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AGREEMENT 
 
 
 
 THIS AGREEMENT, made and entered into on January 28, 2021 by and between 
SONOMA COUNTY JUNIOR COLLEGE DISTRICT, hereinafter referred to as “District”, and the 
SERVICE EMPLOYEES INTERNATIONAL UNION, LOCAL 1021, hereinafter referred to as 
“SEIU”. 
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Article  1  RECOGNITION 
 
 
§ 1.1 The District hereby acknowledges that SEIU, Local 1021 is the exclusive bargaining 
representative for all Short-Term, Non-Continuing (“STNC”) Employees holding those positions 
described in Appendix A, and as set forth in the December 18, 2017 Settlement Agreement between 
the District and SEIU, Local 1021, incorporated by reference as part of this agreement.  
 
 Professional experts and student employees are excluded from the bargaining unit. 
“Student employee” is defined as follows: Student employees may be assigned to clerical, technical, 
general labor or other duties related to the instructional or administrative functions of the college. They 
are not part of the Classified service or the STNC Unit. Assigning a student employee to perform the 
same scope of duties and responsibilities as a regular College employee is not permitted. Student 
employees must work under supervision of a permanent District employee. Student employees must 
be continuously enrolled as a part-time student at SRJC (6 units in the Fall/Spring and 3 units in the 
Summer). PALS employees are not student employees and are in the STNC Unit.  
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Article  2  UNION SECURITY 
 
 
§ 2.1  Dues/COPE/Union-Sponsored Benefit Program Deductions: 
 
§ 2.1.1  The District shall honor an employee’s membership application for dues, COPE or 
other Union-sponsored program(s), which are received in writing, from SEIU. 
 
§ 2.1.2  Deductions for dues, COPE or other SEIU-sponsored programs shall start the pay 
period after the District receives notification of the authorization. The District shall forward such 
payments to SEIU within thirty (30) days after the deduction from the employee’s earnings occurs. 
 
§ 2.1.3  Requests to authorize or change union related deductions shall be directed to SEIU 
rather than to the District. The District shall rely on SEIU’s certified list, submitted by a representative 
of SEIU who has authority to bind SEIU, regarding any authorizations and/or changes in deduction(s). 
 
§ 2.1.4  STNC Unit membership status shall remain unchanged from one Personnel Action 
Form (PAF) to another. Any change to membership shall be in compliance with 2.1.3. 
 
§ 2.1.5  Should a STNC Unit Member move into the Classified Unit, membership status shall 
remain unchanged. Any change to membership shall be in compliance with 2.1.3. 
 
§ 2.1.6  SEIU shall indemnify, defend and hold District, Board Members, and unit members 
harmless from any claims made of any nature or any lawsuit instituted against the District, Board 
Members, and unit members arising from the District’s actions pursuant to its obligations contained 
in this article. At District request, SEIU shall pay for the cost of legal representation to the District, 
for the attorney of the District’s choice in any litigation contesting in any way the validity of the 
organizational security provisions of this Agreement and shall pay court costs and other expenses 
related thereto. 
 
 
 
§ 2.2 Non –Discrimination 
 
§ 2.2.1  The Sonoma County Junior College District, in compliance with State Regulation, Title 
VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of 
the Rehabilitation Action of 1973, and the Americans with Disabilities Act of 1990, does not 
discriminate on the basis of race, religious creed, color, national origin, ancestry, ethnic group 
identification, physical disability, medical condition, genetic condition, marital status,  sex, gender, 
gender identity, gender expression, genetic information, hair texture or hairstyles associated with a 
particular race or national origin, or sexual orientation in any of its policies, procedures of practices; 
nor does the District, in compliance with the Age Discrimination in Employment Act of 1975, 
discriminate against any employees or applicants for employment on the basis of their age. 
 
 Sonoma County Junior College District is an equal employment opportunity employer.  
The District is committed to following all applicable Federal and State laws, regulations, and Board 
policy and procedures affecting employment. 
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Article  2  UNION SECURITY (Continued) 
 
 
 
 Sonoma County Junior College District agrees to not discriminate on the basis of 
political affiliation as protected in California Labor Code CA Sections 1101-1106, Chapter 5: 
Political Affiliation. 
 
 The Vice President of Human Resources or designee is responsible for administering 
the District's non-discrimination compliance procedures. 
 
 
 
 
 
 
 
 
 
  



AGREEMENT: SEIU LOCAL 1021 & SONOMA COUNTY JUNIOR COLLEGE DISTRICT 
STNC UNIT 

_______________________________________________________________________________ 
 

_______________________________________________________________________________________ 
Page 5 

Final Clean 08.06.25 

 
Article  3 UNION RIGHTS 
 
 
§ 3.1 Definition of a Unit Member  
 
 The STNC Unit shall not include professional experts or student employees. Peer 
Assisted Learning Specialist (PALS) employees are not student employees and are included in the 
STNC unit (please see the SEIU/District Classified Unit Contract for definitions of professional 
experts and student employees). 
 
 
§ 3.2  Dignity Clause 
 
 All employees are entitled to a workplace where, regardless of their classification, they 
are treated with dignity, respect and courtesy. 
 
 
§ 3.3 Services Provided 
 
 SEIU shall have the following rights in addition to the rights contained in any other 
part of this Agreement: 
 
§ 3.3.1 Use without charge of institutional bulletin boards, daily bulletin, mailboxes, and the 
use of the District mail and email system for the posting or transmission of information or notices 
concerning SEIU matters; 
 
§ 3.3.2 Access to unit members at their place of assignment when such access will not interfere 
with assigned duties of unit members; 
 
§ 3.3.3 Permission to use projectors, computers, servers, media and teleconferencing 
equipment, typewriters or District facilities, when not otherwise used for educational purposes, 
without charge for SEIU meetings, subject only to submission of the standard application for Civic 
Center permit in accordance with Board rules and regulations. 
 
 
§ 3.4  Hire Date and STNC Roster 
 
§ 3.4.1 The District shall provide SEIU a roster of all bargaining unit members every August 
and January which would include unit member’s name, hire date, hourly rate, job title, departmental 
assignment, job site, and time period of employment.   
 
 
§ 3.5 Copies of Agreement 
 
§ 3.5.1 District shall provide an electronic copy of this Agreement, and any amendments 
thereto, to all bargaining team members and CEC members. 
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Article  3 UNION RIGHTS  (Continued) 
 
 
§ 3.6 Classified Executive Council  
 
§ 3.6.1 The District recognizes the Classified Executive Council (CEC) as the governing body 
of the Santa Rosa Junior College Classified Chapter of SEIU, Local 1021. 
 
 The CEC will include up to two (2) STNC positions.  
 
 
§ 3.7 Ratification 
 
§ 3.7.1 At a time to be mutually agreed upon by SEIU and the District, each bargaining unit 
member may have one (1) hour of paid release time for the purpose of attending a ratification session. 
 
§ 3.7.2 The unit member will provide their immediate supervisor with written notification of 
absence. When possible, this notification will take place at least 24 hours prior to time of release. 
 
 
§ 3.8 Negotiations 
 
§ 3.8.1 SEIU shall have up to two (2) STNC Negotiators who shall be provided paid release 
time as specified in section 3.9.  This release time is limited to the months within the current year’s 
negotiations cycle, beginning in November for preparation. 
 
 
§ 3.9 Contractual Release Time 
 
§ 3.9.1 The District shall provide, on an annual basis, up to a maximum of 80 hours of paid 
release time for STNC unit members to prepare for and attend negotiations, CEC meetings, or for 
other STNC unit obligations. 
 
§ 3.9.2 Contractual release time is required to be documented on a timesheet and submitted to 
the unit member’s supervisor for approval. 
 
 
§ 3.10 Monthly Bargaining Unit Report 
 
Santa Rosa Junior College District (the District) shall provide SEIU 1021 (the Union) with a 
Bargaining Unit Report in electronic malleable format (Excel) on a monthly basis of all current unit 
members covered by this Agreement, which shall include each unit member’s: 

• Full Name 
• Job Classification 
• Department 
• Membership Status (member, non-member) 
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Article  3 UNION RIGHTS  (Continued) 
 

• Work Location (where the member works, not just their mailing address) 
• Work phone number 
• Personal phone number 
• Work e-mail 
• Personal e-mail 
• Home address 

 
A member may opt-out by writing or emailing the Chapter President or SEIU Field Representative if 
they wish not to provide the following information to SEIU: 
 

• Home address 
• Personal Phone Number 
• Personal E-mail 

 
The SEIU Field Representative will provide the District with this information on a monthly basis. 
 
 
§ 3.11  New Employee Onboarding 
 
§ 3.11.1 The District shall provide a SEIU Chapter designee and SEIU Field Representative 
with the Monthly Bargaining Unit Report as specified in section 3.10. 
 
§ 3.11.2 The District will include the SEIU Member Application and an informational welcome 
notice from SEIU in its onboarding forms to all new employees during the hiring process. SEIU may 
produce a video and the District will make it available to new unit members. 
 
 
§ 3.12 Protecting Bargaining Unit from non-exclusive third parties.  
 
 The District shall promptly notify the Union of any third-party requests for contact 
and/or demographic information of bargaining unit members. The District shall promptly provide the 
Union with a copy of the request and any materials submitted with the request. The District shall 
provide the Union with at least five (5) working days to review the request prior to the employer 
responding to the request. The employer agrees to consider the Union’s response prior to disclosing 
to a third party any contact and/or demographic information of the bargaining unit members. 
 
 
§ 3.13 Meet and Confer 
 
Pursuant to Government Code 3505, SEIU and the District shall meet and confer in good faith when 
changes in working conditions or other areas within the mandatory scope of bargaining are to occur. 
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Article  4 HOURS OF EMPLOYMENT 
 
 
§ 4.1 Work Schedule 
 
§ 4.2.1 Managers shall make a good faith effort to make weekly work schedules consistent in 
hours and days worked. 
 
 
§ 4.2 Reduction in Work Hours 
 
§ 4.2.1 The District will provide an impacted STNC unit member a two-week’s notice 
explaining the reasons for the decrease, how long the change should be expected to last, and any other 
alternative work can be offered. 
 
§ 4.2.2 Department supervisors shall make a good faith effort to consider a member’s length 
service in their current STNC assignment when reducing hours. 
 
 
§ 4.3 Voting Time as required by State Law. 
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Article  5 PAY AND ALLOWANCES 
 
 
 
§ 5.1 Rate of Pay 
 
 
§ 5.1.1 STNC salary schedule increase of 6.62%.  
 
§ 5.1.2 The Classification Review Committee (CRC) shall grade STNC classifications without a 
matching Classified Unit classification by January 1, 2026. 
 
§ 5.1.3 All STNC assignments shall be paid no less than eighteen dollars and ninety-three cents 
($18.93) per hour, effective upon ratification. 
 
§ 5.1.4 At no time shall an STNC unit member make less than the highest hourly rate of a 
Student employee. 
 
 
§ 5.2 Bilingual Skills 
 
§ 5.2.1 Bilingual Skills Premium of 5%: The District shall provide a 5% premium for all hours 
in paid status for STNC unit members working in positions which are authorized to be compensated 
for communicating in multiple languages, provided that the performance of related duties enhances 
the delivery of district services, regardless of the multiple language ability being required or not. 
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Article  6 STNC HIRING PROCESS 
 
 
§ 6.1  All STNCs shall be assessed for Tuberculosis (TB), at the District’s expense, and 
undergo livescan fingerprinting, at the employee’s expense, prior to beginning employment at the 
District. 
 
 
§ 6.2  If the hiring authority deems it is necessary to externally post an STNC assignment, the 
posting shall be in a standard format open for at least one (1) week. 
 
 
 

§ 6.3 Candidates must meet the required qualifications of the assignment. 
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Article  7 HOLIDAYS 
 
 
§ 7.1 The District agrees to provide all STNC unit members working up to 25 hours per week 
with 5 hours of discretionary holiday time to be used while in paid status within the fiscal year. 
Employees authorized to work more will be granted the pro-rated hours accordingly based on their 
schedule. Request for discretionary holiday time shall be submitted to the supervisor for approval at 
least five (5) workdays in advance of the selected day and a Notice of Absence (NOA) should be 
submitted for approval upon usage. 
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Article  8 LEAVES OF ABSENCE 
 
 
§ 8.1 Bereavement Leave 
 
 The SRJC shall offer up to eight (8) hours per fiscal year for Bereavement Leave on 
the account of death of the member’s mother, father, grandmother, grandfather, or grandchild of the 
unit member or of the spouse or domestic partner of the unit member, and the spouse, son, daughter, 
son-in-law, daughter-in-law, brother, or sister of the unit member or any person living in the immediate 
household of the unit member. 
 
 
§ 8.2 Sick Leave 
 
 STNC unit members shall be entitled to forty (40) hours of sick leave every fiscal year, 
per the Healthy Families Act. 
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Article  9 TELECOMMUTING AGREEMENT 
 
 
§ 9.1 Definition of Telecommuting 
 
 Telecommuting is defined as performing work away from the normal work location, 
one or more hours per day or days per week, either at home or at an off-site work location. More 
formally, it is the partial substitution of computers or telecommunications technologies, or both, for 
the commute to work. It is usually an off-site arrangement that permits employees to work in or near 
their homes or at other approved locations. Communication may be by one or more of several means, 
such as phone or laptop. Telecommuting may also be known as working from home, working 
remotely, etc. 
 
 Telecommuting does not change the duties, obligations, responsibilities, official 
District worksite location, or terms and conditions of District employment. All employees must 
comply with all District rules, policies, procedures, practices, and work direction. 
 
 
§ 9.2 Conditions of Telecommuting Agreement 
 
§ 9.2.1 Employment Relationship 
 
 Telecommuting is an option as approved by the District. Employee understands that 
participation in this telecommuting arrangement is voluntary in nature and participation is not 
required as a condition of employment. 
 
 All forms of telecommuting retain an employer/employee relationship, and having 
the same responsibilities as a non-telecommuting employee. 
 
§ 9.2.2 Official Worksite 
 
 The official worksite for a telecommuter remains the site(s) where they would 
normally work (such as the Petaluma or Santa Rosa Campus, Shone Farm, Public Safety Training 
Center, or the Southwest Center), not their off-site location. 
 
§ 9.2.3 Scheduling 
 
 Telecommuting agreements can be on a regular or an occasional basis. The specific 
schedule for the telecommuting employee will be determined by the supervisor and the employee, 
and recorded in the Telecommuting Agreement. A telecommuting employee must perform work 
during scheduled telecommuting hours. 
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
§ 9.2.3.1 Recurring Schedule 
 
 Under a recurring schedule, an employee works away from the official worksite on an 
established day or days or block of time, on a consistent basis. Telecommuting may not exceed more 
than one scheduled day or 10 (ten) hours total in a work-week.  Unit members shall be required to 
work at least 1 (one) scheduled workday per semester on a District site. Except for discontinuance of 
the telecommuting agreement by the supervisor or employee, any proposed change to the agreed upon 
schedule must first be approved by the supervisor and the appropriate vice president, or component 
administrator, then documented and appended to the Telecommute Agreement on file in Human 
Resources.  
 
 The operational needs of the District take precedence over telecommuting agreements. 
A telecommuting employee may be required to deviate from their approved telecommuting schedule 
in order to meet the work goals of their unit or department, or the needs of the district.   
 
 Unit members who are required to deviate from an established telecommuting schedule 
for foreseeable needs of the district, at a minimum shall be notified by the end of the shift the unit 
member works just prior to the date of the need to deviate.   
 
 Unit members who are required to deviate from an established telecommuting schedule 
for unforeseen needs of the district, that require the unit member to report to an official district site 
during the same shift that the notification occurred, at a minimum shall be notified two hours prior to 
the need to report. The unit member shall be permitted to utilize the full two hours without explanation 
or justification, to report to the official District site without loss of pay or a requirement to use personal 
leaves. Occasionally, unit members may experience extenuating circumstances that may prevent them 
from reporting to the official district site within two hours. In these situations, supervisors are 
encouraged to consider alternative options if possible, especially if the unit member has not exhibited 
a history of being unable to respond. 
 
 Supervisors must receive acknowledgement of notification from unit members of a 
required deviation from an established telecommuting schedule.  The two hour time period to report 
to the official district site starts from the time of unit member acknowledgement. Unit members are 
not required to acknowledge receipt prior to the beginning of their shift.   
 
 While working off-site, employees must be accessible for communication and respond 
in a timely manner (e.g., videoconferencing, telephone, messaging, e-mail, etc.) during scheduled 
work hours. Conversely, occasional requests by employees to change their regularly scheduled 
telecommute days should be accommodated by the supervisor, if possible. Employees must obtain 
prior written authorization to change a regularly scheduled telecommute day or time. 
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
§ 9.2.3.2 Occasional Schedule 
 
 Occasional telecommuting means an employee works off-site on an infrequent, one-
time, or irregular basis. This option provides an ideal arrangement for employees who generally need 
to be in the office, but who sometimes have projects, assignments, or other circumstances that meet 
the eligibility criteria. Employees may be allowed to telecommute on a temporary basis as their daily 
assignment permits. 
 
 Circumstances that may be appropriate for temporary telecommuting include, but are 
not limited to: 
 

● Special project work which requires a period of uninterrupted time. 
● While all reasonable commute routes are blocked (i.e., major construction, or environmental 

factors, such as a storm, or disaster). 
● To accommodate other inabilities to be onsite that allow for work to be performed (i.e., broken 

leg, etc.). 
● Primary worksite is inaccessible or uninhabitable due to emergency conditions. 

 
 The supervisor and employee must identify dates, times, and reasons, which must be 
sent to the appropriate vice president or component administrator before the commencement of an 
occasional telecommuting schedule. 
 
 An occasional schedule may be worked by a unit member one-time, not to exceed two 
(2) consecutive workweeks without the unit member completing the entire Telecommuting 
Agreement.  A unit member must complete the Telecommuting Agreement in full before being 
eligible for another telecommuting assignment. Once the Telecommuting Agreement has been 
completed, an occasional schedule can be accommodated by updating the work schedule portion of 
the Telecommuting Agreement and only those other parts that need to be updated. 
 
 
§ 9.2.4 Work Hours 
 
 Telecommuting employees shall be responsible for following District policies and their 
supervisor’s directives regarding work hours. All the rules applicable at the regular worksite are 
applicable while telecommuting. Any employee initiated leave of absence from remote work must be 
approved in advance. Employees may be subject to disciplinary action for inaccurately reporting hours 
worked remotely or working overtime hours contrary to the provisions of the Telecommuting 
Program, and/or Article (TBD) of the SEIU/District Contract regarding overtime provisions, or their 
supervisor’s directives. 
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
This includes: 
 

● Telecommuting employees must perform designated work during scheduled work hours. 
● Employees must account for and report telecommuting work hours in the same way they would 

at the regular worksite, or according to the terms of the Telecommuting Agreement. 
● Employees may work overtime only when directed to do so and approved in advance by the 

supervisor. 
● Employees must obtain approval to use accrued leaves in the same manner as employees who 

do not telecommute. 
 
 Telecommuting Agreements does not mean that other Articles do not apply to 
Telecommuting, unless stated in this agreement. 
 
 
§ 9.2.5 Travel and Travel Time 
 
 Mileage reimbursement will not be provided for travel between the official worksite 
and the telework location for telecommuting employees. However, if any employee is asked to report 
directly to a district worksite other than their official district worksite, the district will reimburse 
mileage from the approved off-site location to the unofficial district worksite - OR - reimburse mileage 
from the official district worksite to a different district worksite, whichever is less.  
 
 Travel between an approved off-site location to the employee’s official worksite are 
considered ordinary home-to-work travel, which is a normal incident of employment and not 
considered work time. 
 
 
§ 9.3 Employee Participation 
 
§ 9.3.1 Eligibility and Considerations for Telecommuting Participation 
 
 Employee participation in telecommuting is entirely voluntary. A department may not 
require an employee to telecommute and an employee does not have the right to telecommute. 
STNC unit members are eligible for participation in the telecommuting program. Employees providing 
in-person service will not normally be approved to participate in the telecommuting program on a 
regular, ongoing basis. 
 
 Employees who are not upholding District obligations and have documented 
unsatisfactory performance or conduct, documented verbal warnings, written warnings or current 
unsatisfactory evaluation, are not eligible to telecommute.   
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
 Eligible unit members who wish to participate in the Telecommuting Program must 
read and agree to the provisions of the Telecommuting Program and submit all required agreements 
and checklists through the approval process. A Telecommuting Agreement may be denied, ended, or 
modified for any business reason that is not arbitrary or capricious. 
 
 A job function acceptable for telecommuting is one that can be performed at a remote 
site without diminishing the quality of the work or disrupting the productivity of an office or other 
work environment. The supervisor and the telecommuter must take actions to prevent the 
telecommuter from becoming isolated from District employees, SRJC students, and community 
members.  An employee interested in telecommuting must meet the following eligibility criteria: 
 

● Have a demonstrated ability to work well with minimal supervision; 
● Have a thorough knowledge and understanding of the job tasks and operations for which they 

are responsible; 
● Have a history of reliable and responsible accomplishment of work duties; and 
● Have demonstrated ability to independently establish priorities and manage their time. 

 
 The work to be performed will be the primary determining factor for telecommuting. 
Participation in the Telecommuting Program should be based on the ability of the employee to perform 
tasks that can be completed from approved remote locations, and the supervisor’s assessment of the 
employee’s ability to complete those tasks satisfactorily. Consideration, on a case-by-case basis, 
should be given to the following: 
 
Job Characteristics  

● Can the needs of our students and community be served with the same level of effectiveness 
via telecommuting? 

● Can some of the work be performed effectively in a remote fashion? 
● Can some of the job be performed in a self-directed manner without in-person contact? 
● Can priorities be easily established by utilizing remote work communications technologies? 

 
Task Scheduling 

● Does the individual already work independently handling information tasks such as thinking, 
planning, coordinating, writing, reading, analysis, teleconferencing, computer programming, 
word processing or data entry? 

● Can tasks which can be completed off-site, be grouped and scheduled for telecommuting days? 
● Can staff meetings and conferences be grouped and scheduled for non-telecommuting days or 

accommodated through other means (e.g., teleconferencing)? 
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
Public/District Contacts 

● What portion of the job is devoted to face-to-face contact with other departments, students, 
and the public or internal staff? 

● Can this contact be structured to allow for communication via phone or computer, or grouped 
into non-telecommuting days, or can alternatives be established to provide this contact on 
telecommuting days? 

 
Reference Materials 

● What portion of the job requires the use of reference materials or resources located in the 
designated work site? 

● Can these resources be easily taken home for a day or two without interfering with co- 
workers' job performance or converted to an electronic format? 

● Are these resources available through other means such as a computer accessible library 
service? 

● Will the confidentiality of the resources or reference materials be maintained in the same 
manner if accessed off-site? 

 
Use of Computers/Technology 

● Will response time on computer equipment used at home be fast enough to allow for required 
productivity?  

● If network access is needed, does sufficient connectivity exist? 
● Has the employee demonstrated an adequate level of skill in use of the computer and software 

that will be used for telecommuting? 
 
Special Equipment 

● What portion of the job relies upon access to photocopiers, scanning capabilities or other 
specialized equipment? 

● Can access be managed to allow telecommuter's needs to be met on non-telecommuting days 
or can these needs be satisfied at a district site near the employee's telecommuting work 
location? 

 
Information Security 

● What portion of the job uses secured or otherwise confidential information and can the integrity 
of that information be secured in accordance with information security policies? 

  



AGREEMENT: SEIU LOCAL 1021 & SONOMA COUNTY JUNIOR COLLEGE DISTRICT 
STNC UNIT 

_______________________________________________________________________________ 
 

_______________________________________________________________________________________ 
Page 19 

Final Clean 08.06.25 

 
Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
Travel 

● Does the job involve field work? 
● Can trips begin or end at the employee's off-site work location, rather than at the district 

location? 
 
 
§ 9.3.2 Participation Approval 
 
 Participation in the telecommuting program is subject to the prior written approval by 
an employee's immediate supervisor, department dean/director, and the appropriate vice president or 
component administrator. Approval must be completed prior to the start of the employee's 
telecommuting schedule by execution of a Telecommute Agreement, a Safety Checklist, a Supervisor's 
Checklist and an Equipment Use Agreement.  The employee and supervisor will each maintain a copy 
of the related Agreement and Checklists. The originals will be placed in the employee’s personnel file 
maintained in Human Resources  
 
 
§ 9.3.3 Denial of Application 
 
 The District Telecommuting Program is not subject to the grievance procedure. An 
employee who believes the telecommute application has been denied for arbitrary or capricious 
reasons may appeal the decision to the appropriate vice president or component administrator. The 
decision of their vice president or component administrator is final.  
 
 
§ 9.3.4 Renewal of Telecommuting Agreement 
 
 If the telecommuter moves or relocates their telecommute location, new agreements 
and checklists must be approved. In addition, if there is any change in the terms of the Telecommute 
Agreement, including but not limited to, an agreed-upon schedule change approved by the supervisor; 
a change in the equipment, services or software provided, or a change in the agreement regarding their 
use; or if the information regarding residence, residence telephone, telecommute location, or mobile 
number for the teleworker have changed, such change must be documented and appended to the 
Telecommuting Agreement as soon as possible. 
 
 
§ 9.3.5 Termination of Telecommuting Participation 
 
 A Telecommuting Agreement may be ended or modified for any business reason that 
is not arbitrary or capricious.  Similarly, a telecommuting employee may end or request to change a 
telecommuting agreement at any time.  
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
 The employee may discontinue participation in the telecommuting program at any time, 
for any reason, upon written notice to their supervisor.  In this situation, an employee will report to 
their official worksite(s) for their entire shift, under the schedule that was in effect prior to the adoption 
of a telecommuting agreement. Supervisors may terminate an individual employee's participation at 
any time, as follows: 
 

1. For any business reason, not arbitrary or capricious, upon providing ten (10) working days 
prior written explanation to the affected employee. 

2. For cause, upon provision of 24 hours verbal or written prior explanation to the affected 
employee. All verbal explanations are to be followed with a written explanation, within 
fourteen (14) calendar days. 

3. When the telecommuting agreement is terminated, the employee must within one (1) working 
day return to District all notes, data, reference materials, memoranda, reports, records, 
equipment, software, supplies, and any other District -owned property in the employee’s 
possession or control. 

 
 The District is not responsible for costs, damages, or losses associated with the 
termination of the telecommuting agreement. 
 
 

§ 9.4 Responsibilities 
 
§ 9.4.1 Vice Presidents and Component Administrators 

• Oversight of administration of the telecommuting program in their respective areas, 
including ensuring compliance with all applicable policies and procedures; identifying 
positions suitable for the telecommuting option; review and approval or denial of 
Telecommute Agreements and revisions. 

 
§ 9.4.2 Directors, Deans, Managers, and Supervisors 

• Determine if proposals for their employees to telecommute are likely to contribute to the 
district’s objectives, while maintaining or improving program efficiency, productivity, service, 
benefits, and safety conditions. 

• Ensure that employees who remain on site are not burdened by being required to handle the 
telecommuter's regular assignments (i.e., answering telephone calls, providing information, 
etc.). 

• As for all other employees, provide specific, measurable, and attainable performance 
expectations for the telecommuter; define in detail assignments, corresponding deadlines, and 
the quality of work expected. 
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 

• Provide for employee training in use of equipment and software as required for the employee 
to function effectively and independently. 

• Inform employees that failure to comply with rules, practices, instructions, policies and 
procedures may be cause for terminating participation in the telecommuting program and/or 
possible disciplinary action. 

• Obtain vice president or component administrator approval or denial by submitting all 
completed and signed forms as a packet for consideration. 

• If approved, provide employee with copies of the employee's Safety Checklist, Supervisor's 
Checklist, Telecommute Agreement, and, if applicable, Equipment Use Agreement. 

• Send original forms to Human Resources for placement in the employee’s personnel file. 
 
§ 9.4.3 Telecommuters 

• When telecommuting is determined to be a viable work option, work with supervisor to 
develop an acceptable telecommuting agreement. 

• Abide by the provisions set forth in this Telecommuting Program. 
• Attend mandatory trainings as assigned related to telecommuting protocols and safety. 
• Adhere to all applicable laws, rules, regulations, policies, and procedures regarding 

information security. 
• Acquire the skills necessary to meet district requirements and operate independently from a 

telecommuting site. 
• Establish and maintain an acceptable and safe home office environment including sufficient 

internet connectivity. (Employees are required to complete the Safety Checklist and certify to 
its accuracy annually when the Telecommuting Agreement is renewed.) 

• Establish, operate and maintain equipment, devices, and services associated with the 
telecommuting arrangement. 

• Repair and/or replace at own expense any district-owned equipment that is damaged, lost, or 
stolen due to inattention; report malfunction of any district-owned computer hardware or 
software to Information Technology; report damage, loss or theft of any district-owned 
equipment to District Police immediately; also report damage, malfunction, loss or theft of any 
work-related equipment to the telecommuter’s supervisor immediately.   

• Adhere to all district policies and procedures, with special attention to the Computer and 
Communications Technology Use Policy and Procedure 2.13/P. 

• Do not hold any physical district business related meetings or receive visitors related to district 
business at the telecommuting site. 

  

http://go.boarddocs.com/ca/santarosa/Board.nsf/goto?open&id=A5YR445FCF1B
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 

• Comply with Tax laws. The district is not responsible for substantiating a telecommuter's claim 
of tax deductions for operation of a home office used to perform district work. Employees 
should seek advice from a tax advisor concerning home office deductions. However, if required 
by the IRS and if a copy of the employee/telecommuter’s executed telecommuting agreement 
is not sufficient evidence, under limited circumstances this district will certify, if requested, as 
to the dates during which a Telecommute Agreement between the college and the 
employee/telecommuter was in effect. 

• Ensure virtual environment is work appropriate, attend meetings with camera on unless 
unusual circumstances do not allow like temporary internet issues or temporarily relocating 
remote work area due to unforeseen circumstances. 

• Comply with the district’s procedures governing travel and use of district and personal vehicles 
for district business. 

• The employee should return to work if equipment fails and will lead to the loss of a specified 
period of work time (more than four hours). The employee will continue working on site until 
such time as the equipment is functional. 

• If an employee experiences any technical disruption preventing remote work, they will 
immediately contact their supervisor for direction. 

 
§ 9.4.4 Human Resources 

• Assist employees and management in understanding and implementing the Telecommuting 
Program. 

• Maintain appropriate documentation in the employee’s personnel file. 
• Send copies of approved or updated telecommute agreements and forms to SEIU President and 

SEIU Field Representative.  
 
§ 9.4.5 Information Technology 

• Provide a district-purchased laptop with software installed for the telecommuting option to 
ensure that it is in accordance with software copyright laws and compatible with district 
software standards. 

• Provide general oversight regarding equipment and other information and computer needs 
associated with telecommuting. 

• Provide guidelines and training, as needed, defining the appropriate data communications 
equipment, software and services for home-based telecommuting. 

• Meet with potential telecommuters to review hardware, software, and information security 
requirements.   

• Issue and receive back any District provided equipment.  
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
§ 9.5 Considerations 
 
§ 9.5.1 Non-Working Activities 

• Employees may not engage in activities while telecommuting that would not be permitted at 
the regular worksite, such as child, elder, or other dependent care. 

• Employee may not use their personal vehicle for District business unless specifically 
authorized by their supervisor.  

• Employee may not allow non-work-related events and activities to disrupt or interfere with 
work at the remote worksite.  

• Telecommuting employees may take care of personal business during lunch and break periods, 
as they would at their regular worksite. 

 
§ 9.5.2 Equipment, Services and Materials 
 
 All District policies and procedures regarding the use of computers and the internet 
apply while an employee is telecommuting. The telecommuting employee shall be responsible for loss 
or damage due to gross negligence or abuse to District property that the employee is using at their 
telecommute location. 
 
 Any employee who telecommutes will be assigned a laptop instead of a desktop so the 
workstation can be easily transported between the worksite and the telecommute site.The District will 
not provide telecommuting employees with other materials or supplies needed to establish an alternate 
worksite (desk, chair, cell phone, printer, scanner, copier, etc.), and assumes no responsibility for set-
up or operating costs at an alternate worksite (telephone or electricity, etc.). 
 
 By requesting to telecommute, the employee confirms that they have an internet service 
provider and a sufficient, reliable connection at the telecommute worksite, and is responsible for any 
internet service costs at the telecommuting location. The District shall not be responsible for such 
costs. 
 
 The telecommuting agreement must identify the equipment, software, supplies, and 
support required to successfully work at the telecommute location. If the employee does not have the 
needed equipment, supplies, internet access or support, the employee will not be eligible to 
telecommute. 
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
§ 9.5.2.1 District Equipment 
 
 All equipment, records, and materials provided by the District shall remain District 
property and are for District business only. A telecommuting employee does not obtain any rights to 
District equipment, software, or supplies provided in connection with telecommuting. The employee 
must immediately return all District equipment and software at the conclusion of the telecommuting 
arrangement or at the department’s request. The district will not, as a standard, provide any hardware 
beyond a laptop computer and normally provided software and software licenses for telecommuting. 
This includes Internet or phone services or office equipment such as printers, monitors, scanners, 
calculators, or furniture.  
 
 A telecommuting employee must protect District equipment, software, and supplies 
from possible theft, loss, and damage. The telecommuting employee may be liable for replacement or 
repair of the equipment, software, or supplies in compliance with applicable laws on negligence or 
intentional conduct in the event of theft, loss, or damage.   
 
 Employee agrees to present for inspections to the District its equipment and materials 
upon one (1) working day of written notice, and during the Hours of the Telecommuting Agreement. 
All District equipment and materials will be returned by the employee for inspection, repair, 
replacement, or repossession within one (1) working day of written notice, or within one (1) working 
day of the written termination of the Telecommuting Agreement.   
 
 A telecommuting employee may not make unauthorized copies of any District-owned 
software. Employees may not add hardware or software to District equipment without prior written 
approval. 
 
 In the event of equipment malfunction, the telecommuter must notify their supervisor 
immediately. If repairs will take some time, the telecommuter may be asked to report to their normal 
worksite until the equipment is usable. 
 
§ 9.5.2.2 Personal Equipment 
 
 Equipment may be owned and maintained by the employee or by the District. 
 
 The selection, installation, maintenance, repair or replacement of employee-owned 
equipment and software is the responsibility of the employee. Any equipment must have a 
configuration that is compatible with the district’s information technology infrastructure and 
compliant with the district’s information security and accessibility standards. 
 
 Telecommuting employees must understand and agree that the District is entitled to, 
and may access, any personal equipment used while telecommuting, such as a telephone or scanner.  
 
 The District shall not be liable for any employee-owned equipment lost, damaged, or 
stolen. 
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 
§ 9.5.2.3 Information Security 
 
 Security of confidential information is of primary concern and importance to the 
district. 
 
 Employee agrees to provide a secure location for District owned equipment and 
materials and will not use, or allow others to use, such District equipment, data (including personally 
identifiable information of District students or personnel), or materials for purposes other than District 
business. Only approved software will be used for accessing or connecting to the District’s network 
or cloud assets from the remote workstation. No employee, whether telecommuting as defined by this 
section or otherwise, may access data owned by District, including data related to students or 
employees, or data that may be accessible remotely with District logins, through a publicly available 
server or Wi-Fi system. Employees may only access such data if Information Technology has certified 
that there are sufficient security protocols in place. Employee agrees to follow all District rules, 
copyright laws, computer and software end-users’ licensing agreements. 
 
 All files, records, papers, or other materials created while telecommuting are District 
property. Telecommuting employees and their supervisors shall identify any confidential, private, or 
personal information and records to be accessed and ensure appropriate safeguards are used to protect 
them. A department may require employees to work onsite or in private locations when handling 
confidential or sensitive material. Departments may prohibit employees from printing confidential 
information in telecommuting locations to avoid breaches of confidentiality. Employees may not 
disclose confidential or private files, records, materials, or information, and may not allow access to 
District networks or databases to anyone who is not authorized to have access. 
 
 Telecommuters, like all district employees, are expected to adhere to all applicable 
laws, rules, regulations, policies, and procedures regarding information security. The following are 
basic information security guidelines: 
 

• Use district information assets only for authorized purposes, and ensure that confidential 
information is not disclosed to any unauthorized person. 

• Store critical District information on District provided servers and services such as network 
drives (S:, X:, etc), One-Drive, and Teams to ensure that the information can be recovered if 
damaged or destroyed. 

• Use "logon" passwords on all systems containing confidential information and keep those 
passwords secure. Use the latest virus protection software on telecommuting systems used to 
prepare information for subsequent use on district systems. 

• Return material (paper documents, flash drives, etc.) containing all confidential information to 
the district for proper handling or disposal, if necessary. 
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Article  9 TELECOMMUTING AGREEMENT (Continued) 
 
 

• Adhere to copyright laws by not copying or sharing any district owned software utilized by 
telecommuters, and when no longer employed by the district, remove all such software from 
personally owned equipment and return any software media to the district. 

• Use the college e-mail account only for District business conducted during telecommuting 
hours. Sensitive data must be afforded the same degree of security and confidentiality as when 
working at the official worksite. 

• An employee’s expectation of privacy in the workplace (e.g. email, internet usage, phone calls) 
is the same for a telecommuter as for an employee working on-site. 

 
 Employee agrees to close or secure all connections to District desktop or system 
resources (i.e., remote desktop, virtual private network connections, etc.) when not conducting work 
for the District. Employee agrees to maintain all current system updates and ensure that anti-virus 
software has been installed on any personal equipment.  
 
 
§ 9.5.3 Worksite 
 
 A telecommuting employee must designate a work area suitable for performing official 
business. Requirements for the designated work area will vary depending on the nature of the work 
and the equipment needed, and may be determined by the department. Telecommuting employees 
must work in an environment that allows them to perform their duties safely and efficiently. If the 
telecommuting employee requires any specialized equipment for ergonomic needs, it is the 
responsibility of the employee to purchase and maintain such equipment at the telecommute location. 
In addition, the District will not deliver or retrieve, install, or set up equipment at an employee’s 
telecommute location.  
 
 Employees are responsible for ensuring their work areas comply with health and safety 
requirements. The District and/or department may request documentation of the employee’s 
designated work area to determine compliance with health and safety rules. Failure to maintain a 
proper and safe work environment, in accordance with this program, may be cause for terminating the 
telecommuting program for the employee. 
 
 Employees are covered by workers’ compensation laws when performing work duties 
at their designated alternate locations during regular work hours. Employee agrees to report any work-
related injuries to their supervisor at the earliest opportunity and to hold the District harmless for any 
injury to others present at the telecommute worksite. If an employee incurs a work-related injury 
during agreed upon telecommuting hours, workers’ compensation laws and rules apply just as they 
would if such an injury occurred at a District owned and operated facility. Employees must notify their 
supervisors immediately and complete all necessary documents regarding a work-related injury, or 
regarding an injury that occurred during working hours. If the employee fails to maintain their worksite 
in an appropriate and safe manner as required by this agreement, they agree to hold the District 
harmless. 
 
 The District is not liable for damages to an employee’s personal or real property.  
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Article  10 TERM OF AGREEMENT 
 
 
§ 10.1 Term of Agreement 
 
 The term of this agreement shall be from July 1, 2023 to June 30, 2024. 
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APPENDIX A 
Short-Term, Non-Continuing Salary Scheduled 
Effective:  November 13, 2024 
 
 

CLASSIFICATION HOURLY 
RATE 

Accompanist 30.83 
Accountant 34.00 
Accounting Technician I 20.87 
Administrative Assistant I 23.01 
Administrative Assistant II 25.37 
Administrative Assistant III 27.97 
Admissions & Records 
Evaluation Specialist I 26.64 

Admissions & Records 
Evaluation Specialist II 29.37 

Admissions and Records 
Specialist 25.37 

Advisor I 18.93 
Advisor II 25.37 
Articulation Specialist 27.97 
ASL Interpreter I 26.64 
ASL Interpreter II 34.00 
ASL Interpreter III 43.39 
ASL Interpreter IV 58.14 
Assistive Technology Specialist 27.97 
Auto Shop Assistant 20.87 
Box Office Technician 24.16 
Budget Specialist, Categorical 
Programs 27.97 

CAFYES Specialist 26.64 
Career Services Advisor 30.83 
Child Care Aide 18.93 
Child Care Associate Teacher 23.01 
Child Care Teacher 25.37 
Clerical Assistant 20.87 
College Nurse (with ADN 
Degree) 32.38 

College Nurse Practitioner 55.38 
Community Service Officer 24.16 
Cook 21.91 
Coordinator, Basic Needs 29.37 
Coordinator, CalWORKs 30.83 
Coordinator, CARE  19.88 
Coordinator, Communications & 
Marketing 30.83 

Coordinator, Community 
Outreach 23.01 

Coordinator, CTE Outreach 32.38 
Coordinator, EOPS Outreach 
Programs 32.38 

Coordinator, Intercultural 
Center, Petaluma 30.83 

Coordinator, Scholarships & 
Outreach  29.37 

 
CLASSIFICATION HOURLY 

RATE 
Coordinator, Student 
Employment 27.97 

Coordinator, Student 
Engagement 30.83 

Coordinator, Student 
Government Programs 30.83 

Coordinator, Veterans Affairs 30.83 
Coordinator. Youth 
Empowerment Strategies for 
Success 

30.83 

Culinary Operations Specialist 26.64 
Culinary Retail Clerk 20.87 
Cultural Liaison 18.93 
Curriculum Technician 27.97 
Custodian 21.91 
Day Under the Oaks (DUO) 
Events Assistant 24.16 

Dream Center Specialist 19.88 
Emergency Management 
Specialist 25.37 

EOPS Foster Youth Specialist 26.64 
EOPS/HEP Specialist I 25.37 
Executive Assistant 29.37 
Exhibits Specialist 32.38 
Farm Assistant 18.93 
Farm Equipment Operator 20.87 
Farm Intern I 19.88 
Farm Intern II 23.01 
Farm Intern III 26.64 
Financial Aid Technician I 23.01 
Financial Aid Technician II 25.37 
Groundskeeper I 23.01 
Health Promotions Specialist 32.38 
Health Services Assistant 27.97 
Help Desk Technician 27.97 
Horticulture Technician I 21.91 
Human Resources Technician 27.97 
Instructional Aide 18.93 
Instructional Aide II 20.87 
Instructional Assistant 23.01 
Instructional Assistant, Senior 25.37 
Instructional Designer 35.70 
KAD Athletic Aide I 18.93 
KAD Athletic Aide II 19.88 
KAD Athletic Aide III 20.87 
KAD Athletic Dept Mktg & 
Promo Specialist 21.91 

KAD Athletic Equipment Asst. 18.93 
KAD Athletic Equipment Tech. 19.88 
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CLASSIFICATION HOURLY 
RATE 

KAD Basketball 45 Second 
Clock 18.93 

KAD Basketball Announcer 18.93 
KAD Basketball Clock 18.93 
KAD Basketball Scorer 18.93 
KAD Basketball Video Operator 18.93 
KAD Concessions Assistant 18.93 
KAD Football Announcer; Chain; 
Down Box; Timer 18.93 

KAD Football Coordinator, 
Offensive/Defensive 32.38 

KAD SID/Gate and Concessions 
Coordinator 25.37 

KAD Track Starters 27.97 
KAD Volleyball Linesperson; 
Scorer 18.93 

Library Technician I 23.01 
Library Technician II 25.37 
Library Technician III 27.97 
Livestock Technician 26.64 
Marketing Assistant, Student 
Equity 23.01 

Media Production Technician 26.64 
Media Resources Specialist 26.64 
Media Systems Technician I 29.37 
Medical Assistant 27.97 
Mental Health Services 
Assistant 18.93 

MESA Center Assistant 27.97 
Microcomputer Lab Specialist I 25.37 
Microcomputer Lab Specialist II 27.97 
Model (Draped & Undraped) 29.37 
Network Technician 34.00 
Outreach Specialist 27.97 
Parent Services Coordinator 27.97 
Payroll Specialist 27.97 
Payroll Technician 25.37 
Photo Lab Technician 24.16 
Planetarium Specialist 34.00 
Program Assistant 23.01 
Program Developer 30.83 
  
  
  

 

 
 

CLASSIFICATION HOURLY 
RATE 

Programmer Analyst 35.70 
Programmer Analyst, Senior  37.48 
Project Coordinator 34.00 
Reader/Teaching Assistant 18.93 
Research Analyst 32.38 
Research Technician 26.64 
Scheduling Technician 25.37 
Science Laboratory Instructional 
Assistant 29.37 

Science Laboratory Technician 24.16 
Service Facilitator 23.01 
Storekeeper I 21.91 
Student Success Specialist I 25.37 
Student Success Technician 24.16 
Testing Technician 21.91 
Theatre Arts Costume Tech. 30.83 
Theatre Arts Production 
Specialist 32.38 

Theatre Arts Promotions 
Specialist 26.64 

Therapist & Outreach Specialist-
Black/African American Focus 35.70 

Therapist & Outreach Specialist-
Latinx Focus 35.70 

Translator 55.38 
Waste Diversion Technician 24.16 
Web Design Specialist 30.83 
Writing Sample Evaluator 29.37 
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