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Management/Confidential Employees  
 
The following positions are designated as Management/Confidential: 
 
Directors: 
 

·  Assistant Superintendent/Educational Services 
·  Director of Alternative Programs 
·  Director of Community Resources & Employment Services 
·  Director of Fiscal Services & Technology 
·  Director of Human Resources 

 
Certificated Management: 
 

·  Administrator of Curriculum, Staff Development, & Testing 
·  Behavioral Specialist 
·  Coordinator/Speech Department/Language Specialist 
·  Coordinator of Vocational Education Programs 
·  Court/Community School Principal & Prevention Program 
·  Director/Lead Preschool Teacher 
·  Program Administrator/Inclusion Specialist 
·  School Nurse/Health Coordinator 
·  School Psychologist(s) 
·  SELPA Administrator/Program Specialist 
·  Special Education Assistant Principal 
·  Special Education Principal 

 
Classified Management: 
 

·  Administrative Assistant 
·  Administrator of Information Technology 
·  Administrator of Maintenance & Operation 
·  Child Care Coordinator 
·  Coordinator of Fiscal Services 

 
Confidential: 
 

·  Administrative Assistant to the Assistant Superintendent 
·  Administrative Assistant to the Superintendent  
·  Human Resource Assistant 
·  Secretary to the Superintendent 

 
It is the responsibility of Managers and Confidential Employees, under the direction of the 
Superintendent, to formulate, implement, improve and support the programs in keeping with the 
mission, goals, and priorities of the County Office of Education.  Each manager and confidential 
employee plays an important role as a representative of the Superintendent and has the 
responsibility of providing input and assisting the Superintendent in developing policies to be 
recommended to the Board, making decisions, and carrying out the functions of the office.  
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The Leadership Team will function successfully if the following basic concepts and principles are 
implemented: 
 
The Leadership Team is composed of the Superintendent, Certificated and Classified Managers, 
and Confidential employees.  It is the goal of the Team to create an atmosphere of respect and trust 
that will encourage participatory management.  The Team working relationship should be constant 
and ongoing.  Individuals on the Team should strive for professional working relationships.  There is 
a need to respect the competencies of others and to develop tolerance for diversity of opinion and 
different operating techniques.  There should be frequent communications, both formal and informal, 
between all Team members.  Team members retain the responsibility for making decisions affecting 
their department and/or their phase of the office operations.  All members of the Team are 
encouraged to provide input and to participate in the decision making process.  However, 
responsibility for final decisions rests with the Superintendent.  Decisions and rationale will be 
shared with the Leadership Team and each member is expected to support the policy or decision. 
 

Creation of Positions  
 
Upon identification by the Superintendent of the need for a new management or confidential 
position, the Superintendent shall develop a brief job description. 
 
The number of persons and job category will be part of the job description.  The new position will 
carry a salary based on placement by the Superintendent on the Management Salary Schedule. 
 
Certificated and Classified Managers serve at the pleasure of the Superintendent. 
 

Employment of Members  
 
It is the intent of the Superintendent that management/confidential positions are filled with the most 
competent personnel. 
 
Management/Confidential Employees will be placed on the Management Salary Schedule. Salaries 
and benefits will be commensurate with the position being filled. 
 
Procedures for the hiring of Management/Confidential Employees will be under the terms and 
conditions used in the hiring of other staff members, including but not limited to, review of application 
and/or resume and completion of the interview process.  The recruiting of a management employee 
will be the primary responsibility of the Human Resources Department.  The Superintendent 
reserves the right to make the final selection. 

 
Evaluations  

 
The purpose of an evaluation is to reinforce skills, attitudes, knowledge and abilities as it relates to 
the manager’s job performance and, if necessary, to make recommendations for improvement.  All 
evaluations are confidential and will be placed in the employee’s personnel file. 
 
The procedure used in the evaluation process will consist of: 
 

·  Notification by November 1st, if the employee is to be evaluated that year. 
·  A pre-conference to review goals, professional growth plan, areas of concern and input from 

the employee. 
·  A written evaluation. 
·  A post-conference to review the contents of the evaluation including, if needed, any 

recommendations. 
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If there are recommendations for improvement, the evaluator will need to schedule a follow-up 
meeting before the end of the year to review progress in the areas noted. 
 
During the manager’s first year in the position, there will be a minimum of two evaluations (at 3 
months and 10 months).  The manager will be evaluated once during their second year and then 
every other year.  Any manager may be evaluated at any time, if deemed necessary.  If a manager 
transfers from one management position to another, they will be evaluated during their first year in 
the new position. 
 

Reduction, Suspension, or Dismissal  
 
Classified positions shall be entitled to the same procedure and have the same layoff rights as all 
other classified employees.  Layoff proceedings shall be carried out in consultation with legal 
counsel. 
 
In the event of a lay off of a certificated employee for lack of work or lack of funds, certificated 
employees may, at the discretion of the Superintendent, be reassigned to other positions for which 
they hold the proper credentials and meet Education Code requirements. 
 
Demotion, suspension, and dismissal of Leadership Team/Confidential employees shall be in 
accordance with the provisions of the applicable Education Code sections. 

 
Leaves  

 
A. Sick Leave –  

 
 All full-time certificated management (217 days), classified management and confidential 

employees will earn twelve (12) days of sick leave per year.  Certificated management 
who work less than 217 days will earn sick leave according to the following:  207 day 
employees will earn eleven (11) days per year, and 192 to 202 day employees will earn 
ten (10) days per year.  Sick leave will be prorated for those employees who work less 
than full-time.  Unused sick leave will accrue from year-to-year without limit. 

 
B. Personal Necessity – 

1. Employees are entitled to leave for personal necessity not to exceed twelve (12) 
days per year and which shall be charged against sick leave.  Personal necessity will 
be prorated for employees who work less than twelve (12) months or a full-time 
contract. 

 
2. Personal necessity days are non-accruable. 

 
3. Use of personal necessity leave shall be as follows: 

 
a. Death, Serious Illness or Accident 

 
(1) Unlimited Days 

Any days of leave of absence for sick leave (see Article XVII, Section 
may be used by the unit member for the following reasons: 
·  Death or serious illness of a member of his or her immediate 

family. 
·  Accident, involving his or her person or property, or the person 

or property of a member of his or her immediate family. 
·  Appearance in any court or before any administrative tribunal 
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as a litigant, party, or witness under subpoena or any order 
made with jurisdiction. 

 
(2) Permission to Use 

Advance permission is not required for this leave.  The employee 
shall, however, advise his/her supervisor of the circumstances as 
soon as reasonably possible and shall complete a Request for 
Temporary Leave of Absence form when he/she returns to work. 

 
b. Emergency 

 
Leave pursuant to this paragraph shall be limited to circumstances that 
are an emergency in nature. 

 
(1) To qualify as an emergency, the situation must meet all of the 

following criteria: 
·  Is serious in nature; 
·  The unit member cannot reasonably be expected to disregard; 
·  Requires immediate action; and 
·  Cannot be taken care of after work hours or on weekends. 

         
(2) Advance request for Emergency leave shall be submitted in writing 

on a Request for Temporary Leave of Absence Form to the 
supervising administrator in advance whenever possible. 

 
(3) In those situations when a written request has not been submitted 

due to the nature of the emergency, the form requesting personal 
necessity leave shall be completed by the unit member upon 
return to work. 

 
(4) In extreme circumstances, additional (i.e., more than ten (10) total) 

days of sick leave may be utilized if the situation meets all of the 
criteria set forth in Section B.2.b.i., above).  Such additional days 
are at the sole discretion of the Superintendent. 

 
C.   Personal -  

 
   (1) Up to four (4) days of leave of absence allotted for personal necessity may 

be used each year by a unit member, for personal reasons: 
·  Attendance at children’s school functions. 
·  Necessary business transactions which can be handled only during 

normal business hours (identify specific areas of business on request 
form). 

·  Such leaves may not be used for matters of purely personal 
convenience, recreation, or to intentionally extend holidays. 

·  Such leave shall not be used for concerted activity. 
·  Leaves in this category may not be taken for purpose of conducting 

business for which the employee could reasonably be expected to 
receive compensation and shall not be used for concerted activities. 

·  Religious observances. 
·  Personal leave may not be used for recreational purposes. 
 

       (2) A unit member may take such leave if he/she completed and submits to 
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their supervisor a Request for Absence form at least five (5) days in 
advance. 

 
     c.  Falsification of Leave 

Any bargaining unit member who falsifies a request for personal necessity leave 
shall be guilty of a violation of the Agreement and subject to appropriate 
discipline. 
 

D. Bereavement – 
 

1. Employees may use up to five (5) days of paid leave of absence, or seven (7) days 
if travel of more than 200 miles one (1) way is involved on account of death of any 
member of their immediate family.  This leave shall not be deducted from sick leave 
and shall be taken to address emotional issues, attend the services and any legal 
issues related to an immediate family member’s death.   

2. Member of the "immediate family" is defined as the spouse, children (including step, 
foster, in-law, and grand), parents (including step, foster, and in-law), siblings 
(including step, foster, and in-law), grandparents (including step, foster, and in-law), 
or any person living in the immediate household of the employee. 

3. Personal necessity may be used to extend bereavement leave. 
4. A unit member may request of the Superintendent bereavement leave for someone 

not listed above. 
  
E. Child Rearing - Upon request, the Superintendent may provide a male or female 

Management/Confidential Employee who is a natural or adopting parent, or a legal foster 
parent or guardian, an unpaid leave of absence for the purpose of rearing their infant. A 
male or female employee who is adopting a child or becoming a parent shall be entitled to 
three (3) days of paid leave for the purpose of caring for the needs of the child.  This leave is 
to be used within ten (10) days after the adoption or birth of the child. 

 
F. Industrial Accident – Management/Confidential Employees who are absent from duty 

because of injury or illness which results from industrial accidents which qualify under  
Worker's Compensation will be allowed leave with full salary from the first day of absence to 
and including the last day of absence caused by such accidents.  Allowable leave for each 
injury or illness shall not exceed sixty (60) working days in any one fiscal year for any one 
accident or illness. Industrial accident leave shall be charged at the rate of one full day of 
authorized absence regardless of compensation from Worker's Compensation Insurance.  
This leave is not accumulative from year to year and if the industrial accident or illness 
overlaps into a new school fiscal year, the employee shall have only that amount of leave 
which was not used in the prior year for the same accident or illness.  This policy further 
provides: 

 
(a) Periods of absence caused by industrial accident or illness shall not be considered a 
break in service. 
 
(b) Disability checks received from Worker's Compensation Insurance shall be endorsed by 
the employee for payment to the County Office.  The County Office shall pay the employee 
their full day's wages, but no more, and shall make normal authorized deductions from the 
warrant. 
 
(c) The employee must remain in California during the absence unless the Superintendent 
grants them permission to leave the state. 

 



 6 

(d) After the industrial accident leave has been used, the employee shall be entitled to use 
any of their sick leave, vacation time, or other available leave provided by law or regulations 
of the County Schools Office to cover the illness or injury which resulted from an industrial 
accident while performing County Office work. 

 
G. Jury Duty – Management/Confidential Employees shall be allowed paid leave as required for 

jury duty; however, payment shall be made for such leave upon presentation of a signed 
receipt showing actual days served and endorsement of all jury compensation to the County 
Office excluding reimbursement for mileage and other out-of-pocket expenses such as 
meals and lodging. 

 
H. Maternity - Under authority of the Education Code, the Superintendent shall provide for 

leave of absence from duty for any Management/Confidential Employee who is required to 
be absent from duties because of pregnancy, miscarriage, childbirth and recovery there 
from, and/or illness of the infant.  The employee and the employee’s physician shall 
determine the length of the leave of absence, including the date on which the employee shall 
resume duties.  Conditions caused or contributed to by pregnancy, miscarriage, childbirth 
and recovery there from are, for all job related purposes, temporary disabilities and shall be 
treated as such under any health or temporary disability insurance or sick leave plan 
available in connection with employment by this office under the conditions of the sick leave 
and extended illness leave provisions.  Maternity leave must be requested in writing two (2) 
months before such leave will begin.  The beginning and projected ending dates of the sick 
leave shall be determined on the basis of the employee's physical condition as certified by 
her physician; or in case of illness of the infant, by the attending physician.  This physician's 
certification of physical disability shall be in writing and submitted to the Superintendent. 
Upon certification in writing by the physician that the physical disability due to the pregnancy, 
miscarriage, or childbirth has ended and the employee is physically able to return to work on 
such date all sick leave benefits under the extended illness policy will end.  As of such date 
as certified by the physician and the employee, she would be expected to return to work and 
would be required to notify the Superintendent in writing that she is able to return. 

 
I. Extended Illness - The basic provisions regarding extended illness leaves are found in the 

Education Code.  Certificated employees will follow the provisions of Ed. Code 44977 and 
classified  employees will follow the provisions of Ed. Code 45196. 

 
J. Personal Family Illness Leave - Each employee shall be entitled to use their available sick 

leave in the case of serious illness or injury of a member of the employee's immediate family, 
and when the presence of the employee is necessary as verified by a physician.  The 
employee's immediate family is defined as the mother, father, grandmother, grandfather, or 
a grandchild of the employee or of the spouse of the employee, the spouse, son, daughter, 
son-in-law, daughter-in-law, brother or sister of the employee, or any person living in the 
immediate household of the employee. 

 
K. Discretionary Day – All employees are eligible for one discretionary day each fiscal year.  

This day is not accruable and must be used in full day blocks.  Five (5) working days notice 
shall be required when requesting to use a discretionary day.  Under extenuating 
circumstances, the five (5) day requirement may be waived.  Approval will be based on 
program needs.  The discretionary day will not be charge to sick leave. 
 

L. Family Care and Medical Leave - A regular employee who has been employed for at 
least 12 months, and has worked at least 1,250 hours of service during the 12-month 
period immediately preceding the commencement of the leave, and who meets all other 
requirements, may be granted an unpaid leave for up to twelve (12) work weeks under 
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the provisions of the Federal Family and Medical Leave Act and the California Family 
Rights Act.  The leave may be used for the birth or adoption of a child placed in foster 
care; for the care of a seriously ill child, spouse or parent, or for the health condition of an 
employee.  During the leave, the county office will continue to pay the employer share of 
the cost of fringe benefits.  The guidelines and forms are available from the Director of 
Human Resources. 

 
M. Misuse of Leave – 
 

a. Unauthorized leave is defined as intentional non-performance of any duties and 
responsibilities assigned by the County Office. 

 
b. Unauthorized leave shall include refusal to provide service, misuse of any leave 

benefits and/or non-attendance at required meetings. 
 
c. The employee will receive no less than a deduction of pay for any above misuse. 
 

N. Catastrophic Leave Bank – 
 
 a.  Definition -  

A Catastrophic Leave Bank will be created by the Yuba County Office of Education 
by budgeting $10,000 to be used for a catastrophic illness or injury.  On July 1st of 
each school year, the Bank will have a beginning balance of $10,000. 

   
A “Catastrophic illness” or “injury” means an illness or injury that is expected to 
incapacitate an employee for an extended period of time, or that incapacitates a 
member of the employee’s family whose incapacity requires the employee to take 
time off work for an extended period of time to care for the family member, and 
taking extended time off creates a financial hardship for the employee because he or 
she has exhausted all of his/her sick leave and other paid time off. 

 
 “Member of employee’s family” shall be limited to husband, wife, son, daughter, 
stepchildren, mother or father of the employee.  A request may be made to the 
Catastrophic Leave Bank Committee and/or Superintendent for an immediate family 
member not listed. 

 
b. Eligibility –  

 
All employees that have completed three (3) years of service (date of hire) to the 
Yuba County Office of Education will become eligible to withdraw from the bank. 

   
The Catastrophic Leave will not be available for workers’ compensation illness or 
injury. 

  
C. Committee –  

 
The Committee will be comprised of one member of the classified unit, one member 
of the certificated unit, one member of the management unit and the Director of 
Human Resources.  This Committee will make a recommendation to the 
Superintendent for final approval. 
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D. Withdrawal from the Bank –  

 
An employee must use all sick leave and any other paid leave including five-month 
difference pay, if applicable, before they may become eligible to request withdrawal 
from the bank. 
 
Withdrawal from the Bank, shall be granted in units of no more than thirty (30) duty 
days.  Employees may submit requests for extensions of withdrawals as their prior 
awards expire.  In no event shall such requested withdrawal exceed sixty (60) duty 
days in any school year. 

 
E. Procedure for Request from the Bank –  

 
An employee desiring Catastrophic Leave pursuant to this section shall submit a 
written request to the Catastrophic Leave Bank Committee through the Director of 
Human Resources.  This request must include a doctor’s statement indicating the 
nature of the illness or injury and probable length of absence from work.  If for a 
family member, the doctor’s note must include a statement that the employee is 
required to provide medical assistance.  A meeting of the Catastrophic Leave Bank 
Committee will be called to review the application for eligibility and make a 
recommendation to the Superintendent. 
 
If an employee is incapacitated, requests for Catastrophic Leave may be submitted 
in writing by a member of the immediate family. 
 
The Committee shall keep all records confidential and shall not disclose the nature 
of the illness.  Application shall be reviewed by the Committee and they will make a 
recommendation to the Superintendent.  The Superintendent will make the final 
decision and report that decision to the applicant, in writing, within ten (10) duty days 
of receipt of the application. 

 
Work Year  

 
Effective July 1, 2010, all management employees will decrease their work year by three (3) days. 
 
The work year for certificated positions shall be as follows: 
 
 Assistant Superintendent     222 days 
 Administrator of Curriculum & Staff Training   207 days 

Court/Community School Principal    207 days 
Coordinator of Vocational Programs    197 days 
Director of Alternative Programs    217 days 
Program Administrator/Inclusion Specialist   207 days 
School Nurse/Health Coordinator    202 days 
School Psychologist      198 days 
SELPA Administrator      207 days 
Special Education Principals     207 days 
Special Education Assistant Principals   207 days 

 Director/Lead Preschool Teacher    224 days 
 Behavioral Specialist      223 days 
 Program Specialist      192 days 
 Coordinator/Independent Study & Alternative Education 217 days 
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No rights to paid vacation days, holidays, or administrative leave shall accrue to certificated 
positions. 
 
The work year for classified positions shall be 258 days.  This includes vacation days, holidays and, 
when applicable, administrative leave for the purposes of determining the daily rate of pay for these 
positions. 
 

Workday  
 
The workday for all Management/Confidential Employees shall be 7.5 hours daily.  The workday will 
be flexible to meet the needs of the position.  Starting/ending time and length of lunch break (not to 
exceed one hour) may be adjusted to meet program needs. 
 

Overtime  
 
All positions designated as Classified Management shall be exempt from the overtime provisions of 
law.  The duties, flexibility of hours, salary, benefit structure, and authority of the provisions or 
classes of positions are of such a nature that they should be set apart from those positions that are 
subject to the overtime provisions.  The employees serving in such excluded positions or classes of 
positions will not be unreasonably discriminated against because of the exclusions.  However, if a 
person serving in an excluded position is required to work on a holiday, he/she shall be paid, in 
addition to their regular pay for the holiday, compensation, or given compensating time off, at a rate 
not less than the normal rate of pay.  Confidential employees are not exempt from the overtime 
provisions of law and may take compensating time off or receive pay. 
 

Holidays, Vacations, and Administrative Leaves  
 
Holidays: 
 
The following days are holidays/non-work days for Management/Confidential Employees: 
 
New Year's Day     
Martin Luther King Day 
Lincoln's Birthday 
President's Day 
Friday before or Monday after Easter 
Memorial Day 
Independence Day 
Labor Day 
Veteran's Day 
Thanksgiving Day 
Day after Thanksgiving 
Christmas Eve 
Christmas Day 
New Year's Eve 
 
When any of the above fall on a Sunday, the following Monday shall be deemed the holiday.  If any 
of these fall on a Saturday, the proceeding Friday shall be deemed the holiday. 
 
These are paid days for classified management and confidential employees.  
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Vacation: 
 
Classified employees earn vacation at the rate of twenty (20) days per year. This will be prorated for 
those employees whose work year is less than 258 days.  Accumulated vacation that may be carried 
into the next fiscal year shall not exceed twenty-five (25) days. 
 
Administrative Leave: 
 
Classified managers identified as Directors shall be entitled to five (5) days per year of 
administrative leave. These days are non-accruable.  Advance notice shall be given to the 
Superintendent when an employee plans to use administrative leave. 
 

Professional Growth  
 
Management/Confidential Employees are encouraged to increase their job knowledge and skills by 
attending job-related classes.  Those employees who are required to attend classes for credential, 
certificate, or job requirements may receive flexibility of work time with the Superintendent's 
approval. However, office needs and job responsibilities must receive priority or arrangements made 
so they can be adequately covered. 
 
 
1. Professional growth is a shared responsibility of the County Office of Education and the 

employees.  In order to achieve the highest standard of performance, employees are 
encouraged to improve their job-related knowledge, skills, and awareness through 
training/classes. 

 
2. Employees may receive credit from attendance at workshops and local class offerings  

attended outside of the workday at the rate of 15 hours per units.  These workshops must 
have prior approval from the Superintendent and be related to individual 
assignments/position and identified professional growth goals.  Requests must be made ten 
(10) days prior to enrollment in the workshop.  The ten (10) days may be waived by 
extenuating circumstances. 

 
The employee may choose a one-time $50 stipend for time 15 approved hours have been 
completed.  All stipends will be paid on September 30. 

 
3. All employees will be required to develop a Professional Growth Plan each year.  Each full- 

time equivalent employee will complete 25 hours of professional growth activities per year.  
This amount  will be prorated for part-time employees.  Individuals will select a peer advisor  
to work with them in the development, review, monitoring, and verification of professional 
growth plans and hours.  Professional growth is an element of the evaluation process. 

  
 Individuals will submit the name of their peer advisory and a copy of their professional growth  

goals/plans to their Department Head for review and approval by August 15th for 12 month 
employees or by October 15th for 10 month employees.  A review of activities accomplished 
annually will be discussed with Department Heads when the new plan is developed each 
year. 

   
 Recommended guidelines have been developed for types of activities that could be included  

in the plan and are listed in the Staff Handbook and are available by request  from 
Department Heads. 
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4. Specific professional growth guidelines have been developed and are available by request 
from department heads. 

 
Conference Attendance/Extended Duty  

 
Management/Confidential Employees have a responsibility to keep current on all aspects of the 
education profession, especially those which have a practical application to their job related 
responsibilities.  Attendance at conferences and workshops should be regulated by job needs and 
budgetary limitations. 
 
Procedures to coordinate conference attendance by Leadership Team members are necessary. The 
following is the procedure to follow if you plan to attend a conference. 
 
1. Conferences and workshops are to be coordinated by the Superintendent.   

Management/Confidential Employees should give as much advance notice as possible so 
that conference attendance can be coordinated on a calendar to assure adequate office 
coverage at all times. 

 
2. If an advance per diem is desired, employees should submit a copy of the Request for 

Advance Per Diem  with the necessary conference information attached to the 
Superintendent for processing.  

 
3. Management/Confidential Employees are to follow conference reimbursement regulations 

and are to use Conference Request Forms  and Advance Per Diem Request Forms  when 
appropriate. 

 
Fringe Benefits  

 
A. The County Office will contribute the monthly premium costs for each employee towards 

fringe benefits effective July 1, 2010, up to the following amounts: 
Medical $772.00 
Dental  $  86.00 
Vision  $  19.00 - Includes dependents  or   
  $  17.00 - Employee only 
Life  $    1.72 
 

B. The county office will contribute towards a prorated share of fringe benefits for part-time 
 employees who work twenty (20) hours per week or more.  The prorated share will be based 
 on the number of hours worked.  The employee will be responsible for the balance. 
 
C. Currently these benefits are being administered and reinsured through Tri-County Schools 

Insurance Group (TCSIG). 
 
D. Both parties are required to follow the rules and regulations of the carriers/administrators. 
 
E. The county office will make available a Section 125 Plan effective July 1, 1998.  All 

employees will have the option to participate. 
 
F. 1) As of July 1, 2004, all eligible employees of the County Office are enrolled in the  

 Basic Plan (for medical insurance) through the Tri-Counties Schools Insurance 
Group.  Employees may choose to enroll in another plan and, if applicable, will pay 
any additional premium. 
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2) The County Office will participate in open enrollment each May and employees may 
choose which medical plan they wish to participate in the following year.    

 
Fringe Benefits - Retirees  

 
A. Employees who are retiring and are at least fifty-five (55) years of age, have been employed 

with the Yuba County Office of Education the equivalent of at least fifteen (15) years full-time 
immediately preceding their retirement, and are retiring under the provisions of STRS or 
PERS will be provided with fringe benefits as described below: 

 1. The Yuba County Office of Education will pay a contribution equivalent to the lowest 
employee only premium for medical insurance offered by the carrier for the retiring 
employee.  The Yuba County Office of Education will pay the contribution for the 
employee only premium for the dental and vision plan that is offered to regular 
employees in the same classification for the retiring employee.  This total 
contribution may be used for the medical insurance plan of the employee’s choice, or 
for medical, dental and vision insurance, or to pay for medical insurance for the 
employee and spouse.  The retired employee shall pay any additional premium that 
is above the contribution paid by the county office. 

 
 2. Retirees may participate in open enrollment when offered to regular employees.  

Employees must notify YCOE if they plan to continue participating in the retiree 
benefit program by May 31st of each year. 

 
 3. Retirees may select medical coverage only or all offered benefits.  Retirees may not 

select dental or vision coverage without medical coverage.  There is no life insurance 
coverage for retirees.  

 
 4. The retiree may cover their spouse and/or dependents at their cost.  Retiree shall 

make arrangements with the business office to pay the monthly premiums in 
advance. Coverage must be the same as that of the retiree. 

 
 4. This provision shall cease on the last day of the month in which the retiree reaches 

age sixty-five (65).  Employees may contribute to purchase insurance at their cost 
through the carrier, if allowed. 

 
 5. The parties are required to follow all rules and regulations of the                                  

carriers/administrators. 
 
B. An employee who retires under PERS/STRS, who is fifty-five ( 55) years of age, and who 

has worked the equivalent of fifteen (15) years full-time for the Yuba County Office of 
Education is eligible for  paid health, dental and vision insurance until age sixty-five (65).  
Any employee who meets these conditions may be called upon to provide ten (10) days of 
service each year to the county office without further compensation until age sixty-five (65) 
unless precluded by the employee's health condition.  Such service may include serving as a 
substitute in the classroom, working on a special project, providing consultant services or 
other mutually  agreed upon services.  The employee and county office may also agree to a 
special project that the employee could do at home.  It is the employee’s responsibility to 
keep the county office informed of their current permanent home address and phone 
number.  These benefits may be terminated if the county office requests and the retired 
employee refuses to provide the ten (10) days of service each year. 
 

C. Retiring employees may participate in the fringe benefit plan at no cost to the County Office 
under the following conditions: 



 13 

1. Retiree must have been employed with the County Office immediately preceding 
their retirement and be retiring under the provisions of a state retirement system 
(STRS or PERS). 

 
2. Retirees may select medical coverage only or all offered benefits.  Retirees may not 

select dental or vision coverage without medical coverage. 
 
3. Retiree and dependents age 65 or over must apply for Medicare and, if not eligible, 

submit proof that they are ineligible for Medicare. 
 
4. Retiree shall make arrangements with the business office to pay the monthly 

premium costs in advance on no less than a quarterly basis. 
 
5. All coverage shall be discontinued upon premium delinquency. 
 
6. The parties shall abide by all rules and regulations of the carriers/administrators 

involved. 
 

D. Surviving spouses and dependents of employees will be eligible to continue the fringe 
benefit plan at no cost to the County Office under the following conditions: 

 
1. The employee must have been employed full time by the County Office for at least 

ten (10) years immediately preceding their death. 
 
2. Fringe benefit coverage shall be the same as that in effect for regular full-time 

employees of the same classification (i.e. - management). 
 
3. Retiree and dependents age 65 or over must apply for Medicare and, if not eligible, 

submit proof that they are ineligible for Medicare.  
 
4. Unmarried children may continue fringe benefit coverage as long as they continue to 

meet the Internal Revenue Code definition of dependent. 
 
5. Arrangements shall be made with the business office to pay the monthly costs in 

advance on no less than a quarterly basis. 
 
6. All coverage will be discontinued upon remarriage, premium delinquency, attaining 

eligibility for Medicare benefits, or failure to meet definition of dependent status. 
 
7. The parties are required to follow all rules and regulations of the 

carriers/administrators involved. 
 

Transfers  
 
A. Voluntary Transfer - Employee initiated request 

 
1. Vacancies may be posted at each work site.  After a vacancy is posted, employees 

must request a transfer, in writing, within five (5) working days and submit it to the 
Director of Human Resources. 
 

 2.   All requests for voluntary transfers shall be considered according to the following 
criteria: 
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a. Qualifications 
b. Experience 
c. Agreement of department head and Director of Human Resources 
 

 3. If a request for a voluntary transfer is denied, the reasons shall be provided to the 
employee in writing. 

 
B. Involuntary Transfer - Administration initiated transfer  
 
 1. Involuntary transfers shall be based on justifiable needs of the County Office and 

shall not be punitive or disciplinary in nature. 
 
 2. The Involuntary transfer of an employee shall be made on the basis of qualifications. 
 
 3. The employee to be involuntarily transferred shall be given the reasons in writing 

prior to the impending transfer. 
 
 4. Involuntary transfers may be either temporary or permanent. 
 

Job Descriptions  
 
It is important for structured decision making that the job descriptions for management positions be 
directly related to the actual function of the position.  Each position on the Leadership Team shall 
have a job description prepared by management personnel designated by the Superintendent.  In 
the case of existing positions, management employees currently in that position should be consulted 
concerning the contents of the job description. 

 
Salary Information  

 
The salary schedule will be increased by 0% for the 2010-2011 school year, and is attached. 
 
Present employees are assigned to ranges as shown.  Any changes of an employee’s range, 
addition to the number of ranges, or placement on the salary schedule of any new management, 
supervisory, or confidential employee is at the discretion of the County Superintendent.  Salaries 
reflected are annual amounts and will be prorated for part-time employees. 
 
An AA Degree shall add $260 per year to the employee’s salary, a BA Degree shall add $520 per 
year to the employee’s salary, an MA degree shall add $1,040 per year to the employee’s salary,  
and a PhD shall add $1,560 per year to the employee’s salary when not  a requirement of the  
position.  The employee shall be compensated for the highest degree achieved. 
 
Longevity:  Longevity shall be calculated by increasing the base salary by 5% after 4 years at 
Step 6, by 10% after 9 years at Step 6, by 15% after 14 years at Step 6, and by 20% after 19 
years at Step 6. 
                                                                                                 

Mileage  
 

In the fiscal year 2000-2001, salaries were increased by an amount that was equal to the 
average annual cost of mileage for that position.  Employees will not be compensated for 
mileage on a routine basis.  The exceptions are: 
 

1. If a Conference Request form is completed, then mileage can be claimed when 
submitting the Conference Adjustment Form.   

2. When compensation for mileage is part of a grant and is approved by the 
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Superintendent.   
3. For extraordinary circumstances as approved by the Superintendent. 
 

The Yuba County Office of Education will make mileage rate increase adjustments effective July 
1 of the next fiscal year. 
 
In the event the January IRS rate is a reduction in the amount for mileage reimbursement, the 
recommended adjustment can be implemented prior to July 1. 
 
Exceptions will be made for categorical programs that determine maximum mileage rates within 
the program.  The categorical mileage rate will be either the categorical rate allowed or the IRS 
rate, whichever is less. 
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