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THIRTY DAYS LEAVE WITH PAY 14.14

OFFICIAL ORDER /LETTER 14.14

RETURN FROM MILITARY LEAVE 14.14

TIME LINES FOR NOTICE OF INTENT TO RETURN TO
EMPLOYMENT 14.14

EXEMPT / TEMP/ LIMITED-TERM POSITION 14.15

LEAVE TO SERVE IN EXEMPT/ TEMP /LIMITED-TERM
POSITION 14.15

VOLUNTARY RETURN TO REGULAR POSITION 14.15

RELEASE TIME FOR DISTRICT PERSONNEL-RELATED
ACTIVITIES 14.15

RELEASE TIME TO TAKE DISTRICT EXAMINATIONS 14.15

RELEASE TIME FOR DISTRICT INTERVIEWS 14.15

ATTENDANCE AT DISTRICT BOARD / COMMISSION MEETINGS

LEAVE OF ABSENCE WITHOUT PAY 14.16
WHEN GRANTED 14.16

LENGTH OF LEAVE 14.16
REASONS 14.16
RIGHT TO RETURN 14.16

FILLING VACANCY 14.16

REPORT OF REINSTATEMENT 14.16

FAILURE TO RETURN 14.16

COUNTING TIME FOR SENIORITY OR SALARY ADJUSTMENT

ABSENCE DUE TO EPIDEMICS OR EMERGENCIES 1417
ABSENCE DUE TO EPIDEMICS OR EMERGENCIES 14.17
VOTER LEAVE OF ABSENCE 14.17

TIME OFF TO VOTE 14.17

MAY NOT BE USED FOR OTHER PURPOSES 14.17

ADVANCE NOTICE REQUIRED  14.17

LEAVE OF ABSENCE FOR STUDY 14.18

STUDY LEAVE(S) 14.18

TIME LIMITS FOR STUDY LEAVES 14.18

A STUDY LEAVE IS NOT A BREAK IN SERVICE 14.18
LEAVE OF ABSENCE FOR RETRAINING 14.18
RETRAINING LEAVE 14.18

ELIGIBILITY FOR RETRAINING LEAVE 14.19

DISTRICT SHALL PRESCRIBE TRAINING PROGRAM 14.19
FAMILY CARE LEAVE (UNPAID) 14.19

GRANTING OF LEAVE ~ 14.19

ELIGIBILITY 14.19

REASONS FOR LEAVE ~ 14.19
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14.20.D CONDITIONAL REQUIREMENTS 14.20
14.20.E EMPLOYEE RIGHTS 14.20
14.20.F DURATION AND TIMING OF LEAVE 14.21
14.20.G NO DISCRIMINATION 14.21

14.20.H REINSTATEMENT FOLLOWING LEAVE 14.21
14.21 DISCRETIONARY LEAVE 14.21
14.22 PARENTAL LEAVE 14.21

CHAPTER 15HOLIDAYS

15.1 HOLIDAYS 151

15.1.AHOLIDAY PAY 15.1

15.1.BHOLIDAYS OCCURRING DURING VACATION 15.2
15.1.CMULTIPLE ASSIGNMENTS 15.2

15.1.DWEEKEND HOLIDAYS 15.2
15.1.EOVERTIME PAY FOR WORKING HOLIDAYS 15.2
15.1.FOVERTIME 15.3

15.1.G BOARD DECLARED HOLIDAY  15.3

15.1.HLOCAL HOLIDAY  15.3

15.2 HOLIDAYS FOR NONTRADITIONAL WORK WEEKS 15.3
15.3 LIMITED TERM OR SUBSTITUTE EMPLOYEE 15.3

15.3.ATEMPORARY ASSIGNMENT 15.3
15.3.BLONG-TERM ASSIGNMENT 15.4

CHAPTER 16PERFORMANCE EVALUATIONS

16.1 GENERAL POLICY 16.1

16.1.APOLICY STATEMENT 16.1

16.1.BADMINISTRATION OF PERFORMANCE APPRAISAL SYSTEM
16.1.CWHEN EVALUATIONS ARE TO BE MADE 16.1
16.1.DEVALUATION RATER 16.2

16.1.EEVALUATION FORMS 16.2

16.1.F EVALUATION MEETING  16.2

16.1.G SPECIFIC RECOMMENDATIONS FOR IMPROVEMENT
16.1.HDISTRIBUTION OF EVALUATION 16.3

16.1.1 LESS THAN SATISFACTORY EVALUATION  16.3
16.1.J PERFORMANCE IMPROVEMENT PLAN 16.3
16.1.KAPPEAL OF PROCESS 16.4

16.1.L RATING OF RECORD 16.4

CHAPTER 17COMPLAINT PROCEDURE

171 PROCEDURE FOR THE ADJUSTMENT OF COMPLAINTS
17.1.APURPOSE OF COMPLAINT PROCEDURE 17.1
17.1.BCERTAIN MATTERS EXCLUDED FROM PROCEDURE 171
17.1.CADJUDICATING BODY DETERMINED BY SUBJECT MATTER
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17.1.DCOMMISSION STAFF WILL LEND ASSISTANCE 17.2

17.1.EAPPROVAL BY DIRECTOR OF HUMAN RESOURCES 17.2

17.1.F COMPLAINT TIME LIMITS SHALL BE CONSIDERED MAXIMUMS 17.2

17.1.G COMPLAINT MUST BE FILED WITHIN 15 WORKING DAYS 17.3

17.1.HDEFINITION OF COMPLAINANT 17.3

17.1.1 EMPLOYEE REPRESENTATION 17.3

17.1.J NO REPRISALS FOR FILING OF COMPLAINT 17.3

17.1.KREASONABLE RELEASE TIME 17.3

17.1.L MAINTENANCE OF COMPLAINT FILES 17.3

17.1.M LEVEL ONE - FORMAL WRITTEN COMPLAINT 17.4

17.1.NLEVEL TWO - DEPARTMENT / SITE ADMINISTRATOR 17.4

17.1.0 LEVEL THREE - SUPERINTENDENT / DIRECTOR OF HUMAN
RESOURCES 17.4

17.1.PLEVEL FOUR - BOARD / PERSONNEL COMMISSION 17.5

CHAPTER 18COMPENSATION AND PAY PRACTICES

18.1 DETERMINATION OF SALARY SCHEDULES / PAY RATES 18.1
18.1.AFIXING ANNUAL SALARY SCHEDULES 18.1
18.1.BBOARD MAY INCREASE SALARY SCHEDULE 18.1
18.1.CBOARD MUST EMPLOQOY / PAY IN ACCORDANCE WITH
MERIT SYSTEM 18.1
18.1.DCOMMISSION SHALL RECOMMEND SALARY SCHEDULES
TO BOARD 18.1
18.1.EBOARD’S ACTION ON SALARY SCHEDULE
RECOMMENDATIONS 18.2
18.1.F COMMISSION SHALL DETERMINE SALARY RANGE
PLACEMENTS 18.2
18.2 APPLICATION OF SALARY SCHEDULES 18.1
18.2.AINITIAL SALARY PLACEMENT  18.2
18.2.BSALARY PLACEMENT OF TEMPORARY EMPLOYEES 18.3
18.2.CSTEP ADVANCEMENT 18.3
18.2.D“Y” RATING INCUMBENTS 18.4
18.2.EPROMOTIONAL SALARY RATE 18.5
18.2.F PLACEMENT AFTER UNPAID LEAVE OF ABSENCE 18.5
18.2.G SALARY PLACEMENT UPON DEMOTION 18.5
18.2.HSALARY PLACEMENT UPON FAILING PROBATIONARY PERIOD 18.6
18.2.1 PLACEMENT WHEN REEMPLOYED OR REINSTATED 18.6
18.2.J SUMMER / RECESS PERIOD SALARY PLACEMENT 18.6
18.2.KPLACEMENT WHEN ASSIGNED SUBSTITUTE / TEMP POSITION 18.6
18.3 DIFFERENTIAL / LONGEVITY PAY PRACTICES 18.6
18.3.ADIFFERENTIAL COMPENSATION 18.6
18.3.BTEMPORARY ASSIGNMENT 18.7
18.3.CANNIVERSARY INCREMENT 18.7
18.4.ACOMPUTATION OF REGULAR PAY 18.8
18.4.BCREDITABLE PAY PERIOD 18.8
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CHAPTER 19EMPLOYEE PERSONNEL FILES

19.1 PERSONNEL FILES 19.1

19.1.AMAINTENANCE OF FILE 19.1

19.1.BINSPECTION OF PERSONNEL FILES BY EMPLOYEE 19.1
19.1.CINSPECTION BY OTHERS 19.1

19.1.DSIGNATURE / DATE REQUIRED 19.1

19.1.EPERSONNEL FILE LOG MAINTAINED 19.1

19.1.F DEROGATORY INFORMATION 19.2

19.1.G APPEAL OF PLACEMENT OF MATERIAL IN FILE 19.2
19.1.HREMOVAL OF DEROGATORY MATERIAL 19.2

CHAPTER 20LAYOFF AND REEMPLOYMENT PROCEDURES

20.1 LAYOFF PROCEDURES 20.1
20.1.AREASONS FOR LAYOFF 20.1

20.1.BLAYOFF DEFINITION 20.1

20.1.CLAYOFF RESOLUTION BY BOARD 20.1
20.1.DORDER OF LAYOFFS 20.2

20.1.EBUMPING AND DISPLACEMENT RIGHTS 20.5
20.1.F VOLUNTARY DEMOTION 20.6

20.1.G DEMOTION IN LIEU OF LAYOFF 20.6
20.1.HPERIOD FOR LATERAL TRANSFER 20.7
20.1.1 PERMANENT EMPLOYEE RIGHTS AND PRIVILEGES 20.7

20.1.J CERTIFICATION FROM A REEMPLOYMENT LIST  20.8
20.1.KPROBATIONARY EMPLOYEE RIGHTS 20.10
20.2.ALEAVE OF ABSENCE PRIOR TO LAYOFF 20.10
20.2.BP.E.R.S. RETIREMENT IN LIEU OF LAYOFF 20.10

CHAPTER 21RESIGNATIONS

21.1 RESIGNATION PROCEDURES 211
21.1.ARESIGNATION DURING PROBATIONARY PERIOD 21.1
21.1.BRESIGNATION AND EFFECT ON ELIGIBILITY LISTS 21.1
21.1.CPROCEDURE FOR RESIGNATION OF EMPLOYEE 21.1
21.1.DTWO WEEK NOTICE OF RESIGNATION 211
21.1.EACCEPTANCE OF RESIGNATION 211
21.1.F RESIGNATIONS SHALL BE SUBMITTED IN THE YEAR
EFFECTIVE 21.1

21.1.G RETIREMENT UNDER P.E.R.S. 21.2
21.1. HREINSTATEMENT AFTER RESIGNATIONS 21.2
21.2 HEALTH BENEFIT CONTINUATION UPON RESIGNATION 21.2

21.2.AC.0.B.R.A. HEALTH CONTINUATION REQUIREMENTS 21.2
21.2.BEMPLOYEE CONTINUATION UPON REDUCTION ON LAYOFF  21.2
21.2.CSPOUSE COVERAGE 21.2
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21.2.DDEPENDENT CHILD COVERAGE 21.3

21.2.ERESPONSIBILITY TO NOTIFY DISTRICT IN STATUS CHANGE  21.3
21.2.F DISTRICT SHALL SEND NOTIFICATION OF RIGHTS 21.3
21.2.G FAILURE TO ACCEPT CONTINUATION 21.4
21.2.HREQUIREMENT TO PROVIDE SIMILAR COVERAGE 21.4

21.2.1 LENGTH OF CONTINUATION COVERAGE PROVIDED 21.4
21.2.J NO EVIDENCE OF INSURABILITY NECESSARY 21.5

21.2. KPAYMENT OF PREMIUM 21.5

21.2.L INDIVIDUAL CONVERSION PLANS 21.5

CHAPTER 22APPEAL OF MEDICAL EXAMINATIONS

22.1 APPEALS OF MEDICAL DISQUALIFICATION OF CLASSIFIED
EMPLOYEE AND ELIGIBLES 22.1

22.1.AMEDICAL DISQUALIFICATION 221

22.1.BPROCEDURE TO FOLLOW 22.1

22.1.CMEDICAL EXAMINATION 22.2

22.1.DFINDINGS & RECOMMENDATIONS 22.2

22.1.EDECISION OF THE PERSONNEL COMMISSION 22.2

22.1.F FAILURE OF APPELLANT TO APPEAR 22.2
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