 
13.13.3.1 CSEA and the Human Resources Office will conduct an annual 

solicitation each September 1 through September 30.  In addition, 
CSEA and Human Resources may solicit donations at other times as 
needed to maintain a sufficient balance.  

  
 Any unit member may donate sick leave by submitting a signed 

donation form irrevocably donating the designated leave to the CIL 
Bank as per Article 13.13.2.1 as follows: 

 
a. During an annual solicitation each September 1 through 

September 30 of each year. 
 

b. Any time a unit member wishes to donate sick leave to the 
CIL bank 

 
13.13.3.2   Upon a request by the CSEA President, the Vice Chancellor of 

Human Resources will provide the balance of the CIL bank to the 
CSEA Chapter President. 

 
13.13.4  Procedure for Requesting: 

 
13.13.4.1 An applicant shall submit an Application for Leave request to the 

Vice Chancellor of Human Resources. All requests must be 
accompanied by a physician’s statement verifying the Catastrophic 
Illness or Injury.  

 
13.13.4.2 The Vice Chancellor of Human Resources and the CSEA President 

shall review the application and determine if the applicant is eligible 
for CIL.  

 
13.13.4.3 The identity of a unit member receiving CIL will be kept 

confidential unless the unit member authorizes release of his or her 



California School Employees Association, Chapter 363                                                                July 1, 2017– June 30, 2020 
 

50 

identity. Other information related to the circumstances of the 
Catastrophic Illness or Injury will remain confidential.  

 
13.13.5 Ineligibility to receive CIL:  
 

   A unit member is ineligible to receive CIL in the following circumstances:  
 

13.13.5.1 The unit member has received the maximum of 40 days of CIL.  
 
13.13.5.2 The unit member resigns, retires, dies or is otherwise terminated 

from employment with the District. 
 

13.13.5.3 The unit member returns to work.  
 

13.13.5.4 The unit member withdraws request for CIL. 
 

In the event the bank is exhausted, CIL shall not be granted. 
 
13.14 REEMPLOYMENT LIST 
 

When all available leaves of absence, paid or unpaid, have been exhausted, and if the unit 
member is not medically able to assume the duties of his/her position, the unit member 
shall, if not placed in another position, be placed on a re-employment list for a period of 
thirty-nine (39) months.   
 
When available during the thirty-nine month period, the unit member shall be employed 
in a vacant position in the class of his/her previous assignment over all other available 
candidates except for a re-employment list established because of lack of work or lack of 
funds, in which case the unit member shall be listed in accordance with appropriate 
seniority regulations. 
 
Any unit member who has been placed on a re-employment list, as provide herein, who 
has been medically released for return to duty and who fails to accept an appropriate 
assignment shall be dismissed. 
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ARTICLE 14 
 

INTRA-DISTRICT TRANSFER POLICY 
 
14.1  STATEMENT OF POLICY  
 

The Intra-District Transfer Policy shall be applicable when, by consensus of the 
Presidents, in consultation with Human Resources and the appropriate supervisor, a 
vacancy exists at any college, satellite location or in the District offices, in a lateral 
position. A lateral position is a position with the same title/classification, and the same 
hours in the work year that provides no change in the regular rate of pay to the classified 
unit member. 
 
14.1.1 Transfers may be initiated by individual classified unit members, by the college, 

and/or District administration when staffing and/or fiscal and/or enrollment 
conditions necessitate an increased need or a reduction of personnel at a College 
or in the District offices, and if openings exist at another College or in the District 
offices for which the staff members involved are classified and qualified.  
Reasons for transfer under this provision may include, but are not limited to:   

 
 desire of individual classified unit member; the physical well-being of the person 

involved or of other staff members; balance of quality of support services to be 
rendered at the Colleges; problems of staff morale; and for reasons deemed to be 
in the best interests of the District. 

 
14.1.2 Voluntary Lateral Transfer (unit member Initiated) 
 

Any classified unit member of the District may apply for a transfer to a vacant 
position at any District location. 

 
14.1.2.1 A lateral position is a position with the same title/classification, and the 

same hours in the work year that provides no change in the regular rate 
of pay to the classified unit member. 

 
14.1.2.2 All appropriately qualified and classified voluntary applicants for 

transfer shall be considered to be in competition for the position. 
 
14.1.2.3 All requests for transfer must be submitted on a District Classified 

Application and must be submitted to the Human Resources Office prior 
to the posted deadline. 

 
14.1.2.4 All qualified unit members shall receive an interview by the screening 

committee for the vacant position. 
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14.1.2.5 Unit members who are applicants for transfer, if not selected, shall upon 
request be given a written statement listing the reasons(s) for their non-
selection. 

 
14.1.3 Involuntary Transfers (Administration Initiated) 
 
 The Chancellor shall have the authority to reassign classified unit members. Such 

assignments shall be made in accordance with the unit member’s qualifications 
and the needs and best interests of the District in providing an effective and 
balanced educational program. 

 
14.1.3.1 Whenever possible, a person selected for involuntary transfers shall be 

given fifteen (15) working days prior written notification and shall be 
provided, upon request, an opportunity to meet with the College 
President and Human Resources to discuss the proposed transfer. 

 
14.1.3.2 The actual transfer date of the transferee shall be determined by Human 

Resources after consultation with the appropriate supervisors. 
 

14.1.3.3 In the event that more than one (1) unit member is found to be equally 
qualified, the most recently employed person shall be transferred. 

 
14.1.4 Concurrent Assignment (Serving at More Than One College)  
 

When concurrent assignment is made, the implementation of such assignment 
shall be according to the criterion of best meeting the needs of the District and 
Colleges as determined by concurrence of the Presidents and District Human 
Resources, after conferring with the appropriate supervisors.  The assignment 
shall be effective upon approval by the Chancellor.  Concurrent assignments will 
be made only after reasonable efforts to meet staffing needs by the reassignment 
of personnel currently employed at the respective work locations. 
 

14.1.4.1 Mileage reimbursement at District approved current rate for the round 
trip distance between the two colleges shall be paid when concurrent 
assignment requires the inter-college/district travel on the same day. 
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ARTICLE 15 
 

HIRING AND ADVANCEMENT 
 
 

15.1 ADVANCEMENT 
 
            The District is committed to providing advancement opportunities for its unit members.  

This will give unit members an opportunity to gain work experience in a higher level 
classification if they meet the minimum qualifications for the position.  
 

15.2 INTERNAL PROFESSIONAL DEVELOPMENT OPPORTUNITIES  
 

When a new bargaining unit position is established or an existing position is to be filled 
for a minimum of two (2) months and a maximum of one (1) year, it will be posted 
internally.  

 
15.2.1  Internal Professional Development Opportunities are to be offered according to  

                        the following guidelines: 
 

15.2.1.1  Offer to permanent, non-probationary unit members within the  
               department.  When more than one member within a department meets  
               the needs of the position, notice of the opportunity shall be distributed  
               within the department.  A three (3) working day response window shall  
               be provided. 
 
15.2.1.2  Offer to permanent, non-probationary unit members outside the 

                      department. Notice of the opportunity shall be distributed to current unit  
                      members. A three (3) working day response window shall be provided. 

 
            15.2.1.3  When a permanent, non-probationary unit member is not available to  

                 perform the necessary assignment, notice shall be listed externally.  
 

15.2.2  The selection process shall include the following guidelines: 
 

15.2.2.1  Notice shall generally mean email notification. 
 

                        15.2.2.2  Interested unit members are to submit a resume and letter of  
                                       interest to the appropriate supervisor as indicated on the notice. 

 
15.2.2.3  Upon receipt, the supervisor shall interview qualified internal  

                                       candidates. 
 

15.2.2.3.1 Interview shall include supervisor and an appropriate unit   
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member designee. Supervisor may make a recommendation 
as to the designee. 

 
15.2.2.3.2 Upon completing an Internal Professional Development  

                                         assignment, a unit member will be ineligible for another Internal  
                                         Professional Development (“IPD”) Opportunity (as defined in this  
                                         section) for a period of one year. 

 
15.2.2.3.3 Each unit member may accept a maximum of three (3)   

                                         Internal Professional Development Opportunities (as defined in this   
                                         section) during a five-year period.  
 

15.2.2 A unit member selected for the position will accrue seniority in his/her regular 
classification, not the temporary classification in which the member is serving an 
IPD assignment.  At the end of the IPD assignment, the unit member will return to 
his/her regular position (at the same campus, department, classification, and pay 
rate to which they were originally assigned before serving the IPD assignment).  
If the unit member would have been entitled to a step increase during the period 
of time in the IPD position, the unit member will be reinstated back to their 
regular position at that step which he/she would have been due. The unit member 
shall be placed on the new salary range at the step which provides a salary 
increase of at least 7.5%; however the salary cannot go beyond the “E” step of the 
new salary range.  

 
15.2.3 Unit members will apply for IPD opportunities by submitting an updated 

application by the posted deadline. Unit members will be selected by following 
the regular screening committee process for external postings with the following 
exceptions: those unit members who meet the minimum qualifications will be 
interviewed automatically; if after the  interviews the committee determines that 
more than one candidate still meet the minimum qualifications, the hiring 
administrator will make the final selection; if there is only one candidate 
determined to meet the minimum qualifications, that candidate is automatically 
selected for the opportunity.   

 
15.2.4 Nothing contained herein shall prevent the District from assigning or reassigning  
            a bargaining unit member to a different position within the District. Article 14  
            establishes procedures for intra-District transfers. 

 
15.3 PROMOTIONS 

 
15.3.1 Permanent Promotional Position: A permanent unit member may be selected to 

fill a vacant permanent position in a higher classification within the bargaining 
unit as a result of an open competitive process. A permanent position is a position 
intended to exist for more than one year. The unit member’s new position will be 
known as the promotional position. 
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15.3.2 Interview: All permanent unit members who meet the minimum qualifications for 
the job will be granted an interview along with those qualified external candidates 
selected for interviews. Being interviewed does not guarantee that a unit member 
will be selected for the position. 

 
15.3.3 Promotional Probationary Period: unit members promoted to a higher 

classification shall serve a promotional probationary period of no less than six (6) 
months in the promotional position beginning with the first day of service in the 
position. Time off for holidays, fully-paid sick leave, bereavement, family illness 
or jury leave shall not extend the promotional probationary period. However, 
periods of absence for other purposes, such as vacation, shall not be counted in 
satisfaction of the six (6) month service requirement.  

 
15.3.4 Return: A unit member serving a promotional probationary period shall be 

entitled to return to his/her prior position within ninety (90) days of the beginning 
of the promotional probationary period without loss of seniority in the prior 
position. 

 
15.3.5 Evaluation of Probationary Promotional unit members.  

 
15.3.5.1 Timing of Evaluations: A unit member serving a promotional 

probationary period shall be evaluated at the end of the third and fifth 
months of service. Special evaluation reports may be made at other than 
the specified times when such are deemed necessary by the supervisor 
or designated manager. 

 
15.3.5.2 Satisfactory Performance: The written performance evaluation report 

completed at the end of the fifth month of service must indicate 
satisfactory job performance in order for the unit member to 
successfully complete the probationary period and to achieve 
permanent status in the position.  

 
15.3.5.3 Effect of Unsatisfactory Performance: Should the rating at the  end of 

the fifth month of service be less than satisfactory, the unit member 
may be terminated from his/her promotional position and shall be 
reinstated to his/her prior position.  
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ARTICLE 16 
 

PERFORMANCE EVALUATIONS 
 
16.1 REQUIREMENTS FOR PERIODIC EVALUATION 
 
 Each classified unit member will be periodically evaluated in accordance with the 

schedule set forth below in 16.2.   
 
16.2 SCHEDULE FOR EVALUATING UNIT MEMBERS 
 
            It is the intent of the evaluation process to help unit members improve their performance. 
 

16.2.1 Probationary New Hire unit members: The probationary period shall be the first 
twelve (12) months of employment for each new regular unit member.  
Probationary unit members shall be evaluated three times during the first year of 
employment; the first two evaluations after the 3rd and 6th months of employment 
and a final evaluation after eleven (11) months, using the full progress report 
form. 

 
16.2.2 Probationary Promotional unit members: Unit members promoted to a higher 

classification pursuant to Article 15.4 shall serve a promotional probationary 
period of no less than six (6) months in the promotional position beginning with 
the first day of service in the position. Probationary promotional unit members 
shall be evaluated at the end of the 3rd and 5th months of employment.  

 
16.2.3 Permanent unit members: After the probationary period, all unit members shall be 

evaluated annually on the unit member’s anniversary date.  
 
16.2.4 Additional Evaluations: Additional performance evaluations may be given 

whenever requested by the unit member’s immediate supervisor, or by the unit 
member. 

 
16.3 PERFORMANCE EVALUATION REVIEW 

 
Each unit member shall be given a copy of the performance evaluation.  A permanent 
unit member may request a review of his/her evaluation by the administrative officer if 
he/she has reason to question the overall rating.  A probationary unit member may not 
request a review. 
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ARTICLE 17 
 

PERSONNEL FILES 
 
17.1 Personnel files of unit members shall be maintained at District Human Resources. Such 

files shall be available for inspection as set forth below. 
 
17.2 Every classified unit member shall have the right to inspect his/her personnel file upon 

request provided the request is made at a time when the unit member is not actually 
required to render service to the District.  Personnel files which may be inspected shall 
not include ratings, reports, or records which were obtained prior to the employment of 
the unit member. 
 

17.3 Information of a derogatory nature except materials mentioned in Article 17, Section 17.2 
above shall not be entered or filed unless the unit member is given written notice and the 
opportunity to review and comment thereon within a ten (10) day period.  A unit member 
shall have the right to enter, and have attached to any such derogatory statement, his/her 
own comments thereon.  If the District fails to provide appropriate notice as set forth in 
this Section, the unit member may petition the District to remove the derogatory 
materials. Furthermore, derogatory information may not be entered into a personnel file 
more than one (1) year after an event occurred unless the supervisor was unaware of the 
occurrence of the event. 
 

17.4 All classified unit members who want to inspect their personnel files shall make an 
advance appointment.  Personnel files shall be available for inspection during regular 
office hours each day the office is open for business. 

 
17.5 Personnel files shall be confidential and shall be available for inspection only by the unit 

member, his/her supervisory personnel, or the Union, under the provisions of Article 3, 
Section 3.4. 
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ARTICLE 18 
 

GRIEVANCE PROCEDURES 
 
18.1 DEFINITIONS 

 
18.1.1 A ‘grievance’ is defined as a complaint of a unit member, unit members, or the 

Union involving the interpretation, applications, or alleged violation of this 
Agreement.  It is the intent of the parties to resolve grievances equitably at the 
lowest possible administrative level within an informal and confidential 
atmosphere.  Resolution of matters not covered under this Contract for which 
other procedures are provided by Federal or State law shall be undertaken through 
the appropriate procedures.  

 
18.1.2 A ‘grievant’ is the initiator of a grievance. A unit member may be a grievant. The 

Union may also be a grievant if it is grieving the Union’s rights under Article 3 
(Union Rights), Article 5 (Organizational Security), or other provisions of this 
Agreement. When the Union is the grievant, the grievance shall be initiated at 
Level III.  

 
18.1.3 A ‘day’, for the purpose of this Article, is any day in which the District Offices 

are open for the conduct of normal business. 
 
18.1.4 ‘Immediate Supervisor’ is the first level management or supervisory person (not a 

member of the unit) having immediate job-related jurisdiction over the grievant. 
 
18.2 PROCEDURE: LEVEL I – INFORMAL  

 
18.2.1 When a unit member has a grievance, the unit member shall first present his/her 

grievance in writing to the immediate supervisor within thirty (30) days after the 
occurrence of the event giving rise to the grievance or after the grievant should 
reasonably have known of the event.  The grievance shall state the circumstances 
which gave rise to the grievance, the provisions of this Contract, allegedly 
violated and the remedy sought. Any grievance not consistent with the time limits 
above shall not be processed by the District. 

 
18.2.2 The immediate supervisor shall meet with the unit member in an attempt to 

informally resolve the grievance. The Union shall be notified of the meeting and a 
union representative may be present.  

 
18.2.3 If the grievance cannot be informally resolved, the immediate supervisor shall 

communicate his/her decision and the reasons therefore to the unit member and 
the Union in writing within ten (10) days after receiving the written complaint. 
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18.3 PROCEDURE: LEVEL II- ADMINISTRATOR 
 

18.3.1 If the unit member is not satisfied with the resolution at Level I, he/she may 
appeal in writing to Level II, the administrator designated as the next level of 
supervision, within ten (10) days of receipt of the Level I response. A copy of the 
appeal shall be furnished by the grievant to the immediate supervisor and the 
Union. 

 
18.3.2 The designated administrator shall meet with the unit member in an attempt to 

resolve the issue. The Union shall be notified of the meeting and a union 
representative may be present. 

 
18.3.3 The designated administrator shall communicate his/her decision and the reasons 

therefore to the grievant, the Union, and the immediate supervisor in writing 
within ten (10) days after receiving the written appeal from Level I. 

 
18.4 PROCEDURE: LEVEL III- VICE CHANCELLOR  
 

18.4.1 If the unit member is not satisfied with the resolution at Level II, he/she may 
appeal in writing to Level III, the Vice Chancellor or his/her designee, within ten 
(10) days of receipt of the Level II response. A copy of the appeal shall be 
furnished by the grievant to the immediate supervisor, the designated 
administrator and the Union. 

 
18.4.2 The Vice Chancellor or his/her designee shall investigate the details of the 

grievance and may meet with the unit member in an attempt to resolve the issue. 
The Union shall be notified of the meeting and a union representative may be 
present. 

 
18.4.3 The Vice Chancellor or his/her designee shall communicate his/her decision and 

the reasons therefore to the grievant, the Union, the immediate supervisor and the 
designated Administrator in writing within ten (10) days after receiving the 
written appeal from Level II. 

 
18.4.4 If the Union initiates the grievance, the Vice Chancellor or his/her designee shall 

investigate the details of the grievance and may meet with the Union in an attempt 
to resolve the issue. The Vice Chancellor or his/her designee shall communicate 
his/her decision and the reasons therefore to the Union in writing within ten (10) 
days after receiving the written grievance. 

 
18.5 PROCEDURE: LEVEL IV- CHANCELLOR  

 
18.5.1 The grievant may appeal in writing, a Level III decision to Level IV, the 

Chancellor or his/her designee, within ten (10) days after receiving the Level III 
decision.  

 



California School Employees Association, Chapter 363                                                                July 1, 2017– June 30, 2020 
 

60 

18.5.2 The Chancellor or his/her designee shall investigate the details of the grievance 
and may meet with the grievant, within ten (10) days of the receipt of the 
grievance in an attempt to resolve the issue. If the grievant is a unit member, the 
Union shall be notified of the meeting and a union representative may be present. 

 
18.5.3 The Chancellor or his/her designee shall communicate his/her decision and the 

reasons therefore to the grievant, the Union, and the immediate supervisor in 
writing within ten (10) days after receiving the written appeal from Level III. 

 
18.6 PROCEDURE: LEVEL V- BINDING ARBITRATION 

 
18.6.1 If the decision at Level IV is not satisfactory, the unit member(s), within five (5) 

days after receiving the decision at Level IV, may request in writing that the 
Union submit the grievance to binding arbitration.   

 
18.6.2 The Union, by written notice to the Chancellor within five (5) days after receipt of 

the request from the aggrieved, may submit the grievance to binding arbitration. 
The notice shall include a copy of the original grievance and Level IV appeal, all 
the decisions rendered, and all other relevant information. 

 
18.6.3 Selection of Arbitrator: If the Union and the District cannot agree on an individual 

to act as the arbitrator, they shall request an odd numbered list of experienced 
individuals from the California State Conciliation Service or the American 
Arbitration Union.  The arbitrator shall be selected within ten (10) days by the 
alternate strike method or by another method mutually agreeable to the parties 
until only one name remains.   

 
18.6.4 Expenses: The arbitrator shall be asked to formally support or deny the grievance.  

If the grievance is supported, the District shall pay the full cost of the arbitrator’s 
fee and mutually agreed upon hearing expenses. If the grievance is denied, the 
Union will pay the full cost of the arbitrator’s fee and mutually agreed upon 
hearing expenses. 

 
18.6.5 Duties of the Arbitrator  
 

18.6.5.1 The Arbitrator will decide the time and place for a hearing at a District 
location. Unless otherwise agreed to, the hearing will be private and 
will be conducted in accordance with the Voluntary Rules of the 
American Arbitration Association. 

 
18.6.5.2 The arbitrator shall not consider any matter outside the scope of the 

grievance as defined in this Contract, shall confine the decision to the 
language of this Contract, and shall have no authority to make a 
recommendation on any other issue. However, this issue as to whether a 
matter is outside the scope of the grievance is to be determined by the 
arbitrator. 



California School Employees Association, Chapter 363                                                                July 1, 2017– June 30, 2020 
 

61 

18.6.5.3 After the close of the binding arbitration hearing, both parties shall, 
within ten (10) days, have an opportunity to submit written briefs. 

 
18.6.5.4 The arbitrator shall submit the award in writing to all the parties within 

thirty (30) days after the close of the binding arbitration hearing. 
 

18.7  MISCELLANEOUS PROVISIONS 
 

18.7.1 During the pendency of any proceeding and until a final determination has been 
reached, all proceedings shall be private unless otherwise agree to by the parties 
involved. 

 
18.7.2  Any unit member may at any time present grievances to the employer and have 

such grievances adjusted without the intervention of the exclusive representative 
(Union) as long as the adjustment is reached prior to arbitration and the 
adjustment is not inconsistent with the terms of this Contract or the provisions of 
law,  provided that the District shall not agree to a final resolution of the 
grievance until the Union has received a copy of the grievance and the proposed 
resolution, and has been given the opportunity to file a response. 

  
18.7.3 There shall be no reprisals of any kind taken against any unit member or Union 

representative because of participation in a grievance or support thereof. 
 
18.7.4  Failure at any step of this procedure to communicate the decision on a grievance 

within the specified time limits shall permit an appeal to the next step of the 
procedure within the time allocated had the decision been given.  Failure to appeal 
a decision within the specified time limits shall be deemed an acceptance of the 
decision.  Time limits provided in this procedure may be modified by written 
agreement of all the parties involved.  

 
18.7.5  In the event that a grievance affects more than one unit member, the grievance 

may be filed on behalf of all affected unit members, and if the grievance affects 
unit members at more than one work location, it may be initiated at Level II.  
Grievances concerning the same issue may be consolidated so long as no 
unnecessary delay is created.  

 
18.7.6  All District documents, communications and records dealing with the processing 

of a grievance shall be retained in a separate grievance file and shall not be kept in 
the personnel file of any of the participants. 
 

18.7.7  Forms for filing grievances and other necessary documents shall be prepared by 
the District following review by the Union and shall be given sufficient 
distribution so as to facilitate operation of the grievance procedure. The costs of 
preparing such forms shall be borne by the District. 
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18.7.8 In the event it becomes necessary to conduct a grievance hearing during the 
workday, the grievant, a single Union representative, and witnesses shall be 
granted release time without loss of pay. 
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ARTICLE 19 
 

DISCIPLINARY ACTIONS 
 

19.1  DEFINITION OF DISCIPLINE 
 

 Discipline may be imposed on permanent unit members only for just cause. Disciplinary 
action primarily relies on actions that are progressive which includes employee 
conferencing/oral warnings, written warnings, written reprimands, suspensions, 
involuntary demotions and dismissals. When the incident giving rise to discipline is 
significant in nature, the resulting disciplinary action may warrant combining or skipping 
steps in the process.  The provisions of this Article apply to permanent, non-probationary 
workers only. 

 
19.2 CAUSES FOR DISCIPLINE 
 
 The continued employment of any permanent unit member is contingent upon proper 

performance of assigned duties, proper conduct, and personal fitness. Causes for 
discipline shall include, but not be confined to one or more of the following, which shall 
be grounds for suspension, demotion or dismissal of any permanent unit member: 
 
19.2.1 Abandonment of position.  A position shall be deemed abandoned if a unit 

member fails to report for work without notifying the supervisor for three (3) 
consecutive days. 

 
19.2.2 Abuse or misuse of sick leave or any other authorized leave privileges. 

 
19.2.3 Carelessness, willful misconduct, or negligence in the performance of duty, 

including sleeping while on duty.  
 

19.2.4 Conviction of a serious crime by a court of law. A serious crime includes the 
conviction of a felony, any crime involving moral turpitude, or any crime 
bringing discredit upon the District. A plea or verdict of guilty or a conviction 
following a plea of nolo contendre to a charge or a serious crime shall be 
deemed to be a conviction within the meaning of this section. 

 
19.2.5 Displaying discourteous, offensive, or abusive conduct or language toward 

supervisors, other unit members, students, or the public while in the 
performance of District employment. 

 
19.2.6 Dishonest acts including theft of District property. 

 
19.2.7 Engaging in political activities during regular assigned hours of employment. 

 
19.2.8 Failure or refusal to perform the normal and reasonable duties of the position. 
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19.2.9 Failure to disclose or falsifying information supplied to the District including, 

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

 
19.2.10 Failure to meet job qualifications including, but not limited to, failure to possess 

or keep in effect any required licenses, certificate or other similar requirement 
specified in the law or the unit member’s job description or otherwise necessary 
for the unit member to perform the duties of the position.  

 
19.2.11 For unit members who drive a vehicle in the regular course of their 

employment: Failure to satisfy the insurability requirements of the District’s 
insurance carrier under the District’s regular insurance policies. The District’s 
ability to obtain insurance for the unit member under a high risk or any policy 
other than the regular insurance policies does not mitigate this failure. 

 
19.2.12 Incompetence or inefficiency in the performance of duties. 

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

 
19.2.14 Offering of anything of value or any service in exchange for special treatment in 

connection with employment, or accepting anything of value or any service in 
exchange for granting any special treatment to another unit member or to any 
member of the District staff or the public.   

 
19.2.15 Persistent violation and/or refusal to obey District safety rules and regulations. 

 
19.2.16 Possession or consumption of alcoholic beverages or illegal drugs on District 

premises or reporting for service while under the influence of alcoholic 
beverages, illegal drugs or controlled substances.  

 
19.2.17 Repeated and unexcused absence or tardiness. 

 
19.2.18 Using the credit, time, facilities, equipment or supplies of the District for the 

unit member's private gain or advantage or the private gain or advantage of 
another. 

 
19.2.19 Violation of any rule or regulation of the District or provisions of the Education 

Code or the laws of the State of California in relationship to District 
employment. 

 
19.2.20 Willful damage to public property, waste of public supplies or equipment, or 

carelessness with District property or funds including misuse of the District 
computer system. 
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19.3 PROGRESSIVE DISCIPLINE 
 
Progressive discipline upholds the value of the unit member.  By understanding the 
importance of appropriate feedback and specific information from the supervisor, a unit 
member has the opportunity to correct deficiencies. 
 
When the unit member fails to self-correct, the discipline regarding poor 
performance/unacceptable conduct may become more severe.  At each step, the cause(s) 
for discipline and the specific acts of inadequate performance/misconduct giving rise to 
the discipline shall be clearly identified.  Whenever, a unit member meets with a 
supervisor or manager to discuss performance/conduct issues that may lead to discipline 
the unit member has the right to be represented. 
 
Progressive discipline shall generally include these steps: 
 
19.3.1 Oral Warning/Conference. An informal meeting with unit member and 

supervisor to discuss performance/conduct concerns and identify the appropriate 
actions for improvement.  This is the lowest level of discipline.  A supervisor 
shall follow-up with a memo that clearly states the cause(s) for discipline, the 
specific acts of inadequate performance/misconduct giving rise to the discipline, 
and the expectations for improvement.  This memo is not placed in the 
personnel file. 

 
19.3.2 Written Warning. A document issued to the unit member that identifies the 

cause for discipline, the specific acts of inadequate performance/misconduct 
giving rise to the discipline, the expected remedies and a reasonable and specific 
time frame by which improvement is expected.  This is the next level of 
discipline.  The written warning is a form of communication between the 
supervisor and the unit member.  This warning is not placed in the personnel 
file. 

 
19.3.3 Written Reprimand. A written document is prepared that identifies the reasons 

for the reprimand that shall include the causes for discipline, the specific acts of 
inadequate performance/misconduct giving rise to the discipline, and the 
previous disciplinary notifications to the unit member. The written reprimand 
shall be presented to the unit member and a CSEA Steward, if requested, in a 
meeting with the supervisor at minimum.   A copy of the reprimand shall be 
placed in the unit member’s personnel file.  The supervisor shall give the unit 
member in writing the expectations for improvement, and a reasonable and 
specific period of time to permit the unit member time to correct the deficiency 
without incurring further disciplinary action. The unit member shall receive 
notification from Human Resources that he/she has ten days to attach a 
statement/response to the reprimand. 
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19.3.4 Suspension. This action identifies a specific number of days and a certain time 
period for an employee to be relieved of his/her duties without pay. The 
employee shall receive a written notice of charges executed by the Chancellor 
or designee. Upon return from a suspension, the unit member shall meet with 
his/her supervisor. The unit member may request CSEA representation at this 
meeting. The supervisor shall reiterate the reason for the suspension and the 
behavior or corrective action needed to prevent further disciplinary action. 

 
19.3.5 Involuntary Demotion. Placement of a unit member into a lower classification, 

may be an option if appropriate. 
 
19.3.6 Termination. Employment with the District ceases and unit member is 

dismissed. 
  

19.4 DISCIPLINARY PROCEEDINGS 
 
19.4.1 Notice: 

 
19.4.1.1 A recommended disciplinary action shall be initiated and shall be 

effective for all purposes, except as hereinafter described, when a 
written notice of said action, executed by the Chancellor or designee, 
is served upon the permanent unit member to be disciplined.  

 
19.4.1.2  Such written notice shall contain the following: 

 
(a) The specific charges against said unit member in terms of the acts 

of misconduct with which he/she is charged and the relation 
thereof to the specific causes for disciplinary action listed above. 

 
(b) A statement of a said unit member’s right to appeal for a hearing 

on such charges and enclosed form to be used to request such a 
hearing. 

 
(c) The time within which such hearing shall be requested. 

 
(d) If the recommended disciplinary action is termination or a 

suspension of more than five (5) days, a statement that the unit 
member may request a Skelly conference or may submit a written 
response prior to any disciplinary action being taken. 

 
19.4.2 The discipline recommended by the notice shall commence on the work day 

immediately following the day of service of said notice unless the District is 
required to offer the unit member the opportunity for a pre-disciplinary 
conference pursuant to Skelly vs. State Personnel Board.  
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19.4.2.1 A suspension of five (5) days or less does not require the District to offer 
the opportunity for a Skelly conference; however, the immediate 
supervisor shall meet with the unit member and the Union to explain the 
reason for the suspension. 

 
19.4.2.2 If the recommended disciplinary action is termination or a suspension of 

more than five (5) days, the unit member may request a Skelly 
conference or may submit a written response prior to any disciplinary 
action being taken. 

 
19.4.2.3 If, after receiving and evaluating the unit member's response, the Skelly 

Officer believes modifications to the notice are necessary; he or she shall 
make any recommendations to the Chancellor that are appropriate.  
Unless the Skelly Officer informs the unit member to the contrary, 
however, the discipline shall become effective on the date specified in 
the notice. 

 
19.5 HEARING 
 
 A unit member served with a notice of disciplinary action as described above shall be 

entitled to appeal said action to the Governing Board of the District. 
 

19.5.1 Request for Hearing 
 

19.5.1.1 The request for hearing must be filed on the form provided within five 
(5) working days of the service of the notice of disciplinary action. Such 
service is deemed completed at the time of deposit in the U.S. Mail. 
Should said fifth (5th) day fall on a day on which the offices of the 
District are not open for business, the time within which said notice of 
appeal may be filed shall be extended until 5:00 p.m. of the next 
following day when the offices of the District are open for business. 

 
19.5.1.2 Failure to request a hearing within five (5) working days of the date of 

the notice shall be a waiver of a right to a hearing unless special 
circumstances are present which justify extension of the time period. 

 
19.5.2 Scheduling of the Hearing 
 

A hearing shall be conducted by either the Governing Board of the District or by a 
hearing officer.   

 
19.5.2.1 If the Governing Board will not be conducting the hearing, within (30) 

days after the date of the filing of the appeal, unless otherwise agreed to 
by CSEA and the District, the District and CSEA shall attempt to agree 
mutually on a hearing officer.  If the parties are unable to reach mutual 
agreement, the District shall, as soon as possible, either: 
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Obtain a panel list of hearing officers from the State of California 
Mediation/Conciliation Service and conduct alternative strikes to narrow 
the list to one hearing officer 
 
OR 
 
Refer the hearing to the California Office of Administrative Hearings for 
the appointment of an administrative law judge as the hearing officer. 

 
19.5.2.2 The appellant unit member shall be given not less than ten (10) days 

written notice of the date, time, and place of said hearing of the 
Governing  Board or hearing officer.  Said notice of the date, time, and 
place of hearing shall be effective upon its deposit and addressed to the 
last known  address of the appellant unit member as set forth in the unit 
member’s personnel file. 

 
19.5.3 Conduct of Hearing 
  

At the time and place designated, the Governing Board or hearing officer shall 
hold a hearing for the purpose of determining the validity of the charges brought 
against the appellant unit member and of the reasonableness of the discipline 
imposed pursuant to said charges. Such hearing shall be closed to the public 
unless otherwise requested by the appellant unit member.  The appellant unit 
member may be present and have the right to represented by counsel. The hearing 
may be continued from time to time and at the end of such presentation the 
Governing Board or hearing officer may take the evidence under consideration for 
a reasonable period of time before announcing its decision in the matter. 

 
19.5.4 The Chancellor shall carry the burden of proof in support of the disciplinary 

action.  The Chancellor and the appellant unit member may call witnesses, shall 
have the right of cross-examination, and may present documentary and 
demonstrative evidence. 

 
19.5.5 Recommendation of the Hearing Officer 
 

If a hearing officer is appointed by the Governing Board, a non-binding advisory 
opinion or recommendation shall be presented in writing to the Governing Board 
no later than fifteen (15) days after the hearing is completed unless otherwise 
agreed to by CSEA and the District. 

 
19.5.6 Decision of the Governing Board 
 

The decision of the Governing Board shall designate express findings of the 
charges upon which the disciplinary action was based and may wholly reverse or 
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affirm the disciplinary action imposed by the Chancellor or modify the severity of 
same. 

 
19.5.7 Loss of Salary 
 

If the disciplinary action of the Chancellor is wholly reversed by the Governing 
Board, or the severity of discipline imposed is partially reversed, the unit member 
may be entitled, upon the decision of the Governing Board or hearing officer, to 
complete or partial reinstatement as the case may be, and shall be entitled to 
reimbursement from District funds of that salary forfeited by virtue of that portion 
of the disciplinary action which was overruled by the Governing Board. 

 
19.5.8 Finality of Decision 
 

The findings and decision of the Governing Board shall be final and conclusive 
on all parties, and not subject to the grievance procedures provided for in this 
contract. 
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ARTICLE 20 
 

PROFESSIONAL GROWTH 
 
 

20.1 PROFESSIONAL GROWTH  
 
It is the intent of the District and CSEA to promote educational activities for bargaining 
unit members for the benefit of both the bargaining unit member and the District.  
Professional Growth results through experiences that provide increased knowledge, 
understanding and skills that benefit the District community. Professional Growth may be 
achieved through participation in the following categories: 
 

• College courses, Adult Education, and other related courses 
• Workshops  
• Conferences  

 
20.2 CRITERIA FOR PROFESSIONAL GROWTH  
 

20.2.1 Courses taken at an Accredited College and/or University: 
 

20.2.1.1 Any courses taken prior to the completion of the probationary year shall 
not be considered for professional growth.  

 
20.2.1.2 Completion of course with a grade of “C” or better shall be accepted for 

professional growth award(s). The Unit Member may elect to take a 
course for Credit/No-Credit or Pass/No Pass; No-Credit or No Pass shall 
not be accepted as completion of a course. 

 
20.2.1.3 No course may be submitted for reimbursement that has previously been 

awarded. 
 
20.2.1.4 Courses that will be accepted:  

 
20.2.1.4.1 Any courses required for degree in any field OR 

 
20.2.1.4.2 Any College level course OR 

 
20.2.1.4.3 Any basic skills course OR 

 
20.2.1.4.4 Courses that will give bargaining unit members skills and  
                 knowledge for possible advancement within the District 
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20.2.2 Workshops and Conferences: 
 

20.2.2.1 Any Workshop or conference participation with an approved educational 
organization and/or community organization shall be considered for 
professional growth if it relates to the unit member’s current field or will 
prepare the unit member for a promotional opportunity to another 
position within the District. 

 
20.2.2.2 The unit member shall provide evidence that he/she fully participated in 

the conference/workshop. 
 

20.3 QUALIFICATIONS FOR AWARD 
 

Credit will not be allowed for attendance at any Professional Growth activity in which the 
District participation is fifty percent (50%) or more of the expenses, including mileage.  
No bargaining unit member shall receive credit for workshops, institutes, lectures, course 
work or conferences, if these are attended during a bargaining unit member’s regularly 
scheduled work hours. 

 
20.3.1 Units in an accredited community college, college or university. (Quarter-units 

shall be considered as equal to two-thirds (2/3) of a semester unit.) 
 
20.3.2 Adult education and/or vocational courses shall be awarded at the appropriate 

continuing education units as specified by the issuing organization of said 
course(s) and paid at the professional growth per unit rate stated in Section 20.5.1. 

 
20.3.3 Workshops and/or Conferences continuing education units shall be awarded as 

specified by the issuing organization.    
 

In the absence of continuing education credit(s); for adult, vocational courses, workshops 
and/or conferences the following schedule shall apply: 

 
In the absence of continuing education credit(s); the following schedule shall 
apply: 
 

Hours Semester Unit(s) 
10 - 15                 =  0.5 
16 - 20                 =  1.0 
21 - 30                 =  1.5 
31 - 40                 =  2.0 
41 - 50                 =  2.5 
51 - more             =  3.0 

 
20.4 APPLICATION FOR PROFESSIONAL GROWTH  
 

20.4.1 After completion of probation, a unit member may submit an application every 
two years. It is the responsibility of the bargaining unit member to apply for 
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Professional Growth using the application in Appendix F and the following 
schedule:  

 
Professional Growth shall be submitted based upon unit(s) completed within a 
two-year fiscal year (July 1 through June 30).  Application and supporting 
documents including official transcripts, for courses completed July 1 to June 30 
for a two-year period, shall be submitted to Human Resources by July 15th, in 
order to be Board approved during the month of August.  However, where courses 
are taken within SJECCD, unofficial transcripts are permitted and the unofficial 
transcripts shall be produced by Human Resources.  Once approved, payments 
shall be made in accordance with Section 20.5.1. 

 
20.5 PROFESSIONAL GROWTH PAYMENTS 
 

20.5.1 Professional Growth will be paid at $45.00 per unit distributed over a 12-month 
period.  These units shall be submitted to Human Resources along with the 
completed application form and official transcripts of course work and/or 
sufficient documentation for attending workshops and/or conferences.   
 
A minimum of six (6) units and a maximum of twenty-four (24) units may be 
earned in a two-year fiscal cycle.  (Quarter units shall be considered as equal to 
two-thirds (2/3) of a semester unit.) 

 
A bargaining unit member may apply for professional growth once every two 
years.  

 
20.5.2  The maximum total limit for professional growth payments is one hundred twenty 
            (120) for $5400 annually/$450 monthly.  If a degree or certificate is earned from  
            an accredited institution and these units earned professional growth payments,  
            units shall be deducted from the maximum limit.  The unit member shall continue  
            to receive professional growth payments for these units: however, these units will  
            not count towards the limit.  The exclusion of the units is for the first one hundred  
            twenty (120) units.  The maximum payment permissible shall be $10,800 
            annually/$900 monthly. 

 
20.5.3 All permanent bargaining unit members shall be eligible for professional growth 

payments on a prorated basis based on their annual work schedule.  Professional 
growth payments shall be multiplied by the bargaining unit member’s annual full-
time equivalency (FTE) to determine their payment.  (Example:  An 11 month 
unit member has a .9163 annual FTE; the professional rate is $45.00 x .9163 = 
$41.23 per unit.) 

 
20.5.4 Payment shall begin after one of the next two regular Board meetings following 

the approval of the professional growth activity. 
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20.5.5 If a bargaining unit member resigns from a position in the bargaining unit, 
professional growth payments will not be made.  

 
20.6 BARGAINING UNIT MEMBER’S RIGHT TO APPEAL 
 

20.6.1 An appeal may be granted when a professional growth application is denied. 
Human Resources and CSEA negotiating team will review the appeal. 

 
20.6.2 Nothing herein shall be constructed to deny a bargaining unit member the right to 

grieve a denial of Professional Growth payment with which the bargaining unit 
member is not in agreement.  Such grievances shall be filed in accordance with 
Article 18 of this Agreement; however, no such grievance may be processed 
beyond Level II of the procedure. 

 
20.7 PAID TUITION 

 
Unit members may take courses without charge so long as such attendance does not  

            deprive any paying members of the public from taking the course.  Such Courses may  
            also be eligible for Professional Growth payments as long as the unit member does not  
            attend those courses during a bargaining unit member’s regularly scheduled work hours.  
            This provision is not a guarantee of enrollment in a class(es); bargaining unit members 
            who wish to enroll in a course must submit to District processes regarding admission and 
            enrollment. 
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ARTICLE 20(a) 
 

PROFESSIONAL GROWTH 
(Continuation of Current Awards as earned June 30, 2016) 

 
 

For unit members currently receiving a professional growth award that is paid annually, these 
payments shall continue as scheduled.  The unit member shall receive the annual payments for 
the designated five-year period.  No new awards shall be subject to the five-year distribution of 
an annual amount.  All new awards shall be awarded on the provision in Article 20. 
 
Annual awards will continue to be subject to the following distribution. 
 
The table below describes a unit member taking two 3 unit courses in fiscal year 1. The 
member’s award is $450 during fiscal year 1. Those 6 units are carried over to the next four 
years and added to the new units taken.   

 
In fiscal year 2 the unit member takes 3 additional units for a total of 9 units to be paid or $675. 
The 3 units are carried over to the next four years and added to the previous units carried over as 
well as to any new units. 

 
In fiscal year 3 the unit member takes 2 additional units for a total of 11 units to be paid or $825. 
The 2 units are carried over to the next four years and added to the previous units carried over as 
well as to any new units, and so forth.    
 

 

July 1 – 
June 30 
YEAR 1 

July 1 – 
June 30 
YEAR 2 

July 1 – 
June 30 
YEAR 3 

July 1 – 
June 30 
YEAR 4 

July 1 – 
June 30 
YEAR 5 

July 1 – 
June 30 
YEAR 6 

July 1 – 
June 30 
YEAR 7 

 Units carried 
over --- 6 6 + 3  6 + 3 + 2  6 + 3 + 2 + 

4 
3 + 2 + 4 + 

1 
2 + 4 + 1 + 

2 
New Units 6 3 2 4 1 2 5 

Total Units 6 9 11 15 16 12 14 

Total Payment $450  $675  $825  $1,125  $1,200  $900  $1,050  
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ARTICLE 21 

 
RETIREMENT BENEFITS  

 
 

21.1 ELIGIBILITY 
  

The District shall provide all eligible unit members who retirees and their spouses of 
record with benefits subject to all the conditions set forth below. All premiums shall be 
paid by the District except as noted.  

 
21.1.1 Eligible unit members - Hiring Date: Unit members hired subsequent to February 

16, 1982 shall not be eligible for these benefits. 
 
21.1.2 Eligible unit members - Age: A retired unit member must be 55 years of age or 

older.   
 
21.1.3 Eligible unit members - Service: A retired unit member must have been 

continuously employed as a paid full-time regular classified and/or academic unit 
member by the San Jose/Evergreen Community College District immediately 
prior to retirement for ten (10) or more years, including the entire work year 
immediately preceding the date of retirement. Any authorized but unpaid leave of 
absence does not count toward the service requirement.  

 
21.1.4 Eligible Spouse: The spouse must be legally married to the retiree (spouse of 

record) at the time of the retiree’s retirement from the District.  Eligibility of the 
spouse ceases upon the spouse’s divorce from the retiree.   

 
21.2 MEDICAL BENEFITS 

 
The District shall provide each eligible retired unit member and his/her spouse with the 
following medical benefits:  

 
21.2.1 Below age 65-continuation of the benefits the unit member and his/her spouse 

were receiving prior to retirement. 
 

21.2.2 Age 65-Medicare eligible: Upon attaining age 65 the retired unit member and/or 
spouse qualifying for Medicare shall be required to take all action necessary to 
receive such coverage for which they qualify.  The District shall pay for a 
supplemental plan which augments the Medicare coverage.  The District shall not 
pay for any Medicare coverage for which the retiree and/or spouse  qualify. 
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21.2.3 Age 65-not Medicare eligible: Upon attaining age 65 the retired unit member 
and/or  spouse not qualifying for Medicare shall have the option to  continue with 
a District-paid regular Kaiser or Blue Cross Plan if they pay the District quarterly, 
in advance, the difference between the cost of the medical plans and the cost of 
the above District supplemental plan. 

 
21.2.4 Surviving Spouse: If the spouse is legally married to the retiree from the time of 

retirement until the time of death, the surviving spouse may remain as a member 
of the District medical health plan by reimbursing the District quarterly, in 
advance, for the full cost of such benefit.  Such benefit ceases upon remarriage. 

 
21.2.5  CSEA agrees that all retirees eligible for medical benefits (Kaiser and Blue Cross) 

from the district, shall move to be participants in SISC-III JPA effective July 1, 
2018.  All retirees who are eligible for medical benefits per Article 21 will 
participate in an open enrollment process beginning in February 2018 to meet the 
coverage date by SISC-III of July 1, 2018.   

 
21.3 EMPLOYEE ASSISTANCE PROGRAM 
 

Up to six (6) free appointments are available per episode to all eligible retirees and their 
spouses.  
 

21.4 DENTAL AND VISION BENEFITS  
 
Dental and vision insurance may be continued by an eligible retiree and his/her spouse of 
record by the retiree, only if the eligible retiree elects to continue the benefits at the time 
of the retirement. This coverage cannot be added at a later time. The unit member must 
pay the District quarterly, in advance, the full cost of such benefits. 

 
21.5 BRIDGE PLAN (Availability of Medical Benefits for eligible unit members between 

retirement and Medicare) 

The district will include a bridge plan providing fully paid health insurance for the 
eligible retiring unit member only, subject to the requirements of the plan and the 
following: 

21.5.1 The unit member must have been employed full-time in the district in a position 
for at least fifteen (15) years immediately preceding retirement from the district. 

21.5.2 The unit member may not have had a break in service during the fifteen (15) 
years immediately preceding retirement. For the purposes of this section, 
approved paid leaves of absence, and paid or unpaid legally required and 
protected medical family leaves do not constitute a break in service. Other 
approved unpaid leaves of absences do count as a break in service. 

21.5.3 The unit member must have reached the age of 60 prior to the first day of 
retirement. 
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21.5.4 The bridge plan will cover eligible retirees until age 65 only. If the legal age of 
eligibility for receiving Medicare benefits increases beyond 65, the district and 
CSEA agree to reopen this section to negotiate the impact. 

21.5.5 This program shall be available to unit members who retire between July 1, 
2019 and December 31, 2021. 

21.5.6 After receipt of the Final GASB 75 Actuarial Valuation Report, expected to be 
received in the Fall of 2021 (“2021 Actuarial Report”), the District and CSEA 
agree to reopen this section to negotiate Article 21.5 within 30 days.   
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ARTICLE 22 
 

CLASSIFIED LAYOFFS 
 
 

22.1 The following procedures will be utilized for layoffs of classified staff.  
 

22.1.1 For purposes of this Article, a “class” is any group of positions sufficiently similar 
in duties, responsibilities and minimum qualifications required that they have the 
same job title and salary range in the adopted Classification Plan.  A class may 
consist of a single position. 

 
22.1.2 Unit members may be laid off, or given the opportunity for voluntary demotion, 

or exercise bumping rights in accordance with the requirements of the Education 
Code for the following reasons: 

 
22.1.2.1 Reduction or elimination of services 

 
22.1.2.2 Lack of work  

 
22.1.2.3 Actual and existing financial inability to pay salaries  

 
22.1.2.4 The expiration of a specially funded program 

 
22.1.2.5 Lack of funds 

 
22.1.3 Unit members affected by the layoff shall be given notice as set forth below. 
 

22.1.3.1 Unit members shall be given written notice of layoff not less than 
forty-five (45) days prior to the executive date of the layoff except 
under conditions set forth in Sections 22.1.3.2, 22.1.3.3, 22.1.3.4 
below. 

 
22.1.3.2 When a specially funded program is to expire at the end of a school 

year, notice of layoff must be given on or before May 29, of that year.  
If, by May 29 the expiration date of the specially funded program is 
not known by the District to be the end of the school year, then notice 
of layoff because of expiration of specially funded programs must be 
given thirty (30) days prior to the effective date of layoff. 

 
22.1.3.3 In the event of an actual an existing financial inability to pay classified 

salaries the notice requirements of Sections 22.1.3.1 and 22.1.3.2 
above will not apply. 
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22.1.3.4 The unit member may also be laid off without the notice set forth in 
Sections 22.1.3.1 or 22.1.3.2 above as a result of lack of work resulting 
from causes not reasonably foreseeable or preventable by the 
Governing Board. 

 
22.1.4 Contents of Notice: 

 
22.1.4.1 The notice must inform the unit member of the effective date of the 

layoff. 
 
22.1.4.2 The notice must inform the unit member of displacement rights, if any. 
 
22.1.4.3 The notice must inform the unit member of reemployment rights. 
 
22.1.4.4 The notice must inform the unit member of a reason for Layoff, as set 

forth in Sections 22.1.2 (22.1.2.1 through 22.1.2.5) 
  
22.1.4.5 The notice must contain a statement advising unit members that they 

may be eligible for Unemployment Insurance Benefits.   
 
22.1.4.6 The notice must contain a reference to the location of district unit 

seniority lists. 
 
22.1.5 Unit members shall be laid off by classification in inverse order of seniority in the 

class. 
 

22.1.5.1 Computation of Seniority - “Seniority” or “length of service” for 
service in a given class means all hours in paid status in the class or 
higher class, whether during the school year, a holiday recess, or 
during any period that school is in session or closed, but does not 
include hours compensated solely on an overtime basis.  Time served 
prior to July 1, 1971 shall be credited in a similar manner. 

 
22.1.5.2 “Hours in Paid Status” is service performed subsequent to date of hire 

as a regular unit member.  Service as a substitute, short-term unit 
member or student help shall not be included in hours of paid status. 

 
22.1.5.3 Military Leave of Absence: length of service credit shall be provided 

for time spent on Board-approved military leave of absence in the 
same manner as if the unit member had continued to work during the 
leave. 
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22.1.6 Displacement Rights 
 
22.1.6.1 Unit members whose positions are eliminated maintain the right to 

displace other unit members with less seniority in the same 
classification. 

 
22.1.6.2 In lieu of layoff, senior unit members have the right to bump a unit 

member with less seniority in a lower class or equal class in which the 
senior unit member has previously served, in paid status.  No bumping 
is allowed if the senior unit member had not previously been granted 
regular status in the District. In the event that the classification for the 
previously served-in position has changed due to reclassification, the 
senior unit member has the right to bump into the changed 
classification provided the unit member meets the minimum 
qualifications as determined by the District, and consistent with 
Education Code. 

 
22.1.6.3  The senior unit member exercising his/her bumping rights shall move 

into the position of the least senior unit member when there are no 
positions vacant in the classification, provided the length of work day 
and work year are the same for both positions.  If there is a vacant 
position in the classification, the displaced unit member shall move 
into the vacant position provided the length of work day and work year 
are the same for both positions.  In the event the hours and work year 
of the vacant position, or the least senior unit member’s position, are 
less than the hours of the displaced unit member’s previous position, 
he/she shall have the right to bump the least senior unit member in the 
equal or lower classification (in which paid service has been 
performed and regular assignment status has been achieved) which 
most nearly approximates the annual wages and benefits of  the 
position in which the person currently serves, in order to maintain 
his/her hours and length of work year.  The unit member shall retain 
the highest salary step earned in service to the District in either of 
these two positions. 

 
22.1.6.4 Displacement rights must be exercised by the unit member within 

seven (7) calendar days of notice of layoff. 
 
22.1.6.5 If two (2) unit members subject to layoff have equal seniority in a 

class the determination as to who will be laid off will be made on the 
basis of the earlier hire date in the District; if that be equal, the 
determination shall be made by lot. 
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22.2 EMPLOYMENT RIGHTS 
 
Persons laid off are eligible for reemployment to their previous position for a period of 
thirty-nine (39) months and shall be reemployed in preference to new applicants. 
 
22.2.1 If the District reemploys a unit member as a permanent unit member under the 

provisions of this section, it shall disregard the break in service of the unit 
member and classify him/her as, and restore him/her to all the rights, benefits and 
burdens of a permanent unit member in the class to which to he/she is reinstated 
or employed.  
 

22.2.2 Persons laid off shall have the right to participate in promotional opportunities 
within the District for a period of thirty-nine (39) months. 
 

22.2.3 Unit members may take a voluntary demotion in lieu of layoff.  Unit members 
who do not have seniority rights to a lower classification may take a voluntary 
demotion to a vacancy in a lower classification for which they meet the minimum 
qualifications.  The unit member may choose any vacant position below their 
current range, for which they qualify.  If more than one unit member is eligible 
for a position, the highest in seniority shall choose first and the rest in descending 
order. 
 

22.2.4 Unit members who take voluntary demotions in lieu of layoff shall maintain 
reappointment rights to the classification held before demotion for sixty-three (63) 
months, provided that the job description qualifications for that classification 
remain the same or less. 
 

22.3 NOTIFICATION OF REEMPLOYMENT OPENING 
  

Any unit member who is laid off or who accepts a voluntary demotion in lieu of layoff 
and is subsequently eligible for reemployment (reappointment in the case of voluntary 
demotion) shall be notified in writing by the District as to the date of the opening at 
his/her last known address.  The unit member shall be responsible for notifying the 
District of any changes in address.  A recalled unit member shall notify the District of his 
or her intent to accept or refuse employment within 48 hours following receipt of the 
reemployment (or reappointment) notice.  If the unit member accepts reemployment (or 
reappointment); the unit member must report to work within ten (10) working days 
following receipt of the notice.  A unit member given notice of reemployment (or 
reappointment) must accept reemployment (or reappointment) to maintain eligibility on 
the reemployment (or reappointment) list.  If a unit member is given notice of 
reemployment (or reappointment) and chooses not to accept the offer, he/she shall be 
removed from the reemployment (reappointment) list. 
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22.4 SUBSTITUTE WORK  
 

Unit members who are laid off shall be permitted, at the option of the unit member, to 
serve in classifications from which they were laid off as substitutes in the absence of a 
qualified incumbent, provided the laid off unit member notifies the District of his/her 
desire to be placed on a substitute list. 

 
22.5 EXTENSION OF BENEFITS 
 

The District shall continue its contribution rate for medical benefits for sixty (60) 
calendar days subsequent to the effective date of layoff as provided for in Article 7, in 
Section 7.7 of this Contract. 

 
22.6  NO CONTRACTING OUT 
 

The District shall abide by the requirements of law and of the Education Code in 
contracting out work.  In the event of a classified layoff, the District will not contract out 
that work normally and customarily performed by the laid off classified unit members 
during the term of the existing Contract. 

 
22.7 EDUCATION CODE 
 

The provisions of this Article are intended to implement those in the Education Code. 
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ARTICLE 23 
 

RECLASSIFICATION 
 
 

23.1 DEFINITION OF RECLASSIFICATION 
 

A position may be considered for reclassification once a unit member has completed two 
(2) years in a specific position and it can be shown that responsibilities or additional 
duties at a higher level have been added to the position, which is not reflected in the job 
description. An increase in the workload at the same level does not qualify for 
reclassification. For a new unit member the two year waiting period is made up of the 
probationary year and the first year of regular permanent employment. A unit member 
who has submit for a reclassification request may not apply for another reclassification 
for at least two years from the date of the last reclassification request.  

 
23.2 RECLASSIFICATION REVIEW PROCESS  
 

A “window period” will be opened from November 1 to November 30 each year to 
provide unit members and management the opportunity to submit reclassification review 
requests. The reclassification process shall be completed April 1 of the year following the 
reclassification request. 

 
23.2.1 The request will be accompanied by: 
 

a completed reclassification request form, which should focus on what has 
changed about the position,  
 
a copy of the unit member’s current job description,  
 
a copy of the job description for the proposed classification and any additional 
supporting documentation.   
 
It will be signed by the unit member and the immediate supervisor, whose 
purpose is to acknowledge the application for reclassification review.  

 
23.2.2 The reclassification consultant will prepare an analysis of the reclassification 

request based on the following: the completed reclassification request form; a 
desk audit, if deemed necessary; internal and external audits of similar or related 
positions as necessary; interviews with the unit member and unit member’s 
immediate supervisor and/or manager; any other relevant information requested 
by the Vice Chancellor.  

 
23.2.3 The reclassification consultant will issue written recommendations for 

classification and salary range allocation based on the data provided, and forward 
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these recommendations to the Vice Chancellor of Human Resources, who will 
provide them to the Union.  

 
23.2.4 The Vice Chancellor of Human Resources or designee will review these 

recommendations and, if necessary meet with the consultant, appropriate College 
administrators, or the Chancellor or schedule subsequent meetings with the unit 
member.  

 
23.2.5 The decision of the Vice Chancellor of Human Resources will be communicated 

in writing to the unit member, the supervisor and the Union with a copy of the 
new job description on or before the April 1 date for completion of the process. 

 
23.3 EFFECTIVE DATE 
 
 Reclassifications will become effective July 1 of the year following the reclassification 

request. 
  
23.4 APPEALS 
 

If the unit member disagrees with the reclassification decision, he/she may appeal.  Such 
an appeal must be based upon errors or omissions in the reclassification review process 
and filed in Human Resources within 30 days of the date of the unit member received 
notice of the reclassification decision. The Appeal will be considered by an Appeal Panel 
composed of two Union representatives, the Labor Relations Representative and the 
Chapter President or designee, College/District manager appointed by the 
President/Chancellor and the Vice Chancellor of Human Resources, with the Consultant 
serving as a resource. The Appeal Panel will consider the appeal within one month of the 
close of the 30 day appeal period. The determination of the Appeal Panel will be 
communicated to the unit member, the supervising administrator and the 
President/Chancellor in writing by the Vice Chancellor of Human Resources on behalf of 
the Appeal Panel. The determination shall be final. The reclassification determination 
shall not be subject to Article 18, Grievance Procedures.  
 

23.5 LABOR MARKET FOR EXTERNAL SALARY SURVEYS  
  

Agencies to be used for salary surveys may include: 
 

City of Milpitas  
City of Santa Clara  
City of Sunnyvale  
City of San Jose  
County of Santa Clara  
Santa Clara County Office of Education  
San Jose State University  
Chabot/Las Posits Community College District 
Contra Costa Community College District  
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Foothill/Deana Community College District  
Marin Community College District  
San Mateo County Community College District  
West Valley/Mission Joint Community College District  
OR similar institutions within a 50 mile or 1.5 hour drive in non-commute traffic. 

 
 “Immediate supervisor” shall mean the person designated by the Chancellor 
and/or President to supervise the activities and affairs of the staff of any 
department and to carry out such duties in respect thereof as may from time to 
time be required by the Governing Board or its agents.  Such supervision is that 
which takes place on a day to day basis in contrast to general supervision which 
operates on a periodic basis.  Immediate supervisors assign tasks, evaluate work 
performed, and direct work of subordinate staff. 

 
23.6 SALARY AND ANNIVERSARY DATE 
 

Any unit member who is reclassified will be placed at the lowest classification step which 
provides an increase of at least five (5) percent. The unit member's evaluation and 
anniversary date, for purposes of step increases and longevity, shall not change. When the 
unit member's anniversary date and the effective date of the reclassification coincide, the 
anniversary increment shall be applied before the reclassification computation is made. 

 
23.7 CLASSIFICATION OF NEW POSITIONS  

 
All newly created positions shall be processed and reviewed by the CSEA Negotiations 
team with Human Resources to recommend a job description and salary placement.  
When recommending salary placement, consideration shall be given to the newly created 
position with similar positions in the department and District. 

 
23.8 NEGOTIATIONS 
 
 If negotiations are requested under this Article, the parties will meet within twenty (20) 

working days.  Both parties agree to meet expeditiously and with such frequency as to 
complete negotiations within thirty (30) days.  If no agreement is reached within the 
thirty (30) day period, an impasse will be declared by both the District and Union and the 
dispute will be referred to mediation.  If the dispute is not resolved in mediation within 
thirty (30) days, the District and Union will request the mediator’s referral to fact finding.  
Both parties will observe the requirements of law in the selection of a fact finder and in 
implementing the fact finding process. 
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ARTICLE 24 
 

STAFF DEVELOPMENT LEAVE 
EDUCATIONAL SABBATICAL LEAVE 

 
 

24.1 EDUCATIONAL LEAVE 
 

Educational Sabbatical Leave will be provided for engagement in full-time (12 semester 
units or equivalent) study through participation in approved courses.  Courses shall be 
taken at a fully accredited institution.  Course work meeting the minimum qualifications 
of the applicant’s present position shall not qualify for this leave. 

 
Educational Sabbatical Leaves may be granted to full-time unit members for the purpose 
of carrying out an approved program which will have significant relevance to the unit 
member’s specific assignment and/or other activities approved by the Committee, the 
Chancellor, and the Board. 

 
24.2 ELIGIBILITY  
 

Unit members who have rendered at least seven consecutive years of full-time service 
(1,733 hours per annum) in paid status to the District shall be eligible for Educational 
Sabbatical Leave.  The period of leave shall not be included as service in computing the 
seven (7) consecutive years of service required for subsequent Educational Sabbatical 
Leave. 

 
The number of full-time unit members on Educational Sabbatical Leave during a fiscal 
year shall not exceed 4% of the eligible full-time unit.  In computing the percentage, any 
result of .5 or above will be counted as one (1) person. 

 
24.3 APPLICATION PROCESS 
 

Application for Educational Sabbatical Leave shall be on forms provided by Human 
Resources and shall be filed no later than November 1 of the year preceding the fiscal 
year for which the Educational Sabbatical Leave is to become effective. 

 
Board actions on applications are to be taken no later than the second regular Board 
meeting in February.  In the event that a Board approved leave cannot be taken, alternate 
requests may be granted within the maximum percentage authorized, up to April 1 of the 
year preceding the fiscal year in which the Educational Sabbatical Leave is to be taken. 

 
A detailed plan shall first be submitted by the applicant to his/her supervisor/manager.  
The manager shall submit written comments to Human Resources. 
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24.4 RECOMMENDATION 
 

Human Resources shall forward a written report of approved applications to the 
Chancellor who shall review the report and shall forward his/her recommendation to the 
Governing Board for action. 

 
24.5 COMPENSATION 
 

Educational Sabbatical Leaves may be arranged for a maximum of one (1) semester with 
a grant equal to 75% of the unit member’s compensation had the unit member been in 
regular service. 

 
24.6 CREDIT ON SALARY SCHEDULE 
 

Time spent on Educational Sabbatical Leave shall be credited for salary increment and 
for District benefits, including longevity requirements, and shall not be considered a 
break in service.  Units earned on Educational Sabbatical Leave may not be credited 
towards Professional Growth. 

 
24.7 SERVICE OBLIGATION 
 

Recipients of one (1) semester Educational Sabbatical Leaves shall contract to serve the 
District for two years after completion of the leave.  The grantee shall indemnify the 
District against loss in event of failure to render two years service after return from 
Educational Sabbatical Leave by furnishing suitable bond, or by executing a contract in a 
form approved by the Governing Board binding the unit member to return for at least two 
years.  Such service obligation on the part of the recipient does not bind the District to 
retain the recipient for the two year period.  The District may terminate the unit member 
for cause or layoff due to lack of work or lack of funds, in which case no repayment of 
salary shall be required. 

 
24.8 ILLNESS-INJURY-DEATH 
 

In the event of injury to, or illness of, the unit member during the Educational Sabbatical 
Leave which prevents completion of the purpose of the leave, the Educational Sabbatical 
Leave will be terminated and provisions for sick leave shall apply.  If upon return to 
service and prior to completion of the two obligatory years of service, should there be an 
illness or injury qualifying the unit member for disability retirement, such illness or 
injury shall exempt him/her from further obligations relative to that Educational 
Sabbatical Leave.  If death prevents the unit member from fulfilling his/her agreement to 
return service in the District, no repayment of salary shall be required. 
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24.9 REINSTATEMENT 
 

Upon return to service after Educational Sabbatical Leave, a unit member shall be 
reinstated in the position held at the time leave was granted or a comparable position, 
subject to provisions of law; i.e., seniority, layoff procedures. 

 
24.10 INTERIM REPORT 
 

The District shall require an interim report at the midpoint of each member’s leave stating 
the progress in fulfilling his/her obligation.  Any changes in the leave must be submitted 
to Human Resources for approval prior to implementation.  Failure to submit the report to 
Human Resources may result in loss of the leave and cessation of salary payment. 

 
24.11 WRITTEN REPORT UPON COMPLETION 
 

Unit members returning from Educational Sabbatical Leave shall be required to submit a 
written report to Human Resources by the end of the first six months after returning.  The 
written report shall describe the activities undertaken while on leave; how these activities 
fully satisfy the terms, conditions, and agreed upon activities of the leave; and the benefit 
to the District of the leave. 
 
Human Resources shall review the written report and shall forward a recommendation to 
the Chancellor on the acceptance or rejection of the report and whether the terms and 
conditions of the leave were fully met. 
 
If Human Resources rejects the report; they shall set forth the reasons, in writing, 
together with specific recommendations for satisfactory completion of the Educational 
Sabbatical Leave obligation.  If the unit member’s report is rejected, he/she shall, no later 
than thirty (30) days, submit a revised report to Human Resources. Human Resources 
shall review the revised report and shall communicate their acceptance or rejection to the 
unit member and forward its recommendation to the Chancellor. 

 
24.12 GRADES 
 

Successful completion of an academic activity during an Educational Sabbatical Leave 
shall be demonstrated by a “C” grade or better. A unit member who does not achieve a 
“C” grade or better may repeat the course or courses within the next academic year at no 
cost to the District or further released time to achieve a “C” grade or better GPA. 

 
24.13 APPEALS 
 

Should Human Resources not approve the application plan or not certify the work 
completed, the applicant may appeal the decision by progressing through the following 
steps.  An appeal shall not pass on to the next level until a decision is rendered at the 
previous level. 
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Level 1 Ask for reconsideration by the Chancellor, at which time the unit member 
may be represented by the Union. 

 
Level 2 Appeal of the Chancellor’s decision to the Governing Board. 
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ARTICLE 25 
 

SUBSTITUTE/SHORT TERM EMPLOYMENT 
 
 

25.1 Effective 7/1/94, Classified unit members will become regular unit members upon date of 
hire unless they fit into the following categories or are otherwise excepted by law. 

 
25.1.1 Substitute  
 

Any person employed to replace any classified unit member who is temporarily 
absent.  In addition, if the District is engaged in a procedure to hire a permanent 
unit member to fill a vacancy in any classified position, the Governing Board may 
fill the vacancy through the employment, for not more than ninety (90) working 
days, of one or more substitute unit members.   

 
25.1.2 Short Term  
 

Any person who is employed to perform a service for the District, upon 
completion of which, the service required or similar services will not be extended 
or needed on a continuing basis.  Before employing a short-term employee, the 
Governing Board, at a regularly scheduled board meeting, shall specify the 
service required to be performed and shall certify the ending date of the service.  
The ending date may be shortened or extended by the Governing Board, but shall 
not extend beyond 75 percent of a school year.  “Seventy-five percent of a college 
year” means 195 working days. Short term unit members may be hired for peak 
periods which shall not exceed sixty (60) working days unless mutually agreed 
upon by the District and CSEA and submitted again for Governing Board 
approval. 

 
25.1.3 Neither work study students nor work experience students shall be employed so as 

to replace classified bargaining unit members.  In the event of layoff, reduction of 
hours, or abolishment of bargaining unit positions, no work performed by 
bargaining unit members shall be transferred to create new positions, or to 
unlawfully increase any work being performed by work experience, work study or 
short term unit members. 

 
25.1.4 Disputes arising out of this Article shall be entered at Level I of the Grievance 

Procedure. 
 

25.1.5 The District will provide a copy of a Request for Election form to CSEA when it 
is received by Human Resources.  This form will contain the short-term unit 
member’s name, work location, hours and dates to be worked, and specified 
projects or duties to be performed.  
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ARTICLE 26 
 

NEW TECHNOLOGY 
 
 

26.1 Whenever a new technology is introduced into a unit member’s work environment which 
the unit member will be required to use, the District will provide the following: 

 
26.1.1 At District expense the unit member(s) shall be trained by a person qualified to 

train in the new technology. 
 

26.1.2 The training should occur during the unit member(s) regular work day.  If such 
training is not available during the unit member(s) regular work-day hours, the 
unit member will be compensated under Article 6, SALARY, regarding overtime 
and any other applicable section of Article 6. 
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ARTICLE 27 
 

SAVINGS CLAUSE 
 
 

27.1 If during the term of this Agreement there exists any applicable law or any applicable 
rule, regulation, or order issued by governmental authority other than the District which 
shall render invalid or restrain compliance with or enforcement of any provision of this 
Agreement, such provision shall be immediately suspended and be no effect hereunder so 
long as such law, rule, regulation, or order shall remain in effect.  Such invalidation of a 
part or portion of this Agreement shall not invalidate any remaining portions which shall 
continue in full force and effect. 
 

27.2 In the event of suspension or invalidation of any article or section thereof, the parties 
agree to meet and negotiate upon request within thirty (30) days after such determination 
for the purpose of arriving at a mutually satisfactory replacement for such article or 
section thereof. 
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ARTICLE 28 
 

CONCERTED ACTIVITIES 
 
 
28.1 It is agreed and understood that there will be no strike, work stoppage, slow down, 

picketing, or other interference with the operations of the District by the Union or by its 
officers, agents, or members during the term of this Agreement, including compliance 
with the request of other labor organizations to engage in such activity.  The District 
agrees not to lock out unit members during the term of this Agreement. 

 
28.2 The Union recognizes the duty and obligation of its representatives to comply with the 

provisions of this Agreement and to make every effort toward inducing all unit members 
to do so.  In the event of a strike, work stoppage, slowdown or other interference with the 
operations of the District by unit members who are represented by the Union, the Union 
agrees in good faith to take steps to cause those unit members to cease such action. 
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ARTICLE 29 
 

SUPPORT OF AGREEMENT 
 
 

29.1 The District and the Union agree that it is to their mutual benefit to encourage the 
resolution of differences through the meet and negotiation process.  Therefore, it is 
agreed that the Union will support this Agreement for its term and will not appear before 
any public school employer to seek change or improvement in any matter subject to the 
meet and negotiation process except by mutual agreement of the District and the Union. 
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ARTICLE 30 
 

PAST PRACTICES 
 
 

30.1 It is understood and agreed that the specific provisions contained in this Agreement shall 
prevail over District practices and procedures and over State laws to the extent permitted 
by State law. Notification of discontinuation of past practice will be given by either party. 
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ARTICLE 31 
 

COMPLETION OF MEET AND NEGOTIATION 
 
 

31.1 During the term of this Agreement, either party to this Agreement may reopen the 
following issues for the following fiscal years: 

 
2017-2018 Article 6, Salary, and Article 7, Benefits in addition to any other articles 

mutually agreed upon 
 

2018-2019 Article 6, Salary, Article 7, Benefits, and two (2) re-openers each in 
addition to any other articles mutually agreed upon 

 
2019-2020 Article 6, Salary, Article 7, Benefits and two (2) re-openers each addition 

to any other articles mutually agreed upon 
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ARTICLE 32 
 

TERM 
 
 

32.1 This Agreement shall remain in full force and effect up to and including June 30, 2020 
 and thereafter shall continue in effect year-by-year unless one of the parties notifies the 
 other in writing no later than March 15 of each year of its request to modify, amend or 
 terminate this Agreement. 
 
 
 
 
 
 
 
 
 

SAN JOSE/EVERGREEN COMMUNITY COLLEGE DISTRICT 
 
 
s/ Byron D. Clift Breland     s/ Beatriz Chaidez    
Dr. Byron D. Clift Breland,                                                    Dr. Beatriz Chaidez,  
Chancellor                                                   Associate Vice Chancellor, 
                                                                                                Human Resources 
 
 
 
 
 

CALIFORNIA SCHOOL UNIT MEMBERS ASSOCIATION, CHAPTER 363 
 

 
s/ Joe Lugo, Jr.      s/ Nathan Jennings   
Joe Lugo, Jr.                                                                           Nathan Jennings 
President, CSEA, Chapter 363                                     Chief Negotiator for CSEA 363 
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SAN JOSE ∙ EVERGREEN COMMUNITY COLLEGE DISTRICT 
CLASSIFIED TITLES & RANGES 

FISCAL YEAR 2018-2019 
Effective: 7/1/2018                          4% over 2017/2018  
Revised: 8/28/2019             Board Approved: 8/27/2019 

CLASSIFICATION RANGE 
STEP 

A B C D E 
Academic Advising Specialist 90 59,453 62,481 65,642 69,040 72,554 

Academic Services Analyst 120 80,094 84,164 88,455 92,990 97,692 

Academic Services Technician 98 64,358 67,666 71,085 74,709 78,534 

Account Clerk 60 44,071 46,320 48,715 51,258 53,825 

Account Clerk, Senior 75 51,258 53,825 56,499 59,453 62,481 

Accounting Technician 85 56,499 59,453 62,481 65,642 69,040 

Accounting Technician, Senior 100 65,642 69,040 72,554 76,248 80,094 

Adaptive Media Technology Specialist I 90 59,453 62,481 65,642 69,040 72,554 

Adaptive Media Technology Specialist II 100 65,642 69,040 72,554 76,248 80,094 

Administrative Assistant, Senior 90 59,453 62,481 65,642 69,040 72,554 

Administrative Secretary  100 65,642 69,040 72,554 76,248 80,094 

Admissions & Records Assistant 62 44,981 47,285 9,644 52,187 54,902 

Admissions & Records Coordinator I 86 57,167 60,030 63,057 66,308 69,692 

Admissions & Records Coordinator II 96 63,057 66,308 69,692 73,221 76,971 

Admissions & Records Lead Coordinator 120 80,094 84,164 88,455 92,990 97,692 

Admissions & Records Technician 72 49,644 52,187 54,902 57,745 60,643 

Articulation Specialist 100 65,642 69,040 72,554 76,248 80,094 

Assessment Specialist 84 55,998 58,876 61,866 65,027 68,409 

Asset and Inventory Technician 85 56,499 59,453 62,481 65,642 69,040 

Assistive Services Specialist 89 58,876 61,866 65,027 68,409 71,864 

Athletic Trainer 95 62,481 65,642 69,040 72,554 76,248 

Biology Laboratory Coordinator 90 59,453 62,481 65,642 69,040 72,554 

Business Services Coordinator 100 65,642 69,040 72,554 76,248 0,094 

Campus Personnel Services Coordinator 120 80,094 84,164 88,455 92,990 97,692 

Campus Safety Officer 80 53,825 56,499 59,453 62,481 65,642 

Campus Safety Officer, Lead 90 59,453 62,481 65,642 69,040 72,554 

Carpenter 100 65,642 69,040 72,554 76,248 80,094 

College Extension Site Coordinator 96 63,057 66,308 69,692 73,221 76,971 

College Facilities Coordinator 100 65,642 69,040 72,554 76,248 80,094 

College Fiscal Coordinator 130 88,455 92,990 97,692 102,670 107,964 

College Schedule Coordinator 115 76,248 80,094 84,164 88,455 92,990 

College Web Services Specialist 122 81,712 85,894 90,260 94,867 99,715 

Community Engagement Specialist 89 58,876 61,866 65,027 68,409 71,864 

Contracts Assistant 75 51,258 53,825 56,499 59,453 62,481 

Curriculum Coordinator, College 110 72,554 76,248 80,094 84,164 88,455 

Curriculum Specialist 100 65,642 69,040 72,554 76,248 80,094 

Custodian 65 46,320 48,715 51,258 53,825 56,499 

Custodian, Lead 75 51,258 53,825 56,499 59,453 62,481 

Database Administrator 132 90,260 94,867 99,715 104,785 110,101 

Database Administrator, Senior 142 99,715 104,785 110,101 115,784 121,676 

Division Administrative Assistant, Senior 90 59,453 62,481 65,642 69,040 72,554 

Educational Services Coordinator 130 88,455 92,990 108,882 102,670 107,964 
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CLASSIFICATION RANGE 
STEP 

A B C D E 
Electrician 122 81,712 85,894 90,260 94,867 99,715 

Employment Services Coordinator 115 76,248 80,094 84,164 88,455 92,990 
Enrollment Services Coordinator 96 63,057 66,308 69,692 73,221 76,971 
EOP&S Eligibility Specialist   76 51,762 54,382 57,167 60,030 63,057 
Equipment & Vehicle Mechanic 88 58,303 61,257 64,358 67,666 71,085 
Evaluations Specialist 82 54,902 57,745 60,643 63,747 67,013 
Evaluations Specialist, Senior 92 60,643 63,747 67,013 70,341 73,928 
Executive Administrative Assistant 110 72,554 76,248 80,094 84,164 88,455 
Facilities Maintenance Worker 82 54,902 57,745 60,643 63,747 67,013 
Facilities Planner 120 80,094 84,164 88,455 92,990 97,692 

Financial Aid Coordinator 96 63,057 66,308 69,692 73,221 76,971 

Financial Aid Outreach Specialist 89 58,876 61,866 65,027 68,409 71,864 

Financial Aid Specialist I 66 46,782 49,162 51,762 54,382 57,167 

Financial Aid Specialist II 76 51,762 54,382 57,167 60,030 63,057 

Financial Aid Specialist III 86 57,167 60,030 63,057 66,308 69,692 

Furniture, Fixture & Equipment Coordinator 110 72,554 76,248 80,094 84,164 88,455 

Graphics Designer 115 76,248 80,094 84,164 88,455 92,990 

Groundskeeper I 61 44,573 46,782 49,162 51,762 54,382 

Groundskeeper II 71 49,162 51,762 54,382 57,167 60,030 

Groundskeeper III 85 56,499 59,453 62,481 65,642 69,040 

Health Services Office  Assistant 80 53,825 56,499 59,453 62,481 65,642 

Heating & Air Conditioning (HVAC) 
Mechanic/Plumber 

132 90,260 94,867 99,715 104,785 110,101 

Help Desk Operator, Senior 105 69,040 72,554 76,248 80,094 84,164 

Help Desk Technician 95 62,481 65,642 69,040 72,554 76,248 

Human Resources Assistant 75 51,258 53,825 56,499 59,453 62,481 

Human Resources Technician 98 64,358 67,666 71,085 74,709 78,534 

Information Technology Support Specialist 112 73,928 77,790 81,712 85,894 90,260 

Information Technology Support Specialist II 122 81,712 85,894 90,260 94,867 99,715 

Information Technology Technician 95 62,481 65,642 69,040 72,554 76,248 

Instructional Assistant II, Cosmetology 110 72,554 76,248 80,094 84,164 88,455 

Instructional Assistant III, Cosmetology 130 88,455 92,990 97,692 102,670 107,964 

Instructional Laboratory Technician I 56 42,380 44,573 46,782 49,162 51,762 

Instructional Laboratory Technician I, Applied 
Science 

56 42,380 44,573 46,782 49,162 51,762 

Instructional Laboratory Technician I, Automotive 
Technology 

56 42,380 44,573 46,782 49,162 51,762 

Instructional Laboratory Technician I, Cosmetology 56 42,380 44,573 46,782 49,162 51,762 

Instructional Laboratory Technician I, Electronics 56 42,380 44,573 46,782 49,162 51,762 

Instructional Laboratory Technician I, Medical 
Assisting 

56 42,380 44,573 46,782 49,162 51,762 

Instructional Laboratory Technician I, Science 56 42,380 44,573 46,782 49,162 51,762 

Instructional Laboratory Technician II 66 46,782 49,162 51,762 54,382 57,167 

Instructional Laboratory Technician II, Applied 
Science 

66 46,782 49,162 51,762 54,382 57,167 

Instructional Laboratory Technician II, Automotive 
Technology 

66 46,782 49,162 51,762 54,382 57,167 

Instructional Laboratory Technician II, Construction 
Technology 

66 46,782 49,162 51,762 54,382 57,167 

Instructional Laboratory Technician II, Cosmetology 66 46,782 49,162 51,762 54,382 57,167 
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CLASSIFICATION RANGE 
STEP 

A B C D E 
Instructional Laboratory Technician II, Dental 
Assisting 

66 46,782 49,162 51,762 54,382 57,167 

Instructional Laboratory Technician II, Machine 
Technology 

66 46,782 49,162 51,762 54,382 57,167 

Instructional Laboratory Technician II, PE & 
Athletics 

66 46,782 49,162 51,762 54,382 57,167 

Instructional Laboratory Technician II, Science 66 46,782 49,162 51,762 54,382 57,167 

Instructional Laboratory Technician III 76 51,762 54,382 57,167 60,030 63,057 

Instructional Laboratory Technician III, Astronomy, 
Physics & Earth 

76 51,762 54,382 57,167 60,030 63,057 

Instructional Laboratory Technician III, 
Cosmetology 

76 51,762 54,382 57,167 60,030 63,057 

Instructional Laboratory Technician III, Dental 76 51,762 54,382 57,167 60,030 63,057 

Instructional Laboratory Technician III, Engineering 
& Science 

76 51,762 54,382 57,167 60,030 63,057 

Instructional Laboratory Technician III, Science 76 51,762 54,382 57,167 60,030 63,057 
Instructional Laboratory Technician IV, 
Cosmetology 

86 57,167 60,030 63,057 66,308 69,692 

Instructional Laboratory Technician IV, PE & 
Athletic Facilities 

86 57,167 60,030 63,057 66,308 69,692 

Instructional Laboratory Technician IV, Science 86 57,167 60,030 63,057 66,308 69,692 
Instructional Support Assistant 78 52,766 55,439 58,303 61,257 64,358 
Instructional Support Assistant, Laboratory Lead 86 57,167 60,030 63,057 66,308 69,692 
Instructional Support Assistant, Subject Lead 86 57,167 60,030 63,057 66,308 69,692 
Instructional Support Coordinator 90 59,453 62,481 65,642 69,040 72,554 
Instructional Support Program Coordinator 96 63,057 66,308 69,692 73,221 76,971 
Instructional Technology Specialist 122 81,712 85,894 90,260 94,867 99,715 

Job Development & Placement Specialist 84 55,998 58,876 61,866 65,027 68,409 

Laboratory Clerk 52 40,746 42,733 44,981 47,285 49,644 

Library Assistant 90 59,453 62,481 65,642 69,040 72,554 

Library Technician 70 48,715 51,258 53,825 56,499 59,453 

Library Technician, Senior 80 53,825 56,499 59,453 62,481 65,642 

Locksmith 100 65,642 69,040 72,554 76,248 80,094 

Mail Services Technician 70 48,715 51,258 53,825 56,499 59,453 

Network Engineer 150 107,964 113,447 119,279 125,351 131,726 

Operations Coordinator 96 63,057 66,308 69,692 73,221 76,971 

Outreach/Recruitment Coordinator 96 63,057 66,308 69,692 73,221 76,971 

Outreach/Recruitment Specialist 89 58,876 61,866 65,027 68,409 71,864 

Painter 100 65,642 69,040 72,554 76,248 80,094 

Payroll Coordinator 120 80,094 84,164 88,455 92,990 97,692 

Payroll Technician 98 64,358 67,666 71,085 74,709 78,534 

Police Communications & Records Coordinator 86 57,167 60,030 63,057 66,308 69,692 

Police Dispatcher 75 51,258 53,825 56,499 59,453 62,481 

Police Officer 118 78,534 82,493 86,728 91,111 95,813 

Police Officer - Academy Graduate 94 61,866 65,027 68,409 71,864 75,504 

Program Assistant 75 51,258 53,825 56,499 59,453 62,481 

Program Coordinator  96 63,057 66,308 69,692 73,221 76,971 

Program Specialist 89 58,876 61,866 65,027 68,409 71,864 

Programmer Analyst 132 90,260 94,867 99,715 104,785 110,101 

Programmer Analyst, Senior 142 99,715 104,785 110,101 115,784 121,676 
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CLASSIFICATION RANGE 
STEP 

A B C D E 
Project Assistant 75 51,258 53,825 56,499 59,453 62,481 

Project Coordinator (Bond and Facilities) 96 63,057 66,308 69,692 73,221 76,971 

Purchasing Agent 110 72,554 76,248 80,094 84,164 88,455 

Reprographics Assistant 65 46,320 48,715 51,258 53,825 56,499 

Reprographics Lead 85 56,499 59,453 62,481 65,642 69,040 

Reprographics Technician 70 48,715 51,258 53,825 56,499 59,453 

Research Analyst 100 65,642 69,040 72,554 76,248 80,094 

Research Analyst II 115 76,248 80,094 84,164 88,455 92,990 

Research Assistant I 74 50,705 53,303 55,998 58,876 61,866 

Research Assistant II 84 55,998 58,876 61,866 65,027 68,409 

Schedules & Catalog Technician I 80 53,825 56,499 59,453 62,481 65,642 

Schedules & Catalog Technician II 90 59,453 62,481 65,642 69,040 72,554 

SharePoint Developer/Administrator 150 107,964 113,447 119,279 125,351 131,726 

Staff Accountant 125 84,164 88,455 92,990 97,692 102,670 

Project Assistant 75 51,258 53,825 56,499 59,453 62,481 

Staff Assistant I 44 37,622 39,518 41,525 43,640 45,889 
Staff Assistant II 54 41,525 43,640 45,889 48,214 50,705 

Staff Assistant III 64 45,889 48,214 50,705 53,303 55,998 

Student Retention Assistant 70 48,715 51,258 53,825 56,499 59,453 

Systems Administrator 132 90,260 94,867 99,715 104,785 110,101 

Systems Administrator, Senior 142 99,715 104,785 110,101 115,784 121,676 

Traffic & Campus Services Officer 55 42,007 44,071 46,320 48,715 51,258 

Traffic & Campus Services Officer, Senior 68 47,805 50,217 52,766 55,439 58,303 

Transition Specialist  89 58,876 61,866 65,027 68,409 71,864 

Tutoring & Learning Resources Center Coordinator 100 65,642 69,040 72,554 76,248 80,094 

Tutoring Center Coordinator 100 65,642 69,040 72,554 76,248 80,094 

Warehousing/Distribution Coordinator 80 53,825 56,499 59,453 62,481 65,642 

Warehousing/Distribution Specialist II 70 48,715 51,258 53,825 56,499 59,453 
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Salary Schedules 
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Benefits 
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SAN JOSÉ•EVERGREEN COMMUNITY COLLEGE DISTRICT 
HOLIDAY SCHEDULE 
FOR 2019 – 2020 

 
 
  July 4, 2019 (Thurs.) Independence Day  Legal Holiday  

September 2, 2019 (Mon.) Labor Day  Legal Holiday  

November 11, 2019 (Mon.) Veterans Day  Legal Holiday  

November 28, 2019 (Thurs.) Thanksgiving  Legal Holiday  

November 29, 2019 (Fri.) Day After Thanksgiving  District Holiday  

December 24, 2019 (Tues.) Christmas Eve  District Holiday  

December 25, 2019 (Wed.) Christmas Day  Legal Holiday  

December 26, 2019 (Thurs.) Admissions Day  District Holiday  

December 27, 2019 (Fri.) Floating Holiday  District Holiday  

December 30, 2019 (Mon.) Board-Granted Holiday District Holiday  

December 31, 2019 (Tues.) Board-Granted Holiday District Holiday 

January 1, 2020 (Wed.) New Year's Day  Legal Holiday  

January 20, 2020 (Mon.) Martin Luther King Day  Legal Holiday  

February 14, 2020 (Fri.) Lincoln's "B” Day  Legal Holiday  

February 17, 2020 (Mon.) Washington's "B" Day  Legal Holiday  

April 16, 2020 (Thurs.) Observance of Native American Day District Holiday 

April 17, 2020 (Fri.) Observance of Cesar Chavez Day  District Holiday  

May 25, 2020 (Mon.) Memorial Day  Legal Holiday  
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SAN JOSÉ•EVERGREEN COMMUNITY COLLEGE DISTRICT 
HOLIDAY SCHEDULE 
FOR 2020 – 2021 

 
 
  July 3, 2020 (Fri.) Observance of Independence Day  Legal Holiday  

September 7, 2020 (Mon.) Labor Day  Legal Holiday  

November 11, 2020 (Wed.) Veterans Day  Legal Holiday  

November 26, 2020 (Thurs.) Thanksgiving  Legal Holiday  

November 27, 2020 (Fri.) Day After Thanksgiving  District Holiday  

December 24, 2020 (Thurs.) Christmas Eve  District Holiday  

December 25, 2020 (Fri.) Christmas Day  Legal Holiday  

December 28, 2020 (Mon.) Admissions Day  District Holiday  

December 29, 2020 (Tues.) Floating Holiday  District Holiday  

December 30, 2020 (Wed.) Board-Granted Holiday District Holiday  

December 31, 2020 (Thurs.) Board-Granted Holiday District Holiday 

January 1, 2021 (Fri.) New Year's Day  Legal Holiday  

January 18, 2021 (Mon.) Martin Luther King Day  Legal Holiday  

February 12, 2021 (Fri.) Lincoln's "B” Day  Legal Holiday  

February 15, 2021 (Mon.) Washington's "B" Day  Legal Holiday  

April 8, 2021 (Thurs.) Observance of Native American Day District Holiday 

April 9, 20201(Fri.) Observance of Cesar Chavez Day  District Holiday  

May 31, 2021 (Mon.) Memorial Day  Legal Holiday  
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SAN JOSÉ•EVERGREEN COMMUNITY COLLEGE DISTRICT 
HOLIDAY SCHEDULE 
FOR 2021 – 2022 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

July 5, 2021 (Mon.) Observance of Independence Day  Legal Holiday  

September 6, 2021 (Mon.) Labor Day  Legal Holiday  

November 12, 2021 (Fri.) Veterans Day  Legal Holiday  

November 25, 2021 (Thurs.) Thanksgiving  Legal Holiday  

November 26, 2021 (Fri.) Day After Thanksgiving  District Holiday  

December 23, 2021 (Thurs.)          Christmas Eve (Observance) District Holiday  

December 24, 2021 (Fri.) Christmas (Observance) Legal Holiday  

December 27, 2021 (Mon.) Admissions Day  District Holiday  

December 28, 2021 (Tues.) Floating Holiday  District Holiday  

December 29, 2021 (Wed.) Board-Granted Holiday District Holiday  

December 30, 2021 (Thurs.) New Year’s Eve (Observance) District Holiday 

December 31, 2021 (Fri.) New Year's Day (Observance) Legal Holiday  

January 17, 2022 (Mon.) Martin Luther King Day  Legal Holiday  

February 18, 2022 (Fri.) President’s Day (Observance) Legal Holiday  

February 21, 2022 (Mon.) Washington’s Birthday Legal Holiday  

April 14, 2022 (Thurs.) Observance of Native American Day District Holiday 

April 15, 2022 (Fri.) Observance of Cesar Chavez Day  District Holiday  

May 30, 2022 (Mon.) Memorial Day  Legal Holiday  
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SAN JOSE/EVERGREEN COMMUNITY COLLEGE DISTRICT 
 

  CSEA Leave Request Form 
 

 

All absences should be requested and approved prior to the leave being taken except in 
emergencies.  In addition, an attendance report is to be submitted to payroll by the 10th of the 
month. 
 
Name:             
  
Department:           
 
I request (type of leave):   
 

 Sick*                Bereavement                         Unpaid Leave 
 

 Personal Necessity    New Parents                        FMLA/CFRA  
 

 Jury Duty                          Military Leave                     Personal Business 
 

 Vacation                             Compensatory Time 
 
 
for      day  (number of hours/days)        (dates). 
 
 
 
 
                      
Signature of Employee                                                  Date 
 
 
 
 
                         
Signature of Supervisor                                                 Date 
 

*Sick leave may require medical certification.  Please refer to the collective bargaining contract: 
 CSEA Article’s 6.8 Compensatory Time, 12 Vacation & 13 Absences from Work.  

 

 
   Please forward a copy of all leave requests, except vacation and personal, to Human Resources.  
    

 



California School Employees Association, Chapter 363                                                                July 1, 2017– June 30, 2020 
 

129 

 

 

 
 
 
 
 

Appendix F 
 
 

Professional Growth Form 
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SAN JOSE/EVERGREEN COMMUNITY COLLEGE DISTRICT 
CLASSIFIED PROFESSIONAL GROWTH AWARD 

 
          (PLEASE SUBMIT ONE APPLICATION FORM PER COURSE) 

 
Please attach a copy of the course description to the application: 

       
(NOTE: UNIT MEMBERS MUST HAVE COMPLETED THE 12 MONTH PROBATIONARY PERIOD) 
 
Name:      ____________________________________________________________________________ 
 
Employee #    SSN#    Location:______________ Ext   
 
Dept:       ___________________________________________Supervisor:________________________ 
  
Job Title: _______________________________________________________________________ 
 
Work Schedule: Sun           Mon      Tues   Wed    
List Work Hours: 

Thurs   Fri   Sat    
 
Have you completed the 12 month probationary period?    
                                                                                                                                              
COURSE INFORMATION: 
      Type:   (_) Adult Education       (_) College Course - Semester ______________________________ 
 
                  (_) Seminar Workshop   (_) Other: ______________________________________________ 
                  (_) Special Program                                                                               
 
 Location:    Dept. & Course #     () Day () Eve 
 
 Title:                       
 
 Start Date: _______________ End Date:_______________ Days:___________ Time:     
 
Units Earned:    (OR) Hrs. of Credit:    Final Grade:    
 
EXPLANATION OF COURSE BENEFIT:  (Attach a separate sheet if necessary) 
 
              

              

VERIFICATION STATEMENT 
The District is not paying the above course nor is this course being attended during scheduled work hours. 
In accordance with Article 20 of the CSEA Collective Bargaining Agreement.  
 
___________________________________                     ___________________________ 
   SIGNATURE                                                                     DATE           
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Memorandum of Understanding 
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Altered Work Schedule Forms 
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