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PREAMBLE

It has been and will continue to be the policy of the college and its Board of Trustees that discrimination
shall not occur in the operation of any of our employment programs and practices and that all employees
and applicants shall be guaranteed the right of equal employment opportunity and shall be treated without
regard to their race, religion, color, sex (including gender, gender identity, gender expression, pregnancy,
and breastfeeding), sexual orientation, national origin, ancestry, marital status, age, medical condition
genetic characteristics or information, military and veteran status, physical or mental disability or the
perception that a person has one or more of the foregoing characteristics.
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1. INTRODUCTION

The Management Professional Development/Evaluation Personnel Plan (herein after the Plan) applies to
all full-time District employees who have been designated as “management” or “supervisory”' in
accordance with California Education Code section 87002 and Government Code section 3540.1. The
positions are identified in Appendix A of the Plan.

The various sections and provisions of the California Government Code, California Education Code,
California Administrative Code, Title 5, and District policies, procedures, Administrative Regulations,
applicable federal and state legislation, or administrator contracts that are applicable to District
Management employees shall remain in effect. Should there be a conflict between the Plan and any
applicable law, District policy, or other authority, the law, policy, or authority shall supersede the Plan.

Nothing in this Plan is intended to limit the responsibility and authority of the Board of Trustees or the
Superintendent/President.

The need for a comprehensive and fully integrated plan for managers of the District is based upon the
following:

e Since management positions are excluded from collective bargaining, personnel and compensation
policies and procedures for managers are established under the authority of the Board of Trustees and
implemented under delegated authority by the Superintendent/President. This Plan provides written
guidance for managers subject to this authority.

o The varying fiscal conditions in the state, coupled with changes in District enrollment patterns,
present additional challenges for management. Flexibility in the use of limited resources is one
appropriate response to these ever-changing fiscal conditions.

e There is a clear need to recognize the essentials in management positions for planning, accountability,
cost effectiveness, application of new technologies, and maximum utilization of human, physical, and
fiscal resources; to exert leadership to enhance the educational mission and to plan for the future of
the college; and to stimulate the development of personnel and methods which will facilitate the
meeting of institutional goals and program/services objectives.

e Matters of major concern to management are the proliferation and complexity of public policy,
educational futures, and changing social, legal, and economic conditions--all of which influence the
environment surrounding higher education.

e As the building of a “management team” is emphasized through the development of individuals who
are qualified to manage academic enterprises, the kinds of personnel and compensation policies that
provide executives with the flexibility to recruit, retain, develop, and motivate managers and to
provide incentives that recognize achievement in academic, administrative, and management
performance.
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!'In this plan, management and supervisory employees are considered as a single group and are referred to as
“managers” or “management.”

¢ Finally, as change will continue to erode the effectiveness of past practice, it is appropriate and
necessary that existing practices be reevaluated. One central principle is to align authority,
responsibility, and compensation.

The Plan is an integrated personnel system covering appointment, evaluation, advancement of managers,
compensation, benefits, employment status, education and development, leaves, personnel rights, and
conditions of employment.

The management group includes employees who have primary responsibility for the implementation of
policy, which has been adopted by the Board of Trustees, as well as ensuring that the operations of the
college are in compliance with state law and regulations of the Board of Governors of the California
Community Colleges and accreditation standards. Administration and implementation of the Plan are the
responsibilities of the Vice President, Human Resources and Employee Relations under delegated
authority from the Superintendent/President.

2. MANAGEMENT FUNCTIONS

Planning is a major responsibility of management. The higher the position is in the management structure,
the more time should be devoted to planning. This principle is inversely related to decision making.
Planning and decision making should both move the college toward continuous improvement and result
in a higher level of efficiency and effectiveness.

Management structure will change as shifting forces and priorities require. As a result of being part of the
legal/corporate structure of the State of California, the college will always be hierarchical and
bureaucratic in its functioning. To keep from becoming rigid, unresponsive, and outdated, the college will
also employ elements of entrepreneurial, team, and matrix functioning in its structure to maximize staff
contributions, quality service, and cost effectiveness.

The management functions may include, but are not limited to, the following:

a) Developing and implementing plans, policies, and programs; establishing and monitoring progress
toward program goals and objectives; evaluating accomplishments; and making necessary
adjustments in plans, priorities, and objectives to meet specific needs or changing conditions

b) Defining duties and positions; establishing organizational structures; and determining long-range
staffing requirements (specialties, number of people, career paths, turnover, etc.) to meet program
demands

¢) Developing, justifying, and administering program budgets and authorizing program expenditures and
services
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d) Determining methods, techniques, systems, and materials required to meet program goals

e) Assessing and recommending internal changes based on the impact of substantive changes in funding,
laws, policies, and program dynamics

f) Representing the college and its programs and services to the public, media, other educational
institutions, and professional associations

g) Selecting, training, and evaluating staff; assigning and directing their work; providing leadership and
stimulation for staff growth and development; and applying principles of equal opportunity in all
personnel activities

h) Other duties and responsibilities as circumstances may require

3. RESPONSIBILITIES OF INDIVIDUAL MANAGEMENT TEAM MEMBERS

In addition to the functions listed in the previous section, managers as individuals have the following
responsibilities:

a) Interdependence of Operation — Managers endeavor to operate as a team, recognizing that any
action by one manager has an impact on others.

b) Authority — Managers are authorized to make judgments and decisions that commit the college to
various courses of action within the scope of their position descriptions.

c) Commitment to Learning — Managers are responsible for creating and supporting a total
environment dedicated to learning and open to those who want to learn.

d) Team Management — Managers are an integral part of the total college operation who participate in
and contribute to the broad educational and support processes. Managers must work together in the
planning stages of college-wide programs for effective implementation, solution of problems, and the
attainment of high quality in all services delivered.

e) Collaboration and Participatory Management — Managers are responsible for fostering and
maintaining a supportive environment characterized by trust and respect for the dignity and creative
potential of the individual. As such, Managers are responsible for utilizing the governance processes
to involve all constituent groups in goal setting, problem solving, and decision reaching so that all
will develop attitudes of partnership and shared responsibility.

f) Cost Effectiveness — Managers are responsible for integrating and coordinating all programs and

services used that respond to program users and broad management needs of the college within a
fiscally responsive environment.
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g) Resource Management — Managers are responsible for efficient and effective management of
human, physical, fiscal and technological resources within their respective areas.

h) Ethical Behavior — Managers have the responsibility to adhere to the highest standards of conduct,
acting in a manner to merit the trust and confidence of all constituent groups and to work in the spirit
of harmony and consideration of individual differences with other managers, staff, faculty and
students.

i) Planning and Awareness — Managers are responsible for anticipating and responding to needs and
problems, many of which are not covered by existing policy or guides and which may require the
development of new programs, techniques, or other innovative methods.

j) Competence — Managers are expected to possess the knowledge, skills, and abilities in their field of
expertise to understand and to implement the principles and concepts underlying the program, to
administer it effectively, to communicate its value to others, and to encourage colleagues to provide
necessary courses of action for program support.

k) Collaboration and Networking — Managers develop procedures and/or recommendations through
collaboration and networking with all constituent groups to reach consensus that underscores the
interest(s) of the District.

4. OUTSIDE SERVICES/WORK AND HOURS OF SERVICE

Effective with the approval of the plan and thereafter, prior to entering into any contract to perform
services or provide any work for any outside entity (e.g., teach, work as a consultant) which may impact
or limit duties to be performed for the District, managers must submit to the Office of Human Resources a
description of the services to be provided, the organization/entity for whom those services will be
provided, the expected duration of the work, expected work schedule, and any other relevant information
so that the District can determine whether such work would be incompatible with, in conflict with, or
detrimental to the managers' duties with the District. Any work to be performed for an outside entity will
require advanced written approval by the Superintendent/President.

Managers must comply with state laws and District procedures regarding conflicts of interest and
incompatible activities. Positions designated by the Superintendent/President will also complete the
California Form 700 annually (see e.g., Govt. Code, §§ 1028, 1090, 87100 et seq., and see District Board
Policy 3711). (See Appendix P)

Administrators may request to teach one College of the Desert course per semester, provided the Dean of
the school has offered an assignment and the Administrator meets the minimum qualifications as set forth
by the California Community Colleges Chancellor’s Office and the District. The course must be
scheduled outside the regular work assignment (8:00 a.m. to 5:00 p.m.). Immediate supervisor and the
Superintendent/President must approve teaching assignments.

Management Team members are exempt from the overtime provisions of the Fair Labor Standards
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Act (FLSA) and are ineligible for overtime compensation or compensatory time off. This does not mean
that the District will impose excessive working hours on Management Team members. Management
Team members may have an alternative work schedule as approved by an immediate supervisor. Time off
should be scheduled consistent with work demands and with prior approval of the immediate supervisor.

The College generally observes a 4/40 summer work schedule (Monday-Thursday, ten hours per day),
between June and August each year in an effort to conserve resources and provide employees with a
shortened work week and lengthened weekends. Offices that are required to serve the public and/or
students Monday through Friday during the summer will provide staffing for the five days a week.
Maintenance and Operations may determine by mutual agreement between the immediate supervisor and
employees, a work schedule of an eight-hour day, five days a week, or a ten-hour day, four days a week.

S. THE PLAN OBJECTIVES

The Plan objectives include the following:

a) To recruit and retain well-qualified managers; to enhance their management capabilities in areas such
as leadership and accountability; to provide opportunities for professional development; and to
maximize the talents of each manager on behalf of the College of the Desert.

b) To facilitate and enhance effectiveness and productive efforts of managers through evaluation of
performance and the recognition of accomplishments.

¢) To provide a system in which the particular abilities, contributions, expertise, and effectiveness of the
individual managers can be considered, along with the level of responsibility of the job performed, in
determining appropriate compensation.

d) To enable the Superintendent/President, who is in a primary position to judge the accomplishments
and value of an individual's performance and to approve the selective use of salary funds authorized
by the Board of Trustees for recognizing individual differences among the managers.

e) To provide flexibility to accommodate the variations in job requirements which are a normal part of a
changing environment in which the college must operate.

f) To establish a salary structure based on a “bench-marking methodology” utilizing the fifteen largest
middle-sized single community college Districts (excluding “Basic-Aid” Districts) based on multiple
criteria primarily of which will be the most current funded FTES as well as other factors as deemed
appropriate such as budget and permanent staffing levels.

g) To establish a system of fiscal controls within which the Superintendent/President recommends
appropriate salaries for Management classifications to the Board of Trustees.

h) To establish a benefits program that complements the salary program, is appropriate for managers,
and is indexed to comparable institutions.
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6. BASIC COMPONENTS OF THE PLAN

6.1.1 Management Team Structure

Administrators: In accordance with Education Code §87002, Education Code §72411 and Government
Code (Title 1, Division 4, Chapter 10.7, Article 1) 3540.1 (m) College of the Desert employs Educational
and Classified administrators.

"Educational administrator" means any administrator who is employed in an academic position
designated by the Board of Trustees of the District as having direct responsibility for supervising the
operation of or formulating policy regarding the instructional or student services program of the college
or District (Education Code §87002 (b).) Educational Administrator contracts will be approved by the
Board of Trustees. The contract will stipulate at least twelve months of service and not to exceed four
years.

“Classified administrator” means an administrator who is not employed as an educational administrator.
Classified administrators, in the absence of a contract, serve at the pleasure of the Board of Trustees
(Education Code §72411.5).

Each management position placed in a particular level, as reflected in Appendix B. The placement of
each position in a particular level is premised on an assessment of the general skills, knowledge, and
qualification requirements needed to perform the assigned duties and responsibilities. Additional criteria
which have been considered include, but are not limited to, nature and complexity of program or
organizational unit; scope of management responsibility; level of planning required; special job demands;
extent of authority for independent decision making; internal equity; and accountability and impact of
policies administered and/or decisions. The Office of Human Resources in consultation with the hiring
manager will make an initial placement recommendation to the Superintendent/President.

Vice President contracts shall be approved by the Board of Trustees under contract for a period not
greater than four years; other designated management positions, shall have contracts approved by the
Board of Trustees for a period not greater than three years.

6.2 Management Team Review

The District is a dynamic entity and, as such, procedures must provide an opportunity for adjustment to
management structure in order to meet the legitimate needs of the District. The procedures set forth herein
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will provide for management structure to be reviewed when it can be demonstrated that there has been a
significant change(s) in duties/responsibilities and accountability.

In the event the change(s) is temporary (not to exceed twelve months) but significant (more than ten
working days), the Vice President, Human Resources and Employee Relations shall recommend
appropriate movement on the salary schedule. This change in pay will occur once assigned. All
recommendations for movement on the salary schedule as per this section shall be subject to approval by
the Superintendent/President.

Permanent change(s) must be documented by the employee and his/her immediate supervisor and
forwarded to the appropriate Vice President. The Vice President, Human Resources and Employee
Relations shall forward the request to the Management Personnel Committee, which will be convened
within 30 calendar days of the request to consider the request. (See Section 15 for committee
composition.) In the event the committee recommends a change to the classification, the change will be
presented to and subject to approval by the Superintendent/President and Board of Trustees. The
Superintendent/President’s decision is final. All such changes shall be effective on the first of the month
following Board approval.

Requests for management structure review, based upon changing conditions, are to be made on the
College of the Desert’s Management Structure Analysis Form (Appendix C). The request may be
initiated by either the employee or the employee’s immediate supervisor. When the job is changed (e.g.,
upgrade, title change), an incumbent will at no time be expected to reapply for his/her incumbent
job/position.

6.3 Personnel Files

There shall be one official District personnel file for each employee. The material in the official District
personnel file shall be considered and used as the only official personnel record of the District in any
proceeding affecting the status of the management employee's employment with the District. The
personnel file shall include, but not be limited to, records of employment with the District and records of
professional evaluation. The personnel file shall be kept in a secured environment in the Office of Human
Resources.

A management employee shall have the right at any reasonable time without loss of pay to examine
and/or obtain copies of any material from the employee’s own personnel file.

All personnel files shall be kept in confidence and shall be available for inspection only to the immediate
supervisor and Human Resources, when it is deemed necessary for the proper administration of the
District’s affairs and the supervision and protection of the management employee. The District shall keep
a log indicating the persons who have examined a personnel file as well as the date such examinations
were made (other than the regular Human Resources staff).

Any person who places written material of a derogatory nature into a management employee’s file will
first present a copy of such material to the employee concerned. The employee will have a right of
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rebuttal within twenty working days of the receipt of such material and have it attached. Under no
circumstances will any derogatory information be entered into a personnel file without the management
employee’s knowledge.

Derogatory material placed in a management employee’s personnel file may be sealed and removed upon
the request of the management employee when such material is more than two years old, except as
prohibited by law. Derogatory material does not include evaluations.

6.4 Evaluation Plan (See Section 12. Management Professional Development/Evaluation)

6.5 Salary Structure and Placement

The salary structure consists of a salary schedule with a salary range including ten steps established for
each management position.

For salary comparison purposes, the salary schedule shall be based on a “bench-marking methodology,”
which is a salary survey utilizing the fifteen largest-middle sized single community college Districts
(excluding basic aid Districts) based on multiple criteria primarily of which will be the most current
funded FTES (Full Time Equivalent Students) as well as other factors as deemed appropriate such as
budgets and permanent staffing levels.

All members of the Management Team, which includes Educational Administrators and Classified
Administrators, shall be placed on the Management Salary Schedule.

Management team members are expected to have a wide variation of experience and proven capabilities.
In order to provide the Superintendent/President and the Board of Trustees adequate flexibility in the
hiring and placement of administrators in the respective positions, the Vice President shall recommend
initial salary placement on the salary schedule to the Superintendent/President for approval. Maximum
placement shall be at step 7 unless otherwise approved by the Superintendent/President.

Management team members shall advance to the next step on the appropriate salary schedule as of July 1%
of each year, providing employment commenced no later than March 31* of that year and subject to a
satisfactory evaluation.

The Superintendent/President may, at his/her sole discretion, approve salary adjustments other than the
salary adjustments provided for in this plan.

6.6 Salary Administration

Management employees are expected to function at or near the peak of competence and expertise
immediately upon employment by the District. As a consequence of this expectation, the Board of
Trustees supports the position to compensate managers corresponding with the market value of their
expertise immediately upon placement. Executive Cabinet level managers are contract employees, and as
such, the initial salary placement shall be established through conferred agreement with the
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Superintendent/President and approval by the Board of Trustees.

Managers at other levels are normally expected to have varying degrees of experience and proven
capabilities. In order to provide the Superintendent/President and the Board of Trustees adequate
flexibility in the hiring and placement of managers in the respective positions, initial salary placement
shall be determined through conferred agreement with the Superintendent/President who shall
recommend placement on the salary schedule to the Board of Trustees for approval.

6.7 Longevity

Management employees shall be compensated in recognition of accrued continuous time without a break
in service and continued satisfactory performance with the District at the following rates:

10 full years or more $55.00 per month
15 full years or more $75.00 per month
20 full years or more $100.00 per month
25 full years or more $135.00 per month
30 full years or more $160.00 per month

Longevity increases are effective July 1, of each year following the anniversary date, beginning in 2021.

6.8 Doctorate Stipend

Upon completion and evidence of an earned doctorate or juris doctorate degree, Management Team
members are eligible for an annual $2,000 doctorate stipend, effective July 1, 2021.

6.9 Tenure and Performance

Members of the Management Team shall serve contract base service days in academic, administrative, or
other assignments at the pleasure of the Board of Trustees as prescribed by the California Education
Code. They are not subject to probationary service and do not receive tenure or permanent status in
management positions. Employees who are in management positions are evaluated, retained, and
compensated based on such factors as management performance, contribution, and value to the college.
Managers who were previously permanent classified bargaining unit members shall retain any earned
permanency for authorized bumping rights as allowed by legislation and the classified bargaining
contract. Managers who were previously permanent confidential employees shall retain any earned
permanency for authorized bumping rights based on seniority and time in the position. Managers
appointed to academic positions are entitled to retreat rights as adopted by the Board of Trustees, pursuant
to the California Education Code §87458 (Appendix D).

In accordance with Education Code §72411, for an Educational Administrator employed by appointment
or contract, the term of which is longer than one year, notice of non-reemployment shall be given at least
six (6) months in advance of the expiration date of the appointment or contract unless the contract or
appointment provides otherwise. For every other administrator, notice that an administrator may not be
reemployed by appointment or contract in his or her administrative position for the following college year
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shall be given on or before March 15", In the absence of an express appointment or contract as provided
in Section 72411, every administrator shall serve in his or administrative assignment at the pleasure of the
Board of Trustees pursuant to Education Code §87458, and §72411.5. Classified staff promoted to a
Management position will retain any earned permanency in their previous classified assignment for the
purposes of layoff and retreat rights (Appendix D).

6.10 Reassignment, Reconsiderations, Recruitment, and Reduction in Force

Reassignment — Subject to approval of the Board of Trustees, the Superintendent/President may reassign
employees to any duties that are deemed necessary to the District’s operation and programs.

Reconsiderations — Requests for reconsideration of personnel decisions or reassignments shall be
submitted to the Vice President, Human Resources and Employee Relations, who shall be responsible for
submitting the request to the Superintendent/President, whose decision shall be final.

Recruitment — Positions are reviewed and approved by the Board of Trustees. Recruitment of positions
in the Management Team shall be conducted in accordance with equal employment opportunity
guidelines and established policy and procedure (BP 7120 and AP 7120). Candidates must meet minimum
qualification standards for the position being filled.

Reduction in Force — Layoff procedures shall be conducted in accordance with California Education
Code §88127.

7. HEALTH AND WELFARE BENEFITS

The District provides its employees with a variety of benefit programs. Individual programs may be non-
contributory (financially supported by the District), contributory (financially supported by both the
District and employee) and voluntary (solely at the employee’s option and expense).

7.1 Non-contributory Programs

Workers’ Compensation — This program ensures that all employees will be provided benefits per the
current State regulations and policies if injured in a work-related accident or illness. Employees suffering
an injury or illness arising out of and in the course and scope of employment shall be entitled to
medical leave of up to sixty working days per accident or illness (see Section 8.9).

In the event of an industrial injury or illness that occurs while on college property or while in the service
of the District, the employee must report the injury or illness promptly to the Office of Human Resources
and to the immediate supervisor. If medical treatment is required, the Office of Human Resources will
authorize such treatment through a participating provider in the Medical Provider Network, unless the
employee has requested to be treated by his/her own physician. (Proper form must be completed and
placed in personnel file prior to injury.)
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All industrial injuries or illnesses, regardless of the severity, must be reported to the Office of Human
Resources, even if there is no work time lost as a result of the injury or illness.

When an employee has experienced a work related injury or illness and is released to return to work with
restrictions, every effort will be made to find a temporary modified work assignment which will allow the
employee to progress to full duty status and is consistent with the work restrictions. A representative
from the Office of Human Resources will meet with the employee and immediate supervisor.

If no modified assignments can be found, the employee will be placed on temporary disability, sick leave,
or other available appropriate leave until an assignment can be found or until the restrictions are lifted and
the employee can return to work.

If an employee refuses a modified work assignment which is consistent with the restrictions imposed by
his/her physician, no temporary disability benefits will be paid. If the employee is unable to return to
work in any capacity, the District retains the right to request verification from the employee’s physician.
Employee Assistance Program (EAP) — The Employee Assistance Program is a resource for eligible

employees and any member of their household. This program offers confidential help in solving problems
that affect personal well-being or job performance.

7.2 Contributory Programs

A Management Team member shall be eligible to participate in health benefits on the first day of the
month following his/her first day of paid service.

Medical Insurance - The District offers several medical plans, which provide coverage to all full-time
eligible employees and their dependents. Mental health, chiropractic, and acupuncture benefits may be

included in the medical plans for both employee and dependents.

Long Term Care - Long-term care insurance plans cover eligible employees only. (Eligible family
members may purchase long-term care at an additional cost.)

Dental Insurance - The District offers two dental plans (1 PPO and 1 HMO), which provide coverage for
a variety of dental and orthodontic benefits for eligible employees and dependents.

Vision Care - The vision service plan includes an annual routine eye examination, and either eyeglasses
or contact lenses for eligible employees and dependents.

Life/AD&D Insurance - Employee only group coverage is provided to the employee, up to $50,000.00.

Domestic Partner Health Benefits - The District will make the same premium contribution for an
eligible domestic partner as for a legally married spouse. Please note that the value of any employer-paid
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coverage for a domestic partner is taxable. The District must report the fair market value of the coverage
as imputed income on the employee’s Form W-2 for federal and state/local tax purposes.

7.3 Other Contributory Benefit Programs Available
Unemployment Insurance - The District contributes to the State Unemployment Insurance fund.

Retirement - The District provides eligible employees with a defined benefit retirement plan through
membership in either the California Public Employee Retirement System (CalPERS) or the California
State Teachers Retirement System (CalSTRS), depending on their classification (classified or academic).
Employees who were members of PERS prior to January 1962 had the opportunity to elect Social
Security coverage. Subsequent to 1962, all new members of PERS have been required to have Social
Security coverage; therefore, there may be District employees covered by PERS who do not have Social
Security coverage. Employees who are members of STRS do not pay Social Security; however new
academic management employees hired after April 1, 1986 under STRS, must pay a percentage of their
gross salary to Medicare.

403(b) Plan - The District sponsored 403(b) Plan with American Funds offers eligible employees a match
of their contributions (up to $1,200/year) and provides assistance in planning for retirement through our
third party administrator.

7.4 Voluntary Programs

Tax Sheltered Annuities — In addition to the American Funds plan, employees can choose from a variety
of other 403(b) and 457(b) plan options that also provide employees with pre-tax, defined contribution
investment opportunities designed to enhance retirement.

Pledges or Gifts to Qualifying 501(c) (3) Charitable Organizations.

Section 125 Plan/Flexible Spending Account (FSA) — Use pretax dollars for eligible medical, dental,
vision and dependent care expenses by enrolling in a flexible spending account (insurance premiums are
not eligible expenses).

7.5 Health Coverage for Retired Employees

The District shall provide the same contribution to management retirees’ medical, dental, vision, life and
LTC premiums as is provided to active eligible employees, until age sixty-five. Employees must be at
least fifty-five years old and have at least ten years of full-time service with the District in order to qualify
for coverage.

The District shall permit any management member over the age of 65 who has retired from the District to
continue coverage in their current medical, dental and vision plans at his/her own expense. The District
shall also permit continued enrollment of the surviving spouse or domestic partner of a retiree or active
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employee of the District at his/her own expense. This section permits enrollment into the District’s
medical, dental and vision plans only once.

7.6 Part-time Benefit Eligibility

Managers who work thirty or more hours per week are eligible to enroll in the same health plans as full-
time employees.

8. LEAVE BENEFITS

Definition of Immediate Family: For the purpose of this section, an immediate family member shall be
limited to mother, father, stepmother, stepfather, stepchild, grandfather, grandmother, grandchild, or
domestic partner of the employee or of the spouse of the employee and the spouse, son, son-in-law,
daughter, daughter-in-law, brother, sister, brother-in-law or sister-in-law of the employee or any relative
by blood or marriage living in the immediate household of the employee.

8.1 Sick Leave

Managers earn one day of leave with full pay for each month of service during the year to be used for
purposes of personal illness or injury. Sick leave is posted to each employee’s account on July 1st, which
is the first day of the fiscal year. Employees must report the absence following the illness or injury, and
provide a physician’s report for absences of five working days or longer. Unused sick leave day accrue
for the period of employment. Sick leave is not paid out at the end of service.

8.2 Extended Sick Leave

Classified Administrators may be eligible for extended sick leave paid at fifty (50) percent of the
employee’s regular rate of pay when all accrued full-pay sick leave has been exhausted. During a fiscal
year, extended sick leave is provided up to a maximum of 100 working days of paid leave, including full-
pay sick days. Additional sick leave authorized under this category will be exclusive of other paid leaves
or holidays to which the employee may be entitled. After the initial 12 days of annual sick leave, the
additional 88 half days are not accumulative and are added each year. Part-time employees will be
afforded the same rights on a prorated basis for 100 days. The District reserves the right to require proof
of illness and may refer any claims for extended sick leave benefits to the District physician whose
decision as to the employee’s eligibility will be final.

In accordance with California Education Code §87780, an Educational Administrator who is absent from
his or her duties on account of illness or accident for a period of five school months or less, may have the
cost of a sub deducted from the salary due to the employee for any month in which the absence occurs.
This amount shall not exceed the sum that is actually paid for a temporary employee employed to fill his
or her position during his or her absence. If no temporary employee was employed, the amount that would
have been paid to the temporary employee had he or she been employed, will be deducted. The District
will make every effort to find a sub to fill the absence.
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The employee on long-term disability will receive his/her regular salary until expiration of accumulated
sick leave. Thereafter, the employee will receive only the difference between his/her salary and the pay
of the substitute employee as specified in the salary schedule for the five-month period.

8.3 Family Illness Leave

Employees may use half of the current year’s annual accrual of sick leave for illness or injury of a parent,
child, or spouse or domestic partner according to Labor Code §233.

8.4 Personal Necessity

The District shall provide seven days of personal necessity leave to be charged against sick leave in any
fiscal year. Available days may be used for purposes deemed by the employee to be of a compelling
nature, the nature of which cannot be attended to outside of regularly scheduled duty days. Before
utilization of personal necessity leave, when the leave is foreseeable, the employee shall arrange leave at a
time which is mutually acceptable to the employee and his/her supervisor and attain prior approval
(California Education Code §88207 & §87784).

Purposes for which personal necessity leave may be used include:

a) Death of a person significant to the employee

b) An accident or emergency illness involving the employee’s person or property or the person or
property of the employee’s immediate family

¢) Urgent personal business which requires presence at or in a time frame which falls within the
employee’s regular work day, and which cannot be arranged outside of the employee’s normal
work day

8.5 Critical Illness

Employees may be granted an absence from service with full salary for a period not to exceed three
working days in any one fiscal year for a critical illness in the family. Critical illness shall be defined as
one in which the person’s life is in danger. This allowance will not affect accumulated sick leave and will
not be accumulated from year to year. Critical illness leave is not to be used until all Personal Necessity
Leave and Family Illness Leave have been used. It is the employee’s responsibility, upon returning to
work, to provide written certification from a qualified physician that the illness is critical.

8.6 Bereavement Leave
Employees are entitled to an absence from work with full salary for a maximum of five work days for the

death of any member of the immediate family. Days need not be taken consecutively. The supervisor may
require verification, including location and relationship, of the death of the family member.
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An absence from service with full salary for one working day shall be allowed for the death of any other
close relative of the unit member with prior written approval from the immediate supervisor or the
administrator of the area. “Close relative” for the purpose of this Section is defined as “aunt, uncle, niece
or nephew” of the unit member, their spouse or domestic partner.

8.7 Jury Leave

Employees shall be granted leave at full pay when required to report for jury duty. The employee shall
present proof of service to Payroll and to their immediate supervisor. The District shall not discourage
employees from accepting jury service. The District reserves the right to discuss with the employee the
practicality of seeking exemption or deferment when jury service would materially disrupt District
operations. Fees received by employees, excluding travel and subsistence expenses, shall be remitted to
the District.

8.8 Subpoena Leave

Employees shall be granted leave at full pay when subpoenaed as a witness, other than as a defendant or
plaintiff, in a criminal or civil trial, which has resulted directly from an incident that took place during the
course of conducting regular District business. Such leave shall be restricted to personal appearance
under a subpoena issued by a court of competent jurisdiction.

For reasons other than listed above, an employee shall be granted a leave of absence when subpoenaed as
a witness and not as a litigant in a court of law. The leave shall be granted for the number of days
specified in the subpoena as certified by an authorized officer of the court.

The leave shall not be accumulated from year to year. Compensation for such leave will be made up to a
maximum of ten working days per year. The amount of compensation shall be equivalent to but not more
than the difference between the employee’s regular earnings and any amount received under the
subpoena.

8.9 Industrial Illness or Accident Leave
Administrators are eligible for this benefit from the first day of employment (see Section 7.1).

Industrial accident or illness leave of up to sixty days per injury will be granted. In the event an employee
exhausts all benefits provided herein, sick leave, vacation, or other paid leave may be used.

The employee must endorse to the District any wage loss benefit checks received from the workers’
compensation carrier that would make the total compensation from both sources exceed 100 percent of
the employee’s regular salary.

In the event a Management Team member has a work injury, or suffers from a work related illness, is
under the care of a physician, and the employee is released to return to work with restrictions, every effort
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will be made to find a temporary modified work assignment which will allow the employee to progress to
full duty status and is consistent with the work restrictions.

8.10 Pregnancy Disability Leave

Upon written request, accompanied by verification from a licensed California physician, pregnancy
disability leave of absence without pay will be granted to an employee for disabilities caused by pre-
pregnancy, miscarriage, childbirth and recovery. Such leave shall be for a term of not more than one
calendar year. Employees returning from pregnancy disability leave shall provide the District with at
least one calendar month notice of their intent to return. Pregnancy disability leave should be used in
conjunction with earned leave and Family Medical Leave.

8.11 Family Medical Leave

In accordance with Government Code §12945.2 and the Family and Medical Leave Act of 1993 (FMLA),
employees shall be eligible for an unpaid leave of absence, not to exceed twelve working weeks (sixty
working days) (twenty-six weeks for military caregiver) in a twelve month period for the following
purposes and under the enumerated conditions:

Leave because of: 1) the birth of a child of the employee, 2) the placement of a child with the employee in
connection with the adoption or foster care or 3) the serious illness of a spouse, domestic partner, child or
parent of the employee, 4) because of a serious health condition that makes 