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ARTICLE 1  

AGREEMENT 

1.1 This is an Agreement made and entered into this 15th day of November 2022 , by and 
between the Siskiyou Joint Community College District (hereinafter referred to as 
"District"), and Chapter No. 581 of the California School Employees Association 
(hereinafter referred to as "CSEA"), together hereinafter referred to as (“the Parties”). 
This Agreement is entered into pursuant to the provisions of the Rodda Act, California 
Government Code Sections 3540- 3549.1. 
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ARTICLE 2  
 

RECOGNITION 

 

 
Acknowledgment – The District hereby acknowledges that CSEA is the exclusive bargaining representative for all 
classified employees holding those positions described in Appendix “A,” attached hereto and incorporated by 
reference as a part of this Agreement. All newly created classified positions, except those that lawfully are 
management, confidential or supervisory shall be assigned to the bargaining unit. 
 
Scope of Representation - The scope of representation shall be limited to matters as determined by the Public 
Employment Relations Board, hereinafter referred to as PERB, and provided by law. Nothing herein may be construed 
to limit the right of the District to consult with CSEA on any matter outside the scope of representation. To the extent 
that any agreement arrived at through consultation is reduced to writing and embodied in this Agreement or any 
addendum to this Agreement, the provisions shall be binding on all parties. 

 
 

 

2.1 Exclusions 
 

All management, supervisory, confidential, substitute, volunteer and short-term 
personnel are excluded from this bargaining unit. 

 

2.2 Other Matters 
 

 
2.2.1 A Classified Senate was established and approved by the Board on September 

11, 2018. The Senate shall be the exclusive representative for matters contained 
in Assembly Bill 1725 of1989 (Participatory Governance). Classified staff are 
represented by the Classified Senate on advisory groups and at the Board table 
to ensure they have an opportunity to make recommendations, promote 
communication, and present their opinions on appropriate matters. 

2.2.2 Should the Classified Senate for any reason be dissolved, CSEA would resume 
the responsibility of Participatory Governance. 

 

Move language to Article 20 Filling of Vacancies (20.7) 
 



4 | P a g e  
Siskiyou Joint Community College District 
Bargaining Agreement with California School Employees Association (Classified Staff) 

 

 
 
 
 
 
 
 
 
 
 
 

 

 
 
 
 
 

Continues on next page… 



5 | P a g e  
Siskiyou Joint Community College District 
Bargaining Agreement with California School Employees Association (Classified Staff) 

 

ARTICLE 3  
 

DEFINITIONS 
 

3.1 "Act" means California Government Code Sections 3540-3549.1 (Rodda Act). 
 

3.2 "Anniversary Date" shall be defined as the first date of employment for regular 
employees. This date shall prevail in matters of earned vacation time and for the new 
employee’s probationary period. 

 

3.3 “Calendar Year” is January 1 through December 31. 
 

3.4 “Classification” is any group of positions sufficiently similar in duties; responsibilities and 
authority that the same job title, minimum qualifications, and salary range are 
appropriate for all positions in a class. 

 
3.5 "Daily Rate of Pay" means the employee's hourly wage multiplied by the employee's 

daily work assignment in hours. 
 

3.6 "Day" is any day when the District administrative offices are open for business. 
 

3.7 “Domestic Partners” are two adults who have filed a Declaration of Domestic 
Partnership with the California Secretary of State and met the requirements of 
California Family Code Section 297 at the time of filing. 

 

3.8 "Employee" means any classified employee of the District whose assigned job 
classification and title is among those included in the recognized bargaining unit and is 
specifically included among those job titles contained in Appendix A of this Agreement. 

 

3.9 “Fiscal Year” is July 1 through June 30. 
 

3.10 “Grievance” is any complaint related to an alleged violation of the provision of this 
contract filed by CSEA in accordance with Article 6. 

 
3.11 “Hire Date, Seniority” refers to the first day an employee is in paid status in a bargaining 

unit position. 
 

3.12 "Hourly Rate" means hourly compensation, based on 173.33 hours per month of 
monthly salary. 

 

3.13 "Immediate Family" means the mother, father, grandmother, grandfather, or a 
grandchild of the employee, the spouse, or the domestic partner of the employee, son, 
son-in-law, daughter, daughter-in-law, brother or sister of the employee, child, step- 
parents, step- children, step-brother, step-sister, brother-in-law, sister-in-law, of the 
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employee or of the spouse or domestic partner of the employee, or any person living in 
the immediate household of the employee, spouse, or domestic partner. 

 

3.14 “Immediate Supervisor” is the employee outside the CSEA bargaining unit having direct 
supervisory authority over the employee. 

 

3.15 "Paid Status" means any hours during which the employee is compensated by the 
District. 

 
3.16 “Probationary Employee” a classified employee who has not completed their 

probationary period. 
 

3.17 "Reclassification" is the act of moving a position from one classification to another 
based upon an increase in tasks, and increased responsibility & knowledge. 

 

3.18 “Regular Employee” a classified employee who has completed their probationary 
period. 

 

3.19 "Short-term employee," in accordance with Education Code section 88003, means any 
person who is employed to perform a service for the district, upon the completion of 
which, the service required or similar services will not be extended or needed on a 
continuing basis. Before employing a short-term employee, the governing board, at a 
regularly scheduled board meeting, shall specify the service required to be performed 
by the employee pursuant to the definition of "classification", and shall certify the 
ending date of the service. The ending date may be shortened or extended by the 
governing board, but shall not extend beyond 75 percent of a school year. 

 
3.20 "Substitute employee," in accordance with Education Code section 88003, means any 

person employed to replace any classified employee who is temporarily absent from 
duty. In addition, if the district is then engaged in a procedure to hire a permanent 
employee to fill a vacancy in any classified position, the governing board may fill the 
vacancy through the employment, for not more than ninety (90) calendar days, of one 
or more substitute employees (See Article 20). 
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ARTICLE 4  
 

MANAGEMENT RIGHTS & RESPONSIBILITIES 
 

4.1 Management Rights 
 

The Board, on its own behalf and on behalf of the electors of the District, hereby retains 
and reserves unto itself, without limitation, all powers, rights, authority, duties, and 
responsibilities conferred upon and vested in it by the laws and Constitution of the State 
of California, and of the United States, including, but without limiting the generality of 
the foregoing, the right: 

 

4.1.1 The executive management organization and administrative control of the 
District and its properties and facilities, and the activities of its employees; 

 
4.1.2 To direct the work of its employees, determines the time and hours of 

operations and determine the kinds and levels of service to be provided and the 
methods and means of providing those services. 

 
4.1.3 To hire all employees, and, subject to the provisions of the law, to determine 

their qualifications and the conditions for their continued employment, 
discipline, dismissal or demotion; and to promote, assign, and transfer all such 
employees; 

 

4.1.4 To establish educational policies, goals and objectives; to ensure 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 

 

4.1.5 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. 

 
4.2 Exercise of Management Rights 

 

The exercise of the forgoing powers, rights, authority, duties, and responsibility 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 express terms of this agreement and then only to the extent such 
specific and express terms hereof are in conformance with the Constitution and laws of 
the State of California and the Constitution and laws of the United States. 
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4.2.1 The exercise of the foregoing rights of the Board shall not be subject to review 
or determination through the provisions of the grievance procedure, Article 6. 

 

4.2.2 The District requires that each employee advise the office of Human Resources 
of their current home address and mailing address if different and phone 
number. 

 

4.3 Policy Modifications in Case of Emergency 
 

The District retains its right to amend, modify or rescind policies and practices referred 
to in this article in case of emergency. For purposes of this article emergency shall 
include disasters resulting from storms, flood, fire or other calamitous events which 
affect the health, safety, convenience and welfare of the public or college. 
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ARTICLE 5  
 

ASSOCIATION RIGHTS/ ORGANIZATIONAL SECURITY/ PAYROLL DEDUCTION FOR DUES 
 

5.1 CSEA Rights 
 

5.1.1 CSEA shall enjoy all rights, duties, and burdens provided in the Act. 
 

5.1.2 In addition, CSEA shall be supplied with a complete seniority roster of all 
bargaining unit employees annually on October 1. 

 

5.1.3 Unit members have 15 days to review their seniority calculations and request 
clarification from the Human Resources Department via email. 

 
5.1.4 The right to review bargaining unit employees' personnel files and any other 

records dealing with employees when accompanied by the employee, or upon 
presentation of written authorization signed by the employee. 

 

5.1.5 Any notification required by this Agreement or by law shall be made in writing 
and delivered to the CSEA campus mailbox and/or to the CSEA Chapter 
President’s email. 

 
5.1.6 Any notices delivered to the District by CSEA shall be delivered to the 

Superintendent/President’s campus mailbox or email. 
 

5.2 CSEA Chapter President shall provide the District Superintendent/President and 
designee with a written list of official union officers, members of the Association 
negotiating team, and job stewards upon the beginning of each calendar year or when 
changes are made. 

 

5.3 Release Time 
 

CSEA representatives shall have reasonable release time (time off without loss of 
compensation) to fulfill their duty of office, fair representation in representing unit 
members, negotiating with the District, and processing grievances pursuant to the Act. 

 
Each steward, and negotiation team member shall request release time, as far in 
advance of the need as possible, before leaving the workstation to perform CSEA 
business. In the event the immediate supervisor is not available for this decision, such 
request may be made to the Chief Human Resources Officer (CHRO), or designee. The 
District and CSEA recognize that effective resolution of unanticipated crisis situations 
may involve some interruption of District business. 
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5.3.1 Negotiations Team 
 

CSEA will identify no more than three (3) members for the Negotiating Team, 
and one (1) additional member to serve as a note taker. CSEA will identify one of 
the team members as the Lead Negotiator. 

 

5.3.2 Negotiating Team members will receive release time for hours of work actually 
missed. All hours spent for negotiations will be considered as hours in paid 
status. However, overtime or compensatory time shall not be applicable. Upon 
mutual consent, negotiation sessions may be scheduled or extended into non- 
working hours. One (1) hour caucus time prior to or after each negotiating 
session will be provided to the negotiation team of CSEA. 

 
5.3.3 Job Stewards 

 

Members may be designated as job stewards to represent CSEA members in the 
processing of grievances and disciplinary matters. Stewards shall confine 
informal meetings with employees to periods of time when neither employee is 
on duty. District investigations and meeting requests by the District will be 
granted release time. 

 

5.3.4 CSEA Meetings 
 

CSEA members shall receive reassigned time to attend one CSEA chapter 
meeting per month. This release time shall be limited to no more than one (1) 
hour per month and/or special meeting. CSEA shall provide a roster of those 
employees in attendance at each meeting to Human Resources. Any employee 
taking the described released time shall utilize said time only for attendance at 
the chapter meeting. Failure to do so shall constitute absence without leave, and 
the employee’s salary shall be docked for the period of absence. 

 

5.3.5 CSEA and the Chief Human Resources Officer (CHRO) agree to determine 
additional release time for authorized CSEA representative activities. 
Additional activities include but are not limited to regular problem-solving 
meetings with the CHRO and delegates to CSEA’s annual conference. 

 
5.3.6 Release Time Committee Meetings 

 
In support of the Classified Unit members participating in Governance, Standing 
and Workgroup committee meetings, release time shall be permitted with 
advance planning and notification of their immediate supervisor. 
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5.3.7 The District shall provide paid release time for up to a total of 64 hours for 
elected delegates to attend the CSEA Annual Conference, upon approval of the 
immediate supervisor and the District’s business needs. 

 

5.3.8 The District shall provide for one (1) CSEA representative to participate in new 
hire orientation for unit employees to present CSEA union information, such as 
officer listing, the enrollment process, and CSEA member benefits. 

 
5.3.9 CSEA will be provided use of College/District e-mail, website and/or web page 

access, voicemail, mailboxes, bulletin boards, meeting rooms, and video 
conference systems consistent with and subject to current District and College 
usage policies. If needed, a copier code will be provided for CSEA use and billed 
at the personal copy rate for copies. Those charges will be billed at least 
annually. 

 

5.3.10 Following Board of Trustees approval of a new Collective Bargaining Agreement 
(CBA), CSEA shall have the right to conduct a one-hour informational session for 
all unit employees at a mutually agreed upon time during regular working hours. 

 
5.4 Organizational Security 

 

5.4.1 A CSEA representative shall distribute membership applications to new hires at 
the employee’s initial orientation. Anyone asking about Janus v. American 
Federation of State, County, and Municipal Employees, Council 31, et al., 585 US 
_ (2018) shall be referred to the CSEA Labor Relations Representative. CSEA 
shall defend and indemnify the District for any claims arising from its 
compliance with this clause. This agreement shall satisfy the District’s duty to 
bargain effects of Janus decision. 

 

5.4.2 The District shall not interfere with the terms of any agreement between the 
CSEA and the District’s employee with regard to that employee’s membership in 
CSEA, but instead refer any questions to a CSEA representative. 

 

5.4.3 At the end of each month, the District will submit a file of all CSEA new hires and 
all dues/contributions during that month to CSEA Statewide. The District will 
submit a file of the union membership information required by CSEA Statewide 
at the end of January, May, and September. 

 
5.4.4 The State and Local CSEA agree to indemnify and hold the District harmless 

against any and all liabilities, claims, or actions which may be brought against 
said District or the District Board of Trustees, individually or collectively, its 
officers, employees and agents, including reimbursement for all cost, expenses, 
fees and judgements incurred by the District in providing an effective defense 
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against all lawsuits or other legal proceedings arising out of or in connection 
with this Article. 

 

5.5 Payroll Deductions for Dues/Contributions 
 

5.5.1 CSEA members that have dues/contributions voluntarily deducted shall sign and 
submit to a CSEA representative a salary redirection agreement authorizing 
specified deductions in accordance with the schedule and options adopted by 
CSEA. These include membership dues, local and Victory Club contributions. 
Such authorization shall continue in effect from year to year unless revoked in 
writing. 

 
5.5.2 Pursuant to such authorization, the District shall deduct initiation fees and dues 

in accordance with the dues & fees schedules from the regular salary check of 
the employee each month until dues reach the maximum allowed by CSEA 
pursuant to guidelines from CSEA Statewide. 

 

5.5.3 CSEA members shall not be obligated to pay dues/contributions to CSEA until 
the next feasible payroll period after joining CSEA. 

 
5.5.4 CSEA and the District agree that neither any employee nor the CSEA shall have a 

claim against the District for any deductions made or not made, unless a claim 
of error is made in writing to the employer within 30 calendar days after the 
date such deductions or revocations were or should have been made. 

 
5.5.5 Should a concerted activity as defined in Article 19 by employees covered in this 

agreement occur, the District may exercise its right to immediately discontinue 
payroll deductions. 

 
5.5.6 There shall be no charge by the employer to CSEA for regular membership 

dues/contributions. 
 

5.5.7 CSEA and the District agree to furnish any information needed by either party to 
fulfill the provisions of this Article. 
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ARTICLE 6  
 

GRIEVANCE PROCEDURE 
 

Most grievances arise from misunderstanding or disputes that can be settled promptly and 
satisfactorily on an informal basis at the immediate supervisory level. The parties agree that 
every effort will be made to settle grievances at the lowest possible level. The filing of a 
grievance shall not be construed as reflecting unfavorably upon an employee's good standing, 
performance, or loyalty or desirability to the organization. Employees, employee 
representatives and all other persons involved in the presentation of and/or responses to a 
grievance will be free from restraint, interferences, coercion, discrimination, reprisal, or 
retaliation. 

 
6.1 Definitions: 

 

6.1.1 A "grievance" is any written complaint of a bargaining unit employee(s) 
involving an alleged violation, misapplication or misinterpretation of the specific 
provision of this Agreement. “Grievance” is also any written complaint of the 
CSEA involving an alleged violation, misapplication or misinterpretation of the 
specific provision of this Agreement. 

 
6.1.2 A “grievant” in any bargaining unit employee and/or CSEA. 

 
6.1.3 For purposes of this grievance policy, a “working day” is any full day in which 

the District business offices are open for business. 
 

6.1.4 The “immediate supervisor” is the first supervisor/manager assigned to 
supervise the grievant. 

 
6.2 Grievant Rights 

 

6.2.1 Any employee may present grievances relating to a contract dispute to the 
District and have such grievances adjusted without the intervention of a CSEA 
representative as long as the adjustment is not inconsistent with the terms of 
this Agreement. 

 
6.2.2 The employer shall not agree to the adjustment or resolution of the grievance 

until the employee or CSEA representative has received a copy of the grievance 
and the proposed resolution and has been given the opportunity to file a 
response. 

 

6.2.3 Within the time limits, any involved party may request a personal conference at 
any time during each step of the grievance process. 
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6.2.4 A grievant may withdraw or terminate a grievance at any time of the grievance 
procedure by serving written notice of the employee’s intent to the Chief 
Human Resources Officer (CHRO). 

 

6.2.5 A grievant shall receive paid release time to attend scheduled meetings with the 
CSEA representative and/or the District for grievance resolution. 

 

6.2.6 Unit Member Legal Rights: Nothing contained herein shall deny to any unit 
member right under state or federal constitution laws. 

 

6.3 Time Limits & Meeting Schedules 
 

6.3.1 If CSEA fails to respond to or meet a timeline under any step in this Article, the 
grievance shall be deemed withdrawn. If the District fails to respond to, or 
meet, a timeline under any step in this Article, the grievance shall automatically 
proceed to the next step. 

 

6.3.2 Time limits provided in this Agreement may be extended by mutual agreement 
when signed by the parties. 

 

6.4 Informal Level, Immediate Supervisor 
 

6.4.1 Before filing a formal written grievance, the grievant shall attempt to resolve it 
by scheduling and attending an informal conference with their immediate 
supervisor. The bargaining unit employee may be accompanied by their CSEA 
representative at informal grievance resolution meetings with the immediate 
supervisor(s), and at any other level. 

 

6.5 Formal Level, Level I, Immediate Supervisor 
 

6.5.1 Within ten (10) working days after the occurrence of the act or omission giving 
rise to the grievance or the date on which the grievant should have reasonably 
known of the act or omission, the grievant shall present their grievance in 
writing on the Appendix E Grievance Form to their immediate supervisor. 

 

6.5.2 This statement shall be a clear, concise statement of the circumstances giving 
rise to the grievance, citation of the specific article, section, and paragraph of 
this agreement that is alleged to have been violated, the decision rendered at 
the informal conference, and the specific remedy sought. 

 
6.5.3 The supervisor or designee shall communicate their decision to the bargaining 

unit employee in writing within ten (10) working days after receiving the 
grievance. A failure on the part of the supervisor to communicate a decision 
within this time period shall automatically refer the grievance to Level II. 
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6.5.4 If the grievant is not satisfied with the decision of the supervisor at Level I, they 
may within ten (10) working days submit an appeal of the decision to Level II. 

 

6.6 Formal Level, Level II, Next Level Managers 
 

6.6.1 An appeal of the grievance from Level I shall be submitted to the next level 
manager on the Grievance Form. The appeal 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. The next level manager shall submit to the grievant a 
decision within ten (10) working days of the receipt of the appeal. A failure on 
the part of the next level manager to communicate their decision within this 
time period shall automatically refer the grievance to Level III. 

 
6.6.2 If the grievant is not satisfied with the decision of the next level manager, the 

grievant may, within ten (10) working days, submit an appeal of the decision to 
Level III. 

 

6.7 Formal Level, Level III, Superintendent/President 
 

6.7.1 An appeal of the grievance from Level II shall be submitted to the 
Superintendent/President or the designee on the Grievance Form. The appeal 
shall include a copy of the original grievance, the decision rendered at Level I 
and Level II, and a clear, concise statement of the reasons for the appeal. The 
Superintendent/President or designee shall submit to the grievant a decision 
within ten (10) working days of the receipt of the appeal. A failure on the part of 
the Superintendent/President or designee to communicate their decision within 
this time period shall automatically refer the grievance to Level IV. 

 
6.7.2 If the grievant is not satisfied with the decision at Level III, the grievant may 

request CSEA to submit it to Level IV on the employee’s behalf. 
 

6.7.3 Only upon agreement by CSEA and the grievant shall the grievance go forward 
to Level IV 

 
6.8 Formal Level, Level IV, Mediation 

 
6.8.1 CSEA shall, on behalf of the grievant, request a mediator from the California 

State Mediation and Conciliation Service (C.S.M. & C.S.) within ten (10) working 
days of the receipt of the Level III decision. 

 

6.8.2 If there is no resolution from mediation, then CSEA may submit the grievance to 
Level V. 
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6.9 Formal Level, Level V, Advisory Arbitration 
 

6.9.1 Arbitrated Grievance: If CSEA is not satisfied with the decision at Level IV, CSEA 
may submit the grievance to arbitration on the Grievance Form. As soon as 
possible, the district and CSEA shall select an arbitrator from the C.S.M. & C.S. 
by the method of alternate striking from a list of arbitrators supplied by C.S.M. 
& C.S. The request for such list shall be made by the district within ten (10) 
working days of the receipt of the District Classified Grievance form notifying 
the district of the intent to move to arbitration. 

 
6.9.2 The striking and resultant request for an arbitration hearing date shall be made 

by the district and CSEA as soon after receipt of the arbitrator list as possible. 
 

6.9.3 The arbitrator shall render a recommendation to the Board of Trustees as soon 
as possible. With the agreement of the grievant, a request may be made for a 
hearing bench decision. The arbitrator shall not have the authority to delete, 
add to, or otherwise modify the provisions of this agreement. The arbitrator’s 
authority shall be limited to deciding whether the district has violated, 
misinterpreted or misapplied the referred to express provision of this 
agreement and such decision shall not imply obligations and conditions to 
restrict the district in its administration of the terms of this agreement; it being 
understood that any matter not specifically set forth herein remains within the 
management rights of the district. 

 
6.9.4 The decision of the arbitrator shall be advisory. 

 
6.9.5 Each party shall bear the costs of preparing and presenting its own case in 

arbitration. All fees and expenses of the arbitrator shall be shared equally by the 
District and CSEA. 

 

6.10 Final Decision, Board of Trustees 
 

6.10.1 The decision of the arbitrator within the limits herein prescribed shall be in the 
form of a recommendation to the Board of Trustees. The board shall undertake 
review of the advisory recommendation at its next regulatory scheduled 
meeting and take formal action accepting or rejecting the advisory 
recommendations. If a request for review is filed with the board at least five (5) 
working days before the board meeting, the board may permit oral arguments 
by representatives of the parties, but only in the presence of one another. The 
board shall then render a decision on the matter, which decision shall be final 
and binding on all parties. 
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If the board does not render such a decision within forty-five (45) working days 
of the board meeting, then it shall be deemed to have adopted the 
recommendations of the arbitrator. 

 

6.10.2 The fees and expenses of the arbitrator shall be borne equally by the District 
and CSEA. 

 

6.11 Employee Processed Grievance 
 

6.11.1 An employee covered by this agreement may present a grievance directly and 
have such grievance adjusted without intervention of CSEA as long as the 
adjustment is not inconsistent with the terms of this agreement. CSEA shall be 
provided copies of any grievances filed by employees directly and any responses 
by the district. Prior to any resolution of any grievance, CSEA shall be provided 
with a copy of the proposed resolution for review. 

 

6.12 Association Grievance 
 

6.12.1 If a grievance involves the same grievable issues and the same or similar facts 
and/or the employees grieving have different immediate supervisors, and/or 
the grievance involves an alleged district-wide misinterpretation of this 
agreement, the grievance may be submitted by CSEA on the group’s behalf at 
Level III. 

 
6.13 Grievance Witnesses 

 

6.13.1 The District shall grant reasonable release time to any District employee who is 
a witness in connection with the grievance procedure. Said employee shall be 
placed on an on-call status as a witness, and shall return to work immediately 
after their testimony is taken. 

 

6.14 Separate Grievance File 
 

6.14.1 All materials concerning an employee’s grievance shall be kept in a file separate 
from the employee’s personnel file and shall be maintained by the Chief Human 
Resources Officer (CHRO) and be available for inspection only by the employee 
or designee and the CHRO. 
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ARTICLE 7  
 

LEAVES 
 

7.1 Sick Leave 
 

7.1.1 All regular twelve-month employees shall be entitled to twelve (12) days or 96 
hours of paid sick leave each fiscal year earned at the rate of one (1) day (8 
hours) per full-time month of employment. Sick leave is prorated on an hourly 
basis for employees whose assignments are less than full time or less than 12 
months. 

 

7.1.2 Unused sick leave shall accrue from year-to-year. 
 

7.1.3 An employee absent for more than three (3) consecutive working days may be 
required to present a statement from their health care provider indicating the need 
for the absence and/or the ability of the employee to return to work with or 
without any identified limitations and approximate return date. Notification 
will be submitted to the Human Resources Office and to the immediate 
supervisor. 

 
7.1.4 At the beginning of each fiscal year, every regular employee shall receive a sick 

leave allotment credit for the year. An employee may use credited sick leave at 
any time during the year. An employee may use credited sick leave at any time 
during the year for illness, injury or healthcare appointments. 

 

7.1.5 When applicable and upon exhaustion of other benefits, additional extended 
unpaid sick leave may be granted to a regular employee by the 
Superintendent/President or designee. Unpaid sick leave requests can be up to 
six (6) months and may renew for one (1) additional period not to exceed six (6) 
months for a maximum of twelve (12) months. 

 

7.1.6 Newly hired employees shall receive a prorated sick leave allotment from the date 
of hire through the end of the fiscal year in which they are hired. 

 

7.1.7 When a unit member's employment terminates and more sick leave has been 
used than earned, the amount used but not earned shall be deducted from the 
final pay warrant. 

 

7.1.8 When a unit member is absent from duties on account of illness or injury for a 
period of five (5) months or less, the amount deducted from the salary due to 
the unit member for any month in which the absence occurs, shall not exceed 
the sum actually paid any substitute employee employed to fill the position 
during the absence. 
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7.1.9 Classified employees shall notify their immediate supervisors of absences as 
soon as the need for the absence is known, but no later than their normal 
starting time, except in cases of an emergency. 

 

7.1.10 A unit member who has been employed for a period of one (1) calendar year or 
more as a classified employee by another public California school district 
(including CCC, CSU, and UC) and accepts employment with College of the 
Siskiyous within one (1) year of separation with the former district, may transfer 
all illness absence credit (sick leave) accumulated with the former district, unless 
the separation was by termination. (Ed Code 8820). 

 
7.2 Personal Necessity Leave 

 

In any fiscal year, employees of the bargaining unit may use a maximum of seven (7) 
days (or 56 hours for 12-month, 40-hour employees) of earned sick leave pursuant to 
Section 7.1 of this Article, for matters of personal necessity. Unused personal necessity 
leave entitlement shall not be accumulated from year to year, and will revert to sick 
leave on June 30th of each year. Personal necessity shall be prorated based on 
employee’s regular work assignment for less than 12-month, 40-hour positions. 

 

For the purposes of this Section, "personal necessity" means: 
 

7.2.1 Death of a member of the employee's immediate family as defined in Section 
3.13, when additional leave is required beyond that provided in Section 7.5 of 
this Article. In addition, personal necessity may be used to attend the service of 
a person close to the employee who does not meet the immediate family 
definition. 

 

7.2.2 Accident involving the person or property of the employee, or a member of the 
employee’s immediate family. 

 

7.2.3 Appearance in any court or before any administrative tribunal as a litigant, party 
or witness under subpoena or any order made with jurisdiction. 

 

7.2.4 With prior approval, a unit member may exceed the maximum personal 
necessity leave noted in 7.6 and use their current and accumulated sick leave to 
attend to an illness or injury of a member of their immediate family, as defined 
in Article 3. The unit member must make a written request to the Chief Human 
Resources Officer (CHRO) or designee requesting to exceed their maximum 
number of personal necessity hours. 
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7.3 No Tell Leave 
 

7.3.1 Three of the seven days (or a total of 24 hours for 12-month, 40-hour 
employees) will be available for personal necessity and may be used due to 
reasons of a personal nature, and will be referred to as “No Tell” days. No Tell 
hours for less than 12-month, 40-hour employees shall be prorated based on 
their regular work assignment. The employee may maintain confidentiality by 
declining to state the nature of the personal necessity leave request. Advance 
notice to the supervisor is required, except in emergencies. 

 
7.4 Family and Healthcare Leave 

 

7.4.1 The District will comply with all applicable current state and federal laws with 
respect to Family Care Leave. Contact Human Resources for the most current 
information. 

 

7.5 Bereavement Leave 
 

7.5.1 A unit member shall be granted necessary leave of absence not to exceed three 
(3) days or five (5) days if travel is in excess of a three hundred (300) mile radius 
from the unit member’s primary worksite, on account of the death of any 
member of his/her immediate family. No deduction shall be made from the 
salary of such unit member nor shall such leave be deducted from leave granted 
by other Education Code, Articles of Agreement, or provided by the Governing 
Board of the District. 

 
7.6 Jury Duty 

 

7.6.1 Employees shall be entitled to as many days of paid leave as necessary for 
appearances in response to service as a juror before any duly convened court of 
law or Grand Jury. 

 

7.6.2 If the employee receives any juror's fee while on leave under this paragraph, 
such fees, except meals, lodging, mileage or parking fees, shall be remitted to 
the District. 

 
7.6.3 A unit member who serves a full day of jury duty [six (6) hours or more] is not 

required to report to work on that day (or evening, in case of evening shift unit 
members). If a unit member serves less than a full day of jury duty [less than six 
(6) hours], the unit member shall report to work for an amount of time equal to 
the balance of the shift. Unless it is impractical to do so, a unit member is 
expected to report to work prior to jury duty. 
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7.7 Industrial Leave 
 

7.7.1 Industrial injury or illness leave as used in this Article means any injury or illness 
whose causes can be traced to the performance of services for the District as set 
forth in state law related to Workers Compensation. (Ed Code 88192) 

 

7.7.2 In the event of an industrial injury or illness, notification from the attending 
healthcare provider must be reported to the Human Resources Office within 24 
hours, or the following business day of the visit. When acceptance of a claim has 
been established by the District, a regular employee shall be entitled to sixty (60) 
days noncumulative industrial injury or illness leave per year for the same 
injury/illness if taken off duty by a healthcare provider. 

 
7.7.3 When an industrial injury or illness occurs at a time when the full sixty (60) days 

will overlap into the next fiscal year, the employee shall be entitled to only that 
amount remaining at the end of the fiscal year in which the injury or illness 
occurred, for the same illness or injury. 

 

7.7.4 Industrial injury and illness leave shall be used in lieu of sick leave. Sick leave and 
other accumulated leave may be used when all industrial illness and/or accident 
leave has been exhausted. Periods of leave under this section shall not be 
considered a break in service. 

 
7.7.5 An employee who exhausts such leave shall be entitled to use sick leave benefits 

as provided in this Article. If the employee continues to receive workers' 
compensation while on sick leave, the employee may elect to use that portion of 
sick leave which, when added to the temporary disability compensation, is equal 
to the employee’s regular monthly salary. 

 

7.7.6 Payment for wages lost on any day shall not, when added to an award granted 
an employee under worker's compensation laws, exceed the normal wage for 
the day. 

 

7.7.7 Employees are required to give advance notice regarding their return to work 
date or an advance notice if they will not be returning on a previously set return 
date. Prior to returning to work the employee and the District must participate 
in an interactive process in order to accommodate any restrictions the 
employee may have as a result of the injury/illness. 

 
7.7.8 During all paid leaves of absence under this section, the employee shall endorse 

to the District wage loss benefit checks received under a workers' compensation 
award. The District in turn shall issue payment of wages or salary after normal 
deductions, including retirement and authorized contributions are made. 
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7.7.9 When all leaves, paid and unpaid, have been exhausted and if the employee is 
not able to return to his/her position, the employee shall be placed on a 
reemployment list for 39 months and shall be reemployed in a vacant position of 
the same classification when it becomes available unless a reemployment list 
exists based on seniority. 

 

7.8 Military Leave 
 

7.8.1 Any employee shall be granted all rights to military leave as contained in law 
arising out of exercise of military duty. (Ref EC and Military Veterans Code.) 

 
7.9 Miscellaneous Leave Provisions 

 

7.9.1 No absence under any paid leave provision of this Article shall be considered a 
break in service for any employee in paid status, and all benefits accruing under 
the provisions of this agreement shall continue to accrue during such absence. 

 

7.9.2 Paid and unpaid leaves may be approved at the discretion of the 
Superintendent/President or designee for reasons not specified under other 
leave provisions of this Agreement. These leave requests can be up to six (6) 
months and may renew for one additional period, each not to exceed six (6) 
months. Employees may request leave for training and study under this section. 

 
7.10 Catastrophic Leave 

 

7.10.1 Catastrophic Leave is a paid leave of absence due to a catastrophic illness or 
injury of the employee or the employee's spouse, parent, or child. 

 

7.10.2 Catastrophic illness or injury is defined as 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 which incapacity 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. (Ed Code 87045) 

 
7.10.3 Regular employees who have successfully completed one (1) year in paid status 

and have exhausted all accrued sick leave, vacation leave, and compensatory 
time shall be eligible for Catastrophic Leave. 

 

7.10.4 Requests for catastrophic leave must be made by or on behalf of the employee 
in writing to the Human Resources Office. The appropriate senior administrator 
will approve or deny the request. 
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7.10.5 Requests for catastrophic leave donations shall be made by the Chief Human 
Resources Officer (CHRO) through a district-wide notice. 

 

7.10.6 While an employee is on Catastrophic Leave, using donated hours, the employee 
shall not accrue any vacation or sick leave. Regular healthcare coverage will 
continue. 

 

7.10.7 Catastrophic Leave shall not be used in conjunction with Workers' 
Compensation Leave. 

 

Catastrophic Leave Donation 
 

7.10.8 Employees may donate accrued vacation, compensatory leave, or sick leave in 
increments of whole hours. Donations of leave are irrevocable and will remain 
confidential. 

 

7.10.9 Employees must have a vacation leave balance of at least one (1) week's 
accumulated vacation leave, prorated for less than full-time employees, after 
donating vacation leave. Employees must have a sick leave balance of at least 
one (1) year's accumulated sick leave, prorated for less than full-time 
employees, after donating sick leave. Employees may donate all of their accrued 
compensatory time. 

 
7.10.10 Catastrophic Leave may initially be approved up to a maximum of one hundred 

seventy-five donated hours, or equal to one month of employee's current 
assignment; whichever is less. If the catastrophic illness or injury continues, an 
additional one hundred seventy-five hours, or equal to one month of the 
employee's current assignment, whichever is less, may be approved. 

 

7.10.11 All employee leave balances for the donation and use of Catastrophic Leave will 
be adjusted. All time donated shall be credited on an hour-for-hour basis 
regardless of pay differentials between donating employee and recipient. 

 
7.10.12 In the event that any donated catastrophic leave time remains unused, that time 

shall be placed into a catastrophic leave bank, which shall be made available to 
other qualified employees pursuant to the terms of this Article. 
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ARTICLE 8  
 

COMPENSATION 
 

8.1 Salaries 
 

Bargaining unit members shall be paid in accordance with the classified salary schedule, 
which is appended hereto as Appendix B. 

 

8.2 Movement on the Salary Schedule 
 

Step increments are applied effective July 1st of each year. Employees advance to the 
next step of their classification on July 1, provided the individual was employed by the 
District prior to January 1, of the same calendar year. 

 

8.3 Educational Stipend 
 

Effective July 1, 2019, CSEA employees who have earned a degree from an accredited 
institution shall receive an annual stipend for the highest degree earned as follows: 

 
Master’s Degree $1,000 
Doctoral Degree $2,000 

 

8.3.1 To be eligible, employees must submit official transcripts to Human Resources. 
Monthly stipend begins on the month following approval. 

 
8.3.2 For newly hired bargaining unit members with an earned degree: 

 

The stipend will be effective on the start date and prorated (if necessary) as 
long as official transcripts are received by Human Resources within three (3) 
months of the unit member’s start date. 

 

If transcripts are not received within the timeframe, the stipend will become 
effective the next regular payroll following receipt of the transcripts. No 
retroactive pay will be made if transcripts are received after the first three (3) 
months of the start date. 

 
8.3.3 The annual stipend will be paid over the employee’s monthly pay cycle within 

the fiscal year. 
 

8.4 Long Term Service Credit (Longevity Pay) 
 

Effective 7/1/ 21, the District agrees to compensate unit members on a monthly basis 
after 10, 15, 20 and 25 years of service as follows: 
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10-14 years:    $150 per month 

 

15-19 years:    $200 per month 

 

20-24 years:    $250 per month 

 

25+ years:       $300 per month 
 

Regular part-time unit members shall receive long service (longevity) on a pro-rated 
basis. 

 
8.5 Shift Differential 

 
8.5.1 Employees whose workday extends into the evening will be paid a night shift 

differential as follows: 
 

8.5.1.1 Work assignment begins between 1 p.m. and 3 p.m. and ends after 5 
p.m.; the employee's night shift differential is paid at 3 percent of 75 
percent of the employee's regular salary. 

 

8.5.1.2 Work assignment begins at or after 3 p.m. and ends after 5 p.m.; the 
employee's night shift differential is paid at 3 percent of 100 percent of 
the employee's regular salary. 

 
8.5.1.3 When fifty (50)% or more of a unit member’s weekly work assignment 

during any semester begins after 1 p.m., the unit member will receive a 
shift differential as indicated in 8.5.1.1, or 8.5.1.2. Any employee whose 
weekly work assignment falls below 50% of 8.5.1.1, or 8.5.1.2. will not 
receive a shift differential. 

 

8.5.2 The night shift differential will remain in effect even though an employee is 
temporarily assigned to daytime hours during the summer, winter, or spring 
breaks. Employees whose work hours are changed for at least a semester to 
daytime hours will no longer receive the night-shift differential. 

 

8.5.3 Custodian, Maintenance, Grounds Specialists assigned to the Residence Halls, as 
their primary work area shall receive shift differential as defined in Ed Code 
88182 for performing duties of a distasteful nature. Shift differential shall be 
paid at 3 percent of 100% of the employee’s regular salary. 

 
8.5.4 When fifty percent (50%) or more of a unit members annual work assignment 
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includes a Saturday and/or Sunday, the unit member shall receive a three 
percent (3%) shift differential for that portion of their assignment. Employees 
currently receiving shift differential for 8.4.1a, 8.4.1b, or 8.4.3 will not be 
entitled to weekend differential. 
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ARTICLE 9  
 

HEALTH AND WELFARE BENEFITS 
 

9.1 General 
 

All health and welfare benefits (medical/dental/vision) are subject to carrier 
requirements for eligibility enrollment and processing of claims. It is agreed that any 
insurance provided is subject to the following: 

 

9.1.1 Effective July 1, 2015, bargaining unit employees working more than 28 hours 
per week shall receive District-assisted health and welfare benefits as follows: 
medical, dental and vision coverage. For employees who are currently enrolled 
in the District health plans, coverage will continue even though their assignment 
may be reduced to 28 hours or fewer. For employees who elect to reduce their 
assignment to 28 hours or fewer per week, district benefits shall cease on the 
last day of the month the employee’s assignment is more than 28 hours. 

 

9.1.1.1 Employees who are laid off and rehired must work more than 28 hours 
per week after rehire to be eligible for health and welfare benefits, 
regardless of their assignment prior to layoff. 

 
9.1.1.2 Employees whose employment terminates due to resignation, 

retirement, or for any other reason, and who are subsequently rehired, 
must work more than 28 hours per week after rehire to be eligible for 
health and welfare benefits, regardless of their assignment prior to 
termination of their employment. 

 

9.1.1.3 Short-term and substitute employees as defined in Education Code 
Section 88003 will not be eligible for health and welfare benefits 
participation. 

 

9.1.2 Insurance coverage is effective the first day of the month following 
employment. 

 

9.1.3 The District shall not change the carrier/provider prior to a meeting with the 
Health and Welfare Benefits Committee. 

 

9.2 Insurance Cap 
 

The District provides a maximum dollar amount (cap) per month to assist in the payment 
of medical/dental/vision insurance for the employee and qualified dependents. The cap 
will remain in place until another agreement is reached. 
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9.2.1 Health and welfare costs that exceed the negotiated cap amount will be paid by 
active employees. 

 

9.2.2 The maximum contribution stated below is a “cap” and in no way obligates the 
District, in the event of a reduction in the cost of the benefit or any other 
mutually agreed change in benefit, to refund or otherwise credit employees 
with any difference in cost. 

 
9.2.3 Effective October 1, 2017, the District contribution to benefits will be based on a 

four-tier rate. The District contribution to benefits will be as follows for eligible, 
full-time employees: 

 
Employee only: $9,391 per year 

Employee plus spouse: $15,200 per year 
Employee plus child(ren): $13,914 per year 

Employee plus family: $22,220 per year 
 

9.2.4 The District will offer unit members an IRS 125 plan as a vehicle for facilitating a 
pre-tax deduction of the employee’s cap contribution. 

 

9.3 Continuation of Benefits 
 

9.3.1 Bargaining unit employees on paid leave shall continue to receive insurance 
coverage as specified. 

 

9.3.2 Employees in the Bargaining Unit who are assigned to a work year of less than 
twelve (12) months shall receive insurance coverage as specified in Article 9.1 
above during the nonworking periods of each year. 

 

9.3.3 Bargaining unit employees on unpaid leave extending beyond thirty (30) 
calendar days shall not receive insurance coverage except as specified by law 
and the contract. 

 

9.3.4 Health and Welfare benefits shall end upon resignation or termination of 
employment of any Bargaining Unit employee. Ending date is the last day of the 
month in which the resignation was effective. 

 
9.4 Medical Benefits – Retired Employees 

 
For bargaining unit employees hired before December 1, 1992, the district will provide 
at District expense medical coverage as provided herein for any retiree who meets the 
following conditions: 
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9.4.1 Retirees with twenty (20) or more years of service to the District shall receive 
medical insurance from the date of retirement for the remainder of their lives. 

 

9.4.2 Retirees with at least ten (10) years of service and less than twenty (20) years of 
service to the District shall receive medical insurance from the date of 
retirement until the retiree reaches age 65. 

 

9.4.3 Retirees participating in District plans must enroll in Medicare at their own 
expense prior to their 65th birthday and provide documentation to the District. 

 

9.5 Health Benefits Committee 
 

9.5.1 Purpose 
 

The Health Benefits Committee shall continue to study health and welfare benefits cost 
containment and recommend ways to ensure that the needs of both employees and the 
District are well served. 

 

9.5.2 Membership 
 

The Committee membership shall include two representatives from each bargaining unit 
and two representatives from the unrepresented employees. The 
Superintendent/President will designate two District representatives. 

 
9.5.3 Miscellaneous 

 

The Committee shall meet at least quarterly. 
 

The District shall provide an annual report on insurance accounts, if any, to the Health 
Benefits Committee. 

 
9.5.4 New Renewal Rates 

 

When new rates are submitted by the insurance carriers an agreement for changes will 
be proposed by the District no later than July 1. If an agreement has not been reached 
prior to the renewal date in October of each year, current rates will remain in effect 
until an agreement between the District and CSEA has been made. 

 
9.6 Unfunded Retiree Liability 

 
The amount the District sets aside for unfunded liability shall be accounted for and 
clearly delineated in the District’s budget. 
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ARTICLE 10  
 

REVIEW OF JOB DESCRIPTIONS AND SALARY SCHEDULES 
 

10.1 Job Description Review 
 

Any proposed revisions to job descriptions for classified bargaining unit positions will be 
reviewed and agreed to by the District and CSEA, and will be reviewed by members 
within the classification. 

 

10.1.1 When a job description is revised, the District will provide the revised job 
description to those currently working in the classification and CSEA. 

 

10.2 Minor Changes to Job Descriptions 
 

A bargaining unit employee or their supervisor may propose revisions to a job 
description. The proposed changes should be presented to the Chief Human Resources 
Officer (CHRO). If the changes are minor in nature and do not affect employees in other 
departments, the proposed revisions will be brought to CSEA for consideration. Upon 
agreement of both the District and CSEA, the revisions will be incorporated into the job 
description with an effective date. 

 
10.3 Classification and Salary Study 

 
A classification and salary study of bargaining unit positions will be conducted at least 
every five years or when mutually agreed upon by the District and CSEA. The parties 
may agree to a study of specific positions when adjustments have been made to 
classifications, job descriptions or salary. Comparable positions and compensation used 
for this study will be Siskiyou County and several California Community Colleges, which 
are of similar size and located in areas of similar economic conditions. A negotiated list 
of comparable colleges will be compiled before the study begins. 

 

10.4 Working Out of Class 
 

Out-of-class work is work in a higher classification performed by a unit member when: 
 

10.4.1 The work is inconsistent with the unit member’s job duties and has a higher 
level of complexity and responsibility. 

 

10.4.2 The employee performs the work for more than five working days within a 
fifteen (15)-calendar day period. 

 
10.4.3 All out-of-class assignments should be pre-approved by the Chief Human 

Resources Officer (CHRO) and CSEA. 



33 | P a g e  
Siskiyou Joint Community College District 
Bargaining Agreement with California School Employees Association (Classified Staff) 

 

10.4.4 An employee or supervisor may request working out-of-class at any time 
throughout the year. When an out-of-class form is submitted to the Chief 
Human Resources Officer (CHRO), a decision will be made within fifteen (15) 
calendar days. 

 

10.4.5 If it is determined that the employee is not eligible for working out-of-class, the 
employee will be notified within seven (7) calendar days, and continuation of 
higher-level duties will cease immediately. 

 
10.4.6 When a unit member is performing out-of-class duties of a higher classification, 

the employee will be compensated either five (5)% of current salary, or step one 
on the pay scale of the higher position, whichever is the highest level of pay. 

 

10.4.7 When it has been determined that the member is working out-of-class, the 
compensation adjustments shall begin with the next pay period starting from 
the date of the out-of-class assignment. 

 

10.5 Reclassification Process 
 

10.5.1 Unit members, CSEA, or the District may request, at any time, a reclassification 
of an existing position(s) by presenting an application to the Chief Human 
Resources Officer (CHRO). Applications are available at the Human Resources 
Office or website. Requests will be accompanied by a statement of the current 
authorized duties of the position(s) and any requested changes. (See Appendix 
C) 

 
10.5.2 Completed applications will be reviewed by a committee within 30 days of 

receipt of the application. This committee will include two CSEA members, one 
ASM employee, one administrator and one Human Resources Representative. 

 

10.5.3 If a reclassification has been deemed appropriate, the committee will make a 
recommendation to the Chief Human Resources Officer (CHRO). 

 

10.5.4 If the Chief Human Resources Officer (CHRO) determines that a reclassification 
is appropriate, the CHRO will make a recommendation to the 
Superintendent/President. A decision will be made within 45 days of receiving 
recommendations from the committee. 

 
10.5.5 Under no circumstances will the entire reclassification process/decision exceed 

75 days. Any delays must be negotiated between the District and CSEA. 
 

Compensation under this agreement will be negotiated between the District and 
CSEA based on the application effective date. 
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10.5.6 If a reclassification request is denied, the employee will resume duties within 
the employee’s existing classification. There is no appeal process for employees 
who do not agree with a reclassification decision. 

 

10.5.7 Except for any violations of the procedure set forth in this Article, decisions by 
the committee, Chief Human Resources Officer (CHRO) and the 
Superintendent/President regarding whether to reclassify a position shall not be 
grieved under the grievance procedure. 
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ARTICLE 11  
 

EMPLOYEE EVALUATIONS 
 

11.1 Probationary Period 
 

11.1.1 For new classified employees, the probationary period shall not exceed six 
(6) months or 130 days of paid service whichever is longer. Ed Code 
Section 88013.  

11.1.2 The new employee’s immediate supervisor will meet with the employee 
within the first thirty (30) days of employment to review and sign the job 
description. 

 

11.2 Probationary Employee Evaluations 
 

11.2.1 There shall be at least two (2) evaluations for probationary bargaining unit members. 
The first evaluation shall take place within the first 60 days after initial employment. 
The second evaluation shall take place after the 120th day after initial employment and 
before the 180th day after initial employment. 

  
11.2.2 A more frequent probationary evaluation maybe required if ratings have 

indicated unsatisfactory performance. 
 

11.2.3 The supervisor’s next level reviewer will review and sign the evaluations prior to 
the evaluation discussion with the employee. 

 

11.2.4 The supervisor is required to discuss the evaluation with the probationary 
employee. 

 
11.2.5 The evaluation report must be signed by the supervisor, the next level reviewer 

and the employee. 
 

11.2.6 If the employee refuses to sign the evaluation, it will be noted by the supervisor 
on the evaluation form. 

 
11.2.7 The supervisor shall provide the employee with a copy of the signed evaluation 

and shall immediately forward the completed evaluation to the Human 
Resources Office. 

 
11.2.8 All evaluations shall be based on job-related criteria and shall include specific 

recommendations for improvement, when appropriate. 
 

11.2.9 The employee, within ten (10) working days of the evaluation meeting, shall 
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have the right to respond in writing to any part of the evaluation. Such 
responses shall be attached to the evaluation and placed in the personnel 
file. 

 

11.2.10 Employees who have served the probationary period in the current position and 
moved within the Classified Unit shall serve a six-month probationary period in 
the new position. Employees shall be evaluated two (2) times during the six- 
month probationary period, usually during the 3rd month of the new position, 
and again prior to the completion of the six-month period. 

 

11.2.11 Within thirty (30) calendar days and for any reason, the member may return to 
the former position. 

 
11.2.12 An employee who is unsuccessful in passing a probationary period in any new 

classified position within the unit because of the employee’s performance shall 
have rights to the former if a vacancy exists. Upon reverting back to the former 
or equivalent position, the employee shall receive the former salary, work 
hours, and monthly assignment. 

 

11.3 Dismissal of a Probationary Employee 
 

If any evaluation results in a recommendation to dismiss the probationary employee, 
the employee shall be given written notice by the Superintendent/President or 
designee. Probationary employees can be dismissed at any time with or without a 
written evaluation without right of hearing. 
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11.4 Regular Employee Evaluations 

 

11.4.1 Regular employees shall be formally evaluated by the immediate supervisor 
and/or appropriate management personnel based on the schedule below. The 
evaluation period for all regular employees is July 1 to June 30. Annual 
evaluations will be reviewed with the employee no later than September 30th. 
(see Appendix D) 

 

Classified Employee Evaluation Schedule 
Probationary Employee Evaluation 

Year 1: 60 days and 120 days after initial employment 
 

Regular Employee Evaluation 
Years 2 – 5: Annually 

Years 6+: Every two (2) years 
 

11.4.2 The supervisor’s next level reviewer will review and sign evaluations prior to the 
evaluation discussion with the employee. 

 

11.4.3 The supervisor is required to discuss the evaluation with the employee. 
 

11.4.4 If the employee refuses to sign the evaluation, it will be noted by the supervisor 
on the evaluation form. 

 

11.4.5 The supervisor shall provide the employee with a copy of the signed evaluation 
and shall immediately forward the completed evaluation to the Human 
Resources Office for placement in the employee’s personnel file. 

 

11.4.6 The employee, within ten (10) working days of the evaluation meeting, shall 
have the right to respond in writing to any part of the evaluation. Such response 
shall be attached to the evaluation and placed in the personnel file. 

 
11.4.7 For regular employees granted reclassification under Article 10, the regular 

employee evaluation procedures shall apply. 
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11.5 Below Standard Performance 
 

An overall rating of below standard by the immediate supervisor and approved by the 
next level reviewer shall contain the specific reason in writing why so rated and shall 
include specific recommendations for meeting the standards of the position. 

 

11.5.1 An overall rating of below standards performance will require a Performance 
Improvement Plan (PIP). In consultation with Human Resources, the immediate 
supervisor shall create a plan for overall performance improvement. The plan 
shall include specific needs of improvement, timeline, and measurable 
outcomes of performance. The PIP shall be discussed with the employee and 
regularly reviewed until satisfactory performance is met or disciplinary action is 
pursued. A special evaluation shall be required at the end of three (3) months to 
determine if the employee meets satisfactory performance or further action is 
required. 

 
11.6 Additional Evaluation 

 

Additional evaluations may be requested at any time by the supervisor and Vice 
President or administrator of the area after consultation with the Human Resources 
Office. An employee may also request an additional evaluation after consultation with 
CSEA and/or Human Resources. 

 
11.7 All evaluations shall be in writing and on the District’s current evaluation form. 
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ARTICLE 12  
 

WORK YEAR, WORK WEEK, WORK DAY 
 

12.1 The regular work year shall begin on July 1 and end twelve (12) months later on June 30. 
The regular work week shall be any five (5) consecutive days, the regular work day shall 
be eight (8) consecutive working hours. 

 
12.2 The parties agree that all changes in the regularly assigned work year, work week and 

work day for each bargaining unit position remains the right of the District as expressed 
and stipulated in Article 4 of this Agreement; and, notwithstanding any other provisions 
of this Agreement, the District retains the right to establish and re-establish the work 
year, work week, and work day for all employees to meet the educational goals of the 
District. The parties agree that the foregoing statement does not constitute a waiver of 
CSEA's right to bargain changes to a member’s regular work year, work week and work 
day. 

 

12.3 Each employee shall have a fixed, regular and ascertainable minimum number of hours 
and workdays. Each employee who occupies a less than twelve-month position shall 
have the schedule set within the scheduling restraints of the District. 

 
The “Alternative Work Schedule”, once established by mutual agreement between the 
employee and the District, shall be the employee’s work schedule until change in the 
current schedule is implemented. There shall be no change in the 40-hour work week 
and with no additional cost to the District. 

 

The District may, at times, require an employee to change schedules based on District 
needs. The District will make every effort to provide a minimum of fourteen (14) 
calendar days’ notice. There may be times when the District cannot provide such a 
notice. The employee will be expected to work the alternate schedule. 

 

12.3.1 Alternate Work Schedule 
 

The District or unit members may establish or allow for an alternative work 
schedule for unit members that have passed their probationary period, provided 
the alternative work schedule does not adversely affect the normal operations of 
the District. The following alternative schedule shall include the following 
options: 

 

• Four (4) ten (10) hour days with any one (1) day off per week. 
 

• 9/80 schedule which is eight (8) - nine (9) hour days and one (1) - eight (8) 
hour day with any one (1) day off every other week. 
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Supervisor approval is required. If approval is denied, the employee may refer 
the request to the area Vice President. The final decision will be determined 
between the supervisor and Vice President. 

 

Alternative work schedule requests shall be made 30 days in advance using the 
appropriate forms available in the Human Resources Department. 

 

Alternative work schedules are not subject to the grievance process as defined in 
this CBA. 

 

12.3.2 The department supervisor and the area administrator may cancel an 
alternative work schedule at any time for District necessity with a minimum of 
fourteen (14) business days’ notice. 

 

12.3.3 Should an employee transfer to another department, the alternative work 
schedule arrangement does not follow the employee. A new request to the 
supervisor must be completed and approved. 

 

12.3.4 Holidays for Alternative Work Schedules – Full-time Employees 

4/10 Work Week 

During the week of the holiday, the employee may request to work a standard 
week of eight (8) hours per day, and observe the holiday, by taking that day off 
on the day it occurs. The request is subject to approval of the employee’s 
immediate supervisor. If the employee wishes to remain on the alternative 
schedule, the employee’s day off will be calculated at ten (10) hours. Because 
the holiday is valued at eight (8) hours, the employee shall owe two (2) hours 
(per holiday) of time which will be taken from vacation leave, time off (CTO), or 
Leave Without Pay (LWOP). 

 

9/80 Work Schedule 
 

During the week of the holiday, with supervisor approval, the employee may 
request to work a standard week of eight (8) hours per day, and observe the 
holiday by taking that day off on the day it occurs. If the employee wishes to 
remain on the flexible schedule, the employee’s day off will be calculated at nine 
(9) hours. Because the holiday is valued at eight (8) hours, the employee will owe 
one (1) hour per holiday of time, which will be taken from vacation leave, CTO, 
or Leave Without Pay (LWOP). 

 

12.3.5 For purposes of calculating leave time used during an alternative schedule, 
accrued leave dates will be converted to hours when used. 
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12.4 Overtime 
 

Except as otherwise provided herein, bargaining unit members shall be eligible for one 
and one-half times their regular hourly rate (Ed Code 88030) when they are required by 
the District to work overtime hours. 

 

12.4.1 Overtime must be pre-approved by the employee’s immediate supervisor. 
 

12.4.2 Regular Work Week 
 

A regular work week for full-time bargaining unit members consist of five (5) 
consecutive eight (8) hour days, with overtime or compensatory time-off granted 
at the rate of one and one-half (1 ½) times the rate for time worked in excess of 
eight (8) hours in any one (1) day and forty (40) hours in any one (1) week, or in 
excess of five (5) consecutive days in any seven (7) day period. 

 

12.4.3 Part-time employees with daily work assignments of less than four hours shall 
be exempted from the 6th day criteria. 

 
12.4.4 Alternative Schedule Overtime (4/10) 

 

An employee who works an alternative schedule of four (4) days per week, ten 
(10) hours per day shall have the overtime calculated as follows: 

 

1. All hours worked over forty (40) in the scheduled four (4)-day period shall 
be compensated at the rate of time and one-half (1 ½) the employee’s 
regular rate of pay. 

 

2. All hours worked on the fifth (5th), sixth (6th), and seventh (7th) consecutive 
day shall be compensated at time and one-half (1 ½) the employee’s 
regular rate of pay. 

 

12.4.5 Alternative Schedule Overtime (9/80) 
 

An employee who works the alternative 9/80 work week, eight (8) nine (9) hour 
days and one (1) eight (8) hour day and one weekday off, shall have their 
overtime calculated as follows: 

 
1. All hours worked in excess of nine (9) hours and/or eight (8) hours on the 

shortened day shall be compensated at the rate of time and one-half of the 
employee’s regular rate of pay. 

 
2. All hours worked on the schedule day off shall be compensated at time and 

one-half (1 ½) the employee’s regular rate of pay. 



44 | P a g e  
Siskiyou Joint Community College District 
Bargaining Agreement with California School Employees Association (Classified Staff) 

 

 

3. All hours worked on the sixth (6th) and seventh (7th) day shall be 
compensated for at time and a half (1 ½) the employee’s regular rate of 
pay. 

 

12.4.6 Overtime shall be paid on the next regularly scheduled paycheck and in the 
month following the month in which earned and reported. No additional shift 
differential stipends will be generated and overtime or compensatory time off 
will not be granted unless hours worked exceed the scheduled work week, see 
Sections 12.4.2 and 12.4.3. 

 
12.4.7 Compensatory Time Off (CTO) 

 
The employee may request to earn CTO in lieu of being paid overtime. Overtime 
must be pre-approved by the employee’s immediate supervisor. 

 

12.4.8 It is the employee’s responsibility to manage their leave. Employees are 
encouraged to request CTO in writing by the last day of the pay period in which 
the overtime was worked. Earned CTO on the books as of June 30 may be paid 
in the next regular paycheck check unless the employee requests to carry over 
unused compensatory time. The request must be submitted in writing and be 
approved by the supervisor, reviewed by the Chief Human Resources Officer 
(CHRO), and approved by the appropriate administrator no later than May 15. 
Unit members may not carry over more than 40 hours of CTO at any one time. If 
a unit member exceeds 40 hours, the CTO will be paid for the amount granted 
or ordered at the District’s discretion. 

 
12.5 A part-time employee who is assigned by the District to work a minimum of thirty (30) 

minutes per day in excess of the regular assignment for a period of twenty (20) 
consecutive working days or more shall have the basic assignment changed to reflect 
the longer hours of the assignment. 

 

12.6 Full-time unit members called in or called back to work by the immediate supervisor on 
a work day beyond the normal working hours, on a day not scheduled to be worked, 
shall receive at least two (2) hours of work at the overtime rate as specified above. This 
provision shall not apply to any employee who is assigned, prior to leaving work, to 
work beyond the normal workday. On the sixth (6th) and seventh (7th) days of work and 
on holidays, the minimum call-in time is four (4) hours paid at the overtime rate. 

 
12.7 Lunch Period 

 

All employees covered by this Agreement shall be entitled to an uninterrupted lunch 
period, scheduled at the approximate mid-point of their workday. The length of time for 
such lunch period shall be no longer than one (1) hour and not less than one-half (1/2) 
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hour. An employee required to work during their lunch period shall receive pay at the 
rate of time and one-half for all time worked during the normal lunch period. 

 

12.8 Rest Period 
 

All bargaining unit employees shall be granted rest periods which, insofar as is 
practicable, shall be in the middle of each work period, at the rate of 15 minutes per four 
hours worked or major fraction thereof. Specified periods may be designated when the 
operation of the District requires someone to be present at the employee's work site at 
all times. 

 
12.9 Campus Closure for Inclement Weather or Other Unplanned Campus Closure 

 
12.9.1 An employee who would otherwise be on a paid leave status for that day shall 

not be charged under that leave. 
 

12.9.2 An employee who is directed and authorized by the immediate supervisor to 
work on such a day of inclement weather or other campus closure shall be 
compensated on an overtime basis for such work. In addition to regular pay for 
working on a closure day, the employee shall receive compensation either paid 
or CTO equal to one and one-half times the employee's regular rate of pay. 

 
12.9.3 Section 12.9 applies to unplanned campus closures. When classes are cancelled, 

but the campus is open, Section 12.9.2 does not apply. Employees scheduled to 
work must use leave (vacation, CTO, or LWOP) in the event of an absence. 
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ARTICLE 13  
 

VACATIONS 
 

13.1 Eligibility 
 

All unit members shall earn paid vacation time in accordance with this article except 
those unit members who are terminated prior to serving six (6) months in the District. 
Those unit members shall not be entitled to vacation time according to California 
Education Code Section 88197. 

 

13.2 Vacation Accrual 
 

Effective July 1, 2020 vacation time for full-time forty (40) hours per week employees 
shall be earned and accrued on a monthly basis in accordance with the following 
schedule: 

 

Years of Service Hours Earned Days Earned 

From To Completion 
of 

Per Month Per Year Per Year 

0 2 6.66 80 10 

3 7 11.33 136 17 
8 10 13.33 160 20 

11 19 15.33 184 23 

20 Thereafter 16.66 200 25 

 
13.2.1 Unit members working less than full-time shall be entitled to vacation accrual at 

the same ratio as their work schedule bears to the accrual level of the full-time 
unit member. 

 

13.2.2 A unit member must work or be on paid leave in order to earn full vacation 
accrual for that month. A unit member in a paid status for less than a month 
shall accrue vacation at the ratio calculated for each hour of paid service as 
his/her allowance would be on a regular work basis. 

 

13.2.3 Accrual Limits 
 

No full-time unit member shall accrue more than 30 days or 240 hours of 
vacation. Accrual limits for less than full-time unit members shall be at the same 
ratio as their work schedule bears to the accrual limit. Vacation accrual will cease 
once limit is reached. 
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13.2.4 Vacation Plan 
 

Unit members and their immediate supervisors will receive notification from 
Human Resources when accumulation limits are reached. Any full-time unit 
member whose vacation accrual reaches 25 days or 200 hours or any part-time 
unit member whose vacation accrual reaches the same ratio as their work 
schedule bears to 25 days or 200 hours shall submit a vacation leave plan to 
their immediate supervisor which shall include a plan for use of their entire 
current year accumulation. A copy of the plan shall be submitted to the Human 
Resources Office. 

 
13.3 Vacation Scheduling 

 

13.3.1 Vacation requests by a unit member shall be submitted in advance to the 
employee’s immediate supervisor for approval. While the District will make 
reasonable efforts to approve vacation requests that are convenient for the 
employee, it reserves the right to disapprove requests based on the District’s 
operational needs. The District will make every effort to approve vacation 
requests submitted at least three (3) weeks in advance. 

 

13.3.2 Each employee is encouraged by the District to use earned vacation on an 
annual basis. 

 
13.3.3 Any paid holiday to which a unit member is entitled shall not be charged as a 

day of vacation. 
 

13.3.4 Vacation leave may be used to extend sick leave when necessary. 
 

13.3.5 Unit members employed less than twelve (12) months shall use accumulated 
vacation only during periods they are in paid status. 

 

13.3.6 Members may terminate vacation for the purpose of utilizing sick leave, 
bereavement leave, or jury duty leave. Certification of the member's eligibility 
for such interrupted leave shall be submitted to the District; in the case of 
interruption for sick leave, the member shall provide the District with the name, 
address and telephone number of the treating physician and a signed medical 
release authorization. 

 
13.4 Vacation Pay 

 

Pay for vacation days for all bargaining unit members shall be the same as that which 
the bargaining unit member would have received had they been in a working status, 
exclusive of overtime. Vacation pay shall be based upon the regular rate of pay for the 
employee. 
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13.4.1 Vacation Pay Upon Termination 
 

When a bargaining unit member is terminated or resigns for any reason, the 
bargaining unit member shall be entitled to all vacation pay earned and 
accumulated up to and including the effective date of their separation from the 
District. 

 

13.4.2 If an employee is terminated and had been granted vacation leave which was 
not yet earned at the time of termination, the District shall deduct from that 
employee’s final pay warrant, the full amount of salary which was paid for such 
unearned days of vacation taken. 

 
13.4.3 All vacation pay shall be included in the final paycheck, providing there is thirty 

(30) days’ notice. When less than thirty (30) days’ notice is provided the 
bargaining unit member shall be paid no later than the next regular pay period. 

 

13.5 Leave Balance Reporting 
 

All employee leave balances are available in the employee portal. Any discrepancies 
should be discussed with Human Resources. 
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ARTICLE 14  
 

HOLIDAYS 
 

14.1 All probationary or regular employees covered by this Agreement, shall be entitled to the 
following sixteen (16) paid holidays provided they are in paid status during any portion 
of the working day immediately preceding or succeeding the holiday. For unit members 
working less than 40 hours per week, the paid holiday shall be for the average number 
of hours per week based on a five-day workweek. 

 

January 1 ............................................................... New Year’s Day 

Third Monday in January ....................................... Martin Luther King Day 

February ................................................................ Lincoln Day 
(specific date to be selected from options provided by the Chancellor’s office) 

Third Monday in February ...................................... Washington Day 

Last Monday in May .............................................. Memorial Day 

July 4 ..................................................................... Independence Day 
(or an alternate date if the 4th is on a Saturday and Sunday) 

First Monday in September .................................... Labor Day 

November ............................................................. Veteran’s Day 
(Specific date to be selected from options provided by the Chancellor’s Office) 

Last Thursday in November .................................... Thanksgiving Day 

*Admission Day ..................................................... in lieu, Friday following Thanksgiving 

December 24 ......................................................... Christmas Eve 

December 25 ......................................................... Christmas December 

Three days between December 26 and January 2 ... Winter Break Holiday and January 2 
(When Christmas falls on a Saturday or Sunday, the third day will be on January 2) 

December 31 .......................................................... New Year’s Eve 

Any day appointed by the President or Governor of California (Ed Code 88203) 
 

*An alternate day may be designated by the Board of Trustees. The College Calendar is 
developed by the Instruction Office and must be agreed upon by the Academic Senate. 
The Calendar is ultimately approved by the Board of Trustees. 
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14.2 Regular employees of the District who are not normally assigned to duty during the 
school holidays of December 24, 25, winter break holiday, 31 and January 1 shall be paid 
for these holidays provided they were in paid status during any portion of the working 
day immediately preceding or succeeding the winter break holiday. 

 

14.3 If a unit member has a workweek other than Monday through Friday, and as a result, the 
unit member losses a holiday to which he or she would otherwise be entitled, the 
District shall provide a substitute holiday or compensation in the amount to which the 
unit member would have been entitled. 

 
14.4 If a unit member works at a school site and their position requires them to work with 

students of that particular school (i.e., Gear Up, Upward Bound), they may observe the 
holiday on a date the school site is observing the holiday. However, it must be one of the 
holidays the College observes as listed in 14.1 above. In no instances would an employee 
be paid more than sixteen paid holidays. 

 

14.5 Calendar Work Days (260, 261 and 262) 
 

14.5.1 While the District continues to pay employees on a monthly basis, based on 
their annual salary, rather than based on the actual hours 
worked. Adjustments will be made to settle all 260 vs. 261 and 262-day 
discrepancies in any given year. Twelve (12) month employees shall be granted 
the following: 

 
1. If there is a year with 262 working days, an employee will receive 2 Floater 

days. 
 

2. If there is a year with 261 working days, an employee will receive 1 Floater 
day. 

 

3. Floaters shall only be used in full-day equivalent increments up to eight 
hours (based on the employee’s regular work schedule) within the year they 
are accumulated. 

 

For all employees working less than twelve (12) months, their academic 
calendars will reflect total hours worked to ensure they receive their normal 
working assignment without any loss in compensation. 

 
14.5.2 As of July 1, 2015, the District agrees to make adjustments to each unit 

member’s Floater days up to a maximum of six (6) days. You must work the full 
fiscal year in order to receive Floater days. 
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ARTICLE 15  
 

LAYOFF 
 

15.1 Definitions 
 

A “layoff” is the termination or reduction in hours of an employee because of lack of 
work or a lack of funds. An employee may be laid off if: 

 

1. A position is being eliminated and the employee has the least seniority in the 
classification. 

 

2. The employee has been displaced or bumped by an employee whose position was 
eliminated. 

 
3. A voluntary reduction in hours of employment in a classification or position in order to 

avoid interruption of employment with District approval. 
 

15.1.1 A “reemployment right” is the right to the next vacant position in a classification 
in which the laid-off employee held permanent status ahead of any person who 
is not higher on the reemployment list and ahead of all new applicants. 

 
15.1.2 A “reemployment list” is a list of the names of laid off employees arranged in 

rank order from the greatest to least seniority, the employee’s classification and 
layoff date. 

 

15.1.3 A “bumping right” is the right to displace an employee with the least seniority 
regardless of the number of hours per day or days per year in the same 
classification or a lower classification in which the employee has formerly held 
permanent regular status. 

 

15.2 Procedures 
 

15.2.1 At least one week prior to sending out layoff notices, the District and CSEA shall 
meet and discuss the effect of possible layoffs. In addition, the District and CSEA 
will notify all affected employees to discuss layoff options. 

 

15.2.2 Before the start of any layoff procedures, continued employment of interim, 
short-term, substitute and contracted positions within the bargaining unit will 
be negotiated prior to a layoff. Short-term, substitute and contracted positions 
are not protected under this agreement or policy. 

 

15.2.3 The District shall notify in writing CSEA and any employee(s) subject to layoff not 
less than sixty calendar days prior to the effective date of the layoff. Layoff 
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notices shall specify the reason(s) for layoff, the employee(s) whose layoff is 
anticipated, the employee’s bumping rights, and reemployment rights. CSEA 
shall have the right to consult with the District during the entire layoff process. 

 

15.2.4 Classified employees shall be laid off in reverse order of seniority by job 
classification. Employees who have been employed the shortest time in the 
classification shall be laid off first. 

 
15.3 Seniority 

 
15.3.1 Seniority or length of service for layoff purposes is based on the start date 

and/or hours in paid status in each classification, regardless of full-time or part- 
time status, excluding overtime. 

 

15.3.2 If two or more employees subject to layoff or reemployment possess the same 
start date and hours in paid status in a classification, seniority shall be determined 
by the earliest start date with the District. 

 

If first District start date and hours in paid status is equal, shall be determined by lot. 
 

15.3.3 Seniority credit for prior service is granted only if an employee is reinstated, 
reemployed in regular status, or appointed to a regular position within 39 
months after layoff while on a reemployment list. 

 
15.4 Bumping Rights 

 

15.4.1 In lieu of being laid off, an employee may elect to bump into a classification with 
a lower salary range in which the employee had previously served under 
permanent status and for which the employee meets the minimum 
qualifications and can perform the essential functions of the position. The 
member shall be allowed to bump the employee with the least seniority in the 
lower classification. 

 

15.4.2 An employee must notify the District in writing of the intent to bump within 
three working days of the meeting held to resolve bumping rights. 

 
15.4.3 Any employee bumping shall be placed on the step of the salary range of the 

classification which is closest to, but not greater than, the employee’s current 
salary. An employee displaced pursuant to this section, shall maintain layoff 
rights. 

 

15.4.4 Laid off employees who, at the time of layoff, bumped into a lower classification 
or took voluntary reductions in assigned time shall have the option to return to 
a position in their former classification, or to a position with increased assigned 



55 | P a g e  
Siskiyou Joint Community College District 
Bargaining Agreement with California School Employees Association (Classified Staff) 

 

time as vacancies become available for a period of 63 months per Education 
code 88117(b) from the effective date of layoff or reduction. 

 

15.4.5 Per Article 20, if an employee moves into a permanent position outside of the 
CSEA unit and has passed the sixth (6) month probationary period, the member 
shall give up all rights to the classified position(s), including bumping rights 
during a layoff process. 

 
15.5 Reemployment 

 
15.5.1 Laid off employees are eligible for reemployment in the classification from 

which laid off for a 39-month period from the effective date of layoff and shall 
be reemployed in the reverse order of layoff as vacancies become available. 

 

15.5.2 Laid off employees are responsible for maintaining a current address, email 
address and phone number with Human Resources. 

 

15.5.3 A reemployment list for each classification subject to layoffs will be established 
and maintained in Human Resources for at least 39 months, or until exhausted, 
whichever is sooner. 

 

15.5.4 The names of employees who are laid off will be placed on the reemployment 
list in accordance with length of service in all classifications held. 

 

15.5.5 When there is a position vacancy, persons on the layoff reemployment list will 
be considered based on qualifications prior to any outside candidate search. 

 
15.5.6 When a permanent, substitute or short-term vacancy occurs in a classification for 

which a layoff reemployment list has been established, the senior employee will 
be notified and given an opportunity to accept the vacancy. The laid off 
employee may decline the offer of employment and retain their position on the 
list. The offer will then be made to the next person on the list. An employee who 
has been laid off is eligible for rehire in a position without regard to the number 
of hours in the position as held at the time of the layoff. 

 

15.5.7 An employee who has been laid off for lack of work or lack of funds and who is 
on a layoff reemployment list, may be employed as a substitute or short-term 
employee in any other classification for which the employee is qualified, and 
such employment shall not jeopardize or otherwise affect their status or 
eligibility on the reemployment list. 

 
15.5.8 A permanent employee who is laid off and is subsequently reemployed within 

39 months shall have all rights and privileges restored. In the event that a 
probationary employee is laid off, and subsequently reemployed pursuant to 
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layoff reemployment rights, the employee’s probationary period will start over 
from new start date. All other rights and privileges for a probationary employee 
shall begin with the reemployment date. 

 

15.6 Retirement In Lieu Of Layoff 
 

An employee who meets the qualifications may elect retirement under the California 
Public Employees Retirement System (CalPERS) and shall be placed on an appropriate 
reemployment list. If an employee subsequently accepts, in writing, an appropriate 
vacant position within the period of 39 months, the District shall maintain the position 
until CalPERS has processed the request for reinstatement from retirement. 

 
15.7 Volunteer Layoff 

 

15.7.1 The District may offer any classified employees a volunteer layoff option. 
 

15.7.2 The District will notify CSEA that employees may volunteer for layoff at least 
five (5) business days before this option is given to the employees. The 
District must notify CSEA of the names of the individuals who volunteered 
prior to the effective date of the layoff. 

 

15.8 The above constitutes the full and complete understanding of the parties concerning 
layoff and effects of layoff. 
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ARTICLE 16  
 

EMPLOYEE EXPENSES AND MATERIAL 
 

16.1 The District agrees to provide all tools, equipment, and supplies reasonably necessary to 
bargaining unit members for performance of employment duties. 

 

16.2 The District will provide for the payment of the costs of replacing or repairing the 
personal effects, which are damaged in the line of duty without fault of the unit 
member. The value of such items shall be determined as of the date of damage thereto; 
and, if damaged beyond repair the actual value of such item(s) shall be paid for to a 
maximum of two hundred dollars ($200.00). 

 

16.3 It is not the intention of this article to replace personal effects, which are worn out 
through ordinary wear and tear; the District will not be responsible for repair and 
replacement costs of such items. 

 
16.4 Employees shall substantiate any claim for repair or replacement with evidence clearly 

indicating that damage was caused by circumstances beyond the control of the unit 
member, i.e. without fault. Claims for replacing or repairing shall be given to the 
immediate supervisor. 

 
16.5 Upon approval by the College President, or Designee, of the claim, reimbursement shall 

be made to the unit member upon presentation of receipt(s) for payment of repair or 
replacement costs. 

 

16.6 This Article is intended and shall apply only to those personal effects normally and 
ordinarily worn or required at work; it specifically is not for repair or replacement of 
tools, radios, or other personal effects not required for work performance. 

 

16.7 Physical examinations, when necessary in the course of employment, shall be provided 
by the District. 

 
16.8 Any actual expenses incurred by bargaining unit members, up to the maximum food and 

/or lodging allotment authorized by District policy, while on authorized District business, 
shall be reimbursed to the employee. Bargaining unit members authorized to utilize 
their privately-owned vehicle while conducting District business shall receive 
appropriate mileage compensation. Compensation is based on Federal rates. 

 

16.9 Work assignment of employees which requires temporary relocation outside the District 
shall be agreed upon in writing between the employee, District representative(s), and 
Association representative(s). 
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ARTICLE 17  
 

SAFETY 
 

17.1 All unit members shall abide by the Illness & Injury Prevention Program, located on the 
District’s website. 

 

17.2 The District and all unit members shall work together to maintain a safe and healthy 
work environment. 

 
17.3 Unit members shall report in writing perceived unsafe conditions to the Vice President, 

Administrative Services and the Director of Facilities in accordance with procedure. 
 

17.4 Safety equipment, which is required by the District, shall be provided at District expense. 
 

17.5 Unit members shall follow safe operating procedures in operating or using equipment. 
Employees using equipment to perform work for the District shall not modify safety 
features, which are a part of the equipment. 

 
17.6 No unit member shall be discriminated against as a result of reporting an unsafe 

condition. 
 

17.7 The District shall provide periodic in-service training to employees on matters related to 
health and safety. Unit members must attend any training or complete any on-line 
training within the allotted timeframe that is required for their position. 
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ARTICLE 18  
 

PAYROLL 
 

18.1 Payroll Deductions 
 

18.1.1 The District agrees that upon presentation of an appropriate written 
authorization from the employee, the District will deduct from the salary of any 
employee and make appropriate remittance for existing annuities, credit union, 
savings bonds, insurance premiums, or charitable donations. The District shall 
promptly pay to the payee all sums deducted. 

 

18.1.2 It is agreed that neither any employee nor CSEA shall have any claim against the 
employer for any deductions made or not made, as the case may be, unless a 
claim of error is made in writing to the employer within 30 calendar days after 
the date such deductions were or should have been made. 

 

18.1.3 Should a concerted activity as defined by Article 19 by employees covered in 
this agreement occur, the District may exercise its right to immediately 
discontinue payroll deductions. 

 
18.2 Payroll Adjustments 

 
18.2.1 Underpayment: Any payroll error resulting in insufficient payment for an 

employee for regular base pay in the bargaining unit shall be corrected, and a 
supplemental check issued, no later than five (5) working days after it has 
been determined that a payroll error has been made. 

 

18.2.2 Overpayment: Any payroll error resulting in an overpayment for an employee in 
the bargaining unit shall be corrected, and repayment arrangements using the 
Repayment of Overpayment Authorization Form. 
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ARTICLE 19  
 

CONCERTED ACTIVITIES 
 

19.1 It is agreed and understood that there will be no strike, work stoppage, slow-down, (or 
related picketing) or refusal to fully faithfully perform job functions and responsibilities, 
or other interference with the operations of the District by CSEA or by its officers, 
agents, or members during the term of this Agreement, including compliance with the 
request of other labor organizations to engage in such activity. 

 
19.2 The District agrees that it shall not lockout during the term of this Agreement. 

 
19.3 CSEA recognizes the duty and obligation of its representatives to comply with the 

provisions of this Agreement and to make every effort toward inducting all employees 
to do so. In the event of a strike, work stoppage, slow-down, or other interference with 
the operations of the District by employees who are represented by CSEA, CSEA agrees 
in good faith to take all necessary steps to cause those employees to cease such action. 
So long as CSEA faithfully meets its obligation noted above, the District agrees that it 
shall not invoke sanction(s) against CSEA for the individual acts of its membership. 

 
19.4 It is agreed and understood that any employee violating this Article may be subject to 

discipline up to and including termination by the District. 
 

19.5 It is understood that in the event this Article is violated, the District shall be entitled to 
withdraw any rights, privileges or services provided for in the Agreement or in District 
policy from any employee and/or CSEA. 
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ARTICLE 20  
 

FILLING OF VACANCIES 
 

20.1 Filling of Vacancies 
 

Whenever an existing bargaining unit position becomes vacant, the District may abolish 
the position, modify the position, reduce the hours of the position, or combine duties 
with another position or positions, subject only to any District obligation to bargain the 
salary of a reclassified position. 

 

20.2 Posting of Vacancies 
 

When bargaining unit positions become vacant, job announcements shall be published 
and shall be distributed to CSEA and all divisions and departments, through the use of e- 
mail, posting on the web or bulletin boards or other appropriate methods of 
communication or combination of methods as the District sees fit that reasonable 
ensure every unit member has been notified. Openings shall be announced for a 
minimum of five (5) working days. 

 
20.2.1 The job announcement will include the job title, description and specific duties, 

minimum qualifications, assigned primary job site, number of hours per day, 
months per year, salary range, and the deadline for filing an application. 

 

20.3 Substitute Employees 
 

The District will not fill any unit vacancy with substitute employee(s) for more than 
ninety (90) calendar days while a search is in progress for a replacement for the 
position, unless one or more of the following provisions exist: 

 

• an MOU is in place with CSEA that delineates an extension to the ninety (90) 
calendar day limit. 

• the substitute is hired due to an approved leave (i.e. medical, educational, etc.) 

• the substitute is hired to fill the position vacancy that occurred as a result of a 
promotion as described in Article 20.5. 

 

20.3.1 When a person serves under a substitute appointment, and is subsequently 
employed in the vacant position, the District shall include such period of 
employment towards an increment of salary. In addition, sick leave and vacation 
entitlement shall be computed retroactively. The initial hire date of the 
substitute into that classification shall be used to determine leave accrual and 
eligibility for salary increment. 
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20.4 Hiring Committee Membership & Interviews for Bargaining Unit Positions 
 

20.4.1 An employee selected as an interviewee for any recruitment, shall be granted 
release time to participate in the interview. 

 

20.4.2 At least one (1) unit member shall be included on the interview committee for 
any recruitment for a classified bargaining unit position. Unit members 
interested in serving on an interview committee may notify the Human 
Resources Office and have their names placed on a list for consideration. 

 
20.5 Promotional Opportunity 

 
20.5.1 Unit members may apply for any announced vacancies. An in-house applicant 

must satisfy the minimum qualifications announced for a position and follow 
the same application procedure required for all other applicants. A unit member 
accepting a promotion becomes probationary for a period of six (6) months in 
the new position. 

 

20.5.2 A permanent unit member who acquires probationary status as the result of a 
promotion, shall retain permanent status in the former classification until 
completion of the six (6) month probationary period in the new classification. At 
any time during the probationary period, the unit member may choose to 
return to the former classification with all previous rights and privileges. 

 
20.5.3 If a classified employee moves into a permanent position outside of the 

Classified unit and has passed the probationary period, the member will give up 
all rights to their classified position(s). 

 
20.6 Contracting Out 

 

A decision by the District based upon labor costs to contract out bargaining unit work shall 

be subject to negotiations. 

 

20.7 Volunteers 

 

If volunteers approach the college with suggested projects they wish to provide, the 

volunteers may provide the service, so long as no subcontracting, layoff of unit members, or 

transfer out of unit work occurs as a result of the volunteer activity. 



67 | P a g e  
Siskiyou Joint Community College District 
Bargaining Agreement with California School Employees Association (Classified Staff) 

 

ARTICLE 21  
 

PROGRESSIVE DISCIPLINE AND PERSONNEL FILES 
 

21.1 Progressive Discipline (Regular Employees) 
The purpose of disciplinary actions is to improve an employee’s performance. If 
discipline is required, the totality of the incident(s)/situation shall guide the immediate 
supervisor, appropriate administrator, and Human Resources staff in determining the 
appropriate steps to improve employee performance. Based on the seriousness and/or 
the egregiousness of the need for improvement, a typical progressive sequence of 
action may include the following: 

 

21.1.1 Informal Discussion 
 

An informal conversation with the employee and immediate supervisor is 
generally the initial action taken to assist an employee in clarifying and 
remedying a performance issue. The discussion is the employee’s opportunity to 
learn from the supervisor the issues causing concern. The discussion may clarify 
standards and expectations, evaluate the employee’s strengths and 
opportunities for improvement, seek information and/or solve problems. 
Documentation of a guidance discussion is not placed in the employee’s official 
personnel file. The supervisor will maintain a record of the discussion. 

 
21.1.2 Verbal Warning 

 

A verbal warning is given by the supervisor when a discussion has failed to 
produce the desired changes or when the employee’s conduct warrants a more 
substantial initial step. A verbal reprimand provides notice to the employee that 
the employee’s performance or behavior must be improved. The warning 
defines the areas in which improvement is required, establishes goals leading to 
this improvement, and informs the employee that failure to improve will result 
in more serious action. The supervisor makes a note of the date, time and 
content of the warning in an email to the employee. No record is placed in the 
employee’s permanent personnel file unless subsequent action is necessary. The 
supervisor will maintain a record of the warning details. 

 
21.1.3 Written Reprimand 

 
A written reprimand is a formal notice to an employee that further disciplinary 
action is required due to the employee’s continued unsatisfactory behavior or 
performance. No further action will be taken unless the employee’s behavior or 
performance improves. The written reprimand advises the employee in writing 
of the consequences of failing to improve. 
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The supervisor will keep a copy of the written reprimand, provide the original to 
the employee and forward a copy to Human Resources for the official personnel 
file. 

 

21.1.4 Suspension 
 

Suspension is the temporary removal of an employee from duties, without pay. 
A suspension is imposed in cases involving gross misconduct or chronic 
behavioral problems for which there seems to be no other appropriate response 
and the employee has failed to provide significant and sustained improvement. 

 
21.1.5 Demotion 

 
A demotion is involuntarily moving the employee into a lower paying 
classification. 

 

21.1.6 Discharge 
 

Discharge is the permanent removal of an employee from service. 
 

21.1.7 The above sequence is a guide for correcting performance/disciplinary actions. 
Based on the nature and the egregiousness of the action or performance, any of 
the resolutions may occur at any time during the process. 

 
21.1.8 Any of the resolutions above may be used in the course of disciplinary action 

more than one time before moving to the next step in the process. 
 

21.2 Personnel File 
 

21.2.1 The Human Resources Office shall establish and maintain locked file(s) for each 
classified employee. The confidential file(s) shall be the employee’s official 
personnel file. 

 

21.2.2 Materials in an employee’s personnel file, which may serve as a basis for 
affecting the status of employment, are to be made available for the inspection 
of the person involved 

 
21.2.3 Employees shall have the right to inspect their official personnel file, upon 

request and with reasonable notice. 
 

21.2.4 Documents containing derogatory information shall not be placed into an 
employee’s personnel file unless and until the employee is given notice and an 
opportunity to review and comment on the information. The employee shall 
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have the right to comment and have the comments entered into the personnel 
file. 

 

21.2.5 Materials consisting of hearsay statements shall not be used in employee 
evaluations nor placed in employee personnel files. For the purposes of this 
Article, hearsay shall be defined in accordance with the statutory and case law 
of the state. 
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ARTICLE 22  
 

COMPLETION OF MEET AND NEGOTIATE 
 

22.1 This Agreement is, to the extent authorized by law, the entire agreement between the 
Parties. It is understood and agreed that the provisions of this Agreement shall not be 
renegotiated for the term of this Agreement, except as specifically provided herein, and 
except by mutual consent. 
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ARTICLE 23  
 

SAVINGS PROVISION 
 

23.1 If, during the life of this Agreement, there exists any applicable law or any applicable 
rule, regulation, or order issued by governmental authority other than the District which 
shall render invalid or restrain compliance with or enforcement of any provision of this 
Agreement, such provision shall be immediately suspended and be of no effect 
hereunder so long as such law, rule, regulation, or order shall remain in effect. Such 
invalidation of a part or portion of this Agreement shall not invalidate any remaining 
portions which shall continue in full force and effect. 
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ARTICLE 24  
 

EFFECT OF AGREEMENT 
 

24.1 It is understood and agreed that the specific provisions contained in this Agreement 
shall prevail over District practices and procedures and over state laws to the extent 
permitted by state law, and that in the absence of specific provisions in this Agreement, 
such practices and procedures are discretionary. 
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ARTICLE 25  
 

DISTRIBUTION OF AGREEMENT 
 

25.1 Within thirty (30) working days after execution of this Agreement, the District shall post 
an electronic copy on the web and provide without charge a copy of this contract to 
every bargaining unit member who requests a print copy. 
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ARTICLE 26  
 

NON-DISCRIMINATION 
 

26.1 This District and CSEA agree that they shall not discriminate against classified employees 
in the administration of this Agreement because of national origin, religion, race or 
ethnicity, color, medical condition, genetic information, ancestry, sexual orientation, 
marital status, physical or mental disability, pregnancy, political affiliation, or because 
the employee is perceived to have one or more of the foregoing characteristics, or 
based on association with a person or group with one or more of these actual or 
perceived characteristics or participation or lack of participation in CSEA activities. 
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ARTICLE 27  
 

DURATION AND RE-OPENERS 

 

27.1 This Agreement shall be effective on the date of ratification by the Classified Bargaining 
unit and the Board of Trustees shall continue in full force and in effect until June 30, 
2024. 

 
27.2 Negotiations are closed for 2021-22, 2022-23 and 2023-24. For the 2023-24 year, each 

party may reopen Article 8 (Compensation), Article 9 (Health Benefits) including plan 
options and up to two additional articles of each party's choice. During the term of this 
Agreement, the parties may mutually agree to meet and negotiate on other subjects 
within the scope of bargaining under the Act. 

 
In Witness whereof, CSEA has caused this Agreement to be signed by its President and 
Negotiators, and the Board has caused this Agreement to be signed by its President, 
attested by its Clerk. 
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APPENDIX A  
 

POSITION CLASSIFICATIONS 
 

Range 108  

• Food Services Assistant 

Range 109 

• Food Services Cook 

• Custodian 

Range 110 

• Account Clerk I 

• Office Assistant II 
 

Range 111 

• Administrative Assistant I 
• Groundskeeper 

• Program Assistant, DSPS 
 

Range 112 

• Athletic Equipment and Field Specialist 

Range 113 

• Account Clerk II 

Range 114 
• Administrative Assistant II 

• Instructional Support Specialist: 
Art & Theater (Costumer) 
Theater (Technical) 
Basic Skills 
Computer Lab 
Distance Learning 
Health Science  
Science 

• Library Technician 

• Student Equity Technician 
 

Range 115  

• Coordinator – Tutoring Services 

• CTE Program Coordinator 

• Groundskeeper/Maintenance Specialist 
• Student Services Specialist 

• Student Services Specialist – Resident Halls 
 

 

Range 116  

• Accounting Technician 

• Career Services Program Coordinator 

• Coordinator – Nursing 
• Coordinator – FKC 

• Coordinator - Yreka 

• Information Technician I 

• Transcript Evaluator 
 

Range 117  

• Academic Advisor 

• Administrative Assistant III 

• Alternative Media & Disability Specialist 

• Curriculum Specialist  

• Library Technician II 

• Program Specialist, EOPS 

• Program Specialist, Upward Bound/TRiO 

• Student Equity Specialist 
 

Range 119  

• Financial Aid Processing Technician 

• Information Technician II 

• Skilled Maintenance Technician 
 

Range 120  

• Data Analyst 

Range 121  

• Electrician & HVAC Technician 

• Payroll Specialist 
 

Range 122  

• Information Systems III 

Range 125  

• Executive Assistant I: 

            Administrative Services 
Instruction 
Student Services 
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APPENDIX B  
 

CLASSIFIED SALARY SCHEDULE 
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APPENDIX B  
 

CLASSIFIED SALARY SCHEDULE 
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APPENDIX B  
 

CLASSIFIED SALARY SCHEDULE 
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APPENDIX B  
 

CLASSIFIED SALARY SCHEDULE 
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APPENDIX C  
 

CLASSIFICATION REVIEW REQUEST 
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CLASSIFICATION REVIEW REQUEST 
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CLASSIFICATION REVIEW REQUEST 
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CLASSIFICATION REVIEW REQUEST 
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APPENDIX D  
 

CLASSIFIED EMPLOYEE EVALUATION 
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CLASSIFIED EMPLOYEE EVALUATION 
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CLASSIFIED EMPLOYEE EVALUATION 
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CLASSIFIED EMPLOYEE EVALUATION 
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APPENDIX E  

EMPLOYEE GRIEVANCE FORM 
 
 

Filing Date:  Date of Informal Presentation:  

Name of Grievant:  Date of Informal Decision:  

Grievant’s Classification:  Name of Supervisor:  

Formal Grievance Step: ☐ Step 1 ☐ Step 2 ☐ Step 3 
(For information about the grievance resolution procedure and deadlines, refer to Article 6.) 

Specific Contract article(s) that the grievant alleges has been violated, misapplied, or misinterpreted: 

 

 
 

 

 

Date of alleged violation:  

Date grievant knew, or reasonably should have known of the circumstances that form the basis for the 
grievance:  

Explain the nature of the alleged violation (use a separate sheet if necessary):  

 

 
 

 

 
 

 

 
 

 

Explain the requested remedy/reason for appeal if Step 2 or 3 (use a separate sheet if necessary): 

 

 
 

 

 
 

 

 
 

 

Grievant’s Signature:  Date:  

CSEA Representative:   Date:  

District’s Decision (use a separate sheet if necessary):  

 


