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ARTICLE 1: AGREEMENT 
 
1.1 This is an AGREEMENT, made and entered into this 24

th
 day of  May, 2016,  by 

and between the SHASTA COUNTY SUPERINTENDENT OF SCHOOLS 
(hereinafter referred to as Employer) and the CHILD DEVELOPMENT 
EDUCATORS ASSOCIATION (CDEA-SC) – SHASTA COUNTY  (hereinafter 
referred to as Association), and supersedes and replaces all previous agreements 
between the parties.  

 
1.2 The parties acknowledge the provisions of Chapter 10 (Sections 3540 et seq.) of 

Division 4 of Title 1 of the Government Code of the State of California. 
 
 
ARTICLE 2:  NON-DISCRIMINATION 
 
 2.1 Employer and Association shall not unlawfully discriminate against any employee 

or applicant for employment because of race including ethnic group identification), 
religion, color, national origin, ancestry, physical or mental disability, medical 
condition, marital status, age (40 years or older) or sex or sexual orientation. In 
addition, discrimination is prohibited based upon a perception that the person has 
any of those characteristics or that the person is associated with a person who 
has, or is perceived to have, any of those characteristics. Employer shall ensure 
that the evaluation and treatment of its employees and applicants for employment 
are free of such discrimination. 

 
 
ARTICLE 3:  RECOGNITION 
 
 3.1 The Employer confirms PERB unit modification order, Case Number S-UM-413 

dated July 27, 1977 voluntary recognition of the Association as the exclusive 
representative of that unit of employees consisting of all child development 
teachers. The unit excludes all other employees such as management, 
supervisory, confidential, temporary, substitute, and classified employees, as well 
as all other certificated employees. 

 
 3.2 This Agreement applies only to employees in the above representation unit. 
 
 
ARTICLE 4: EMPLOYER RIGHTS 
 
4.1 It is understood and agreed that the Employer retains all of its powers and 

authority to direct, manage, and control to the full extent of the law.  Further it is 
agreed by the parties that Employer Rights include the following:  (a) The full and 
exclusive control of the management of the service.  (b) The supervision of all 
operations, methods, processes and means of performing any and all work.  (c) 
The control of the property and the composition, assignment, direction and 
determination of the size and the work hours of its working forces.  (d) The right to 
determine the work to be done by employees.  (e) The right to introduce new or 
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improved operations, methods, means or facilities.  (f) The right to establish budget 
procedures and financial allocations.  (g) The right to hire, classify, schedule, 
promote, transfer, evaluate, lay off and increase work hours of employees.  (h) The 
right to suspend, discipline and discharge employees.  (i) The right to contract out 
work to be done or services to be rendered consistent with past practices.  (j) The 
right to transfer work from one bargaining unit to another consistent with past 
practices.  (k) The right to establish educational policies, goals and objectives.  (l) 
The right to otherwise maintain an orderly, effective and efficient operation.  The 
exercise of the foregoing rights by the Employer shall be consistent with law and 
the provisions of the Agreement. 

 
 4.2 The Employer's exercise of its powers, rights, authority, duties, and responsibilities, 

the adoption of policies, rules and regulations, and practices in furtherance thereof, 
and the use of judgment and discretion in connection therewith, shall be limited by 
the specific and express terms of this Agreement, and then to the extent such 
specific and express terms are in conformance with law. 

 
 4.3 It is also agreed and understood that grievances related to this Article, pursuant to 

Article 6, Grievance Procedure, are limited to whether or not the Employer acted 
appropriately. 

 
 
ARTICLE 5:   ORGANIZATIONAL SECURITY 
 
5.1 This Article protects the rights of individual employees without restricting CDEA-

SC's right to require every bargaining unit employee, except those exempt from 
these provisions, to pay a fair share of the cost of collective bargaining activities.  

 
5.2 Except as expressly provided herein, all employees in the bargaining unit who do 

not maintain membership in good standing in CDEA-SC are required, as a 
condition of employment, to pay service fees to CDEA-SC, in amounts that do not 
exceed the periodic dues of CDEA-SC, for the duration of this agreement. 

 
5.3 No employee shall be obligated to pay dues or service fees to CDEA-SC until the 

first of the month following 30 calendar days after the employee first comes into 
the bargaining unit.  

 
 5.3.1 Any unit member who is not a member of the Association or who does not 

make application for membership in the Association within the thirty (30) 
days of the effective date of this Article or within thirty (30) days from the 
date of commencement of assigned duties within the bargaining unit, shall 
become a member of the Association or pay to the Association a 
representation fee in an amount equal to that amount permitted by law, 
payable to the Association in one lump sum cash payment in the same 
manner as required for the payment of membership dues, provided, 
however, that the unit member may authorize payroll deduction for such fee 
in the same manner as provided in Section 5.9.4 of this Article. 

 
 5.3.2 In the event that a unit member shall not pay such fee directly to the 
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Association, or authorize payment through payroll deduction as provided in 
Section 5.3.1 above, the Association may, in writing, request that the 
Employer shall immediately begin automatic payroll deduction as provided 
in Education Code Section 45061 and in the same manner as set forth in 
Section 5.9.1 of this Article.  There shall be no charge to the Association for 
such mandatory representation fee deductions. 
 

 5.3.3 If the unit member and the Association are unable to reach agreement on 
the manner of payment, the Association shall notify the Employer, in writing, 
that the unit member whose pay is to be affected by the deduction has (1) 
refused to join the Association and (2) has refused to tender the amount of 
the representation fee, the Association shall notify the Shasta County Office 
of Education in writing, that (1) the amount of the fee meets the requirement 
of law and (2) the Association has informed the unit members in writing of 
the Association's procedures for employees who contest the amount of the 
fee in accordance with the regulations of the Public Employment Relations 
Board. 

 
5.4 Any employee who is a member of a religious body whose traditional tenets or 

teachings include objections to joining or paying service fees to employee 
organizations shall not be required to join, maintain membership in, or pay service 
fees to CDEA-SC as a condition of employment.  However, such employee shall 
be required, in lieu of a service fee required by this agreement, to pay sums equal 
to such service fee to one of the following nonreligious, nonlabor organization, 
charitable funds exempt from taxation under Section 501 (c) (3) of Title 26 of the 
Internal Revenue Code: 

 
 a. Shasta County United Way 
 b. American Cancer Society 
 c. Foundation to assist California Teachers 
 d. California Cascade Association for the Education of Young Children 
 
5.5 Any employee claiming this religious exemption shall, as a condition of continued 

exemption from the requirement of paying service fees to CDEA-SC, furnish 
CDEA-SC with copies of receipts from the charity selected, as proof that such 
payments have been made, or shall authorize payroll deduction of such payment. 

 
5.6 Unit members objecting to joining or financially supporting employee organizations 

shall provide proof of payment and a written statement of objection along with 
verifiable evidence of membership in a religious body whose traditional tenets or 
teachings object to joining or financially supporting employee organizations, 
pursuant to Section 5.4 and 5.5 above.  Proof of payment shall be in the form of 
receipts and/or canceled checks indicating the amount paid, date of payment, and 
to whom payment in lieu of representation fee has been made.  Such proof shall 
be presented on or before September 30 of each school year or, in the case of 
employees hired after October 31 for the remaining part of the school year, within 
thirty (30) days of the commencement of duties. 

 
5.7 The employee organization is authorized to charge any unit member making "in 
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lieu of payments", as set forth in Section 5.3.2 and 5.3.3 above in accordance with  
Government Code Section 3546.3, and who requests the employee organization 
to use the grievance procedure or arbitration procedure on the employee's behalf 
for the reasonable cost of such procedures. 

 
 5.8 Representation Fee 
 
 5.8.1 The representation fee to be collected from non-Association members shall 

be the amount authorized by Section 3546.1(i)(2) of the California 
Government Code. 

 
 5.8.2 Amount of Representation Fee: 
 
  a. Full time, non-exempt bargaining unit members hired during the 

school year shall join the Association or pay a prorated 
representation fee.  Such prorata share shall be based upon the 
number of days of actual employment for a school year as compared 
with the number of days available for full-time employment in the 
school year. 

 
  b. Part-time, non-exempt bargaining unit members shall join the 

Association or pay a prorated representation fee on the basis of said 
employee's annual salary as compared with the same annual salary 
for a comparable full-time employee. 

 
  c. Unit members on leave without pay, and unit members who are on 

laid-off status shall be exempt from these provisions herein, except 
that the election as to membership or payment of a fee as set forth 
herein must be exercised within the first ten (10) work days upon 
return to paid status. 

 
5.9 Dues and Service fees Deductions 
 
 5.9.1 CDEA-SC has the sole and exclusive right to have employee organization 

membership dues and service fees deducted by the employer for 
employees in the bargaining unit.  

 
 5.9.2 The Employer shall deduct, in accordance with the CDEA-SC dues and 

service fee schedule, dues, service fees or payments to charity in lieu of 
service fees from the wages of all employees who are members of the 
bargaining unit. 

  
 5.9.3 Nothing contained herein shall prohibit an employee from paying service 

fees directly to CDEA-SC. 
 

5.9.4 The Employer shall deduct and pay to CDEA-SC service fees for each 
bargaining unit employee who is not a CDEA-SC member in good standing 
and who is obligated to pay such fees, pursuant to this agreement, unless  
CDEA-SC notifies the County Office that the employee is paying such fees 
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directly to CDEA-SC.  A payroll deduction authorization form shall not be 
required for such deductions.  

 
 
 5.9.5 The Employer shall not be obligated to put into effect any new or changed 

deduction until the pay period commencing fifteen days or more after such 
submission. 

 
 5.9.6 The Employer agrees to promptly remit such service fees and deductions to 

the CDEA-SC accompanied by an alphabetical list of Unit Members for 
whom such deductions have been made, indicating new employees. 

 
5.10 Employer's Obligations 
 
 The Employer's sole and exclusive obligation under this Article is to notify any unit 

member who has failed to comply with the provisions of this article that, as a 
condition of employment in the Shasta County Office of Education, such unit 
member must either become an Association member, pay a representation fee, or 
establish an exempt status and make payment pursuant to the provisions of this 
Agreement.  Under no circumstances shall the Employer be required to dismiss or 
otherwise discipline any unit member for failure to fulfill their obligations to pay the 
fees established herein. 

 
5.11 Grievance and Dispute Resolution 
 
 5.11.1 Neither the Association nor individual CDEA-SC unit members may file a 

grievance, regarding any administration of Article 5 Organizational Security. 
 
 5.11.2 Any dispute as to the amount of the agency fee shall be resolved pursuant 

to the regulations of the Public Employment Relations Board. 
 
5.12 Association Leave   
 
 The Association is entitled to a total maximum of ten (10) days or eighty (80) hours 

of paid leave during each school year to attend to Association business, subject to 
the following conditions: 

 
5.12.1 The employee utilizing the leave must notify the employee’s immediate 

supervisor at least two (2) working days in advance of the leave, whenever 
possible. Employee will complete an Association Leave Absence Affidavit 
form and submit to the immediate supervisor. In the event two (2) days 
advance notice is not provided, approval of such leave is contingent upon 
the employer securing an acceptable substitute employee. 

 
5.12.2 All such leave may be taken in hourly increments. 
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ARTICLE 6:  GRIEVANCE PROCEDURE 
 
 6.1 Any grievance which may arise between an employee or the Association and the 

Employer with respect to the interpretation or application of any of the terms of this 
Agreement, except as otherwise provided in this Agreement, shall be determined 
by the provisions of this Article.  Whenever any step of the following grievance 
procedure requires the presentation in writing, the employee may at the 
employee's option also meet and discuss the issue with the management-level 
supervisor of that grievance step. 

 
 6.2 Step One   
 
 The initial step in the adjustment of a grievance shall be a discussion between the 

Grievant and/or the Grievant's representative and the Managing Supervisor or 
Director who  will answer within ten (10) workdays.  This step shall be started 
within ten (10) workdays of the date of the action complained of, or the date the 
Grievant became aware of the incident which is the basis for the grievance. 

 
 6.3 Step Two   
 
 If a grievance is not resolved in the first step, the second step shall be the 

presentation of the grievance in writing, by either the Grievant or the Grievant's 
representative to the Director, or whomever is next level responder, or Assistant 
Superintendent, who shall answer, in writing, within ten (10) work days.  The 
second step shall be taken within ten (10) workdays of the date of the answer in 
Step One.  The written presentation shall be a clear, concise statement of the 
grievance, the circumstances involved, the pertinent dates, the decision rendered 
at the previous step, the section of the Agreement alleged to be violated, and the 
specific remedy sought. 

 
 6.4  Step Three    
 
 If a grievance is not resolved in the second step, the third step shall be the 

presentation of the grievance in writing by either the Grievant or the Grievant’s 
representative to the Superintendent who shall answer in writing within ten (10) 
workdays.  The third step shall be taken within ten (10) workdays of the date of the 
answer in Step Two.  The written presentation shall be a clear, concise statement 
of the grievance, the circumstances involved, the pertinent dates, the decision 
rendered at the previous step, the section of the agreement alleged to be violated, 
and the specific remedy sought. 

 
 6.5  Step Four 
 
 If a grievance is not resolved in the third step, the fourth step shall be referral by 

the Association to mediation within ten (10) workdays of the answer in Step Three. 
Whenever a grievance is referred to mediation, either party shall request that the 
California State Mediation and Conciliation Service refer a State Mediator.  The 
State Mediator shall assist the parties in the resolution of the grievance in the 
same manner as that which is normally used in the mediation of interest disputes.  
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Referral to Step Five shall not occur until the Mediator has released the parties 
from the mediation process. 

 
 6.6 Step Five 
 
 (a) If a grievance is not resolved in the fourth step, the fifth step shall be referral 

by the Association to arbitration within ten (10) workdays of the conclusion 
of the mediation process.  

 
(b) An Arbitrator shall be appointed on each occasion that a grievance is 

submitted to arbitration.  In the event that the Employer and the Association 
are unable to agree on the selection of an Arbitrator, they shall request the 
State of California Mediation and Conciliation Service to nominate five (5) 
persons to be the Arbitrator.  The Employer and the Association each will 
alternately challenge two (2) of such nominees, the party having the first 
challenge to be determined by lot.  The remaining nominee shall be 
accepted as the Arbitrator and the Arbitrator's compensation and expenses 
shall be borne equally by the Employer and the Association.  The Employer 
and the Association shall pay the compensation and expenses of their 
respective appointees and witnesses.  At the Association‘s request, the 
Employer shall release a reasonable number of employees from duty to 
participate in arbitration proceedings.  Other expense items such as court 
reporters, transcripts, or room rent, shall be borne equally by the parties. 

 
 (c) An Arbitrator shall hold such hearings and shall consider such evidence as 

to the Arbitrator appears necessary and proper.  The decision of the 
Arbitrator shall be final and binding on the Employer, the Association and 
the Grievant, and shall not in any way add to, disregard or modify any of the 
provisions of this Agreement. 

 
 6.7 Failure by the Grievant to meet any of the aforementioned time limits will result in 

forfeiture of the grievance.  Except, however, that the aforementioned time limits 
may be extended by written mutual agreement.  Failure by the employer to meet 
any of the aforementioned time limits in answering a grievance will allow the 
Grievant to go forward with the grievance to the next step of the established 
grievance procedure. 

 
 6.8 Any employee may present grievances in accordance with this Article without the 

intervention of the Association, so long as the adjustment is reached prior to 
arbitration and is not inconsistent with the terms and conditions of this Agreement 
and further provided that the Employer shall not agree to a resolution of the 
grievance until the Association has received a copy of the grievance and the 
proposed resolution and has been given the opportunity to file a response. 

 
 6.9 A Grievant shall in no way interfere with the right of the Employer to proceed in 

carrying out its management responsibilities subject to a final decision on the 
grievance.  In the event the grievance involved a lawful order, requirement or other 
directive, the Grievant shall fulfill or carry out such order, requirements, or 
directives, pending the final decision on the grievance. 
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 6.10 All documents resulting from the processing of a grievance shall be filed in a 

separate grievance file and shall not be placed in any employee's personnel file. 
 
 
ARTICLE 7:  COMPENSATION 
 
 7.1 Employees covered by this Agreement shall be paid wages as provided   
 in the  attached Salary Schedule (appendix). The compensation package   
 includes salaries (including step and column increase and salary-driven   
 benefits, such as STRS, Workers Compensation, Medicare, etc.) and   
 non-salary-driven benefits such as medical, dental, vision, and life    
 insurance. 
    
 7.2 (a) For those employees regularly scheduled (excluding voluntary extra duty 

assignments) to work one hundred and ninety (190) or more days per year, 
regularly scheduled work hours plus scheduled holidays and allocated 
vacation time shall be combined for the purpose of estimating annual 
income which will then be paid to the employee in twelve (12) equal monthly 
installments whenever possible. 

 
 (b) For those employees regularly scheduled (excluding voluntary extra duty 

assignments) to work less than one hundred ninety (190) days per year, 
regularly scheduled annual work hours shall be totaled for the purpose of 
estimating annual income which will then be divided into equal monthly 
installments whenever possible. 

 
 7.3 Whenever an employee, with prior Employer approval, performs duties in excess 

of the employee's regularly scheduled work hours, such employee shall be 
compensated therefore on the basis of one (1) hour of pay for each hour worked 
rounded to the nearest one-quarter (1/4) hour. 

 
7.4 All salary step and longevity increases will be effective on July 1 each year.  

Employees hired prior to January 1 of any year will be placed on the next higher 
salary step on the following July 1.  Employees hired after January 1 of any year 
will remain on that step until the second July 1 following the date of employment.  
Time during which an employee is absent without pay shall not accrue credit 
toward an employee's next step increase. 

 
 7.4.1 Advancement in column placement, based on acquiring Associate in Arts 

(AA) /Associate in Science (AS) or Bachelor of Arts (BA) / Bachelor of 
Science (BS), or Child Development Permit, will be considered at anytime 
during the school year. 

 
 7.4.2 Payment will occur the month following submission of appropriate 

documentation to the Human Resource Services office. 
  
 7.4.3 All column E or Column I employees shall advance over and down upon 

attainment of a degree at such place they would have been had they 
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already attained degree status. 
 
 7.5 Initial placement on the salary schedule shall be approved by the County 

Superintendent and prior appropriate experience up to a maximum of five years 
shall be allowed. 

 
 7.6 (a) Each employee who is regularly scheduled to work at least seven (7) or 

more hours per day for at least one hundred and eighty-three (183) days 
per year, shall be entitled to receive the following benefits fully paid by the 
Employer during the term of this Agreement. 

 
  1. Effective January 1, 2014, and annually thereafter, the employer will 

 contribute a fixed dollar amount for employee benefits plus $500 will 
 be redirected to each full-time unit member in an employer funded 
 health reimbursement account or health savings account.   

 
 Effective January 1, 2015, the following tiered caps for employee 
 health benefits including medical, dental and vision is as follows: 
 

 Employee Only   $4,500 per year 

 Employees Plus Children $8,100 per year 

 Employee Plus Spouse   $9,450 per year 

 Employee Plus Family   $13,500 per year 

 
The balance shall be paid by the employee by automatic payroll 
withholding. 

 
  2. The premium for the current term life insurance for each eligible 

employee in the amount of fifteen thousand dollars ($15,000) shall 
be paid by the employer. 

 
  3. Employees may change the tier selected in accordance with the plan 
   requirements, following a qualifying event or during an open   
   enrollment each year. 
  
  The Employer may change insurance carriers or claims administrators for 

any or all of the above programs after consultation with the Association. 
 
 (b) Those employees regularly scheduled to work at least four (4) hours per 

day shall be entitled to participate in any or all of the foregoing benefit plans 
with the Employer paying a prorated contribution toward each such plan, 
which has the same ratio to full premium payment as the employee's work 
hours has to seven (7) or more hours per day. Employees who are regularly 
scheduled to work less than four (4) hours per day shall not be eligible to 
participate in any benefit program, nor to have any contribution toward such 
plan by the Employer. 

 
 (c) Any employee on an approved unpaid leave of absence may continue 

participation at the employee's option and expense in any or all of the 
benefit programs set forth above during the period of such leave, subject to 
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the approval of the insurance carrier.  If an employee elects to participate, 
premiums will be paid quarterly in advance. 

 
 7.7 Employees after the age of fifty-five (55), with a minimum of five (5) total years of 

Employer service, who retire by going directly from active service with the 
Employer to retirement through the California State Teachers Retirement System, 
or the California Public Employees Retirement System are eligible to participate in 
the medical benefit plan set forth in 7.6(a) and (b) above, with the Employer 
contributing $300.00 per month toward this benefit, and the retiree paying the 
balance of the cost.  The Employer's contribution of $300.00 per month toward 
retiree benefits shall continue until the retiree reaches the age they are eligible for 
Medicare.  Years of service as set forth herein need not be consecutive, and will 
accrue even though separated by periods of unemployment. 

 
The retiree benefit of $300 per month may be applied toward either the SCOE 
group medical, dental and/or vision health insurance plans provided to actively 
employed unit members or to an outside provider.  
 
In the event a retiree elects to use their retiree benefit to purchase medical, dental 
and/or vision benefits from a provider other than SCOE’s current provider, the 
allowable retiree benefit will be paid directly to a SCOE Health Reimbursement 
Account for retirees.  The retiree will receive their reimbursement through the HRA 
account.  (See appendix for the Shasta County Superintendent of Schools Health 
Reimbursement Arrangement Plan Highlights for the retiree benefit). 

 
 7.8 The Employer agrees to implement the provisions of Section 44929 (Golden 

Handshake) of the Education Code of the State of California, providing all 
conditions contained therein are met. 

 
 7.9 Whenever the Employer requires an employee to use the employee's personal 

automobile in the performance of duties, the Employer shall reimburse the 
employee at the rate established by the Internal Revenue Service for each mile the 
vehicle is used in the service of the Employer.  In order to be reimbursed, the 
employee must have advance approval of the supervisor. 

 
7.10 Effective July 1, 2004, after an employee has completed ten (10) years of 

accumulated certificated permanent service with the Employer, the employee's 
base salary shall be increased by three percent (3%).  Such employee's salary 
shall be increased by an additional three percent (3%) after fourteen (14) years of 
accumulated service, an additional three percent (3%), after seventeen (17) years 
of accumulated service, and by an additional three percent (3%) after twenty (20) 
years of accumulated service.  An additional three percent (3%) will be applied 
after twenty-three (23) years of accumulated service effective February 15, 1997; 
and after twenty-seven (27) years of accumulated service effective July 1, 1998.  

 
 7.11  For purposes of State Teachers Retirement System credit, six (6) hours per day 

shall be regarded as full-time employment. 
 
7.12 Resignations: A unit member may be released from contracted employment upon 



   

 

14 

 a written request from the unit member and approval of the Superintendent. At 
 least a two week notice is requested. 

 
7.13 Class Size/Ratio: Class size and child to adult ratios will be consistent with the 

Department of Education, Department of Social Services, Title 5 and Title 22, 
whichever is more restrictive. 

 
 
ARTICLE 8: HOURS OF EMPLOYMENT 
 
 8.1 Effective October 1, 2000, all certificated, permitted employees shall be regularly 

scheduled to work six hours per day.   
 
 8.2 All employees except Children's Center employees shall be regularly scheduled to 

work one hundred eighty-five days (185) days per year. Children's Center 
employees shall be regularly scheduled to work an average two hundred sixty-one 
(261) days per year.   

 
8.2.1 All unit members may be assigned by the administrator, up to 6 hours per 
month including but not limited to the following: attending trainings and staff 
meetings, completing required paperwork, attending parent meetings/IEP 
meetings, and/or providing coverage for another classroom not to exceed 3 
hours per month (including travel time to the classroom).  Advance notice of one 
week will be given for assignments that come up intermittently. An ECS 
Department calendar will be developed in advance of each quarter so that 
teachers will have advanced notice of regularly scheduled assignments.  
 

a. Unit members assigned to work 6 hours per day, but have students for 
part day may be assigned to these duties during their regularly scheduled 6 
hour shift after their student day ends.  With prior approval of the supervisor, 
any time after their regularly scheduled 6 hour shift, unit members will be 
compensated at their regular hourly rate of pay. 

 
b. Unit members who are assigned to work 6 to 8 hours per day, but have 
students full day may be assigned to these duties after their shift and be paid 
at their hourly rate of pay.  Anything above and beyond the extra six hours 
must be approved by their supervisor.  With prior approval of the supervisor, 
a teacher who has a prior commitment during these hours may arrange a 
substitute to cover their classroom to enable them to fulfill these duties.  
Teachers are expected to attend one monthly staff meeting. 

 
  8.3 All time during which an employee is directed and authorized by the immediate 

supervisor to be on duty and to perform services shall be considered as time 
worked.    
 
8.3.1 Employees with supervisor’s approval may work flexible hours within a 40-

hour work week. 
 
 8.4 Overtime is defined as time worked over 40 hours per week. 
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 8.5 Whenever employees are directed and authorized to work overtime, such 

employees shall receive overtime compensation for actual time worked at a rate 
equivalent to one and one-half (1-1/2) times the employee's regular rate of pay. 

 
8.6 A ten (10) minute compensated rest period shall be provided members of the unit 

for each consecutive four (4) hour period of service. 
 
 
ARTICLE 9:  LEAVE POLICIES 
 
9.1 Employees shall not be absent from school during their scheduled assignment or 

from a class without notifying and receiving permission from their immediate 
supervisor or authorized representative.  If it is necessary for an employee to leave 
the work site during work hours, permission must be received from the supervisor 
or authorized designee. 

 
9.2 If an employee needs to be absent from duty, notice must be given to the 

Employer, except in the event of an emergency.  The Employer should be notified 
prior to the day of absence.  It is the responsibility of the employee to see that the 
class roll book, lesson plans and other pertinent material necessary to conduct the 
class are made available. 

  
9.3 SICK LEAVE 
 
 9.3.1  Sick leave with pay shall be accumulated for each employee at the rate of 

forty-six thousandths (.046) of an hour for each regular hour worked or on 
paid leave (accrual rate approximately one (1) day per month).  

 
 9.3.2 Sick leave shall be allowed for an absence due to:  (a) the inability of an 

employee to be present or perform the employee's duties because of 
personal illness, off-duty injury, or confinement for medical treatment; (b) 
personal medical or dental appointments which are impracticable to 
schedule outside of the regular working hours. 

 
 9.3.3 Whenever sick leave abuse is suspected, management may require 

satisfactory evidence of sickness or disability before payment for sick leave 
will be made. 

 
 9.3.4 Employees returning to work from sick leave after surgery, a serious illness 

of greater than three (3) consecutive work days, or a contagious disease, 
upon request of the Employer, must provide a doctor's release certifying 
medical permission to return to work. 

 
9.3.5 When an employee is absent from duty for a period of five (5) school 

months or less and there is not sufficient sick leave to cover such time, the 
amount deducted from the salary due, for the time which the absence 
occurs, shall not exceed the sum paid a substitute employed to fill the 
position during the employee's absence. 
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9.3.6 When an employee's employment terminates and more sick leave has 

been used than earned, the amount used but not earned shall be deducted 
from the final pay warrant. 

 
 9.3.7 Unit members may accumulate sick leave without limitation. 
 
 9.3.8 State Preschool employees who are assigned to an extended year position 

and who regularly earn sick leave as a CDEA-SC bargaining unit member 
are entitled to use up to two (2) days of accumulated sick leave during the 
extended school year assignment.  Employees may use sick leave only 
after they have worked at least one full day of the extended school year 
assignment. 

 
 9.3.9  In addition to other paid personal necessity leave of seven (7) days, a unit 

member may use, in any calendar year, up to but not exceeding one half of 
the unit member’s annual entitlement to sick leave as described in Section 
10.1.1 to attend to an illness of a child, parent or spouse of the unit 
member.  All conditions and restrictions regarding the use of sick leave shall 
also apply to the use by a unit member of sick leave to attend to an illness 
of his or her child, parent or spouse.  The provisions of this subsection do 
not extend the maximum period of leave to which the unit member is 
entitled under Section 12945.2 of the Government Code or under the 
Family Medical Leave Act of 1993 regardless of whether the employee 
received sick leave compensation during that leave. 

 
9.4 PERSONAL NECESSITY LEAVE 
 
 9.4.1 Employees may use a maximum of seven (7) days of accumulated sick 

leave in any school year for Personal Necessity Leave for the following 
purposes: 

 
a. Death of a member of the immediate family when additional 

leave is required beyond that provided under bereavement 
leave. 

 
  b. Accident or illness involving the person or property of the 

employee, or the person or property of a member of the 
immediate family. 

 
c. Appearance in any court as a litigant, or as a witness under 

subpoena.  Required court appearances related to 
employment shall be compensated therefore, and not require 
the use of personal necessity leave. 

 
  d. Serious circumstances which in the opinion of the 

Superintendent cannot reasonably be disregarded and which 
require the immediate and personal attention of the employee 
during assigned hours of service. 
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  e. Death of a close personal friend. 
 
  f. The day of birth or the take-home day of an employee's newly 

born or adopted child. 
 

g. On July 1, each year, each employee who has been 
employed for the full previous fiscal year and has used three 
(3) days or less of paid sick leave during the fiscal year may 
use one (1) day of personal necessity leave at the employee's 
discretion.  

 
h. Effective July 1, 2004, two “No Tell” days (non-accrual) for 

State Preschool Teachers with prior supervisor approval. 
 

i. Unit members may use vacation leave, personal necessity 
 leave or unpaid leave for the purpose of attending their 
 immediate families school activities provided they have 
 requested this time off in advance. 

 
 9.4.2 All requests for personal necessity leave shall be in writing and presented to 

the immediate supervisor as far in advance as possible.  Such requests 
shall state the period of time to be absent, and the steps taken to insure an 
adequate instructional program by the substitute employee. 

 
 9.4.3 "Member of the Immediate Family" shall be defined in the Bereavement 

Leave provision of this Agreement. 
 
9.5 HOLIDAYS 
 
 9.5.1 Employees who are regularly scheduled (excluding voluntary extra duty 

assignments) to work at least one hundred ninety (190) days per year shall 
be entitled to have the following holidays off with pay: 

  1. July 4 (Independence Day). 
 
  2. The first Monday in September (Labor Day). 
 
  3. September 9 (Admission Day or the Employer may designate an 

alternate day contiguous with a week end). 
 
  4. November 11 (Veterans Day or the Employer may designate an 

alternate day contiguous with a week end). 
 
  5. The Thursday in November, and the day following (Thanksgiving 

Holidays). 
 
  6. December 25 and the last half of the preceding work day (Winter 

Recess).  – may be changed upon agreement between employer 
and bargaining unit. 
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  7. January 1 and the last half of the preceding work day (New Years 

Holidays). – may be changed upon agreement between employer 
and bargaining unit. 

 
  8. The third Monday in January (Dr. Martin Luther King, Jr. Day). 
   
  9. February 12 (Lincoln Birthday), or the Employer may designate an 

alternate day contiguous with a weekend. 
 
  10. The third Monday in February (Washington's Birthday). 
   
  11. The Friday during the Spring School Recess. 
 
  12. The last Monday in May (Memorial Day). 
 
  13. Every day appointed by the President or the Governor of this State 

as provided for in subdivision (b) and (c) of Sections 37220, 37222, 
and 1318 of the California Education Code. 

   
 9.5.2 Employees in a non-pay status on both work days immediately adjacent to 

the holiday shall not receive pay for the holiday. 
 
 9.5.3 Whenever any of the foregoing holidays falls on a Sunday, the Monday 

following shall be observed as a holiday.  Whenever any of the foregoing 
holidays fall on a Saturday, the preceding Friday shall be observed as the 
holiday. 

 
9.6 VACATION 
 
 9.6.1 Employees who are regularly scheduled (excluding voluntary extra duty 

assignments) to work one hundred and ninety (190) or more days per year 
shall accrue vacations with pay as follows: 

 
  a. At the rate of thirty-nine thousandths (.039) of an hour for each 

regular hour worked on paid leave from the date of employment to 
the third anniversary date.  (Accrual rate approximately two (2) 
weeks per year for employees regularly scheduled to work an 
average of two hundred sixty-one (261) days per year.) 

 
  b. At the rate of fifty-eight thousandths (.058) of an hour for each 

regular hour worked or on paid leave from the third anniversary date 
to the tenth anniversary date.  (Accrual rate approximately three (3) 
weeks per year for the employees regularly scheduled to an average 
of two hundred sixty-one (261) days per year.) 

 
  c. At the rate of seventy-seven thousandths (.077) of an hour for each 

regular hour worked or on paid leave from and after the tenth 
anniversary date.  (Accrual rate approximately four (4) weeks per 
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year for the employees regularly scheduled to an average of two 
hundred sixty-one (261) days per year.) 

 
 9.6.2 Employees shall not be entitled to take vacation off with pay until the 

completion of six (6) months of service with the Employer. 
  
 9.6.3 Employees whose service is terminated for any reason shall at the time of 

termination receive pay for any unused vacation accrual previously earned, 
providing such employee has completed at least six (6) months of service 
with the Employer. 

  
 9.6.4 If a holiday which an employee is entitled to have off with pay occurs on a 

work day during the employee's vacation period, such employee will be 
entitled to an additional day of vacation and will be compensated for same. 

 
 9.6.5 Vacations may be scheduled at any time during the year as determined by 

the employee's supervisor. 
 
9.7 INDUSTRIAL DISABILITY AND ILLNESS LEAVES 
 
 9.7.1 Employees shall be eligible for leave of absence with pay because of work 

related disability or illness which the Employer's workers' compensation 
claims administrator considers a valid claim. 

 
 9.7.2 Allowable leaves shall be for not more than sixty (60) service days in any 

one (1) fiscal year for the same accident and shall commence with the first 
(1st) day of absence. 

 
 9.7.3 Leave of absence under this provision shall not be accumulated from year 

to year.  When the industrial accident or illness leave overlaps into the next 
fiscal year, the employee shall be entitled to only the amount of unused 
leave due the employee for the same illness or injury. 

 
 9.7.4 Employees shall be paid such portion of the salary due them for any month 

in which absence occurs as, when added to the temporary disability 
indemnity under the California Labor Code, will result in payment to them of 
no more than their full salaries. 

 
 9.7.5 Leave of absence applied for under this provision shall be reduced hour for 

hour for each day of authorized absence, regardless of a temporary 
disability indemnity award to the employee. 

 
 9.7.6 Industrial illness and accident leave is to be used in lieu of sick leave. When 

entitlement to industrial illness and accident leave has been exhausted, 
entitlement to sick leave shall then be used.  If an employee is receiving a 
temporary disability indemnity, the employee shall be entitled to utilize only 
so much of the employee's sick leave and vacation leave, which, when 
added to temporary disability indemnity, will result in a payment to the 
employee of no more than a full day's wage.  The Employer in turn shall 
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issue the appropriate salary warrants for payment of salary and shall deduct 
normal retirement and other authorized deductions. 

 
 9.7.7 Unless travel outside of California is authorized by the Employer, 

employees receiving benefits as set forth herein during a period of illness or 
injury shall remain in the State of California. 

 
 9.7.8 The Employer may require a written statement from a physician verifying an 

employee's need to be absent under this leave as well as the employee's 
ability to return to work. 

 
9.8  PREGNANCY DISABILITY LEAVE (see APPENDIX) 
  
9.9  CHILD CARE LEAVE 
 
 9.9.1 Employees may be granted unpaid parental child care leave of up to three 

(3) months for the purpose of preparing for and caring for a newly born or 
newly adopted child. 

 
 9.9.2 Such leave is without pay and benefits of any kind, but includes any paid 

leaves which an employee may otherwise be entitled to receive.  An 
employee may, however, at the employee's option and expense, maintain 
any or all of the employee benefit programs set forth in section 7.6(a), 
providing the applicable insurance carrier approves and further provided 
that the employee pays to the Employer the full premium quarterly in 
advance. 

 
 9.9.3 Requests for such leave must be made at least thirty (30) work days prior to 

the requested beginning date in the case of a newly born child and as far in 
advance as possible in the case of an adoption. 

 
 9.9.4 The beginning date and duration of such leave shall be at the discretion of 

the Employer. 
 
 9.9.5  Time during which an employee is absent without pay shall not accrue 

credit toward an employee's next step increase. 
 
 9.9.6 If the Child Care Leave is 12 weeks or less, and the position the employee 

held at the time of his/her leave still exists when the employee returns to 
work, the employee shall have the right to return to the position should 
he/she so choose.  Also, the employer may fill the position with a substitute 
for a period of up to 12 weeks while the employee is on Child Care Leave. 

 
9.10 LEAVE OF ABSENCE WITHOUT PAY 
 
 9.10.1 Leave of absence without pay may be granted at the discretion of the 

Superintendent for up to one (1) year, providing satisfactory arrangements 
can be made to perform the employee's duties without undue interference 
with the normal routine of work.  All applications for leave of absence shall 
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be presented in writing, except when the employee is unable to do so.  The 
conditions under which an employee will be restored to employment on the 
termination of leave of absence shall be clearly established by the employer 
in conjunction with the granting of a leave of absence.  Upon an employee's 
return to work after a leave of absence, the employee will be reinstated to 
the former position, number of hours, and working conditions, providing that 
the employee is capable of performing such duties of the former position, 
except, however, if there has been a reduction of forces or the position has 
been eliminated during such leave, the employee will be returned to the 
position the employee would be in had there not been a leave of absence. 

 
 9.10.2 Time during which an employee is absent without pay shall not accrue 

credit toward an employee's next step increase.  
 
 9.10.3 If an employee fails to return immediately on the expiration of a leave of 

absence, the employee will thereby forfeit the leave of absence and 
terminate employment with the Employer. 

 
 9.10.4 Employees on a leave of absence without pay may, at their option and 

expense, maintain any or all of the benefit programs set forth in section 
7.6(c), providing the applicable insurance carrier approves, and further 
provided that the employee pays the full premium quarterly in advance to 
the Employer. 

 
9.11 BEREAVEMENT LEAVE 
 

9.11.1 A unit member shall be entitled to a maximum of five (5) days leave of 
absence without loss of salary for the death of any member of his/her 
immediate family. 

  
 9.11.2 Member of the "immediate family" is defined as the mother, father, step 

parent, guardian, grandmother, grandfather, or a grandchild of the 
employee or of the spouse of the employee, and the spouse, son, 
son-in-law, daughter, daughter-in-law, brother or sister of the employee, 
brother-in-law, sister-in-law or any relative living in the immediate household 
of the employee. 

 
9.12 JURY DUTY 
 
 9.12.1 Employees are entitled to leave with pay to serve on a jury. 
  
 9.12.2 When an employee is granted leave for jury duty, the employee is not 

eligible for jury duty pay. 
 
 9.12.3 Whenever any employee is released from jury duty early enough to arrive at 

the employee's work location for at least one half of the work day, the 
employee shall return to duty. 
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9.13 FAMILY CARE AND MEDICAL LEAVE 
 
PLEASE SEE APPENDIX FOR GUIDELINES REGARDING FAMILY CARE AND 
MEDICAL LEAVE. 
 
9.14 PAID WORK RELATED CONFERENCE LEAVE  
 
 Ten (10) workdays per school year shall be available for paid work related 

conference leave for unit members, subject to the following conditions: 
 
 a. Requests for such leave shall be submitted by the employee to the 

employee's immediate supervisor who shall transmit such request to the 
appropriate management employees for recommendation or determination. 

 b. Such leaves shall be granted consistent with the financial constraints of the 
County Office, as determined by the Superintendent. 

 
 
ARTICLE 10:  TRANSFER 
 
10.1 The Employer reserves its right and authority to transfer employees as necessary 

in order to best meet the needs of the Employer.  Accordingly, only alleged 
procedural violations of this article may be processed through the Grievance 
Procedure of this Agreement. 

 
10.2 Definitions: 

(a) Voluntary Transfer: Employee-initiated request to transfer to a vacant 
position. 

(b) Involuntary Transfer – Administration-initiated reassignment of employee. 
 
10.3 Procedures: 

(a) The Employer will post position vacancies for at least five (5) working 
days.  Between the end of the regular work year and the beginning of the 
next work year, positions will be posted for at least ten (10) calendar days. 

(b) Current employees who have applied shall receive first consideration for 
position vacancies prior to the selection of other applicants. 

(c) Employees who are transferred or reassigned shall be allowed up to two 
(2) days if necessary of paid release time for preparation prior to the 
effective date of transfer.  The Employer shall provide assistance in 
moving the employee’s materials to the new site. 

 
10.3.1 Voluntary Transfer 

 

(a) Any employee may submit to the Employer a request for transfer at 
any time, whether or not a vacancy exists.  Such request will be 
valid for one year from the date of receipt.   

 
    The employee will notify the Human Resources Department for 

each position for which they wish to be considered.  Upon the 
request of the employee, Human Resources will place the 
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employee’s current application and resume into the applicant pool. 
 If an employee’s request for transfer is denied, the employee shall 
be granted, upon request, a meeting with the management-level 
supervisor who denied the transfer to discuss the reasons why the 
transfer was not granted.  The employee will have the option of 
having a representative present at this meeting.  Following the 
meeting and upon written request, the unit member will receive in 
writing the reason for the denial within three (3) working days. 

 
10.3.2 Involuntary Transfer 

 
(a) Involuntary Transfers shall be made based on the needs of the 

Employer and shall not be punitive or disciplinary in nature. 
(b) The involuntary transfer shall be made on the basis of program 

needs and qualifications (experience and credentials). 
(c) The involuntary transfer shall not result in a loss of seniority or 

fringe benefits to the employee. 
(d) Reassignments may be made for, but are not limited to, the 

following reasons:  Changes in class size, reduction or elimination 
of programs, reduction or elimination of financing, changes in class 
locations, and changes in state regulations. 

(e) The determination to involuntarily transfer an employee shall be 
made by the Superintendent. 

(f) An employee who does not request a transfer may not be 
transferred until given an opportunity for a personal conference 
with the management-level supervisor to discuss the reasons for 
the transfer, which shall be put in writing at the request of the 
employee.  Unit members will have the option of having a 
representative present at this meeting.  Following the meeting, and 
upon written request, the unit member will receive in writing 
reasons for the denial within three (3) working days. 

(g) Involuntary transfers may be either temporary or permanent. 
 
 10.3.3 If a particular class is to be relocated, unit members of that classroom shall 

be accorded first priority for filling any new or vacant positions within the 
program. 

 
 
ARTICLE 11:  EMPLOYEE EVALUATION PROCEDURE 
 
11.1 The Employer retains responsibility for the evaluation and assessment of 

performance of each employee, subject only to the following procedural 
requirements.  Accordingly, no grievance filed pursuant to Article 6, Grievance 
Procedure, arising under this Article shall challenge the content of the evaluation.  
Any grievances shall be limited to a claim that the following procedures have been 
violated. 

 
11.1.1 First and second year employees will be evaluated at least once each year 

during the 24-month probationary period.  After two (2) years of service 
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employees will be evaluated at least once every two (2) years. The 
evaluator shall be the Management Level Supervisor, and shall not be a 
unit member. 

 
11.1.2 Each member to be evaluated during the year shall, prior to October 15, 

provide the evaluator written statements setting forth performance 
objectives for the assigned job responsibilities.  No later than November 15, 
employees to be evaluated will meet with the evaluator in a planning 
conference to discuss the elements of evaluation. 

 
11.1.3(a) All formal written employee performance evaluations shall include at 

least one formal classroom observation.  The formal classroom observation 
shall be conducted openly by the evaluator, arranged by the evaluator and 
employee at least 2 days in advance of the observation and shall last at 
least 30 minutes.  The evaluator shall prepare a written summary of each 
such formal classroom observation, and provide a copy to the employee.  
Either the evaluator or employee may request a meeting concerning the 
observation, and the employee or employer may request additional 
observations.  All classroom observations shall be concluded no later than 
April 30. 

 
 (b) For all employees who received an unsatisfactory evaluation the 

prior school year, an interim written evaluation shall be completed, and a 
meeting held between the employee and evaluator, prior to January 15.  
The interim written evaluation shall include specific recommendations for 
improvement in any previously cited performance deficiencies which have 
not been corrected. 

 
 (c) By May 1, the evaluator shall complete a final written evaluation for 

all employees being evaluated during the year.  The evaluator shall meet 
with each such employee to discuss the evaluation, and shall provide a 
copy to the employee. 

  
 (d) Within ten (10) school days following the above final evaluation 

conference, the employee may attach to the evaluation any statement the 
employee wishes to become a permanent part of the personnel file. 

 
11.1.4 No negative performance evaluation shall be based upon any written 

material of a derogatory nature received by the evaluator from a citizen or a 
parent unless the employee has first been given an opportunity to discuss 
the matter with the evaluator.  Within ten (10) calendar days of notice, the 
employee shall have the right to have written comments attached to such 
derogatory material prior to its being placed in the personnel file. 

 
11.2  ALTERNATIVE EVALUATION FOR UNIT MEMBERS 
 
 11.2.1 Unit members may be evaluated under this section by mutual agreement 

with the supervisor and the unit member. 
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 11.2.2 To promote openness and encourage creative approaches, it is agreed that 
a unit member evaluated under this section shall receive a satisfactory 
rating. 

 
 11.2.3 By October 15th, the unit member and the evaluator shall agree to a written 

evaluation plan.  The parties recognize that an alternative evaluation plan is 
intended to be a collaborative undertaking between the unit member and 
the supervisor.  Input from the district site administrator may be included in 
this process.  It is not the intention of the parties to restrict innovation and 
creativity; therefore, the following options are only examples (details of 
evaluation options will be provided to unit members): 

 
   1. Visitation/Co-Visitation: Visitation may include observation of 

other teachers' classroom approaches, techniques, training, 
and/or in-service activity in or out of the District. Purpose is 
feedback to unit members. 

 
   2. Peer Observation/Coaching of the Unit Member: All 

communication regarding the actual observation/coaching, 
including the results thereof shall be exclusively between the 
peers. 

 
   3. Feedback/Survey:  The design of any instrument or survey 

related to education issues shall be agreed to by the unit 
member and supervisor. 

 
 
   4. Analyze Student Work Over Specified Time:  The purpose of 

the analysis shall be discussed by the unit member and the 
supervisor.  

 
   5. Other plans as agreed to between the supervisor and the unit 

member.  
 
 11.2.4 No later than May 1, the unit member and the supervisor shall meet to 

review the year's evaluation activities.  No written record of the meeting 
shall be made. 

 
11.3   EMPLOYEE PERSONNEL FILE 
 
 11.3.1 An employee may inspect material in their own personnel file which may 

serve as a basis for affecting the employee's status of employment, except 
materials which: 

  1. were obtained prior to employment; 
  2. were prepared by identifiable examination committee members; or 
  3. were obtained in connection with a promotional examination. 
 
 11.3.2 An employee may inspect materials in their own personnel file, with the 

exception of the above specified items, during the normal business hours of 
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the Employer's Office, at times other than when the employee is required to 
render service.  Such inspection shall take place under the supervision of 
Management.  Reasonable copies of materials may be requested and given 
to employee within 3 business days. 

 
 11.3.3 No derogatory material, except the above specified items, may be placed in 

an employee's personnel file without allowing the employee an opportunity 
to review and comment thereon.  The review and comment upon materials 
of an derogatory nature shall take place during the normal business hours 
of the Employer's Office and at a time when the employee can be released 
from duty, as determined by the Employer.  The employee shall submit a 
request in advance to the employee's supervisor to leave the normal place 
of work during assigned duty times for such review and comment.  Written 
comments from the employee regarding derogatory materials are to be 
submitted for inclusion in the personnel file within fifteen (15) working days 
of the initial notice to the employee.  

 
11.3.4 All material placed in an employee's personnel file shall be dated and 

signed by the contributor. 
 

11.3.5 Upon the written request of an employee, disciplinary documents unrelated 
to an on-going problem, and more than four (4) years old, will be removed 
from the employee's personnel file with mutual agreement between the 
employee and the employer.  Such material may be removed before four 
(4) years at Supervisor’s discretion. 

 
 

ARTICLE 12:  COMPLAINT PROCEDURE 
 
A concern is informal and handled between parties in an effort to avoid a formal 
complaint.  A complaint is considered to be formal and the following shall be used: 
 
12.1 Any verbal concern may be reported to the unit member upon the discretion of the 

administrator receiving the concern; provided however, that if the verbal  concern 
is reported to the unit member, then the following information shall be provided: 
the name of the party expressing the concern; the nature of the concern; the 
factual basis for the complaint including but not limited to who was involved, what 
occurred, where it occurred and when it occurred; and the names of any witnesses 
known at that time.  

 
12.2 Complaints concerning unit members shall be brought to the attention of the unit 

member in a timely manner, by the complainant’s or the unit member’s immediate 
supervisor, depending upon the complainants initial reporting.  Appropriate 
processing thereafter would be to the unit member's immediate supervisor, then to 
the unit member's division head, then to Human Resources. No provision of this 
article shall be construed to be a substitute for any other legal authority or 
jurisdiction.  Time limits specified as a result of other legal authorities or 
jurisdictions are not subrogated by the time limits contained in Article 12.3)  This 
shall in no way preempt the unit member's right to file a grievance. 
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12.3 Any written complaint regarding the unit member shall be reported within fifteen 

(15) working days of the event or the reasonable knowledge of the event.  This 
procedure applies only to written complaints.  If a written complaint is reported to a 
supervisor after fifteen (15) work days of the event, or reasonable knowledge 
thereof, while the supervisor may discuss the matter with the unit member, there 
will be no explicit record of the issue giving rise to the event placed in the unit 
member's personnel file.   

 
12.4 When an administrator receives a signed, written complaint regarding a unit 

member, the administrator shall inform the unit member of the written complaint 
and facilitate a meeting with the complainant and the unit member. The 
administrator receiving the written complaint shall also inform the unit member's 
immediate supervisor of the written complaint.  If the unit member or complainant 
refuses to meet, the unit member's immediate supervisor shall discuss the 
complaint with the unit member and the complainant and take reasonable, 
appropriate action. The resolution of complaints shall be developed to improve 
employee performance.  If the complaint is not resolved at the meeting, if any, 
between the complainant and the unit member, then either the complainant or the 
unit member may request a meeting with the unit member's immediate supervisor, 
and if not resolved at that meeting, may request a meeting with the unit member's 
division head, and if not resolved at that meeting, may request a meeting with the  
Director of Human Resources and Superintendent who shall render a decision 
consistent with just cause regarding the complaint.  

 
12.5 A copy of the complaint shall be provided to the unit member.  A unit member may 

have representation from the Association at any point in the process.  
 
12.6 Rumor or unsubstantiated information shall not be placed in a personnel file. 
 
 
ARTICLE 13:  LAYOFF, REDUCTION, AND REEMPLOYMENT PROCEDURE 
 
13.1 In the event of any planned layoffs, reduction in hours or days, or reemployment of 

employees, the following steps shall be taken: 
 
 a. The Employer shall notify the Association prior to the service of layoff 

notices to employees. 
 
 b. The Employer shall provide the Association with a current seniority list of all 

employees. 
 
13.2 In the event that employees are laid off, the Human Resources Office shall assist 

those employees by:   
 
 a. Notifying them of any certificated job opportunities within the County Office 

for which they may qualify.  This shall include the opportunity to apply for 
certificated openings with the Employer which may require emergency or 
other appropriate credentials.  Employees would be required to participate 
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in the Employer's interview and selection procedure, but would be given 
priority in terms of consideration for continued employment. 

 
 b. Making available information received by the County Office about 

certificated job opportunities with other employers. 
 
 c. If the employee meets the qualifications for an emergency or other 

appropriate credential, the Employer will assist the employee in filing the 
necessary application with the Commission on Teacher Credentialing. 

 
13.3 An employee who is laid off may use up to two (2) days of available personal 

necessity leave for the purpose of participating in job interviews to secure other 
employment.  Such leave shall be subject to the following provisions: 

 
 a. The employee shall notify the employee's supervisor or designee at least 

twenty-four (24) hours prior to the requested date of leave. 
 
 b. The leave is contingent upon the employee's supervisor or designee 

determining that the employee can be released from duty. 
 
 c. The employee shall submit to the Human Resources Office documentation 

of the time, place, location, and nature of the employment interview. 
 
 d. Upon the request of the employee who is laid off, the employee shall be 

entitled to continue participation in the health, dental, vision, and life 
insurance programs for a period of three months.   

 
 
 e. For layoffs of employees, a tie in seniority (based upon actual initial date of 

paid service) will be broken on the basis of greatest length of Shasta 
County Schools full-time equivalent experience (excluding any service of 
less than .25 FTE during any school year and as a day-to-day substitute) as 
a certificated employee since initial date of paid service.  In the event that a 
tie in seniority still exists, the date of the written acceptance of employment 
shall be used to break a tie.  In the event that a tie in seniority still exists, the 
greatest length of Shasta County Schools full-time equivalent experience 
(excluding any service of less than .25 FTE during any school year and as a 
day-to-day substitute) as a certificated employee prior to the most recent 
date of paid service shall be utilized to break the tie.  Should a tie still exist, 
a drawing of lots by the involved participants shall be used to break the tie 
in seniority. 

 
 f. For purposes of this Article, seniority shall be considered as follows:  
 

Hours:  Unit members whose hours are reduced due to reduction in 
services (i.e., 8 hours/day to 6 hours/day), shall have rights to displace the 
least senior unit member in the same classification with the same number of 
hours or less; choose to accept the reduction in hours; or choose to be laid 
off.  In the event that there is no less senior unit member with the same 
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number of hours, the unit members’ hours will be reduced and the unit 
member will retain rights to an assignment with the same number of hours 
that were reduced for a period of 39 months. 
 
Work Year:  Unit members whose work year are reduced due to reduction 
in services (i.e., 261 to 185), shall have rights to displace the least senior 
unit member in the same classification with the same number of work days 
or less; choose to accept the reduction in days, or choose to be laid off.  In 
the event that there is no less senior unit member with the same number of 
work days, the unit member’s days will be reduced and the unit member will 
retain rights to an assignment with the same number of days that were 
reduced, for a period of 39 months. 
 
8 HOUR EXAMPLES 
 
A senior 8 hour employee whose classroom is being closed would displace 
the least senior 8 hour teacher.  The 8 hour teacher who was displaced 
would be reduced to 6 hours and displace the least senior 6 hour teacher. 
 
A 6 hour teacher whose classroom is being closed would displace the least 
senior 6 hour teacher. 

  
  An employee whose classroom is being closed could choose to resign from 

their 8 hour position and accept a 6 hour position and would displace the 
least senior 6 hour employee.  The unit member would lose rights back to 
an 8 hour position going forward. 

 
  261 DAY EXAMPLES 
 
  A senior 261 day employee whose classroom is being closed would 

displace the least senior 261 day position.  The 261 day teacher who was 
displaced would be reduced to 185 days and displace the least senior 185 
day teacher whose classroom is being closed. 

 
  An employee whose classroom is being closed could choose to resign from 

their 261 day position and accept a 185 day position and would displace the 
least senior 185 day employee.  The unit member would lose rights back to 
a 261 day position going forward. 

 
  Classroom assignments are still decided by management. 
 
 g. It is agreed and understood that the above article fully and completely 

meets the obligation of the employer to meet and negotiate concerning the 
impact of layoffs or reduction of services of any employees. 

 
 
ARTICLE 14:  EMPLOYEE DISCIPLINE 
 
14.1 The Employer reserves the right to take disciplinary action against any employee 



   

 

30 

for just cause. 
 
14.2 Prior to imposing disciplinary action more extensive than a written reprimand, the 

employee shall be provided with a written notice of the proposed disciplinary 
action, the basis for the disciplinary action, copies of all documents or evidence 
supporting the proposed disciplinary action, and shall be advised of the right to a 
hearing, the right to be represented and the right to present evidence concerning 
the proposed discipline. 

 
14.3 Unit members may be terminated from employment in accordance with provisions 

of the California Education Code Section 44932. 
 
14.4 Nothing in this Article shall be construed to limit the rights of the Employer as set 

forth in the California State Education Code and this agreement. 
 
 
ARTICLE 15:  SAFETY CONDITIONS OF EMPLOYMENT 
 
15.1 It is the responsibility of the Principal/Supervisor to ensure safe and appropriate 

working conditions for County Office personnel serving in Districts. 
 
15.2 Consistent with provisions of the California Education code, the County Office shall 

confer and provide assistance and/or appropriate legal representation for any 
employee assaulted by a student or a parent while in the lawful discharge of 
his/her duties.  An assault shall be defined, as in the Penal Code, as an unlawful 
attempt, coupled with a present ability to commit a violent injury on the person of 
another. 

 
15.3 Employees shall report to the immediate supervisor any condition which the 

employee believes to endanger the employee's health or safety.  Such report shall 
be in writing, or shall be presented verbally followed as soon as practicable by a 
written report.  The supervisor shall take responsive, reasonable, and appropriate 
action and shall so inform the employee in writing. 

 
15.4 Any case of assault related to employment should be promptly reported to the 

employee's immediate supervisor, who shall immediately report the incident to the 
appropriate law enforcement agency.  Such employee then shall submit a 
complete written report of the incident to the supervisor.  The employee shall be 
entitled to reasonable release time necessary to complete such report. 

 
15.5 The following shall be the procedure followed for the administration of medication 

and medical services to students: 
 
 a. The parent must submit a written request to the program administration 

requesting that the teacher provide the service.  Such service to pupils shall 
be done only in exceptional circumstances wherein the child’s health may 
be jeopardized, as determined and approved by the program administrator. 

 
 b. The student's physician must provide a written authorization for the teacher 
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to administer the service.  Such authorization shall include a description of 
how and when the service is to be performed. 

 
 c. Employees are required to follow these procedures and exercise the skill 

and care required by a reasonably prudent person when providing said 
services.  No employee shall be required to provide such services beyond 
their training. 

 
 d. Employees following these procedures will be covered by the Employer's 

liability insurance policy. 
 
15.6 At the request of the unit member, the County Office will reimburse unit members 
for their damaged property, limited to eyeglasses, hearing aids, or clothing worn by the 
unit member when such property is damaged in the line of duty without the fault of the 
unit member.  The limit of payment shall be $250.00 per incident. 
 
 
ARTICLE 16:  CONCERTED ACTIVITIES 
 
16.1 It is agreed and understood that there will be no strike, work stoppage, slowdown, 

unlawful picketing, or refusal or failure to fully perform job functions and 
responsibilities, or other interference with the operations of the Employer by the 
Association or by its officers, agents, or members during the term of this 
Agreement. 

 
16.2 The Association recognizes the duty and obligation of its representatives to comply 

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

 
16.3 It is understood that in the event this Article is violated, the Employer shall be 

entitled to withdraw any rights, privileges or services provided for in this Agreement 
or in Employer policy from any employee and/or the Association. 

 
 
ARTICLE 17:  SAVINGS PROVISION 
 
17.1 If any provisions of this Agreement are held to be contrary to law by a court of 

competent jurisdiction, or held to be outside the scope of negotiations, such 
provisions will not be deemed valid and subsisting except to the extent permitted 
by law, but all other provisions will continue in full force and effect. 

 
17.2 In the event of any legislative action affecting the collective bargaining unit 

agreement, the parties agree to meet upon request within ten (10) working days or 
by mutual agreement to address the change. 

 
 



   

 

32 

 
ARTICLE 18:  EFFECT OF AGREEMENT 
 
 
It is understood and agreed that the specific provisions contained in this Agreement shall 
prevail over Employer practices and procedures, to the extent of a conflict, and over State 
laws, to the extent permitted by State law. 
 
 
ARTICLE 19:  EMERGENCY PROVISION 
 
The Employer retains the right to amend, modify or rescind policies, regulations, and 
practices referred to in this Agreement in cases of emergency only for the duration of the 
emergency.  For the purpose of this Article, an "emergency" is defined as an act of God, 
war, natural or manmade disaster. 
 
 
ARTICLE 20:  ENTIRE AGREEMENT 
 
Except as specifically provided in Article 21 (Term), during the term of this Agreement, the 
Association expressly waives and relinquishes the right to meet and negotiate on wages, 
hours of employment, and terms and conditions of employment and agrees that the 
Employer shall not be obligated to meet and negotiate with respect to any subject or 
matter whether referred to or covered in this Agreement or not, even though such subject 
or matter may not have been within the knowledge or contemplation of either or both the 
Employer or the Association at the time they met and negotiated on and executed this 
Agreement, and even though such subject or matter was proposed and later withdrawn. 
 
 
ARTICLE 21:  TERM 
 
This Agreement, having taken effect as of the day and year first above written, shall 
continue in full force and effect beginning July 1, 2016 until the 30

th
 day of June, 2018 

and thereafter from year to year unless written notice of change or termination shall be 
given by either party ninety (90) days prior to the expiration date above or the expiration 
date of any year thereafter.  Notwithstanding the foregoing, however, either party may, by 
giving written notification to the other by March 1, 2015, reopen negotiations on one 
article of this agreement, excluding compensation.   
 
21.1 Whenever notice is given for change, the general nature of the changes desired 

must be specified in the notice, and until a satisfactory conclusion is reached in the 
matter of such changes, the original provision shall remain in full force and effect. 

 
21.2 This Agreement shall not be amended or supplemented except by agreement of 

the parties hereto, reduced to writing and duly signed by each. 
 
21.3 In the event another bargaining unit settles for higher compensation during the 

2016/17 or 2017/18 school year, it is agreed that the increase shall be granted to 
the CDEA-SC unit. 
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SHASTA COUNTY OFFICE OF EDUCATION 
 

CATASTROPHIC LEAVE 
for Employees Not Covered by State Disability Insurance 

(CDEA-SC) 
 

Whenever any employee has exhausted all paid time off benefits as a result of a non-
work related injury or disability and is not eligible for long-term disability insurance 
benefits or whose immediate family member is incapacitated which requires the 
employee to take time off from work to care for that family member, either of which 
creates a financial hardship, other employees may contribute their sick leave credits to 
the eligible employee with such leave credits being donated and granted on the basis of 
the dollar value of the such credits. 
 

A. For the purposes of this section, the following terms are defined: 
 

1. “Catastrophic illness or injury” is defined as a verifiable illness or injury 
that is expected to incapacitate the employee for a minimum of ten (10) 
consecutive days or that incapacitates a member of the employee’s 
immediate family for a minimum of ten (10) consecutive days which 
incapacity requires the employee to take time off from work to care for that 
family member and such time off from work creates a financial hardship 
because all paid leave has been exhausted. 

 
2. “Employee” is any person in the covered unit in paid status in a 

permanent position who has passed their probationary period. 
 
3. “Family Member” is defined as the mother, stepmother, father, stepfather, 

grandmother, grandfather, or a grandchild of the employee or of the spouse 
of the employee, and the spouse, son, son-in-law, daughter, daughter-in-law, 
brother or sister, brother or sister-in-law, step-child/children of the employee, 
or any relative living in the immediate household of the employee. 

 
4. Donating employees” shall be the permanent employees who have a 

minimum of 12 earned days of sick leave to their credit. 
 

5. “Eligible leave credits” means sick leave accrued to the donating 
employee, which by virtue of donation does not leave the employee with less 
than 10 earned days of sick leave to their own credit. 

 
6. “Verification of illness or injury” shall be made by means of a letter, dated and 

signed by the sick or injured person’s physician, indicating the incapacitating 
nature and probable duration of the illness or injury. 
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CREATION OF THE CATASTROPHIC LEAVE BANK 
 
1. The Shasta County SCOE of Education (“S.C.O.E.”) agrees to create a 

Catastrophic Leave Bank (“Bank”) effective July 1, 1998. 
   
2. Days in the Bank shall be carried over and accumulate from year to year based 

on additional members and/or bank need. 
 
3. Days shall be contributed to the Bank and withdrawn from the Bank based on 

the daily rate of pay of the Bank participant. 
 
4. The Bank shall be administered by a joint committee comprised of two members 

appointed by each Association and two members appointed by the 
administration.  Minimum representation shall be one member from each unit 
and administration. 

 
5. Should a committee member become an applicant, that unit member shall be 

replaced by another unit member, who is not an applicant. 
 
6. Maximum withdrawal from bank shall be limited to $60,000 in any fiscal year. 
 
ELIGIBILITY AND CONTRIBUTIONS 
 
1.  Only those unit members who have a minimum of 10 earned sick leave days after 

contributions and who are in permanent, non-probationary positions shall be 
eligible to become a member of the Bank. 

 
2.  Participation is voluntary, but requires contribution to the Bank.  Only contributors 

will be permitted to withdraw from the Bank. 
 
3.  The contribution, on the appropriate form, must be authorized by the contributing 

employee. 
 
4.  Initially, an employee must contribute two (2) days to become a member of the 

Bank.  If insufficient hours are credited, the committee may solicit additional days to 
reach the $60,000 annual maximum.  This is to allow the maximum number of unit 
members to participate in the Bank.  

 
5.  Annually thereafter, a call for hours shall be made during open enrollment (May 1 

through June 15). Eligible employees but non-participating employees and newly 
eligible employees shall be recruited as members.     

 
6.  The Committee may consider opening a second window period during the year in 

the event it becomes necessary to solicit contributions to cover an approved 
application. 

 
7.  Once accepted, the donation of leave credits is irrevocable.     
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WITHDRAWAL FROM THE BANK 
 
1.  Bank members whose total paid leave time has been exhausted may request a 

withdrawal from the Bank per the definition of a catastrophic illness or injury to 
themselves or a family member. 

 
2.  Participants must use all sick leave, vacation, and compensatory time, and apply for 

SDI or other long term disability as appropriate excluding differential pay, and 
available to them before they are eligible to request a withdrawal from the Bank. 

 
3.  Participants who have exhausted sick leave, but still have differential leave 

available, are eligible for a withdrawal from the bank.  SCOE shall pay the 
participant full net pay and the bank shall be charged at the appropriate pro-ration. 

 
4.  The first ten (10) consecutive duty days of illness or disability of the Bank member or 

their family member must be covered by the participant’s own sick leave, differential 
leave, or leave without pay the first time said participant qualifies for a withdrawal 
draw from the Bank. 

 
5.  Participants applying to withdraw, or extend their withdrawal,  from the Bank will be 

required to submit a statement in writing from a physician indicating the nature of the 
illness or injury and the probable length of absence from work.  Members of the 
Committee shall keep information regarding the nature of the illness confidential. 

 
6.  If a participant is incapacitated, applications may be submitted to the Committee by 

the participant’s representative or member of the participant’s family. 
 
7.  Withdrawals from the Bank shall be granted in units of no more than thirty (30) duty 

days.  Participants may submit requests for extensions of withdrawals as their prior 
units expire.  A participant’s withdrawal from the Bank may not exceed a maximum 
period of twelve (12) consecutive months. 

 
8.  If a participant has drawn sixty (60) Bank days and requests an extension, the 

Committee may require a medical review by a physician of the Committee’s choice 
at the participant’s expense.  The Committee shall choose only a physician who 
qualifies under the SCOE offered insurance policy.  Refusal to submit to the medical 
review will terminate the participant’s continued withdrawal from the Bank.  The 
Committee may deny an extension of withdrawal from the Bank based upon the 
medical report.  The participant may appeal any such termination under the 
procedures outlined in paragraph 13 below. 
 

9.  Leave from the Bank may not be used for illness or disability, which qualifies the 
participant for Worker’s Compensation. 

 
10. When the Committee may reasonably presume or physician’s information indicates 

that the applicant for a draw may be eligible for a Disability Retirement under PERS, 
STRS, Social Security or other long term protection plan, the Committee may 
request that the applicant apply for disability or retirement.  Failure of the draw 
applicant to submit a complete application, including written medical information 
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provided by the applicant’s physician, within twenty (20) calendar days will disqualify 
the applicant from further Bank payments.  Any requests for additional medical 
information shall be submitted within ten (10) days or the participant’s entitlement to 
Bank payments shall cease.  If income protection or disability benefits are denied, 
the applicant must appeal or entitlement to the Bank leave shall cease. 

 
11. If the Bank does not have sufficient days to fund a withdrawal request, the 

Committee is under no obligation to provide days and the SCOE is under no 
obligation to pay the participant any funds whatsoever.  If the Committee denies a 
request for withdrawal, or an extension of withdrawal, because of insufficient days to 
fund the request, they shall notify the participant, in writing, of the reason for the 
denial. 

 
12. Withdrawals shall become effective immediately upon the exhaustion of sick leave 

and the waiting periods provided for in paragraph 4 of “Withdrawals from the Bank”. 
 For example, if a participant contributed to the Bank when first eligible to contribute 
and has twelve (12) days of accumulated sick leave (and no other paid leave) when 
the illness began, he/she could begin withdrawing upon the thirteenth (13th) duty 
day, if otherwise eligible.  If the participant has fifteen (15) days of sick leave at the 
beginning of the illness, he/she could begin withdrawing on the sixteenth (16) duty 
day.  If the participant had five (5) days of sick leave at the beginning of the illness, 
he/she shall begin withdrawing days on the eleventh (11th) duty day. 

 
13. Bank participants who are denied a withdrawal or whose withdrawal is not renewed 

or is terminated may, within thirty (30) days of denial appeal the denial, non-renewal 
or termination by providing new additional information to the Committee.  This final 
decision of the Committee is the final authority. Such final authority is not subject to 
the grievance procedure, review by PERB or litigation and the parties specifically 
waive any rights to review by any of these entities. 

 
 
ADMINISTRATION OF THE BANK 
 
1.  The Bank Committee shall have the responsibility for maintaining the records of the 

Bank, receiving withdrawal requests, verifying the validity of requests, approving or 
denying the requests, and communicating its decisions, in writing, to the participants 
and to the S.C.O.E. 

 
2.  The Committee shall be responsible for opening the window period for enrollment 

May 1 through June 15 of each year. 
 
3.  The Committee’s authority shall be limited to administration of the Bank.  
 
4.  Applications shall be reviewed and decisions of the Committee reported to the 

applicant, in writing, within ten (10) duty days of receipt of the application. 
 
5.  The Committee shall keep all records confidential and shall not disclose the nature 

of the illness except as is necessary to process the request for withdrawal and 
defend against any appeals of denials. 
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6.  By June 30 of each school year, the Business Office shall notify the Committee of 

the following: 
 

a.  The total number of accumulated dollars in the Bank on June 30 of the 
previous school year. 

 
b.  The number of days contributed by Members for the current year and the 

associated dollar value. 
 
c.  The names of participating Members. 

 
d.  The total number of dollars in the Bank.  

 
7.  By the tenth (10

th
) day of each calendar month, the Business Services shall notify 

the Committee of the following: 
 

a. A current listing of Bank Members. 
 

b. The total number of days in the Bank at the beginning of the previous month 
and the associated dollar value. 

 
c. The total number of days used and the associated dollar amount for the 

month. 
 

d. The total number of dollars in the Bank.  
 
8.  The Committee shall meet the first week of April each year to review the annual 

reports and activity of the bank. 
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SHASTA COUNTY OFFICE OF EDUCATION 
FAMILY CARE AND MEDICAL LEAVE 

  
Any employee who has been employed on a continuous basis with the Shasta County 
Office of Education for at least 12 months and at least 1,250 hours during the 12 
months, shall be eligible to take Family Care and Medical Leave under the provisions of 
state and federal laws. 
  
Family Care and Medical Leave is an unpaid leave, and is applied concurrently with 
other paid and unpaid leaves of absences, except for pregnancy disability leave. 
  
Family Care and Medical Leave may be used for the following reasons: 
  
a.  The birth or adoption of a child of the employee, and in order to care for that child.  

Such leave shall be in addition to pregnancy disability or recovering there from. 
  
b.  The placement of a child with employee for foster care or in connection with the 

employee’s adoption of a child. 
  
c.  To care for the employee’s child, parent or spouse who has a serious health 

condition. 
   
d. The serious health condition of the employee that makes him/her unable to perform 

the functions of his/her position, except for leave taken for disability on account of 
pregnancy, child birth or related medical conditions. 

  
Duration of Leave 
  
Family Care and Medical leave shall not exceed 12 workweeks in any 12-month period 
if taken to care for the employee’s child, parent or spouse who has a serious health 
condition, or to care for the employee’s own serious health condition, or foster care 
placement.  This leave may be taken intermittently or on a reduced leave schedule 
when medically necessary.  The employee may be required to take the leave for 
periods of a particular duration, or to transfer temporarily to a different job that has the 
equivalent pay or benefits but could better accommodate recurring periods of leave. 
  
Leave taken for birth or adoption must be initiated within one year of the birth or 
adoption.  Leaves may be subject to a minimum duration, or can be taken intermittently 
or on a reduced leave schedule depending on the reason for the leave and subject to 
special rules, which may apply. 
  
If both parents of a child work for the Shasta County Office of Education, their total 
Family Care and Medical Leave related to the birth or adoption of the child shall be 
limited to a total of 12 weeks during the 12-month period following the birth or adoption 
of a child. 
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Terms of Leave 
  
During the period of Family Care and Medical Leave, the employee is required by the 
Shasta County Office of Education, to use his/her accrued vacation leave, other 
accrued time off, or any other paid or unpaid time. 
  
During the otherwise unpaid portion of pregnancy disability leave, the employee may 
use any accrued vacation, sick time or other paid leave. 
 
Maintenance of Benefits 
  
Employees on Family Care and Medical Leave shall be entitled to employer-paid 
benefits at the same rate as before the leave.  If benefits are currently pro-rated, the 
employee will continue to be responsible for his/her share of the benefits premiums 
while on Family Care and Medical Leave, paid in advance, directly to the Payroll Office. 
After expiration of the Family Care and Medical Leave, the employee may request 
additional unpaid leave.  If this leave is granted, the employee will be required to pay 
the health care premiums for unpaid leave.  Any premium payments required to be paid 
by the employee during such leave must be paid directly to the Payroll Office at the 
same time as they would have been due if paid by payroll deduction. 
  
For purposes of retirement plans, unemployment benefits, and/or any other employee 
welfare benefits, the Shasta County Office of Education will continue to make 
contributions to these plans and benefits to the same extent and under the same 
conditions as apply to an unpaid leave taken for any other purpose, based on wages 
paid to the employee. 
  
Requests, Advance Notice and Certification 
  
If an employee learns of the need for Family Care and Medical Leave more than 30 
days before the leave is to begin, he/she shall submit a written leave request at least 30 
days in advance to the Human Resources Office.  If the employee learns of the need 
for Family Care and Medical Leave fewer than 30 days in advance, then he/she shall 
provide such notice as soon as possible. 
  
An employee’s request for leave to care for a child, spouse or parent who has a serious 
health condition shall be supported by written certification from the health care provider 
of the person requiring the care which shall include: 
  
1.  The date the serious health condition began, if known; 
2.  Probable duration of the condition; 
3. An estimate of the amount of time the health care provider believes the employee 

needs to care for the child, parent or spouse; and 
4. A statement that the serious health condition warrants the participation of a family 

member to provide care during a period of the treatment or supervision of the child, 
parent or spouse.  This certification must be provided along with the written request 
for Family Medical Care Leave. 
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If additional leave is needed when the time estimated by the health care provider 
expires, the employee shall provide re-certification as specified above. 
  
An employee’s request for leave because his/her own serious health condition shall be 
supported by a written certification from the employee’s health care provider that shall 
include: 
  
1. The date on which the serious health condition began; 
2. The probable duration of the condition’ 
3. The appropriate medical facts within the knowledge of the health care provider 

regarding the condition; and 
4. A statement that the employee is unable to perform the functions of his/her job. 
  
If the employee is requesting leave for intermittent treatment or leave on a reduced 
leave schedule for planned medical treatment, the certification must also state the 
medical necessity for the leave, the dates on which treatment is expected to be given, 
the duration of such treatment, and the expected duration of the leave. 
  
As a condition of an employee’s return from leave taken because of his/her own serious 
health condition, the employee shall obtain written certification from his/her health care 
provider that he/she is able to perform the essential job functions of his/her position with 
or without reasonable accommodation.  This certification shall be provided to the 
Human Resources Office at least seven days in advance of the employee’s expected 
return to work. 
  
Reinstatement Non-Discrimination 
  
Upon granting an employee’s request for Family Care and Medical Leave, the Shasta 
County Office of Education shall guarantee to reinstate the employee in the same or 
comparable position when the leave ends.  At the employee’s request, the County 
Office shall provide this guarantee in writing. 
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