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APPENDIX B  
 
 

Medical Insurance Benefit Plans 
 

The District offers a choice of five medical plans through our membership in Self-Insured Schools of 
California (SISC): 

• Kaiser Permanente HMO 
• Kaiser Permanente PPO Account Based Health Plan with a Health Savings Account (HSA) 
• Blue Shield HMO 
• Blue Shield PPO 
• Blue Shield Account Based Health Plan with a Health Savings Account (HSA) 

The Kaiser Permanente HMO, Blue Shield HMO, and Blue Shield PPO all require that you present your 
ID card to your provider and pay the applicable co-payment (if any), to receive services. 

The two Account Based Health Plans (Kaiser and Blue Shield) have a high deductible that must be paid 
by the employee before the health plan will pay any portion of the cost of services.  If you enroll in either 
of the two Account Based Health Plans, the District will contribute an agreed upon amount to a health 
savings account (HSA) on your behalf. 

You may preview a benefits summary for each plan on the Human Resources web page: 

Human Resources Benefits Page 

An additional benefit provided by SISC, available to all employees, is the Employee Assistance Program 
(EAP).  This program provides up to 6 free sessions with a professional provider per issue.  Additional 
information regarding the EAP can be found on the Human Resources benefit web page. 

 
  

https://hr.santarosa.edu/health-insurance-rates-and-plans
https://hr.santarosa.edu/health-insurance-rates-and-plans
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APPENDIX C.1 

Santa Rosa Junior College 
Classified Personnel Evaluation Report 

 

Probationary Evaluation 
 

 
Name:  

  
Classification: 

 

 
Department: 

 
 Evaluation Period 

Covered: 

 
From: 

 
 

 
To: 

 
Employment Date:  

Present  
position -  

 
Date of Last Review: 

 
 

 
Evaluator: 

 
 

 
Reviewer: 

 
 

 
 
_____________________________________________________________________________________________________________ 
 
Type of Report: Probation: [   ] 3 month [   ] 5 month [   ] Extended Probation 
_____________________________________________________________________________________________________________ 
 

Rating Scale for Performance Level E. Exemplary: Significantly exceeds job expectations. 
 M. Meets: Meets the requirements of the job. 
 N. Needs Improvement: Somewhat below minimum job standards.. 
 U. Unacceptable: Significantly below required job standards. 
_____________________________________________________________________________________________________________ 
 
 
 
 

A.  PERFORMANCE 
      FACTORS 

PERFORMANCE 
LEVEL 

SUPPORTING OBSERVATIONS 
(Required for Ratings N & U, refer to Article 4.5.1) 

 
1. JOB KNOWLEDGE – 

Understanding of all phases 
of his/her work and related 
matters.  Knowledge applied 
with respect to total job. 

 

 
[    ] E 
[    ] M 
[    ] N 
[    ] U 
 

 

 
2. QUALITY OF WORK – 

Thoroughness, neatness, 
accuracy, meeting 
expectations of new position. 

 
 

 
[    ] E 
[    ] M 
[    ] N 
[    ] U 

 

 
3. DEPENDABILITY – 

Reliability in following through 
assignments and instructions. 

 
 

 
[    ] E 
[    ] M 
[    ] N 
[    ] U 

 

 
4. COOPERATION – Ability and 

willingness to work with 
associates supervisors, and 
others.  Effectiveness in 
working with others. 

 

 
[    ] E 
[    ] M 
[    ] N 
[    ] U 

 

 
5. PRODUCTIVITY – 

Demonstrated accom- 
 plishments, volume of work.  

Work output relative to 
schedules, expectations. 

 

 
[    ] E 
[    ] M 
[    ] N 
[    ] U 
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 A. Performance Factors 
Performance 
Level 

Supporting Observations 
(Required for Ratings N & U, refer to Article 4.5.1) 

1. JUDGMENT – 
Adequacy of judgment 
applied as required by job 
responsibilities 

 
E 

 
      

M 
N 
U 

2. INITIATIVE/ABILITY 
TO LEARN – Self-
starting and acting on 
own.  Amount of direction 
needed.  Resourcefulness 
in work situation 

 
E 

 
      

M 
N 
U 

3. ATTENDANCE – 
Punctuality and/or 
faithfulness in coming to 
work daily and conforming 
to work hours 

 
E 

 
      

M 
N 
U 

 

B. RECOMMENDATION  
  Continue Probationary Status *   Permanent Status 
 Terminate Employment  

*Follow-up evaluation due in        months.  (Refer to SCJCD/SEIU contract, Evaluation Article) 

C. SUPPORTING OBSERVATIONS:  
      
 
 

D. EMPLOYEE CONFERENCE/SIGNATURE 
In signing the Evaluation Report Form the employee acknowledges having seen and discussed the report.  The 
employee’s signature does not necessarily indicate agreement with the conclusions of the evaluator.  The employee 
may submit a response to this report, in writing, to the evaluator with a copy to the Human Resources office within ten 
(10) working days from the date of this report.  That copy will be attached and filed with the Evaluation Report Form 
(Section 87031, California Education Code). 

 
 
 

   

Signature of Supervisor Date Signature of Employee Date 
 
 

   

Title of Supervisor    
 
 
 

   

Signature of Reviewer Date   
 
 
 

   

Title of Reviewer    

 
                    Distribution: Human Resources, Employee, Evaluator 
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NAME:  DATE:  

TITLE:  DEPARTMENT:  
 

 -- To be Completed by EMPLOYEE -- 
 

INSTRUCTIONS:  To be prepared separately by employee before meeting with 
supervisor.  To be attached to fully completed evaluation by supervisor and 

submitted to the Human Resources Department.  Complete only applicable sections. 
 

1) What are employee’s area(s) of greatest strength, including their impact on the 
job? 

 

 

2) Identify the significant accomplishments employee has achieved since previous 
evaluation: 

 

 

3) For Classified Staff who are directly responsible for, or directly support student 
learning: 

 Identify how the employee has used the results of the assessment of learning 
outcomes to improve teaching and learning. 
 
 
 

4) Employee's progress on goals and/or objectives from previous evaluation.  Were 
goals/objectives for employee achieved since previous evaluation period? 

 Yes [    ] No [    ]  If no, answer 4a and 4b below. 
 

 a. What action has been taken by supervisor to assist in the achievement of those 
goals and/or objectives? 

 
 
 

 b. What action has been taken by employee to assist in the achievement of those 
goals and/or objectives? 

 
 
 

5) Identify areas for continued growth and/or a goal or objective in the next evaluation 
cycle. 
 
 

 
 

 
 
 

APPENDIX C.2 

Classified Regular Evaluation  
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NAME:  DATE:  

TITLE:  DEPARTMENT:  
 

 -- To be Completed by SUPERVISOR -- 
 

INSTRUCTIONS:  To be prepared separately by supervisor before meeting with 
employee.  To be attached to fully completed evaluation by supervisor and submitted 

to the Human Resources Department.  Complete only applicable sections. 
 

1) What are employee’s area(s) of greatest strength, including their impact on the job? 
 
 
 
 
2) Identify the significant accomplishments employee has achieved since previous 

evaluation: 
 
 
 
 

3) Employee's progress on goals and/or objectives from previous evaluation.  Were 
goals/objectives for employee achieved since previous evaluation period? 

 Yes [    ] No [    ]  If no, answer 3a and 3b below. 
 

 a. What action has been taken by supervisor to assist in the achievement of those 
goals and/or objectives? 

 
 
 
 

 b. What action has been taken by employee to assist in the achievement of those 
goals and/or objectives? 

 
 
 
 

4) Identify areas for continued growth and/or a goal or objective in the next 
evaluation cycle. 
 
 
 
 

 
  

Classified Regular Evaluation  
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NAME:  DATE:  

TITLE:  DEPARTMENT:  
 

 -- To be Completed by SUPERVISOR -- 
 

RATING SCALE 
(E) Exemplary performance (Significantly exceeds job expectations) 
(M) Meets the requirements of the job 
(N) Needs Improvement (Somewhat below minimum job standards) 
(U) Unsatisfactory Performance (Significantly below required job standards) 
n/a Not applicable 
 

Comments may be provided to explain, elaborate, or make recommendations on the rating 
given. 

(Required for Ratings N & U, Refer to Article 4.6.1) 
 

JOB SKILLS 

CATEGORY RATING COMMENTS 

a. Quality of work   

 

b. Demonstrates 
appropriate skills 

  

 

c. Handles variety of 
tasks/projects at same 
time 

  

d. Demonstrates 
knowledge of District 
policies and 
procedures applicable 
to job 

  

e. Lead worker – Plans 
and assigns work, 
gives clear 
instructions, delegates 
responsibility, trains 
personnel and plans 
effectively with 
supervisor. 

  

  

 Classified Regular Evaluation  
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MOTIVATION/INITIATIVE 

CATEGORY RATING COMMENTS 

a. Willingness to assume 
responsibility 

  

b. Seeks increased 
responsibility within the 
scope of the job 

  

c. Suggests improved 
methods of doing the 
job 

  

d. Accepts and 
implements 
suggestions 

  

e. Exercises 
appropriate  
judgment 

  

f. Makes sound 
decisions in the 
absence of detailed 
instructions or direct 
supervision 

  

 

EFFECTIVE WORKING RELATIONSHIPS 

CATEGORY RATING COMMENTS 

a. Works 
cooperatively with 
students, co-
workers, general 
public 

  

b. Works 
cooperatively with 
supervisor 

  

c. Deals effectively 
with difficult 
situations/people 

  

d. Accepts 
responsibility with 
others for 
completing group 
projects 
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ADAPTABILITY 

CATEGORY RATING COMMENTS 

a. Accepts and adapts 
to new assignments 

  

b. Understands and 
accepts new work 
methods 

  

 
 

COMMUNICATION 

CATEGORY RATING COMMENTS 

a. Keeps supervisor 
informed of status of 
assigned work 

  

b. Directs issues 
needing clarification 
or resolution through 
appropriate channels 

  

 
 

ORGANIZATIONAL ABILITY 

CATEGORY RATING COMMENTS 

a. Organizes and 
coordinates work of 
others 

  

b. Organizes and 
completes work in 
allotted time 

  

 
 

ATTENDANCE 

CATEGORY RATING COMMENTS 

a. Punctuality   

b. Dependability in 
conforming to 
established work 
hours 
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ADDITIONAL EVALUATOR COMMENTS/OBJECTIVES FOR NEXT 
EVALUATION PERIOD 

 
 
 
 

 
OVERALL PERFORMANCE APPRAISAL: 
 
   EXCEEDS EXPECTATIONS - No Follow-up Needed 
 
   MEETS EXPECTATIONS - No Follow-up Needed 
 
   NEEDS IMPROVEMENT* 
     Performance Improvement Plan required 
 
   UNSATISFACTORY* 
    Performance Improvement Plan required 
 
*Ratings must be substantiated by supporting observations, examples and/or specific areas for improvement. 
 
EMPLOYEE CONFERENCE/SIGNATURE: 
 

In signing the Evaluation Report Form, the employee acknowledges having seen and discussed 
the report.  The employee's signature does not necessarily indicate agreement with the 
conclusions of the evaluator. The employee may submit a response to this report, in writing, to the 
evaluator within ten (10) working days from the date of this report.  That copy will be attached and 
filed with the Evaluation Report Form (Section 87031, California Education Code). 

       

Signature of Supervisor  Date  Signature of Employee  Date 

       

Title of Supervisor       

       

Signature of Reviewer  Date     

       

Title of Reviewer       
 
SEIU/District Negotiations 2016/17 New 8.5.16 
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NAME:  DATE:  

TITLE:  DEPARTMENT:  
 

 
PREVIOUS FACE TO FACE MEETING HELD ON: __________________________ 
 

RATING SCALE 
(N/A)   Employee is meeting or exceeding expectations 
(N)   Needs Improvement (Somewhat below minimum job standards) 
(U)   Unsatisfactory Performance (Significantly below required job standards) 

 
Comments must be provided to explain, elaborate, or make recommendations on any N or 

U rating given. 
 

JOB SKILLS 

CATEGORY RATING COMMENTS 

a. Quality of work   

 

b. Demonstrates 
appropriate skills 

  

 

c. Handles variety of 
tasks/projects at same 
time 

  

d. Demonstrates 
knowledge of District 
policies and 
procedures applicable 
to job 

  

e. Lead worker – Plans 
and assigns work, 
gives clear 
instructions, delegates 
responsibility, trains 
personnel and plans 
effectively with 
supervisor. 

  

 

  

APPENDIX C.3 

Classified Interim Evaluation 
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MOTIVATION/INITIATIVE 

CATEGORY RATING COMMENTS 

a. Willingness to assume 
responsibility 

  

b. Seeks increased 
responsibility within the 
scope of the job 

  

c. Suggests improved 
methods of doing the 
job 

  

d. Accepts and 
implements 
suggestions 

  

e. Exercises 
appropriate  
judgment 

  

f. Makes sound 
decisions in the 
absence of detailed 
instructions or direct 
supervision 

  

 

EFFECTIVE WORKING RELATIONSHIPS 

CATEGORY RATING COMMENTS 

a. Works 
cooperatively with 
students, co-
workers, general 
public 

  

b. Works 
cooperatively with 
supervisor 

  

c. Deals effectively 
with difficult 
situations/people 

  

d. Accepts 
responsibility with 
others for 
completing group 
projects 
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ADAPTABILITY 

CATEGORY RATING COMMENTS 

a. Accepts and adapts 
to new assignments 

  

b. Understands and 
accepts new work 
methods 

  

 
 

COMMUNICATION 

CATEGORY RATING COMMENTS 

a. Keeps supervisor 
informed of status of 
assigned work 

  

b. Directs issues 
needing clarification 
or resolution through 
appropriate channels 

  

 
 

ORGANIZATIONAL ABILITY 

CATEGORY RATING COMMENTS 

a. Organizes and 
coordinates work of 
others 

  

b. Organizes and 
completes work in 
allotted time 

  

 
 

ATTENDANCE 

CATEGORY RATING COMMENTS 

a. Punctuality   

b. Dependability in 
conforming to 
established work 
hours 
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ADDITIONAL EVALUATOR COMMENTS 
 
 
 
 

 
OVERALL PERFORMANCE APPRAISAL: 
 
   EXCEEDS EXPECTATIONS - No Follow-up Needed 
 

   MEETS EXPECTATIONS - No Follow-up Needed 
 

   NEEDS IMPROVEMENT* 
    Performance Improvement Plan required 
 

   UNSATISFACTORY* 
    Performance Improvement Plan required 
 
*Ratings must be substantiated by supporting observations, examples and/or specific areas for improvement. 
 
EMPLOYEE CONFERENCE/SIGNATURE: 
 

In signing the Evaluation Report Form, the employee acknowledges having seen and discussed the 
report.  The employee's signature does not necessarily indicate agreement with the conclusions of the 
evaluator. The employee may submit a response to this report, in writing, to the evaluator within ten (10) 
working days from the date of this report.  That copy will be attached and filed with the Evaluation Report 
Form (Section 87031, California Education Code). 

       

Signature of Supervisor  Date  Signature of Employee  Date 

       

       

Title of Supervisor       

       

       

Signature of Reviewer  Date     

       

       

Title of Reviewer       
 
SEIU/District Negotiations 2016/17 New 8.5.16 
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APPENDIX C.4 
 

 

SANTA ROSA JUNIOR COLLEGE POLICE 
Sonoma County Junior College District  
1501 Mendocino Ave 
Santa Rosa, CA   95401 
(707) 527-1000 

 

EMPLOYEE:  DATE:  
   
JOB TITLE: Police Officer FROM:  TO:  
 
PURPOSE OF 
EVALUATION: 

  Annual 

 

Performance Measures and Evaluation 
 

Rating Scale 
(1)    Exemplary Performance (Significantly exceeds job expectations) 
(2)    Commendable Performance (Consistently well above job expectations) 
(3)    Acceptable Performance (Meets the requirements of the job) 
(4)    Performance Needs Improvement (Somewhat below minimum job standards) 
(5)    Unacceptable Performance (Significantly below required job standards) 
N/A  Not Applicable 
 

Comments are to be provided to explain, elaborate, or make recommendations on the rating given. 
(Required for Ratings 1, 2, 4, & 5) 

 
1. EMERGENCY CALLS FOR 
SERVICE 

RATING COMMENTS 

Exercises reasonable caution in response 
to emergency calls for service. 

  

Gains effective and prompt control of the 
situation and properly utilizes necessary 
supporting resources. 

  

Exhibits calm, tactful, deliberate, 
organized and poised demeanor when 
handling emergency situations. 

  

 
2. GENERAL ASSISTANCE CALLS RATING COMMENTS 
Responds within a reasonable time and 
safely when dispatched in conformance 
with established procedures. 

  

Minimizes “Out of Service” time and 
completes the assignment within an 
acceptable time period. 

  

Exhibits concern and interest in the call 
even when routine and maintains a highly 
professional manner. 
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3. ARREST PROCEDURES RATING COMMENTS 
Protects the safety of himself/herself and 
others in the apprehension process. 

  

Makes arrests which are compatible with 
department or team goals. 

  

 
4. COMMUNITY/HUMAN RELATIONS RATING COMMENTS 
Projects a positive image to individuals 
and groups as a professional, competent 
and helpful police officer. 

  

Communicates effectively and openly 
with all types of individuals and groups. 

  

Relates well to people even in stressful 
situations. 

  

Exhibits sincere interest in, and concern 
for, the problems and viewpoints of 
others. 

  

Maintains effective working relationships 
with co-workers and supervisors. 

  

 
5. CASE INVESTIGATION RATING COMMENTS 
Uses productive techniques in case 
investigations. 

  

Recognizes and carefully collects and 
preserves all evidence. 

  

Prepares clear, concise, accurate and 
logical reports for department and court 
use. 

  

Exhibits a professional and poised 
demeanor in court and functions well as 
an objective witness. 

  

Maintains acceptable clearance and 
complaint issuance levels. 

  

Works cooperatively and constructively 
with other organizations and resources. 

  

 
6. TRAFFIC CONTROL RATING COMMENTS 
Maintains acceptable enforcement levels 
and relates activities to the location, time 
and causes of serious accidents. 

  

Gains effective and prompt control at an 
accident scene and properly utilizes 
necessary supporting resources. 

  

Minimizes citizen friction and complaints 
in traffic law enforcement. 

  

Maintains an acceptable record of judicial 
support of citations issued. 
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7. CRIME PREVENTION RATING COMMENTS 
Keeps abreast of crime problems, hazards, 
and prevention priorities in assigned 
patrol. 

  

Maintains acceptable and productive 
levels of field activity, including “on-
view” stops and arrests, which can 
actually impact crime levels. 

  

Exercises initiative in finding and 
developing resources in the community to 
help crime prevention. 

  

Makes citizens aware of their crime 
prevention responsibilities and assists 
them in reducing hazards. 

  

 
8. PERSONAL CHARACTERISTICS RATING COMMENTS 
Maintains a current and operational 
knowledge of relevant laws and court 
decisions affecting police work. 

  

Understands, applies, and has good recall 
of current departmental policies and 
procedures. 

  

Exercises good judgment and discretion in 
the performance of work assignments. 

  

Demonstrates initiative in problem solving 
in those areas under his or her control. 

  

Adapts quickly to new situations and 
changes in police operations. 

  

Is physically fit according to departmental 
standards for current work assignments. 

  

Maintains a good safety record in the use 
of vehicles, firearms and other equipment. 

  

Is efficient, organized and maintains a 
high level of interest in police work and 
duty assignments. 

  

Attends department training and job 
related courses. 

  

Maintains good attendance and observes 
working hours. 

  

Willingly accepts new or different work 
assignments in preparing self for increased 
responsibility. 
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9. ADDITIONAL COMMENTS/OBJECTIVES FOR NEXT EVALUATION PERIOD 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 

EMPLOYEE CONFERENCE/SIGNATURE 
 

In signing the Evaluation Report Form, the employee acknowledges having seen and discussed the 
report.  The employee’s signature does not necessarily indicate agreement with the conclusion of 
the evaluator.  The employee may submit a response to this report, in writing, to the evaluator with 
a copy to the Human Resources Department within (30) days from the date of this report.  That 
copy will be attached and filed with the Evaluation Report Form (Government Code, Chapter 9.7, 
Section 3306). 
 
 
________________________________________________________________________ 

Immediate Supervisor’s Signature /  Date Employee’s Signature /  Date 
  

________________________________________________________________________ 
Area Supervisor’s Signature / Date Human Resources  / Date 
  

 
 

 
White – Personnel               Yellow - Police Department             Pink – Employee 

 



 

_______________________________________________________________________________________ 
 

Page 175 
Final Clean Up –February 2024 

APPENDIX C.5 
 

HUMAN RESOURCES DEPARTMENT 
 
 

Classified Evaluation 
PERFORMANCE IMPROVEMENT PLAN 

 

NAME:  DATE:  

TITLE:  DEPARTMENT:  
 
 
Performance Improvement Plans are expected to contain the following components: 
 
1. Identify statements of performance or conduct that need improvement or that are 

unsatisfactory: 
 

 
 
 
 
 
 
 
 
 

 
2. Provide statements of the expected performance or conduct:    

 
 
 
 
 
 
 
 

 
3. Time period by which the changes in performance or conduct are to be made (not to 

exceed 180 days). 
 

  Re-Evaluation due in 30 days:   (date) 
  Re-Evaluation due in 60 days:    (date) 
  Re-Evaluation due in 90 days:    (date) 
 Re-Evaluation due in 180 days:    (date) 
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4. Please describe the follow-up / training plan, which may include the types of training or 

assistance provided to help the employee achieves the expected performance or conduct: 
 

 
 
 
 
 
 
 
 
 
 
 

 
  

       

Signature of Supervisor  Date  Signature of Employee  Date 

       

       

Title of Supervisor       

       

       

Signature of Reviewer  Date     

       

       

Title of Reviewer       
 
 
 
C:  Employee’s Personnel File 
 
 
 
SEIU/District Negotiations 2016/17 New 8.5.16 
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APPENDIX C.6 
 
 

HUMAN RESOURCES DEPARTMENT 
 

PERFORMANCE IMPROVEMENT PLAN 
OUTCOME REPORT 

 
NAME:   DATE:   
 
TITLE:    DEPARTMENT:    

 
An Outcome Report following a Performance Improvement Plan (PIP) is expected to 
contain the following components: 
 
1. Identify statements of performance or conduct that needed improvement or were 

unsatisfactory as described from the employee’s PIP: 
 
 

 
 
 
 
 
 
 
 
 
 
 

 
2. Did the employee attain satisfactory conduct or performance in addressing the above 

concerns? 
 Yes  

 No 
   

 

If “Yes” which areas were completed satisfactorily? 
 
 
 
 

    

 

If “No” what are the continued areas that need improvement? 
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3. This Outcome Report will indicate one of the following:  

 
 

 
  Satisfactory completion. 

  Complete a new Performance Improvement Plan. 

  Unsatisfactory progress, move to the disciplinary process (this serves as verbal notice for 
the disciplinary process). 

 
 A copy of the Outcome Report will be placed in the employee’s personnel file. 
  

 
 

       

Signature of Supervisor  Date  Signature of Employee  Date 

       

       

Title of Supervisor       

       

       

Signature of Reviewer  Date     

       

       

Title of Reviewer       
 
 
 
C:  Employee’s Personnel File 
 
 
 
SEIU/District Negotiations 2016/17 New 8.5.16 
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APPENDIX D 
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APPENDIX E.1 
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APPENDIX E.2 
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APPENDIX F.1 

 
 

SUMMER HOURS AGREEMENT 
 

Unit members will have the following work options subject to the needs of the District and to the prior written approval of 
their immediate administrative supervisor and the Vice President of Human Resources, or designee: 

 
REGULAR WORK SCHEDULE & ALTERNATIVE WORK SCHEDULE OPTIONS 

 
REGULAR WORK SCHEDULE: 
Four (4) day work week; ten (10) hours per day, Monday through Thursday.  Friday is not a work day, with some exceptions 
to be determined on an individual or departmental basis. 
 
ALTERNATIVE WORK SCHEDULE OPTIONS: 
If an alternative work schedule is elected by the unit member and approved by the District, this shall be in effect for the 
duration of the summer (i.e., from Memorial Day Holiday until the last Friday in July). 
 
Unit members shall receive holiday pay based on his/her scheduled work hours on any day designated a holiday. 
 
No unit member's shift differential or other premium pay shall be affected by the 4/10 work plan, or any option under the 
plan, unless s/he elects to work less than eight (8) hours per day. 
 
It is the intent of the District to attempt to reasonably accommodate a unit member's request to work one of the below 
alternative work schedules: 
 

Four (4) day work week, eight (8) or nine (9) hours per day, Monday through Thursday. Friday is not a work 
day.  This alternative schedule can be achieved in any of the following ways:  
 
a. A unit member shall be permitted to utilize earned and unused vacation and CTO equal to, but not to exceed, 
a forty (40) hour work week in paid status.  Upon the unit member's written request to the Vice President of Human 
Resources, the District will advance vacation hours which the unit member will be eligible to earn in that fiscal year, 
if necessary. 
 
b. A unit member with medical restrictions documented by a physician, and subject to verification by a District 
selected physician, may use earned and unused sick leave to maintain their regular FTE pay status. 
 
c. Unit members may elect a leave without pay in lieu of maintaining their FTE pay status with no impact on the 
unit member's District paid benefits or benefit accrual rates.  Retirement service credit is subject to the rules and 
regulations of the Public Employees Retirement System or the unit member's retirement system. 
 
d. Upon written request to (and approval by) the Vice President of Human Resources, a unit member may utilize 
personal necessity leave to maintain their regular FTE pay status to accommodate difficulties with the 4/10 
schedule concerning dependent care. 

 
REST PERIODS: 
An additional break of ten (10) minutes per day may be added to another rest period during the day or be utilized 
independently, as scheduled between the employee and the supervisor. 
 
REQUEST PROCESS: 

1. The unit member may request an alternative work schedule using the form on front page, (which also serves 
as a Notice of Absence form [NOA]), and forward to his/her immediate supervisor and to the Vice President of 
Human Resources, or designee.  If approved at both levels, the schedule shall be implemented. Reasonable 
requests shall not be arbitrarily denied. 
 
2. If not approved by immediate supervisor, the unit member, within five (5) calendar days of being denied by 
the supervisor, may appeal in writing to the Appeals Committee composed of the Vice President of Human 
Resources or designee, one administrator representative appointed by the Superintendent/President and a 
representative appointed by SEIU, Local 1021.  Their decision shall be made by consensus and it is final and not 
subject to any further administrative review. 
 

Article 13 (Grievance Procedure), current collective bargaining agreement between SCJCD/SEIU, shall not be used to 
grieve unit members' work schedule decisions made by the District and/or the Appeals Committee. 
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APPENDIX H 
 

POSITIONS BY COMPONENT GROUP 
 

GROUP #1     CROSS-COMPONENT GROUP (ADMINISTRATIVE ASSISTANT FAMILY) 
Administrative Assistant I, II & III Executive Assistant, Non-Confidential 
Clerical Assistant  

 
GROUP  #2     CROSS-COMPONENT GROUP (FACILITIES & INFORMATION TECHNOLOGY 
CLASSIFICATIONS)   Formerly:  Administrative Services 
Alternate Media Specialist HVAC and Controls Technician 
Assistive Technology Specialist  Instructional Accessibility Specialist 
Automotive/Equipment Mechanic Instructional Designer 
Automotive Shop Assistant Instructional Systems Administrator  
Building Maintenance Generalist Locksmith 
Carpenter Media Production Technician 
Coordinator, Building & Equipment Maintenance Media Resources Specialist 
Coordinator, Computer Aided Design (CAD) Labs Media Support Specialist 
Coordinator, Computer Labs Media Systems Technician I & II 
Coordinator, Farm Operations Microcomputer Lab Specialist I & II 
Coordinator, Grounds Operations, Petaluma Network Technician  
Coordinator, Grounds Operations, Santa Rosa Petaluma Microcomputer Lab Coordinator 
Coordinator, Instructional Computer Systems Plumber 
Coordinator, KAD Equipment & Services Pool Facility Maintenance Technician 
Coordinator, Maintenance Operations Programmer 
Coordinator, Online Accessibility Programmer Analyst 
Coordinator, Public Safety Facilities Operations Programmer Analyst, Senior 
Coordinator, Technology Procurement Research Analyst 
Custodial Maintenance Technician Research Technician 
Custodian Systems Administrator 
Electrician Systems Specialist, Student Financial Services 
Emergency Management Specialist Technical Writer 
Energy Management Technician Tree Maintenance Worker 
Equipment Technician I  Waste Diversion Technician 
Farm Assistant Web Design Specialist 
Farm Equipment Operator Web Developer 
Groundskeeper I & II Web Support Specialist 
Hazardous Materials Specialist  
Heavy Cleaner  
Help Desk Technician  
  

 
GROUP #3     CROSS-COMPONENT GROUP (FISCAL SERVICES, HUMAN RESOURCES & PUBLIC 
RELATIONS)  Formerly:  Business Services 
Account Specialist Human Resources Technician 
Account Technician I & II Parking Lot Attendant 
Accountant  Payroll Specialist 
Advisor, Student Life Accounts & Marketing Programs Payroll Technician 
Budget Specialist, Categorical Programs Police Dispatcher/Records Technician  
Buyer Police Officer 
Buyer, Senior Police Systems Administrator 
Community Service Officer Purchasing Specialist 
Coordinator, Communications & Marketing Senior Designer 
Coordinator, Marketing & Social Media Storekeeper I & II 
Coordinator, Warehouse Operations  
Copy Center Specialist  
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POSITIONS BY COMPONENT GROUP – Continued 
 
 

 

 
 

GROUP #5     STUDENT SERVICES 
Admissions and Records Evaluation Specialist I & II Financial Aid Program Specialist 
Admissions and Records Specialist Financial Aid Technician– Petaluma 
Advisor, Health Occupations Prep & Ed (HOPE) Programs Financial Aid Technician I & II 
Advisor, Student Life Accounts & Marketing Programs Health Promotion Specialist 
Articulation Specialist Health Services Assistant 
Career Services Advisor Health Services Specialist 
College Nurse Practitioner Intake Specialist, CalWORKs 
Coordinator, Admissions & Records International Student Advisor 
Coordinator, Assessment Services Medical Assistant 
Coordinator, Dream Centers Outreach Specialist, Gateway to College 
Coordinator, EOPS/Foster Youth Ed. Support Specialist Outreach Specialist, High School Equiv. Prog. (HEP) 
Coordinator, EOPS Outreach Programs Outreach Specialist, Student Outreach 
Coordinator, Financial Aid & Outreach Program Developer, CalWORKs 
Coordinator, High School Equivalency Prog. (HEP) Program Specialist, Gateway to College 
Coordinator, Intercultural Center, Petaluma Campus Program Specialist, MESA Programs & Outreach 
Coordinator, International Student Program Scholarship Technician 
Coordinator, Student Academic Records Service Facilitator 
Coordinator, Student Engagement Programs, SA Sign Language Interpreter 
Coordinator, Student Financial Services Sign Language Interpreter, Senior 
Coordinator, Student Government Programs Student Advisor, CalWORKs 
Coordinator, Student Outreach Student Success Coach – C2C  
Coordinator, Student Resource Center & Marketing Prog. Student Success Specialist I & II 
Coordinator, Student Success Program Student Success Technician  
Coordinator, Veterans Affairs Support Services Specialist 
Disability Intake Facilitator Testing Specialist 
Employment Services Advisor – C2C  Testing Technician 
EOPS/CARE Specialist Workability Job Developer 
EOPS/Foster Youth Educational Support Specialist  
  

 

GROUP #4     ACADEMIC AFFAIRS 
Accompanist/Coach Laboratory Assistant, Adapted PE (APE) 
Art Gallery Specialist Laboratory Assistant, Health Sciences 
Box Office Technician Laboratory Assistant, Public Safety 
Ceramics Laboratory Technician Laboratory Assistant/Senior, Health Sciences 
Child Care Associate Teacher Library Specialist, Petaluma Campus 
Child Care Master Teacher Library Technician I, II & III 
Child Care Site Supervisor Livestock Technician 
Child Care Teacher Outreach Specialist, Adult Education Programs 
Cook/Child Care Center Photography Lab Technician 
Coordinator, Community & Contract Education Planetarium Specialist 
Coordinator, Dental Clinic Business Office Print Making Laboratory Technician 
Coordinator, Farm Operations Program Assistant, Study Abroad/Language Lab 
Coordinator, Shone Farm Sales & Marketing Scheduling Technician 
Coordinator, Scheduling Scheduling Technician, Senior 
Coordinator, Science Labs Science Equipment System Specialist 
Culinary Operations Specialist Science Lab Instructional Assistant 
Culinary Retail Clerk Science Lab Technician 
Curriculum Technician Sculpture Laboratory Technician 
Electronics Laboratory Technician Theatre Arts Costume Technician 
Exhibits Specialist Theatre Arts Production Specialist 
Horticulture Technician I Theatre Arts Promotions Specialist 
Instructional Accessibility Specialist Visual Resources Technician  
Instructional Assistant,  Senior  
Job Developer  
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APPENDIX I 
 

 
 
 
 
Classification Review Timelines 
 
Per the Memorandum of Understanding between Sonoma County Junior College District and Service 
Employees International Union (SEIU) regarding Article 19: Classification/Reclassification, the 
District and SEIU agree to commission a comprehensive Classification Review and Salary Study of 
the Classified Unit. In the meantime, the regular Classification Review process will be on hiatus for 
fiscal years 2017/18 through 2020/21.  
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APPENDIX O 
 
 

Classified Shared Governance Compensation Program 
Frequently Asked Questions 

As of 9/7/17 
 

What is this program? 

Effective July 1, 2017 unit members are eligible for compensation for hours served on committees.  Unit 
members may opt for $15 for each hour served (in addition to regular salary, subject to SEIU fund 
availability) or one hour of flex time for each hour served. See SEIU Contract 22.4 for more details. 

How will employees earn flex time or payment? 

Flex time or payment may be earned by participating in eligible shared governance activities, subject to 
limits detailed in SEIU Contract Article 5.  See Compensation Request form for list of eligible activities.  Only 
seats filled by appointment or election are eligible for compensation.  Seats filled by position are not eligible 
for compensation. 

How will employees request flex time credit or payment? 

Employees will utilize the Classified Shared Governance Compensation Form to request compensation for 
hours served.  An employee may request flex time credit or payment.  The form is located on the Human 
Resources web site.  The form is to be submitted to SEIU for validation and tracking.  SEIU to submit 
consolidated spreadsheet to Payroll for those requesting payment, or to Human Resources for those 
employees requesting flex time. 

Will this process be paperless? 

The Classified Shared Governance Compensation Form will be routed via hardcopy paper to SEIU.  If paper 
becomes overwhelming, SEIU will investigate alternatives.  SEIU will consolidate and submit information to 
the District electronically.   

If payment is elected, where is the money coming from? 

SEIU has set aside money for this purpose.  For those who elect the payment option, payments will be made 
while funds are available.  The District Payroll Office will process payments to employees. 

How will participation be verified and validated? 

The request form requires the employee to certify their submission is true and accurate with a signature and 
date.   SEIU will validate that the participation is eligible for compensation.  No other validation or 
verification will be required. 

Who will keep track of employee flex bank balances? 

Human Resources will keep track of flex bank balances. 
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How can accrued Flex Hours be used? 

Flex bank hours can be utilized for any approved flex activity, additional professional development release 
time, and/or additional educational leave. 

Is the use of flex time hours subject to supervisor approval? 

All use of Flex Time is subject to the approval of the employee’s supervisor.   

Is there a limit of how many flex hours an individual may accrue or use? 

There is no limit of how many hours an individual may accrue.  However, the maximum allowed usage of 
hours from an employee’s flex bank is twenty (20) hours per fiscal year.   

Can employees use Flex Hours in advance of accrual? 

No. 

How will employees report their use of Flex Time to Human Resources? 

After using flex bank hours, an employee will submit a Notice of Absence form, marking the option “Other” 
then adding the reason of Classified Flex Time in the Comments section. 

What happens to unused flex hours when an individual is no longer employed with the District? 

Flex bank hours will expire upon separation from the District.  There is no cash value of hours accrued in the 
flex bank. 

If payment is chosen, what will employee deductions and employer contributions be?   

SEIU will pay the costs of all required employer contributions for Social Security, Medicare, Worker’s Comp, 
and Unemployment. The employee’s normal salary deductions will apply to this income. 

If payment is chosen, how will this compensation affect employee’s CalPERS/CalSTRS pension?   

This income is not pensionable.  It will not be subject to any PERS/STRS deductions and will not count 
toward an employee’s service credit. 
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APPENDIX R 
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