Classified Personnel AR 4200(a)

CLASSIFIED PERSONNEL

Exemption from Classified Service - Merit System

Individuals hired solely for the following purposes are exempt from the classified service:

1.

Part-time playground positions (noon duty aides), when the employees are not
otherwise employed in classified positions in the Santa Clara County Office of
Education (Education Code 45256)

Apprentices (Education Code 45256)

Professional experts employed on a temporary basis for a specific project (Education
Code 45256)

Full-time students employed part time (Education Code 45256)

Part-time students employed part time in any college work study program, or in a
work experience education program conducted by a community college district
pursuant to Education Code 51760 et seq. and which is financed by state or federal
funds (Education Code 45256)

Positions established for the employment of community representatives in advisory or
consulting capacities for not more than 90 working days or 720 hours in a fiscal year,
provided the authorized duties are not those normally assigned to a class of positions
in the classified service, are approved by the personnel commission in advance of
employment, and a regular classified SCCOE employee does not receive a concurrent
appointment to such a position (Education Code 45258)

Persons hired solely for purposes which are exempted from the classified service shall
nevertheless fulfill the obligations of classified employees related to physical examinations
pursuant to Education Code 45122, fingerprinting pursuant to Education Code 45125, and
tuberculosis tests pursuant to Education Code 49406. (Education Code 45106)

(cf. 4112.4/4212.4/4312 .4 - Health Examinations)

(cf. 4212 - Appointment and Conditions of Employment)
(cf. 4212.5 - Criminal Record Check)

(cf. 4218 - Dismissal/Suspension/Disciplinary Action)

Regulation SANTA CLARA COUNTY OFFICE OF EDUCATION
approved: September 14, 2012 San Jose, California



Classified Personnel AR 4212(a)



AR 4212(b)

APPOINTMENT AND CONDITIONS OF EMPLOYMENT (continued)

(cf. 4112.8/4212.8/4312.8 - Employment of Relatives)

Notification of Classification and Compensation

When first employed and upon each subsequent change in classification, classified
employees other than short-term, limited-term or provisional employees shall be given two
copies of their class specification, salary data, assignment or work location, duty hours and
prescribed work week. Salary data shall specify pay period (monthly, semimonthly or other)
and applicable rates of compensation (daily, hourly, overtime and differential rates).
Employees shall keep one copy of this information and shall sign and date the other copy and
return it to their supervisor. (Education Code 45169)

(cf. 4112.9/4212.9/4312.9 - Employee Notifications)
(cf. 4151/4251/4351 - Employee Compensation)

Legal Reference:
EDUCATION CODE
35161 Powers and duties
44010 Sex offense - definitions
44011 Controlled substance offense - definitions
44066 Limitation on certification requirements
45103 Classified service in districts not incorporating the merit system
45104 Positions not requiring certification qualifications
45105 Positions under various acts not requiring certification qualifications
45108 Restricted positions
45113 Rules and regulations for classified service in districts not incorporating the merit system




Classified Personnel AR 4212.5(a)

CRIMINAL RECORD CHECK

Applicants for Employment

Each person to be employed in a classified position, including temporary, substitute and part-
time positions, shall be required to submit fingerprint identification data. However,
secondary school students attending a Santa Clara County Office of Education
school/program who are to be employed in a temporary or part-time position shall not be
required to submit fingerprint identification data. (Education Code 45125)

The County Superintendent or designee shall ensure that each person to be employed submits
fingerprints, either electronically through the Live Scan system or on fingerprint
identification card, for processing by the Department of Justice. If SCCOE is using the Live
Scan system, the County Superintendent or designee shall also provide the applicant with a
Live Scan request form. A list of nearby Live Scan locations shall also be made available.

The County Superintendent or designee shall request the Department of Justice to forward
one copy of the applicant's fingerprint identification data to the Federal Bureau of
Investigation for the purpose of obtaining any record of previous convictions if the applicant:
(Education Code 45125)

1. Has not resided in the State of California for at least one year immediately preceding
the application for employment

2. Has resided for more than one year, but less than seven years, in the State of
California and the Department of Justice has ascertained that the person was



AR 4212.5(b)

CRIMINAL RECORD CHECK (continued)

Subsequent Arrest Notification

The County Superintendent or designee shall request subsequent arrest notification from the
Department of Justice as provided under Penal Code 11105.2. (Education Code 45125)

Current Employees

Upon notification by telephone from the Department of Justice that a current temporary,
substitute or probationary classified employee has been convicted of a violent or serious
felony, the County Superintendent






Classified Personnel SP 4215(a)

EVALUATION/SUPERVISION

The County Superintendent recognizes that appropriate supervision and regular,
comprehensive evaluations can help employees to continually improve in the performance of
their responsibilities. Evaluations shall be made in accordance with procedures specified in
negotiated contracts and based on job-specific standards of performance.

(cf. 4141/4241 - Collective Bargaining Agreement)

The County Superintendent expects supervisors to gauge employees' on-the-



SP 4215(b)

EVALUATION/SUPERVISION (continued)

Legal Reference:
EDUCATION CODE
45113 Rules and regulations for the classified service in districts not incorporating the merit system
45261 Subjects of rules (merit system districts)
45262 Distribution of rules
GOVERNMENT CODE
3543.2 Scope of representation

Policy SANTA CLARA COUNTY OFFICE OF EDUCATION
adopted: September 14, 2012 San Jose, California



Classified Personnel AR 4217.3(a)

LAYOFF/REHIRE

Classified employees shall be subject to layoff for lack of work or lack of funds. (Education
Code 45114, 45308)

Order of Layoff/Determination of Seniority

The order of layoff within the class shall be determined by length of service. (Education
Code 45114, 45308)

Length of service shall be equivalent to all hours in paid status, whether during the school
year, a holiday, recess, or during any period that school is in session or closed. Hours in paid
status shall not include hours compensated solely on an overtime basis in accordance with
Education Code 45128 and shall not be interpreted to mean any service performed prior to
entering into probationary or permanent status, except service in restricted positions. The
employee w



AR 4217.3(b)

LAYOFF/REHIRE (continued)

Notice of Layoff






AR 4217.3(d)

LAYOFF/REHIRE (continued)

A laid-off employee, when reemployed, shall be placed on the salary step held at the time of
layoff. An employee who bumped into a lower class shall, when reinstated to the previous
class, be placed on the salary step to which he/she would have progressed had he/she
remained there. An adjusted anniversary date shall be established for step increment
purposes so as to reflect the actual amount of time served in the SCCOE.

Legal Reference:
EDUCATION CODE
45101 Definitions
45103 Classified service in districts not incorporating the merit system
45105 Positions under various acts not requiring certification qualifications; classification
45113 Rules and regulations for classified service in districts not incorporating the merit system
45114 Layoff and reemployment procedures; definitions
45115 Layoff: Reinstatement from service retirement
45117 Notice of layoff
45286 Limited term employees
45297 Right to take equivalent examination while employee in military service
45298 Reemployment and promotional examination preference of persons laid off; voluntary
demotions or reductions in time
45308 Order of layoff and reemployment; length of service
45309 Reinstatement of permanent noncertified employees after resignation
UNITED STATES CODE, TITLE 38
4301-4307 Veterans' Reemployment Rights
COURT DECISIONS
San Mateo City School District v. Public Employment Relations Board (1983) 33 Cal.3d 850, 866




Classified Personnel SP 4222(a)

TEACHER AIDES/PARAPROFESSIONALS

The County Superintendent re



TEACHER AIDES/PARAPROFESSIONALS (continued)

Legal Reference:

Policy

EDUCATION CODE

44390-44393 California School Paraprofessional Teacher Training Program
44833 Postsecondary students as nonteaching aides

44835 Duties of nonteaching work study aides

45330 Paraprofessionals

45340-45349 Instructional aides

45350-45354 Teacher assistants

45360-45367 Teacher aides

54480-54486 Special Teacher Employment Programs

CODE OF REGULATIONS, TITLE 5

12065-12070 Teacher aides for Special Teacher Employment Programs
UNITED STATES CODE, TITLE 20

6311 State plans

6314 Schoolwide programs

6315 Targeted assistance schools

6318 Parent involvement

6319 Qualifications for teachers and paraprofessionals
CODE OF FEDERAL REGULATIONS, TITLE 34

200.58-200.59 Qualifications and duties of paraprofessionals

SP 4222(b)

SANTA CLARA COUNTY OFFICE OF EDUCATION

adopted: September 14, 2012

San Jose, California






AR 4222(b)

TEACHER AIDES/PARAPROFESSIONALS (continued)

3. Knowledge of and ability to assist in instructing reading, writing, and mathematics, as
demonstrated through a local or state assessment

A paraprofessional who was hired on or before January 1, 2003, shall be deemed to have met
the proficiency exam requirements of item #3 above if he/she has previously demonstrated,
through a local assessment, knowledge of and an ability to assist in instructing reading,
writing, and mathematics. (Education Code 45330)

When a paraprofessional has previously worked in another county office of education or
school district, the Superintendent or designee may determine whether any assessments
conducted by the previous employer satisfy the proficiency criteria of item #3 above.

Items #1-3 above shall not apply to any paraprofessional: (20 USC 6319; 34 CFR 200.58;
Education Code 45330)

1.






Classified Personnel



Classified Personnel SP 4231(a)



SP 4231(b)

STAFF DEVELOPMENT (continued)

6. Topics related to employee health, safety, and security

(cf. 4119.11/4219.11/4319.11 - Sexual Harassment)
(cf. 4119.43/4219.43/4319.43 - Universal Precautions)
(cf. 4157/4257/4357 - Employee Safety)

(cf. 4158/4258/4358 - Employee Security)

7. For classroom instructional aides, staff development activities may also include
academic content of the core curriculum; teaching strategies; classroom management;
or other training designed to improve student performance, conflict resolution, and
intolerance and hatred prevention

(cf. 4131 - Staff Development)

The Superintendent or designee shall involve classified staff, site and SCCOE administrators,
and others, as appropriate, in the development of the SCCOE's staff development program.
He/she shall ensure that the SCCOE's staff development program is aligned with SCCOE
goals, school improvement objectives, and school plans.

(cf. 0000 - Vision)

(cf. 0200 - Goals for the School District)

(cf. 0420 - School Plans/Site Councils)

(cf. 0420.1 - School-Based Program Coordination)

(cf. 0520.1 - High Priority Schools Grant Program)
(cf. 0520.2 - Title | Program Improvement Schools)

(cf. 0520.3 - Title | Program Improvement Districts)

The SCCOE's staff evaluation process may be used to recommend additional staff
development for individual employees.

(cf. 4215 - Evaluation/Supervision)

The SCCOE may budget for actual and reasonable expenses incurred by classified staff who
participate in staff development activities.

(cf. 3350 - Travel Expenses)

The County Superintendent or designee shall provide a means for continual evaluation of the
benefit of staff development activities to staff and the SCCOE.

(cf. 0500 - Accountability)
(cf. 9000 - Role of the Board)



SP 4231(c)

STAFF DEVELOPMENT (continued)

Legal Reference:
EDUCATION CODE
41530-41532 Professional Development Block Grant
44032 Travel expense payment
44390-44393 California School Paraprofessional Teacher Training Program
45380-45387 Retraining and study leave (classified)
56240-56245 Staff development; service to persons with disabilities
REPEALED EDUCATION CODE FOR CATEGORICAL PROGRAMS
44579-44579.6 Instructional Time and Staff Development Reform Program
GOVERNMENT CODE
3543.2 Scope of representation of employee organization
PUBLIC EMPLOYMENT RELATIONS BOARD DECISIONS
United Faculty of Contra Costa Community College District v. Contra Costa Community College
District, (1990) PERB Order No. 804, 14 PERC P21, 085

Policy SANTA CLARA COUNTY OFFICE OF EDUCATION
adopted: September 14, 2012 San Jose, California



Classified Personnel AR 4231

STAFF DEVELOPMENT

Upon approval of the County Superintendent or designee, classified staff members may
participate in staff development opportunities which may include, but are not limited to:

1.

2.

3.

4.

Orientation and support for new employees
Visits to other schools and school districts
Attendance at professional conferences or committee meetings

Classes and workshops offered by the Santa Clara County Office of Education,
institutions of higher education, private organizations, or other appropriate agencies

(cf. 4261.3 - Professional Leaves)

5. Joint staff preparation time and staff meetings
6. Follow-up activities that help staff implement newly acquired skills
Regulation SANTA CLARA COUNTY OFFICE OF EDUCATION

approved: September 14, 2012 San Jose, California



Classified Personnel AR 4261.1(a)

PERSONAL ILLNESS/INJURY LEAVE

Purposes of Leave



AR 4261.1(b)



AR 4261.1(c)

PERSONAL ILLNESS/INJURY LEAVE (continued)
At the beginning of each school year, each employee shall be notified of the amount of leave
which he/she has accumulated.

Upon employment with the SCCOE, a new classified employee shall receive credit for any
personal illness or injury leave accumulated in a previous school district, county office of



AR 4261.1(d)

PERSONAL ILLNESS/INJURY LEAVE (continued)

Compensation

The five-



Classified Personnel AR 4261.11(a)

INDUSTRIAL ACCIDENT/ILLNESS LEAVE

Leave of absence for industrial accidents or illnesses shall be provided to classified
employees.

In each fiscal year, allowable leave for any single industrial accident or illness shall be for 60
working days. (Education Code 45192)

(cf. 4113.4/4213.4/4313.4 - Temporary/Modified Light-Duty Assignment)
(cf. 4157.1/4257.1/4357.1 - Work-Related Injuries)

(cf. 4157.2/4257.2/4357.2 - Ergonomics)

(cf. 4161/4261/4361 - Leaves)

Allowable leave shall not accumulate from year to year. (Education Code 45192)

When a classified employee is absent from his/her duties because of an industrial accident or
illness: (Education Code 45192)

1. Industrial accident or illness leave shall start on the first day of absence.
2. Payment for wages lost on any day shall not, when added to an award granted the

employee under the workers' compensation laws of this state, exceed the normal wage
for the day.



INDUSTRIAL ACCIDENT/ILLNESS LEAVE (continued)

When available paid leave has been exhausted, the employee shall be so notified in writing
and shall be offered an opportunity to request additional leave. (Education Code 45192)

When all available leaves of absence, paid or unpaid, have been exhausted and the employee
is not medically able to assume the duties of his/her position, the employee shall be placed
either in another position or on a reemployment list for a period of 39 months. If during this
time the employee becomes medically able, he/she shall be employed in a vacant position in
the class of his/her previous assignment over all other available candidates, except for a
reemployment list established because of lack of work or lack of funds, in which case the
employee shall be listed in accordance with appropriate seniority regulations. An employee
who has been placed on a reemployment list and has been medically released for return to
duty, but fails to accept an appropriate assignment, shall be dismissed. (Education Code



