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ITEM | - CALL TO ORDER/ROLL CALL

A member of the Policy Council will call the roll for the following members:

Donna Bonner, Foster Parent Representative/Community Representative
Royal Jones, Sacramento City Unified School District

Stephen Key, Past Parent/Community Representative

Jessica Mitchell, EIk Grove Unified School District

Rosemary Schapira, Community Agency Representative

Fienishia Wash, Chair, Grandparent Representative/

Community Representative

Members to be Seated:

Seats Vacant:

Vacant, San Juan Unified School District

Vacant (Pecot), San Juan Unified School District

Vacant (Long), San Juan Unified School District

Vacant, Sacramento City Unified School District

Vacant, Sacramento City Unified School District

Vacant, Twin Rivers Unified School District

Vacant (Shead), Twin Rivers Unified School District
Vacant (Land), WCIC/Playmate Child Development Center
Vacant, WCIC/Playmate Child Development Center
Vacant (Wash) Home Base Option

Vacant (Mohammed), Home Base Option

Vacant (Pierce), SETA-Operated Program

Vacant (Torres), SETA-Operated Program

Vacant (Taneja), SETA-Operated Program

Vacant, (Escalona), SETA-Operated Program

Vacant (Jetton), Early Head Start/Home Base (SOP)
Vacant (Olguin), Early Head Start, Sacramento City Unified School
District

Vacant (Self), Early Head Start (SETA)

Vacant, Community Agency Representative

Vacant (Stone Smith) Community Agency Representative
Vacant (Wash) Outgoing Chair

** Please call your alternate, Policy Council Chair (Fienishia Wash: [510] 228-
5499), or Head Start staff (Gaylon Ndiaye: [916] 263-5662 or
Anzhelika Simonenkova: [916] 263-3753) if you will not be in attendance.
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POLICY COUNCIL
BOARD MEETING ATTENDANCE

PROGRAM YEAR 2022-2023

The 2022-2023 Board was seated on
November 22 & December 20, 2022,
January 24 & February 28, 2023
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GLOSSARY OF ACRONYMS

ACRONYM REPRESENTATIVE CENTER

CAR Community Agency Representative

CR Community Representative

EHS Early Head Start

ELK Elk Grove Unified School District

HB Home based Option

SAC Sacramento City Unified School District

SJ San Juan Unified School District

SOP SETA-Operated Program

TR Twin Rivers School District

WCIC Women'’s Civic Improvement Club/Playmate Child Care Center
X: Present AP: Alternate Present
E: Excused E/PCB: Excused, Policy Council Business
R: Resigned E/PCB: Excused, Policy Committee Business
U: Unexcused Absence OGC: Outgoing Chair
S/B/S: Should be Seated RS: Reseat
H: Holiday *: Special Meeting

HS: Holding Seat
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Current a/o 10/5/2023
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ITEM II-A - CONSENT

APPROVAL OF MINUTES OF THE SEPTEMBER 26, 2023
REGULAR POLICY COUNCIL MEETING

BACKGROUND:

Attached for the Policy Council’s review are the minutes of the September 26, 2023
regular meeting.

RECOMMENDATION:

That the Policy Council approve the September 26, 2023 minutes.

NOTES:
ACTION: Moved: Second:
VOTE: Aye: Nay: Abstentions:
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REGULAR MEETING OF THE HEAD START POLICY COUNCIL
(Minutes reflect the actual progress of the meeting.)

SETA Board Room Tuesday, September 26, 2023
925 Del Paso Blvd. 9:00 a.m.
Sacramento, CA 95815

Call to Order/Roll Call/Review of Board Member Attendance
Ms. Wash called the meeting to order at 9:05 a.m., read the thought of the day,
and called the roll; a quorum was met.

Members Present:

Donna Bonner, Foster Parent/Community Representative
Fienishia Wash, Grandparent/Community Representative
Royal Jones, Sacramento City Unified School District
Rosemary Schapira, Community Agency Representative
Jessica Mitchell, Elk Grove Unified School District

Members Absent:
Stephen Key, Past Parent/Community Representative (excused/PC business)

Consent ltem

Approval of the Minutes of the August 22, 2023 Regular Meeting
The minutes were reviewed; no questions or corrections.

Moved/Bonner, second/Mitchell, to approve the August 22, 2023 minutes as
distributed.

Roll call vote:

Aye: 4 (Bonner, Mitchell, Schapira, Jones)
Nay: 0

Abstention: 1 (Wash)

Absent: 1 (Key)

Action Items

Election of Head Start Policy Council Vice Chair and Parliamentarian for Program
Year 2023-2024

There were no nominations for Vice Chair or Parliamentarian.

Moved/Mitchell, second/Jones, to table the election of the Policy Council Vice
Chair and Parliamentarian for Program Year 2023-2024 to the next meeting.
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Roll call vote:

Aye: 4 (Mitchell, Bonner, Jones, Schapira)
Nay: 0

Abstention: 1 (Wash)

Absent: (Key)

B. TIMED ITEM 9:00 A.M. AND PUBLIC HEARING:
First Reading of Modifications to the Bylaws of the SETA-Operated Head
Start/Early Head Start Policy Council
Ms. Wash opened the public hearing at 9:14 a.m. She reviewed changes to the
Policy Council (PC) Bylaws.

There were no questions from the public.

Moved/Bonner, second/Schapira, to approve the opening of a public hearing,
hear any additional testimony, and continue this item to the next PC meeting
where the action of the PC will be to close the public hearing and approve the
amendments to the PC Bylaws.

Roll call vote:

Aye: 4 (Mitchell, Bonner, Jones, Schapira)

Nay: 0

Abstention: 1 (Wash)

Absent: (Key)

C. Approval of Out of State Travel to Attend the 2023 Region 9 Head Start
Association Family Engagement and Cultural Effectiveness Conference
Ms. Griffith shared that SETA recently applied to be part of a year-long
Community of Practice (CoP) focusing on Supporting School Readiness and
Success of Young African American Boys. SETA was one of 12 programs
selected to participate throughout Region 9 (California, Arizona, Nevada and
Hawaii and the Samoan Islands).
The purpose of the CoP is to support programs in implementing a culturally
responsive, strength-based program focused on efforts to address the school
readiness needs of African American boys and families. Successful
implementation of a culturally responsive, strength-based program will require
systematic implementation, and ongoing self-evaluation. Training, technical
assistance and additional support will be provided to align the model with
program policies, practices, and goals. Ms. Griffith advised that this is a year-long
commitments.
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The kick-off and launch of the CoP will occur at the Region 9 Head Start
Association Family Engagement and Cultural Effectiveness Conference. Cynthia
Yao, Regional Program Manager for the Office of Head Start has made
attendance at this launch a requirement of SETA’s participation in the CoP.

In alignment with the CoP guidance, the Children and Family Services (CFS)
staff recommends sending three (3) staff (Education/ Family Engagement) and
one (1) parent as representatives of SETA’s Community of Practice team to the
Region 9 Head Start Association Family Engagement and Cultural Effectiveness
Conference in Honolulu, Hawaii during the week of October 24-27, 2023.

Mr. Royal Jones, the current parent and the Policy Council member was selected
to represent the Agency at the Region 9 Head Start Association Family
Engagement and Cultural Effectiveness Conference.

Mr. Jones asked to clarify the consequences of not meeting the requirement of
attending the Region 9 Head Start Association Family Engagement and Cultural
Effectiveness Conference. Ms. Griffith stated that it would mean that SETA will
not be a program selected to continue in this year-long project of CoP.

Ms. Schapira suggested including Mr. Buckhalter, Home Base Early Head Start
Coordinator, who presented on this topic during the last PC meeting, in the team
being sent to this conference.

Moved/Schapira, second/Jones, to approve out of state travel to the Region 9
Head Start Association Family Engagement and Cultural Effectiveness
Conference

Roll call vote:

Aye: 4 (Mitchell, Bonner, Jones, Schapira)
Nay: 0

Abstention: 1 (Wash)

Absent: (Key)

D. Approval to Change Head Start Program Approach for the Program Year 2023-
2024

Ms. Griffith reviewed the item. Due to Marshall Elementary’s last year licensing
violation, class-size waiver was removed for this year. In result the following
adjustments are proposed for San Juan Unified School District (SJUSD):

e Four (4) classes at Marshall Elementary will be changed from LDO

(HS/CSPP Wrap) with 24 students per class to Duration classes with 20
children each.
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In lieu of this change, four school sites in proximity to Marshall namely
Cottage, Encina, Howe and Ralph Richardson that are approved to operate
a Duration class in each school site will change to LDO (HS/CSPP Wrap) to
accommodate 24 students in each class. The change will support the 16
slots displaced from Marshall Head Start.

Ms. Griffith additionally advised on the following proposed Sacramento City
Unified School District (SCUSD):

In 2023-24, SCUSD is approved to expand its HS/TK/CSPP collaboration
model with 48 slots co-mingled with TK and CSPP enrollment slots
distributed in 9 school sites with the SCUSD boundaries. Due to a shift in the
configuration of the TK collaborative classrooms to TK only and the need to
address staff shortages in preschool classrooms, there are reassignments of
teachers to preschool classrooms. Hence, SCUSD will no longer operate a
HS/TK/CSPP collaboration program option.

All 48 HS slots that were approved in the HS/TK/CSPP collaboration model
are being proposed to operate as two (2) HS/CSPP collaboration classes of
24 students each. The two HS/CSPP collaboration classes will be in C.A.
Jones Skills Center, a former Head Start location and John Bidwell
Elementary, an existing Head Start location.

Nicholas Elementary will have a scheduled school renovation that will
displace its HS/CSPP Wrap class. The construction is expected to take at
least two years. The class at this site will be moved to C.B. Wire Elementary.

There is no net fiscal impact for these proposed changes.

Mr. Jones asked if HS/TK/CSPP collaboration program closure is permanent.
Ms. Griffith advised that hopefully SJUSD will bring this model back in the future.

Moved/Bonner, second/Mitchell, to approve Program Approach change for both
Sacramento City Unified School District and San Juan Unified School District for
Program Year 2023-2024

Roll call vote:

Aye: 3 (Mitchell, Bonner, Schapira)
Nay: 1 (Jones)

Abstention: 1 (Wash)

Absent: 1 (Key)

Information Iltems

Standing Information Items

SETA Policy Council 8 Tuesday, October 24, 2023



VI.

»  Fiscal Monthly Report/Corporate Card Monthly Statement of Account:
Mr. Han reviewed the fiscal report for the first month in the 2023-2024
program year ended on August 31, 2023. Administrative expenditures are at
6.0% county-wide which is below 15% maximum. The American Rescue
Plan Act (ARP) and the Corona Virus Response and Relief Supplemental
Appropriation Act (CRRSA) funds were reviewed. These funds will expire on
March 31, 2024. The SETA Operated Programs Expenditures report was
reviewed. Most line items are on pace for the beginning of the new program
year. The American Express and CitiBank credit card statements was
reviewed, and nothing was out of the ordinary.

»  Health Service Advisory Committee (HSAC) Report
Ms. Wash advised that the Committee members are working on planning an
in-person Community Health Event on November 14, 2023, at 9:00 a.m.

»  Community Resources — Parents/Staff:
Ms. Wash reviewed the community resources provided in the packet.

SETA'’s Recruitment Update

Ms. Sheri Green-Johnson reviewed the recruitment data from August 11, 2023,
through September 14, 2023 provided as backup information to the agenda
packet.

Governing Board Minutes for June 1, July 6, and August 3, 2023: No questions

Committee Reports

» Executive Committee:
The next meeting will be held in person on October 2, 2023, at 10:00 a.m., at the
SETA Administrative building.

» Budget/Planning Committee Meeting:
The next meeting will be held in person on October 10, 2023, at 1:00 p.m., at the
SETA Administrative building.

» Social/Hospitality Committee Meeting:
The next meeting date is to be determined. The End-of-the-Year Parent
Appreciation brunch event will be held on October 13, 2023, at 9:30 a.m., at the
SETA Administrative building.

» Personnel/Bylaws Committee Meeting:
No further meetings have been scheduled at this time.

Other Reports
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A. Interim Executive Director’s:
Ms. Saurbourne introduced herself. She is looking forward to working with
members of the Policy Council.

B. Head Start Deputy Director’s Report:
Ms. Griffith reminded PC members about the Delegates/Partners Kick-Off on
October 18, 2023. She advised that the intent is to work on creating and
reinforcing new five-year goals and objectives, community assessment, and
gathering information for SETA'’s next five-year grant.

Ms. Griffith addressed a possible federal shutdown. She has stated that should a
federal shutdown occur, SETA will continue with regular operations and should
not feel any effects of a short-term shutdown. There may be limited access to the
federal office staff, but SETA will continue to provide services to the community
and continue to have access to grant funds.

Ms. Griffith additionally advised that the Agency will be closed for business from
12/22/23 through 01/01/24. Based on an agreement and approval reached on
Wednesday, September 13, 2023, a Letter of Understanding (LOU) between
SETA and AFSCME regarding the 2023 Agency closure was signed. This LOU
states that the Agency will provide holiday pay to cover the half-day operations
on December 22 and December 29 and time off on December 26, 27, and 28,
2023, for the 2023 Agency closure. SETA employees will not be required to use
accrued leave balances to cover time off during the closure.

Ms. Griffith also advised that the program will be looking into further protecting
the children in service by speaking to the Sacramento Public Health officials
regarding the influx of playground use over the weekends and discovering
evidence of illegal drug activities on the premises. Efforts might include having
Norcan on site, hiring private security, parent/safety volunteers’ involvement, or
having protection services patrolling the area.

C. Chair’s Report:
Ms. Wash advised that the Parent Leadership Training Institute (PLTI) is now
accepting applications for the second cohort (twenty-week program) beginning in
January 2024 in English and Spanish. Applications are due on October 23, 2023.
She shared her experience and encouraged parents to sign up.

D. Head Start Managers’ Reports
v Lisa Carr - Family Engagement, Home Base, and ERSEA Services:
Ms. Carr advised that August’s enrollment is 84% for Early Head Start and 69%
for Head Start across the county. Ms. Carr stated that enroliment efforts
continue county-wide. Most under-enrollment is due to capped/closed classes,
staffing shortages, and licensing processes.
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Ms. Carr additionally advised that families with children in state-funded full-day
classes received a Notice of Action stating that the fees were waived until
October 2023. SETA was recently notified that fees will start occurring in
October 2023.

v" Megan Lamb — School Readiness, Special Education, and Mental Health
Services: No report

v' Gricelda Ocegueda — Health, Oral Health, Nutrition, Food Services, Quality
Assurance, and On-going Monitoring: No report

E. Open Discussion and Comments: None

F. Public Participation: None

Ms. Schapira announced that North Sacramento Family Resource Center will
have their annual Trunk-of-Treat event on the morning of October 28, 2023. She
also advised that Sacramento Food Bank partners with various agencies
throughout the county that participate in diaper distribution. She encouraged
families needing diapers to visit the Sacramento Food Bank website to see the
list of participating agencies.

VIl. Adjournment: The meeting was adjourned at 9:47 a.m.
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ITEM [1I-A-ACTION

TIMED ITEM 9:00 A.M. AND PUBLIC HEARING:
FINAL READING OF MODIFICATIONS TO THE BYLAWS OF THE SETA-OPERATED
HEAD START/EARLY HEAD START POLICY COUNCIL

BACKGROUND:

The Personnel/Bylaws Committee 2022-2023 met during the program year to review
and recommend revisions to the Bylaws of the SETA-Operated Head Start/Early Head
Start Policy Council (PC).

Additions are indicated by green italic type, deletions are indicated by red

e

The Chair opened a public hearing on these modifications at the September 26, 2023
meeting.

RECOMMENDATION:

Hear any additional testimony and take action to close the public hearing and approve
the amendments to the PC Bylaws as attached.

NOTES:
ACTION: Moved Seconded
VOTE: Aye Nay Abstain
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BYLAWS OF THE SACRAMENTO COUNTY

HEAD START/EARLY HEAD START
POLICY COUNCIL
(PC)

Policy Council First Reading: 09/26/2023
Policy Council Final Approval: 10/24/2023
Governing Board Approval:
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BYLAWS FOR THE SACRAMENTO COUNTY
HEAD START/EARLY HEAD START POLICY COUNCIL (PC)

ARTICLE |
Name

This Council shall be named the Sacramento County Head Start (HS)/Early Head Start (EHS)
Policy Council, hereinafter referred to as the Policy Council (PC). Head Start/Early Head Start
hereinafter shall be referred to as HS/EHS.

ARTICLE Il
Purpose, Powers, Duties and Functions

Section 1: Purpose

The purpose of the PC shall be to promote the objectives of the HS/EHS Child Development
Program of Sacramento County, State of California, as established by the Federal
Economic Opportunity Act of 1964, as amended. The purpose of the PC shall include, but
not necessarily be limited to:

The encouragement and promotion of parent participation in the process of making policy
decisions about the nature and operation of HS/EHS programs in Sacramento County.

45 Code of Federal Regulations (CFR) 1305.2: A HS/EHS parent means a HS/EHS child’s
mother or father, other family member who is a primary caregiver, foster parent, guardian
or the person with whom the child has been placed for purposes of adoption pending final
adoption decree. All future reference of parent will be defined as such.

Aiding and assisting local Parent Policy Committees in performing meaningful roles and
functions in the operation of local HS/EHS programs.

Initiating suggestions and ideas for HS/EHS program improvement.

Serving as a channel of communication among organizations and agencies by building a
partnership, both public and private, with individuals and groups interested in the aims,
goals, and objectives of HS/EHS Child Development Programs.

Aiding and assisting both the enrolled child and his or her family in obtaining the full
benefits of programs and facilities established to aid and improve educational, economic,
and health status, including dental and nutrition, of the low-income population.

Section 2: Powers. Duties and Functions

The PC must perform the following powers, duties and functions directly:

Serve as a link to the Parent Committees, Grantee and Delegate Agency governing
bodies, public and private organizations, and the communities they serve.
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B. Assist Parent Committees in communicating with parents enrolled in all program
options to ensure that they understand their rights, responsibilities, and opportunities
in HS/EHS and to encourage their participation in the program.

C. Assist Parent Committees in planning, coordinating, and organizing program
activities for parents with the assistance of staff, and ensuring that funds set aside
from program budgets are used to support parent activities.

D. Assist in recruiting volunteer services from parents, community residents, and
community organizations, and assist in the mobilization of community resources to
meet identified needs.

E. In accordance with Federal regulations, the Head Start Act, Best Practices, and EHS
Child Care Partnerships, the PC must work in partnership with key management staff
and the governing body to develop, review, and approve or disapprove the following
policies and procedures:

1. All funding applications and amendments to funding applications for HS/EHS,
including administrative services, prior to the submission of such applications to
the Department of Health and Human Services (DHHS).

2. Procedures describing how the governing body and the appropriate policy group
will implement shared decision making.

3. Written procedures for program planning.

4. Strategic long-term goals and measurable objectives for program in funding
application.

5. The selection of delegate agencies and their service areas.

0. The composition of the PC and the procedures by which policy group members
are chosen.

7. Criteria for defining recruitment, selection, and enrollment priorities.

8. Participate in the annual self-assessment of the Grantee’s progress by carrying

out the programmatic and fiscal intent of its grant application, including planning
or other corrective actions that may result from the review of the annual audit and
findings from the Federal monitoring review.

9. Implement a program data management system that effectively supports the
availability, usability, integrity, and security of data.

10. In accordance with Head Start Act 642 (c) (2) (D) (vi) and Standards 1301.3 (c)
(1), the Policy Council shall approve and submit to the governing body decisions
about personnel policies and consistent with paragraph (1)(E)(iv)(IX), including
standards of conduct for
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program staff, contractors, and volunteers and criteria for the employment and
dismissal of program staff.

11.  Decisions to hire or terminate the HS/EHS Director of the Grantee agency.

12.  Decisions to hire or terminate any person who works primarily for the HS/EHS
program of the grantee agency will be in accordance with SETA Personnel
Policies and Procedures. For the Grantee Sacramento Employment and Training
Agency (SETA)-Operated Program (SOP), the function of screening and
interviewing prospective applicants directly related to the SOP may be delegated
to the Parent Advisory Committee (PAC) of the Grantee. (The delegation of this
authority must be approved by the PC on an annual basis.)

13.  PC reimbursement for reasonable expenses incurred by members. Members
shall not receive compensation for serving on the PC or for providing services to
the HS/EHS Agency.

14.  Grantee policies that define the roles and responsibilities of the governing body
members and informs them of the management procedures and functions
necessary to implement a high-quality program.

15. Internal dispute resolution. PC must establish written procedures for resolving
internal disputes, including impasse procedures, between the governing body and
the policy group.

16.  Establish and maintain procedures for hearing and working with the grantee
agency to resolve community complaints about the program.

F. Individual members while representing the PC, shall not engage in any activities or
assume any such powers, duties, or functions that are contrary to, or inconsistent
with the goals and objectives of the HS/EHS Child Development Program, as
established by either local, State or Federal laws, regulations or SETA policies.

ARTICLE lll
Membership

Section 1: Election/Appointment of Members

As outlined in Article Ill, Section 2, the PC shall consist of elected voting representatives
from each delegate agency Policy Committee, the SETA-operated PAC, Community
Representatives (Past Parents, Grandparent, Foster Parent), elected by the PC. Additional
Community Representatives shall be elected by the PC. Home Base Option and EHS
Representatives shall be elected by delegate agency Policy Committees and SETA-
Operated Program parent committees. The Outgoing PC Chair shall have a reserved seat.

The Parent Ambassador Representative shall be elected by the Parent Ambassador
Committee.
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Section 2: Parent Representatives

A. The Parent Membership shall consist of:
Six (6) Representatives elected from the SOP PAC
Two (2) Representatives from Sacramento City Unified School District
Three (3) Representatives from San Juan Unified School District
Two (2) Representatives from Elk Grove Unified School District
Two (2) Representatives from Twin Rivers Unified School District
Two (2) Representatives from Women'’s Civic Improvement Club/Playmate
(WCIC)
Two (2) Representatives from Home Base Option
Two (2) Representatives from EHS - SOP
One (1) Representative from EHS - San Juan Unified School District
One (1) Representative from EHS — Twin Rivers Unified School District

The above parent representatives must be a parent of a child/children currently enrolled in
the HS/EHS Program.

B. Community Representatives

Additional PC members shall include:

Two (2)

One (1)
Two (2)
Two (2)

One (1)

One (1)

Parent Ambassadors shall be elected by the Parent Ambassador
Committee. These representatives may or may not be a current
parent. There will be two (2) alternate positions.

Outgoing PC Chair - may not be held by any other party.

Community Agency Representatives elected by the PC.

Past Parents shall be elected by the current PC if the outgoing PC has
been dissolved. The Past Parent elected to the PC may not have a
child/children currently enrolled in the HS/EHS program. There will be
two (2) Past Parent alternate positions.

Grandparent shall be elected by the current PC if the outgoing PC has
been dissolved. Representative must be a current or past parent of the
SOP or a Delegate Agency. There shall be one (1) Grandparent
alternate position.

Foster Parent shall be elected by the current PC if the outgoing PC has
been dissolved. Representative must be a current or past parent of the
SOP or a Delegate Agency. There shall be one (1) Foster Parent
alternate position.

Community members desiring to be reappointed must apply for membership on a yearly

basis.

Section 3: Alternates

Each representative holding membership on the PC shall additionally be entitled to have
one alternate. An alternate shall be elected by the committee/agencies he or she

represents.
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A. Alternates may be seated as voting members of the PC only in the absence of the
voting representative for whom they serve as alternate.

1. A Representative missing two (2) consecutive regular meetings without an
excused absence or missing a total of three (3) meetings (regular/special,
excused, or unexcused) will automatically be removed and replaced by the
Alternate.

2. The Alternate who attends meetings on behalf of an absent Representative
will be recorded as Alternate Present (AP). An Alternate’s AP attendance will
not count as “present” for the Representative.

a. The Alternates’ excused absence shall be recorded as Alternate Excused
(AE) and Alternate Unexcused recorded as (AU).

b. For the policy on Alternate attendance reference Article Ill: Membership,
Section 6: Attendance, A: Absences.

C. An Alternate who does not attend a PC meeting shall receive an

attendance letter from the Clerk of the Boards

3. In the event an Alternate does not cast a vote during the program year,
Alternate will not have served as a PC member and term is not counted.

B. Alternates may be seated as voting members upon recognition of their voting status
by the PC Chair at any meeting. However, an Alternate may not hold an office.

C. Alternates are encouraged to attend meetings of the PC on the same regular basis
as members. However, the Alternate will not receive a reimbursement if the
Representative is present.

D. Alternates are excluded from attending the following conferences: The National Head
Start Association (NHSA) Parent Training Conference, the Region IX Head Start
Association Annual Conference/Training, and the California Head Start Association
(CHSA).

Section 4: Other Provisions

A. A majority of the voting membership of the PC shall consist of parents/guardians
whose children are currently enrolled in the program.

B. The PC may establish and select additional voting delegates who shall serve as
community representatives of the PC by a two-third (2/3) vote.

C. Community Agency Representatives wishing to be elected/re-elected must submit an
application to the PC. Community Agencies who have not been elected/re-elected
may share agency information quarterly.

D. The seating of representatives shall take place at the annual meeting. These
representatives shall then serve as voting members.
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E. No SETA or Delegate Agency HS/EHS staff (or members of their immediate families)
shall serve on the PC except parents who occasionally substitute for regular HS or
EHS staff. Occasional substitute teaching is defined as once a week and/or not to
exceed four (4) consecutive days in a month.

F. Additional members may be added by a 2/3 vote to ensure all program options are
proportionally represented on the PC.

Section 5: Terms

The PC, Policy Committee, and the Parent Advisory Committee must limit the number of
one-year terms any individual may serve on either body to a combined total of five (5)
program years. During the term of office, voting representatives (or alternates) shall serve
as members (or alternates) of the PC until their voluntary termination or until replaced by the
committee/agency they represent or until termed out. Representatives must continue to
represent center or agency they were chosen from. The term for Community Agency
Representative shall be for one (1) program year. A Community Agency Representative
may not sit more than five (5) program years.

Section 6: Attendance

A. Absences: Any member or alternate in a voting capacity, missing two (2)
consecutive regular meetings without an excused absence or missing a total ofthree
(3) meetings (regular/special, excused or unexcused) will automatically be removed.
An excused absence shall include but not be limited to sickness or death in the
family.

A member requesting an excused absence must call the alternate, if the alternate is
known, and the Secial-Services/Parent-tnvolvement(SS/PH Governance/Parent
Engagement Coordinator, PC Board Chair, or the Clerk of the Boards, prior to the
meeting.

B. Reinstatement: The representative agency/group may request that a member who
has been removed due to absences be reinstated in the event the Alternate declines.
This request must be in writing and submitted to the Chair and {SS/PH
Governance/Parent Engagement Coordinator within ten (10) calendar days. It is
the final decision of the PC Executive Committee whether any representative shall
be reinstated. In the event the representatives’ Early Learning Center/Agency is
temporarily closed, or representatives’ child/children have transitioned out of the
program, the PC Executive Committee shall have the sole decision to reinstate.

1. A member who has resigned and held an Executive office and wants to be
reinstated must provide a written notice to the PC Chair and {SS/PH
Governance/Parent Engagement Coordinator within ten (10) calendar days.
It shall be the final decision of the Executive Committee whether the member
be reinstated. If the member is reinstated, member is not reinstated to their
former Executive position.
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C. Punctuality: Members arriving more than 15 minutes after the regular scheduled
meeting or committee meeting start time will not receive a reimbursement unless
approved by the Chair or (SS/PH Governance/Parent Engagement
Coordinator. Members are expected to stay throughout the duration of the
meeting. The Secretary will keep track of representative’s arrival time and notify
the Clerk of the Boards accordingly.

D. Policy Council/Policy Committee Business: Members conducting PC/Policy
Committee business and not at the PC meeting, shall be neither present nor absent,
but rather identified as “PC/Policy Committee.”

Section 7: Removal

A PC member may be removed by two-thirds vote of all members present and voting
whenever, in the judgment of the Council, the best interest of the Council would be served.
Action to remove a member must be on the agenda.

ARTICLE IV
Meetings

Section 1: Meetings

A. Annual Meeting

The annual meeting of the PC shall be held on the 4™ Tuesday in November of each
year.

B. Regular Meetings

Unless notice is otherwise provided, regular meetings of the PC shall be held on the
fourth Tuesday of each month at 9:00 a.m. at the SETA Board Room.

C. Special Meetings

Special meetings of the PC may be called at anytime by the SETA Governing Board,
PC Chair, Children and Family Services Deputy Director, SETA Executive Director or
upon petition by at least a majority of the members of the PC.

D. Quorum

For the purpose of transacting the business of the PC at any annual, regular, special,
or emergency meeting, a quorum of the PC shall be necessary. A quorum shall be a
majority 41% of those entitled to vote. Vacant positions on the PC shall not be
considered in establishing a quorum.
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Section 2: Meeting Notice

Meeting notices shall include an agenda for the next meeting, and Council members shall
be provided with the minutes of the preceding (annual, regular, special or emergency)
meeting as soon as possible.

A.

Annual and Reqular Meetings:

Notice of annual and regular meetings of the PC shall be in writing, provided to all
members of the PC, and posted at least 72 hours in advance of the meeting as
required by the Ralph M. Brown Act. Staff shall endeavor to postmark such notice at
least five (5) calendar days prior to the meeting, but failure to do so shall not preclude
action, provided that the notice requirements of the Ralph M. Brown Act have been
satisfied.

Special Meetings:

Members of the PC must be notified of special meetings not less than twenty-four
(24) hours prior to any special meeting. Staff shall endeavor to provide such notice
at least 72 hours prior to any special meeting, but failure to do so shall not preclude
action, provided that the notice requirements of the Ralph M. Brown Act have been
satisfied. No other business or discussion may be transacted or entertained at
special meetings of the PC, excepting that business and/or discussion for which the
special meeting was called.

Emergency Meetings:

The PC may hold emergency meetings as defined in the Ralph M. Brown Act without
complying with the notice provisions of either Section A or Section B of this Article IV,
provided that the PC determines that an emergency situation as defined in the Ralph
M. Brown Act exists.

Committee Meetings:

Members of the PC must be notified in writing of committee meetings. Notice of
regularly scheduled meetings shall be provided in compliance with Section A, above.
Notice of special meetings of other committees shall be provided in compliance with
Section B, above, shall be delivered personally, or by mail and shall be received at
least twenty-four (24) hours before the time of such meeting as specified in the
notice.

Any member missing two (2) consecutive committee meetings without an excused
absence or missing a total of three (3) meetings excused/unexcused may be
removed from that committee. An excused absence shall include but not be limited
to sickness, death in the family, or conducting PC business. A member requesting
an excused absence must call the PC Chair, {SS/PH Governance/Parent
Engagement Coordinator or the Clerk of the Boards and request an excused
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absence prior to the meeting.

Section 3: Open Meetings

The PC shall conduct meetings, regular, annual, special and emergency, in conformance
with the Ralph M. Brown Act, California Government Code Section 54950, et. seq.

Section 4: Mailing Address

Notices to all meetings of the PC shall be in writing and delivered personally or by mail to
the PC members' addresses, as recorded in the PC records. The Council members, their
alternates and Community Members, shall be personally responsible for the accuracy of
mailing address. Updated contact information should be submitted to {(SS/PH
Governance/Parent Engagement Coordinator or Clerk of the Boards within ten (10)
calendar days of change.

Section 5: Rules of Procedure

Except as specifically provided herein, Robert’s Rules of Order’ shall govern procedures in
all meetings of the PC. (A loaner copy of the Robert’s Rules of Order is available upon
request.) Notwithstanding any contrary provision contained in these Bylaws or Robert’s
Rules of Order, if a special meeting is called because a regular meeting has been canceled
or because a quorum is unavailable at a regular meeting, any matter properly considered at
a regular meeting may be considered at the special meeting, provided that all notice,
quorum and meeting requirements of this Article IV regarding special meetings have been
met.

Section 6: Nominations/Elections

PC Board Members or candidates must be present to be nominated or elected. However, if
PC member is absent due to PC business, the member may be nominated or elected.

Section 7: Voting

Each PC Board Member has one vote which cannot be cast by proxy. In the event of a
conflict of interest, affected members shall, consistent with the California Political Reform
Act, disclose the existence of the conflict and shall neither participate in the deliberations
regarding, nor vote on the matter. Actions of the PC may be taken only by a majority vote of
all of the PC members present, provided that any abstentions shall be counted as votes with
the majority of those members actually voting. If a member has not voted because of
disqualification due to a conflict of interest, that fact shall be noted in the minutes, but
his/her vote shall not be recorded either as an affirmative vote, a negative vote or an
abstention. Results of the voting will be announced by the Chair.

Section 8: Meeting Reimbursement

Each PC member will receive reimbursement for reasonable expenses. This amount is
determined by the Head Start Division according to the PC Reimbursement Policies and
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Procedures.

Parents are not to bring small children to the meetings. If small children are present,

members will be reimbursed for transportation/mileage only.
'Robert’s Rules of Order: Simplified and Applied, 2™ ed., Copyright, 2001

A. Members will receive reimbursement for the actual cost of child care (not to exceed
$40 $60 in a 24-hour day when attending conferences, workshops, trainings, orientation,
Parent Leadership Institute, or participation in the Agency
hiring process) to be in alignment with PC/PAC Reimbursement Policies and
Procedures. Additionally, transportation/mileage will be provided for attending
required meetings/obligations listed below:

1. PC (regularly scheduled, annual, emergency and special meetings)
Interview/screening/exam panels
3. Standing committee meetings (Budget/Planning, Personnel/Bylaws, Executive,

Social/Hospitality, Parent Ambassador)
4. Office of Head Start (OHS) Monitoring Protocol Training/Review
(reimbursement for training received after completion of first review-
Monitoring/Evaluation Committee) and Program Self Assessment
Program Area Committees
Health Services Advisory Committee (HSAC)
Ad Hoc (special) Committee meetings
Community Action Board meetings (CAB)
Governing Board Meetings (only applies to the Chair or an Executive Officer in
the absence of the Chair.)
10. Workforce Development Board and Committee meetings (only applies to the
Chair or Executive Officer in the absence of the Chair.)
11. Maternal, Child and Adolescent Health Advisory Board
12. Sacramento Medi-Cal Dental Advisory Committee

© XN O

B. Member/Alternates who are a spouse or significant other, will not each receive
reimbursement.

C. Members will receive only one reimbursement per day, regardless-of-the-numberof
meetings-attended- unless they left and went home/work for two (2) or more

hours and is required to come back for another meeting. Members will only
receive reimbursement for mileage for that meeting. Only members of said
committee will be reimbursed for attending meetings. A lunch reimbursement or
meal will be provided if a meeting or meetings exceed four (4) hours.

ARTICLE V
Officers
Section 1: Officers

The Officers of the PC shall be the Chair, Vice Chair, Secretary, Treasurer, and
Parliamentarian.
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Section 2: Election and Term of Office

A.

Election of the new officers shall be held at the next meeting following the annual
meeting of the newly seated PC by a plurality vote of the PC members present and
voting. At least 51% of the officers must be current parents. Officers elected shall
take office immediately following election.

No member shall hold more than one (1) office at a time, and no member shall be
eligible to serve more than two (2) terms in the same office. No more than one

(1) representative per each of the SOP, Delegate Agencies, or Community
Representatives shall serve as an officer.

A SOP Parent Advisory Committee (PAC) member who has not been re-
elected/replaced (called a holding member) shall not be eligible for election to
represent PAC on PC or hold an officer position.

Section 3: Duties of Officers

The duties of the PC officers shall be as prescribed in these Bylaws and shall also include
such other duties as may be established by the PC that are not in conflict with these Bylaws.

A.

The Chair of the PC shall preside over all meetings of the PC and implement all
policies and programs of the PC. The Chair shall act as the official agent of the PC in
all matters relating to the PC, and shall be the chief spokesperson and public
relations officer for the PC. The Chair shall have the power to appoint, both in and
out of the PC, any additional positions as needed with ratification of the PC. The
Chair shall represent the PC at the National Head Start Association Parent
Conference. The Chair shall be an ex-officio member of all committees and shall
represent the PC at all Governing Board meetings, but shall adhere to Article IV,
Section 8 as it relates to reimbursement.

The Vice Chair shall serve as Chair of the PC in the absence of the Chair, and shall
have all the delegated powers. The Vice Chair will assume the position of Chair if the
seat of Chair is vacated. An election will be held for Vice Chair. Should both the
Chair and Vice Chair leave office simultaneously, an election will be held at the next
regularly scheduled meeting to replace both. The Secretary shall preside over the
election in this event. The Vice Chair shall oversee the Parent Ambassador
Committee.

The Secretary shall call the roll, keep records of the current and preceding minutes at
each meeting, and record resolutions or motions adopted, as may be necessary to
expedite the PC’s business. The Secretary shall oversee the Social/Hospitality
Committee, and shall be a member of the Parent Ambassador Committee.

The Treasurer shall work with staff and Council Secretary and keep such records,
files and accounts as may be necessary to expedite the PC’s business, work with the
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Staff and Council Secretary. The Treasurer shall be a member of the
Social/Hospitality Committee and the Parent Ambassador Committee.

E. The Parliamentarian shall advise the presiding officer on matters pertaining to
parliamentary procedure and oversee the Personnel/Bylaws Committee. If the
Parliamentarian sits by the Chair, he or she is not entitled to make motions, discuss
motions, or vote.

Section 4: Vacancy

In the event an officer is unable to perform his/her duties, including failure to learn and/or
comply with the rules governing PC (Bylaws, Brown Act, Robert’s Rules of Order), or failure
to act in the best interest of the board, the PC Chair shall appoint an interim officer until the
officer returns to duty or is replaced at the next regularly scheduled meeting. The
appointment of the officer must be made from among the membership of the PC.

A. In the event of a vacancy in the position of Chair, the Vice Chair becomes Chair until
the next regular election in December.
B. In the event of a vacancy in any other office, an election shall take place at the next

regular, annual or special meeting of the PC.

ARTICLE VI
Committees

There is hereby created standing committees of the PC. No committee meeting shall have
a majority of PC members present without proper public notice.

Section 1: Standing Committees

Executive Committee

The Executive Committee shall be comprised of all elected officers. The Executive
Committee shall perform such powers, duties, and functions as provided in these bylaws
and such other powers, duties, and functions as established by the Policy Council. The
Executive Committee shall meet at the discretion of the PC Chair or PC. Notice of an
Executive Committee meeting shall be sent to all PC members no less than three (3)
calendar days before the meeting. The Committee shall report, in writing, all actions at the
next meeting of the full PC. In the event of an emergency, the Executive Committee will act
on behalf of the Board pending ratification by the PC at the next meeting.

Budget/Planning Committee

A. Budget/Planning Committee composed of the Treasurer and other members who
shall be selected after each annual meeting by the PC. This Committee shall assist
in the development and review of all HS/EHS budgets, budget modifications and
amendments for the Head Start funding year and submit their review to the full PC for

SETA Policy Council 26 Tuesday, October 24, 2023



approval. In addition, this committee shall have input on program design and
operations and long- and short-term planning goals and objectives. A monthly fiscal
report shall be provided to the PC on the fiscal status of the Head Start budget.

B. It is recommended that all SOP HS/EHS Budget issues and modifications are
approved by the PAC prior to PC approval. The PAC Budget Committee should
review said documents.

Personnel/Bylaws Committee

The Personnel/Bylaws Committee shall be composed of the Parliamentarian and members
who shall be selected after each annual meeting by the PC. It shall be the duty of this
committee to deal with all personnel matters and recommend any changes in Bylaws.

Social/Hospitality Committee

Social/Hospitality Committee shall be composed of the Secretary, Treasurer and other
members who shall be selected after each annual meeting of the PC. The duty of this
committee shall be to plan for all social activities of the PC. It shall be the duty of this
Committee to report the expenditure of funds to the PC.

Parent Ambassador Committee

Parent Ambassador Committee shall be composed one (1) staff member, former parents,
and other members who shall be selected after each annual meeting of the PC. The Parent
Ambassador Committee representatives shall oversee the committee. Former parents who
no longer serve on the PC shall receive reimbursement for participation for one (1) program
year. The duty of this committee shall be to promote all PC trainings/events, childrens’ and
male involvement activities. It shall be the sole duty of this Committee to report the
expenditures of funds to the PC monthly.

Section 2: Program Area Committees

There is hereby created Program Area Committees of the PC. The following are Program
areas: Early Childhood Development and Health Services, Parent, Family and Community
Engagement, Monitoring and Evaluation.

. Early Childhood Development and Health Services Committee shall be
comprised of one (1) staff and representatives who shall plan and review the Early

Childhood Development and Health Services program area, and participate in
curriculum/instruction and health and safety.

o Parent. Family and Community Engagement Committee shall be comprised of
one (1) staff and representatives who shall plan and review the Parent/Family

Support program area.

o The Monitoring and Evaluation Committee shall be comprised of one (1) staffand
the committee of the whole who shall plan, review and oversee program monitoring

and evaluation.
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PC member representatives shall select at least two (2) Program Area Committees to serve
on as described above. Special circumstances may be excused by the Chair.

Section 3: Special Committees:

When necessary to carry on the work of the PC, other committees such as Ad Hoc (special
committees), shall be appointed by the Chair. Such committees must have a purpose and
time frame for committee appointment. All elected Board meeting members attending
approved special committee meetings will receive the standard reimbursement.

ARTICLE VII
Required Reports

Section 1: Required Reports
The following reports shall be provided to the PC monthly. The purpose of reports is to

maintain control of program quality and program accountability:
e Fiscal Reports (Budget Reports)

e Corporate Card Statement of Accounts (Credit Card Expense Report)

e USDA Meal/Snacks Report (Child and Adult Care Food Program [CACFP]) Report
(SOP)

e Program Information Summaries (Monthly Head Start Report)
e Sacramento County HS/EHS Program Enrollment Report
e Monthly Average Daily Attendance Report

ARTICLE Vi
Bylaws Amendment

These Bylaws may be amended by a two-thirds (2/3) vote of the membership of the PC
present and voting, providing that:

A. There is a quorum present.

B. All proposals to amend these Bylaws be submitted in open session at a regular,
annual or special meeting of the PC. Proposals to amend these Bylaws must
originate at least four full calendar weeks prior to the final voting and acceptance or
rejection of the proposals.

C.  Written notice of the intention to amend these Bylaws be forwarded to members

of the PC at least five (5) calendar days prior to the regular, annual or special
meeting when voting is to take place.
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D. The notice of intention to vote upon amendments shall include the specific Articles,
Sections, or Sub-Sections to be voted upon, and further that the specific language of
the amendments and/or alterations be included in the notice of intention to amend.

E. No voting on Bylaws amendments may take place excepting at a regular, annual or
special meeting of the PC.

F. Any amendments must also be approved by the SETA Governing Board.

PC Board approved:
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ITEM IlI-B — ACTION

TIMED ITEM 9:00 A.M. AND PUBLIC HEARING
APPROVAL OF CHANGES TO THE SETA PERSONNEL POLICIES AND
PROCEDURES SECTIONS 9 AND 11

BACKGROUND

The SETA Personnel Policies and Procedures provide direction to staff and periodically
need to be updated in response to changes in laws, regulations, and the work
environment.

In light of changes to new California laws, updated Labor Agreements, and Federal
Regulations, SETA has conducted a thorough review of Section 9 to update all leave
related policies, added Section 11.21 for a new mandated Lactation Accommodation
policy, and added Section 11.22 for a new Personally Identifiable Information (PIl) policy.
Due to the repeal of the vaccine mandate from the Office of Head Start, Section 11.20
may be permanently removed.

The policy changes include:
Section 9: Leaves

Section 9 was re-ordered and revised to include new California labor laws, to align with
current Labor Agreements, and to provide clarity to staff.

Old Version New Version
9.01 Leave of Absence With or Without Pay | 9.01 Protected vs. Unprotected Leaves
9.02 Administrative Leave 9.02 Family Medical Leave Act
9.03 Bereavement Leave 9.03 California Family Rights Act
9.04 Jury Duty 9.04 Pregnancy Disability Leave
9.05 Disability Leave 9.05 Work-Related Disability Leave
9.06 Parental Leave 9.06 Administrative Leave
9.07 Family Care Leave 9.07 Bereavement Leave
9.08 Sick Leave Accrual and Usage 9.08 Jury Duty and Witness Leave
9.09 Catastrophic Leave 9.09 Military Leave
9.10 Vacation 9.10 Domestic Violence, Sexual Assault,
Stalking Leave
9.11 Holidays 9.11 Crime Victim Leave
9.12 Personal and Management Leave 9.12 Bone Marrow and Organ Donor Leave

9.13 Paid Sick Leave for Temporary Staff 9.13 School Activities Leave

9.14 Emergency Responder Leave

9.15 Leave of Absence With or Without Pay
9.16 Wage Replacement During Leave
9.17 Sick Leave Accrual and Usage

9.18 Paid Sick Leave for Temporary Staff
9.19 Vacation

9.20 Holidays

9.21 Personal and Management Leave
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ITEM IlI-B — ACTION (continued)

Page 2

Specific changes for each section include:

New Section

Change

9.01 Protected vs.
Unprotected Leaves

Added to policy to define protected and unprotected leave, and
to clarify benefit and job protection eligibilities.

9.02 Family Medical

Separated into its own section. Provided additional clarifying

Leave Act language.
9.03 California Family Separated into its own section. Added additional family
Rights Act members to comply with the California Family Rights Act:

grandparent, grandchild, sibling, parent-in-law, and designated
person.

9.04 Pregnancy Disability
Leave

Added section per California law. Clarified that staff on
Pregnancy Disability Leave cannot be placed on leave under the
California Family Rights Act.

9.05 Work-Related
Disability Leave

Added section to create additional clarity. Staff on work-related
disability leave will be placed on leave under the Family &
Medical Leave Act and California Family Rights Act.

9.06 Administrative Leave

No changes

9.07 Bereavement Leave

No changes

9.08 Jury Duty and
Witness Leave

Added Witness Leave per California Law.

9.09 Military Leave

Added section per Federal and California Law.

9.10 Domestic Violence,
Sexual Assault,
Stalking Leave

Added section per California Law.

9.11 Crime Victim Leave

Added section per California Law.

9.12 Bone Marrow and
Organ Donor Leave

Added section per California Law.

9.13 School Activities
Leave

Added section per California Law.

9.14 Emergency
Responder Leave

Added section per California Law.

9.15 Leave of Absence
With or Without Pay

Added section to provide additional information and clarity.

9.16 Wage Replacement
During Leave

Separated into its own section. Provided additional clarifying
language.

9.17 Sick Leave Accrual
and Usage

Added additional family members to comply with California Law:
grandparent, grandchild, sibling, parent-in-law, and designated
person.

9.18 Paid Sick Leave for
Temporary Staff

Added additional family members to comply with California Law:
grandparent, grandchild, sibling, parent-in-law, and designated
person.

9.19 Vacation

Updated to reflect the current Union Agreements and
Unrepresented Employees Resolution

9.20 Holidays

Added Juneteenth

9.21 Personal and
Management Leave

Updated to reflect the current Union Agreements and
Unrepresented Employees Resolution
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ITEM IlI-B — ACTION (continued)
Page 3

Head Start COVID-19 Vaccine Mandate (Section 11.20) — Removed
e Effective April 7, 2023, the Office of Head Start no longer requires a vaccine
mandate. This section may be permanently removed from the Policies and
Procedures.

Lactation Accommodation (Section 11.21) — New
e Added section per California Law.

Personally Identifiable Information (PIl) (Section 11.22) — New
e Added to align with U.S. Department of Labor guidelines.

The updated Sections of the above noted policies are attached with changes red-lined.

The Governing Board is scheduled to take action on the policy changes on November 2,
2023.

RECOMMENDATION:

Open a public hearing, take public testimony, and take action to close the public hearing
and approve the updated Personnel Policies and Procedures Sections 9 and 11.

ACTION: Moved Seconded

VOTE: Aye Nay Abstain
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Section 9: Leaves

Protected vs. Unprotected Leaves
Section 9.01

A “protected” leave is a leave of absence where eligible employees have a legal right under federal
and/or state law to take unpaid time off work for qualifying reasons and for a specific duration with

protection from unlawful discrimination, harassment, or retaliation as a result of requesting or
taking the protected leave.

Health Benefit Plans: Employees can continue participating in any health benefit plans they
were enrolled in before the first day of the leave at the level and under the conditions of
coverage as if they had continued in employment for the protected duration of such
leave.

Reinstatement: Employees will be reinstated to their original job or an equivalent job with
equivalent pay, benefits, and other employment terms and conditions. However, an
employee has no greater right to reinstatement than if the employee had been
continuously employed rather than on leave. For example, if an employee on a protected
leave would have been laid off had the employee not gone on leave, or if the employee's
job is eliminated during the leave and no equivalent or comparable job is available, then
the employee would not be entitled to reinstatement.

An “unprotected” leave is a leave of absence that does not provide employees with federal and/or
state legal protections.

A. Health and benefit plans will cease at the end of the month when an employee is
considered in “unpaid status.” Unpaid status is when the emplovee no longer has
accruals to use during unprotected leave.

B. Reinstatement to an emplovyee’s original job, an equivalent job, and other employment
terms and conditions are not quaranteed. The Labor Agreement process regarding
employees returning from unprotected leave will be followed.
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Family Medical Leave Act
Section 9.02

A leave of absence under the federal Family and Medical Leave Act (FMLA) is a protected leave
that provides up to 12 workweeks of unpaid family/medical leave within a 12-month period under

the following conditions:

A. You have been employed with the Agency for at least 12 months before the
commencement of leave. The 12 months of employment must have accumulated within
the previous seven vears (certain exceptions apply).

B. You have worked at least 1,250 hours during the previous 12 months before the need for
leave.

Leave may be taken for one or more of the following reasons:

A. Your serious health condition that makes you unable to perform your job.

B. To care for your family member who has a serious health condition. A "family member"
includes your:

1. Spouse.
2. Parent.

3. Child under the age of 18 or a child over the age of 18 and incapable of self-care due
to mental or physical disability at the time FMLA leave is to beqgin.

C. The birth of your child or placement of a child with you for adoption or foster care.
D. Incapacity due to pregnancy, prenatal medical care, or childbirth.
E. For qualifying exigency leave to assist families of members of the Armed Forces of the

United States (including the National Guard and Reserves) to manage their affairs while
the military member is on active duty in support of a contingency operation.

F. For military caregiver leave to care for a covered military servicemember who is
undergoing medical treatment, recuperation, or therapy, who is otherwise on outpatient
status, or is otherwise on a temporary disability list for a serious injury or illness

Military Family Leave Entitlements

A. Eligible employees whose spouse, son, daughter, or parent is on covered active duty or
call to covered active duty status may use their 12-week leave entitlement for certain
gualifying exigencies. Qualifying exigencies may include attending certain military
events, arranging alternative childcare, addressing certain financial and legal
arrangements, attending certain counseling sessions, and attending post-deployment
reintegration briefings.

B. Eligible employees may also take a special leave entitlement of up to 26 weeks during a
12-month period to care for a covered servicemember. A covered servicemember is

SETA Policy Council 40 Tuesday, October 24, 2023



1. A current member of the Armed Forces, the National Guard, or the Reserves, who is
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status
or on the temporary disability retired list for a serious injury or illness.

2. A veteran who was discharged or released under conditions other than dishonorable at
any time during the five years prior to the first date the eligible employee takes FMLA
leave to care for the covered veteran and who is undergoing medical treatment,
recuperation, or therapy for a serious injury or illness. The FMLA definition of "serious
injury or illness" for current servicemembers and veterans differs from the definition of
"serious health condition."

Calculating the 12-Month Period

A. The Agency uses a rolling year to calculate the 12-month period during which 12 weeks
of family and medical leave or qualifying exigency leaves may be taken under FMLA.
A rolling 12-month period measures backward from the date an employee uses any
FMLA leave.

B. Under most circumstances, leave under federal and state law will run simultaneously,
and an eligible employee will be entitled to 12 weeks of family and medical leave in the
designated 12-month period.

C. For leave to care for a covered servicemember, the 12-month period begins on the first
day of the leave, regardless of how the 12-month period is calculated for other leaves.
Leave to care for a covered servicemember is for a maximum of 26 workweeks during a
12-month period.

Leave Procedures

A. The following procedures shall apply to FMLA leave:

1. Employees must contact Human Resources as soon as they are aware of the need for
family or medical leave. If the leave is for the expected birth, placement for adoption or
foster care, or planned medical treatment for the employee’s own serious health
condition or that of a family member, employees must notify the Agency at least 30
days before the leave begins. If possible, employees must consult with their supervisors
regarding scheduling planned medical treatment or procedures to minimize disruption to
the operations of the Agency. Any such scheduling is subject to medical certification
from the health care provider.

2. _The Agency must be informed as soon as is practical if employees are not able to
provide at least 30 days’ notice.

3. Ifthe FMLA request is made because of the employee’s own serious health condition,
the Agency may require, at its expense, a second opinion from a health care provider
that the Agency chooses. The health care provider designated to give a second opinion
will not be employed by the Agency.

4. If the second opinion differs from the first opinion, the Agency may require the
employee, at the Agency's expense, to obtain the opinion of a third health care provider
designated or approved jointly by the employee and the Agency The opinion of the third
health care provider shall be considered final and binding on the employee and the

Adgency.

Medical Certification

A. Employees have 15 calendar days from Human Resources’ request for certification to

provide it unless it is not practical to do so. The Agency may require another medical
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certification if employee’s request additional leave beyond the approved amount (For
example, if employees need two weeks of consecutive leave, but following the two
weeks they need intermittent leave, a new medical certification will be required.) If
employees do not provide medical certification in a timely manner to substantiate the
need for family and medical leave, the Agency may delay approval of the leave, or
continuation thereof, until certification is received. The leave will not be protected
under the FMLA if a certification is not received by human resources.

B. If the leave is needed to care for a family member, employees must provide
certifications from the health care providers stating:

1. Date of commencement of the serious health condition.

2. Probable duration of the condition.

3. Estimated amount of time needed to care for family member.

4. Confirmation that the serious health condition warrants employee participation.

C. Under the FMLA, when the Agency employs both parents and they each request leave
for the birth or placement for adoption or foster care of a child, the Agency will not
grant more than 12 work weeks of leave under the FMLA. However, if baby bonding
leave is under both FMLA and CFRA (running concurrently), each parent employed
by the Agency is entitled to 12 work weeks of leave.

D. If employees request leave for their own serious health condition, they must provide a
certification from the health care provider stating:

1. Date of commencement of the serious health condition.

2. Probable duration of the condition.

3. Employee’s inability to perform all or any of the essential functions of their positions
because of their serious health conditions.

If employees are on leave because of their own serious health conditions, the Agency may
require a medical certification releasing them to work or requesting modified duty before
returning to work.

E. Failure to provide a release to return to work from the employee’s health care
provider may result in denial of reinstatement until the certificate is obtained.

Leave Related to Military Service

A leave taken due to a "qualifying exigency" related to military service must be supported by a
certification of its necessity. A leave taken due to the need to care for a servicemember must be
supported by a certification by the servicemember's health care provider or other certification
allowed by law. Special certification requirements apply to leaves related to military service.

Intermittent Leave

Employees may be eligible to take FMLA leave intermittently (in blocks of time or by reducing
their normal weekly or daily work schedule) if the leave is for their own serious health condition or

that of a qualifying family member and the intermittent time off is substantiated by a medical
certification completed by the employee’s or family member’s health care provider.
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Unprotected Leave

An FMLA leave will become an unprotected leave under the following conditions:

1. The 12 weeks of FMLA have ended, and employees are unable to return.

2. Employees no longer qualify for leave under the FMLA.
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California Family Rights Act
Section 9.03

The California Family Rights Act (CFRA) provides up to 12 workweeks of protected, unpaid leave
within a 12-month period under the following conditions:

1. The employee has been employed by the Agency for at least 12 months before the
commencement of leave. The 12 months of employment accumulated within the
previous seven years (certain exceptions apply); and

2. The employee has worked at least 1,250 hours during the previous 12-month period
before the need for leave.

Leave may be taken for one or more of the following reasons:

1. Employee’s own serious health condition that makes them unable to perform their jobs.
2. To care for a family member who has a serious health condition. For purposes of CFRA

leave, a "family member" includes:
a. Spouse
b. Parent
c. Child of any age
d. Registered domestic partner
e. Grandparent

f. Grandchild
g. Sibling

h. Parent-in-law
i. Designated person*
The birth or adoption of a child or foster care placement in employees’ home.
4. A qualifying exigency related to covered active duty or a call to covered active duty of
employee’s spouse, registered domestic partner, child, or parent in the Armed Forces of

w

the United States.

* A “designated person” is someone with whom emplovees have a family-like relationship or are
related by blood. Employees must identify the individual when they request leave, and are limited to
one designated person per 12-month period.

Qualifying Exigencies Related to Active Duty

Eligible employees whose spouse, domestic partner, child, or parent is on covered active duty or call to

covered active-duty status may use their 12-week leave entitlement for certain qualifying exigencies.
Qualifying exigencies may include, but are not necessarily limited to, attending certain military events,
arranging for alternative childcare, addressing certain financial and legal arrangements, attending
certain counseling sessions, and attending post-deployment reintegration briefings.

Calculating the 12-month Period

The Agency uses a rolling, 12-month period to determine how many hours/weeks of CFRA leave
employees use. A rolling 12-month period measures backward from the date an employee uses any
CFRA leave.
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Leave Procedures

The following procedures shall apply to CFRA leave:

1. Employees must contact Human Resources as soon as they are aware of the need for
family or medical leave. If the leave is for the expected birth, placement for adoption or
foster care, or planned medical treatment for the employee’s serious health condition or
that of a family member, employees must notify the Human Resources at least 30 days
before the leave begins. If possible, employees must consult with their supervisors
regarding scheduling planned medical treatment or procedures to minimize disruption to
the operations of the Agency. Any such scheduling is subject to medical certification
from the health care provider.

2. Human Resources must be notified as soon as possible if employees are unable to
provide at least 30 days’ notice.

3. If the CFRA request is made because of the employee’s own serious health condition,
the Agency may require, at its expense, a second opinion from a health care provider of
the Agency’s choice. The health care provider designated to give a second opinion will
not be employed by the Agency.

4. If the second opinion differs from the first opinion, the Agency may require the
employee, at the Agency's expense, to obtain the opinion of a third health care provider
designated or approved jointly by the employee and the Agency. The opinion of the
third health care provider shall be considered final and binding on the employee and the

Adgency.

Medical Certification

A.

Employees have 15 calendar days from the Agency's request for medical certification to

provide unless it is not practical to do so. The Agency may require another medical

certification if employees request additional leave beyond the approved return date. (For
example, if you need two weeks of family and medical leave, but following the two weeks
you need intermittent leave, a new medical certification will be requested and required.) If
employees do not provide medical certification in a timely manner to substantiate the need
for family and medical leave, the Agency may delay approval of the leave, or continuation
thereof, until certification is received. The leave will not be protected under CFRA if a
medical certification is not received by Human Resources.

If the leave is needed to care for a family member, employees must provide a medical

certification from the family member’s health care provider stating:

1. Date of commencement of the serious health condition.

2. Probable duration of the condition.

3. Estimated amount of time for care needed by the health care provider.

4. Confirmation that the serious health condition warrants employee participation.

If the leave request is for the employees’ serious health condition, they must submit a

D.

medical certification from the health care provider stating:
1. Date of commencement of the serious health condition.
2. Probable duration of the condition.
3. Employee’s inability to perform all or any of the essential functions of their
position due to their serious health condition.

If employees are on leave because of their own serious health condition, the Agency may
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applicable.

E. Failure to provide a release to return to work or recommended work restrictions from the
emplovee’s health care provider may result in denial of reinstatement until the certificate
is obtained.

Intermittent Leave

Employees may take CFRA leave intermittently (in blocks of time or by reducing your normal weekly
or daily work schedule) if the leave is for the employee’s serious health condition or that of a qualifying
family member and the reduced leave schedule is medically necessary as determined by the health care
provider of the person with the serious health condition. One hour is the smallest increment of time that
can be used for such leave.

Unprotected Leave

Employees will not be protected by CFRA if the following conditions exist:

1. The 12 weeks of CFRA leave have ended and continued leave is still needed.
2.  Employees do not qualify for CFRA.
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Pregnancy Disability Leave
Section 9.04

A leave under California’s Pregnancy Disability Leave Law (PDL) is an unpaid, protected leave that
provides up to 4 months of leave if employees are disabled due to pregnancy, childbirth, or related
medical conditions (meaning a physical or mental condition intrinsic to pregnancy or childbirth). For

the purposes of leave under this policy, “four months” is defined as the number of days the employee

would normally work within four calendar months (one-third of a year equaling 17 1/3 weeks) if the
leave is taken continuously, following the date the pregnancy leave commences.

A. The length of PDL will be determined by the advice of employee’s health care
provider. The four months of leave includes any period of time for actual disability
caused by pregnancy, childbirth, or related medical condition. This includes leave for
severe morning sickness, prenatal care, doctor-ordered bed rest, and other reasons.

B. The Agency will consider requests for reasonable accommodation related to
pregnancy, childbirth, or related conditions, including temporarily transferring
employees to different positions (where one is available), modify work duties or
schedules or permit more frequent breaks if medically necessary.

C. Employees must provide the Agency with a written certification from a health care
provider for the need of PDL, reasonable accommodations, or transfer. The
certification must be returned no later than 15 calendar days after the Agency requests
it. Failure to do so may, in some circumstances, delay PDL, reasonable
accommodation, or transfer.

D. Return from PDL will be allowed only when emplovee’s health care provider sends a
release.
E. Leave does not need to be taken in one continuous period of time and may be taken

intermittently, as needed.

F. If intermittent leave or leave on a reduced work schedule is medically advisable,
employees may be required to transfer temporarily to an available alternative position
that meets employees’ needs. The alternative position does not need to have
equivalent job duties but must have the equivalent rate of pay and benefits, and
employees must be qualified for the position. The position must accommodate the
intermittent leave or reduced work schedule request. Transferring to an alternative
position may include altering an existing job.

G. PDL will run concurrently with the Family and Medical Leave Act (FMLA).

H. Employees will not be protected by PDL after the 4 months of protected leave have
ended and continued leave is still needed.
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Work-Related Disability Leave
Section 9.05

A. Employees who have suffered a work-related injury or illness while performing assigned
duties shall immediately notify their supervisor and Human Resources. The employee shall
undergo a medical examination as the Appointing Authority or designee deems necessary as
quickly as possible.

B. The employee will be referred to an Agency-designated facility unless the employee has
completed a Physician Designation Form prior to the injury. The employee will not be
considered absent from duty during the time required for such an examination. Failure or
refusal of the employee to undergo a medical examination shall constitute a waiver of the
leave benefits in this Section.

C. An employee who is unable to perform any work assignments because of disability incurred
in the performance of assigned duties shall be entitled to disability leave benefits provided
pursuant to the California Worker’s Compensation Insurance Act:

1. During any period of disability for which payment is not provided under worker’s
compensation insurance, employees shall use their accrued leave balances, which
includes sick leave, vacation, personal time and compensatory time off.

2. During any period of disability for which payment is provided under worker’s
compensation insurance, the employee may elect to integrate accrued leave balances with
the worker’s compensation benefits to equal an amount no greater than 100% of the
employee’s regular pay.

D. All leave provisions of this Section shall terminate on the date of the employee’s recovery
from disability, receipt of permanent disability payment, retirement, termination from
Agency employment, or death, whichever occurs first.

E. Work-related disability leave will run concurrently with the Family and Medical Leave Act
(FMLA) and the California Family Rights Act (CFRA).

Unprotected Leave

A work-related disability leave under FMLA/CFRA will become unprotected leave under the following

conditions:
1. The 12 weeks of protected leave have ended and continued leave is still needed.
2. Employees do not qualify for FMLA/CFRA.
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Administrative Leave
Section 9.0206

The Executive Director or Appointing Authority may authorize administrative leave when
circumstances necessitate the need to do so. Such leave may be paid or unpaid and usually
occurs when allegations arise which could result in disciplinary action.

Paid administrative leave is granted in unusual situations. Administrative Leave with pay should
only occur when an allegation of misconduct is of such a nature that the employee’s presence at
the workplace would be detrimental. The Executive Director, designee or Appointing Authority
shall make such a determination. Such paid administrative leave will not typically extend more
than ten (10) working days after an investigation is completed. the-cempletion-ef-said-
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Bereavement Leave
Section 9.037

A Bereavement leave with pay may be authorized for a regular employee when
needed, due to the death of her/his parent, spouse, child, grandparent, brother,
sister, mother-in-law, father-in-law, grandchild, son-in-law, daughter-in-law,
domestic partner as defined in City Ordinance 92-058, or the death of any close
relative who resided with the employee at the time of death.

B. Such absence for family death shall be limited to time which is definitely required
and shall not exceed five (5) days for any one death._This time may be continuous

or segmented.
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Jury Duty and Witness Leave
Section 9.0408

Any-ful-timeAll employees shall be allowed protected sueh-time off with pay as is required in
connection with Jury Duty or summons to appear as a witness in a judicial proceeding, pursuant to
a subpoena or court order.

A.  Employees needing time off for the purposes of Jury Duty or Witness Leave shall provide
a copy of the jury summons, court order or witness subpoena to their retify-histher
immediate supervisor immediately upon receiving notice efjury-dutythereof.

B.  Time off with pay shall be allowed as is required in connection with witness testimony or
jury duty;-previded; however only upon remittance to the Agency of full jury duty fees,
excluding mileage, or upon submittal of acceptable evidence that jury fees were waived.

C. Employees shall be allowed time off from seheduted-work without loss of pay as-is+eguired
if under subpoena #-for a proceeding in which the employee was a witness while on
official Agency business; previded-however, that payment shall be made for such time off
only upon remittance to the Agency of full witness fees, other than mileage, or upon
submittal of acceptable evidence that witness fees were waived.

Unprotected Leave

A protected jury duty or witness leave will turn into an unprotected leave under the following conditions:

1. The time required to attend jury duty or witness leave per subpoena or court order has ended, and
employee does not return to work.

2. Employee attends court proceedings without a valid jury summons, subpoena or court order, or does
not provide copies to their supervisor or Human Resources.
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Military Leave
Section 9.09

In addition to the qualifying exigency and military caregiver leave protections under the federal
Family Medical Leave Act (FMLA) and the California Family Rights Act (CFRA), employees are
provided additional protected military leaves.

A. Under the federal Uniformed Services Employment and Reemployment Rights Act (USERRA),
employees called to active duty in the U.S. military, including the U.S. Armed Forces, Reserves,
and National Guard, are provided up to five years of unpaid leave for military service. (However, a

handful of exceptions exist to this five-year limit.) Employees must be allowed to continue their
group health care benefits for up to 24 months during their leave.

1. To be eligible for leave under USERRA, the employee must meet certain requirements,
including:
a. _Providing notice to the Agency that the leave is for military service.
b. Being released from the military under honorable conditions.
c. _Applying for reinstatement within a certain period of time, depending on the length of
the leave.

2. Once the leave is over, employees must be reinstated to the position they would have held
had they been continuously employed, along with the associated seniority, pay, benefits,
and other advantages of employment.

3. If the employee is not qualified for that position, the employer must make a reasonable
effort to help the employee qualify—for example, by providing training.

B. Employees in the California National Guard who are called to active duty are entitled to
unpaid leave. Full-time employees must apply for reinstatement within 40 days after they are

discharged.
C. U.S. Armed Forces Reserves, National Guard, or Naval Militia employees are entitled to 17

days of unpaid leave per year for military training, drills, encampment, naval cruises, special
exercises, or similar activities.

D. Employees who are responding to an emergency operational mission of the California Wing
of the Civil Air Patrol are provided at least 10 days per calendar year of unpaid Civil Air
Patrol leave. Civil Air Patrol leave for a single emergency operational mission cannot exceed
more than three days unless an extension of time has been granted by the governmental entity
that authorized the emergency operational mission, and the leave extension is approved by the

Agency.
E. Employees who work an average of 20 hours or more per week, and are spouses of a member

of the Armed Forces, National Guard, or the Reserves who are on leave from deployment, are
entitled to 10 days of unpaid leave.

Formal military orders or documentation are required to take these leaves.
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Domestic Violence, Sexual Assault,
Stalking Leave

Section 9.10

A leave of absence under California’s Domestic Violence, Sexual Assault, and Stalking Leave is a
protected leave that provides reasonable and necessary unpaid leave and other reasonable accommodations
to employees who are victims of domestic violence, sexual assault, or stalking to attend legal proceedings
or obtain other needed relief.

Unpaid leave under this policy is available for an employee who is the victim of domestic violence, sexual
assault, or stalking to attend legal proceedings or to obtain or attempt to obtain any relief necessary,
including a restraining order, to ensure the employee’s own health, safety or welfare, or that of the
employee’s child or children. Employees may also request unpaid leave for the following purposes:

1. Obtain services from a domestic violence shelter or rape crisis center.

2. Seek medical attention for injuries caused by domestic violence or sexual assault.

3. Obtain psychological counseling for the domestic violence or sexual assault.

4. Take action, such as relocation, to protect against future domestic violence or sexual assault.

To request leave under this policy, an employee should provide their supervisor (reason for leave does not
have to be disclosed to supervisor) and Human Resources with as much advance notice as practicable
under the circumstances. If advanced notice is not possible, the employee requesting leave under this
policy should provide Human Resources one of the following certifications upon returning to work:

1. A police report showing that the employee was a victim of domestic violence or sexual assault.

2. A court order protecting the employee from the perpetrator or other evidence from the court or
prosecuting attorney that the employee appeared in court.

3. Documentation from a medical professional, domestic violence or sexual assault victim advocate,
health care provider, or counselor showing that the employee’s absence was due to treatment for
injuries from domestic violence or sexual assault.

In addition, the agency will provide reasonable accommodations to employees who are victims of domestic

violence, sexual assault, or stalking for the employees’ safety while at work. A reasonable accommodation
may include the implementation of safety measures, such as a transfer, reassignment, modified schedule,
changed work telephone, changed work station or installed lock; assistance in documenting domestic
violence, sexual assault, or stalking that occurs in the workplace; an implemented safety procedure; or
another adjustment to the employee’s job duties and position.
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Crime Victim Leave
Section 9.11

A leave of absence under California’s Crime Victim Leave is a protected leave that provides unpaid leave
to an eligible employee who is a victim of certain, specified felony crimes or who is an immediate family
member of a victim, a registered domestic partner of a victim, or the child of a reqgistered domestic partner

of a victim to attend and participate in judicial proceedings related to the crime.

Covered felonies include:

o Aviolent felony, as defined in subdivision (c) of §667.5 of the Penal Code.
o A serious felony, as defined in subdivision (c) of §1192.7 of the Penal Code.
o A felony provision of law proscribing theft or embezzlement.

Employees requesting leave under this policy are required to submit appropriate documentation, including

a copy of the notice of the scheduled proceeding, subpoena, or other court orders prior to the leave or as
soon as practicable.

Unprotected Leave

Employees are no longer protected by Crime Victim Leave under the following conditions:

e The judicial proceedings have ended.
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Bone Marrow and Organ Donor Leave
Section 9.12

A leave of absence under California’s Bone Marrow and Organ Donor Leave is a protected leave that
provides eligible employees up to 30 days in a 12-month period of paid leave to donate an organ to another
person and up to five days in a 12-month period of paid leave to donate bone marrow to another person. An
additional unpaid leave of up to 30 business days in a 12-month period may be granted to an employee
donating an organ.

To be eligible, employees must have been employed with the company for 90 days immediately preceding
the commencement of leave and provide a written certification that the employee is a bone marrow or
organ donor and that the procedure is medically necessary.

Unprotected Leave

Employees are no longer protected by Bone Marrow and Organ Donor Leave under the following
conditions:

e The 30 days or 5 days have ended.
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School Activities Leave
Section 9.13

A leave of absence under California’s School Activity Leave is a protected leave that provides up
to 40 hours of unpaid leave each year for employees children’s school activities.

Employees may take leave to:
« participate in activities of the school or licensed child care provider of a child;
«_find, enroll, or re-enroll a child in a school or with a licensed child care provider; or
e address a “child care provider or school emergency.”

Only 8 of the 40 hours may be used to find, enroll, or re-enroll a child.

A “child care provider or school emergency’” means that an employee’s child is unable to remain in a school or
with a child care provider because:

» The school or child care provider has requested that they be picked up;

« the child is exhibiting discipline or behavioral problems;

« there is a school closure or unexpected unavailability of a child care provider, or

« there is a natural disaster.

To qualify for school activities leave, a person must be a “parent” and have a child of the age to attend grades K
through 12.

A “parent” under the law includes a:
o Parent
o Legal guardian

o Stepparent
o Foster parent

 Grandparent
o Person standing in loco parentis to the child.

The Agency requires proof that the employee took time off for school activity-related purposes.

Unprotected Leave

A protected leave under this policy will turn into an unprotected leave under the following conditions:

o The employee cannot prove the need to use Schools Activity Leave.

e The time off required has ended.
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Emerqgency Responder Leave
Section 9.14

A leave under California’s Emergency Responder Leave is a protected leave that provides unpaid leave to
eligible employees who are volunteer firefighters, reserve peace officers, or emergency rescue personnel
so that such employees may respond to emergency duty. Additionally, employees are provided up to 14
days per calendar year of unpaid leave to engage in scheduled fire, law enforcement, or emergency rescue

training.

Employees requesting leave under this policy should comply with the following requirements:

1. Notify the Agency of their status as soon as practicable after hire or upon becoming designated as
a volunteer firefighter, reserve peace officer or emergency rescue personnel.

2. When called to emergency service or scheduled training, an employee should notify the Agency
as soon as practicable of the need for leave under this policy, provide information regarding the
start and end dates for the requested leave, and provide proof.

3. When returning from leave under this policy, the employee should provide the Agency with
appropriate written documentation confirming that during the leave, the employee was actively
engaged in responding to an emergency or participating in scheduled training.

Unprotected Leave

An Emergency Responder Leave will become an unprotected leave under the following conditions:

e The time needed has ended.
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L_eave of Absence With or Without Pay
Section 9.15

A leave of absence with or without pay will allow a reqular employee to be absent from duty for a specified
period of time and for a specified purpose per statutory requirements and the applicable collective
bargaining agreement.

Leave of Absence Duration

A leave may be granted for a period not to exceed six (6) months for the following purposes:
1. llIness or injury, including pregnancy-related disability and family care (must exhaust protected

leave);

2. Education or training which would benefit the Agency;

3. Parental leave pursuant to Agency policy, or;

4. Other personal reasons approved by the Executive Director (or the Appointing Authority).

In unusual and special circumstances, an employee may be granted up to a six (6) month extension of a leave
of absence without pay for a total of up to twelve (12) months. Such extension shall be based on unusual
and special circumstances and subject to the Executive Director's approval (or the Appointing Authority).

The Executive Director (or the Appointing Authority) may revoke a leave of absence if the reason for
granting the leave was misrepresented or has ceased to exist.

If an employee is on an approved leave of absence of six (6) months or less, necessitated by pregnancy,
illness, or disability, as verified by medical certification, the employee shall be eligible to return to their
position after such leave unless statutory provisions provide greater protection.

In all other cases, if a leave of absence necessitates a replacement with a reqular employee, the employee on
leave shall not be returned to the Agency unless a position in the employee’s classification is open when
they report for work. The employee shall be advised if the position is to be filled permanently.

If there is not such a vacancy in the employee’s current classification at the time of request to return, they
shall have preferential hiring rights for the first in either the employee’s current classification or another
classification in which they held regular status and which is either open at the time they return from the
leave or which becomes open at a later date. Such preferential hiring rights cease when either they are re-
employed in their current classification or one calendar year after termination of the leave, whichever occurs

first.

Recall rights from a leave without pay shall not supersede the recall rights of laid-off employees. Disputes
on preferential hiring rights to vacant positions shall be resolved first by classification seniority. Ties in
classification seniority shall be determined by Agency seniority. Ties in Agency seniority will be
determined by lot.

If the leave of absence without pay necessitates a temporary replacement, the employee on leave shall be
returned to the position they vacated upon their return to work.

Employees wishing to return from a leave of absence before the original date of return shall notify their
supervisor of their desire to return early, and they shall work out a mutually agreeable return date. A
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Employees who are veterans and/or members of the National Guard shall be entitled to leaves of absence to

which they are entitled pursuant to the Military and Veterans Code.

An employee failing to return from a leave of absence on the specified return date shall be considered to
have resigned from their employment with the Agency.

See Labor Agreements for more information.
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Wage Replacement During Leave
Section 9.15

No employee shall be granted a leave of absence without pay for time off, which can be
covered by the employee’s accrued vacation, compensatory time off, personal leave, or sick
leave when applicable. This does not apply to denying paid leave for an employee with
attendance issues, tardiness, or failure to follow call-in procedures when not reporting for
work. Employees may also apply for State Disability Insurance benefits, State Paid Family
Leave, Agency-Paid Parental Leave and Catastrophic Leave.

Accrued sick leave, when applicable, vacation leave, compensatory time off, personal leave,
and management leave must be used prior to taking leave without pay except as approved by

the Executive Director (or the Appointing Authority). Employees may not intersperse paid
leave accruals with unpaid leave to accrue benefits or qualify for Agency insurance
contributions.

State Disability Insurance (SDI)

SDI provides partial wage replacement for up to 52 weeks for employees who are unable to
work due to their own nonwork-related illness or injury, pregnancy, or childbirth. This
program is funded by employee payroll deductions. If eligible, employees can receive SDI
benefits, which is administered by California's Employment Development Department
(EDD). SDI pays 60-70% of employee’s regular wages.

State Disability Insurance is wage replacement and does not provide employees with a right
to take a medical leave of absence.

Paid Family Leave (PFL)

PFL provides partial wage replacement for employees in California for up to eight weeks
who need to take time off from work for the following reasons:

o To care for a parent, parent-in-law, child, spouse, registered domestic partner,
grandparent, grandchild, or sibling who is seriously ill.

e To bond with employee’s newborn, foster child, newly adopted child: or

o For a qualifying exigency related to the covered active duty or call to covered
active duty of your spouse, registered domestic partner, parent, or child in the
Armed Forces of the United States.

If eligible, employees can receive PFL benefits administered by California's Employment
Development Department (EDD). PFL pays employees 60-70% of emplovyee’s regular

wages.

Paid Family Leave is wage replacement and does not provide employees a right to take a
family leave.
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Agency-Paid Parental Leave

Employees may be eligible to take parental leave to provide care to a newborn or newly
adopted child, facilitate parental bonding and family adjustment, and to provide time to locate
suitable long-term child care arrangements.

Reqular Employees

1. An"eligible employee" is a full-time or part-time reqular employee who has completed
at least 2,080 hours of service from the most recent date of hire preceding either:
a. the birth of a child who resides with the employee and for whom the employee has
physical and legal custody, or
b. the adoption of a child under age four (4) who resides with the employee and for
whom the employee has physical and legal custody. Court appointed legal guardians
and foster parents do not qualify under this policy.

“Physical and legal custody” means that the child resides with and is under the
supervision of the employee, who has the right and responsibility to make decisions
relating to the health, education and welfare of the child.

2. "Parental leave" is any leave, whether paid or unpaid, taken by an employee within one
calendar year following the birth or adoption of a child who resides with the employee
and for whom the employee has physical and legal custody.

3. An eligible employee is entitled to parental leave only once for each birth or adoption
regardless of the number of children involved (e.qg., twins) or a change in employment
status such as from part-time to full-time. The eligible employee shall not be entitled to
an additional leave due to the same birth or adoption.

4. An eligible full-time employee shall be eligible for a paid parental leave of up to one
hundred-sixty (160) hours of continuous paid time off. An eligible part-time employee
shall be eligible for up to eighty (80) hours of continuous paid time off during the

parental leave.

5. For the initial request for parental leave, the eligible employee shall have the right to
combine unpaid leave and Agency-paid parental leave with other paid leave credits. Paid
leave credits are defined as accrued and available hours of sick leave, vacation, holiday,
and compensatory time off (CTO).

6. Parental leave shall not begin prior to the date of the child's birth or adoption. Parental
leave shall be completed within twelve (12) months immediately following the date of
the child's birth or adoption.

7. A paid or unpaid leave of absence outside of parental leave for medically verified
pregnancy complications may be requested pursuant to the Agreement or Personnel
Policies, as applicable.

Employees who are not "eligible employees" as defined above may utilize accrued and
available hours of vacation, compensatory time off (CTO), holiday, sick leave, and/or unpaid
leave during the parental leave.
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Procedures - All Employees

1. Pay Status While on Parental Leave:

a._Unpaid parental leave and paid parental leave including sick leave, vacation,
compensatory time off (CTO), and holiday time shall be utilized as follows:

i. _ Inthe event an employee elects to utilize paid leave at the beginning of parental
leave and thereafter elects either to interrupt the paid leave or exhausts paid
leave credits prior to the end of the leave, such employee will be carried on
non-paid status for the remainder of the authorized leave period.

ii. _ Inthe event an employee begins the parental leave on unpaid leave status, such
employee may utilize paid leave credits at a later date during the authorized
leave. However, paid leave credits once started are to be used continuously at
the reqularly scheduled rate, until all such credits are exhausted, or until the
employee either returns to work or voluntarily interrupts the paid leave and
elects to continue on non-paid status for the balance of the authorized leave.

iiii.  The employee shall not be entitled to selectively intersperse paid leave
credits with unpaid leave for the purpose of accruing benefits or qualifying for
Agency insurance contributions.

#-iv.  Parental leave may be integrated with Paid Family Leave (PFL) pursuant to
the provisions of this Section.

#v.  Paid parental leave shall be considered time worked for eligibility for
recognized holidays occurring during the leave

2. Leave Request Processing

An employee who wishes to apply for parental leave shall complete a Parental Leave
Request and submit the request in advance to the Appointing Authority or designee,
with supporting documentation. The completed request must be submitted at least
four (4) weeks prior to the beginning date of the leave. The Executive Director or
designee may waive the four-(4) week requirement.

a.  The Executive Director or designee shall process Leave Requests in
accordance with the Agreement and this Policy. Leave applicants shall be
notified by their supervisor regarding leave approval, within two (2) weeks
from the date the leave request was submitted.

2.3. Extension of Parental Leave

a. __Inthe event the employee desires an extension of Parental Leave beyond the
originally approved period within the maximum four (4) month parental leave
period limits, the employee must provide the Appointing Authority or
designee with a Parental Leave Extension Request. Leave extensions and
return rights for leaves exceeding the four (4) months parental leave period
shall be governed by Agreement or Personnel Policy, as applicable. The return
rights provided under this policy shall not apply to any leave of absence
exceeding four (4) months.

3-4. Extension of Probationary Period

a. _ In the event parental leave time exceeds thirty (30) calendar days, the
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probationary period shall be extended by the full period of parental leave,
including both the paid and unpaid portions.

Catastrophic Leave

A. Reqular employees who are incapacitated and unable to work due to a prolonged non-

industrial catastrophic illness or injury may be eligible to receive benefits under the

Catastrophic Leave Policy.

B. Reqular employees shall be entitled to participate in the Agency Catastrophic Leave

Policy with the following provisions:

1

An employee may donate to or receive from an unrepresented or represented
employee annual leave, vacation, holiday, compensating time off (CTO), or
management leave hours. Participation in this plan shall be voluntary. Sick leave
hours may not be donated under this provision.

All donations shall be made and accepted in writing using a form designated by
the Agency.

The donation in any category must be at least eight (8) hours and in whole-hour

increments.

The hours donated shall be converted to the receiving employee's hourly rate and

credited to the receiving employee's sick leave balance sufficient to keep the
employee on full pay and benefits for one pay period at a time.

Hours to be donated shall be debited from the donor's leave balance effective

with the pay period of the donation and are irrevocable. The hours shall be
credited to the recipient's sick leave balance pursuant to (4) above.

Management employees may only receive donations from management

employees. A non-management employee may not receive donations from a
subordinate employee where a direct supervisor/subordinate relationship exists.
Any exception to this paragraph must be approved by the Executive Director.

To be eligible to use donations, an employee must:

SETA Policy Council

a Be incapacitated and unable to work due to a prolonged non-industrial
illness or injury, which is estimated to last for at least thirty (30) calendar

days;
b. Have exhausted all usable leave balances, including sick leave;

C. Be on an approved leave of absence.

All donated hours must be used on a continuous and uninterrupted basis
and will be paid at the rate of pay and normal work schedule of the
recipient, along with all usable hours accrued, until the earliest of the
following events occurs

e, All leave balances, including both donated and accrued leave, are
exhausted; or

f The employee returns to work at their normal work schedule; or

0. The employee's employment terminates.
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8. Donations received while a recipient is still utilizing previously donated and
related accrued leave time may be used immediately thereafter.

Hours donated subsequently to exhausting all donated hours shall be
accumulated and utilized along with related accrued leave hours in amounts
equal to the recipient's normal bi-weekly work hours.

9 Used donated leave time shall count toward the application of Agency service
and benefits in the same manner as when the employee is on sick leave.

10. Used donated leave time shall be subject to the recipient's normal payroll
deductions.

C. Forthe interpretation of this policy, the following words and terms shall be construed as
stated:

Catastrophic - A medically certified condition in which the employee is incapacitated
and unable to work due to a prolonged non-industrial illness or injury, which is
estimated to last for at least thirty (30) calendar days.

Donated Hours - Pledged vacation, holiday credit, management leave, and CTO hours,
which have been donated for use by the recipient on the Agency designated form.

Usable Hours - VVacation, holiday credit, management leave, and compensating time off
hours that have been credited to an employee and are available for use by the employee.

Procedures for donating hours:

1 Pledges for donated hours will be made by the donating employee on an Agency
provided form and forwarded to the Fiscal Department.

2 All donated hours will be transferred for use by the recipient at the end of the pay
period during which the donation form is processed. Donated hours will be used
in the order received.

The Fiscal Department will confirm with Human Resources that the recipient employee is

gualified to receive donation pledges.

D. Extension of Probationary Period:
1 The probationary period shall be extended by the full period of the approved
leave of absence, including periods of paid catastrophic leave.
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Sick Leave Accrual and Usage
Section 9.6817

Sick leave accruals shall be earned by regular and probationary employees based on the equivalent of
full-time service from the date of appointment.

A Sick leave hours shall accrue to and be useable by the employee upon completion of the end of
the day on the last day of the bi-weekly pay period in which it is earned. Sick leave requires
the approval-efthe-supervisersupervisor’s approval and may be denied as provided below.
Unapproved sick leave is an absence without leave and shall be unpaid. Unexcused sick leave
is sick leave for a purpose not approved herein, or in a manner or amount which exceeds the
standards defined below.

B. Sick leave is accrued as follows:

1. 40-hour work week regular employees: sick leave hours accrue on the basis of four
(4) hours, per bi-weekly pay period of service, or thirteen (13) days annually, and may
be accumulated without limitation.

2. Less than 40-hour work week regular employees: sick leave hours shall accrue in
proportion to their regular work week hours compared with the forty (40) hour work
week so that 4-hour employees earn two (2) hours per bi-weekly pay period or 6.5 days
annually; 6-hour employees earn three (3) hours per bi-weekly pay period or 9.75 days
annually; and 7-hour employees earn three and one-half (3%2) hours per biweekly pay
period or 11.375 days annually.

C. A regular or probationary employee may utilize their accumulated sick leave when unable
to perform their work duties by-+easenbecause of the following:

1. pPhysical or mental illness

2. 60n or off-the-job injury, including victims of domestic violence, stalking and sexual abuse
as defined by the Kin Care Law

3. nNecessary medical or dental care

4. eExposure to or having an active contagious disease such that the health of employees,
or the public would be endangered by the employee being at work

5. llIness, serious medical treatment, or operation in the employee’s family, including
parent, parent-in-law, child, spouse, registered domestic partner, grandparent, grandchild,
sibling, or designated person. *Designated person is defined as a person identified by the
employee at the time the employee requests paid sick days permitted to one designated
person per 12-month period.

s .

6 pPregnancy and chlldblrth

An employee may be required to present a certificate of the attending physician or medical
practitioner to substantiate the need for and use of sick leave as allowed by law. The Agency may
also require a fitness for duty examination for cause as determined by observation of the
employee’s behavior or disclosure of their medical condition. The Agency may require a fitness
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for duty examination upon release to return to work from absence for a serious illness, injury, or
exposure to a contagious disease.

D. The Executive Director, designee, or Appointing Authority may place an employee on
involuntary sick leave when recommended by a competent medical authority and when the
employee’s presence at work endangers the health or work performance of the employee, other
employees, the Head Start children under their supervision, or Agency clients.

A
o O O o O v IJ

Employees using excessive sick leave shall be notified of the concern by their direct supervisor
as soon as practical and counseled regarding the use and abuse of sick leave. After initial verbal
counseling, upon another occurrence the employee shall be notified in writing of the attendance
requirements and advised that discipline may follow if the behavior is not corrected. Failure to
report to work regularly and to follow procedures for calling out sick may be grounds for
disciplinary action.

Excessive sick leave is defined as using sick leave in excess of that protected by law as follows:

1——The employee has a rate of utilization of sick leave in excess of that-what is protected by
law, which is in excess of fifty percent (50%) of the yearly accrual. The employee will be
notified of this utilization threshold when they reach forty percent (40%) usage, if possible.

1.

2

2 2———The employee has a pattern of sick leave use which causes concern as-teabout its
legitimacy, including time associated with weekends, holidays or other leave, and/or after refused
time off for that period.

3. Supervisors/managers shall monitor the sick leave use by all employees under their supervisor or

direction, including the-use-efusing sick leave covered by FMLA, Kin Care and other legally
protected sick leave.

F. If an employee in a class designated as Management in the annual salary classification plan dies
while employed by the Agency, whether or not the death is job-related, the beneficiary shall be paid the
monetary value of all sick leave accrued by the employee at the time of death.

G. Unused sick leave at the time of retirement shall be eligible for conversion to service credit as the
retirement plan allows.
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Paid Sick Leave for

Temporary Staff
Section 9.18

Sick leave credits shall be earned by temporary staff that are paid through the SETA payroll system in
accordance with the California Paid Sick Leave requirements.

A. Sick leave credit shall accrue to the employee upon completion of the reqular work assignment on
the last day of the bi-weekly pay period in which it is earned.

B. Sick leave is accrued as follows:

a. Sick leave shall accrue on the basis of 1 hour per 30 hours worked and may be accumulated up
to 48 hours or 6 days.

b. Temporary staff, who have completed at least 90 days of employment, may utilize their
accumulated sick leave when unable to perform their work duties because of the following:
i. Physical or mental illness

ii. On or off-the-job injury, including victims of domestic violence, stalking, and sexual abuse as
defined by the Kin Care Law

lii. Necessary medical or dental care

iv. Exposure to or having an active contagious disease such that the health of employees or the
public would be endangered by the employee being at work.

v. lllness, serious medical treatment or operation in the employee’s family, including parent,
parent-in-law, child, spouse, registered domestic partner, grandparent, grandchild, sibling, or
designated person. *Designated person is defined as a person identified by the employee at the
time the employee requests paid sick days permitted to one designated person per 12-month

period.
vi. Pregnancy and childbirth

The Agency may also require a fitness for duty examination or release upon return from absence for a
serious illness or exposure to a contagious disease.

C. Employees may use up to 24 hours of sick leave in a 12-month period. To utilize the benefits, the
Temporary staff member must request payment of sick leave hours, which can only be used when
the Temporary staff member was scheduled to work or was working. The Agency reserves the right
to request documentation regarding the need to utilize sick leave.

a. Retaliation or discrimination against an employee who requests paid sick days, uses paid sick
days, or both are prohibited.

b. Accrued Sick leave benefits will not be cashed out upon termination. However, if a Temporary
staff member returns within a year of terminating their employment, their previous balance will be
restored.

In the event that any of the terms or provisions of this policy are declared invalid or unenforceable by any

Court of competent jurisdiction or any Federal or State Government Agency having jurisdiction over the
subject matter of this Agreement, the remaining terms and provisions that are not affected thereby shall
remain in full force and effect.
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In the event that any of the terms or provisions of this policy are altered due to changesin Local, State, or

Federal law, those changes will take effect in lieu of the terms outlined in this policy, but the remaining
terms and provisions that are not affected thereby shall remain in full force and effect.
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Vacation
Section 9.2019

All regular and probationary employees who have completed six months of service with the
Agency shall be eligible to use accrued vacation.

A Acerual-of-Vacation Leave (Annual-leave)-shall accrue at the rate shown below:
1. 4.0 hours per bi-weekly pay period through three (3) years of service;

2. 5.5 hours per bi-weekly pay period beginning with four (4) and through

fifteen-ten (2510) years of service;

2-3. 6.6 hours per bi-weekly pay period beginning with eleven (11) and
through fifteen (15) years of services;

3:4. 7.1 hours per bi-weekly pay period after fifteen (15) years of service.

B. Prior to taking accrued vacation time, each employee shall obtain the-approval
from his/hertheir immediate supervisor, manager, or chief, consistent with the
requirements of the department.

nee, twice per fiscal
year, employees may be paid on a reqular payday for a maximum total of both
occurrences of one hundred (100) hours of accrued vacation in lieu of paid time
off. Such payments shall be requested in writing prior to the date on which such
payment is to be made. A payment under this provision cannot cash out within
12 contiguous months. Employees shall not be eligible to cash out annual leave
prior to completing six calendar months of service.

D. If an employee’s request for vacation is denied and the action results in the
employee having more than two times her/histheir annual vacation
entitlement, the employee will automatically be paid for the days in excess of
hisfhertheir accrued entitlement.

E. An employee who separates or is terminated from Agency Service or who takes
military leave in excess of one hundred eighty (180) days shall be paid the
monetary value of his/hertheir vacation.

F. Payment to an employee who separates or terminates shall be made on the last
work day of actual duty or as soon thereafter as is practical.

G. An employee may have any vacation leave taken charged as sick leave, if:

1. The incident(s) would normally qualify under the sick leave policy; and
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2. The employee notifies the Executive Director or designee immediately
upon histhertheir return; and

3. The employee provides the documentation required to substantiate the need
and use of sick leave.

H. Temporary empleyees-and regular employees occupying positions that are not
twelve (12) months per year shall not accrue vacation leave benefits.

1. Unless otherwise excluded, part-time-yearround-employees-shall-accrue vacation
based-on-the-equivalent-to-full-time-status-part-time regular employees shall

receive pro rata accruals based upon the ratio of how scheduled work hours
compare to forty (40) hours during the work week.

K-J.  Vacation leave earned but not taken may accrue to a maximum of four hundred eighty
(400480) hours.
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Holidays
Section 9.1120

All Agency regular and probationary employees are eligible for the benefits listed below.
Employees holding temporary, on-call, extra-help or student-intern positions are not eligible.

A.

All regular and probationary employees of the Agency shall be entitled to
holidays as specified below.

All state holidays proclaimed by the Governor, other than Thanksgiving Day, shall
not be Agency holidays unless affirmatively made so by resolution of the County
Board of Supervisors for County employees.

Such holidays include:

New Year’s Day Labor Day

Martin Luther King’s Day Veteran’s Day

President’s Day Thanksgiving Day

Cesar Chavez Day Day after Thanksgiving Day
Memorial Day Christmas Eve Day (4 hours)
Juneteenth Christmas Day

Independence Day New Year’s Eve Day (4 hours)

When one of these holidays falls on a Saturday, the-employees shall be given the
preceding Friday off. When one of these holidays falls on a Sunday, the-employees
shall be given the following Monday off.

When an employee is required to work on a recognized holiday, such work time
shall be compensated as set forth in Section 8 of these Policies and Procedures.

Employees shall work or be on paid leave the entire regularly scheduled shift
before and after the holiday to be eligible for holiday pay.

When an employee gives adequate advance notice, the Agency will make reasonable
accommodations, by rescheduling working hours or releasing them from work without

pay, to allow the employee to observe the Sabbath or other special religious holidays,
except under circumstances when such accommodations would unduly interfere with
Agency operations. Such release time may be charged to vacation or compensating-
compensatory time off if requested by the employee.
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Personal and Management Leave
Section 9.2112

A. Effective pay period 21 each year, each represented full-time employee shall be

credited with thirty-two (32) hours of personal leave time, and less than year-round

and part-time reqular employees shall be credited with a proration of thirty-two

hours based on the ratio of their reqularly scheduled work weeks to one year, or

work week to forty (40) hours.

1.

Employees hired after October 1 shall be credited on the first of the

following month with a proration of the personal leave hours based on the
number of pay periods remaining prior to pay period 20 of the following

year.

Personal leave requests shall be submitted to the supervisor and approved

prior to use of the time.

Personal leave time may be used in increments of less than a full day.

Personal leave time which is not used by pay period 20 each year may not

AB.

be cashed out. If the employee was unable to use such leave due to
unforeseen circumstances such as, but not limited to, leave of absence,
prolonged illness or injury, and/or scheduling problems created by business
needs, the personal leave balance may be carried over.

~eEach confidential employee shall receive

the equivalent of forty-eight (48) hours of personal leave July 1 of each fiscal year.

1.

Personal leave time not taken during the fiscal year may not be carried over to the
next fiscal year. All personal leave time not used by the end of the fiscal year
shall be paid to the employee in cash at the employee’s straight time base hourly
rate in effect on the last pay day in June of that fiscal year. Temporary employees
are not eligible for paid personal leave.

Employees who become eligible for the personal leave time benefit after July 1 of
any fiscal year shall receive a pro rata based upon the number of full calendar
months remaining in that fiscal year.

Part-time employees shall accrue personal leave credit on a pro-ratabasis.

The scheduling of personal leave time off must be approved in advance by the
immediate supervisor.

B.C. Inadditionto-therecognized-hohidays,-eEach management employee shall receive the

equivalent of seventy-two (72) hours of management leave per year, credited July 1 of
each fiscal year. Employees appointed after July 1 of a fiscal year shall be entitled to a
pro- rata share of management leave based upon the number of full months remaining in
that fiscal year. Management leave not taken during the fiscal year may not be carried
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over to the next fiscal year. Management leave not used before the end of the fiscal
year, shall be cashed out the following July.
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Lactation Accommodation
Section 11.21

The Agency recognizes lactating employees’ rights to request lactation accommodation, and
accommodates lactating employees by providing a reasonable amount of break time and a
suitable lactation location to any employee who desires to express breast milk for their
infant child, subject to any exemption allowed under applicable law.

If possible, the break time should run concurrently with the employee’s normally scheduled
break time. Any break time to express breast milk that does not run concurrently with the
employee’s normally scheduled break time is unpaid.

The lactation location will be private (shielded from view and free from intrusion from co-
workers and the public) and located close to employee’s work area. The location will be safe,
clean and free of toxic or hazardous materials; have a surface to place a breast pump and other
personal items; have a place to sit; and have access to electricity or alternative devices (such as
extension cords or charging stations) allowing employees to operate an electric or battery-
powered breast pump. The Agency will also provide access to a sink with running water and a
refrigerator suitable for storing milk in close proximity to employee’s workspace. If a
refrigerator cannot be provided, the Agency will provide another cooling device suitable for
storing milk, such as an Agency-provided cooler. The lactation location will not be a bathroom
or restroom. The room or location may include an employee's private office if it otherwise meets
the requirements of the lactation space. Multi-purpose rooms may be used as lactation space if
they satisfy the requirements for space; however, use of the room for lactation takes priority over
other uses for the time it is in use for lactation purposes.

Employees who desire lactation accommodations should contact Human Resources to request
accommodations. An employee's request may be provided orally, by email, or in writing, and
need not be submitted on a specific form. The Agency will engage in an interactive process with
employees to determine when and where lactation breaks will occur. If the Agency cannot
provide break time or a location that complies with this policy, Human Resources will provide a
written response to the request.

The Agency will not tolerate discrimination or retaliation against employees who exercise their
rights to lactation accommodation, including those who request time to express milk at work
and/or who lodge a complaint related to the right to lactation accommodation. If employees
believe they have been denied reasonable break time or adequate space to express milk, or have
been otherwise been denied their rights related to lactation accommodation, they have the right
to file a complaint with the Labor Commissioner.
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Personally Identifiable Information

(P11

Section 11.22

Purpose:

The Privacy Act of 1974 safequards individuals against invasions of privacy when sensitive
information is required for official use. SETA may have large quantities of sensitive information
relating to the organization, staff, subrecipients, partner organizations, and individual program
participants by virtue of its status as a steward of federal funding. This information is generally
found in personnel files, participant data sets, performance reports, program evaluations, contract
files, and other sources.

Personally Identifiable Information (P11) is defined in the Federal Uniform Guidance (2 CFR

200.1 “Personally Identifiable Information (PIll)”) as:
Information that can be used to distinquish or trace an individual’s identity, either alone
or when
combined with other personal or identifying information that is linked or linkable to a
specific individual. Some information that is considered to be Pl is available in public
sources such as telephone books, public Web sites, and university listings. This type of
information is considered to be Public PIl and includes, for example, first and last name,
address, work telephone number, email address, home telephone number, and general
educational credentials. The definition of Pl is not anchored to any single category of
information or technology. Rather, it requires a case-by-case assessment of the specific
risk that an individual can be identified. Non-Pll can become P1l whenever additional
information is made publicly available, in any medium and from any source, that, when
combined with other available information, could be used to identify an individual.

Policy:

SETA’s policy is to make every reasonable effort to safecuard confidential information,
including personally identifiable information (PI11). All staff shall strictly adhere to state and
federal requlations pertaining to privacy, confidentiality, and record security.

Consistent with U.S. Department of Labor quidelines, this policy advises all staff who have
access to sensitive/confidential/proprietary/private data, of the confidential nature of the
information, the safeguards required to protect the information, and that there are civil and
criminal sanctions for noncompliance with such safeguards that are contained in federal and state
laws.

Safeqguards:

It is expected that any employee who has access to sensitive/confidential/proprietary/private data
will utilize the information solely for approved business-related purposes. All PIl must be
secured and protected at all times.

SETA requires that all sensitive information:

e Is collected, used, and stored in a manner that ensures it will not be accessible to anyone
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not authorized to access it;

e Is not collected unless needed for the provision of employment, some service or to
determine eligibility for a program;

e Is not used for any purpose other than that in which it was intended, unless the subject of
the information (if the subject is an adult), or a parent of the subject (if the subject is a
minor or dependent), provides consent for the information to be shared;

e Can be released to the subject of the information upon his or her request;

e Is not accessible to anyone other than those authorized to access it (including agents of
oversight and regulatory entities, and in cases in which the information has been
subpoenaed, parties to the legal matter); and

e |s published only in aggregate form, preventing readers from being able to identify, or
reasonably infer the identity of, any individual subject.

In addition to the minimum requirements outlined above, SETA staff shall:
e Utilize appropriate computer, network, and internet security controls;
e Dispose of confidential information and Pll in a safe and secure manner; and

In addition, any medical or disability-related information obtained about a particular individual,
including information that could lead to the disclosure of a disability, must be collected on
separate forms. All such information, whether in hard copy, electronic, or both, must be
maintained in one or more separate files, apart from any other information about the individual,
and treated as confidential.

Staff shall ensure personnel files, case files, and related records are not left unattended in work
stations located in unsecured or public areas. Confidential information must be stored in a locked
cabinet or secured area when not in use or under the direct control of authorized personnel.
Whether these files are electronic or hard copy, they must be locked or otherwise secured (i.e.,
through password protection).

Instructions for Reporting Lost, Compromised, or Potentially Compromised PlI:

When an employee becomes aware or suspects that P11 has been lost, compromised, or
potentially compromised he/she shall provide immediate notification of the incident to SETA’s
Equal Opportunity Officer (EOQ). The employee shall provide complete and accurate
information including:

e A description of the loss, compromise, or potential compromise

e A description of the safequards used (locked cabinet, redacted PII, password protection,

etc.)

e Whether the employee has contacted or been contacted by any external organization (law
enforcement, media, etc.)

Additional P11 guidelines for Workforce specific programs can be found in the Directive dated
September 6, 2023.

The misuse or mishandling of Pll could result in discipline from the Agency. Additionally, the
employee may be liable to civil and criminal sanctions for improper disclosure.

SETA Policy Council 92 Tuesday, October 24, 2023



SETA
PERSONNEL
POLICIES

AND
PROCEDURES




SETA PERSONNEL POLICIES AND PROCEDURES

Table of Contents

Section 1 GeNeral ProViSIONS .........cccoiieiiiiece e 1-8
11 AULNOTIty and PUMPOSE. ......coviiiiiiieiiseciee e 1
12 Concurrence of Council and Board...........ccccceevviieiieve i, 2
13 Statement Of INTENT........ooiiieeee e 3
14 Personnel AdminiStration...........cccceeviiiieiie s 4
15 Equal Employment Opportunity .........cccocvevevieesieie e 5
16 Personnel Memoranda ..........ccocevveeieiiieiee e 6
17 Changes in the Policies and Procedures..........ccccvevvereeieeseesiesieennnns 7
18 Employee ResSponSibDIItY ........ccccoveiiiiiiieic e 8

Section 2 DEfiNITIONS .....cciicie e e 9-17
AJOUIN L.t et re e re e e re e teaneenre s 9
AdJOUrNEd MEETING .....viveiiiitieie e 9
AMINISTrAtIVE LEAVE ......oivieieiie et 9
AAGEINCY ettt nes 9
AGENCY SEIVICE ...ttt bbbttt bttt 9
F o (110 1] o | PP OPRR PP 9
y A | [oo= L1 o] o USSR 9
Alternate WOrk SChedule ..o 9
APPEAL ... et e e nre s 9
APPHICANT. ..o s 9
APPOINTING AULNOTILY ... 9
APPOINTMENT .. 9
Assembled EXamINation ..........ccccoveeiiiiiiie e 10
BOAIU. .. .o s 10
(@719 To [0 - (=TSSP 10
CertifICALION ...t nre e 10
CRAITPEISON ...ttt 10
ClaSSITICALION. .....ccuveciicii ettt re e 10
C1aSS SPECITICALION .....cueeuiiiiieite st 10
COLA bttt b bbb neas 10
COMMITIEE ... et e e s be e ee e 10
Compensatory Time Off ..o 10
COoNTIHCE OF INTEIEST ... 10
Confidential EMPIOYEE .......coovviiiiieiecc e 10
ContinUOUS EMPIOYMENT......cc.oiiiiiiiieieeee s 10
ContiNUOUS FIIING ..vveiiieiie e 11
[©7010] (o1 1 OSSPSR 11
DallY RALE.......ooiiiiicce s 11
=T 0] {0 ] o FO PRSPPI 11
DISMISSAL......vieieiecie et 11
DOMESLIC PAINET .. ..ciiiiiie et 11
= T 1] o LSS 12
ENQIDIE LIST ..o 12
EMPIOYEE ..o s 12

SETA Policy Council 94 Tuesday, October 24, 2023



SETA Poli§yu(§ unci

ENIY LEVEI ClaSS....uiiieiiicie ettt 12

EXAMINALION ...ttt 12
EXECULIVE DIFECION ..ot 12
EXEMPL EMPIOYEE ... 12
EXEMPL SEIVICE ...vecei et 13
EXErA HEID ..o 13
FIEX SChEAUIES ... s 13
FUIT Y BAN .o bbb 13
] | S PS 13
Grantee Operated Program ..........ccevveieieesesieeseese e seesie e sre e sre e 13
Head Start Program DITECION ..........coeieiiiiiiiinieieee e 13
HOUITY RALE ...ttt 13
Incompatible ACHIVITIES ........vcviiiecece e 13
LY 0T s 13
LEAVE OF ADSENCE.....cuiiiieeieeie ittt nee s 13
MaNAgEMENT LBAVE .....cviiiieiiiiieiiesie ettt s 13
YT Lo L TSP 13
T €L OSSP 14
MONENTY SAIANY ... s 14
Original APPOINTMENT.........ociiiieiie e 14
PAIT YA ...t 14
PAT DAY ....viiiciiiiecie e 14
PAYTOIl FHle....oeiee e 14
PErSONNE] ACLION .....cvviviiieiie sttt 14
Personnel FIle .......ooveee s 14
Physical EXamiNation............cooiiiiiiieiiicserees e 14
POSITION ...ttt ettt bbb 14

AL REGUIAN ... 14

B. Part-TIME ...eoiiii et 14

C. TEMPOTANY ..o 14

DY o] [0 ] =T TSR 14
Probationary PEriOd...........ccciveiiiiicecc e 15
o (0] 100 4 o] o S 15
Promotional EXamination ...........ccocueieierenenesesisiee e 15
RANGE ..o s 15
RECIASSITICALION ... 15
REEMPIOYMENT LIST ..o 15
REINSTALEMENT......c.eiiiieii e 15
RESIGNALION ... 15
Salary Classification Plan ...........ccccooiiiiiiiic e 15
SBNMIOTILY .ttt bbbt 15
SEPAFALION ...ttt 15
SPECIAI MEETING ...t 16
] L= PP PP PP UPT PR RTP 16
SEALUS, TYPE OF ... 16

B REQUIAT ... s 16

F. Probationary .........cccoie i 16

G. TEMPOTAIY ettt 16
Supplemental QUESTIONNAITE .........cuveiuieiiieiie e 16

BNSION L.ty g s o dé%,f’oaober 24 2023



Temporary EMPIOYEE.......c.oivei ettt 16

THANSTRE .ttt nre s 16
Unassembled EXamiNation...........cccoiiiiiiiieninisisee s 16
VACAINCY ...ttt ettt b e b et b e e e e be e nneas 17
WWIVET ...t bbb bbbttt bbbt 17
YoREALE ... 17
Section 3 Classification Plan...........cccoiieiiiiiieece e 18-20
31 Salary Classification PIan ............ccccovieiiiiniinic e 18-19
32 RECIaSSITICALION .....cveivieiiecce e 20
Section 4 Applications and SCreeNING........ccocvvviirieieieie e 21-31
41 Recruitment/ ANNOUNCEMENTS.........ccviiieiieie e 21
4.2 QuAlificatioNS/SCrEENING .......ccveieiie e 22-24
4.3 EXAMINALIONS. ....cviiieiieiie e 25-26
44 Appeals of Disqualification ...........cccccveveiiiiiieiic i 27
45 EHGIDIE LISTS ... 28
4.6 HIFNG INTEIVIEWS ... 29
4.7 Removal of Names from Eligible LiStS........c.ccccoviiinniinnciiicn 30-31
Section 5 Certifications, Appointments and Transfers...........c.ccccoovvivvnennen, 32-50
51 Filling Vacant POSITIONS .........ccoiiiiiriiiiisieee s 32
5.2 F AN o] 0 0] [ 0101 1=] ) SRS 33-34
53 Medical StaNdards..........c.ooeeeeren e 35
54 FINGEIPIINTING ..ovveiiiiie e 36
55 Criminal History Information ..............cccoveviiiii i, 37-38
5.6 Temporary Assignment of Higher DULIES ..........cccoeiiiiniiiiiiicen, 39
5.7 Temporary Reclassification.............ccccoveieiveiiecie e 40
58 TEANSTEIS ..o ens 41-42
59 REINSTALEMENT.......viiiiiiiiceeee s 43
510  ReemPIOYMENT ..ot 44-45
oI R B 1= o o | 1 o o PO USSP PRPRURRRI 46
512 NEPOTISIT ..ttt 47
513 Personnel RECOIUS.......cccoiiiiiiiieieie e 48-49
514 Temporary STaff ...t 50
Section 6 Probationary Period ... 51-53
6.1 PUrpose and DUFatioN..........couiiiierieieniesesesee e 51
6.2 Release of Probationer ...........ccoovevveieiie i 52
6.3 Fringe Benefit Status During the Probationary Period....................... 53
Section 7 Performance Evaluations ... 54-55
Section 8 Compensation Plan ... 56-63
8.1 Maintenance of Plan..........ccooiiiiiii e 56
8.2 PaY SCNEAUIE ... 57
8.3 General Salary AdJUuStMENtS........cccveiieiieiieeie e 58-59
8.4  Salary Step INCIEASES........cciiiieieierie e 60
8.5 Payment Of WagES........cooviiiiiiie et 61
SETA F,OIigy.6COunC"F>ayroII Errors....ccooovveiieiinn, gl i dé@,zoaober 24 2023



8.7

Section 9
9.1
9.2
9.3
9.4
9.5
9.6
9.7
9.8
9.9
9.10
9.11
9.12
9.13
9.14
9.15
9.16
9.17
9.18
9.19
9.20
9.21

Section 10
10.1
10.2
10.3
10.4
10.5
10.6
10.7
10.8
10.9
10.10

Section 11
11.1
11.2
11.3
11.4

115
116
11.7
11.8
11.9
11.10

SETA Policy Co:ll;icilrl
11.12

OVEItIME RALES ... 63

LBAVES ...ttt 64-86
Protected vs. Unprotected LEaVeS ..........cccceveiereneneniniseseeeeens 64-65
Family Medical Leave ACt.........ccccocviieiieiecic e 66
California Family RightsS ACt .......ccoceivveiiciieseees e 67
Pregnancy Disability Leave...........cccoiiiiiiiieneceeseeeeeeee 68
Work-Related Disability LEAVE ..........ccccveieiieiicie e 69
AdMINISTratiVe LEAVE......cccoviirieiireeseese e 70-72
BEreavement LBAVE .........cooviiiiiiiiiiiie e 73-75
Jury Duty and Witness LEAVE.........c.cccveveeieiieii e 76-77
MITITANY LEAVE ...t 78-80
Domestic Violence, Sexual Assault, Stalking Leave ..............c......... 81-82
Crime VICHM LEAVE .....ooveiiiieiiiie ettt 83
Bone Marrow and Organ Donor Leave ...........cccecevvveiinneiinnccnins 84
SChOOI ACHIVITIES LEAVE......ccvvieiiieiieiie e 85-86
Emergency Responder Leave..........ccovvviiiiiiiiiiiiiiiiien,
Leave of Absence With or Without Pay...................c..ci.
Wage Replacement During Leave..............cooovviiiiiiiiiiinan.
Sick Leave Accrual and Usage...........c.ccoveiiiiiiiiiiiiiiiiiiena,
Paid Sick Leave for Temporary Staff......................ooooiil.
VaCAtION. ...ttt
HOIdays. ..
Personal and Management Leave................ccooviiiiiiiiiiinnn.
Layoffs, Separation from Service, and Disciplinary Action......... 87-92
LAY OTT . s 87
RESIGNALION ... 87-88
DISMISSAl ... 88
DisCIPHNGry ACION.......cviiieieiie st 88-89
Causes for Disciplinary ACtION ..........cccovvviieiiieiesc e 89
NOTIFICATION ... 89-90
Appeal — Informal............cccoov i 90
ApPeal — FOrMAl ......ccoeoiiiiie e 90-91
Failure to APPEal ......c.eeoieeieeece e 91
HEAMNG .o 91-92
WOFK HaDITS. ..o s 93-136
General CoNAUCT.........c.ooieieeeeie e 93-94
HOUIS OF WOTK ... s 95-96
Incompatible ACHIVITIES........ccveiieiicccce e 97-99
Harassment, Discrimination, and Retaliation Policy and Complaint Procedure
........................................................................................................... 100-105
Vehicle and Driving POLICY ..o 106-108
Seat BEIt POIICY ...ccvveiiici e 109
Travel and MIlBAgE ........cccvviiiiiceee e 110-112
INEEINET USE....oeiiieee e 113
Electronic Mail (e-mail) ..o 114-115
Drug and Alcohol Free Workplace Policy.........cccccccevvviiiiiiiiiiecninnn, 116-119
Head Start Standards of CongyiCt...........cccoviiiiiiiininnnn. TUssasy: OB 24, 2023
Head Start Medication DiSPensing .........cccccvvvevieiieeniiesiieesie e 121-



11.13 HIVIAIDS ... 123-125

11.14 TobacCo Free POIICY ......cccocviiiiiiieiie e 126-127
11.15 Head Start Uniform POLICY .......cccccovveiieiiieceece e, 128-131
11.16  Social Media POICY ........cccooiiiiiiiiiiiiece e 132-134
11.17 Reasonable Accommodation Policy and Process..............cccu.... 135-136
11.18 Remote Work Policy and ProCesS..........cccuvereereerienirseeniesieneens 137-139
11.19 COVID-19 Prevention & Response Program ........................... 140
11.21...Lactation Accommodation...............ovveiiiiiiiiiiiieeiieeannaanin
11.22...Personally Identifiable Information (PII)..............................
Appendix A — (Exempt) Classifications ..........ccccovevieiieiiiinenie e 144
Appendix B - Conflict of Interest Classifications... ...........c..c.ccocvvvrnnnn. 145-146

SETA Policy Council 98 Tuesday, October 24, 2023



Section 9: L eaves

Protected vs. Unprotected Leaves
Section 9.01

A “protected” leave is a leave of absence where eligible employees have a legal right under federal
and/or state law to take unpaid time off work for qualifying reasons and for a specific duration with
protection from unlawful discrimination, harassment, or retaliation as a result of requesting or
taking the protected leave.

Health Benefit Plans: Employees can continue participating in any health benefit plans they
were enrolled in before the first day of the leave at the level and under the conditions of
coverage as if they had continued in employment for the protected duration of such
leave.

Reinstatement: Employees will be reinstated to their original job or an equivalent job with
equivalent pay, benefits, and other employment terms and conditions. However, an
employee has no greater right to reinstatement than if the employee had been
continuously employed rather than on leave. For example, if an employee on a protected
leave would have been laid off had the employee not gone on leave, or if the employee's
job is eliminated during the leave and no equivalent or comparable job is available, then
the employee would not be entitled to reinstatement.

An “unprotected” leave is a leave of absence that does not provide employees with federal and/or
state legal protections.

A. Health and benefit plans will cease at the end of the month when an employee is
considered in “unpaid status.” Unpaid status is when the employee no longer has
accruals to use during unprotected leave.

B. Reinstatement to an employee’s original job, an equivalent job, and other employment

terms and conditions are not guaranteed. The Labor Agreement process regarding
employees returning from unprotected leave will be followed.
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Family Medical Leave Act
Section 9.02

A leave of absence under the federal Family and Medical Leave Act (FMLA) is a protected leave
that provides up to 12 workweeks of unpaid family/medical leave within a 12-month period under
the following conditions:

A.

You have been employed with the Agency for at least 12 months before the
commencement of leave. The 12 months of employment must have accumulated within
the previous seven years (certain exceptions apply).

You have worked at least 1,250 hours during the previous 12 months before the need for
leave.

Leave may be taken for one or more of the following reasons:

A.
B.

Your serious health condition that makes you unable to perform your job.

To care for your family member who has a serious health condition. A "family member"
includes your:

1. Spouse.
2. Parent.

3. Child under the age of 18 or a child over the age of 18 and incapable of self-care due
to mental or physical disability at the time FMLA leave is to begin.

The birth of your child or placement of a child with you for adoption or foster care.
Incapacity due to pregnancy, prenatal medical care, or childbirth.

For qualifying exigency leave to assist families of members of the Armed Forces of the
United States (including the National Guard and Reserves) to manage their affairs while
the military member is on active duty in support of a contingency operation.

For military caregiver leave to care for a covered military servicemember who is
undergoing medical treatment, recuperation, or therapy, who is otherwise on outpatient
status, or is otherwise on a temporary disability list for a serious injury or illness

Military Family Leave Entitlements

A.

Eligible employees whose spouse, son, daughter, or parent is on covered active duty or
call to covered active duty status may use their 12-week leave entitlement for certain
qualifying exigencies. Qualifying exigencies may include attending certain military
events, arranging alternative childcare, addressing certain financial and legal
arrangements, attending certain counseling sessions, and attending post-deployment
reintegration briefings.

Eligible employees may also take a special leave entitlement of up to 26 weeks during a
12-month period to care for a covered servicemember. A covered servicemember is
either:
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1. A current member of the Armed Forces, the National Guard, or the Reserves, who is
undergoing medical treatment, recuperation, or therapy, is otherwise in outpatient status
or on the temporary disability retired list for a serious injury or illness.

2. A veteran who was discharged or released under conditions other than dishonorable at
any time during the five years prior to the first date the eligible employee takes FMLA
leave to care for the covered veteran and who is undergoing medical treatment,
recuperation, or therapy for a serious injury or illness. The FMLA definition of "serious
injury or illness" for current servicemembers and veterans differs from the definition of
"serious health condition."

Calculating the 12-Month Period

A. The Agency uses a rolling year to calculate the 12-month period during which 12 weeks
of family and medical leave or qualifying exigency leaves may be taken under FMLA.
A rolling 12-month period measures backward from the date an employee uses any
FMLA leave.

B. Under most circumstances, leave under federal and state law will run simultaneously,
and an eligible employee will be entitled to 12 weeks of family and medical leave in the
designated 12-month period.

C. For leave to care for a covered servicemember, the 12-month period begins on the first
day of the leave, regardless of how the 12-month period is calculated for other leaves.
Leave to care for a covered servicemember is for a maximum of 26 workweeks during a
12-month period.

Leave Procedures

A. The following procedures shall apply to FMLA leave:

1. Employees must contact Human Resources as soon as they are aware of the need for
family or medical leave. If the leave is for the expected birth, placement for adoption or
foster care, or planned medical treatment for the employee’s own serious health
condition or that of a family member, employees must notify the Agency at least 30
days before the leave begins. If possible, employees must consult with their supervisors
regarding scheduling planned medical treatment or procedures to minimize disruption to
the operations of the Agency. Any such scheduling is subject to medical certification
from the health care provider.

2. The Agency must be informed as soon as is practical if employees are not able to
provide at least 30 days’ notice.

3. Ifthe FMLA request is made because of the employee’s own serious health condition,
the Agency may require, at its expense, a second opinion from a health care provider
that the Agency chooses. The health care provider designated to give a second opinion
will not be employed by the Agency.

4. If the second opinion differs from the first opinion, the Agency may require the
employee, at the Agency's expense, to obtain the opinion of a third health care provider
designated or approved jointly by the employee and the Agency The opinion of the third
health care provider shall be considered final and binding on the employee and the
Agency.

Medical Certification

A Employees have 15 calendar days from Human Resources’ request for certification to

provide it unless it is not practical to do so. The Agency may reqruire another medical
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certification if employee’s request additional leave beyond the approved amount (For
example, if employees need two weeks of consecutive leave, but following the two
weeks they need intermittent leave, a new medical certification will be required.) If
employees do not provide medical certification in a timely manner to substantiate the
need for family and medical leave, the Agency may delay approval of the leave, or
continuation thereof, until certification is received. The leave will not be protected
under the FMLA if a certification is not received by human resources.

B. If the leave is needed to care for a family member, employees must provide
certifications from the health care providers stating:

1. Date of commencement of the serious health condition.

2. Probable duration of the condition.

3. Estimated amount of time needed to care for family member.

4. Confirmation that the serious health condition warrants employee participation.

C. Under the FMLA, when the Agency employs both parents and they each request leave
for the birth or placement for adoption or foster care of a child, the Agency will not
grant more than 12 work weeks of leave under the FMLA. However, if baby bonding
leave is under both FMLA and CFRA (running concurrently), each parent employed
by the Agency is entitled to 12 work weeks of leave.

D. If employees request leave for their own serious health condition, they must provide a
certification from the health care provider stating:

1. Date of commencement of the serious health condition.

2. Probable duration of the condition.

3. Employee’s inability to perform all or any of the essential functions of their positions
because of their serious health conditions.

If employees are on leave because of their own serious health conditions, the Agency may
require a medical certification releasing them to work or requesting modified duty before
returning to work.

E. Failure to provide a release to return to work from the employee’s health care
provider may result in denial of reinstatement until the certificate is obtained.

Leave Related to Military Service
A leave taken due to a "qualifying exigency" related to military service must be supported by a
certification of its necessity. A leave taken due to the need to care for a servicemember must be

supported by a certification by the servicemember's health care provider or other certification
allowed by law. Special certification requirements apply to leaves related to military service.

Intermittent Leave

Employees may be eligible to take FMLA leave intermittently (in blocks of time or by reducing
their normal weekly or daily work schedule) if the leave is for their own serious health condition or
that of a qualifying family member and the intermittent time off is substantiated by a medical
certification completed by the employee’s or family member’s health care provider.

SETA Policy Council 102 Tuesday, October 24, 2023



Unprotected Leave

An FMLA leave will become an unprotected leave under the following conditions:

1. The 12 weeks of FMLA have ended, and employees are unable to return.
2. Employees no longer qualify for leave under the FMLA.
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California Family Rights Act
Section 9.03

The California Family Rights Act (CFRA) provides up to 12 workweeks of protected, unpaid leave
within a 12-month period under the following conditions:

1. The employee has been employed by the Agency for at least 12 months before the
commencement of leave. The 12 months of employment accumulated within the
previous seven years (certain exceptions apply); and

2. The employee has worked at least 1,250 hours during the previous 12-month period
before the need for leave.

Leave may be taken for one or more of the following reasons:

1. Employee’s own serious health condition that makes them unable to perform their jobs.

2. To care for a family member who has a serious health condition. For purposes of CFRA
leave, a "family member" includes:

Spouse

Parent

Child of any age

Registered domestic partner

Grandparent

Grandchild

Sibling

Parent-in-law

i. Designated person*

The birth or adoption of a child or foster care placement in employees’ home.

4. A qualifying exigency related to covered active duty or a call to covered active duty of
employee’s spouse, registered domestic partner, child, or parent in the Armed Forces of
the United States.

S@ o o0 oW

w

* A “designated person” is someone with whom employees have a family-like relationship or are
related by blood. Employees must identify the individual when they request leave, and are limited to
one designated person per 12-month period.

Qualifying Exigencies Related to Active Duty

Eligible employees whose spouse, domestic partner, child, or parent is on covered active duty or call to
covered active-duty status may use their 12-week leave entitlement for certain qualifying exigencies.
Qualifying exigencies may include, but are not necessarily limited to, attending certain military events,
arranging for alternative childcare, addressing certain financial and legal arrangements, attending
certain counseling sessions, and attending post-deployment reintegration briefings.

Calculating the 12-month Period

The Agency uses a rolling, 12-month period to determine how many hours/weeks of CFRA leave
employees use. A rolling 12-month period measures backward from the date an employee uses any
CFRA leave.
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Leave Procedures

The following procedures shall apply to CFRA leave:

1. Employees must contact Human Resources as soon as they are aware of the need for
family or medical leave. If the leave is for the expected birth, placement for adoption or
foster care, or planned medical treatment for the employee’s serious health condition or
that of a family member, employees must notify the Human Resources at least 30 days
before the leave begins. If possible, employees must consult with their supervisors
regarding scheduling planned medical treatment or procedures to minimize disruption to
the operations of the Agency. Any such scheduling is subject to medical certification
from the health care provider.

2. Human Resources must be notified as soon as possible if employees are unable to
provide at least 30 days’ notice.

3. If the CFRA request is made because of the employee’s own serious health condition,
the Agency may require, at its expense, a second opinion from a health care provider of
the Agency’s choice. The health care provider designated to give a second opinion will
not be employed by the Agency.

4. If the second opinion differs from the first opinion, the Agency may require the
employee, at the Agency's expense, to obtain the opinion of a third health care provider
designated or approved jointly by the employee and the Agency. The opinion of the
third health care provider shall be considered final and binding on the employee and the
Agency.

Medical Certification

A. Employees have 15 calendar days from the Agency's request for medical certification to
provide unless it is not practical to do so. The Agency may require another medical
certification if employees request additional leave beyond the approved return date. (For
example, if you need two weeks of family and medical leave, but following the two weeks
you need intermittent leave, a new medical certification will be requested and required.) If
employees do not provide medical certification in a timely manner to substantiate the need
for family and medical leave, the Agency may delay approval of the leave, or continuation
thereof, until certification is received. The leave will not be protected under CFRA if a
medical certification is not received by Human Resources.

B. If the leave is needed to care for a family member, employees must provide a medical
certification from the family member’s health care provider stating:

1. Date of commencement of the serious health condition.

2. Probable duration of the condition.

3. Estimated amount of time for care needed by the health care provider.

4. Confirmation that the serious health condition warrants employee participation.

C. Ifthe leave request is for the employees’ serious health condition, they must submit a
medical certification from the health care provider stating:
1. Date of commencement of the serious health condition.
2. Probable duration of the condition.
3. Employee’s inability to perform all or any of the essential functions of their
position due to their serious health condition.

D. If employees are on leave because of their own serious health condition, the Agency may
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applicable.

E. Failure to provide a release to return to work or recommended work restrictions from the
employee’s health care provider may result in denial of reinstatement until the certificate
is obtained.

Intermittent Leave

Employees may take CFRA leave intermittently (in blocks of time or by reducing your normal weekly
or daily work schedule) if the leave is for the employee’s serious health condition or that of a qualifying
family member and the reduced leave schedule is medically necessary as determined by the health care
provider of the person with the serious health condition. One hour is the smallest increment of time that
can be used for such leave.

Unprotected Leave

Employees will not be protected by CFRA if the following conditions exist:
1. The 12 weeks of CFRA leave have ended and continued leave is still needed.

2. Employees do not qualify for CFRA.
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Pregnancy Disability Leave
Section 9.04

A leave under California’s Pregnancy Disability Leave Law (PDL) is an unpaid, protected leave that
provides up to 4 months of leave if employees are disabled due to pregnancy, childbirth, or related
medical conditions (meaning a physical or mental condition intrinsic to pregnancy or childbirth). For
the purposes of leave under this policy, “four months” is defined as the number of days the employee
would normally work within four calendar months (one-third of a year equaling 17 1/3 weeks) if the
leave is taken continuously, following the date the pregnancy leave commences.

A. The length of PDL will be determined by the advice of employee’s health care
provider. The four months of leave includes any period of time for actual disability
caused by pregnancy, childbirth, or related medical condition. This includes leave for
severe morning sickness, prenatal care, doctor-ordered bed rest, and other reasons.

B. The Agency will consider requests for reasonable accommodation related to
pregnancy, childbirth, or related conditions, including temporarily transferring
employees to different positions (where one is available), modify work duties or
schedules or permit more frequent breaks if medically necessary.

C. Employees must provide the Agency with a written certification from a health care
provider for the need of PDL, reasonable accommodations, or transfer. The
certification must be returned no later than 15 calendar days after the Agency requests
it. Failure to do so may, in some circumstances, delay PDL, reasonable
accommodation, or transfer.

D. Return from PDL will be allowed only when employee’s health care provider sends a
release.
E. Leave does not need to be taken in one continuous period of time and may be taken

intermittently, as needed.

F. If intermittent leave or leave on a reduced work schedule is medically advisable,
employees may be required to transfer temporarily to an available alternative position
that meets employees’ needs. The alternative position does not need to have
equivalent job duties but must have the equivalent rate of pay and benefits, and
employees must be qualified for the position. The position must accommodate the
intermittent leave or reduced work schedule request. Transferring to an alternative
position may include altering an existing job.

G. PDL will run concurrently with the Family and Medical Leave Act (FMLA).

H. Employees will not be protected by PDL after the 4 months of protected leave have
ended and continued leave is still needed.
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Work-Related Disability Leave
Section 9.05

A. Employees who have suffered a work-related injury or illness while performing assigned
duties shall immediately notify their supervisor and Human Resources. The employee shall
undergo a medical examination as the Appointing Authority or designee deems necessary as
quickly as possible.

B. The employee will be referred to an Agency-designated facility unless the employee has
completed a Physician Designation Form prior to the injury. The employee will not be
considered absent from duty during the time required for such an examination. Failure or
refusal of the employee to undergo a medical examination shall constitute awaiver of the
leave benefits in this Section.

C. An employee who is unable to perform any work assignments because of disability incurred
in the performance of assigned duties shall be entitled to disability leave benefits provided
pursuant to the California Worker’s Compensation Insurance Act:

1. During any period of disability for which payment is not provided under worker’s
compensation insurance, employees shall use their accrued leave balances, which
includes sick leave, vacation, personal time and compensatory time off.

2. During any period of disability for which payment is provided under worker’s
compensation insurance, the employee may elect to integrate accrued leave balances with
the worker’s compensation benefits to equal an amount no greater than 100% of the
employee’s regular pay.

D. All leave provisions of this Section shall terminate on the date of the employee’s recovery

from disability, receipt of permanent disability payment, retirement, termination from
Agency employment, or death, whichever occurs first.

E. Work-related disability leave will run concurrently with the Family and Medical Leave Act
(FMLA) and the California Family Rights Act (CFRA).

Unprotected Leave

A work-related disability leave under FMLA/CFRA will become unprotected leave under the following
conditions:

1. The 12 weeks of protected leave have ended and continued leave is still needed.
2. Employees do not qualify for FMLA/CFRA.
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Administrative Leave
Section 9.06

The Executive Director or Appointing Authority may authorize administrative leave when
circumstances necessitate the need to do so. Such leave may be paid or unpaid and usually
occurs when allegations arise which could result in disciplinary action.

Paid administrative leave is granted in unusual situations. Administrative Leave with pay should
only occur when an allegation of misconduct is of such a nature that the employee’s presence at
the workplace would be detrimental. The Executive Director, designee or Appointing Authority
shall make such a determination. Such paid administrative leave will not typically extend more
than ten (10) working days after an investigation is completed.
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Bereavement Leave
Section 9.07

A Bereavement leave with pay may be authorized for a regular employee when
needed, due to the death of her/his parent, spouse, child, grandparent, brother,
sister, mother-in-law, father-in-law, grandchild, son-in-law, daughter-in-law,
domestic partner as defined in City Ordinance 92-058, or the death of any close
relative who resided with the employee at the time of death.

B. Such absence for family death shall be limited to time which is definitely required

and shall not exceed five (5) days for any one death. This time may be continuous
or segmented.
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Jury Duty and Witness Leave
Section 9.08

All employees shall be allowed protected time off with pay as is required in connection with Jury
Duty or summons to appear as a witness in a judicial proceeding, pursuant to a subpoena or court
order.

A.  Employees needing time off for the purposes of Jury Duty or Witness Leave shall provide
a copy of the jury summons, court order or witness subpoena to their immediate
supervisor immediately upon receiving notice thereof.

B.  Time off with pay shall be allowed as is required in connection with witness testimony or
jury duty; however only upon remittance to the Agency of full jury duty fees, excluding
mileage, or upon submittal of acceptable evidence that jury fees were waived.

C. Employees shall be allowed time off from work without loss of pay if under subpoena for a
proceeding in which the employee was a witness while on official Agency business;
however, that payment shall be made for such time off only upon remittance to the Agency
of full witness fees, other than mileage, or upon submittal of acceptable evidence that
witness fees were waived.

Unprotected Leave

A protected jury duty or witness leave will turn into an unprotected leave under the following conditions:

1. The time required to attend jury duty or witness leave per subpoena or court order has ended, and
employee does not return to work.

2. Employee attends court proceedings without a valid jury summons, subpoena or court order, or does
not provide copies to their supervisor or Human Resources.
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Military Leave
Section 9.09

In addition to the qualifying exigency and military caregiver leave protections under the federal
Family Medical Leave Act (FMLA) and the California Family Rights Act (CFRA), employees are
provided additional protected military leaves.

A. Under the federal Uniformed Services Employment and Reemployment Rights Act (USERRA),
employees called to active duty in the U.S. military, including the U.S. Armed Forces, Reserves,
and National Guard, are provided up to five years of unpaid leave for military service. (However, a
handful of exceptions exist to this five-year limit.) Employees must be allowed to continue their
group health care benefits for up to 24 months during their leave.

1. To be eligible for leave under USERRA, the employee must meet certain requirements,
including:
a. Providing notice to the Agency that the leave is for military service.
b. Being released from the military under honorable conditions.
c. Applying for reinstatement within a certain period of time, depending on the length of
the leave.

2. Once the leave is over, employees must be reinstated to the position they would have held
had they been continuously employed, along with the associated seniority, pay, benefits,
and other advantages of employment.

3. If the employee is not qualified for that position, the employer must make a reasonable
effort to help the employee qualify—for example, by providing training.

B. Employees in the California National Guard who are called to active duty are entitled to
unpaid leave. Full-time employees must apply for reinstatement within 40 days after they are
discharged.

C. U.S. Armed Forces Reserves, National Guard, or Naval Militia employees are entitled to 17
days of unpaid leave per year for military training, drills, encampment, naval cruises, special
exercises, or similar activities.

D. Employees who are responding to an emergency operational mission of the California Wing
of the Civil Air Patrol are provided at least 10 days per calendar year of unpaid Civil Air
Patrol leave. Civil Air Patrol leave for a single emergency operational mission cannot exceed
more than three days unless an extension of time has been granted by the governmental entity
that authorized the emergency operational mission, and the leave extension is approved by the
Agency.

E. Employees who work an average of 20 hours or more per week, and are spouses of a member
of the Armed Forces, National Guard, or the Reserves who are on leave from deployment, are
entitled to 10 days of unpaid leave.

Formal military orders or documentation are required to take these leaves.
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Domestic Violence, Sexual Assault,
Stalking Leave

Section 9.10

A leave of absence under California’s Domestic Violence, Sexual Assault, and Stalking Leave is a
protected leave that provides reasonable and necessary unpaid leave and other reasonable accommodations
to employees who are victims of domestic violence, sexual assault, or stalking to attend legal proceedings
or obtain other needed relief.

Unpaid leave under this policy is available for an employee who is the victim of domestic violence, sexual
assault, or stalking to attend legal proceedings or to obtain or attempt to obtain any relief necessary,
including a restraining order, to ensure the employee’s own health, safety or welfare, or that of the
employee’s child or children. Employees may also request unpaid leave for the following purposes:

Obtain services from a domestic violence shelter or rape crisis center.

Seek medical attention for injuries caused by domestic violence or sexual assault.

Obtain psychological counseling for the domestic violence or sexual assault.

Take action, such as relocation, to protect against future domestic violence or sexual assault.

el A

To request leave under this policy, an employee should provide their supervisor (reason for leave does not
have to be disclosed to supervisor) and Human Resources with as much advance notice as practicable
under the circumstances. If advanced notice is not possible, the employee requesting leave under this
policy should provide Human Resources one of the following certifications upon returning to work:

1. A police report showing that the employee was a victim of domestic violence or sexual assault.

2. A court order protecting the employee from the perpetrator or other evidence from the court or
prosecuting attorney that the employee appeared in court.

3. Documentation from a medical professional, domestic violence or sexual assault victim advocate,
health care provider, or counselor showing that the employee’s absence was due to treatment for
injuries from domestic violence or sexual assault.

In addition, the agency will provide reasonable accommodations to employees who are victims of domestic
violence, sexual assault, or stalking for the employees’ safety while at work. A reasonable accommodation
may include the implementation of safety measures, such as a transfer, reassignment, modified schedule,
changed work telephone, changed work station or installed lock; assistance in documenting domestic
violence, sexual assault, or stalking that occurs in the workplace; an implemented safety procedure; or
another adjustment to the employee’s job duties and position.
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Crime Victim Leave
Section 9.11

A leave of absence under California’s Crime Victim Leave is a protected leave that provides unpaid leave
to an eligible employee who is a victim of certain, specified felony crimes or who is an immediate family

member of a victim, a registered domestic partner of a victim, or the child of a registered domestic partner
of a victim to attend and participate in judicial proceedings related to the crime.

Covered felonies include:

o Aviolent felony, as defined in subdivision (c) of 8667.5 of the Penal Code.
o A serious felony, as defined in subdivision (c) of §1192.7 of the Penal Code.
o Afelony provision of law proscribing theft or embezzlement.

Employees requesting leave under this policy are required to submit appropriate documentation, including
a copy of the notice of the scheduled proceeding, subpoena, or other court orders prior to the leave or as
soon as practicable.

Unprotected Leave

Employees are no longer protected by Crime Victim Leave under the following conditions:

e The judicial proceedings have ended.
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Bone Marrow and Organ Donor Leave
Section 9.12

A leave of absence under California’s Bone Marrow and Organ Donor Leave is a protected leave that
provides eligible employees up to 30 days in a 12-month period of paid leave to donate an organ to another
person and up to five days in a 12-month period of paid leave to donate bone marrow to another person. An
additional unpaid leave of up to 30 business days in a 12-month period may be granted to an employee
donating an organ.

To be eligible, employees must have been employed with the company for 90 days immediately preceding
the commencement of leave and provide a written certification that the employee is a bone marrow or
organ donor and that the procedure is medically necessary.

Unprotected Leave

Employees are no longer protected by Bone Marrow and Organ Donor Leave under the following
conditions:

e The 30 days or 5 days have ended.
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School Activities Leave
Section 9.13

A leave of absence under California’s School Activity Leave is a protected leave that provides up
to 40 hours of unpaid leave each year for employees children’s school activities.

Employees may take leave to:
« participate in activities of the school or licensed child care provider of a child;
« find, enroll, or re-enroll a child in a school or with a licensed child care provider; or
e address a “child care provider or school emergency.”

Only 8 of the 40 hours may be used to find, enroll, or re-enroll a child.

A “child care provider or school emergency” means that an employee’s child is unable to remain in a school or
with a child care provider because:

« The school or child care provider has requested that they be picked up;

« the child is exhibiting discipline or behavioral problems;

« there is a school closure or unexpected unavailability of a child care provider, or

o there is a natural disaster.

To qualify for school activities leave, a person must be a “parent” and have a child of the age to attend grades K
through 12.

A “parent” under the law includes a:
 Parent
Legal guardian
Stepparent
Foster parent
Grandparent
Person standing in loco parentis to the child.

The Agency requires proof that the employee took time off for school activity-related purposes.

Unprotected Leave

A protected leave under this policy will turn into an unprotected leave under the following conditions:

« The employee cannot prove the need to use Schools Activity Leave.

e The time off required has ended.
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Emerqgency Responder Leave
Section 9.14

A leave under California’s Emergency Responder Leave is a protected leave that provides unpaid leave to
eligible employees who are volunteer firefighters, reserve peace officers, or emergency rescue personnel
so that such employees may respond to emergency duty. Additionally, employees are provided up to 14
days per calendar year of unpaid leave to engage in scheduled fire, law enforcement, or emergency rescue
training.

Employees requesting leave under this policy should comply with the following requirements:

1. Notify the Agency of their status as soon as practicable after hire or upon becoming designated as
a volunteer firefighter, reserve peace officer or emergency rescue personnel.

2. When called to emergency service or scheduled training, an employee should notify the Agency
as soon as practicable of the need for leave under this policy, provide information regarding the
start and end dates for the requested leave, and provide proof.

3. When returning from leave under this policy, the employee should provide the Agency with
appropriate written documentation confirming that during the leave, the employee was actively
engaged in responding to an emergency or participating in scheduled training.

Unprotected L eave
An Emergency Responder Leave will become an unprotected leave under the following conditions:

e The time needed has ended.
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Leave of Absence With or Without Pay
Section 9.15

A leave of absence with or without pay will allow a regular employee to be absent from duty for a specified
period of time and for a specified purpose per statutory requirements and the applicable collective
bargaining agreement.

Leave of Absence Duration

A leave may be granted for a period not to exceed six (6) months for the following purposes:
1. Hiness or injury, including pregnancy-related disability and family care (must exhaust protected
leave);

2. Education or training which would benefit the Agency;
3. Parental leave pursuant to Agency policy, or;
4.  Other personal reasons approved by the Executive Director (or the Appointing Authority).

In unusual and special circumstances, an employee may be granted up to a six (6) month extension of a leave
of absence without pay for a total of up to twelve (12) months. Such extension shall be based on unusual
and special circumstances and subject to the Executive Director's approval (or the Appointing Authority).

The Executive Director (or the Appointing Authority) may revoke a leave of absence if the reason for
granting the leave was misrepresented or has ceased to exist.

If an employee is on an approved leave of absence of six (6) months or less, necessitated by pregnancy,
illness, or disability, as verified by medical certification, the employee shall be eligible to return to their
position after such leave unless statutory provisions provide greater protection.

In all other cases, if a leave of absence necessitates a replacement with a regular employee, the employee on
leave shall not be returned to the Agency unless a position in the employee’s classification is open when
they report for work. The employee shall be advised if the position is to be filled permanently.

If there is not such a vacancy in the employee’s current classification at the time of request to return, they
shall have preferential hiring rights for the first in either the employee’s current classification or another
classification in which they held regular status and which is either open at the time they return from the
leave or which becomes open at a later date. Such preferential hiring rights cease when either they are re-
employed in their current classification or one calendar year after termination of the leave, whichever occurs
first.

Recall rights from a leave without pay shall not supersede the recall rights of laid-off employees. Disputes
on preferential hiring rights to vacant positions shall be resolved first by classification seniority. Ties in
classification seniority shall be determined by Agency seniority. Ties in Agency seniority will be
determined by lot.

If the leave of absence without pay necessitates a temporary replacement, the employee on leave shall be
returned to the position they vacated upon their return to work.

Employees wishing to return from a leave of absence before the original date of return shall notify their
supervisor of their desire to return early, and they shall work out a mutually agreeable return date. A
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Employees who are veterans and/or members of the National Guard shall be entitled to leaves of absence to
which they are entitled pursuant to the Military and Veterans Code.

An employee failing to return from a leave of absence on the specified return date shall be considered to
have resigned from their employment with the Agency.

See Labor Agreements for more information.
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Wage Replacement During Leave
Section 9.15

No employee shall be granted a leave of absence without pay for time off, which can be
covered by the employee’s accrued vacation, compensatory time off, personal leave, or sick
leave when applicable. This does not apply to denying paid leave for an employee with
attendance issues, tardiness, or failure to follow call-in procedures when not reporting for
work. Employees may also apply for State Disability Insurance benefits, State Paid Family
Leave, Agency-Paid Parental Leave and Catastrophic Leave.

Accrued sick leave, when applicable, vacation leave, compensatory time off, personal leave,
and management leave must be used prior to taking leave without pay except as approved by
the Executive Director (or the Appointing Authority). Employees may not intersperse paid
leave accruals with unpaid leave to accrue benefits or qualify for Agency insurance
contributions.

State Disability Insurance (SDI)

SDI provides partial wage replacement for up to 52 weeks for employees who are unable to
work due to their own nonwork-related illness or injury, pregnancy, or childbirth. This
program is funded by employee payroll deductions. If eligible, employees can receive SDI
benefits, which is administered by California's Employment Development Department
(EDD). SDI pays 60-70% of employee’s regular wages.

State Disability Insurance is wage replacement and does not provide employees with a right
to take a medical leave of absence.

Paid Family Leave (PFL)

PFL provides partial wage replacement for employees in California for up to eight weeks
who need to take time off from work for the following reasons:

o To care for a parent, parent-in-law, child, spouse, registered domestic partner,
grandparent, grandchild, or sibling who is seriously ill.

e To bond with employee’s newborn, foster child, newly adopted child: or
« For a qualifying exigency related to the covered active duty or call to covered

active duty of your spouse, registered domestic partner, parent, or child in the
Armed Forces of the United States.

If eligible, employees can receive PFL benefits administered by California's Employment
Development Department (EDD). PFL pays employees 60-70% of employee’s regular
wages.

Paid Family Leave is wage replacement and does not provide employees a right to take a
family leave.
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Agency-Paid Parental Leave

Employees may be eligible to take parental leave to provide care to a newborn or newly
adopted child, facilitate parental bonding and family adjustment, and to provide time to locate
suitable long-term child care arrangements.

Regular Employees

1. An"eligible employee" is a full-time or part-time regular employee who has completed
at least 2,080 hours of service from the most recent date of hire preceding either:
a. the birth of a child who resides with the employee and for whom the employee has
physical and legal custody, or
b. the adoption of a child under age four (4) who resides with the employee and for
whom the employee has physical and legal custody. Court appointed legal guardians
and foster parents do not qualify under this policy.

“Physical and legal custody”” means that the child resides with and is under the
supervision of the employee, who has the right and responsibility to make decisions
relating to the health, education and welfare of the child.

2. "Parental leave" is any leave, whether paid or unpaid, taken by an employee within one
calendar year following the birth or adoption of a child who resides with the employee
and for whom the employee has physical and legal custody.

3. An eligible employee is entitled to parental leave only once for each birth or adoption
regardless of the number of children involved (e.g., twins) or a change in employment
status such as from part-time to full-time. The eligible employee shall not be entitled to
an additional leave due to the same birth or adoption.

4. An eligible full-time employee shall be eligible for a paid parental leave of up to one
hundred-sixty (160) hours of continuous paid time off. An eligible part-time employee
shall be eligible for up to eighty (80) hours of continuous paid time off during the
parental leave.

5. For the initial request for parental leave, the eligible employee shall have the right to
combine unpaid leave and Agency-paid parental leave with other paid leave credits. Paid
leave credits are defined as accrued and available hours of sick leave, vacation, holiday,
and compensatory time off (CTO).

6. Parental leave shall not begin prior to the date of the child's birth or adoption. Parental
leave shall be completed within twelve (12) months immediately following the date of
the child's birth or adoption.

7. A paid or unpaid leave of absence outside of parental leave for medically verified
pregnancy complications may be requested pursuant to the Agreement or Personnel
Policies, as applicable.

Employees who are not "eligible employees" as defined above may utilize accrued and
available hours of vacation, compensatory time off (CTO), holiday, sick leave, and/or unpaid
leave during the parental leave.
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Procedures - All Employees
1. Pay Status While on Parental Leave:

a Unpaid parental leave and paid parental leave including sick leave, vacation,
compensatory time off (CTO), and holiday time shall be utilized as follows:

i.  Inthe eventan employee elects to utilize paid leave at the beginning of parental
leave and thereafter elects either to interrupt the paid leave or exhausts paid
leave credits prior to the end of the leave, such employee will be carried on
non-paid status for the remainder of the authorized leave period.

ii.  Inthe eventan employee begins the parental leave on unpaid leave status, such
employee may utilize paid leave credits at a later date during the authorized
leave. However, paid leave credits once started are to be used continuously at
the regularly scheduled rate, until all such credits are exhausted, or until the
employee either returns to work or voluntarily interrupts the paid leave and
elects to continue on non-paid status for the balance of the authorized leave.

iii.  The employee shall not be entitled to selectively intersperse paid leave
credits with unpaid leave for the purpose of accruing benefits or qualifying for
Agency insurance contributions.

iv.  Parental leave may be integrated with Paid Family Leave (PFL) pursuant to
the provisions of this Section.

v.  Paid parental leave shall be considered time worked for eligibility for
recognized holidays occurring during the leave

2. Leave Request Processing

An employee who wishes to apply for parental leave shall complete a Parental Leave
Request and submit the request in advance to the Appointing Authority or designee,
with supporting documentation. The completed request must be submitted at least
four (4) weeks prior to the beginning date of the leave. The Executive Director or
designee may waive the four-(4) week requirement.

a  The Executive Director or designee shall process Leave Requests in
accordance with the Agreement and this Policy. Leave applicants shall be
notified by their supervisor regarding leave approval, within two (2) weeks
from the date the leave request was submitted.

3. Extension of Parental Leave

a.  Inthe event the employee desires an extension of Parental Leave beyond the
originally approved period within the maximum four (4) month parental leave
period limits, the employee must provide the Appointing Authority or
designee with a Parental Leave Extension Request. Leave extensions and
return rights for leaves exceeding the four (4) months parental leave period
shall be governed by Agreement or Personnel Policy, as applicable. The return
rights provided under this policy shall not apply to any leave of absence
exceeding four (4) months.

4.  Extension of Probationary Period
a.  Inthe event parental leave time exceeds thirty (30) calendar days, the
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probationary period shall be extended by the full period of parental leave,
including both the paid and unpaid portions.

Catastrophic Leave

A. Regular employees who are incapacitated and unable to work due to a prolonged non-
industrial catastrophic illness or injury may be eligible to receive benefits under the
Catastrophic Leave Policy.

B. Regular employees shall be entitled to participate in the Agency Catastrophic Leave
Policy with the following provisions:

1

SETA Policy Council

An employee may donate to or receive from an unrepresented or represented
employee annual leave, vacation, holiday, compensating time off (CTO), or
management leave hours. Participation in this plan shall be voluntary. Sick leave
hours may not be donated under this provision.

All donations shall be made and accepted in writing using a form designated by
the Agency.

The donation in any category must be at least eight (8) hours and in whole-hour
increments.

The hours donated shall be converted to the receiving employee's hourly rate and
credited to the receiving employee's sick leave balance sufficient to keep the
employee on full pay and benefits for one pay period at a time.

Hours to be donated shall be debited from the donor's leave balance effective
with the pay period of the donation and are irrevocable. The hours shall be
credited to the recipient's sick leave balance pursuant to (4) above.

Management employees may only receive donations from management
employees. A non-management employee may not receive donations from a
subordinate employee where a direct supervisor/subordinate relationship exists.
Any exception to this paragraph must be approved by the Executive Director.

To be eligible to use donations, an employee must:

a Be incapacitated and unable to work due to a prolonged non-industrial
illness or injury, which is estimated to last for at least thirty (30) calendar
days;

b. Have exhausted all usable leave balances, including sick leave;
C Be on an approved leave of absence.

All donated hours must be used on a continuous and uninterrupted basis
and will be paid at the rate of pay and normal work schedule of the
recipient, along with all usable hours accrued, until the earliest of the
following events occurs

e All leave balances, including both donated and accrued leave, are
exhausted; or

f The employee returns to work at their normal work schedule; or
g The employee's employment terminates.
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8. Donations received while a recipient is still utilizing previously donated and
related accrued leave time may be used immediately thereafter.

Hours donated subsequently to exhausting all donated hours shall be
accumulated and utilized along with related accrued leave hours in amounts
equal to the recipient's normal bi-weekly work hours.

9 Used donated leave time shall count toward the application of Agency service
and benefits in the same manner as when the employee is on sick leave.

10.  Used donated leave time shall be subject to the recipient's normal payroll
deductions.

C.  Forthe interpretation of this policy, the following words and terms shall be construed as
stated:

Catastrophic - A medically certified condition in which the employee is incapacitated
and unable to work due to a prolonged non-industrial illness or injury, which is
estimated to last for at least thirty (30) calendar days.

Donated Hours - Pledged vacation, holiday credit, management leave, and CTO hours,
which have been donated for use by the recipient on the Agency designated form.

Usable Hours - Vacation, holiday credit, management leave, and compensating time off
hours that have been credited to an employee and are available for use by the employee.

Procedures for donating hours:

1 Pledges for donated hours will be made by the donating employee on an Agency
provided form and forwarded to the Fiscal Department.

2 All donated hours will be transferred for use by the recipient at the end of the pay
period during which the donation form is processed. Donated hours will be used
in the order received.

The Fiscal Department will confirm with Human Resources that the recipient employee is
qualified to receive donation pledges.

D.  Extension of Probationary Period:
1 The probationary period shall be extended by the full period of the approved
leave of absence, including periods of paid catastrophic leave.
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Sick Leave Accrual and Usage
Section 9.17

Sick leave accruals shall be earned by regular and probationary employees based on the equivalent of
full-time service from the date of appointment.

A. Sick leave hours shall accrue to and be useable by the employee upon completion of the end of
the day on the last day of the bi-weekly pay period in which it is earned. Sick leave requires
the supervisor’s approval and may be denied as provided below. Unapproved sick leave is an
absence without leave and shall be unpaid. Unexcused sick leave is sick leave for a purpose
not approved herein, or in a manner or amount which exceeds the standards defined below.

B. Sick leave is accrued as follows:

1. 40-hour work week regular employees: sick leave hours accrue on the basis of four
(4) hours, per bi-weekly pay period of service, or thirteen (13) days annually, and may
be accumulated without limitation.

2. Less than 40-hour work week regular employees: sick leave hours shall accrue in
proportion to their regular work week hours compared with the forty (40) hour work
week so that 4-hour employees earn two (2) hours per bi-weekly pay period or 6.5 days
annually; 6-hour employees earn three (3) hours per bi-weekly pay period or 9.75 days
annually; and 7-hour employees earn three and one-half (3%2) hours per biweekly pay
period or 11.375 days annually.

C. A regular or probationary employee may utilize their accumulated sick leave when unable
to perform their work duties because of the following:

1. Physical or mental illness

2. On or off-the-job injury, including victims of domestic violence, stalking and sexual abuse
as defined by the Kin Care Law

3. Necessary medical or dental care

4. Exposure to or having an active contagious disease such that the health of employees,
or the public would be endangered by the employee being at work

5. 1lness, serious medical treatment, or operation in the employee’s family, including
parent, parent-in-law, child, spouse, registered domestic partner, grandparent, grandchild,
sibling, or designated person. *Designated person is defined as a person identified by the
employee at the time the employee requests paid sick days permitted to one designated
person per 12-month period.

6. Pregnancy and childbirth

An employee may be required to present a certificate of the attending physician or medical
practitioner to substantiate the need for and use of sick leave as allowed by law. The Agency may
also require a fitness for duty examination for cause as determined by observation of the
employee’s behavior or disclosure of their medical condition. The Agency may require a fitness
for duty examination upon release to return to work from absence for a serious illness, injury, or
exposure to a contagious disease.

D. The Executive Director, designee, or Appointing Authority may place an employee on
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involuntary sick leave when recommended by a competent medical authority and when the
employee’s presence at work endangers the health or work performance of the employee, other
employees, the Head Start children under their supervision, or Agency clients.

E. Employees using excessive sick leave shall be notified of the concern by their direct supervisor
as soon as practical and counseled regarding the use and abuse of sick leave. After initial verbal
counseling, upon another occurrence the employee shall be notified in writing of the attendance
requirements and advised that discipline may follow if the behavior is not corrected. Failure to
report to work regularly and to follow procedures for calling out sick may be grounds for
disciplinary action.

Excessive sick leave is defined as using sick leave in excess of that protected by law as follows:

1.  The employee has a rate of utilization of sick leave in excess of what is protected by law,
which is in excess of fifty percent (50%) of the yearly accrual. The employee will be
notified of this utilization threshold when they reach forty percent (40%) usage, if possible.

2. The employee has a pattern of sick leave use which causes concern about its legitimacy, including
time associated with weekends, holidays or other leave, and/or after refused time off for that period.

3. Supervisors/managers shall monitor the sick leave use by all employees under their supervisor or
direction, including using sick leave covered by FMLA, Kin Care and other legally protected sick
leave.

F. If an employee in a class designated as Management in the annual salary classification plan dies

while employed by the Agency, whether or not the death is job-related, the beneficiary shall be paid the
monetary value of all sick leave accrued by the employee at the time of death.

G. Unused sick leave at the time of retirement shall be eligible for conversion to service credit as the
retirement plan allows.
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Paid Sick Leave for

Temporary Staff
Section 9.18

Sick leave credits shall be earned by temporary staff that are paid through the SETA payroll system in
accordance with the California Paid Sick Leave requirements.

A. Sick leave credit shall accrue to the employee upon completion of the regular work assignment on
the last day of the bi-weekly pay period in which it is earned.

B. Sick leave is accrued as follows:

a. Sick leave shall accrue on the basis of 1 hour per 30 hours worked and may be accumulated up
to 48 hours or 6 days.

b. Temporary staff, who have completed at least 90 days of employment, may utilize their
accumulated sick leave when unable to perform their work duties because of the following:
i. Physical or mental illness

ii.  On or off-the-job injury, including victims of domestic violence, stalking, and sexual abuse as
defined by the Kin Care Law

Iii. Necessary medical or dental care

iv. Exposure to or having an active contagious disease such that the health of employees or the
public would be endangered by the employee being at work.

v. llness, serious medical treatment or operation in the employee’s family, including parent,
parent-in-law, child, spouse, registered domestic partner, grandparent, grandchild, sibling, or
designated person. *Designated person is defined as a person identified by the employee at the
time the employee requests paid sick days permitted to one designated person per 12-month
period.

vi. Pregnancy and childbirth

The Agency may also require a fitness for duty examination or release upon return from absence for a
serious illness or exposure to a contagious disease.

C. Employees may use up to 24 hours of sick leave in a 12-month period. To utilize the benefits, the
Temporary staff member must request payment of sick leave hours, which can only be used when
the Temporary staff member was scheduled to work or was working. The Agency reserves the right
to request documentation regarding the need to utilize sick leave.

a. Retaliation or discrimination against an employee who requests paid sick days, uses paid sick
days, or both are prohibited.

b. Accrued Sick leave benefits will not be cashed out upon termination. However, if a Temporary
staff member returns within a year of terminating their employment, their previous balance will be
restored.

In the event that any of the terms or provisions of this policy are declared invalid or unenforceable by any
Court of competent jurisdiction or any Federal or State Government Agency having jurisdiction over the
subject matter of this Agreement, the remaining terms and provisions that are not affected thereby shall
remain in full force and effect.
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In the event that any of the terms or provisions of this policy are altered due to changesin Local, State, or
Federal law, those changes will take effect in lieu of the terms outlined in this policy, but the remaining
terms and provisions that are not affected thereby shall remain in full force and effect.
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Vacation
Section 9.19

All regular and probationary employees who have completed six months of service with the
Agency shall be eligible to use accrued vacation.

A. Vacation Leave shall accrue at the rate shown below:
1. 4.0 hours per bi-weekly pay period through three (3) years of service;

2. 5.5 hours per bi-weekly pay period beginning with four (4) and through
ten (10) years of service;

3. 6.6 hours per bi-weekly pay period beginning with eleven (11) and
through fifteen (15) years of services;

4, 7.1 hours per bi-weekly pay period after fifteen (15) years of service.

B. Prior to taking accrued vacation time, each employee shall obtain approval
from their immediate supervisor, manager, or chief, consistent with the
requirements of the department.

C. With the approval of the Executive Director or designee, twice per fiscal year,
employees may be paid on a regular payday for a maximum total of both
occurrences of one hundred (100) hours of accrued vacation in lieu of paid time
off. Such payments shall be requested in writing prior to the date on which such
payment is to be made. A payment under this provision cannot cash out within
12 contiguous months. Employees shall not be eligible to cash out annual leave
prior to completing six calendar months of service.

D. If an employee’s request for vacation is denied and the action results in the
employee having more than two times their annual vacation entitlement, the
employee will automatically be paid for the days in excess of their accrued
entitlement.

E. An employee who separates or is terminated from Agency Service or who takes
military leave in excess of one hundred eighty (180) days shall be paid the
monetary value of their vacation.

F. Payment to an employee who separates or terminates shall be made on the last
work day of actual duty or as soon thereafter as is practical.

G. An employee may have any vacation leave taken charged as sick leave, if:

1. The incident(s) would normally qualify under the sick leave policy; and
2. The employee notifies the Executive Director or designee immediately
upon their return; and
3. The employee provides the documentation required to substantiate the need
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and use of sick leave.
H. Temporary and regular employees occupying positions that are not twelve

(12) months per year shall not accrue vacation leave benefits.

l. Unless otherwise excluded, part-time regular employees shall receive pro rata
accruals based upon the ratio of how scheduled work hours compare to forty (40)
hours during the work week.

J. Vacation leave earned but not taken may accrue to a maximum of four hundred eighty
(480) hours.
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Holidays
Section 9.20

All Agency regular and probationary employees are eligible for the benefits listed below.
Employees holding temporary, on-call, extra-help or intern positions are not eligible.

A. All regular and probationary employees of the Agency shall be entitled to
holidays as specified below.

B. All state holidays proclaimed by the Governor, other than Thanksgiving Day, shall
not be Agency holidays unless affirmatively made so by resolution of the County

Board of Supervisors for County employees.

C. Such holidays include:

New Year’s Day Labor Day

Martin Luther King’s Day Veteran’s Day

President’s Day Thanksgiving Day

Cesar Chavez Day Day after Thanksgiving Day

Memorial Day Christmas Eve Day (4 hours)

Juneteenth Christmas Day

Independence Day New Year’s Eve Day (4 hours)
D. When one of these holidays falls on a Saturday, employees shall be given the

preceding Friday off. When one of these holidays falls on a Sunday, employees shall
be given the following Monday off.

E. When an employee is required to work on a recognized holiday, such work time
shall be compensated as set forth in Section 8 of these Policies and Procedures.

F. Employees shall work or be on paid leave the entire regularly scheduled shift
before and after the holiday to be eligible for holiday pay.

G. When an employee gives adequate advance notice, the Agency will make reasonable
accommodations, by rescheduling working hours or releasing them from work without
pay, to allow the employee to observe the Sabbath or other special religious holidays,
except under circumstances when such accommodations would unduly interfere with
Agency operations. Such release time may be charged to vacation or compensatory
time off if requested by the employee.
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Personal and Management Leave
Section 9.21

A. Effective pay period 21 each year, each represented full-time employee shall be
credited with thirty-two (32) hours of personal leave time, and less than year-round
and part-time regular employees shall be credited with a proration of thirty-two
hours based on the ratio of their regularly scheduled work weeks to one year, or
work week to forty (40) hours.

1. Employees hired after October 1 shall be credited on the first of the
following month with a proration of the personal leave hours based on the
number of pay periods remaining prior to pay period 20 of the following
year.

2. Personal leave requests shall be submitted to the supervisor and approved
prior to use of the time.

3. Personal leave time may be used in increments of less than a full day.

4, Personal leave time which is not used by pay period 20 each year may not
be cashed out. If the employee was unable to use such leave due to
unforeseen circumstances such as, but not limited to, leave of absence,
prolonged illness or injury, and/or scheduling problems created by business
needs, the personal leave balance may be carried over.

B. Each confidential employee shall receive the equivalent of forty-eight (48) hours of
personal leave July 1 of each fiscal year.

1. Personal leave time not taken during the fiscal year may not be carried over to the
next fiscal year. All personal leave time not used by the end of the fiscal year
shall be paid to the employee in cash at the employee’s straight time base hourly
rate in effect on the last pay day in June of that fiscal year. Temporary employees
are not eligible for paid personal leave.

2. Employees who become eligible for the personal leave time benefit after July 1 of
any fiscal year shall receive a pro rata based upon the number of full calendar
months remaining in that fiscal year.

3. Part-time employees shall accrue personal leave credit on a pro-ratabasis.

4, The scheduling of personal leave time off must be approved in advance by the
immediate supervisor.

C. Each management employee shall receive the equivalent of seventy-two (72) hours of
management leave per year, credited July 1 of each fiscal year. Employees appointed
after July 1 of a fiscal year shall be entitled to a pro- rata share of management leave
based upon the number of full months remaining in that fiscal year. Management leave
not taken during the fiscal year may not be carried over to the next fiscal year.
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Management leave not used before the end of the fiscal year, shall be cashed out the
following July.

SETA Policy Council 138 Tuesday, October 24, 2023



SETA Policy Council 139 Tuesday, October 24, 2023



arwdE

N -

SETA Policy Council 140 Tuesday, October 24, 2023



Lactation Accommodation
Section 11.21

The Agency recognizes lactating employees’ rights to request lactation accommodation, and
accommodates lactating employees by providing a reasonable amount of break time and a
suitable lactation location to any employee who desires to express breast milk for their
infant child, subject to any exemption allowed under applicable law.

If possible, the break time should run concurrently with the employee’s normally scheduled
break time. Any break time to express breast milk that does not run concurrently with the
employee’s normally scheduled break time is unpaid.

The lactation location will be private (shielded from view and free from intrusion from co-
workers and the public) and located close to employee’s work area. The location will be safe,
clean and free of toxic or hazardous materials; have a surface to place a breast pump and other
personal items; have a place to sit; and have access to electricity or alternative devices (such as
extension cords or charging stations) allowing employees to operate an electric or battery-
powered breast pump. The Agency will also provide access to a sink with running water and a
refrigerator suitable for storing milk in close proximity to employee’s workspace. If a
refrigerator cannot be provided, the Agency will provide another cooling device suitable for
storing milk, such as an Agency-provided cooler. The lactation location will not be a bathroom
or restroom. The room or location may include an employee's private office if it otherwise meets
the requirements of the lactation space. Multi-purpose rooms may be used as lactation space if
they satisfy the requirements for space; however, use of the room for lactation takes priority over
other uses for the time it is in use for lactation purposes.

Employees who desire lactation accommodations should contact Human Resources to request
accommaodations. An employee's request may be provided orally, by email, or in writing, and
need not be submitted on a specific form. The Agency will engage in an interactive process with
employees to determine when and where lactation breaks will occur. If the Agency cannot
provide break time or a location that complies with this policy, Human Resources will provide a
written response to the request.

The Agency will not tolerate discrimination or retaliation against employees who exercise their
rights to lactation accommodation, including those who request time to express milk at work
and/or who lodge a complaint related to the right to lactation accommodation. If employees
believe they have been denied reasonable break time or adequate space to express milk, or have
been otherwise been denied their rights related to lactation accommodation, they have the right
to file a complaint with the Labor Commissioner.
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Personally Identifiable Information

(PII)
Section 11.22

Purpose:

The Privacy Act of 1974 safeguards individuals against invasions of privacy when sensitive
information is required for official use. SETA may have large quantities of sensitive information
relating to the organization, staff, subrecipients, partner organizations, and individual program
participants by virtue of its status as a steward of federal funding. This information is generally
found in personnel files, participant data sets, performance reports, program evaluations, contract
files, and other sources.

Personally Identifiable Information (PI1) is defined in the Federal Uniform Guidance (2 CFR

200.1 “Personally Identifiable Information (PII)”) as:
Information that can be used to distinguish or trace an individual’s identity, either alone
or when
combined with other personal or identifying information that is linked or linkable to a
specific individual. Some information that is considered to be PlI is available in public
sources such as telephone books, public Web sites, and university listings. This type of
information is considered to be Public PII and includes, for example, first and last name,
address, work telephone number, email address, home telephone number, and general
educational credentials. The definition of PII is not anchored to any single category of
information or technology. Rather, it requires a case-by-case assessment of the specific
risk that an individual can be identified. Non-PIl can become PIl whenever additional
information is made publicly available, in any medium and from any source, that, when
combined with other available information, could be used to identify an individual.

Policy:

SETA’s policy is to make every reasonable effort to safeguard confidential information,
including personally identifiable information (PII). All staff shall strictly adhere to state and
federal regulations pertaining to privacy, confidentiality, and record security.

Consistent with U.S. Department of Labor guidelines, this policy advises all staff who have
access to sensitive/confidential/proprietary/private data, of the confidential nature of the
information, the safeguards required to protect the information, and that there are civil and
criminal sanctions for noncompliance with such safeguards that are contained in federal and state
laws.

Safequards:

It is expected that any employee who has access to sensitive/confidential/proprietary/private data
will utilize the information solely for approved business-related purposes. All PII must be
secured and protected at all times.

SETA requires that all sensitive information:

o [scollected, used, and stored in a manner that ensures it will not be accessible to anyone
SETA Policy Council 142 Tuesday, October 24, 2023



not authorized to access it;

e Isnot collected unless needed for the provision of employment, some service or to
determine eligibility for a program;

e Isnot used for any purpose other than that in which it was intended, unless the subject of
the information (if the subject is an adult), or a parent of the subject (if the subject is a
minor or dependent), provides consent for the information to be shared;

e Can be released to the subject of the information upon his or her request;

e Is not accessible to anyone other than those authorized to access it (including agents of
oversight and regulatory entities, and in cases in which the information has been
subpoenaed, parties to the legal matter); and

e Is published only in aggregate form, preventing readers from being able to identify, or
reasonably infer the identity of, any individual subject.

In addition to the minimum requirements outlined above, SETA staff shall:
o Utilize appropriate computer, network, and internet security controls;
o Dispose of confidential information and PII in a safe and secure manner; and

In addition, any medical or disability-related information obtained about a particular individual,
including information that could lead to the disclosure of a disability, must be collected on
separate forms. All such information, whether in hard copy, electronic, or both, must be
maintained in one or more separate files, apart from any other information about the individual,
and treated as confidential.

Staff shall ensure personnel files, case files, and related records are not left unattended in work
stations located in unsecured or public areas. Confidential information must be stored in a locked
cabinet or secured area when not in use or under the direct control of authorized personnel.
Whether these files are electronic or hard copy, they must be locked or otherwise secured (i.e.,
through password protection).

Instructions for Reporting Lost, Compromised, or Potentially Compromised PlI:

When an employee becomes aware or suspects that Pll has been lost, compromised, or
potentially compromised he/she shall provide immediate notification of the incident to SETA’s
Equal Opportunity Officer (EOO). The employee shall provide complete and accurate
information including:
e A description of the loss, compromise, or potential compromise
o A description of the safeguards used (locked cabinet, redacted PII, password protection,
etc.)
o Whether the employee has contacted or been contacted by any external organization (law
enforcement, media, etc.)

Additional PII guidelines for Workforce specific programs can be found in the Directive dated
September 6, 2023.

The misuse or mishandling of P1I could result in discipline from the Agency. Additionally, the
employee may be liable to civil and criminal sanctions for improper disclosure.
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ITEM IlI-C — ACTION

TIMED ITEM 9:00 A.M. AND PUBLIC HEARING
APPROVAL OF SETA LONGEVITY COMPENSATION POLICY

BACKGROUND

During the Governing Board Meeting on June 1, 2023, Agency staff was tasked to work
with AFSCME to discuss incentive compensation options. The Labor Management
Committee (LMC) consisting of Agency staff and AFSCME representatives, met on June
22, 2023, August 11, 2023, and September 13, 2023. This policy is a direct outcome of
those meetings.

The purpose of this policy shall be to retain and reward qualified employees for their
continuing employment with SETA, as well as to enhance the total benefits package for
recruitment purposes. While this is intended to be an ongoing benéefit, it will be subject to
funding capacity and grant approval processes.

In accordance with federal guidelines, the LMC came to a resolution as to what an
effective and sustainable longevity compensation policy would look like in order to reward
employees who have remained in service with SETA for a minimum of five (5) years. The
incentive would begin with a $500 incentive on the pay period following the five (5) year
anniversary. Every subsequent five (5) year anniversary would see a $250 increase to
that incentive amount. See chart below.

Milestone (years) Amount
5 $500
10 $750
15 $1,000
20 $1,250
25 $1,500
30 $1,750
35 $2,000
40 $2,250

The initial implementation of this plan will be effective December 1, 2023, and will
compensate current employees at the appropriate milestone as described above.
Thereafter it will be paid in the pay period immediately following the anniversary date of
the employee at the new milestone level only.

The initial cost on December 1, 2023 is estimated to be $298,500. The continued annual
cost to the agency is expected to be approximately $85,000.
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ITEM I1I-C — ACTION (continued)
Page 2

The period for eligibility shall be based on the initial hire date to the Agency and calculated
using the anniversary date thereafter.

The Governing Board is scheduled to take action on the policy on November 2, 2023.

RECOMMENDATION:

Open a public hearing, take public testimony, and take action to close the public hearing
and approve the Longevity Compensation Policy and update Personnel Policies and
Procedures Section 8 (Compensation).

ACTION: Moved Seconded

VOTE: Aye Nay Abstain
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Section 8: Compensation Plan

Longevity Compensation
Section 8.08

The Agency will implement a Longevity Compensation program consistent
with the ongoing need to retain qualified employees and reward them for
continuing employment with SETA. It is being implemented consistent with
applicable federal regulations. While it is intended as an ongoing benefit, just
as all Agency budget line items, it is subject to funding capacity and grant
approval processes.

The initial implementation of the Plan will be effective December 1, 2023 and
will compensate current employees at the appropriate milestone as described
below. Thereafter it will be paid in the pay period immediately following the
anniversary date of the employee at the new milestone level only.

An employee shall be eligible to receive Longevity Compensation upon
reaching five (5) years of Agency service, and each 5-year milestone
thereafter. The period for eligibility shall be based on the initial hire date to
the Agency and calculated using the anniversary date thereafter.

The Longevity Compensation shall be as follows:
$500.00 at five (5) years of service;
$750.00 at ten (10) years of service;
$1,000.00 at fifteen (15) years of service;
$1,250.00 at twenty (20) years of service;
$1,500.00 at twenty-five (25) years of service;
$1,750.00 at thirty (30) years of service;
$2,000.00 at thirty-five (35) years of service; and
$2,250.00 at forty (40) years of service.
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ITEM IlI-D — ACTION

APPROVAL TO SUBMIT A REQUEST TO
CARRY OVER FUNDS FROM PROGRAM YEAR 2022-2023 TO PROGRAM
YEAR 2023-2024 FOR HEAD START AND EARLY HEAD START/CCP

BACKGROUND:

The Sacramento Employment and Training Agency (SETA) is requesting a Head
Start/Early Head Start/CCP Carryover Request to Program Year (PY) 2023-
2024. Specifically,

. The Carryover Request will extend use of the funds for unfinished
projects/purchases from PY 2022-2023 to PY 2023-24.

The total amount of the Carryover request is $10,136,494 from 2022-2023 to
2023-24. Of the total carryover amount, Head Start Basic is $8,046,853, Head
Start T&TA is $46,989, Early Head Start/CCP Basic is $1,846,825 and Early
Head Start T&TA is $195,827.

HS Basic — $1,972,423
EHS Basic - $1,626,774

SETA is requesting a carryover request of Head Start and Early Head Start/CCP Basic
funds, in the amount of $3,599,197 to purchase and complete unfinished equipment
related items (Four HVACS, Four Play Structures, Shade Structure at Walnut Grove and
Office Pod at Northview) complete unfinished building deferred maintenance projects
and purchase classroom supplies/materials/furniture that have been delayed due to
supply chain issues as a result of the pandemic from program year 2022-2023. The
request is to allow for flexibility in spending the funds for an additional 12 months. Funds
will be spent by SETA and the partner/delegate agencies in the following ways:

SETA Operated Program (Head Start - $1,972,423 & Early Head Start - $1,626,774)

Equipment — Head Start - $1,089,000

The carryover funds will be used to purchase and install four (4) HVAC units ($374,000),
install a shade structure at Walnut Grove ($55,000), purchase and install an office pod
unit at Northview ELC ($60,000), and purchase and install of play structures at Elkhorn,
Marina Vista, Cap City and Hopkins Park (600,000).

Early Head Start - $500,000

The carryover funds will be used to purchase and install a shade structure at Galt
($50,000) and purchase and install of play structures at llla Collins, Marina Vista and
Hillsdale (450,000).

Supplies — Early Head Start - $150,358

The carryover funds will used to purchase various indoor and outdoor classroom
supplies, computers and docking stations; help furnish and replace old and worn chairs
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ITEM IlI-D — ACTION (continued)
Page 2

and furniture at parent areas and welcome spaces at centers; and purchase
replacement supplies and materials for the Home-Based socialization room.

Construction — Head Start - $129,200
The funds will be used to complete the parking lot renovations at Northview ELC. The
parking lot will be completely redone and ensured that it will be ADA compliant.

Other — Head Start - $754,223 & Early Head Start - $976,416

SETA will allocate funds towards various deferred maintenance projects, such as repairs
to the bathrooms at Fruitridge and Galt, outdoor rubber flooring at Grizzly Hollow,
painting at various sites, and drainage repair on the play yard at Mather. Other
anticipated projects include, but are not limited to, landscaping/tree removal, interior and
exterior paint, cement/pathway replacement, canvas replacements on shade structures,
fencing, artificial turf, tuff sheds, lights/ballast replacements, water heaters, toilets,
sinks/countertops, cabinetry, etc.

Contractual (Head Start - $6,074,430 & Early Head Start - $220,051)

Elk Grove is requesting carryover funds to complete various deferred maintenance
projects to enhance the outdoor environments with the purchase and install of shade
structures at Irene B. West and Beitzel Elementary. Sac City USD is requesting to
carryover funds to purchase/install new flooring and carpet at each of their Head Start
centers and other deferred maintenance projects. They will also be purchasing various
technology supplies help improve the classroom environment. San Juan USD is
requesting carryover funds to purchase additional classroom furniture, classroom
improvements and new classroom technology supplies. Twin Rivers is requesting a
carryover to complete previously approved capital projects at the Morey Ave (Paving,
Marquee, Turf, Shade Canvas, Shad Structure) and Rio Linda (Turf) sites. They also
plan to work on various deferred maintenance projects with the carryover funds. WCIC
will utilize their carryover funds towards classroom supplies. River Oak Center for
Children will be carryover funds to be utilized towards future trainings for their staff to
attend. And SCOE will utilize carryover funds towards the purchase of supplies and
other needed resources to support their program objectives.

Head Start Basic Carryover (PY 3 to PY 4)

Program Fun_d§ Funds Carried
Remaining Over'
Twin River USD $668,336 $668,336
Elk Grove USD 799,936 799,936
Sac City USD 1,281,008 1,281,008
San Juan USD 3,251,100 3,251,100
WCIC 74,050 74,050
SETA 1,972,423 1,972,423
Total 8,046,853 8,046,853

SETA Policy Council

148

Tuesday, October 24, 2023




ITEM IlI-D — ACTION (continued)

Page 3

Early Head Start/CCP Basic Carryover (PY 3 to PY 4)

Program Fun_d§ Funds Carried
Remaining Over'

Twin River USD $95,543 $95,543
San Juan USD 357 357
SCOE 53,839 53,839
River Oak Children’s Center 70,3121 70,312
SETA 1,626,774 1,626,774
Total 1,846,825 1,846,825

L Delegates may relinquish funds to be retuned back to the Grantee. It is at the grantee’s discretion to release any
relinquished funds for competitive proposal amongst the delegates agencies. SETA will update ACF and OHS if there are
any funds changing between Delegate agencies.

CARRYOVER REQUEST (YEAR 3 — PY 22/23)

HS/EHS T&TA GRANT FuNDs $242,816

HS T&TA - $46,989
EHS/CCP T&TA - $195,827

Head Start

SETA and its Delegate Agencies (Twin Rivers, Sac City USD and San Juan USD) are
requesting to carryover over its remaining T&TA funds to be used towards upcoming
trainings, conferences and webinars to continue to promote staff development. The
chart below reflects the amount that each agency will carryover over from the 22-23

program year to the 23-24 program year.

Head Start Basic T&TA Carryover (PY 3 to PY 4)

Program Fun_d§ Funds Carried
Remaining Over
Twin River USD $75 $75
Sac City USD 7,878 7,878
San Juan USD 7,751 7,751
SETA 31,285 31,285
Total $46,989 $46,989
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ITEM IlI-D — ACTION (continued)
Page 4

Early Head Start/CCP Basic Carryover (PY 3 to PY 4)

Proaram Funds Funds Carried
9 Remaining Over
San Juan USD $38,835 $38,835
SETA 156,992 156,992
Total $195,827 $195,827

NON-FEDERAL SHARE (NFS) $2,534,124

Head Start Basic and T&TA

Early Head Start/CCP Basic and
T&TA

$2,023,461

$510,664

SETA Operated Program — SETA has identified the following sources of non-federal

share to meet the required match including:

Head Start - $500,927 Early Head Start/CCP - $445,942

Parent/Other Volunteers - Classroom volunteers include parent classroom
volunteers, School Readiness Aides, and Parent Food Aides. SETA anticipates
approximately 26,250.8733 hours of additional volunteer time. Volunteer hours
are valued at the current associate teacher wage rate with fringe benefits

($36.07/hour).

Delegate Agencies - Delegate NFS sources are outlined in individual budget and
budget narratives on HSES. Non-Federal Share for Head Start and Early Start Basic is

$1,587,256

Head Start - $1,522,534 Early Head Start - $64,722

RECOMMENDATION:

Approve the submission of a carryover request for Program Year 2023-2024,
from Head Start supplemental duration grant in an amount not to exceed

$10,136,494

ACTION: Moved

VOTE: Aye Nay
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ITEM IlI-E — ACTION

ELECTION OF HEAD START POLICY COUNCIL VICE-CHAIR AND
PARLIAMENTARIAN FOR PROGRAM YEAR 2023-2024

BACKGROUND:

This agenda item provides an opportunity for the Policy Council (PC) to elect officers
for Program Year 2023-2024. The duties of PC officers shall be as prescribed in the
Bylaws and shall also include such other duties as may be established by the PC that
are not in conflict with these Bylaws, Article V — Officers, Section 2B and 2C:

Section 2, B of the Bylaws states: No member shall hold more than one (1) office at a
time, and no member shall be eligible to serve more than two (2) terms in the same
office. No more than one (1) representative per each of the SOP, Delegate Agencies,
or Community Representatives shall serve as an officer.

Section 2, C of the Bylaws States: A SOP Parent Advisory Committee (PAC) member
who has not been re-elected/replaced (called a holding member) shall not be eligible for
election to represent PAC on PC or hold an officer position.

SECTION 3: Duties of Officers

The duties of PC officers shall be as prescribed in these Bylaws and shall include such
other duties as may be established by the PC that are not in conflict with
these Bylaws.

The duties of the PC officers shall be as prescribed in these Bylaws and shall also
include such other duties as may be established by the PC that are not in conflict with
these Bylaws.

B. The Vice Chair shall serve as Chair of the PC in the absence of the Chair, and
shall have all the delegated powers. The Vice Chair will assume the position of
Chair if the seat of Chair is vacated. An election will be held for Vice Chair.
Should both the Chair and Vice Chair leave office simultaneously, an election will
be held at the next regularly scheduled meeting to replace both. The Secretary
shall preside over the election in this event. The Vice Chair shall oversee the
Parent Ambassador Committee.

E. The Parliamentarian shall advise the presiding officer on matters pertaining to
parliamentary procedure and oversee the Personnel/Bylaws Committee. If the
Parliamentarian sits by the Chair, he or she is not entitled to make motions,
discuss motions, or vote.
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ITEM IlI-E — ACTION (continued)
Page 2

RECOMMENDATION:

That the Policy Council elect a Vice Chair and Parliamentarian.

Vice Chair: Parliamentarian:
ACTION: Moved: Second:
VOTE: Aye: Nay: Abstentions:
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ITEM IV-A — INFORMATION

STANDING INFORMATION

BACKGROUND:
A. Standing Information Items
»  Fiscal Monthly Report/Corporate Card Monthly Statement of Account: Mr.
Victor Han

»  Health Service Advisory Committee (HSAC) Report: Ms. Fienishia Wash
»  Community Resources — Parents/Staff: Ms. Fienishia Wash

e Water Festival
e Help Me Grow

NOTES:
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HATTAF International with the acknowledgement of the City of Sacramento,
County of Sacramento and several state agencies presents

“Be water friendly..do nol be an enemy of water”

2023 Saeramento

WATER FESTIVAL

Discovery Park Saturday
e NOV 4

Parking: $6 10 AM — 4 PM

CU\ltU\ral FREE ADMISSION!
Forformances ~ | J_l Vi

| e
Activities Y ® qu'lc
for \d
K‘O(s Vendors

VENDORS CONTACT: Dr. Flora M.White-Cooper (800) 267-2836, hattafintrn@aol.com
PERFORMERS CONTACT: Maia Ifalami (916) 821-6466

www.sacramentowaterfestival.com
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ITEM IV-B - INFORMATION

SETA'S RECRUITMENT UPDATE

BACKGROUND:

SETA continues to actively recruit, screen, interview and on-board new staff to support
the Children and Family Services Department. A summary report of activities will be
sent under separate cover.

NOTES:
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ITEM IV-C — INFORMATION

SETA GOVERNING BOARD MINUTES

BACKGROUND:

Attached for your information is a copy of the most recent minutes of the SETA
Governing Board.

Staff will be available to answer questions.

NOTES:
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REGULAR MEETING OF THE SACRAMENTO EMPLOYMENT AND
TRAINING AGENCY GOVERNING BOARD
Minutes/Synopsis
(The minutes reflect the actual progression of the meeting.)

SETA Board Room Thursday, September 7, 2023

925 Del Paso Blvd., Suite 100 10:00 a.m.
Sacramento, CA 95815

Call to Order/Roll Call/Pledge of Allegiance

Mr. Kennedy called the meeting to order at 10:06 a.m. The roll was called and a
quorum was established.

Members Present:

Mai Vang, Vice Chair, Mayor Pro Tem, City of Sacramento

Sophia Scherman, Member, Public Representative

Patrick Kennedy, Chair, Board of Supervisors

Rich Desmond, Member, Board of Supervisors (arrived and seated at 10:13
a.m.)

Eric Guerra; Vice Mayor, City of Sacramento

Members Absent:

Consent ltems

Approval of Minutes of the August 3, 2023 Regular Board Meeting
Approval of Claims and Warrants

Approval to Amend the Conflict of Interest Code for the Sacramento Employment
and Training Agency

Approval of the Submission of the Student Training and Employment Program
(STEP) Application to the California Department of Rehabilitation and
Authorization for the Executive Director to Execute the Agreement and Any Other
Documents Required by the Funding Source

Approval to Modify Greater Sacramento Urban League’s Vendor Services
Contract

Moved/Scherman, second/Guerra, to approve the following consent items:
A. Approval of Minutes of the August 3, 2023 Regular Board Meeting
B. Approval of Claims and Warrants
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C. Approval to Amend the Conflict of Interest Code for the Sacramento
Employment and Training Agency

D. Approval of the Submission of the Student Training and Employment
Program (STEP) Application to the California Department of Rehabilitation
and Authorization for the Executive Director to Execute the Agreement and
Any Other Documents Required by the Funding Source

E. Approval to Modify Greater Sacramento Urban League’s Vendor Services
Contract

Roll call vote:

Aye: 4 (Guerra, Vang, Scherman, Kennedy)
Nay: 0

Abstention: 0

Absent: 1 (Desmond)

11l. Action Iltems

A. GENERAL ADMINISTRATION/SETA:

1. Approval of Recommendations of Amendments to the Sacramento Employment
and Training Agency Joint Exercise of Powers Agreement

Legal Counsel reviewed the item. He advised that based on the previous
discussions with respect to the appointment process for the SETA Executive
Director, and consistent with those discussions, an amendment to the Joint
Powers Agreement (JPA) was drafted for the Board’s consideration. The
proposed amendment provides that the SETA Governing Board would be
responsible for the hiring and firing of any SETA Executive Director in the future.

Legal Counsel explained that the second provision is to increase the threshold
for the purchasing of goods and services. The current threshold has been set at
$100,000 and requires the Board of Supervisors and the City Council approval
for the purchase of any goods and services over the threshold amount. This
contracting limitation has never been increased, notwithstanding substantial
inflation since the agency's inception. In 1994, the federal government
implemented a new "Simplified Acquisition Threshold" ("SAT") that periodically
adjusts for inflation and permits the acquisition of goods and services through a
simplified procurement procedure. Originally set at $100,000 in 1994 (the same
as SETA's JPA limitation at the time), the SAT has been periodically adjusted to
its current level of $250,000 and may be periodically adjusted in the future. The
Administrative Services Deputy Director has advised that utilization of the SAT
for the purchase of goods and services would permit SETA to follow federal
procurement guidance and obviate the need for City Council and Board of
Supervisors approval. As a result, staff and Legal Counsel propose that Section
21(4) be amended to read as follows:

(4) "Contracts for goods or services the cost of which exceeds the federal
Simplified Acquisition Threshold as it may be periodically adjusted by the
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federal government from time to time."

If approved today, the recommendations for Amendment to the Joint Powers
Agreement will go to the City Council and Board of Supervisors for final approval,
and then it would be amended and filed with the State of California.

Supervisor Kennedy stated that the Amendment to the Joint Powers Agreement
regarding the appointment of the SETA Executive Director would add
transparency to the hiring process and give this Board and the public a greater
say in the agency's leadership.

Mr. Fabrizio Sasso with the Sacramento Central Labor Council, a Sacramento
Works Board Member, spoke on the item. He stated that the current structure
has existed since the inception of SETA over forty-five years ago and seems to
work at this time. It ensures accountability, transparency, oversight, and equal
distribution of authority between the City and the County. Mr. Sasso asked the
Board to consider how the JPA is currently structured in relation to employee
morale. Under the administration of the current Executive Director, morale has
improved and positive changes have been seen in workforce development. He
stated that unless there is a significant problem with the current JPA structure
identified, he believes there is no reason for an amendment regarding the
appointment of an Executive Director. He suggested creating transparency
without significantly changing the JPA's structure. Mr. Sasso asked the Board to
postpone this item and have conversations with labor partners, the community,
and each of the respective government agencies, the Sacramento City Council,
and the Sacramento County Board of Supervisors.

Supervisor Desmond arrived and was seated at 10:13 a.m.

Mr. Kevin Brown, CEO of People Working Together, a SETA vendor, spoke on
the item. He stated that as it relates to the workforce system, delivering services
to marginalized communities and establishing livable wage jobs with other
employment sectors, he was concerned that the proposed change to the JPA in
selecting the Executive Director may not deliver the outcomes that are necessary
in order for the Board to continue serving the Capital Region. Mr. Brown asked
the Board to postpone this item at this time.

Vice Mayor Guerra thanked the Chair, Supervisor Kennedy, for bringing forward
the discussion about the governing structure. He motioned to postpone this item,
without prejudice, until further notice to allow time for deeper conversation
regarding the proposed amendment.

Mayor Pro Tem Vang thanked the Chair for bringing this item forward with the
help of Legal Counsel and those who spoke today. She acknowledged the
importance of modernizing charters. She also stated that if the Board is going to
make a significant change to the governance structure, more time to discuss is
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needed. Mayor Pro Tem Vang supported Vice Mayor Guerra’s motion to
postpone this item without prejudice. Additionally, conducting a thorough listening
session with SETA employees was suggested.

Representative Scherman did not support the motion to postpone this item. She
encouraged hiring qualified candidates from within the organization and moving
forward with this item as written.

Supervisor Desmond stated that he is inclined to support this item as he believes
that SETA is an anomaly in terms of the involvement of the governing body in
selecting the Executive Director. However, being sensitive to the concerns
brought up by Vice Mayor Guerra and Mayor Pro Tem Vang, he supported
postponing this item to allow more time for discussions.

Moved/Kennedy, second/Scherman, to support the staff recommendation and
approve the amendments to the Sacramento Employment and Training Agency
Joint Exercise of Powers Agreement to revise procedures for Appointment of the
Executive Director and increase the authority of SETA to contract for goods and
services up to the amount of the federal Simplified Acquisition Threshold, and
authorize staff and Legal Counsel to present the proposed amendments to the
Sacramento County Board of Supervisors and the Sacramento City Council for
review and approval.

Roll call vote:

Aye: 2 (Kennedy, Scherman)
Nay: 2 (Vang, Guerra)
Abstention: 1 (Desmond)
Absent: 0

The motion failed.

Moved/Guerra, second/Vang, to postpone this item without prejudice until a later
date.

Roll call vote:

Aye: 3 (Vang, Guerra, Desmond)
Nay: 2 (Kennedy, Scherman)
Abstention: 0

Absent: 0

B. WORKFORCE DEVELOPMENT DEPARTMENT:

General/Discretionary: No items

Community Services Block Grant: No items
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One Stop Services: No items

Refugee Services:

1. Approval of Staff Funding Recommendations for the Refugee Support Services
(RSS) and RSS Set-Aside Grant Programs, Program Year (PY) 2023-2024

Ms. O’Camb introduced herself and reviewed the item. She advised that the new
funding year for RSS and RSS Set-Aside Grant Programs begins on October 1,
2023, and ends on September 30, 2024. Service providers were solicited through
a Request for Proposals (RFP) released on May 1, 2023. On June 16, 2023,
SETA received twenty-two proposals submitted by eleven applicant agencies in
response to the RFP, requesting $10,455,595 in funding. Although final
allocations for federal fiscal year 2024 RSS and RSS Set-Aside awards from the
state are yet to be received, preliminary estimates, including identified carryover
funds from this fiscal year, indicate the total funds available for allocation will be
$8,640,696 to serve approximately 2,459 refugees in SETA’s employment and
acculturation programs in PY 2023-2024. The funding recommendation is based
on the respondents proposals, their past performance, and considering
geographic diversification and high-volume program entry points of priority
populations. If approved today, issuance of the awards will be contingent upon
final allocations received from the state. The additional support service awards
are made to RSS providers to provide housing, utilities, and technology support,
including computer equipment or supplies that support virtual/remote learning
efforts, virtual case management, and/or access to digital literacy, to enrolled
clients.

Moved/Scherman, second/Desmond, to approve staff funding recommendations
for the Refugee Support Services (RSS) and RSS Set-aside programs, PY 2023-
2024, as indicated in the attached funding charts and with the following
stipulations:

1) If the final allocations for RSS and RSS Set-aside are less than the anticipated
awards, SETA reserves the right to reduce amounts allocated to providers
proportionally;

2) If the final allocations for RSS and RSS Set-aside are more than anticipated,
staff may return with an augmentation recommendation;

3) VESL/ES, ES Stand Alone, VESL/OJT, and ELL Workforce Navigator service
providers must ensure open entry and prompt placement into VESL classes for
all clients that are assessed in need of English language training;

4) All VESL/ES, ES Stand Alone, VESL/OJT, and ELL Workforce Navigator
budgets must include a minimum allocation of 5 percent for supportive services;
5) Providers with case management and job development staff budgeted for less
than 12 months, or budgeted for part-time employment, must ensure program
services are available Monday through Friday, at least eight (8) hours a day from
October 1, 2023 through September 30, 2024;

6) Participants in Match Grant employment services provided by the International
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Rescue Committee or World Relief are not eligible to participate in RSS-funded
programs until all services within the Match Grants have been exhausted.

Roll call vote:

Aye: 5 (Vang, Guerra, Desmond, Scherman, Kennedy)
Nay: 0

Abstention: 0

Absent: 0

C. CHILDREN AND FAMILY SERVICES: No items

V. Information Items

A. Uptown Studios Presentation/Update on Re-Branding/Logo Revamp:
Ms. Reynolds and Ms. Michienzi from Uptown Studios presented on SETA re-
branding and the new SETA logo.

Ms. Hernandez advised that Uptown will prioritize updating the new logo on
electronic and digital materials. The timeline is currently being finalized.

Vice Mayor Guerra requested an individual follow-up on the sub-logos design.
B. Employer Success Stories and Activity Report: No Questions
C. Dislocated Worker Update: No Questions

D. Unemployment Update/Press Release from the Employment Development
Department: No Questions

E. Head Start Reports:
Vice Mayor Guerra requested a compliance update for Sacramento City Unified
School District.

Ms. Griffith advised that as of last week, there is a new Assistant Superintendent
of Early Learning and Care, E’leva Hughes Gibson. SETA plans to meet with Dr.
Gibson and Ms. Lisa Allen to discuss contract changes shortly.

Supervisor Kennedy requested to continue being informed of any updates in this
regard.

V. Reports to the Board

A. Chair: No Report

B. Executive Director:
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VI.

Ms. Hernandez advised the Board on her last day with the Agency —

September 15, 2023. She stated that during her time with SETA, she tackled the
following pressing issues in a significant way: employees feeling undervalued,
concerns about the hiring process, and a sense of disconnect from SETA's work
and community awareness. Ms. Hernandez shared that norms of engagement
with staff, like the open-door concept and coffee chats, were invented. She was
proud of the All Staff Meeting held on September 4, 2023. The team felt joyful
and passionate about the work that they do. Ms. Hernandez appreciated the staff
and community partners' hard work and commitment. She was thankful for being
allowed to serve as SETA’s Executive Director and was honored to be the first
Latina to serve in this role and represent the community.

The Members of the Governing Board thanked Ms. Hernandez for her service.

Deputy Directors: No Report

Counsel: No Report

Members of the Board:

Mayor Pro Tem Vang announced the Job Fair at South Sacramento, Florin light rail
station, co-hosted by Councilmember Maple, and in partnership with SETA, on October
11, 2023, from 11:00 a.m. — 3:00 p.m. She thanked SETA staff for partnering and
helping with the event.

Vice Mayor Guerra commented on the importance of an implementation position for
economic development projects, specifically on Aggie Square, during the leadership
transition at SETA.

Ms. Hernandez assured that the new Interim Executive Director, effective September
16, Ms. D’et Saurbourne — current Administrative Services Deputy Director, and SETA
Workforce Department leadership, will continue efforts to support Aggie Square and
other economic development projects.

Public: None

Adjournment: The meeting adjourned at 11:06 a.m.
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ITEM V

COMMITTEE REPORTS

V. Committee Reports

> Executive Committee Meeting: Ms. Donna Bonner
> Budget/Planning Committee Meeting: Ms. Donna Bonner
NOTES:
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ITEM VI

OTHER REPORTS

BACKGROUND:

A INTERIM EXECUTIVE DIRECTOR’S REPORT: This item is set aside to allow
the SETA Interim Executive Director (Ms. D'et Saurbourne) an opportunity to
report to the Policy Council on any items of important information or training
opportunities available through the Workforce Development Department.

B. SETA HEAD START DEPUTY DIRECTOR’S MONTHLY REPORT: This item is
set aside to allow the Head Start Deputy Director (Ms. Karen Griffith) to report to
the Council on any items of important information or to deal with special
requests which need to be addressed.

v" Monthly Head Start Report

C. CHAIR'S REPORT: The Chair of the Head Start Policy Council, on a regular
basis, receives numerous items of information concerning legislation, current
programs and agency activities.

The important information from the material received and meetings attended will
be shared with the entire Council, and the method proposed by the Chair is to
give a verbal report at each regular meeting. It will also allow time for the
Council to provide input on items that may require future action.
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Seta Head Start
Food Service Operations Monthly Report
*September, 2023

9/5/23 - Bret Harte site opened.
Alder Grove ELC class V and Alder Grove IIT classes M & U closed due to water being shut off.
Northview class A closed due to staffing.

9/6/23 - Alder Grove ELC closed due to staffing.

9/15/23 - Homebase had a field trip to the Safety Center. Kitchen prepared 143 sack lunches.

9/19/23 - Walnut Grove closed due to staffing.

Lunch PM Snack Breakfast Field Trips
32,820 30,140 31,400 1
Total Amount of Meals and Snacks Prepared 94,503
Purchases:
Food $80,239.37
Non - Food $13,691.08
Building Maintenance and Repair: $0.00
Janitorial & Restroom Supplies: $0.00
Kitchen Small Wares and Equipment: $0.00
Vehicle Maintenance and Repair: $1,224.28
Vehicle Gas / Fuel: $2,603.49
Normal Delivery Days 21
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SPECIAL EDUCATION REPORT
Sacramento County Head Start/Early Head Start

September 2023

The Special Education Report shows the percentage of enrolled preschool aged children with a diagnosed disability receiving
services through an Individualized Education Plan (IEP). For Early Head Start, the Special Education Report shows the number
of children ages 0-3 who are receiving early intervention services through an Individualized Family Services Plan (IFSP).

Head Start Program Performance Standards Reference: 1302.14 (b)(1) states a program must ensure at least 10 percent of its
total funded enrollment is filled by children eligible for services under IDEA, unless the responsible HHS official grants a waiver.

AFE (HS) Total IEPs % of AFE AFE (EHS)  Total IFSPs % AFE

SETA operated 1544 136 9% 699 107 15%
Twin Rivers USD 160 31 19% 56 1 2%
Elk Grove USD 480 41 9%

Sac City USD 676 74 11% 16 3 19%
San Juan USD 888 48 5% 164 4 2%
WcIC 100 3 3%

COUNTY TOTAL 3848 333 9% 935 115 12%

AFE: Annual Funded Enrollment
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Sacramento County Head Start/Early Head Start

Monthly Enrollment Report

September 2023
Head Start

(a) (b) (c)

Agency Funded Last Day of Month % of % Actual to

Enrollment Enrollment capped/closed Funded
(09/30/23)
Elk Grove USD 480 397 0 83%
Sacramento City USD 676 562 20 (86%) 83%
San Juan USD 888 591 136 (79%) 67%
SETA 1,544 1,159 34 (77%) 75%
Twin Rivers USD 160 131 0 82%
WCIC/Playmate 100 73 0 73%
Total 3,848 2,913 190 (80%b) 76%
Early Head Start

(@) (b) (©)

Agency Funded Last Day of Month % of % Actual to

Enrollment Enroliment capped/closed Funded
(09/30/23)

San Juan USD 164 149 12 (98%) 91%
SETA 699 611 37 (92%) 87%
Twin Rivers USD 56 34 20 (81%) 61%
SCUSD 16 0 16 (100%) 0%
Total 935 794 85 (93%) 85%

(@) Includes children who have dropped during the moth and whose slot will be filled within 30-day allowable period.

(b) Demonstrates enrollment percentages if classes were not capped/closed due to staffing shortage and or other programmatic challenges.
(c) Ifenrollment is less than 100%, agency includes corrective plan of action.
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Reasons for Program Under Enrollment

Elk Grove USD

« EGUSD continues to experience staffing shortage in both teachers and paraeducators positions which is a
barrier for meeting full enrollment.

« Parents continue to inquire if teachers have been hired before accepting enrollment toward vacant slots.

Sacramento City USD

 The following sites will provide services for EHS program, although currently not active due to staffing
shortage: American Legion and Elder Creek -totaling 16 enrollment slots.

+ John Bidwell classroom is slated to open October 30, 2023- totaling 20 enrollment slots.

San Juan USD

» Limited staffing shortages in positions that support classroom ratio and home base at the following locations:
Davie; Howe; Home Base - totaling 148 enrollment slots.

» Two New Enrollment staff are still getting into the flow of the job—creating a slow conversion rate from
waitlist to enrolled.

« Transitional Kindergarten, Modified Transitional Kindergarten, and Traditional Transitional Kindergarten has
expanded to 29 locations within San Juan Unified School District encroaching on Head Start/WRAP slots.

SETA

* The following sites have classroom(s) capped due to limited staff: Hiram; Marina Vista; Northview - totaling
38 enrollment slots.

* Florin, Illa Collin and Walnut Grove pending license for EHS classrooms- totaling 33 enroliment slots.

« Vacancies in the following positions that support classroom ratio or enroliment: 25 Education positions (HS
Associate Teacher/Teacher, Lead Teacher/Infant Toddler, Site Supervisor); 3 Family Services Workers; 1
Home Visitor for SCOE.

Twin Rivers USD

« The following sites have classroom(s) capped due to limited staff: Oakdale; Rio Linda and Village- totaling
24 enrollment slots.

» Vacancies in the following staffing positions: Head Start Site Supervisor, ECE Para Educators (8), Teachers
(4), and Family & Community Liaison.

WCIC/Playmate
» Decrease in demographics of eligible families within 95817 zip code over the past year.

Strategies/Action Step(s) for Under Enrollment

Elk Grove USD

« Continuing community outreach and recruitment: Advertise programs through the district website and social
media platforms.

* High impact sites with secured staffing continue to maintain an active waitlist for any open enrollment slots
within the 95624 and 95758 zip codes.
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Sacramento City USD

« Continuing to attend community events, word of mouth, collaborating with the Assistant Superintendent,
ELC, Family Engagement Coordinator, and the Parent Advisor to discuss and exchange ideas about
recruitment for our program that will increase our preschool enrollment.

* Collaborating with SCUSD Communications Department to create unique ways to advertise our preschool
programs to present to the community the services we provide and the programs we have available to
families. Following up with families who are on our sites wait list to inform them of classroom openings that
becomes available.

 The Enrollment staff will be collaborating with the District's Technology Services to find ways to streamline
our preschool enrollment process to make the process smoother and easier to navigate.

San Juan USD

» Team brainstorming (All support staff connected with enrollment-SCWs, Nurses, Health Assistants, AFSTSs,
ICTs, TOSAs, Contents, Admin) session on expediting systems in enrollment. Proposal: Teachers on Special
Assignments (TOSAs) may do orientations at weekly screenings to speed up the enrollment process in
October.

» Family Engagement Content Specialist and Enrollment Secretary attended Fair Oaks “Chicken Festival” to
promote our Head Start and Early Head Start programs for east-end sites of San Juan Unified School District
(zip codes: 95610 and 95621).

» Program manager and ECE admin are continuing to meet regularly with HR to ensure that positions are
posted.

» New digital business card with EHS and HS enrollment information being piloted with a home-based teacher.

SETA

« Human Resources listed job openings within employment search websites and partnered with the following
agencies to fill vacancies: CA Head Start Assoc., CalJOBS, ZipRecruiter, Indeed and ADP WFN Recruitment
Portal, SETA Job Fair. Employment offers were accepted during September for the following positions: 2
Family Services Worker, 2 Teachers; 1 LT/IT; 10 Associate Teachers, 2 AT/IT.

 Recruitment and networking opportunities to increases awareness of Head Start services and community
visibility: Sacramento Kings Do Good Summit; Marisol Village Presentation; Dia de Familia Community
Resource Project; Norwood Community Health Event; Rio Linda County Fair; SMUD Resource Expo.
Through these recruitment events, 26 Interest Forms were completed by families inquiring of Head Start
services.

Twin Rivers USD

+ All of the vacant positions are posted on Edjoin/Team Tailor. Admin screens, interviews, and recommends
staffing to HR for hiring. Contracted with Child Care Careers (CCC) substitute to temporarily fill the
vacancies.

« Family Community Liaison Team attended community event and set up recruitment table at Del Paso Heights
Library. Five families were assisted with completing a waitlist for services.

« Continuing to contact families from the ranked waiting list appropriately.

WCIC/Playmate

« WCIC's staff participated with St. HOPE Back to School event held at the McClathy Park. WCIC's staff
passed out recruitment flyers and school supplies to the children. Many families attended and filled out
WCIC's Waitlist. Staff enrolled several students from this event. Closed during Summer.
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ITEM VI — OTHER REPORTS (continued)
Page 2

D. HEAD START MANAGERS’ REPORTS: This item provides an opportunity
for the Head Start Managers to provide reports. The Managers are:

. Lisa Carr — Family Engagement, Home Base, and ERSEA Services

] Megan Lamb — School Readiness, Special Education, and Mental
Health Services

] Gricelda Ocegueda — Health, Oral Health, Nutrition, Food Services,
Quality Assurance and On-going Monitoring

" Betsy Uda — Safe Environments, Facilities, and Licensing.

E. OPEN DISCUSSION AND COMMENTS: This item provides an opportunity
for Head Start Policy Council members to bring up topics for discussion.
Members are asked to address their requests to the Chair if they wish to
speak. No action is to be taken on any item that is discussed during this
meeting; the board may direct staff to place agenda items on upcoming
agendas foraction.

F. PUBLIC PARTICIPATION: Participation of the general public at Head Start
Policy Council meetings is encouraged. Members of the audience are
asked to address their requests to the Chair if they wish to speak.
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