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ARTICLE 1  

 
RECOGNITION  

 
 

1.  Agreement 
 

The articles and provisions contained herein constitute a bilateral and binding Agreement 
(“Agreement”) by and between the Governing Board of the COLUSA UNIFIED SCHOOL 
DISTRICT (“District”) and the CALIFORNIA SCHOOL EMPLOYEES 
ASSOCIATIONAND ITS COLUSA RIVERBENDERS CHAPTER #574 (“CSEA”) 
reached through “meeting and negotiating” as defined by Section 3540.1(h) of the 
Government Code. 

 
2.  Unit Description 
 

The District recognizes CSEA as the exclusive representative of the employees in the 
classified unit.  CSEA unit consists of all classified employees, except the following 
positions: 

 
a. Executive Administrative Assistant 
 
b. Payroll/Personnel Secretary 

 
c. Chief Business Official 
 
e. Director of Food Service 
 
f. Director of Maintenance, Operations and Transportation 
 
g. After School Education and Safety (ASES) Coordinators 
 
h. Director of Technology 
 
i. Expanded Learning Director  
 
j. Bilingual Services Coordinator 
 
 

3.  Coverage 
 

This Agreement applies only to employees in the classified unit. 
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ARTICLE 2 
 

NO DISCRIMINATION 
 
1. Discrimination Prohibited 
 

No employee in the bargaining unit shall be appointed, reduced, removed, or in any way 
favored or discriminated against because of his/her political options or affiliations, or 
because of race, national origin, religion, or marital status; and, to the extent prohibited by 
law, no person shall be discriminated against because of age, sex or physical handicap. 

 
2. No Discrimination on Account of CSEA Activity 
 

Neither the District nor CSEA shall interfere with, intimidate, restrain, coerce, or 
discriminate against employees because of the exercise of rights to engage or not to engage 
in CSEA activity. 

 
3. No Strikes/No Lockouts 
 

The District agrees not to lockout its employees for the term of this contract.   The 
Association agrees that it will not engage in any strike or other concerted work stoppage 
or slowdown whether or not over matters arising under this Agreement, including 
compliance with the request of other labor organizations to engage in such activity, for the 
term of this contract or any agreed upon extension thereof. 
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ARTICLE 3 
 
 

ORGANIZATIONAL SECURITY 
 

1. Membership and Dues Deduction 
           

District shall distribute CSEA-supplied membership applications to appropriate new hires 
(but not make any statement suggesting workers must join). District shall refer all 
employee questions about CSEA or dues over to the CSEA Labor Relations 
Representative. This agreement shall satisfy District’s duty to bargain effects of Janus 
decision. 
 
The District shall not interfere with the terms of any agreement between CSEA and the 
District’s employee with regard to that employee’s membership in CSEA.  
 
CSEA shall have the sole and exclusive right to receive the payroll deduction for regular 
membership dues. 

 
2. Dues Deduction 

 
The employer shall deduct, in accordance with the CSEA dues schedule, dues from the 
wages of all employees who are members of CSEA.  

 
The District shall refer all employee requests to revoke membership to the CSEA Labor 
Relations Representative.      
 
There shall be no charge by the employer to CSEA for regular membership dues 
deductions. 

 
3. Membership Information 
 

The District shall take all reasonable steps to safeguard the privacy of CSEA members’ 
personal information.  

 
4. Hold Harmless Provision 

 
CSEA shall defend and indemnify District for any claims arising from its compliance 
with this article for any claims made by the employee for deductions made in reliance on 
information provided by the employee organization to the employer to cancel or change 
membership dues authorization.  The employer shall be required to promptly notify 
CSEA of any claims made by employees relating to dues authorization. 
 
CSEA shall have the exclusive rights to decide and determine whether any such action 
shall be compromised, resisted, defended, tried or appealed as applied to this Article #3. 

  

file://10.254.30.2/Users/slantsberger/Documents/slantsberger/Negotiations/CSEA%202025.26/ARTICLE%203%20Clean.docx#_ARTICLE_III_-
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5. District Notice to CSEA of New Hires 
 

The District shall provide the CSEA Chapter President notice of any newly hired 
employee, within ten (10) days of date of hire, via an electronic mail.  The notice shall 
include the following information: full legal name, date of hire, classification, and site. 
 

6. Employee Information 
 

“Newly hired employee” or “new hire” means any employee, whether permanent, full 
time, part time, hired by the District, and who is still employed as of the date of the new 
employee orientation.  It also includes all employees who are or have been previously 
employed by the District and whose current position has placed them in the bargaining 
unit represented by CSEA.  For those latter employees, for purposes of this article only, 
the “date of hire” is the date upon which the employee’s employee status changed such 
that the employee was placed in the CSEA unit.  

 
The District shall provide CSEA with contact information on the new hires.  The 
information will be provided to CSEA electronically via the CSEA-designated FTP site 
or service, on the last working day of the month in which they were hired.  This contact 
information shall include the following items if available: 
 

i. First Name; 
ii. Middle initial;  

iii. Last name; 
iv. Suffix (e.g. Jr., III) 
v. Job Title; 

vi. Department 
vii. Primary worksite name; 

viii. Work telephone number; 
ix. Work Extension; 
x. Home Street address (incl. apartment #) 

xi. City 
xii. State 

xiii. ZIP Code (5 or 9 digits) 
xiv. Home telephone number (10 digits); 
xv. Personal cellular telephone number (10 digits); 

xvi. Personal email address of the employee; 
xvii. Employee ID; 

xviii. Hire date. 
 

This information shall be provided to CSEA regardless of whether the newly hired 
employee was previously employed by the District. 
 
In the event no one is hired on any particular month, the District shall send an e-mail to 
CSEA confirming they did not hire any new staff that month. 
 
Periodic Update of Contact Information: The District shall provide CSEA with a list of 
all bargaining unit members names and contact information on the last working day of 
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September, January, and May.  The information will be provided to CSEA electronically 
via the CSEA-designated FTP site or service.  This contact information shall also include 
the following information if available: 
 

i. First Name; 
ii. Middle initial;  

iii. Last name; 
iv. Suffix (e.g. Jr., III) 
v. Job Title; 

vi. Department 
vii. Primary worksite name; 

viii. Work telephone number; 
ix. Work Extension; 
x. Home Street address (incl. apartment #) 

xi. City 
xii. State 

xiii. ZIP Code (5 or 9 digits) 
xiv. Home telephone number (10 digits); 
xv. Personal cellular telephone number (10 digits); 

xvi. Personal email address of the employee; 
xvii. Employee ID; 

xviii. Hire date. 
 

7. New Employee Orientation 
 
“New employee orientation” means the onboarding process of a newly hired public 
employee, whether in person, online, or through other means or mediums, in which 
employees are advised of their employment status, rights, benefits, duties and 
responsibilities, or any other employment-related matters. 
 
In the event the District conducts an individual or group new employee orientation, the 
District shall provide CSEA mandatory access to any such orientation. CSEA shall 
receive not less than ten (10) days’ notice in advance of an orientation, except that a 
shorter notice may be provided in a specific instance where there is an urgent need 
critical to the District’s operations that was not reasonably foreseeable.   

 
In the event the District conducts a group orientation, CSEA shall have two (2) half day 
group orientation sessions, including the Chapter President or designee, to conduct the 
orientation session. 
 
The orientation session shall be held on District property during the workday of the 
employee(s), who shall be on paid time. During CSEA’s orientation session, no District 
manager or supervisor or non-unit employee shall be present. 

 
8. Savings Clause 

If any change to any applicable law, rule, regulation or order issued by a governmental 
authority other than the District, which shall render invalid or restrain compliance with or 
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enforcement of any provisions contained within Article 3.5 through Article 3.7, it shall 
not invalidate and unaffected remaining portion(s).   
 

9. Termination of MOU 

The New Employee Orientation MOU entered between the CSEA and CUSD in October 
/ November 2017 is null and void as of June 30, 2025. 
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ARTICLE 4 
 

EVALUATION PROCEDURES AND PERSONNEL FILES 
 

1. Purpose 
 

The purpose of an evaluation is to improve job performance.  Evaluations allow the 
employee and the supervisor to consider the employee’s contribution to the successful 
operation of the school district.  It allows the supervisor the opportunity to provide 
commendations as well as recommendations.  For the most part, evaluations are positive. 
See Appendix E:  Classified Employee Evaluation. 

 
2. Initial Meeting 
 

For personnel being evaluated, the supervisor shall meet with the employee no later than 
October 31st of the fiscal year in which the employee will be evaluated.  The following 
shall be discussed: 
 
a. Employee’s job description; 
b. Employee’s specific job assignment; 
c. Explanation of the evaluation procedure to be followed and the Classified 

Evaluation Form to be used.  
 

3. Evaluation Frequency 
 

a. A permanent employee shall be evaluated at least every other year. 
b. The probationary period shall be 6 months.  Probationary employees shall be 

evaluated at approximately 3 months and once again prior before the end of the 
probationary period. 

 
4. Definitions 
 

Definitions of terms as stated below shall apply: 
 

“Supervisor” of the Major Classifications are: 
 

a. Supervisor for Administrative Assistants/Clerks means the Administrator(s) of the 
school. 

b. Supervisor for custodians, bus drivers, groundkeepers, means the Director of 
Maintenance, Operations and Transportation. 

c. Supervisor for cafeteria workers means the Director of Food Service.  
d. Supervisor for Para Educators and library clerk means the site administrator 

and/or After School Education and Safety Coordinators or Expanded Learning 
Director. 

e. Supervisor for Bilingual Liaison means the Bilingual Services Coordinator. 
f. Supervisor includes any management employee appointed to an interim position 

to provide supervision to a classified employee. 
 
For those positions not mentioned above, Supervisor will be determined by the 
Superintendent. 
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 5. Maintenance of Personnel Files 
 

The personnel files of each employee shall be maintained at the District Central 
Administrative Office. 
 

6. Placement of Material in Files 
 

a. Employees shall be provided with copies of any derogatory written materials 
before it is placed in the employee’s personnel file.  The employee shall be given 
an opportunity, during normal working hours and without loss of pay, to sign and 
date the materials and to prepare a written response to such material.   The written 
response shall be attached to the material. 

 
b. Any person who places written materials or drafts written materials for placement 

in the employee’s file shall sign the material and signify the date on which such 
material was drafted. Any written materials placed in a personnel file shall indicate 
the date of such placement. 

 
7. Inspection of Personnel Files and Content of Material 
 

Every employee shall have the right to inspect such materials upon request, provided that 
the request is made at a time when such person is not actually required to render services 
to the employing District.  Such material is not to include ratings, reports, or records which: 

 
a. Were obtained prior to the employment of the person involved; 
b. Were prepared by hiring/interview committee members; or 
c. Were obtained in connection with a promotion examination. 
 

  
Materials in the personnel file shall be released to any person upon written authorization 
from the employee. 

 
8. Time Limitation on Material Used for Disciplinary Action 
 

No disciplinary action shall be taken for any cause which arose prior to the employee’s 
becoming permanent, nor for any cause which arose more than two (2) years preceding 
the date of the filing of the notice of cause unless such cause was concealed or not 
disclosed by such employee when it could be reasonably assumed that the employee 
should have disclosed the facts to the employing District. 

 

9. Written Evaluation 
 
No evaluation of any employee shall be placed in any personnel file without an opportunity 
for discussion between the employee and the evaluator.  Evaluations shall be based, as 
much as possible, upon the direct observation and knowledge of the evaluator.  Any 
negative evaluation shall include specific recommendations for improvements and 
provisions for assisting the employee in implementing any recommendations made.  The 
employee shall have the right to review and respond to a negative evaluation in accordance 
with the above. 
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10. Review of Evaluation 
 

If Agreement on the evaluation is not reached, the matter may be referred to the 
Superintendent by either party. 

 
11. Signing and Filing Evaluations 

 
Three copies of the Evaluation Form shall be signed by the employee and the evaluator.  
Each shall keep one copy and one copy shall be placed in the employee’s personnel file. 
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ARTICLE 5 
 

ORGANIZATIONAL RIGHTS 
 

1. CSEA Rights 
 

CSEA shall have the following: 
 

a. The right of access at reasonable times to areas in which employees work. 
b. The right to reasonable use of institutional bulletin boards, mailboxes, and other 

means of communication. 
c. The right to use institutional facilities at reasonable times. 
d. The right to be supplied a roster which shall indicate each employee’s present 

classification, primary job site, hire date, and an update of new employees and 
resignations upon request. 

e. The right to review upon request a copy of any budget or financial materials, or 
non-confidential information submitted at any time to the Governing Board.  The 
right to reproduce copies of such material at CSEA expense. 

 
2. Orientation Meeting 
 

An orientation meeting will be held at a time and place mutually agreed to by CSEA 
Colusa Riverbenders Chapter #574 and the District.  Release time will be provided to 
explain this contract.  

 
3. Exclusive Representation  
 

The District shall meet and negotiate with and only with representatives of CSEA Colusa 
Riverbenders Chapter #574 upon request with regard to matters within the scope of 
representation. 

 
4. Distribution of Contract 
 

a. Within thirty (30) days after the execution of this contract, the District shall post an 
updated contract on the District Website. 

 
b. Any new contract language will be incorporated into the Contract with a revision 

date noted on the cover page of the contract. 
 

5. Time for CSEA Meetings 
 
 The district will allow 30 minutes, once a month, in conjunction with a break, for night 

time custodians to attend CSEA Meetings.  
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ARTICLE 6 
 

MANAGEMENT RIGHTS 
 
1. Reserved Rights 
 

It is understood and agreed that the District retains all of its powers and authority to 
direct, manage and control to the full extent of the law.  Those powers include, but are 
not limited to, determining its organization; directing the work of its employees; 
determining the times and hours of operation; determining the kinds and levels of 
services to be provided, and determining the methods and means of providing them; 
establishing and implementing its service and maintenance policies, goals, and objectives 
and insuring the rights of the community served; determining staffing patterns; 
determining the number and kinds of personnel required; building, moving, or modifying 
facilities; establishing budget procedures and determining budgetary allocations; 
determining the methods of raising revenue. 

 
2. Additional Reserved Rights 
 

In addition, the District retains the right to hire, classify, assign, evaluate, promote, 
terminate by layoff or otherwise, and discipline employees, including the timing and the 
number of employees so affected, as well as any other aspect of layoff or the 
implementation thereof.  This shall not be construed to override specific terms of this 
Agreement. 

 
3. Incidental Rights and Rights subject to Terms of Agreement 
 

The District reserves the right to adopt reasonable rules and regulations in 
implementation of the provisions of this Agreement, insofar as they are not in conflict 
with the express terms of this Agreement. 
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 ARTICLE 7 
 

HOURS AND OVERTIME 
1. Workweek 
 

The workweek for employees shall consist of five (5) consecutive days, Monday through 
Friday, of eight (8) hours per day and forty (40) hours per week.  The District may 
establish a workday of less than eight (8) hours or less than five (5) consecutive days or a 
workweek of less than forty (40) hours for any of its classified positions.  This Article 
shall not restrict the extension of the regular workday or workweek on an overtime basis 
when such is necessary to carry on the business of the District, except as provided in 
Section 6 of this Article (Overtime). 

 
2. Workday 
 

The length of a workday shall be designated by the District for each classified assignment 
in accordance with provisions set forth in this Agreement.  Each bargaining unit 
employee shall be assigned a regular and ascertainable minimum number of hours. 
 
The District may change the daily starting time of employees (not a decrease of regular 
hours), subject to the following conditions: 
 
a. No change in starting time shall be arbitrary, capricious, or disciplinary in 

purpose. 
b. A change in starting time will be made only when, in the opinion of the 

Superintendent, such change is necessary. 
c. Employees will first be asked to voluntarily change their starting time.  In the 

event no employee volunteers, the District may, change the starting time on a 
rotating basis beginning with the least senior employee. 

d. Any starting time changes will be noticed to the employee, in writing, not less than 
three (3) working days in advance of any change to an existing starting time.  Any 
such change shall not decrease the regular hours of an affected employee. 

e. If (3) working days’ notice is not given, the affected employee shall receive not 
less than three (3) hours of pay at the regular rate of pay, not overtime. 

f. The provisions set forth herein shall not modify the District’s longstanding past 
practice of modifying daily work schedules of maintenance, operations and 
transportation employees during recess periods and on in-service days. 

g. This section does not apply to a change in the daily schedule of bus drivers for a 
bus trip.  This section applies to the daily schedule of an employee being changed 
for an extended period of time for one week or longer and does not apply to 
emergency situations. 

 
3. Lunch Period 
 

All employees covered by this Agreement shall be entitled to an uninterrupted lunch 
period after the employee has been on duty for four (4) hours.  The length of time for 
such lunch period shall be for a period of not longer than one (1) hour nor less than one-
half (1/2) hour and shall be scheduled for full-time employees at or about the midpoint of 
each work shift.  Split shift employees are excluded from this section. 
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4. Rest Periods  
 

a. All bargaining unit employees working six (6) hours or more shall be granted two 
(2) rest periods which, insofar as practical, shall be a maximum of fifteen (15) 
minutes each day.  Employees working less than six (6) hours per day shall be 
granted one (1) rest period of fifteen (15) minutes each day. Employees must 
work 3.5 hours/day before they are eligible for one fifteen (15) minute break. 

b. Rest periods are a part of the regular workday and shall be compensated at the 
regular rate of pay for the employee. 

 
5. Blood Bank 
 

If an employee’s work schedule is such that it does not allow sufficient time to donate 
blood for the local blood bank, the District shall arrange to allow sufficient time for this 
purpose without loss of pay.  This section shall apply to employees whose work 
assignment exceeds six (6) hours daily. 

 
6. Overtime 
 

Except as otherwise provided herein, all overtime hours as defined in this section shall be 
compensated at a rate of pay equal to time and one-half the regular rate of pay of the 
employee for all work suffered or permitted.  Overtime is defined to include any time 
worked in excess of eight (8) hours in any one day and in excess of forty (40) hours in 
any calendar week. 

 
a. All hours worked beyond the workweek of five (5) consecutive days shall be 

compensated at the overtime rate commencing on the sixth consecutive day of work 
for employees whose average workday is four (4) or more hours. 

b. All hours worked on the seventh consecutive day of work shall be compensated at 
the rate of one and one-half (1 ½) times the regular rate of pay for all employees. 

c. All hours worked on holidays designated by this Agreement shall be compensated 
at two (2) times the regular rate of pay. 

 
7. Compensatory Time Off 
 

a. An employee in the bargaining unit shall have the option to elect to take 
compensatory time off in lieu of cash compensation for overtime work.  
Compensatory time off shall be granted at the appropriate rate of overtime in 
accordance with Section 6 of this Article (Overtime). 

b. Compensatory time shall be taken at a time mutually acceptable to the employee 
in the bargaining unit and the District and shall be taken within 90 days of the 
date it is earned or the end of the fiscal year, whichever comes first.  Upon 
request, exceptions may be made at the discretion of the District Superintendent.   

c. If time was originally held for comp time and later turned in for pay, the 
employee shall receive the rate of pay applicable to the time the overtime was 
earned. 
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8. Overtime - Equal Distribution 
 

Overtime shall be distributed and rotated as equally as is practical among employees in 
the bargaining unit within each department and / or site, starting with the most senior 
employee.  Any employee may reject any offer or request for  call - back or call - in time.  
In an emergency the district reserves the right to call – back or call- in employees without 
rejection.   

 
Special trip assignments shall be distributed and rotated as equally as possible among bus 
drivers in the bargaining unit. 
 

 
9. Minimum Call - In Time 
 

a. Any employee called in to work on a day when the employee is not scheduled to 
work shall receive a minimum of two (2) hours’ pay at the appropriate rate of pay 
under this Agreement. 

b. Each bus driver who returns to work outside of, and not adjacent to, his/her 
regularly scheduled work time, in order to drive a bus trip, shall receive a 
minimum of (2) hours pay, paid at the legally required rate. 

 
10. Call-back Time 

 
Any employee called back to work after completion of his/her regular assignment shall 
be compensated for at least two (2) hours of work at the appropriate rate, irrespective of 
the actual time less than that required to be worked. 

 
11. Bus Driver Stand-by Time 
 

a. Bus drivers on special trips, including but not limited to athletic events, field trips, 
and curricular trips who are required to remain on stand-by for the duration of the 
event for which the special trips are made, shall be paid for all stand-by hours at 
their regular rate of pay.  Whenever any combination of driving and stand-by hours 
in a day exceeds the established workday as defined in Article VII  Section 2, all 
excess hours shall be compensated at the appropriate overtime rate based on the 
employee’s regular rate of pay. 

b. Notwithstanding any other provisions of this Agreement, if a special trip requires 
an overnight stay, the District shall be relieved of the obligation of payment for 
any hours between the time a bus driver is relieved of duties for the evening and 
the time duties resume the following morning. 

c. A minimum thirty (30) minute unpaid meal break will be taken when a driver is 
on duty six (6) hours or more.  If the driver is on duty for twelve (12) hours or 
more, two (2) thirty (30) minute unpaid meal breaks will be taken. 

 
12. Hours Worked 
 

For purposes of computing the number of hours worked, all time during which an 
employee is in a paid status shall be construed as hours worked.  Some examples of paid 
status are vacation time, sick leave, or compensatory time off. 
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13. Use of Volunteers 
 

The District shall not use any volunteers to displace any classified employees. 
 

14. School Closure 
 

a) On any school day during which pupils are scheduled to attend, but do not, and 
for which certificated employees receive regular pay and do not have to report for 
duty, classified employees scheduled for duty shall receive regular pay if they are 
not required to report for duty on that day.   

b) When Article 14.a is in effect, classified employees required to report for duty 
under the direction of their immediate supervisor on school closure days shall turn 
in a time sheet and receive their regular hourly rate of pay for the hours recorded 
on the time sheet.  This pay is in addition to receiving their regular pay for the 
school closure day. 

c) Article 7.14.b does not apply when the school closure is for more than fifteen (15) 
consecutive duty days if a state of emergency is declared by a federal, state, or 
local agency that has such authority.  

 
15. Compensation Study Procedure 
 
  See Exhibit B Attached   
 
16. Mandatory Training Requirement 
 
  Staff may elect to complete all required trainings prior to the second Monday of each  

October.  If required training videos have been completed prior to the scheduled day, 
staff will not be required to report to their school site.  Individuals who do not complete 
the entirety of the required training videos will be required to report to work to complete 
the required trainings. 
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ARTICLE 8 
 

PAY AND ALLOWANCES 
 
1. Salary Schedule 
 

Each employee in the bargaining unit shall be paid in accordance with their placement on 
the salary schedule: See Appendix “A”.  
 
Any new employee with a start date between July 1 and December 31 shall receive a step 
increase the following July 1st (maximum amount of time before step increase is 12 
months).  Any new employee with a start date of January 1 to June 30, will receive a step 
increase one year from the following July 1st (maximum amount of time before step 
increase is 18 months). 

 
2. Bus Driver Training 
 

Any bus driver attending a required training course outside his/her duty hours shall be 
paid his/her hourly rate of pay, including overtime as applicable, for such training course 
and shall receive reimbursement for actual costs incurred such as enrollment fees, books, 
meals, mileage and the cost of any special license or certificate required. 

 
3. Paychecks 
 

All regular paychecks for employees in the bargaining unit shall be itemized to include 
all deductions. 

 
4. Frequency 
 

With the exception of overtime and extra duty work, all employees in the bargaining unit 
shall be paid once per month payable on or before the last working day of the month that 
the District Office is open. 

  
5. Payroll Errors 
 

Any payroll error resulting in insufficient payment for an employee in the bargaining unit 
shall be corrected, and a supplemental check issued, not later than five (5) working days 
after the employee provided notice to the payroll department. 

 
6. Special Payments 
 

Any payroll adjustment due to an employee in the bargaining unit as a result of working 
out- of-class, re-computation of hours, or other reasons other than procedural errors shall 
be made and a supplemental check issued not later than five (5) working days following 
the pending board meeting. 

 
7. Lost Checks 

Any paycheck for an employee in the bargaining unit, which is not delivered within five 
(5) days of mailing, if mailed, shall be replaced not later than three (3) working days 
following the employee’s filing of an affidavit with the payroll department. 
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8. Mileage 
 

Any employee in the bargaining unit required to use his/her vehicle on District business 
shall be reimbursed at the rate prescribed in Board Policy for all miles driven on behalf of 
the District.  The mileage computation shall include mileage necessary to return to the 
employee’s normal job site after the completion of District business. 

 
9. Meals 
 

Any employee in the bargaining unit who, as a result of work assignment, must have 
meals away from the District shall be reimbursed the rate established by Board Policy. 
 

10. Subsection not Used 
 
11. Necessary Expenses 
 

Any direct and necessary expenses related to required workshops or training sessions as a 
condition of continued employment shall be assumed by the District when approved in 
advance. 
 

12. Summer School Rate of Pay for Para-Educators 
 
The parties agree to establish a summer school rate of pay for the Paraeducator to be class 
I, Step 3 of the salary schedule, or the rate of pay established by Education Code Section 
45102. 
 

13. Translation Services Rate of Pay 
 

A bilingual stipend of five percent (5%) will be paid to unit members who are regularly 
required to serve as a verbal language translator. This stipend for translation will not be 
paid for unit members already serving in a bilingual classification that requires fluency in 
a language other than English and will not be used to reduce the number of unit members 
in a bilingual classification 
 
Those unit members who are required to verbally translate will be paid five percent (5%) 
more per hour for any portion of the hour that they are required to translate; time is to be 
recorded in 15-minute increments.  Time for service above should be recorded on a time 
sheet, approved by site administration, and submitted monthly to Business Services.   Unit 
members called back to work after their shift has ended shall be compensated in accordance 
with Article 7.10. 
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ARTICLE 9  
 

EMPLOYEE EXPENSES AND MATERIALS 
 
1. Tools 
 

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

b. Notwithstanding (a) above, if any employee in the bargaining unit is authorized in 
writing by the Superintendent to provide tools or equipment belonging to the 
employee for use in the course of employment, the District agrees to provide a 
safe place to store the tools and equipment for the time necessary and agrees to 
reimburse the employee for any loss or damage or for the replacement cost of the 
tools resulting from normal wear and tear. 

 
2. Replacing or Repairing Employee’s Property 
 

The District shall replace or repair all bargaining unit employee’s property as provided 
under Education Code Section 1301.  (Examples are: Eyeglasses, hearing aids, watches, 
dentures, etc.) 

 
3. Safety Equipment 
 

Should the employment duties of an employee in the bargaining unit reasonably require 
use of any equipment or gear to insure the safety of the employee or others, the District 
agrees to furnish such equipment. 

 
4. Physical Examination 
 

The District agrees to provide the full cost of any medical examination required as a 
condition of continued employment. 
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ARTICLE 10 

 
HEALTH AND WELFARE BENEFITS 

 
1. Health Plan 
 

Each eligible employee in the bargaining unit, and their dependents, shall be entitled to 
receive medical, dental and vision benefits as available to the District through its plan 
carrier. 

 
2. Eligibility Requirements 
 

a. All employees in the bargaining unit who regularly work at least thirty (30) hours 
per week will, at the employees’ choice, have the option to be covered under the 
programs provided in Section 1 of this Article in accordance with that section.  
Employees shall be enrolled in insurance programs on the first of the month 
following fulfillment of eligibility requirements. 

b. Any employee who becomes eligible for coverage under this Agreement shall be 
deemed to permanently meet the eligibility requirement and continue to receive 
paid coverage notwithstanding any subsequent involuntary reduction in the 
employee’s hours. 

 
3. Retirees 
 

The District agrees to provide all retired employees, subject to insurance company 
requirements, an opportunity to purchase, at their own expense, any or all of the benefit 
programs available to a current unit member. 

 
4. Premium Deductions 
 

The District agrees to provide all active employees in the bargaining unit payroll 
deduction and premium incorporation rights for all benefit programs available in the 
District and shall remit this money along with other regular payments to benefit 
providers.  The District agrees to provide all retired employees premium incorporation 
rights for all benefit programs available in the District and shall remit the money along 
with other regular payments to benefit providers. 
 

5. Benefit Cap Payment 
 
The district shall contribute eight hundred ninety-two dollars and sixty-three cents 
($892.63) per month towards health benefit plans effective January 1, 2024.  The 
remaining balance of monthly premium will be paid through payroll deduction. 
 

6. Cost Containment Committee 
 

A health care cost containment committee may be formed.  It may be comprised of two 
(2) Association representatives and two (2) District representatives.  The committee may 
be charged with reviewing District health plans for cost effective alternatives and may 
make recommendations, which shall be subject to ratification by both parties. 
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ARTICLE 11 
 

HOLIDAYS 
 
1. Holidays 
 

The District agrees to provide all employees in the bargaining unit with the following 
paid holidays: 

 
a. New Year’s Day  January 1; 
b. Martin Luther King Day Third Monday in January; 
c. Lincoln Day   Monday or Friday of the week Feb. 12th falls 
d. President’s Day  Third Monday in February; 
e. Memorial Day   Last Monday in May; 
f. Juneteenth   June 19; 
g. Independence Day  July 4; 
h. Labor Day   First Monday in September; 
i. Admission Day  December 31 in lieu of; 
j. Veterans’ Day   November 11; 
k. Thanksgiving Day  Wednesday through Friday of Thanksgiving Week 
l. Christmas Eve   December 24; 
m Christmas Day   December 25. 
 

2. Unscheduled Holidays 
 

Every day declared by the President or Governor of this State as a day on which the 
schools must close so as to have a day of public fast, mourning, thanksgiving, or holiday, 
or any day declared a holiday by the Governing Board shall be a paid holiday for all 
employees in the bargaining unit. 

 
3. Holidays on Saturday or Sunday 
 

When a holiday falls on a Saturday, the preceding workday not a holiday shall be deemed 
to be that holiday.  When a holiday falls on Sunday, the following workday not a holiday 
shall be deemed to be that holiday.   
 
The operation of this section shall not cause any employee to lose any of the holidays 
clearly indicated in this Article. 

 
4. Holiday Eligibility 
 

Except as otherwise provided in this Article, an employee must be in paid status on the 
working day immediately preceding or succeeding the holiday to be paid for the holiday. 
 
Employees in the bargaining unit who are not normally assigned to duty during the 
school holidays of December 25 and January 1, shall be paid for those holidays provided 
that they were in a paid status during any portion of the working day of their normal 
assignment immediately preceding or succeeding the holiday period. 
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ARTICLE 12  
 

VACATION PLAN 
 
1. Eligibility 
 

All employees in the bargaining unit shall earn paid vacation time under this Article.  
Vacation benefits are earned on a fiscal year basis - July 1 through June 30. 

 
2. Paid Vacation  
 

Except as otherwise provided in this Article, the full amount of paid vacation calculated 
in Article 12.3 shall be granted no later than the beginning of the employees work year.   

 
3. Accumulation 
 

Vacation time shall be earned on a monthly basis in accordance with the following 
schedules: 

 
a. During the first and second year of employment vacation time shall be earned at 

the rate of 1 day of vacation for each month of service, not to exceed twelve (12) 
days per fiscal year. 

b. Commencing with the third year through the ninth year of service, vacation time 
shall be earned at the rate of 1.25 days of vacation for each month of service, not 
to exceed 15 days per fiscal year. 

c. Commencing with the 10th year of service, vacation time shall be earned at the 
rate of 1.67 days of vacation for each month of service, not to exceed 20 days per 
fiscal year. 

d. School-site based members earned vacation is paid-out (positive pay) on a 
monthly basis as earned.  Vacation is not granted or accrued. 

e. Use of sick leave need not be accrued prior to taking such leave and such leave 
may be taken with approval of the immediate supervisor at any time during the 
year. 

f. For purposes of vacation accumulation, a month of service equals 21.75 work 
days (261/12). 

 
4. Vacation Pay 
 

Pay for vacation days for all bargaining employees shall be the same as that which the 
employee would have received had he/she been in a working status. 

 
5. Vacation Pay Upon Termination 
 

When an employee in the bargaining unit is terminated for any reason, he/she shall be 
entitled to all vacation pay earned and accumulated up to and including the effective date 
of the termination. 
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6. Vacation Postponement 
 

a. If a bargaining unit employee’s vacation becomes due during a period when he/she 
is on leave due to illness or injury, he/she may request that his/her vacation date be 
changed, and the District shall grant such request in accordance with vacation dates 
available at that time. 

b. If for any reason a bargaining unit employee is not permitted to take all or any 
part of his/her annual vacation, the amount not taken shall, at the option of the 
employee, be accumulated for the use in the following year or be paid. 

c. Unused vacation shall be carried over to the next year at a maximum of twenty 
(20) days.  Employees accumulating more than twenty (20) days of unused 
vacation at the end of the fiscal year shall have the excess days paid out. 

 
7. Holidays 
 

When a holiday falls during the scheduled vacation of any bargaining unit employee, 
such employee shall be granted an additional day’s paid vacation for each holiday falling 
within that period. 

 
8. Vacation Scheduling 
 

a. Vacations shall be scheduled at times requested by bargaining unit employees so 
far as possible within the District’s work requirements. 

b. If there is any conflict between employees who are working on the same or 
similar operations as to when vacations shall be taken, the employee with the 
greatest District seniority shall be given his/her preference. 

 
9. Interruption of Vacation 
 

An employee in the bargaining unit shall be permitted to interrupt or terminate vacation 
leave in order to begin another type of paid leave provided by this Agreement without a 
return to active service, provided the employee supplies notice and supporting 
information regarding the basis for such interruption or termination.  Some examples are 
sick leave, bereavement, etc. 
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ARTICLE 13  
 

LEAVES 
 

1. Bereavement Leave 
 

An employee of the school District is entitled to a leave of absence with full pay, not to 
exceed five (5) days, on account of the death of any member of his/her immediate family.  
No deduction will be made from the salary of such employee nor shall leave be deducted 
from any accumulated leave.  Members of the immediate family as used in this section 
means the mother, father, grandmother, grandfather or grandchild of the employee or of 
the spouse of the employee and the spouse, son, son-in-law, daughter, daughter-in-law, 
brother or sister of the employee, step-brother or step-sister of the employee; or aunt, uncle, 
step-parent, step-son, step-daughter or any relative living in the immediate household of 
the employee. 

 
2. Jury Duty 
 

An employee shall be entitled to leave without loss of pay for any time the employee is 
required to perform jury duty.  The District shall pay the employee his/her regular rate of 
pay; however, the employee shall reimburse the District the amount received for jury duty. 

 
3. Military Leave 
 

An employee shall be entitled to any military leave provided by law and shall retain all 
rights and privileges granted by law arising out of the exercise of military leave. 

 
4. Sick Leave 
 

a. An employee employed five (5) days a week by the District shall be granted 
twelve (12) days leave of absence for illness or injury, exclusive of all days he/she 
is not required to render service to the District, with full pay for a fiscal year of 
service. 

b. An employee, employed five (5) days a week, who is works for less than a full 
fiscal year, is entitled to that portion of twelve (12) days of leave of absence for 
illness or injury as the number of months he/she works per week bares to twelve 
(12).  

c At the beginning of each fiscal year, the full amount of sick leave granted under 
this section shall be credited to each employee.  Credit for sick leave need not be 
accrued prior to taking such leave and such leave may be taken at any time during 
the year. 

d. If an employee does not take the full amount of leave allowed in any year under 
this section, the amount not taken shall be accumulated from year to year. 

e. Sick leave may be taken in increments of fifteen minutes. 
f. At the time of retirement, an employee may convert unused sick leave to 

retirement credit in accordance with law. 
g. For purposes of sick leave accrual, a month of service equals 21.75 work days 

(261/12). 
  
 



24 
 

5. Personal Necessity Leave 
 

a. An employee may use, at his/her election, during any school year, not more than 
their annual allotment of sick leave (10, 11 or 12 days depending upon their work 
year) as No-tell days.  The employee shall not be required to secure advance 
permission for leave taken for any of the following reasons: 

 
1. Death or serious illness of a member of his/her immediate family.  

Immediate family means mother, father, grandmother, grandfather, or the 
grandchild of the employee or of the spouse of the employee and the 
spouse, son, son-in-law, daughter, daughter-in-law, brother or sister of the 
employee, aunt, uncle, step-parent, step-son, step-daughter of the 
employee or spouse of the employee, or any relative living in the 
immediate household of the employee. 

2. Accident involving his/her person or property, or the person or property of 
a member of his/her immediate family. 

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

 
b. No-tell days 

Employees are entitled to use their annual allotment of sick leave as No-Tell 
days., Employees may use “No Tell” days at his/her own discretion and without 
providing the specific reason.  Except in cases of emergency, twenty-four hours 
prior notice shall be given to the site administrator and/or supervisor who shall 
approve or deny the leave, based on district or school needs, and/or limit the 
number of employees who may use this leave on any one day.  No-Tell days shall 
not be used for participating in Association activities and/or activities related to 
concerted activities and/or work stoppages. 

c. The Superintendent, at his/her discretion, may require proof of any sick leave 
used in excess of the No-Tell days. 

d. The employee shall submit a written request to the Superintendent to secure 
permission for personal necessity leave other than for the type shown above in 
subdivision a. of this section; provided, however, that in emergency situations 
where a request in advance is not possible, leave may be approved (after) 
subsequent to the leave. 

 
6. Industrial Accident and Illness Leave 
 

Leaves resulting from an industrial accident or industrial illness shall be granted in 
accordance with the following provisions: 

 
a. An employee suffering an injury or illness arising out of and in the course of and 

scope of employment shall receive up to sixty (60) working days in any one fiscal 
year for the same accident or illness.  Such leave shall commence on the first day 
of absence. 

b. Industrial accident and illness leave shall not be accumulated from year to year.  
When any such leave will overlap into the next fiscal year, the employee shall 
receive only that amount of such leave remaining at the end of the fiscal year in 
which the injury or illness occurred. 
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c. Payment for wages lost on any day shall not, when added to an award granted the 
employee under workers’ compensation law of this state, exceed the employee’s 
normal wages for the day. 

d. Paid industrial accident leave under a. above shall be reduced by one (1) day for 
each day of authorized absence regardless of the temporary disability allowance 
made under workers’ compensation.  

e. The industrial accident or illness leave is to be used in lieu of normal sick leave 
benefits.  If the employee is unable to return to duty after exhausting paid 
industrial accident leave, the employee shall be placed on paid illness leave if 
eligible.  Accumulated sick leave will be reduced only in the amount necessary to 
provide a full day’s wage or salary as indicated in the employee’s  assignment, 
when added to compensation without penalties from the Compensation Insurance 
Fund. 

f. After all paid illness leave has been exhausted following a paid industrial accident 
leave, an employee may choose to receive pay from accrued vacation, earned 
compensatory time, or other earned leave to the extent necessary to make up the 
employee’s regular salary when receiving a temporary disability allowance 
without penalties from the Compensation Insurance Fund. 

g. After the expiration of all paid leave privileges, the appointing authority may 
place the employee on an industrial accident leave without pay. 

h. Upon return to service from any paid or unpaid leave resulting from an industrial 
accident or industrial illness, an employee shall be assigned to a position in 
his/her former class ahead of any employee with a lesser amount of seniority.  If 
no vacancy exists in his/her former class, he/she may displace the most recently 
appointed employee in the class with less seniority.  If an employee’s former class 
has ceased to exist, the employee may be reassigned or placed on a suitable 
reemployment list. 

i. When all paid or unpaid leaves of absence have been exhausted following an 
industrial accident or industrial illness, the employee’s name shall be placed on 
the reemployment list for the class from which he/she was on leave for a period 
not to exceed thirty-nine (39) months. 

j. An employee who fails to accept an appropriate assignment after being medically 
approved therefor shall be removed from the reemployment list.  Appropriate 
assignment is defined as an assignment to the employee’s former class, in his/her 
former status and time basis, and in assignment areas in which the employee has 
made himself or herself available.  Employees removed from the reemployment 
list under this rule may appeal the removal to the Governing Board. 

k. While an employee is on any paid leave resulting from an industrial accident or 
industrial illness, the employee’s salary paid by the District shall not, when added 
to a normal temporary disability allowance award without penalties granted the 
employee under the Workers’ Compensation Insurance Laws, exceed the 
employee’s regular salary.  A permanent employee’s salary is computed on the 
basis of the number of hours and days in his/her basic daily assignment.  An 
employee who is not permanent shall have his/her regular salary computed on the 
basis of the average number of hours worked each month in which the employee 
was in paid status during the preceding year. 

l. During all paid leaves resulting from an industrial accident or illness, the 
employee shall endorse to the District, wage loss benefit checks received under 
Workers’ Compensation Laws of this state.  The District in turn shall issue the 
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employee appropriate warrants for the payment of wages or salary and shall 
deduct normal retirement and other authorized contributions. 

m. In the event that an employee receives a loss benefit check in connection with a 
claim, it should be endorsed to the District. 

 
7. Entitlement to Other Sick Leave 
 

Entitlement to other sick leave (refer to Education Code 45196) shall be used after 
entitlement to all regular sick leave accumulated, comp time, vacation or other available 
paid leave has been exhausted.  Colusa USD uses the method of granting up to 5 months 
of Differential Pay.   

 
8. Break in Service 
 

a. No absence under any paid leave provision of this Article shall be considered as a 
break in service for any employee who is in paid status and all benefits accruing 
under the provision of this Agreement shall continue to accrue under such 
absence. 

b. Upon return, all time during which an individual was in involuntary unpaid status 
shall be counted for seniority purposes not to exceed thirty-nine (39) months; 
except that, during such time, the individual shall not accrue vacation, sick leave, 
holidays, or other leave benefits. 

 
9. Parental Leave 

 
a) Definition of Parental Leave: For the purposes of this Article, “parental leave” is 

defined as “leave for reason of the birth of a child of the employee, or the 
placement of a child with an employee in connection with the adoption or foster 
care of the child by the employee.”  

 
b) Eligibility for Parental Leave  

i. All full-time and part-time employees who have been employed for 12 
months with the Employer are entitled to utilize parental leave. 

ii. There is no threshold number of hours that part-time employees, as well as 
full-time employees, must work in order to be eligible for parental leave.  

 
c) General Provisions 

i. All employees who meet the eligibility requirements in Section 20.2 are 
entitled to 12 workweeks of parental leave in any 12-month period. 
a. When both parents of the child are employed by the Employer, the 

parents will be limited to a total of 12 workweeks of parental leave 
between the two of them. 

ii. The employee is entitled to take parental leave in intermittent periods 
within the 12-month period; however, the aggregate amount of parental 
leave taken shall not exceed 12 workweeks in the 12-month period. 

iii. If a school year concludes before the 12-workweek period is exhausted, 
the employee may take the balance of the 12-workweek period in the 
subsequent school year. 
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iv. The employee is entitled to use his or her regular accrued paid sick leave 
and differential pay sick leave in taking parental leave, if the employee 
chooses to do so. 
a. The employee must first use his or her regular accrued paid sick 

leave, and then, when this accrued leave is exhausted, the 
employee is entitled to use differential pay sick leave, for a total of 
12 workweeks in any 12-month period.  

v. The employee is also entitled to use his or her vacation leave in taking 
parental leave, if the employee chooses to do so.  

vi. The employee can choose to, but is not required to, use his or her paid 
leaves, e.g., sick leave or vacation leave, when taking parental leave.   

vii. Paid parental leave under this Article runs concurrently with unpaid 
parental leave under the California Family Rights Act (CFRA) and the 
federal Family and Medical Leave Act (FMLA) for a total of 12 
workweeks during any 12-month period. 

viii. When all paid leaves have been exhausted, the employee is entitled to 
utilize unpaid leave up to 12 workweeks. 

ix. All leave requests shall be completed by a District form. 
 
d) All changes to statute that are in conflict with provisions of this article, statue 

shall immediately be applied and override any provision of this article. 
 
a.  

 
10. Maternity Disability Leave 
 

This leave commences with the onset of disablement due to pregnancy unless the employee 
is on an approved uncompensated leave.  The employee may claim sick leave pay and/or 
any other qualifying extended disability for no more than that limited period of time when 
the employee’s physician certified in writing that she was physically disabled from 
performing her duties because of pregnancy, miscarriage, childbirth, or recovery 
therefrom. 

 
11. General Leaves 
 

When no other leaves are available, a leave of absence may be granted to an employee on 
a paid or unpaid basis at any time upon any terms acceptable to the District and an 
employee. 

 
12. Catastrophic Illness Leave Donation 
  

a. As defined in Education Code 44043.5 (a) 1, “Catastrophic illness” or “injury” 
means an illness or injury that is expected to incapacitate the employee for an 
extended period of time, or that incapacitates a member of the employee’s family 
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. 

b. The President of CSEA Chapter #574 along with the Executive Board shall 
review requests by employee who have exhausted all paid leaves to be considered 
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for donation of sick leave.  After an employee’s request is approved by the 
committee, the Association will notice its members regarding the request. 

c. On forms prepared and approved by the District, any employee may donate not 
more than 50% of his/her annual allotment of unused sick leave in one (1) hour 
increments to a specifically named employee who has suffered a long-term illness 
or disability and who has exhausted all fully paid leaves. Donated sick leave will 
be allocated from the donor(s) on an equal basis. 

d. Employees receiving donated leave pursuant to this article shall use any leave 
credits that he/she continues to accrue on a monthly basis. 

e. All transfer of sick leave is irrevocable. 
f. Unused donated sick leave shall be returned to the donor(s) at the end of the 

school year. 
g. The Association agrees that it will not file, on its own behalf or on behalf of any 

unit member, any grievance, claim or lawsuit of any kind related to any attempt 
by a unit member to retrieve donated sick leave used by another unit member 
pursuant to this provision.  The Association also agrees that it will not file, on its 
own behalf or any unit member, any grievance, claim or lawsuit of any kind 
which attempts to challenge in any way the legality or enforcement of this 
provision. 

h. The Association agrees to indemnify and hold harmless the District from any loss 
or damages arising from the implementation of this provision. 

i. In the event either party determines that the administration or implementation of 
this provision is not workable, either party may terminate this provision upon 
thirty (30) days written notice to the other party. 

 
13. Family and Medical Care Leave 
 

Employees shall be entitled to take family and medical care leave in accordance with 
state and federal law, which leave shall be coordinated with existing leave provided 
pursuant to this article and pursuant to the Education Code. 
a. Family and Medical Care Leave shall be available for: 

1. The employee’s own serious health condition; 
2. Birth, adoption or foster care of a child; 
3. Care of a seriously ill member of the employee’s immediate family.  

Immediate family to be defined as in this Article XIII, Section 1, Bereavement 
Leave. 

b. An employee who utilizes his/her FMLA and/or CFRA leave to care for a 
member of his/her immediate family who is suffering from a serious health 
condition, may exhaust sick leave during the period of this FMLA and or/CFRA 
leave.  Exhaustion of sick leave for this purpose shall occur after exhaustion of 
personal necessity leave. 

c. “Serious health condition” is defined as an illness, injury, impairment, or physical 
or mental condition that involves either of the following: 
1. Inpatient care in a hospital, hospice, or residential health care facility. 
2. Continuing treatment or continuing supervision by a health care provider. 
Examples of serious health conditions include but are not limited to:  cancer, heart 
attacks, strokes, severe respiratory conditions, spinal injuries, emphysema, severe 
arthritis, severe nervous disorders, and Alzheimer’s disease. 

d. Family and Medical Care Leave (i.e., FMLA/CFRA) shall be limited to 12 weeks 
and shall be without pay with health benefits, as provided for in state and federal 
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law.  If an employee exhausts any form of paid leave during the period of 
FMLA/CFRA leave, as permitted or required under the provisions of this Article, 
his/her entitlement to 12 weeks of FMLA/CFRA leave shall be reduced by the 
amount of leave he/she exhausts. 
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ARTICLE 14  
 

PROMOTION 
 
1. Consideration 
 

Classified employees shall be given consideration in filling any job vacancy within the 
District which can be considered a promotion after the announcement of the position 
vacancy. 

 
2. Posting of Notice 
 

Notice of all classified job vacancies shall be posted internally five (5) business days 
prior to external posting in prominent locations at each District job site and by District 
email. 
 
The job vacancy shall remain externally posted for a period of five (5) working days 
during which time employees may file for the vacancy. 
 

3. Notice Contents 
 

The job vacancy notice shall include: the job title, a brief description of the position and 
duties, the minimum qualifications required for the position, the number of hours per day, 
regular assigned work shift time, days per week and months per year assigned to the 
position, the salary range, and the deadline for filing to fill the vacancy. 

 
4. Filing 
 

Any classified employee may file for the vacancy by submitting written notice to the 
Business Service Office within the filing period. 

 
5. Salary Placement 
 

Any employee in the bargaining unit receiving a promotion under the provisions of this 
Agreement shall be moved to the appropriate range and receive an increase in salary. 

 
6. Promotional Order 
 

Any classified employee who files for the vacancy during the posting period and meets 
the minimum qualifications shall be considered for the vacant position. 
 

7. Unit members not chosen for the promotion may request a meeting to discuss the reasons 
why. 
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ARTICLE 15 
 

TRANSFER  
 
1. District Initiated Transfers 
 

a. The District Superintendent shall, subject to the approval of the Governing Board, 
assign all employees of the District to positions to which they are to serve.  Such 
power to assign includes the power to transfer from one school location to another 
location within the District when the Superintendent concludes that such transfer 
is in the best interest of the District. 

b. An employee may be involuntarily transferred based upon the justifiable needs 
and best interest of the District provided that such transfer shall not result in loss 
of pay or benefits to the employee.  The employee shall be given a minimum of 
five (5) working days notice prior to transfer.  Reasons for transfer shall be given 
upon request of the transferred employee. 

 
2. Employees Initiated Transfers and Notification of Vacancy 
 

a. When in the same classification a new position is created or an existing position 
becomes vacant, the District shall post the vacancy announcement for not less 
than five (5) working days at all work locations prior to closing date.   Any 
employee who will be on leave or layoff during the posting period, and who 
desires to receive a copy of the notice will inform the District Office prior to their 
leaving.  Such employees will be mailed a notice on the date the position is 
posted.  Any employee in the bargaining unit may submit an application in 
writing for any known vacancy for which the employee may qualify.  Notice of 
intent to apply by telephone is acceptable if the person is on leave.  Consideration 
will be given to all applications which are properly submitted.  The final decision 
to fill all vacancies is within the sole discretion of the District management. 

b. The individual who, in the judgment of the selecting supervisor/administrator, 
best meets the needs of the vacant position, shall be given the assignment.  In 
reaching this judgment, the selector shall consider the work record, experience, 
and seniority of the applicant.  The weight to be given the factors considered in 
the selection shall be determined by the selector. 
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ARTICLE 16 
 

GRIEVANCE PROCEDURE 
 
1. Definitions 
 

The following definitions control the meaning of the terms used in this procedure: 
 

a. “Grievance” means an allegation by one or more employees that there has been a 
violation, misinterpretation or misapplication of a provision of this Agreement. 

b. “Grievant” means the employee(s) or employee association filing the grievance. 
c. “Immediate supervisor” means the Principal, the Director of Maintenance, 

Operations and Transportation, the Director of Food Services, Counselor, 
Bilingual Services Coordinator, Chief Business Official, Expanded Learning 
Director, Superintendent or anyone designated by the Superintendent. 

d. “Party” means the grievant and the District. 
e. “Work day” means a day when the administrative offices of the District are open. 

 
2. Time Limits 
 

Since the purpose of this procedure is to secure at the lowest possible administrative level 
equitable solutions to the problems which may from time to time arise, each party 
involved in a grievance shall act quickly so that the grievance may be resolved promptly.  
Every effort should be made to complete action within the time limits contained in the 
grievance procedure but, with the written consent of all parties, the time limitation for 
any step may be extended. 

 
3. Presentation 
 

An employee or his/her representative, or both, may present a grievance while on duty.  
On group grievances, no more than three (3) District employees may participate while on 
duty, whether grievants, representatives, or witnesses, unless otherwise approved by the 
District.  That approval shall not be unreasonably withheld.  The District agrees that 
employees shall not suffer loss of compensation for time spent as a grievant, 
representative, or witness at a hearing held pursuant to this procedure, excepted as limited 
by this section. 

 
4. Representation 
 

The grievant may be represented by anyone of his/her own choosing, whether or not the 
representative is a District employee, at any formal step of this procedure.  If the grievant 
wishes to change representatives at any step of the grievance procedure, the grievant shall 
give twenty-four (24) hour written notice of such change to the person designated to hear 
the grievance at that step, and to the District. 
 

5. Informal Discussion 
 

The alleged violation should be discussed with the immediate supervisor with the 
objective of resolving the matter informally. 
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6. Formal Grievance - Step 1 (Immediate Supervisor - see definition) 
 

a. If an alleged violation is not resolved in informal discussion to the satisfaction of 
the grievant, a formal grievance may be initiated no later than twenty (20) work 
days after the event or circumstances occasioning the grievance. 

b. A formal grievance shall be initiated in writing on a form prescribed by the 
District, Appendix “D”, and approved by CSEA and shall be filed with the 
immediate supervisor and with the president of CSEA.  That form shall be 
completed to show the following: 

 
1. Grievant(s) name and work location; 
2. Grievant(s) work function; 
3. The date the grievance is delivered to the immediate supervisor; 
4. The provision(s) of the Agreement alleged to have been violated; 
5. The circumstances of the grievance (a concise statement of the facts 

constituting the alleged violation with dates, names and places as 
appropriate); 

6. The remedy sought by the grievant(s); 
7. The name of the representatives, if any, chosen by the grievant(s); and 
8. The signature(s) of the grievant(s). 

c. Within ten (10) work days after the initiation of the formal grievance, the 
immediate supervisor shall investigate the grievance and give his/her decision in 
writing to the grievant.  Within the time limits, either party may request a 
conference.  A copy shall be given to CSEA. 

 
7. Formal Grievance - Step 2 (Superintendent) 
 

a. If the grievant is not satisfied with the decision rendered pursuant to Step 1, 
he/she may appeal the decision in writing within the ten (10) workdays to the 
Superintendent.  The grievant shall identify each aspect of the immediate 
supervisor’s decision with which the grievant disagrees.  If no written decision is 
rendered by the immediate supervisor within ten (10) work days, the grievant may 
submit the original grievance directly to the Superintendent. 

b. The Superintendent or his/her designee shall investigate the grievance as fully as 
he/she deems necessary, and may provide for conferences with the grievant, who 
shall continue to have his/her right of representation.  The Superintendent or 
his/her designee shall respond within ten (10) work days of the appeal, to the 
grievant.  That response shall state the Superintendent’s view of the facts and 
his/her conclusions respecting the contentions of the grievant on appeal.  Within 
the time limits, either party may request a conference.  A copy shall be given to 
CSEA. 

 
8. Formal Grievance - Step 3 (Governing Board of Colusa Unified School District) 
 

If the Superintendent’s ( or his/her designee’s) response is not satisfactory to the grievant, 
or if he/she fails to respond, the grievant shall have the right to request the Superintendent 
to convene the Governing Board for the purpose of hearing his/her original grievance or 
his/her  appeal.  Such referral shall be made by written demand, submitted to the 
Superintendent within ten (10) work days of receipt of his/her decision or his/her failure 
to respond.  That demand shall identify each aspect of the Superintendent’s decision with 
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which the grievant disagrees.  The Board of Education shall hear the appeal and render a 
written decision within ten (10) work days. 

 
9. Notice to CSEA 
 

When the grievant is not represented by CSEA, no solution shall be finally approved until 
CSEA is given a statement in writing of the proposed solution and five (5) working days 
in which to file a response. 

 
10. Separate Grievance File 
 

All materials concerning an employee’s grievance shall be kept in a file separate from the 
employee’s personnel file, which file shall be available for inspection only by employee, 
the CSEA job representatives and District employees and agents directly involved in the 
grievance procedure. 
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ARTICLE 17 
 

LAYOFF AND REEMPLOYMENT 
 

1. Layoff 
 

A layoff for the purpose of this Article shall be considered as an involuntary separation of 
a permanent or probationary classified employee due to lack of funds and/or lack of 
work. 

 
2. Order of Layoff 
 

a. Layoffs shall be in reverse order to seniority in the job classification in which the 
layoff occurs. 

b. The employee who has been employed the shortest time in the class plus higher 
classes, shall be laid off first.  

 
3. Equal Seniority 
 

If two (2) or more employees subject to layoff have equal seniority, as determined by hire 
date, the determination as to who shall be laid off shall be made by lot. The CSEA 
President or designee shall be present for the drawing by lot. 
 
District shall add the date of hire to the worksheet/benefit statements utilized by the 
District and route statement to each job site at the beginning of each school year. 

 
4. Notice of Layoff 
 

a. Procedures for layoff notice and right to hearing are set forth in Education Code 
Section 45117. 

b. The District shall meet with CSEA to negotiate the impacts of the proposed layoff. 
c. An employee may challenge his/her place on the seniority roster by making 

objections to the superintendent who shall review the objections and conduct an 
audit if requested and make the results of such audit known to CSEA and the 
employee(s) prior to the effective date of any layoff(s) involving such 
employee(s). 

d. After Board action has been taken on a layoff, a written notice of layoff shall be 
given to affected employees pursuant to Education Code Section 45117. A copy 
of the notice shall be concurrently sent by mail to the President of CSEA Chapter 
#574 or his/her designee and the Labor Relations Representative with a list of the 
employees to whom the notice was sent. Such notice shall indicate the layoff 
effective date and inform the employee of his/her displacement rights, if any, and 
reemployment rights. 

5. Voluntary Layoff 
 

An employee whose assigned time is to be reduced (e.g., by reduction of hours or of the 
work year) may elect to be laid off instead.  In that event the employee should be given 
rights pursuant to Section 7 of this Article for a period of sixty-three (63) months.  The 
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rule stated in subdivision a. of Section 11 of this Article shall apply to the vacancy so 
created. 
 

6. Displacement (Bumping) Rights 
 

a. An employee who is laid off from a classification and who has previously 
obtained permanency in an equal or lower classification shall have the right to 
bump the least senior employee in that classification.  Where the employee is 
eligible to bump into more than one classification, the employee shall bump into 
the equal classification.  If there is more than one classification which he/she is 
eligible to bump into, it shall be the one in which the employee has the highest 
pay. 

b. Seniority for the purpose of determining bumping rights shall be determined by 
original date of hire and include the total of the previous service in the equal or 
lower class being bumped into, plus higher classes. 

c. A permanent employee who has been removed from his/her classification for lack 
of work or lack of funds and after exercising his/her bumping rights may accept a 
voluntary demotion to a vacant position in a lower class or placement in an equal 
class, provided that the employee is qualified to perform the duties thereof and 
provided further that the District approves such reassignment.  Such employee 
shall maintain his/her employment rights as defined in this Article. 

 
7. Improper Layoff 
 

Any employee who is improperly laid off shall be reemployed immediately upon 
discovery of the error and shall be reimbursed for all loss of salary and benefits. 

 
8. Reemployment Rights 
 

a. Laid-off employees are eligible for reemployment in the classification from which 
laid off for a thirty-nine (39) month period from the effective date of layoff and 
shall be reemployed in the reverse order of layoff, as vacancies become available. 

b. Laid-off employees who, at the time of layoff, took voluntary demotions or 
voluntary reductions in assigned time shall be, at the employee’s option, returned 
to a position in this former classification or to a position with increased assigned 
time as vacancies become available and for a period of sixty-three (63) months 
from the effective date of layoff.  Such employees shall be ranked in accordance 
with their seniority on the reemployment list(s). 

c. An employee who is laid off and is subsequently eligible for reemployment shall 
be notified in writing by the District of opening(s) for which he/she is eligible.  
The notice shall be by certified mail to the last address of the employee on record 
with the District. 

d. If the position is refused, the District will confirm such refusal by letter to the 
employee.  CSEA shall be given written notice of all employees offered 
reemployment. 

e. Within seven (7) calendar days of mailing the notice or within five (5) calendar 
days of telephone or personal contact, the employee must accept the position or 
the right to it is deemed waived. 
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f. The District may simultaneously send out notices of vacancy to more than one 
person on the reemployment list provided that a more junior person may be given 
the vacancy only when those with more seniority have declined or waived it. 

g. Any acceptance by such employee of an assignment to a classification lower than 
the classification from which he/she was laid off or to the same classification but 
with fewer hours shall not affect his/her original sixty-three (63) month right to 
reemployment in his/her former classification and with the same number of hours.  
An employee given an offer of re-employment does not need to accept re-
employment to maintain his/her eligibility on the reemployment list provided the 
employee notifies the District of his/her refusal of reemployment within ten (10) 
calendar days from receipt of the reemployment offer.  If the employee accepts 
reemployment, he/she must report for work within eleven (11) work days 
following receipt of the reemployment offer unless a later reporting date is 
indicated on the reemployment offer or the District approves a later reporting 
date. 

 
9. Reduction of Hours 
 

a.  Any decision and the impact and effects of a reduction of hours shall first be 
negotiated with CSEA. 

b.  No employee’s hours may be reduced to less than three (3) hours per day. 
c.  Reduction in hours shall be no less than fifteen (15) minute increments. 
d.  A negotiated reduction in hours applicable to an entire classification of employees 

shall be allocated as evenly as may be, subject to b. and c. above. The burden of 
inequality of reduction caused by b. and c. above shall be borne by those most 
junior. 

e.  A negotiated reduction in hours shall not be implemented until the total number of 
employees within the classification is reduced to the same number that existed in 
that classification one (1) year prior to the date of said reduction. 

 
10. Work Year 
 

Any decision and the impact and effects of a reduction in work year shall be first 
negotiated by CSEA, then governed by the same concepts for reduction and reinstatement 
of hours.. 

 
11. Continuance of Benefits 
 

Employees whose hours are involuntarily reduced pursuant to Section 9 of this Article 
shall not lose any benefits under Article X because of such reduction pursuant to Article 
10, Health and Welfare Benefits, section 2.b. 
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ARTICLE 18 
 

DISCIPLINE 
 
1. Disciplinary Action 
 

Disciplinary action means dismissal, demotion or suspension. 
 
2. Critical Situation Reasons 
 

The following constitute critical situation reasons: 
 

a. Dishonesty; 
b. Gross insubordination or gross negligence; 
c. Use, possession or being under the influence, while on duty, of alcohol or illegal 

drugs as defined by law; 
d. Conviction of a felony, or any crime involving moral turpitude; 
e. Violation of local, state or federal law which results in cancellation or suspension 

of a license required for assigned duty; 
f. Any other school-related reason determined by the employer to be a danger to the 

safety, health, welfare, or property of the school, the pupils or other employees. 
 
3. Noncritical Situation Reasons 
 

The following constitute noncritical situation reasons: 
 

a. Incompetence; 
b. Insubordination or negligence; 
c. Unexcused absence, tardiness, abuse of sick leave or absence without notification; 
d. Physical or mental inability to perform the duties of the position as determined by 

a qualified physician, except as stated under f. above. 
 
4. Noncritical Situation Action 
 

In noncritical situations, the immediate supervisor will endeavor to warn the employee 
verbally that their work or conduct is of such nature as to incur discipline.  This does not 
preclude a written warning before disciplinary action is imposed.  Prior to dismissal, 
suspension or demotion shall be considered as appropriate.  

 
5. Procedure for Disciplinary Action 
 

a. The employee shall be given written notice including a statement of charges.  
Such charges shall cite the specific cause or causes with sufficient detail to permit 
the employee to prepare a defense, and the proposed action. 

b. The written notice shall include a statement of the employee’s right to a Skelly 
hearing; the time within which such hearing may be requested, which shall not be 
less than five (5) working days; and a form, the signing and filing of which shall 
constitute a denial of the charges.  The notice may be served personally or by 
certified mail, return receipt requested, to the employee’s last known address.  A 
copy of the notice shall be emailed to the CSEA Labor Relations Representative. 
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c. If the employee does not respond within the stated time limit for requesting a 
hearing, the stated intended action shall be imposed. 

d. Upon receipt of a Denial and Request for a Hearing, the District will arrange for a 
hearing before the Governing Board.  The Hearing date will allow the employee a 
minimum of thirty (30) calendar days for preparation. 

e. The employee must appear in person and may be represented by anyone of his/her 
choosing. 

f. All such hearings shall be conducted in closed session, unless a public hearing is 
requested by the employee. 

g. The hearing shall be before the Board of Education unless the Board decides to 
have the matter heard by an Administrative Law Judge (ALJ) appointed by the 
Office of Administrative Hearings.  Such ALJ decision shall be advisory to the 
Board of Education.  If the Board decides that it does not want to accept the 
decision of the ALJ, it shall order a transcript of the hearing.  Within fifteen (15) 
days after receipt of the transcript, the Board members shall read the transcript 
and any exhibits offered at the hearing and shall hold a meeting on five (5) days 
notice to hear argument only.  The ALJ may recommend and the Board may act to 
reduce the discipline proposed by the administration.  The decision of the Board 
shall be final. 

h. Time limits stated may be extended upon mutual agreement of the District and the 
employee. 

i. No disciplinary action shall be taken for any cause which arose prior to the 
employee’s becoming permanent, nor for any cause which arose more than two 
(2) years preceding the date of filing of the Notice of Intended Disciplinary 
Action unless such cause was concealed or not disclosed by such employee when 
it could be reasonably assumed that the employee should have disclosed the facts 
to the District. 

j. If the employee’s presence would, in the judgment of the responsible 
administrator, constitute a hazard for disturbance to students, fellow employees or 
the public, the District may immediately suspend with pay the employee involved. 

k. The ALJ in making a recommendation, or the Board in hearing the matter or in 
reviewing the ALJ’s recommendation, may modify the disciplinary action 
proposed by the administration or determine that the charges shall be dismissed. 
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ARTICLE 19 
 

SAFETY 
 
1. District Compliance 
 

The District shall make every reasonable effort to conform and comply with all health, 
safety and sanitation requirements imposed by state or federal law or regulations adopted 
under state or federal law. 

 
2. No Discrimination 
 

No employee shall be in any way discriminated against as a result of reporting any 
condition believed to be a violation of  Section 1 of this Article to his/her supervisor prior 
to reporting to the appropriate agency. 

 
3. Safety Committee 
  

A district-wide Safety Committee comprised of a representation of CSEA members, CEA 
Members and management will be formed.  The committee shall meet at least annually to 
review procedures and activities to insure safety throughout the District. 
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ARTICLE 20 
 

SAVINGS 
 
1. Savings Clause 
 

If any provision of this Agreement should be held invalid by operation of law or by the 
final judgment of any court of competent jurisdiction, or by an un-appealed decision of 
the Public Employment Relations Board, the remainder of this Agreement shall not be 
affected thereby. 

 
2. Out of Scope Provisions 
 

If the subject matter of any provision of this contract is determined by a final decision of 
the Public Employment Relations Board or a court of competent jurisdiction to be outside 
the scope of representation, such provision shall be void. 

 
3. Replacement for Severed Provisions 
 

Upon the events stated in Sections 1 and 2 of this Article, the parties shall meet upon 
request to negotiate a replacement provision. 
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ARTICLE 21 
 

CONTRACTING OUT 
 

The District agrees that it will not contract out the work which has been customarily and 
routinely performed by bargaining unit members in the bargaining unit covered by this 
Agreement. 
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ARTICLE 22  
 

AGREEMENT 
1. Application 
 

If the subject matter of any District policy or procedure is covered to any extent by this 
Agreement, then that District policy or procedure shall not apply to the employees 
covered by this Agreement. 

 
2. Agreement 
 

This Agreement is made and entered into this first day of July 1, 2023 by and between the 
DISTRICT and the CSEA or its successors. 

 
3. Purpose 
 

The purpose of this Agreement is to promote the improvement of personnel management 
and employee-employer relations, provide an equitable and peaceful procedure for the 
resolution of differences, and establish rates of pay and other terms and conditions of 
employment. 

 
4. Term 
 

This Agreement shall remain in full force and effect from July 1, 2023 to June 30, 2026. 
 
5. Reopeners 
 

For each school year, either party may reopen on: 
• Salary 
• Benefits 
• No more than 2 additional Articles of each parties choice 

 
IN WITNESS WHEREOF, the parties hereto have executed this Agreement on this 24th day of                           
April 2025. 
  
 
 
      
Superintendent         CSEA Co-President  

 
       CSEA Co-President 
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APPENDIX “A” 
 
 

 
 

  

Increase of 2.3% effective 07-01-2025

Board Approved 04/20/2026

Classificaton Step 1 Step 2 Step 3 Step 4 Step 5 Step 6 Step 7 Step 8 Step 9 Step 10 Step 11 Step 12 Step 13 Step 14 Step 15
I 19.77 20.25 20.75 21.25 21.77 22.32 22.85 23.42 23.98 24.58 25.18 25.79 26.43 27.08 27.74

II 20.25 20.75 21.25 21.77 22.32 22.85 23.42 23.98 24.58 25.18 25.79 26.43 27.08 27.74 28.42

III 20.75 21.25 21.77 22.32 22.85 23.42 23.98 24.58 25.18 25.79 26.43 27.08 27.74 28.42 29.12

IV 21.25 21.77 22.32 22.85 23.42 23.98 24.58 25.18 25.79 26.43 27.08 27.74 28.42 29.12 29.82

V 21.77 22.32 22.85 23.42 23.98 24.58 25.18 25.79 26.43 27.08 27.74 28.42 29.12 29.82 30.56

VI 22.32 22.85 23.42 23.98 24.58 25.18 25.79 26.43 27.08 27.74 28.42 29.12 29.82 30.56 31.31

VII 22.85 23.42 23.98 24.58 25.18 25.79 26.43 27.08 27.74 28.42 29.12 29.82 30.56 31.31 32.08

VIII 23.42 23.98 24.58 25.18 25.79 26.43 27.08 27.74 28.42 29.12 29.82 30.56 31.31 32.08 32.85

IX 23.98 24.58 25.18 25.79 26.43 27.08 27.74 28.42 29.12 29.82 30.56 31.31 32.08 32.85 33.66

X 24.58 25.18 25.79 26.43 27.08 27.74 28.42 29.12 29.82 30.56 31.31 32.08 32.85 33.66 34.49

Job Classification:

Class I Yard Duty
Class I I Cafeteria Assistant I
Class I I I Cafeteria Assistant I I , Para-Educator
Class IV Bilingual Para-Educator, Library Clerk, Campus Supervisor

Class V No Current Posit ions

Class VI Custodian, Bilingual Liaison, Career Center Technician, Cafeteria Cook, Health Clerk

Class VII Bus Driver, Attendance Clerk/Office Assistant 

Class VII I Ut ility Worker/Bus Driver, Administrat ive Assistant, Head Custodian

Class IX Maintenance Technician/Bus Driver, Transportat ion Coordinator/Ut ility Worker/Bus Driver

Class X Data Specialist , Technology Support Specialist

Annual Salary for 12 month employees computed on 261 days.

Health Benefit  Cap $892.63.  Employee must work 6+ hours per day to qualify for Health Benefits.

Colusa Unified School District
Classified Salary Schedule

2025-2026
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APPENDIX “B” 

 
COMPENSATION STUDY PROCEDURE 
 
A. Purpose 

The Purpose of this procedure is to permit an employee who believes that his/her 
compensation is not reasonably aligned with similar positions in comparable districts 
and/or not reasonably aligned with the scheduled compensation of other positions within 
the classified service of CUSD to seek review of his/her position by compensation study. 

 
B. Initiating Petition 

CSEA may petition for a compensation study to be conducted by the Compensation 
Subcommittee each fiscal year, on an as needed basis, but in no event involving a study 
of more than two positions in any fiscal year.  The petition shall be submitted by October 
1st of each fiscal year to the Superintendent and shall include, at a minimum, a statement 
of justification supporting the request for the study.  Any petition submitted by October 
1st shall be studied. 

 

C. Compensation Subcommittee 
The Compensation Subcommittee shall be comprised of the following individuals: 

 

1. CSEA President 
2. District Business Manager or designee; and 
3. A classified unit member, not holding a position under consideration by the 

Compensation Subcommittee, mutually selected by the CSEA President and 
District Business Manager 

 

D. Role of Compensation Subcommittee 
Upon completion of the compensation study, the Compensation Subcommittee shall 
report the results of the study at a joint meeting of the bargaining teams, to be held by the 
parties no later than January each fiscal year. 

 

E. Compensation Study 
The Compensation Study may include, but not necessarily be limited to, the following: 

 
1. Interview employee(s) holding position(s) under review; 
2. Interview supervisor(s) of employee(s) holding position(s); 
3. Review job descriptions 
4. Comparison of salary survey and job descriptions of comparable districts 

 
Comparable Districts shall be: 
Williams Unified School District  Durham Unified School District 
Pierce Jt. Unified School District  Winters Unified School District 
Live Oak Unified School District  Lakeport Unified School District 
Gridley Unified School District   Willows Unified School District 
Middletown Unified School District  Fall River Jt. Unified School District 
Cloverdale Unified School District  
  

5. Comparable Districts will be asked for the following information: 
a. Salary Schedules 
b. Rank of Position in the District 
c. Health and Welfare Benefits, including District Contribution 
d. Hours and Days of Employment 
e. Staffing related to position 
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Appendix E 
 Classified Employee Evaluation  

 
The Colusa Unified School District Classified Employee Evaluation process is based on the premise that 
all employees have a commitment and responsibility to continued growth and improvement. The purpose 
of the evaluation is to support employees in improving job performance, skill, and expertise through a 
systematic and constructive evaluation process. 
 
The process also provides an opportunity to celebrate, discuss the employee’s strengths, 
accomplishments and potential advancement within the District. It is essential to our process’s 
commitment to a cycle of continuous improvement that provides every employee an opportunity to 
engaging in honest assessment of their strengths and areas for growth as we strive to provide exemplary 
service to our students and school community. 
 
 

PERFORMANCE EVALUATION RATINGS 

RATING DEFINITION 

Exemplary Employee regularly exceeds expectations in a manner that is worthy of following as an example. 

Effective Employee fulfills duties and/or responsibilities in an efficient and effective manner 

Area for Growth An area of development and improvement in the employee’s job performance, skill or expertise. 

N/A The indicator is not applicable. 
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 Appendix E 
 Classified Employee Evaluation  

Date:       

Employee Name:       Employee No:       

Location/Department:       

Position Title:       
 

Evaluation Standards Exemplary Effective Area of 
Growth 

Non 
Applicable 

1. Quality and Quantity of Work – Work is accurate, thorough, neat, 
and completed in a timely manner.     

2. Job Knowledge and Skills – Demonstrates knowledge and skills of 
job duties and their purpose.      

3. Flexibility and Adaptability and Initiative – Seeks and/or Learns new 
tasks and assignments when time permits Handles situations 
appropriately as they arise.  

    

4. Judgment and Decision Making – Uses good judgment and makes 
appropriate decisions.     

5. Organization and Efficiency – Tasks are organized and prioritized.  
Materials, equipment, and work area are clean and organized.     

6. Care and Operation of Equipment – Properly maintains and operates 
equipment.     

7. Safety – Follows safety guidelines. Maintains and promotes a safe 
work environment.     

8. Attendance and Punctuality – Attends work and leaves at 
appropriate times. Complies with district, department, and building 
processes and procedures around the use of leaves. 

    

9. Professionalism and Relationships – Develops and maintains 
effective working relationships with all colleagues, students and the 
public.  Uses positive and appropriate communication while 
representing District and Board values. 

    

 
Employee major strengths and accomplishments during the evaluation period. 
 

      

 
  



51 
 

 
 
Employee areas of continual growth. 
 

      

 

  
 

 
 
 

SIGNATURES 

        
Name of Employee (Printed)   

        
Employee’s Signature  Date 

Supervisor’s Signature  Date 
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