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1.0

ARTICLE I
PREAMBLE

The Antelope Valley College District Board of Trustees (hereafter referred to as the
Board) and the Antelope Valley College Federation of Classified Employees (hereafter
referred to as AVCFCE and/or the Federation), Local 4683, hereby enter this agreement
on September 19, 2003 in a spirit of mutual commitment to the enhanced welfare,
excellence and prestige of the Antelope Valley College District (hereafter referred to as
the District) and join in dedication to the students and community we are pledged to

S€rve.

The purpose of the Agreement is to promote the improvement of employer-employee
relations, provide an equitable and amicable procedure for the resolution of disputes and
set forth the rights and duties of the respective parties to insure the continuance of fair,
impartial and nondiscriminatory application of District rules and procedures to all

employees.

If there is any conflict between any specific provision(s) of the Agreement and District

policies, past practices, or rules, the specific provision(s) of the Agreement shall prevail.



2.0

ARTICLE II
NON-DISCRIMINATION

Neither the District nor the Federation shall discriminate against any unit member in the
course and scope of his/her employment on the basis of race, color, religion, creed,
national origin, sex, age, marital or parental status, disability, or membership or
participation in an employee organization. Any alleged violation of this article shall have
as its remedy a grievance or complaint filed with the appropriate state and/or federal
agency designated to handle such complaints. Once a complaint is filed with a state or
federal agency, the grievance procedure is waived and any grievance is dismissed with

prejudice.



3.0

3.1

3.2

ARTICLE III
PROVISIONS OF AGREEMENT

It is understood and agreed that the specific provisions contained in this Agreement shall
prevail over past and present District practices, procedures and regulations, and over
State laws to the extent permitted by State law and that except as expressly provided by
specific provisions in this Agreement, all lawful practices, procedures and regulations are

discretionary within the District.

The District and the Federation shall make a mutual effort to work together regarding

implementation, interpretation and support of this Agreement.

Savings
If any provisions of this Agreement are held by a court of competent jurisdiction to be

contrary to law, then such provision will be deemed invalid, to the extent permitted by
such court decision, but all other provisions or applications shall continue in full force
and effect.

The District and the Federation agree that they will meet within thirty (30) days of said

court decision to bargain about the severed portion(s) of the Agreement.

Completion of Meet and Negotiate

The parties acknowledge that during the negotiations which resulted in this Agreement,
each had the unlimited right and opportunity to make requests and proposals with respect
to any subject or matter not removed by law from the area of collective bargaining and
that all the understandings and agreements arrived at between the parties after the
exercise of that right and opportunity are set forth in this Agreement. Therefore, the
District and Federation, for the life of this Agreement, each voluntarily and unqualifiedly
waives the right, each agrees that the other shall not be obligated, to bargain collectively
with respect to any subject or matter not specifically referred to or covered in this
Agreement, even though such subjects or matter may not have been within the
knowledge or contemplation of either or both of the parties at any time they negotiated or

signed this Agreement.

The only exception to the above would occur if there were mutual agreement of the

parties to re-open a particular item or items.
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3.4

If, during the term of this Agreement, the parties hereto should mutually and voluntarily
agree to modify, amend or alter the provisions of this Agreement in any respect, any such
changes shall be effective only if reduced to writing and executed by authorized
representatives of the District and the Federation. Any such changes validly shall
become a part of this Agreement and subject to its terms of automatic renewal or

termination.

Reopeners
There shall be re-openers for each year of the contract as follows:

*Salaries
*Health & Welfare Benefits
One article of choice of each party

Duration
The term of this Agreement shall be from the date of ratification/approval through three
years from that date or June 30, 2005, and from day to day thereafter until such time that

the parties hereto have mutually agreed to a successor collective bargaining agreement.

*See contract re-openers for 2004-05 for Salaries and Health & Welfare Benefits on

following page.



CONTRACT RE-OPENERS - 2004-05

Ratified September 7, 2004
by the
Antelope Valley College Federation of Classified Employees
and the
Antelope Valley Community College District

Health & Welfare Benefits

The District agrees to increase district contribution to cover the 12% increase in the
Universal 100 plan (total district contribution is $12,086), or the prorated amount for less-
than 100% classified unit members. Payments will be effective October 1, 2004. Should
the district grant an increase in health benefits for any other unit for 2004-05, the same
amount shall be granted to the classified bargaining unit.

Salaries

The District shall provide a 3.4% increase on the classified salary schedule effective July 1,
2004. The District also agrees to reflect the negotiated 3.4% salary increase for classified
employees in the payroll warrant schedule to be issued the month following the month in
which the governing board ratifies the negotiated agreement. The retroactive pay will be
paid as soon as possible, but the District will make every effort to issue a warrant within a
month of ratification by the governing board. Should the District grant a salary increase
greater than 3.4% for any other unit for 2004-05, the same amount shall be granted to the
classified bargaining unit.

The Federation proposes that Article 81. be amended to read so that the percentages of
longevity be as follows:

8.1 Longevity (effective July 1, 2004)

Unit members will receive longevity increments after the completion of 10 consecutive
years of service, the longevity increments will become effective at the beginning of the 11™,
16™, 21%, 31%, and 36" years. Longevity increments are listed below:

Years of Service Amount of Longevity
11 3.5% of base pay
16 3.5% additional
21 3.5% additional
26 3.5% additional
31 3.5% additional
36 3.5% additional



ARTICLE IV
RECOGNITION

4.0 The District recognizes AVCFCE, party to this Agreement, as the sole and exclusive
bargaining agent for all employees within the bargaining unit.

4.1 The Bargaining unit shall consist of all employees in the following classifications:

Academic Affairs Technician

Access Technology/Alternative Media Spec.
Accountant

Accounting Assistant. I, II, 111
Accounting Technician/Auxiliary Services
Administrative Assistant

Advancement Assistant

Allied Health Programs Coordinator
Assessment Coordinator

Athletic Equipment Assistant

Athletic Turf Maintenance Specialist
Attendance Accounting Technician
Automotive/Equipment Mechanic
Bookstore Assistant, Sr.

Bookstore Assistant

Bookstore Clerk

Bookstore Textbook Buyer

Buyer

CalWorks Technician I, 1T

Campus Events/Transportation Tech.
Campus Telephone Operations Assistant
Career Center Technician

Career Center Coordinator

Carpenter

Clerical Assistant I, IT, III

Computer Services Technician
Computer Systems Technician
Custodian I, IT

Database Administrator

Division Assistant

DSS Secretary

Educational Advisement Assistant
Electrician

EOP&S Specialist

EOP&S Technician I, 1T

Evaluations Technician

Facilities Support Technician

Facility Systems Lead Person/HVAC
Financial Aid Specialist

Financial Aid Technician I, II, IIT

Food Service Assistant I, IT

Grant Writer

Graphic Artist

Grounds Equipment/Irrigation Technician
Grounds Maintenance Landscape Worker
Grounds Maintenance Worker

HVAC Technician

Instructional Assistant — Aerospace
Instructional Assistant — CalWORKS/GED
Instructional Assistant - CDC

Instructional Assistant - Electronics
Instructional Assistant - Toolroom
Instructional Associate - Language Arts
Instructional Multimedia Center Coordinator
Instructional Multimedia Center Technician
Interpreter/Deaf Svcs. Coordinator

Job Placement Coordinator

Job Placement Specialist

Laboratory Technician - Agriculture
Laboratory Technician - Biological Science
Laboratory Technician - Chemistry
Laboratory Technician - Computers
Laboratory Technician - High Tech. Center
Laboratory Technician — Photography
Laboratory Technician - Physics

Learning Disabilities Testing Technician
Library Assistant I, 11

Library Technical Assistant

Locksmith

Maintenance Worker

Network Technician

Painter

Payroll Technician

Plumber

Program Coordinator

Program Specialist

Programmer Analyst

Records Technician

Research Technician

Secretary

Skilled Maintenance Specialist

Student Accounts Technician

Technical Trainer

Transfer Center Technician

Tutoring Specialist

Utility Worker

Veteran’s Program Coordinator
Warehouse Assistant

Warehouse Technician

Web Administrator

Work Experience-Study Specialist

10



4.2

Shall Exclude: All confidential/management/supervisory employees, as defined by the

Educational Employment Relations Act, and administrative employees.

Creation of New Classifications

The District agrees that if subsequent to this Agreement it creates any new
classification(s), within twenty (20) days it shall notify the Federation in writing. The
notice shall include the job title, a job description, and salary range, the number of
positions anticipated to be within the classification, and the designation of the
classification if included or excluded from the bargaining unit. The Federation may
within fifteen (15) calendar days object in writing to the designation on bargaining unit
inclusion and in such case the District agrees to meet with the Federation to attempt to
reach agreement. Having failed to reach agreement, either party may file through the
Public Employment Relations Board for a change in unit or the certification of unit in

accordance with the regulations of the Public Employment Relations Board.

11



5.0

5.1

ARTICLE V
CLASSIFICATION OF EMPLOYEES

The District and the Federation will regularly consult on the titles, duties, qualifications,

transfers and reorganization of all bargaining unit classes.

Unless mutually agreed to by the parties, the District shall make only “housekeeping”
type changes in the existing bargaining unit composition such as title changes or the

dropping of titles if classes are abolished.
Unless mutually agreed to by the parties, the District shall not make substantive changes
in the existing bargaining unit composition such as the deletion of positions from the unit

into confidential/management/supervisory status designation.

Working Outside of Classification

Classified employees shall not be required to perform duties that are not fixed and
prescribed for the position by the governing board, unless the duties reasonably relate to
those fixed for the position by the Board, for any period of time that exceeds five
working days within a 15-calendar day period except as authorized herein. An employee
may be required to perform duties inconsistent with those assigned to the position by the
governing board for a period of more than five working days if his or her salary is
adjusted upward for the entire period he or she is required to work out of classification
and in amounts that will reasonably reflect the duties as required to be performed outside

his or her normal assigned duties.

Only a supervisor may assign out of class work to a classified employee. If it exceeds 5
working days within a 15-calendar day period, the supervisor shall immediately notify
the Office of Human Resources and the Federation in writing with the affected
employee’s name, department, and projected length of time the employee will be

working out of class.
The temporary salary shall be based upon the range assigned to the higher classification.

The unit member will be placed on a minimum of Step A of this range or the step that

will provide a minimum of a 5% increase over the unit member's regular salary.

12
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5.2.1

522

Compensation for out of classification work shall be paid no later than the following
affected pay period or as reasonably practicable once the 5% has been earned.
The Board may provide for an upward salary adjustment for any employee required to

work out of classification for any period of time less than that required herein.

Reclassification/Salary Study

The district agrees to conduct a Reclassification/Salary Study at district expense, to
include all unit members during the 2004-2005 academic year. Pending adoption of the
state budget, the district agrees to continue negotiations regarding the placement of
classified salaries with the current negotiation team.

The district further agrees to conduct an on-going annual reclassification/salary study on
approximately one-fourth of the unit classification each year, which will result in all
classifications being studied once every four years. The study of the first one fourth will
begin January 2007, with a schedule similar to the example that follows:

2007 2008 2009 2010

Maintenance (8) Library/Media (7)  Student Svcs. (16)  Data Processing (9)
Grounds (4) Printing (1) Fiscal (4) Instructional (12)
Operations (4) Clerical/Sec. (8) Purchasing (1)

Transportation (1)  Bookstore (4)

Food Service (2)

Implementation will be negotiated each year following receipt of the consultant’s
recommendations.

Purpose and Procedure

The evaluation and classification of positions are processes which are implemented to
ensure that positions with similar level of duty and responsibility are accorded similar
levels of compensation, thus ensuring equity amongst staff. It entails an understanding of
the relationship of a specific job to other jobs in the district and to the district’s overall
goal, as well as to other agreed upon districts with similar criteria. All of the following
provisions are subject to review based upon recommendation of the consultant.

However, any modification shall be mutually agreed upon by the Federation’s current
negotiating team and the district.

Benchmark Districts

Districts to be studied shall be:

(1) Single campus district

(2) District with more than 7000 credit FTES and less than 11,500

(3) Local comparison. One local school district shall be included in the participants.

The list of benchmark districts will be finalized in consultation with the consultation with
the consultant, the district, and the committee.

13



5.3.

54

5.5

Once the school districts have been established, they will remain the same throughout
one complete cycle of the Reclassification and Salary Study.

Selection of Consultant

The district and the Federation shall agree upon the consultant performing the initial
Reclassification/Salary Study and the four Reclassification/Salary Studies that follow.
Upon evaluation of the initial study, the consultant will be reconsidered for the following
four studies.

Training
The consultant performing the Reclassification/Salary Study shall provide training to all
members of the Reclassification/Salary Study committee.

Reclassification Review Committee

The use of a Reclassification Review Committee is included to increase participation in
the classification of positions to ensure greater equity and consistency. The purpose of
the committee is to provide a method for the Federation to follow and give input to the
study and resulting recommendations. The district will also provide input to the
consultant throughout this process.

5.2.5.1 Membership

e Vice President of Human Resources or designee (ex-officio)

e 4 unit representatives (appointees of the Federation)

e 1 representative from Classified Confidential/Management/Supervisory unit
The chair shall be one of the classified committee members

5.2.4.2 Terms of Service

Members will be appointed to serve for one complete cycle.

5.2.5.3 Role and Terms of Reference

5.2.6

5.6

The role of the committee is to review the criteria for the study, follow the study’s
progress, assist employees with the reclassification process, as possible, provide feedback
to committee and consultant on employees’ reactions to the study. The recommendation
to the Board must be supported by the committee and the district.

Modifications
If modifications are made to a job specification, all members in that classification shall
receive a revised job class specification, which will be provided by Human Resources.

Process

Qualified Applicants

Whenever permanent and substantial changes have occurred since a position was last
classified, a review of the position is appropriate. While there are many desirable
qualities for employees to have that should be recognized, classification is based upon the
duties assigned to a position, not the qualifications of the incumbent. Put simply, the
position is classified, not the person.

14
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Significant and on-going changes in the nature, variety and complexity of duties,
supervision received, or supervision exercised may indicate the need for a classification

review.

The most common misconception about reclassification revolves around the person-
position distinction. Examples of person-related factors that are not taken into
consideration when classifying a position include:

Longevity:

Future Projects:

Financial Need:

Workload:

Volume

Retention:

Performance/
Dedication:

Personality:

Promotion:

Education:

Form

The fact that an employee has reached the top step in the pay scale
is not a factor in reclassification.

Reclassification of duties being performed is appropriate, not of
those that might be added to a job down the line. As such,
reclassification requests must be delayed until new projects or
assignments have officially begun.

The reclassification process cannot take personal financial
conditions into consideration.

Employee feeling overwhelmed by their workload is not
justification for reclassification.

The possibility of losing an employee cannot be considered in
reclassification decisions.

Commitment and enthusiasm should be recognized, however, it is
not justification for reclassification.

The district and Federation encourage workers to be pleasant,
patient, and helpful, however, these individuals cannot be
recognized through the reclassification process.

Over time, employees might grow and gain new skills within their
current position and be ready to take a step to a new level of
responsibility, but their job is not.

Achieving a higher level of education and/or training during tenure
in a classification does not warrant a reclassification.

The consultant’s job classification form and a list of terms and definitions will be
available from Human Resources and/or the Federation.

The supervisor must review and comment upon the request before it is forwarded to the
consultant (the applicant has the right to submit an application for reclassification

15



5.2.9

5.2.10

5.2.11

5.2.11

whether it is supported by the supervisor or not). A supervisor cannot change or require
the employee to change the employee’s responses on a job evaluation questionnaire. The
employee and management must adhere to strict processing timelines for requests as
defined during the study.

On receipt of the documentation, the consultant will formally acknowledge each
application by returning an acknowledgement slip.

Review of Applications

Upon receipt of the completed job evaluation questionnaires, the consultant shall
complete a review of the questionnaires and render a decision in writing to the
committee.

Justification Criteria

The gradual increase of either duties, knowledge, skills, or responsibilities being
performed by the incumbent in that position is justification for reclassification. Specific
criteria to be used to identify positions that justify reclassification shall be recommended
by the consultant with agreement of the committee and the district prior to disbursement
of the classification form.

Evaluation Process

In recommending changes in classifications the creation of unnecessary or redundant
classifications will be avoided in order to avoid an unnecessary proliferation of
classifications.

Appeals
Where an applicant is dissatisfied with the outcome of a reclassification/salary study

decision, the employee may appeal. The process for appeals shall be recommended by
the consultant with agreement of the committee and the district.

16



6.0

ARTICLE VI
MANAGEMENT RIGHTS

The District, on its own behalf and on behalf of the electors of the District, has all the customary
and usual powers, rights, authority, duties, and responsibilities conferred upon and vested in it by
the laws and the Constitution of the State of California, and of the United States, including, but
without limiting the generality of the foregoing, the right:

Except to the extent limited by the specific and express terms and conditions of this agreement,
to the executive management, organization and administrative control of the Antelope Valley

Community College District and its properties and facilities, and the activities of its employees;

To direct the work of its employees, determine the time and hours of operation and determine the
kinds and levels of services to be provided and the methods and means of providing those
services, including entering into contracts with private vendors for services as authorized by the

California Education and Government Codes; as modified by case law;

To hire all employees, and, subject to the provisions of law, to determine their qualifications and
the condition for their continued employment; discipline, dismissal or demotion, and to promote,

assign, and transfer all such employees;

To establish education policies, goals and objectives; to insure the rights and educational
opportunities of students; to determine staffing patterns; to determine the number and kinds of

personnel required in order to maintain the efficiency of district operations; and

To build, move or modify facilities; establish budget procedures and determine budgetary
allocation; determine the methods of raising revenue; and take action on any matter in the event

of an emergency.
The exercise of the foregoing powers, rights, authority, duties and responsibilities by the Board,

the adoption of policies, rules, regulations and practices in furtherance thereof, and the use of

judgment and discretion in connection therewith, shall be limited only by the specific and

17



express terms thereof, are in conformance with the Constitution and laws of the State of

California and the Constitution and laws of the United States.

18



7.0

7.1

7.2

7.3

7.4.

ARTICLE VII
FEDERATION RIGHTS

Facilities
The Federation and its members shall have the right to use district (college) facilities and
equipment at reasonable times when not otherwise in use for the purpose of meetings concerned

with the exercise of rights incorporated in the agreement.

Communication and Notice of Activities

The Federation shall have the right to post notices of activities and matters of concern on
designated bulletin boards. The Federation may utilize employees' mailboxes and campus email

for communication with its members and other employees.

Federation Business

The authorized representative of the Federation shall be permitted to transact official Federation
business on college property at reasonable times not interfering with the educational process, or

District duties of the employees.

Public Information

The Board agrees to furnish, upon request of the Federation, all public information required by
the Federation that is reasonably necessary for the Federation to fulfill its role as the exclusive

bargaining representative.

Membership
a. Membership List

The names and mailing addresses of all unit members who do not otherwise request that
such information remain privileged and confidential, shall be provided to the Federation
semi-annually upon written request. Such list shall include classification and site

location.

b. Additions to Membership List

As new unit members are employed, separated, transferred or have name or address

changes, the names, mailing addresses, classifications, and site locations shall be

provided to the Federation within 21 days.

19



7.5

7.6

7.7

Seniority List
The Federation shall be supplied with a seniority roster of all employees within three
months of the effective date of this Agreement and once a year thereafter, unless updated

earlier. The roster shall indicate the employee's present classification.

Board Meetings

The Federation shall be entitled to representatives at all public Board meetings and shall be

allowed to speak on any item on any agenda in accordance with existing Board Rules.

a. Board Agenda
The District shall provide the Federation with a copy of the Board agenda booklet, less

the confidential items and those materials that relate to negotiations. The determination
of confidential items and materials that relate to negotiations will be left to the judgment

and discretion of the District.

b. Adopted Budget
The local chapter will receive one copy of the adopted budget, after its approval by the
Board.

Copies of Contracts

Within thirty (30) days of the execution of this contract, the District shall print or duplicate and
provide a copy of this Agreement to every unit member in the bargaining unit. Any unit member
who becomes a member in the bargaining unit after execution of the Agreement shall be
provided with a copy of this Agreement by the District at the time of employment. The District

shall provide the Federation with fifteen (15) additional copies for its use.

Mailbox

The Federation shall be provided with one (1) mailbox for Federation business.

20



7.8

7.9

7.10

7.11

Released Time/Meeting

The Federation President or designee shall be granted 250 hours of released time annually in
addition to released time for shared governance activities. These hours may be used for the
purpose of on-campus representation activities as well as local, state, and national Federation
conventions, conferences, and workshops. Such activities shall not interfere with the educational
process and/or District duties of the employee. Such time shall not be cumulative over

successive years.

Meetings
a. Quarterly Unit Meetings

The Federation shall have the right to conduct quarterly meetings for bargaining unit

members during regular working hours.

b. Orientation Meetings

The District shall conduct an orientation meeting at the beginning of each school year for

bargaining unit members during regular working hours.

c. Monthly Meetings

Monthly meetings, as needed, shall be scheduled between the Federation president or

designee, and the Director of Human Resources or designee, for the purpose of

discussing campus problems and heading off any potential grievances.

Negotiations
The District shall not conduct any negotiations with any organization that claims to represent the

employee-employer relations interest of unit members other than the Antelope Valley College

Federation of Classified Employees, local Chapter 4683, the exclusive representative of the unit.

Vacancies and Additions to Bargaining Unit

The District shall provide the Federation with a copy of the monthly Personnel Schedules from

Board minutes.

The District shall provide the Federation with a copy of classified job announcements before the
position is opened to the public.

21



7.12

Dues, Fees and Payroll Deductions

The District shall deduct from the pay of Federation members and pay to the Federation the
normal and regular monthly Federation membership dues as voluntarily authorized in writing by

the employee on the Federation form subject to the following conditions:

Such deductions shall be made only upon submission of the Federation form to the District
payroll department, duly completed and executed by the unit member.

The normal and regular monthly Federation membership dues shall be updated by the District
July 1 of each year to include all salary adjustments. The District shall not be obligated to
implement any new Federation monthly dues deductions until the pay period commencing not

less than thirty (30) calendar days after such submission.

The District shall, on a monthly basis, draw its order upon the funds of the District in favor of
the Federation for an amount equal to the total of the dues deduction made during the month and
shall furnish the Federation a list of all employees affected, together with the amount deducted
for each. A unit member may terminate Federation membership or voluntary dues deduction
authorization at any time. Said deduction cancellation shall be effective on the pay period

commencing thirty (30) workdays after written submission.

Upon appropriate written authorization from the unit member, the District shall deduct from the
salary of any unit member and make appropriate remittance for credit union, savings, bonds,

charitable donations, or any other plans or programs approved by the District.

The Federation agrees to indemnify and hold harmless the District, its officers, employees and
agents against any and all costs, losses, or damages because of civil or other action arising from
the administration and implementation of these provisions. Any clerical errors will be corrected
by the party making the error, with the provision that if any such dues are deducted from the pay
of any unit member and remitted to the Federation and the unit member does not owe same, the
Federation shall refund the same to the unit member and the District shall not be liable for any
refund. The Federation agrees to furnish any information needed by the District to fulfill these

provisions.

22



8.0

8.1

ARTICLE VIII
SALARIES & RELATED BENEFITS

Upon completion of current contract negotiations, the District and Federation agree to continue
negotiations with the Federation in an effort to establish a formula for determining future salaries
and benefits.

Salaries

2002-2003
The salary schedule which was in effect for the 2001-2002 school year shall remain unchanged
for 2002-2003.

2003-2004
The salary schedule which was in effect for the 2002-2003 school year shall remain unchanged
for 2003-2004.

2004-2005
The District shall provide a 3.4% increase on the classified salary schedule effective July 1,

2004. The District also agrees to reflect the negotiated 3.4% salary increase for classified
employees in the payroll warrant schedule to be issued the month following the month in which
the governing board ratifies the negotiated agreement. The retroactive pay will be paid as soon
as possible, but the District will make every effort to issue a warrant within a month of
ratification by the governing board. Should the District grant a salary increase greater than 3.4%

for any other unit for 2004-05, the same amount shall be granted to the classified bargaining unit.

Longevity
Unit members will receive longevity increments after the completion of 10 consecutive years of

service; the longevity increments will become effective at the beginning of the 11th, 16th, 21st,

26th, 31st and 36th years. Longevity increments are listed below:

Years of Service Amount of Longevity
11 3.5% of base pay
16 3.5% additional
21 3.5% additional
26 3.5% additional
31 3.5% additional
36 3.5% additional
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8.3

Health & Welfare Benefits
The District agrees to increase district contribution to cover the 12% increase in the Universal

100 plan (total district contribution is $12,086), or the prorated amount for less-than 100%
classified unit members. Payments will be effective October 1, 2004. Should the district grant
an increase in health benefits for any other unit for 2004-05, the same amount shall be granted to

the classified bargaining unit.

Promotion

A unit member may apply for any announced vacancy in accordance with regular application
procedures as established by the Office of Human Resources and in compliance with the
District’s hiring procedures. The selection process will be guided by affirmative action
requirements and Board policy provisions pertaining to promotion. (see District Staff
Diversity/Affirmative Action Plan and Board Policy Section 4643.2)

Probationary unit members shall be eligible to apply for promotional positions.

The purpose of this provision is to give in-house candidates the opportunity to seek
advancement. It is also intended to encourage screening committees to give fair and
appropriate consideration to current employees. When in-house candidates meet
minimum qualifications, screening committees shall determine a minimum number of in-
house candidates to be interviewed based upon the diversity and size of the applicant pool.
Each screening committee shall be given a copy of Section 8.3 of the Classified Contract
for their information.

During the period immediately following board approval through December 31, 2001, the

district will keep records on applicant pools for open positions. The record will include:

How many in-house applicants applied for the position
How many of the in-house applicants met minimum qualifications

How many in-house applicants were interviewed

PR

How many outside candidates were interviewed

This information will be provided to the Federation by February 1, 2002. If the
Federation then submits a request to the district to reopen negotiations on this provision,
the district agrees to do so. During this same time, the district agrees to meet with the
Federation in order to begin drafting a classified hiring policy, per the mediation

agreement of September 2000.
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A unit member who is promoted shall be placed on the step of the salary range for the position to
which he or she has been promoted which will provide a salary increase of not less than 5%.
Any unit member who has been promoted will receive anniversary increments based upon

his/her date of employment in the District.

Retirement

This plan is an incentive benefit for classified employees who retire between the ages of 57 and
65. Recipients of this retirement plan shall receive all health, accident, dental, vision, and life
insurance coverage for the unit member and dependents that insofar as possible are the same
plans and contain the same benefits as the health and accident insurance

coverage that remain in force for regular and active classified unit members of the District
during the period covered by this benefit. The following specific regulations will apply to

retirees under this plan:

. The minimum age shall be 57

. The employee must have been employed by the District for a period of:
Twenty (20) years prior to retirement at age 57, 58, 59
Ten (10) years prior to retirement at age 60
Nine (9) years prior to retirement at age 61

Eight (8) years prior to retirement at age 62

During the entire period of this benefit, the retired employee must be actively drawing service
retirement from the Public Employees’ Retirement System (PERS).

The employee must have been eligible for health insurance while an active employee and
immediately prior to receiving this benefit.

The benefit is to terminate on the 65th birthday of the retired employee.

Paid Vacations

Vacation leave shall accrue from the date the unit member first renders probationary service, if
prior to the 15th day of the month. If probationary service is first rendered after the 15th day of
the month, such service shall be deemed to have commenced the first day of the following
month. Full credit for vacations, sick leave, holiday benefits, and salary increments will be
given for the first calendar month of employment if the beginning date of employment allows
fifteen (15) days of employment in that month.
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8.5.2

8.5.3

A regular unit member who resigns or whose employment is terminated after one (1) year of

service shall receive the paid vacation to which he/she is entitled at the time of severance.

Accrual of Vacation Time

Vacation leave may be accrued by unit members to the limit of the number of days which
represents the equivalent of earned vacation for a period of two (2) years. (Maximum earned

vacation time allowed would be 44 days for a 20-year unit member)

A review of unit member’s vacation accrual will occur on June 30 of each year. Any unit
member who has accumulated vacation days in excess of the 2-year maximum allocation will
have his/her vacation balance reviewed on a monthly basis and will not receive an allocation
until his/her cap has been reached. At that time, the days will be allocated through the remainder
of the year.

Taking of Vacation Time

Vacation shall be scheduled with the mutual agreement of the unit member and his/her
supervisor. Unit members shall use vacation time within twenty-four (24) months of the period

that vacation time accrued.

Schedule of Earned Vacation

Each unit member earns vacation days according to his/her time of employment:

Years Employed Number of Days
1-3 10
4-5 11
6-8 15
9-13 17
14 -16 18
17 20
18 21
19+ 22

Unit members with less than full-time 10-, 11-, or 12-month assignments earn vacation days on a

pro-rated basis.
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8.6.1

Paid Holidays
Unit members shall be entitled to the following paid holidays provided they are in paid status

any portion of the work day immediately preceding or succeeding the holiday.

Prior to the development of the district calendar, the district will seek input from the Federation.

Holidays
e Martin Luther King Holiday
e Lincoln's Day Holiday
e Washington's Day Holiday
e Spring Break (Good Friday)
e Memorial Day
e Independence Day
e Labor Day

e Veterans Day
e Thanksgiving Holiday
(2 days to include Thanksgiving Day and the day after Thanksgiving)

8.6.1 a. In the event a holiday falls on an employee’s regularly scheduled day off, and the

8.6.2

8.6.3

employee is in paid work status the work day prior and following the holiday, that
employee shall be granted an additional floating holiday to be taken at a time agreed

upon by the employee and the employee’s supervisor.

The District may designate other school holidays for all unit members as it deems appropriate.

Restrictions
School recesses during winter and spring breaks shall not be considered holidays for unit

members who are normally required to work during that period. When it is announced that
school is closed (whether for partial or full day) school shall be closed for all employees (faculty,

administrative, classified )

Emergencies
A small number of emergency employees may be required to work to provide minimum services.

Exempt emergency workers will be paid overtime or will be provided compensatory time off at

time and one-half, in addition to their regular rate of pay.
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Educational/Professional Development Program

Unit members who successfully complete approved course work or equivalent study will receive
up to $100 for the actual cost of a semester unit or 15 hours of equivalent study or the prorated

portion of a semester unit, quarter unit, or equivalent study of less than hours.

The District will annually allocate $7,000 ($3,500 per semester) to fund educational/
professional development activities. If all qualified applicants cannot be funded from the $7,000
allocation, the committee will establish a procedure for equitable distribution. The committee
shall consist of two (2) classified employees selected by the executive board and one

administrator selected by the District.

Unused funds will not be carried over from one fiscal year to the next. Funds may be carried

over from the first semester to the second semester.

Application & Eligibility

Unit members must be employed by the District for at least one year to participate in the

Educational/Professional Development program.

A thirty-day application period will be established for each semester.

Unit members who apply for educational/professional development funds must complete and

submit a District application during the application period.

The application must include a description of the course work or study to be undertaken, the
number of units of funding applied for, a statement describing how the course work or study
relates to the unit member's job effectiveness and/or the manner in which the study will support
or fulfill the unit member's educational/professional development goals. The

Educational/Professional Development Committee shall review course work for approval.
Approval for released time must be granted by the unit member's immediate supervisor and the

Director of Human Resources if course work interferes with the employees normal work

schedule.
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Verification of successful course completion (a grade of C or better) must be submitted to the
committee. Successful completion of equivalent study must be submitted to the committee in a
manner specified by the committee.

Payment for authorized educational/professional development will be made as soon as possible
after the committee receives and verifies successful completion of course work or equivalent
study. If a conflict of interest with a committee member occurs, the committee member shall not

be allowed to participate in the approval of their application.
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9.0.1

9.0.2

9.0.3

9.0.4

ARTICLE IX
EVALUATION AND DISCIPLINE OF UNIT MEMBERS

Evaluation of Unit Members

The purpose of the program of evaluation is to rate and attempt to improve the competence of the

staff (individual unit members). The program of evaluation shall apply to all unit members.

Each permanent unit member shall be rated by his/her immediate supervisor by May of each year
unless he/she has been rated since the preceding February 1. The rating will be made using the
District evaluation form. Additional ratings may be completed at the request of the supervisor or

unit member upon approval of the Director of Human Resources and Employee Relations.

Derogatory Information

Information or material of a derogatory or critical nature which has been received from others
may not be used unless the specific issue has been verified to the satisfaction of the supervisor,
in consultation with the Director of Human Resources, and relates directly to the unit member’s

employment.

Signature and Response to Evaluation

The unit member’s signature on the report indicates only that he/she has seen the report. The
unit member may, within ten (10) working days, respond in writing to an evaluation with which
the unit member is not in agreement. This response shall be attached to the evaluation in

question.

Probationary Unit Members

Probationary unit members shall be rated by their immediate supervisor at the end of the 3rd
month, 6th month, and 9th month and prior to the end of the 12th month of employment. The

above schedule does not prevent dismissal of such unit member at any time.

Evaluation Categories

Evaluation of the competence of unit members under this program shall include, but shall not be
limited to, consideration of quality of work, work habits, working relations, demonstration of
initiative, meeting work commitments, dependability and reliability, punctuality, safety, and

communication skills.
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9.1.1

9.13

Written evaluations and the summary assessment report of unit member shall include
descriptions of unsatisfactory performance, if any, with specific recommendations for means of
improvement and suggestions of available sources of assistance. Subsequently, one or more
conferences shall be held with the unit member to assist him/her in correcting deficiencies
previously noted. A record of such conferences shall be prepared by the evaluator for the file on
the unit member and a copy submitted to him/her.

The District and Federation agree that this article may be reopened during annual negotiations

without either party using one of its designated re-openers.

Progressive Employee Discipline

Unit members who have violated a rule or regulation prescribed by the board in Board Policy
Section 4662.1 shall be subject to appropriate disciplinary action. Disciplinary action shall

conform to established principles of progressive discipline as listed below.

Informal Conference

Oral reprimand is the initial stage of progressive discipline. At the first sign of misconduct or
job performance deficiency, the supervisor shall put the unit member on notice that his/her
performance is unsatisfactory and shall advise the unit member of the supervisor’s level of
expectation. Unless the transgression is serious, the unit member should not be written up for a

first offense.

If the unit member continues to violate rules, regulations, and under performs after oral

reprimands are given, the matter may warrant the next level of discipline.

Written Reprimand

The unit member has already been given oral notice that his/her performance is substandard.
Should the unit member continue to break rules, ignore orders, fail to perform assigned tasks, or
otherwise fall short of the job standards, the supervisor shall document the problem in writing.
This is done in the form of a memorandum of reprimand.

The purpose of the memorandum is to put the unit member clearly on notice that the conduct or
performance in question is unacceptable and to document the specific act or omission. A copy of

the memorandum of reprimand shall be placed in the unit member’s official personnel file.

Conferences, Directives, and Further Reprimands
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Should the unit member’s performance continue to be unsatisfactory after issuance of one or
more written reprimands, the unit member now becomes a candidate for possible serious
disciplinary action. The supervisor will confer more frequently with the individual to discuss
his/her shortcomings and provide specific directions for improvement in a reasonable period of
time agreed to by the district and the Federation to show improvement. These conferences
should be summarized in writing by the supervisor and filed in the unit member’s official
personnel record with the written reprimand. The unit member shall be provided copies of all
disciplinary reprimands and conference summaries. The unit member also has the right to
respond to any written documentation to be placed in his/her personnel records. Employees have
the right to Union representation during all conferences that may result in written reprimand or

disciplinary action.

The supervisor will continue to document the unit member’s progress, performance deficiencies,

or misconduct.

Documentation Review/Recommendation

The unit member’s deficiencies should be well documented in the file through written
reprimands, conference summaries, and written documents (such as complaints) relevant to the
infraction from other sources. The unit member’s supervisor will recommend, based upon all
relevant documentation and circumstances, either that the unit member be disciplined or that

he/she be given additional time to improve their performance.

Suspension
An offense committed by a unit member that is not sufficiently severe to warrant termination

may result in disciplinary suspension, however, the unit member shall be given one suspension

before moving to another level of discipline.

Based upon the nature and severity of the offense, suspension may occur at any stage of the
disciplinary process. Only materials legally placed in the employees’ personnel file in the last

three scholastic years may be used to determine the appropriateness of suspension.
Suspension may be recommended by the Superintendent/President and the length deemed

appropriate to the offense shall not exceed ten (10) calendar days for any one suspension and not

more than twenty (20) calendar days in any school year.
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9.4.1

No remuneration shall be paid the unit member during the period of suspension. However, in the
event that such suspension is rejected by the Board, payment shall be made for the period during

which the unit member was suspended.

Demotion
Demotion refers to a vertical downward movement of any employee from one class to another

and involves a reduction in pay. Demotion signifies assignment to a lower classification.

Demotion for disciplinary reasons may be accomplished by the Board upon written
recommendation of the Superintendent/President, for action or conduct that it deems detrimental
to the welfare of the District. Such conduct may include violation of statutes or failure to abide

by Board policy, rules and regulations.

Dismissal

Based upon documented deficiencies and/or infractions, formal discharge found in the
employee’s official personnel file, formal discharge for just cause, as called for under “Cause for
Dismissal,” of a unit member may be warranted only after all of the above steps have been
adhered to.

Should the circumstances of the cause for dismissal be determined to be sufficiently severe, steps
may be taken for the immediate dismissal of the unit member at any stage of the disciplinary

process.

Cause for Dismissal

Dismissal of unit members shall be restricted to cause as determined by the Board. The Board’s
determination of the sufficiency of cause for dismissal shall be conclusive. Cause for dismissal
shall include:

o falsifying any information supplied to the District, including but not limited to,
information submitted in application forms, employment records, or any other district
record;

e incompetence;

e physical or mental disability rendering the unit member incapable of performing
his/her assigned duties;

e inexcusable neglect of duty, insubordinate or willful disobedience;

e drunkenness, intemperance, or addiction to narcotics;

e conviction of a felony or a misdemeanor involving moral turpitude;
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9.5

e persistent absence without leave, or failure to report such absence;

e discourteous, offensive, or abusive conduct or language toward other employees,
pupils, or the public during working hours; after hours, if conduct exerts harmful
influence on the District;

e abuse of illness leave privileges;

e misuse or converting District property to personal use;

e failure to abide by the conditions of employment set forth by Board policy,
commission of acts outside of duty hours which hinder the performance of the unit
member’s assigned task.

Notice of Disciplinary Action (Suspensions, Demotions, and Dismissals)

Administrative or supervisory personnel may recommend the dismissal, demotion, or suspension
of a unit member for cause listed in Cause for Dismissal. Recommendation for disciplinary
action mentioned herein must be Board approved. A written notice of disciplinary action shall
contain a statement in ordinary and concise language of the specific acts and omissions upon
which the disciplinary action is based, a statement of the cause for the action taken, and, if it is
claimed that unit member has violated a rule or regulation of the Board, such rule or regulation
shall be set forth in the notice. The written notice shall emanate from the office of the
Superintendent/President and shall state actual circumstances and occurrences of which the
disciplinary action is based.

Prior to the issuance of the notice, the Superintendent/President may consult with the vice-
president having supervisory jurisdiction over the unit member or other personnel as conditions

warrant.

Dismissal Procedure for Permanent Employees

The Superintendent/President, or his designee, subject to Board approval, shall inform the unit
member by written notice of the specific charges against him/her; a statement of his/her right to a
hearing on such charges, and the time within such hearing may be requested. The written notice
of dismissal shall contain a statement relative to the Board’s intention to dismiss said unit
member after thirty (30) days from service of the notice.

The dismissal notice shall provide the unit member with an opportunity for a hearing, upon
request, which shall not be less than five (5) working days after service of the intent to dismiss
such unit member. Failure on the part of the unit member to request a hearing within the limit

established in the notice shall be deemed a refusal by said unit member to a hearing.
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The intent to dismiss shall also contain a card or paper, the signing of which shall constitute a

demand for a hearing and the denial of all charges.

If the unit member requests a hearing within the time prescribed by the dismissal notice, the
Board shall afford such unit member with an opportunity for the hearing. The burden of proof

for establishing sufficiency of cause shall remain with the Board.

No disciplinary action shall be taken for any cause which arose prior to the unit member
becoming permanent, not for any cause which arose more than two (2) years preceding the date
of filing of the notice of cause, unless such cause was concealed or not disclosed by the unit
member when it could be reasonably assumed that the unit member should have disclosed the
facts to the District.

Effective Date - Dismissal of Unit Member

The effective date of the dismissal of a unit member shall be the date on which the Board of

Trustees makes a decision unless otherwise specified in the decision.

Dismissal Procedures for Probationary Employees

Probationary employees may be dismissed at the direction of the Board at any time during the
probationary period. Upon request, the probationer shall be provided with a reason for dismissal

or non-retention.

Probationary employees are not entitled to a hearing afforded permanent employees.
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ARTICLE X
PERSONNEL RECORDS

Personnel records shall be kept for all unit members and include information expected in sound

personnel administration.

Personnel files will be considered confidential and will not be available to persons other than the
individual unit member and those who must have access to such files as part of their

responsibilities and assigned duties.

Materials in personnel files of unit members which may serve as a basis for affecting the status
of their employment are to be made available for inspection of the person involved. However,
such materials shall not include ratings, reports, or records which (1) were obtained prior to

employment of the person; (2) were prepared by identifiable examination committee members;

or (3) were obtained in connection with a promotional examination.

Derogatory Information

Information of a derogatory nature, except materials mentioned in the third paragraph above,
shall not be entered or filed unless and until the unit member is given notice and an opportunity
to review and comment thereon. A unit member shall have the right to enter, and have attached

to any such derogatory statement, his/her own comments thereon.

Review of Personnel Records

Every unit member shall have the right to inspect the materials upon request, with the exception
of materials mentioned in the above paragraph. Such review shall take place during normal
school hours and the unit member shall be released from duty for this purpose without salary
deduction.

Investigation Purpose(s)

A unit member (affected employee grievant) with written authorization to the Office of
Human Resources and Employee Relations has the right to designate an individual
working in conjunction with the AVCFCE Grievance Committee, as having access to the

affected unit member’s personnel record.
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11.2

ARTICLE XI
LEAVES

Procedure for Reporting Absences

The responsibility for implementing district policy relative to reporting absences rests with the

respective Vice President.

When reporting an absence, the following information will be submitted:
a. Name
b. Job assignment
c. Reason for absence

d. Anticipated length of absence.

The number to be called shall be listed on the reverse side of the identification card. Calls
should be placed 30 minutes prior to start of a unit member’s work shift and/or no later than 30
minutes after on the day of intended absence. Extended illness reporting shall be established by

each operating departmental division.

Bereavement Leave

Every unit member shall be granted a leave of absence of three days with an additional two days
when one-way travel of more than 300 miles is required to attend services, because of the death
of any person related by blood or marriage to the unit member or the spouse or domestic partner
of the unit member, or other adult who has had the primary responsibility for raising or care of

the unit member.

No deduction shall be made from the salary of such employees nor shall such leave be deducted

from the leave granted by other sections of this agreement.

Military Leave
In accordance with Section 2024(d) of the Veterans’ Reemployment Rights Act [(38 U.S. C.

2024(d)], the district will grant up to 30 days per year of paid leave for its employees who
present orders indicating that they are being assigned to active duty. A “year” shall be known as

the college fiscal year, July 1 through June 30.
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A unit member on a military leave of 30 days or less in one year shall receive rights and benefits
including salary as though he/she had remained in the employment of the District.

If reserve military service, including National Guard obligations, in excess of 30 days per year,
falls on the unit member’s regular work shifts, the unit member’s schedule may be changed to
avoid the necessity of using vacation time, provided five (5) working days notice is received

from the unit member, subject to approval of the unit member’s supervisor.
Any unit member on a temporary military leave (not more than 180 days) shall receive the same
vacation, sick leave, and holiday privileges to promotion that he/she would have enjoyed had

he/she remained with the District.

Job security extends to any unit member honorably discharged who returns to the District within

12 months following the first date such unit member could have terminated active service.

Such unit member shall be restored to a comparable position at a salary schedule placement

he/she would have received had he/she remained in the service of the District.

Professional Leave

a. Required Attendance
The District may require a unit member to attend workshops, training sessions, meetings, or
other similar activities. A unit member attending such activities will be compensated in the same

manner that he or she would be compensated for performing regular duties.

Necessary expenses related to required attendance will be paid by the District.

b. Voluntary Attendance

A unit member may request District approval to attend work-related training sessions,
workshops, meeting, or other similar activities. If District approval for such attendance is
granted by the supervisor, the unit member will be compensated for hours of attendance which

occur during the unit member’s regular workday.

All or part of expenses related to the unit member’s attendance at an approved voluntary activity
may be paid by the District. Expenses may include, but are not limited to, registration fee,
travel expenses, and materials. Payment for expenses may be in addition to staff development
funds.
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Released Time for Flex Activities

Attendance of flex activities shall be scheduled with the mutual agreement of the unit member
and his/her supervisor, however, a supervisor may not deny the unit member’s attendance to a

flex activity unless the unit member’s attendance would create a hardship for the work area.
A “Flex Request” form shall be filled out in advance and given to the immediate supervisor for
approval. Upon completion of the activity, the original form shall be given to the Office of

Human Resources for placement in the unit member’s personnel file.

Staff Development

The sum of $10,000 shall be set aside for use by unit members for each year of this Agreement,
commencing July 1, 1999. Applications for participation shall comply with normal procedures

as established by the Staff Development committee.

Industrial Accident and Illness Leave

Industrial accident and illness leave shall apply to all unit members currently employed by the
District.

Allowable leave for the same accident or illness shall not exceed 60 days in any one school year.

Such leave shall not be accumulative from year to year.

When an industrial accident or illness occurs at a time when the allowable 60 days extend into
the next school year, the unit member shall be entitled to only the days remaining (of the 60) at
the end of the school year in which the illness or injury occurred for the particular accident or
illness.

Industrial accident or illness leave shall commence on the first day of absence.

Industrial accident or illness leave will be reduced by one (1) day for each day of the authorized

absence, regardless of a compensation award made under Worker’s Compensation.
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Payment for wages lost on any day shall not, when added to an award granted the unit member

under Worker’s Compensation laws of the state, exceed the normal wage for the day.

During the accident or illness leave, the unit member shall endorse to the District, wage loss
benefit checks received under Worker’s Compensation. The District, in turn, shall issue the unit
member appropriate warrants for payment of wages and shall deduct normal retirement and other

authorized contributions.

In lieu of the foregoing method of payment, a unit member may elect to retain awards made
under Worker’s Compensation and to have such amounts deducted from the unit member’s next

regular District salary warrant.

When industrial or illness benefits have been exhausted, sick leave will then be used. If a unit
member is receiving Worker’s Compensation, he/she shall be entitled to use only so much of
his/her sick leave, accumulated compensating time off, vacation or other available leave which,

when added to the Worker’s Compensation award provide for a full day’s wage.

The unit member shall be notified by the Director of Human Resources and Employee Relations
to the extent or amount of sick leave being utilized in conjunction with temporary benefits under

Worker’s Compensation.

Any unit member receiving industrial accident or illness leave benefits must remain within the

State of California unless the District authorizes travel outside the state.

Industrial accident or illness leave of absence, paid or unpaid, shall not be considered a break in
service (other than salary) of the unit member.

When all available leaves of absence, paid or unpaid, have been exhausted, and if the unit
member is not medically able to resume the duties of his/her position, he/she shall, if not placed

in another position, be placed on a reemployment list for 39 months.

When available during the 39 months, he/she shall be employed in the class of his/her previous
assignment, over all other available candidates except for a reemployment list established
because of lack of work or lack of funds, in which case he/she shall be listed in accordance with

appropriate seniority regulations.
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A unit member who has been placed on a reemployment list, as provided above, who has been
medically released for return to duty and who fails to accept an appropriate assignment, shall be
dismissed.

The provisions of Worker’s Compensation are applicable to all unit members of the District.
Benefits provided by Worker’s Compensation are not recoverable if injury was intentionally
self-inflicted, caused by the unit member’s own intoxication, arose out of an altercation in which
the unit member was the initial physical aggressor, or if the unit member willfully and
deliberately caused his/her own death.

Benefits are available to unit members who sustain industrial injuries.

Compensation includes medical treatment, temporary disability indemnity, permanent disability

indemnity, and death benefits.

Sick Leave (Illness and Injury)

Each unit member employed on a full-time basis shall be entitled to 12 days of leave of absence
for illness, injury, or quarantine, exclusive of all days he/she is not required to render service to
the District, with full pay for a fiscal year of service (12 months). Illness and injury leave shall

accumulate at the rate of one (1) per day per month served.

A unit member employed for a full workweek but less than a full fiscal year is entitled to that

proportion of 12 days as the number of months he/she is employed bears to 12.

A unit member employed less than five (5) days per week, except the full-time employee on a
four (4) day week, shall be entitled, for a fiscal year of service, to that proportion of 12 days

leave as the number of days he/she is employed per week bears to five (5).

Credit for sick leave (illness and injury) need not be accrued prior to taking such leave by the
unit member and such leave may be taken at any time during the year. However, a new
employee of the District shall not be eligible to take more than six (6) days, or the proportionate
amount to which he may be entitled until the first day of the calendar month, after completion of

six (6) months of service with the District.
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If the unit member does not consume the full amount of leave allowed in any year, the amount
not taken shall be accumulated from year to year so long as the person remains in the

employment of the district.

Pay for any day of sick leave shall be the same as the pay which would have been received had
the unit member served during the day.

Each unit member returning after three (3) or more consecutive days of absence because of
illness may be required to present a doctor’s statement that the employee’s health is satisfactory
to return to the workplace.

A unit member able to resume the duties to which he/she is assigned may do so at any time
during the leaves granted and time lost shall not be considered a break in service. The unit
member shall be restored to a position within his/her class with all the rights, benefits, and

burdens of a permanent employee.

If at the conclusion of all leave of absence, paid or unpaid, the unit member is still unable to
assume the duties of his/her position, he/she shall be placed on a reemployment list for a period
of 39 months.

At any time during the 39-month period the unit member is able to assume the duties of his/her
position, he/she shall be reemployed in the first vacancy in the classification of his/her previous
assignment. His/her reemployment will take preference over all other applicants except those
laid off for lack of work or funds in which case he/she shall be ranked according to his proper
seniority. Upon resumption of his/her duties, the break in service will be disregarded and he/she

shall be fully restored as a permanent employee.

Maximum Deduction for Illness or Accident

When a member of the classified service is absent from his/her duties on account of illness or
accident for a period of five (5) months or less, whether or not the absences arise out of or in the
course of employment, the amount deducted from the employee’s wage for any month in which
the absence occurs shall not exceed the amount actually paid a substitute, if such a substitute is

employed, or fifty percent (50%) of the employee’s salary, whichever is greater.

Substitute difference pay shall be payable only after entitlement to all regular accrued and

advanced sick leave (through the end of the current fiscal year), accrued vacation leave, and
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11.9

11.10

other paid leaves have been exhausted. However, the five (5) month period shall begin on the
date of disability.

Transfer of Sick Leave

A unit member of the District who has been employed for at least one (1) calendar year and who
terminates such employment for the sole purpose of accepting a position in another district and
who subsequently accepts within 30 days of termination shall transfer all of the accumulated sick

leave.

The Board shall not adopt any policy or rule, written or unwritten, which requires unit members
transferring to the District to waive any part of all benefits which they may be entitled to have
transferred. Although the responsibility for accomplishing the transfer of sick leave rests with
the unit member, the office of Human Resources shall offer assistance in expediting said

transfer.

Catastrophic Leave

a. The Catastrophic Leave Plan will be available to unit members as set forth herein

pursuant to provisions of Education Code 87045.

b. Catastrophic illness or injury means an illness or injury that is expected to incapacitate
the employee for an extended period of time, or that incapacitates a member of the
employee’s family and requires the employee to take time off from work for an extended
period of time to care for that family member, and taking extended time off work creates
a financial hardship for the employee because he or she has exhausted all of his or her

sick leave and other paid time off.

c. There will be a annual single 30-day period for unit members to contribute days to the
leave bank unless the balance of days in the bank is greater than 50. In the event of an
emergency where the bank has been depleted, an additional 30-day period shall be

opened.

d. An annual report of the number of days in the bank will be provided to the Federation

president at the beginning of the school year.

€. Unit members contributing days to the bank must maintain a balance of four or more

weeks of accumulated sick leave. (to be prorated for part-time unit members)
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11.11

f. The minimum contribution to the bank by any unit member will be eight (8) hours.

g. A Catastrophic Leave bank committee will be composed of the Director of Human
Resources and Employee Relations and two appointees of the Federation. Days
contributed to the bank by unit members could not be withdrawn for other than
catastrophic leave. The Catastrophic Leave bank committee will accept or reject use of
days from the bank. Unit members applying for
Catastrophic Leave days must submit a letter of request along with a signed and dated
doctor’s statement verifying the incapacitating nature and probable duration of the illness

or injury.

h. The Catastrophic Leave committee will be responsible for acceptance or rejection of
requests for use of Catastrophic Leave. The days may only be withdrawn upon approval

of the Catastrophic Leave Committee.

1. The decisions of the Catastrophic Leave committee regarding withdrawal of days from
the leave bank will be final.

J- Should the Catastrophic Leave Plan be discontinued, all days remaining in the bank will
remain and be available for Catastrophic Leave under the conditions of this article until

such time as all banked leave has been utilized.

Personal Necessity Leave

Unit members may use a maximum of seven (7) days in any school year, with full remuneration,

for reasons of personal necessity for the following reasons:

a. Death in Immediate Family

Death of a member of the unit member’s immediate family as defined in Bereavement
Leave of this Agreement. This leave authorization is a supplement to time off authorized
under Bereavement Leave. Such request for additional time shall be documented on a

classified time sheet.

b. Accident or Emergency Illness

Accident or emergency illness involving the unit member’s person or property or the person
or property of a member of the immediate family and of such nature that the unit member’s

presence is required during assigned work hours.
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c. Court Appearance

Appearance in any court or before any administrative tribunal as a litigant or party.

d. Personal Business

Three (3) days maximum for compelling personal reasons.

e. Birth or Adoption
The birth or adoption of the unit member’s child.

e. Other
Such other reasons similar in nature to those described above, but not precisely described
above, as determined and approved by the immediate supervisor and the Office of Human

Resources.

Such leave shall be charged to accumulated sick leave (illness or accident). Said leave is non-

accumulative.

Advance notice and approval of personal necessity leave shall be required in each instance of

such leave, except emergency situations.

Applications for personal necessity leave shall be submitted to the immediate supervisor,
whenever possible, three (3) days prior to the date for which such leave is requested for

transmittal to the Director of Human Resources and Employee Relations.

11.12 Floating Day
All unit members may take one (1) additional calendar day per year for personal necessity that

shall not be deducted from sick leave or salary. This day may be used at any time but may not

be split. The personal necessity form shall reflect when this additional day is being used.

Generally, unit members shall not be required to secure advance permission for leave taken for
any of the following reasons unless conditions and circumstances warrant such permission:
a. death or serious illness of a member of his/her immediate family
b. accident involving his/her person or property, or the person or
property of a member of his/her immediate family.

As a matter of courtesy, unit members are requested to notify their supervisor whenever possible.
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11.13

11.14

11.15

Leave Without Pay-Child-bearing Preparation, Adoption and Child-rearing

Leave without pay or other benefits may be granted to a unit member for preparation for child-
bearing, adoption, and child-rearing.

The unit member shall request such leave as soon as practicable, but under no circumstances less
than thirty (30) workdays prior to the date on which the leave is to begin, except for adoption,
which will be as soon as possible prior to date. Such request shall be in writing and shall include

a statement as to the dates the unit member wishes to begin and end the leave without pay.

The determination as to whether the leave is granted, the date on which the leave shall begin if
granted, and the duration of such leave shall be made at the discretion of the

Superintendent/President or his/her designee.

The duration of such leave shall consist of no more than twelve (12) consecutive months and
shall automatically terminate on the last working day in the school year in which such leave is
granted. An extension of leave may be granted by the Superintendent/President or his/her
designee, not to exceed an additional twelve (12) months.

Family Care Leave

The District shall comply with the Family and Medical Leave Act and the California Family
Rights Act. These laws shall set the minimum standards and shall in no way detract from

existing contractual provisions and Board policies.

Jury Duty
The District agrees to grant to members of the bargaining unit regularly called for jury duty in

the manner provided by law, leave of absence without loss of pay for time the unit member is
required to perform jury duty which falls during the unit member’s regularly assigned working

hours.

Unit members so called for jury duty must notify the immediate supervisor of the service dates
upon receiving said notice from officers of the court.

The District shall grant full compensation. Fees received by the unit member shall be remitted to

the District except for mileage and subsistence expenses.
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11.16

Unit members are required to return to work during the day or portion thereof in which jury duty
services are not required. A unit member whose regular assigned shift commences at 4:00 p.m.
or later shall be relieved from work with pay in direct proportion to hours served that day on jury

duty as verified in writing by officers of the court.

The District may require verification of jury duty time prior to or subsequent to providing jury

duty compensation.

Nothing in the foregoing provisions shall preclude the District Superintendent/President or
his/her designee from discussing with the affected unit member the practicality of seeking

exemption when acceptance would tend to materially disrupt the district’s operations.

Absences & Leaves Without Pay

A regular leave, without remuneration, may be awarded to permanent unit members for a period

not to exceed one (1) year. In an emergency situation, a one (1) year extension may be awarded.
While on regular leave of absence, a permanent unit member shall maintain, but not add to, any
such leave credit, vacation time, seniority, classification rights, or other employee benefits

accumulated prior to such leave.

A non-compensated regular leave must be recommended by the Superintendent/President or

his/her designee and subsequently approved by the Board.
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12.0

12.1

12.2

ARTICLE XII
WORKWEEK

The workweek for a full-time unit member shall be 40 hours per week. The workday shall be
eight (8) hours.

The weekly hours of time may be adjusted by the Superintendent/President subject to Board
ratification to meet reasonable time demands during the school term, on school holidays, and

during the summer months.

The above-mentioned provisions do not restrict the extension of a regular workday or workweek
on an overtime basis when such is necessary to conduct the business of the District. However,
nothing contained in the foregoing section shall be construed as denying the District the right to
establish a workweek of less than 40 hours.

Five Consecutive Days

The workweek may consist of not more than five (5) consecutive working days for any unit

member having an average workday of four (4) hours or more during the workweek.

Modified Workday/Workweek

Individual departments, with approval of the appropriate vice president or the president, may

establish a workday/workweek for all or certain classes of unit members or for individual unit
members within a class when by reason of the work location and duties actually performed, their
services are not required for a workweek of five (5) consecutive days. The vice president or
president may withdraw approval if it is determined that the services of an individual employee
or an employee group are required for a workweek of five consecutive days. A modified work
schedule may be initiated by the employee or the supervisor. Individual departments and

employees can use, but are not limited to, one of the modified schedules listed below:

Days 9/80 4/10 49 &Y
Mon 9 10 9
Tue 9 10 9
Wed 9 10 9
Thu 9 10 9
Fri 8 4
Every other Friday off
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12.3

12.4

12.5

The establishment of a modified workday/workweek must be approved by a majority of the

regular unit members affected.

Part-Time

Part-time employment shall be defined as rendering services for less than the regular workweek.

Saturday or Sunday Work Schedule

No unit member currently employed by the District shall be required, without written consent of

the unit member, to change his/her workweek to include Saturday or Sunday or both.
No unit member currently employed by the District shall be assigned to perform services on a
Saturday or Sunday if such unit member objects, in writing, that the assignment would conflict

with his/her religious beliefs.

Adoption of this section shall not change or disrupt existing work schedules which may already

include Saturday or Sunday as regular workdays.

Overtime
The District shall provide the extent and establish the method by which ordered overtime is

compensated.

All overtime must be approved by the respective Vice President prior to the assignment.
Overtime assignments shall be made only in cases of unusual circumstances or emergency

conditions. A record of approved overtime shall be kept on the daily time sheet.

12.5.1 Rate of Payment

Compensation shall be provided for ordered overtime at a rate equal to one and one-half the

regular rate of pay of the unit member designated and authorized to perform overtime services.

The District may provide for compensatory time off at the appropriate rate in lieu of payment for

authorized overtime service.
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12.5.2

12.5.3

12.5.4

12.5.5

12.6

12.7

Definition of Overtime

What constitutes overtime is determined by the workday and the workweek adopted by the
District.

For the purposes of computing the number of hours worked, time during which a unit member is
excused from work because of holidays, sick leave, vacation, compensating time off, or other

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

Regular Workweek - Rate of Compensation

Any unit member required to work in excess of eight (8) hours in one day or in excess of 40
hours in any calendar week shall be compensated at the District’s established rate for the unit

member authorized to perform the overtime.

Five Consecutive Days - Rate of Compensation

Any unit member having an average workday of less than four (4) hours during the workweek
shall be compensated for any work required to be performed on the 7th day following
commencement of the workweek at the District’s established rate (1 1/2 time regular rate) for the
unit member authorized to perform overtime. The 6th day shall be compensated at the unit

member’s regular rate.

Modified Schedule - Rate of Compensation

When a modified work schedule is established, the overtime rate shall be paid for all hours

worked in excess of the required workday and workweek, at a rate equal to one and one-half

times the regular rate of pay for the employee designated and authorized to perform the work.

Call Back
A unit member called back to work after completion of the regular assignment shall be

compensated for not less than two (2) hours at the current overtime rate.

Shift Differential

In the context of this section regarding Shift Differential, “regular schedule” also means

“permanent schedule” (30 days or more). Thus, a unit member working a schedule on a periodic
basis (less than 30 days) will not qualify for shift differential.

The unit member’s regular timesheet shall clearly indicate those hours worked beyond 4:00 p.m.

and/or beyond 10:00 p.m. Unit members eligible to receive shift differential compensation,
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12.7.1

12.7.2

12.8

12.8.1

12.8.2

pursuant to the provisions of Article 12.6, shall receive the same compensation for all days in
which they are in a paid status unless their shift changes to a shift for which shift differential
does not apply for a period of more than 20 days.

Swing Shift
A unit member who works at least 50% of his/her regular shift after 4:00 p.m. shall be paid a

shift differential of 5%. In the context of this section, Shift Differential, “regular schedule”
means the total number of hours worked on one particular day. Therefore, a unit member that
has a regular shift that requires more of their time to be worked after 4:00 p.m. on a single day
shall be compensated with a shift differential. The 5% differential will be applied only to those
hours worked beyond 4:00 p.m.

Graveyard Shift
A unit member who works at least 50% of his/her regular shift after 10:00 p.m. shall be paid a
shift differential of 7.5%. In the context of this section, Shift Differential, “regular shift” means

the total number of hours worked on one particular day. Therefore, a unit member that has a
regular shift that requires 50% or more of their time to be worked after 10:00 p.m. on a single
day shall be compensated with a shift differential. The 7.5% differential will be applied only to
those hours worked beyond 10:00 p.m.

Effects of Layoff
The District will notify the Federation of any contemplated layoff due to lack of funds or lack of

work.

Reason for Layoff

The only reason for layoff or a reduction of assigned hours shall be lack of funds or lack of

work. Length of service shall mean all hours in paid status, exclusive of overtime.

Notice of Layoff
Any layoffs shall take place upon thirty (30) days written notice. Any notice to the affected unit

member of layoff shall specify the reason for layoff, the identity by name and classification of
the employee designated for layoff, and information on his/her displacement rights, if any, and

reemployment rights.
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12.8.3

Order of Layoff

Layoff or a reduction in assigned hours will be based on seniority by classification. Employees

with the least number of hours of District employment will be the first to be laid off or have a
reduction in assigned hours if necessary, because of lack of work or lack of funds. Those laid off
would be eligible for reemployment for a period of thirty-nine (39) months in inverse order of

layoff.

12.8.4 Equal Seniority

12.8.5

12.8.5

12.8.7

If two (2) or more permanent unit members subject to layoff have equal class seniority, the

layoff determination of rights shall be by lot.

Reemployment Rights

Permanent laid off unit members are eligible for reemployment in the class from which they
were laid off for a thirty-nine (39) month period and shall be reemployed in the reverse order of
layoff. Their reemployment shall take precedence over other employment in the classifications
affected by said layoff.

Notification of Reemployment

A unit member who is laid off and is subsequently eligible for reemployment as provided for

herein, shall be notified in writing by the District.

Emplovee Notification to the District

A unit member shall notify the District in writing of his/her intent to accept or refuse
employment within ten (10) working days following receipt of the reemployment notice. Failure
by the unit member to tender the written notice to the District within ten (10) days as provided

for herein, shall be deemed a refusal of employment by said unit member.

The laid off unit member may decline two (2) offers of employment before relinquishing his/her

position on the list.
If a unit member on a reemployment list refuses the second offer of employment, no additional

offers will be made, and the employee shall be considered unavailable for work and have waived

any and all reemployment rights.
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12.8.8 Reemployment

Unit members who accept a position lower than their highest former class shall retain their
original thirty-nine (39) month rights to the higher position.

Layoff as used herein shall refer to separation from service or reduction in assigned time. Fringe
benefit coverage, if currently provided, shall continue for the duration allowed by the plan not to
exceed 30 days. Unit members given a notice of intended non-reemployment shall be entitled to
use three (3) days of available personal necessity leave for purposes of bonafide job interviews
with other prospective employers.

Alleged violations of this article shall be reviewable under existing judicial provisions,

administrative hearing procedures, or the grievance procedure in the Agreement.

Nothing herein provided shall preclude a layoff for lack of funds in the event of an actual and
existing financial inability to pay salaries of classified unit members, nor layoff for lack of work
resulting from causes not foreseeable or preventable by the governing board, without the notice
required by the sections above.

53



13.0

13.1

13.2

ARTICLE XIII
SAFETY CONDITIONS

The District shall provide safe working conditions for all unit members.
Determination of safe working conditions shall be made by the District and shall be in
compliance with all applicable health, safety, fire, and sanitation requirements imposed by

OSHA, State, Federal, City and/or County laws or regulations.

The District shall not discriminate against any unit member as a result of reporting any condition

believed to be in violation of section 2.0.

Safety Equipment

The District shall provide safety equipment necessary to allow unit members to complete

assigned tasks.

Employee Responsibility

It shall be the unit member’s responsibility to report to his/her supervisor any observed unsafe
physical conditions in the buildings or on the school premises. The report should be done
verbally as soon as the condition is recognized. The unit member shall file a maintenance repair
request with his/her appropriate supervisor. One (1) copy shall be retained by the unit member
and one (1) forwarded to the Federation. Work/repair requested shall be done within a
reasonable period of time. It shall be the District’s responsibility to investigate unit member
reports, as described herein, and assess the physical condition reported; take appropriate action
and correct unsafe conditions following appropriate safety condition regulations as set forth by
the California Occupational Safety and Health Act and Board policy and administrative

regulations of the District.

It shall be the obligation of each unit member to work in a safe manner and not create hazards.
It shall be the responsibility of any unit member who is the victim of an assault or battery in
connection with his/her employment to verbally report the incident to his/her immediate

supervisor at the earliest possible time and to submit a written report of the incident to his/her

immediate supervisor at the earliest possible time.
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13.3

13.4

13.5

13.6

District Responsibility

It shall be the responsibility of the immediate supervisor to report the incident to the office of the
Superintendent/President and such other authorities as deemed appropriate by the District with

the least possible delay.

It shall be the responsibility of the District to provide, upon request by the involved unit
member(s), appropriate non-confidential, as determined by the District, information relating to

an incident of assault and/or battery.

Except in disaster or emergency situations as determined by the District, the District shall not

require an employee to work in a life-endangering condition.

Unbhealthful Conditions

In the event that unhealthful conditions on campus cause the dismissal of all student and all

faculty staff members, classified unit members shall be relieved from work assignments without

loss of pay.

Drills
Classified unit members shall be allowed to participate in all disaster and earthquake drills,
including leaving the campus or work locations for the remainder of the day if students and

faculty personnel are allowed to do so.

Safety Committee

A Work Environment/Safety Committee will be established to review and make
recommendations concerning health and safety conditions, including in-service training and safe

use of all equipment. The Federation shall be represented on the committee.
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14.0

14.1

14.2

14.2.1

ARTICLE XIV
GRIEVANCE

General Provisions

A grievance is defined as an allegation that there has been a misapplication or misinterpretation
of a specific term of this Agreement and that by reason of such allegation the grievant believes

that his/her rights have been adversely affected.

The respondent in all cases shall be the District itself rather than any individual. The Federation
may grieve with respect to an alleged violation, misapplication, or misinterpretation by the
District of an article or term in this Agreement; or on behalf of a grievant, to carry the grievance
on his/her behalf.

The grievant may have a Federation representative present at all levels of this procedure.

Informal Level

Before filing a formal written grievance, the grievant shall make a reasonable attempt to resolve
it by means of an informal conference with his/her immediate administrator. Either the grievant
or immediate administrator may have a witness present at said informal conference providing

twenty-four (24) hours advance notice is given to the other party.

Formal Level

Level

If a unit member wishes to initiate a formal grievance, he/she must do so within ten (10)
workdays after the occurrence of the act or omission giving rise to the grievance by presenting
such grievance in writing to his/her immediate administrator. If neither the grievant nor the
Federation had actual or constructive knowledge of the occurrence of the grievable act or
omission, and could not with the exercise of reasonable diligence have known about it, then the
ten (10) day time limit shall begin to run on the date upon which either the grievant or Federation

knew or could have reasonable diligence have known of the occurrence.
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14.2.2

14.2.3

The written statement shall be a clear and concise statement of the grievance, including the
specific provisions of the Agreement alleged to have been violated, misapplied or
misinterpreted; the circumstances involved; and the specific remedy sought.

The written statement described herein shall be submitted on a jointly-developed Grievance
Form provided by the District, and said statement shall not be changed at later levels of the

grievance procedure, as described in this article.

Either party may request a personal conference with the other party. The administrator shall
communicate a decision to the unit member within ten (10) workdays after receiving the

grievance and such action will terminate Level .

Level I
In the event the grievant is not satisfied with the decision at Level I, the grievant may appeal the
decision in writing to the vice president of the area or his/her designee within ten (10) workdays

after the termination of Level 1.

This written appeal described herein shall be submitted on a Level II Grievance Form provided
by the district, and shall include a copy of the original grievance, the decision rendered at Level
I, and a clear, concise statement of the reasons for the appeal. Either the grievant, vice president

or his/her designee may request a personal conference.

Level 111
In the event the grievant is not satisfied with the decision at Level 11, the grievant may appeal the
decision in writing to the Superintendent/President or his/her designee within ten (10) workdays

after the termination of Level 1I.

The written appeal described herein shall be submitted on a Level III Grievance Form provided
by the District, and shall include a copy of the original grievance, at Level I and Level 11, and a
clear, concise statement of the reasons for the appeal. Either the grievant or the

Superintendent/President or his/her designee may request a personal conference.

The Superintendent/President or his/her designee shall communicate a written decision within

ten (10) days after receiving the appeal and such a decision will terminate Level II1.
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14.2.4

14.2.5

14.3

14.4

14.5

Mediation

The parties mutually agree that all disagreements and grievances related to or arising under this
Agreement which cannot be resolved by direct negotiation will be submitted to at least one (1)
session of voluntary and confidential mediation before a mutually acceptable Mediator appointed
by the Center for Dispute Resolution in Santa Monica, California.

The mediation agreement, and any statements made by the parties in mediation, shall be kept

confidential and shall not constitute precedent, unless the parties agree otherwise.

The costs of mediation shall be shared equally by the parties unless they agree otherwise.

Level IV
In the event the grievant is not satisfied with the decision at Level III, the grievant may appeal
the decision in writing to the Board of Trustees within ten (10) workdays of the termination of

Level III. The grievant may request a hearing at this level. If requested, it shall be granted.
This written appeal described herein shall be submitted on a Level IV Grievance Form provided
by the District and shall include a copy of the original grievance, the decisions rendered at Level

I, II, and III, and a clear and concise statement of the reasons for the appeal.

The Board of Trustees shall communicate a written final and binding decision by the second

meeting after such appeal is filed by the grievant.

Failure to Meet Time Limits

Time limits thereunder may be lengthened or shortened in any particular case only by mutual
written agreement. The parties will attempt in good faith to adjust time limit problems which

occur above Level I as a result of the summer recess.

Reasonable Released Time

Grievance meetings normally will be scheduled by the District and Federation at mutually

acceptable times. Reasonable release time shall be granted for the processing of grievances.

Confidentiality

In order to encourage a professional and harmonious disposition of unit members’ complaints, it
is agreed that from the time a grievance is filed until it is processed through completion, neither
the grievant, the Federation nor the District shall make public either the grievance or evidence

regarding the grievance.
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14.6  No Reprisal
There shall be no reprisal against a unit member for filing a grievance or assisting a grievant in
the above procedure.

14.7  Grievance Files

The District’s records dealing with the filing and processing of a grievance shall be maintained
separately from the grievant’s personnel file.
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Probationary O Annual O Special O
3 6 9 12 Mo.

ANTELOPE VALLEY COLLEGE
CLASSIFIED EVALUATION

Name Date
Classification: Dept.
Definition of Ratings: E = Exceed Expectations S = Satisfactory U = Unsatisfactory
Clearly exceeds standards Meets standards Requires immediate attention to achieve
established for job established for job  a minimum level of performance
PERFORMANCE FACTORS E S U COMMENTS
, O O
Work Quality:
Consider the extent to which work is accurate, neat, well
organized, and thorough.
Work Habits: O O
Consider the employee’s effectiveness in organization and
use of time.
O O
Working Relations:
Measurement of ability to work with and through others.
Ability to work effectively as part of a group.
Meeting Work Commitments: 0 0

Extent to which the employee completes work assignments and

follows established procedures.

O

Demonstration of Initiative:

Extent to which the employee shows ingenuity in initiating job

duties. Readiness to take action.

O

Dependability and Reliability: 0

Can be relied upon to carry out responsibilities of the position

with minimal supervision.

O

O O
Attendance & Punctuality:
Consider the employee’s attendance and tardiness.
Safety: 0 0
Complies with District safety policies and practices.
Operates equipment and/or vehicles in a safe manner.
Reports any unsafe conditions.
Communications Skills: u u

Ability to get a verbal or written message across in a clear,
organized, and appropriate manner. Ability to understand

instructions.
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A. Employee Strengths: Discuss areas in which the employee has demonstrated significant strengths or abilities.

B. Improvement Needs: Based on overall performance, discuss areas in which employee demonstrates need

for improvement.

C. Development Plan: Based on improvement needs.

(1) Development Need:

2) Development Plan/Approach:

3) Results Timeline:

Evaluator’s Signature Date

Employee’s Comments: (attach additional sheet if needed)

Employee’s Signature Date
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Memorandum of Understanding

All issues related to calendar (starting and ending dates of the semester, summer session and
intersession; starting and ending class times; holidays; flex days; orientation; parts of term; days counted
as instructional days) shall be referred to the Calendar Committee, a campus-wide standing committee.
The committee will have co-chairs consisting of the vice president of student services and either the
AVCFT or AVCFCE representative in alternate years. Each year, the committee shall recommend a
calendar to the presidents of the District, AVCFT and AVCFCE for final approval through a
memorandum of understanding in time to meet the College’s timelines.
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