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Overview 

On March 16, 2020 site-based classroom instruction was suspended by order of the Marin County 
Public Health Officer in all Public and Private Schools in Marin County to help mitigate the spread 
of COVID-19 in the local community. All schools were forced to develop remote instruction for 
students, including all schools in the Marin County Office of Education District. Under the guidance 
of the Marin County Public Health Officer, Marin County School Guidelines (30 Point Plan) and 
School Site Specific Protection Plans (SSSPPs) have been developed for all Marin County Office of 
Education Schools, Programs and offices. These SSSPP’s meet all requirements of and serve as the 
Cal/OSHA COVID Prevention Plan (CPP), and along with the COVID-19 School Guidance 
Checklist serve as the Marin County Office of Education COVID-19 Safety Plan (CSP) for In-
person Instruction. All District SSSPPs are consolidated and posted on the Marin County Office of 
Education Website, and individual SSSPP’s for school sites are posted on the school web sites and 
made available to staff, students and families as required.  

A copy of this entire document will be posted on the Marin County Office of Education Homepage 
as required, and will also be included in the updated Marin County Office of Education Injury 
Illness & Prevention Program as Appendix XXX. 

Table of Contents 

■ Marin County School Guidelines – 30 Point Plan

■ COVID-19 School Guidance Checklist

■ All Marin County Office of Education School Site Specific Protection Plans (SSSPP’s) –

Combined

■ Marin County Office of Education MOU with Teachers

■ Marin County Office of Education MOU with Classified Staff

When complete, this must be posted on your District and LEA website on the home page by 

February 1, 2021. Posting it on the school webpage is recommended.  



Marin County School Guidelines 
A Public Health Guided Return 

to Site-Based Classroom Instruction 
______________________________________________ 

Dr. Matt Willis, Marin County Public Health Officer and 
Mary Jane Burke, Marin County Superintendent of Schools 

______________________________________________________ 
Issued June 18, 2020 / Revised August 12, 2020 (#6, #7, #9 & #19) 

 Revised December 8, 2020 (#8, #19 & #24) 

The purpose of this document is to provide guidelines to Marin County educational 
institutions — including public, private, independent and parochial TK-12 schools—to 
facilitate and return to site-based classroom instruction for the Fall 2020-2021 school year. 
The evolving nature of the COVID-19 pandemic requires the need to rethink common 
protocols and practices in the classroom setting with the understanding that these 
guidelines could change as the situation evolves.   

1. All activities are consistent with and will adjust to changing applicable state and local
Public Health orders.

2. Health and safety practices and protocols are in place, including hand washing,
appropriate face coverings, access to essential protective equipment, and up to date
student and staff attendance tracking.

3. Training is provided to all staff, students and families reinforcing the importance of
health and safety practices and protocols.

4. A primary and secondary point of contact are established, identified and trained at
each school site to direct questions or concerns around practices, protocols, or
potential exposure. These points of contact will serve as liaisons to Public Health, and
contact information is identified in the School Site-Specific Protection Plan.

5. Plans are implemented for intensified cleaning and disinfecting, including training for
all staff and access to cleaning supplies and essential protective equipment,
and regular disinfecting of frequently touched surfaces.

6. Health screening for students and staff are conducted as advised and updated by
Public Health. On July 23, 2020 the Centers for Disease Control and Prevention

(D) provided updated guidance on screening K-12 students emphasizing that
parents and caregivers must monitor their children for signs of infectious illness every 
day at home, and universal symptom screening for K-12 students is not required. Staff 
should conduct daily health screening self-assessment, which may be completed 
through an online survey. ​ ​(​Sample MCOE Staff Daily Health Screening​)

https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/7.31.2020%20MCOE%20Staff%20Daily%20Health%20Screening%20Questions.pdf


7. Staff and students who are sick are expected to stay home, and an isolation area is
identified for students who begin to exhibit symptoms during the school day, until
they can be picked up.

8. Schools and districts will cooperate with Public Health to support testing strategies
to mitigate transmission of COVID-19, including testing of staff who have regular
daily contact with students before site-based classroom instruction is resumed, and
then no less than once every month. This may include testing of students with
appropriate parental permissions obtained in advance.

9. Protocols, actions and template communications are in place for the following
COVID-19 related scenarios (link: ​Marin County Public Health Exposure Protocols &
Communication Templates Purple Tier/Stay Home Order ~ Red Tier ~ Orange Tier)

a. A student or staff member either exhibits COVID-19 symptoms or has a
temperature of 100.4 or above.

b. A family member or someone in close contact with a student or staff member
tests positive for COVID-19.

c. A student or staff member tests positive for COVID-19.
d. A student or staff member tests negative for COVID-19 after symptoms or

confirmed close contact.

10. Where practicable, physical distancing of six feet is maintained between adults and
between adults and students; four feet distance is permissible between students
within a classroom or instructional area where requirements herein are in practice.

11. For elementary schools, stable classroom cohorts (up to standard class size at each
respective grade level) are maintained throughout each school day, and through
each quarter or semester, with an assigned primary cohort teacher, and systems
are in place to prevent the mixing of classroom cohorts.

12. For middle and high schools, larger cohorts made up of students from more than
one classroom may be arranged as long as accurate attendance data for students
and adults is maintained on a daily basis while avoiding school wide mixing of
students and staff.

13. Where practicable, desks are arranged facing forward to minimize face to face
proximity between students.

14. School staff are permitted to visit and instruct more than one classroom cohort,
following physical distancing and face covering protocols, and must
document/record visits to classrooms that are not identified as their primary
classroom cohort.

15. Routes for entry and exit to the campus will be designated for each classroom
cohort, using as many entrances/exits as feasible.

https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/07-31-20%20Marin%20County%20Protocols%20Summary%20English.Spanish%20Combined.pdf
https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/07-31-20%20Marin%20County%20Protocols%20Summary%20English.Spanish%20Combined.pdf
https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/StayHome_Tier1_ExposureProtocols_12.8.20_English.Spanish.pdf
https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/07-31-20%20Marin%20County%20Protocols%20Summary%20English.Spanish%20Combined.pdf
https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/Tier%203%20Exposure%20Protocols-%20En.Sp.pdf


 
16. Schedules for arrivals, recess and lunch will be strategically coordinated to 

prevent mixing of classroom cohorts.  

17. Congregate movement through hallways will be minimized as much as 
practicable.  

18. Large gatherings (i.e., school assemblies) are currently prohibited.  

19. The use of outdoor space for instructional purposes is maximized, shared, and 
coordinated to ensure students remain in their cohort. ​Schools should assess indoor 
air quality and implement strategies that increase the amount of outdoor air brought 
into buildings, optimize current HVAC systems and supplement with portable air 
cleaners when practicable. Keep windows and other sources of natural ventilation 
open to the greatest extent possible. 

20. Use of shared playground equipment will be limited in favor of physical activities 
that require less contact with surfaces, and shared equipment will be cleaned 
between uses.  

21. Use of non-classroom space for instruction such as gymnasiums and multi-use 
rooms should be considered to support physical distancing with cleaning between 
uses.  

22. Meals will be served outside as much as possible or in classrooms instead of 
cafeterias or dining rooms with individually plated or bagged meals as much as 
practicable.  

23. Routines and schedules will be developed to enable students and staff to regularly 
wash their hands at staggered intervals.  

24. All staff as well as all ​ students a​re required to wear face coverings while in the 
classroom and on campus, unless there is a medical or behavioral contraindication or 
exemption. Students from grades TK - 2 should be supported and taught how to 
wear them properly, and specific outdoor and appropriately distanced activities may 
be scheduled for students at all grade levels to remove face coverings for brief 
periods of time.  

25. Training will be provided for staff and students on proper use of face coverings 
which will include instruction to minimize touching of face coverings.  

26. Sharing of supplies, manipulatives, toys, sports equipment, and other learning 
and recreational materials will be limited and each student will have separate 
individually labeled boxes or cubbies.  

27. Sharing of electronic devices, clothing, books and other games or learning aids will 
be avoided as much as practicable.  

28. Use of privacy boards or clear screens will be considered as much as practicable.  



 
29. Non-essential visitors, including parent volunteers will be limited and essential 

workers will be required to adhere to all health and safety guidelines.  

30. A ​School Site-Specific Protection Plan​** ​outlining the above measures is 
completed, posted on school or district website and shared with all staff and 
families and will be updated as state and local Public Health guidance dictates.  

**Please submit to SSSPP@marinschools.org.  
Completed plans will be forwarded to Public Health for review. 

* 8.12.2020 Note: ​ Based on updated guidance from the California Department of Public 
Health (CDPH), Governor Newsom, and Marin County Public Health, site-based classroom 
instruction cannot resume until a waiver is granted by Public Health, which, if granted 
would apply to grades TK-6 only, or Marin County has been off of the state monitoring list 
for 14 days. During this time, teachers / staff may meet small cohorts of students (15 or 
fewer) onsite to onboard students to virtual learning and provide safety instruction to 
prepare for return to school (e.g., meet their teacher, obtain learning materials, receive 
hygiene instruction), and/or to participate in academic and emotional assessments. 
Students and staff must adhere to face covering, and physical distancing requirements 
described in these guidelines. While Marin remains on the CDPH county watch list, 6th 
grade students in schools who are granted waivers will be considered elementary school 
students during the waiver period. 

12.8.2020 Note: ​ If applicable and helpful, schools may update SSSPP’s to reflect changes 
in guidelines #8, #19 and #24 and additional detail on implementation. Previously 
approved SSSPP’s do not need to be re-submitted after making these revisions. 

Resource Documents: 

● August 3, 2020 California Health Officials Release Guidance on Youth Sports and 
Elementary School Waivers  

● July 15, 2020 News Release regarding Marin County Public Health Recommendations 
and Guidance to Delay In-Classroom Learning 

● July 17, 2020 Guidance from Governor Newsom and the California Department of 
Public Health 

● Updated August 3, 2020: California Department of Public Health COVID-19 
Industry Guidance: Schools and School Based Programs 

● July 23, 2020 Centers for Disease Control and Prevention Screening K-12 
Students for Symptoms of COVID-19: Limitations and Considerations  

● Marin County Health and Human Services COVID-19 Surveillance Data 
● Marin County Health and Human Services COVID-19 Indicators 
● Marin County Office of Education: Rethinking Schools  
● California Department of Education - Stronger Together: A Guidebook for the Safe 

Reopening of California’s Public Schools  
● California Blueprint for a Safer Economy 
● September 4, 2020 CDPH Guidance Related Cohorts 
● November 16, 2020 CDPH Guidance for the Use of Face Coverings 

https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/School%20Site-Specific%20Protection%20Plan%208.12%20FINAL%204%20upload.pdf
https://www.cdph.ca.gov/Programs/OPA/Pages/NR20-183.aspx
https://www.cdph.ca.gov/Programs/OPA/Pages/NR20-183.aspx
https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/7.15.20%20Press%20Release%20-%20HHS%20COVID%20In-Classroom%20Delay.pdf
https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/7.15.20%20Press%20Release%20-%20HHS%20COVID%20In-Classroom%20Delay.pdf
https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/CDPH%207.17.20%20Schools%20Reopening%20Recommendations.pdf
https://www.marinschools.org/cms/lib/CA01001323/Centricity/Domain/154/CDPH%207.17.20%20Schools%20Reopening%20Recommendations.pdf
https://files.covid19.ca.gov/pdf/guidance-schools.pdf
https://files.covid19.ca.gov/pdf/guidance-schools.pdf
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/symptom-screening.html
https://www.cdc.gov/coronavirus/2019-ncov/community/schools-childcare/symptom-screening.html
https://coronavirus.marinhhs.org/surveillance
https://coronavirus.marinhhs.org/progress
https://sites.google.com/marinschools.org/mcoerethinkingschools/home
https://www.cde.ca.gov/ls/he/hn/documents/strongertogether.pdf
https://www.cde.ca.gov/ls/he/hn/documents/strongertogether.pdf
https://covid19.ca.gov/safer-economy/
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/small-groups-child-youth.aspx
https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/guidance-for-face-coverings.aspx


COVID-19 School
Guidance  
Checklist

January 14, 2021

 

 



2021 COVID-19 School Guidance Checklist 

Name of Local Educational Agency or Equivalent: _____________________________ 
Number of schools: ________________ 

Enrollment: ________________________` 

Superintendent (or equivalent) Name:   ______________________________________

Address: ___________________________ 

____________________________________ 

Date of proposed reopening: 
____________________________________ 

Phone Number: ___________________ 

Email:   ___________________________

County: ____________________________ 

Current Tier: ________________________ 
(please indicate Purple, Red, Orange or 
Yellow) 

Type of LEA: ________________________ 

This form and any applicable attachments should be posted publicly on the 
website of the local educational agency (or equivalent) prior to reopening or if 
an LEA or equivalent has already opened for in-person instruction. For those in 
the Purple Tier, materials must additionally be submitted to your local health 
officer (LHO), local County Office of Education, and the State School Safety 
Team prior to reopening.  
The email address for submission to the State School Safety for All Team for LEAs 
in Purple Tier is:  
K12csp@cdph.ca.gov  
LEAs or equivalent in Counties with a case rate >=25/100,000 individuals can 
submit materials but cannot re-open a school until the county is below 25 cases 
per 100,000 (adjusted rate) for 5 consecutive days. 

For Local Educational Agencies (LEAs or equivalent) in ALL TIERS: 
☐ I, _____________________________, post to the website of the local educational
agency (or equivalent) the COVID Safety Plan, which consists of two elements:
the COVID-19 Prevention Program (CPP), pursuant to CalOSHA requirements,
and this CDPH COVID-19 Guidance Checklist and accompanying documents,

Date: ___________ 

Grade Level (check all that apply) 

☐ TK ☐ 2nd  ☐ 5th ☐ 8th  ☐ 11th

☐ K ☐ 3rd  ☐ 6th ☐ 9th  ☐ 12th

☐1st  ☐ 4th  ☐ 7th  ☐ 10th

mailto:K12csp@cdph.ca.gov


which satisfies requirements for the safe reopening of schools per CDPH 
Guidance on Schools. For those seeking to open while in the Purple Tier, these 
plans have also been submitted to the local health officer (LHO) and the State 
School Safety Team.  

I confirm that reopening plan(s) address the following, consistent with guidance 
from the California Department of Public Health and the local health 
department:  

☐ Stable group structures (where applicable): How students and staff will
be kept in stable groups with fixed membership that stay together for all
activities (e.g., instruction, lunch, recess) and minimize/avoid contact with
other groups or individuals who are not part of the stable group.

Please provide specific information regarding: 

How many students and staff will be in each planned stable, group 
structure? (If planning more than one type of group, what is the minimum 
and maximum number of students and staff in the groups?) 

_____________________________________________________________________ 

If you have departmentalized classes, how will you organize staff and 
students in stable groups? 

______________________________________________________________________ 

If you have electives, how will you prevent or minimize in-person contact for 
members of different stable groups? 

______________________________________________________________________ 

☐ Entrance, Egress, and Movement Within the School: How movement of
students, staff, and parents will be managed to avoid close contact and/or
mixing of cohorts.

☐ Face Coverings and Other Essential Protective Gear: How CDPH’s face
covering requirements will be satisfied and enforced for staff and students.

☐ Health Screenings for Students and Staff: How students and staff will be
screened for symptoms of COVID-19 and how ill students or staff will be
separated from others and sent home immediately.

☐ Healthy Hygiene Practices: The availability of handwashing stations and
hand sanitizer, and how their safe and appropriate use will be promoted
and incorporated into routines for staff and students.

https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID-19/Consolidated_Schools_Guidance.pdf


☐ Identification and Tracing of Contacts: Actions that staff will take when
there is a confirmed case. Confirm that the school(s) have designated staff
persons to support contact tracing, such as creation and submission of lists
of exposed students and staff to the local health department and
notification of exposed persons. Each school must designate a person for
the local health department to contact about COVID-19.

☐ Physical Distancing: How space and routines will be arranged to allow
for physical distancing of students and staff.

Please provide the planned maximum and minimum distance between 
students in classrooms.  

Maximum: _______________feet 

Minimum: ________________feet.  If this is less than 6 feet, please explain why 
it is not possible to maintain a minimum of at least 6 feet.  

______________________________________________________________________ 

☐ Staff Training and Family Education: How staff will be trained and families
will be educated on the application and enforcement of the plan.

☐ Testing of Staff: How school officials will ensure that students and staff
who have symptoms of COVID-19 or have been exposed to someone with
COVID-19 will be rapidly tested and what instructions they will be given
while waiting for test results. Below, please describe any planned periodic
asymptomatic staff testing cadence.

Staff asymptomatic testing cadence. Please note if testing cadence will 
differ by tier: 
_______________________________________________________________________ 

☐ Testing of Students: How school officials will ensure that students who
have symptoms of COVID-19 or have been exposed to someone with
COVID-19 will be rapidly tested and what instructions they will be given
while waiting for test results. Below, please describe any planned periodic
asymptomatic student testing cadence.

Planned student testing cadence. Please note if testing cadence will differ 
by tier: 
_______________________________________________________________________ 



☐ Identification and Reporting of Cases: At all times, reporting of confirmed
positive and suspected cases in students, staff and employees will be
consistent with Reporting Requirements.

☐ Communication Plans: How the superintendent will communicate with
students, staff, and parents about cases and exposures at the school,
consistent with privacy requirements such as FERPA and HIPAA.

☐ Consultation: (For schools not previously open) Please confirm
consultation with the following groups

☐ Labor Organization
Name of Organization(s) and Date(s) Consulted: 

Name: ________________________________ 
Date:   ________________________________ 

☐ Parent and Community Organizations
Name of Organization(s) and Date(s) Consulted: 

Name: ________________________________ 
Date:   ________________________________ 

If no labor organization represents staff at the school, please describe the 
process for consultation with school staff: 
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________
________________________________________________________________________ 

For Local Educational Agencies (LEAs or equivalent) in PURPLE: 
☐ Local Health Officer Approval: The Local Health Officer, for (state 
County) _______________________________________. County has certified 
and approved the CSP on this date: __________________.  If more than 7 
business days have passed since the submission without input from the 
LHO, the CSP shall be deemed approved.

Additional Resources: 

Guidance on Schools  

Safe Schools for All Hub 

https://www.cdph.ca.gov/Programs/CID/DCDC/Pages/COVID-19/Schools-Case-Reporting-Directive.aspx
https://www.cdph.ca.gov/Programs/CID/DCDC/CDPH%20Document%20Library/COVID-19/Consolidated_Schools_Guidance.pdf
https://schools.covid19.ca.gov/
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Marin County Schools COVID-19 Safety Plan 
Guidance  

2021-22 School Year 
 

Guidance for Developing Your School Site Specific Safety Plan (SSSPP) / COVID-19 Safety Plan (CSP) 
1. Maintain and update a Multi-disciplinary Task Force formed during prior school year (ie, teachers, custodians, 

school secretaries, para-educators, parents, students, and administrators) to develop and support this COVID-19 
Safety Plan who will meet regularly, will seek and gather input from stakeholders, and will monitor Public Health 
Information to help adjust and implement the plan based on input from all stakeholders as needed. 

2. Perform a school site walkthrough with the Task Force of your campus, classrooms, multi-use rooms, and office 
spaces and use the protocols, guidance and best practices detailed in the Marin County Schools Health and 
Safety Guidelines as a guide for conducting your assessment.  

3. Develop and finalize your CSP and train staff before site-based classroom instruction begins. 
4. Use the template below to create your own CSP by filling in the required details, based on your individual school 

site/school or district office, to mitigate the transmission of COVID-19, under the guidance of the Marin County 
Public Health Officer. 

5. Finalize your CSP to distribute widely to staff and families, and post on your school website, encouraging input, 
suggestions and questions. You may also post a copy at your school or office at a visible location, at or near the 
main entrance where students, staff and visitors can easily review it without touching the document. CSPs 
should be updated if protocols shift under the direction of Public Health.  

6. Post signs at each of the primary staff and student entrances to inform all students, staff and visitors that they 
should: 

 Not enter the facility with any COVID-like symptoms; stay home if sick 
 Wear face coverings indoors; and 
 Practice good hand hygiene. 

Tools for Developing Your COVID-19 Safety Plan (CSP) 
1.COVID-19 Safety Plan Template 
The Marin County Office of Education is providing this template that can be used by any school or district in Marin to 
create their own COVID-19 Safety Plan (CSP). It contains all of the standard content already written for you to apply the 

information is required in order to complete your CSP. The template has been reviewed and supported by Marin 
 

2.School Specific Best Practices 
The MCOE Rethinking Schools Task Force is monitoring updated guidance from the Center for Disease Control, the 
California Department of Public Health, the California Department of Education, and Marin County Public Health to 
support and promote emerging best practices to share with the school community in Marin. These best practices are 
based on alignment with local, state and federal guidelines in coordination with  

*** This COVID-19 Safety Plan has been developed with significant opportunity for public comment and input  over the 
course of the 2020-21 School Year. Ongoing and additional public comment is welcome and encouraged for any future 
revisions by contacting a site administrator and/or one of the Public Health and Safety Liaisons identified on the CSP. 

Schools Task Force at rapidresponse@marinschools.org. 
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CONTACT INFORMATION  

School Name  

School Type (select One) 

 Traditional/Alternative Public School 
 Charter School  
 Private, Independent or Parochial 

Public Health and Safety Liaisons 
(List Primary and Secondary Contact Information: Names, Emails and Office Phone) 

Katy Foster | kfostermarinschools.org, (415) 491-0581 
Lucia Echeverria Madera | lemadera@marinschools.org, (415) 491-0581 

School Multi-Disciplinary Task Force Members and Positions 
(ie teachers, custodians, secretaries, paras, parents, students, administration) 

Katy Foster, Co-Principal 
Lucia Echeverria Madera, Administrative Assistant 
Melina Boyd, MCOE Representative 
Amie Carter, MCOE Administrator 
Candice Aguirre, Teacher 
We are a small school and when our plan needs to be changed, we will consult with staff at our staff meetings and 
with other stakeholders at regular School Site Council meetings and parent meetings as necessary. 

Principal/ Administrator Name Katy Foster 

Contact Email kfoster@marinschools.org Contact Phone (415) 491-0581 

The above Principal/Administrator certifies that all staff and parents have been provided a copy of this CSP, which is 
posted on the school/district website, and that staff have received training as described in this CSP.  

Signature  Date 08/13/2021 
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SPECIFIC CONTROL MEASURES 
Please provide as much detail as possible for how you intend to implement each guideline or check the box to indicate 
that you will adhere to the corresponding Guideline. If you need additional space, please provide an attachment. 

 

1.All activities are consistent with and will adjust to changing applicable state and local Public Health orders. 

We will follow MCOE Rethinking Schools team guidelines and monitor and adjust the plan in our staff meetings and/or 
School Site Council meetings as appropriate. 

2.Health and safety practices and protocols are in place, including hand washing, appropriate face coverings, and access 
to essential protective equipment, and up to date student and staff attendance tracking. 

Any person entering campus must wear a face covering, practice proper physical distancing and wash their hands after 
passing the health screening. Signage reminding students and staff of Health and Safety Protocols are posted. Access 
to EPE is available in the front office and all classrooms. 

3.Training is provided to all staff, students and families reinforcing the importance of health and safety practices and 
protocols. 

Staff have been trained on current Health and Safety Protocols set forth by the Marin County Office of Education, 
including proper hand hygiene and EPE use in the classroom. Students are informed on and instructed to follow all 
protocols at the beginning of each semester with consistent reminders regarding hand washing, proper facial covering 
etiquette and physical distancing. 

4. A primary and secondary point of contact are established, identified and trained at each school site to direct 
questions or concerns around practices, protocols, or potential exposure. These points of contact will serve as liaisons 
to Public Health, and contact information is identified in the School Site-Specific Protection Plan (COVID-19 Safety 
Plan). 

Lucia Echeverria Madera, Administrative Secretary | lemadera@marinschools.org (415) 491-0581 
Katy Foster, Principal | kfoster@marinschools.org (415) 491-0581 

5. Plans are implemented for intensified cleaning and disinfecting, including training for all staff and access to cleaning 
supplies and essential protective equipment, and regular disinfecting of frequently touched surfaces.  

Staff has been trained on proper EPE use, provided all necessary cleaning items and have access to suggested cleaning 
schedules. MCS also collaborates with the Maintenance and Operations staff from Marin County Office of Education in 
order to sanitize and disinfect all necessary areas on the site campus, like bathrooms, classrooms and all high touch 
areas. 
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6.Parents, caregivers, or guardians should monitor students for symptoms of infectious illness every day through home-
based symptom screening, and staff should conduct daily health screening self-assessment. 

All students, staff and essential visitors are required to pass a Health Screening Questionnaire. Strict guidelines 
indicate that anyone who does not pass the screening questionnaire or has a temperature of 100.4 or above will need 
to stay home and asked to monitor symptoms. 

7. Staff and students who are sick are expected to stay home, and an isolation area is identified for students who begin 
to exhibit symptoms during the school day, until they can be picked up. 

Isolation Area 1: Weather and student health permitting, a table and bench outside the main office.  

Isolation Area 2: If symptoms are extreme or the weather is bad, inside the Motivation Room in Building D.   

8. Schools and districts will cooperate with Public Health to support testing strategies to mitigate transmission of COVID-
19 and provide options for symptomatic testing for students and staff, exposure response testing, and testing for 
modified quarantine. Testing of students must include appropriate parental permissions obtained in advance. If a fully 
vaccinated student or staff member develops COVID-like symptoms or has close contact with someone confirmed with 
COVID-19, testing is recommended.  

MCOE has provided opportunities to be tested or receive vaccination through Marin Public Health. Staff are not 
required to be vaccinated, but they are encouraged to be vaccinated or test if symptomatic. Information about testing 
and vaccination opportunities are shared with our students and family.  

9. Protocols, actions and template communications are in place for the following COVID-19 related scenarios (link: Marin 
County Public Health Protocols & Communication Templates for Each Scenario By Tier) 

 A student or staff member either exhibits COVID-19 symptoms or has a temperature of 100.4 or above. 

 A family member or someone in close contact with a student or staff member tests positive for COVID-19.  

 A student or staff member tests positive for COVID-19. Non-vaccinated close contacts need to quarantine. 
Fully vaccinated close contacts do not need to quarantine. 

 A student or staff member tests negative for COVID-19 after symptoms or confirmed close contact. 

10.  Not currently applicable: Physical distancing of six feet is maintained between adults and between adults and 
students, where practicable; three feet distance is permissible between students within a classroom or instructional 
area where requirements herein are in practice. Seating charts and attendance records will be maintained. 

11. Not currently applicable: For elementary schools, stable classroom groups (up to standard class size at each 
respective grade level) are maintained throughout each school day. Limited mixing of students is permissible as long 
as accurate attendance data is maintained on a daily basis. 

12. Not currently applicable: For middle and high schools, larger stable groups made up of students from more than one 
classroom may be arranged as long as accurate attendance data for students and adults is maintained on a daily 
basis while avoiding school wide mixing of students and staff. 
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13. Not currently applicable: Where practicable, desks are arranged facing forward to minimize face to face proximity 
between students.  

14. Not currently applicable: School staff are permitted to visit and instruct more than one classroom group, following 
physical distancing and face covering protocols, and must document/record visits to classrooms that are not 
identified as their primary classroom.  

15. Not currently applicable: Routes for entry and exit to the campus will be designated for each classroom group, 
using as many entrances/exits as feasible.  

16. Not currently applicable: Schedules for arrivals, recess and lunch will be strategically coordinated to prevent mixing 
of  classroom groups.   

17. Not currently applicable: Congregate movement through hallways will be minimized as much as practicable.  

18. Not currently applicable: Large gatherings (i.e., school assemblies) are currently prohibited.  

19. Not currently applicable: The use of outdoor space for instructional purposes is maximized, shared, and coordinated 
to ensure students remain in their classroom groups. Applicable: Schools should assess indoor air quality and 
implement strategies that increase the amount of outdoor air brought into buildings, optimize current HVAC 
systems and supplement with portable air cleaners when practicable. Keep windows and other sources of natural 
ventilation open to the greatest extent possible. In the event of poor air quality updated School Air Quality 
Recommendations should be followed. 

20. Not currently applicable: Use of shared playground equipment will be limited in favor of physical activities that 
require less contact with surfaces. If used, outdoor playgrounds/natural play areas only need routine 
maintenance.  

21. Not currently applicable: Use of non-classroom space for instruction such as gymnasiums and multi-use rooms 
should be considered to support physical distancing with cleaning between uses.  

22. Applicable: Meals will be served outside as much as possible. Not currently applicable: Classrooms or other spaces 
in addition to cafeterias or dining rooms will be utilized to maximize physical distancing while eating, with 
individually plated or bagged meals as much as practicable. 

Students at MCS routinely eat outside and have ample room to be physically distant. 

23. Not applicable: Routines and schedules will be developed to enable students and staff to regularly wash their 
hands at staggered intervals. 

24.  All staff as well as all students are required to wear face coverings based on the direction of public health (indoors 
and outdoors), unless there is a medical or behavioral contraindication or exemption. Students from grades TK - 2 
should be supported and taught how to wear them properly, and specific outdoor and appropriately distanced 
activities may be scheduled for students at all grade levels to remove face coverings for brief periods of time.  

All staff and students are required to wear a masks at all times with no exceptions. During breaks, while outside and 
with ample physical distancing, students are allowed to remove their masks for a short period. 
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25.  Training will be provided for staff and students on proper use of face coverings which will include instruction to 
minimize touching of face coverings, and how to ensure a proper fit.  

Videos from Marin Health and Human Services that show how to properly wear face coverings have been shared 
with students and staff. Select students also participated in student videos stressing the importance of wearing a 
face covering. Signage and resources from the CDC are also available to students and staff. 

26. Not currently applicable: Sharing of supplies, manipulatives, toys, sports equipment, and other learning and 
recreational materials will be limited and each student will have separate individually labeled boxes or 
cubbies.  

27. Not currently applicable: Sharing of electronic devices, clothing, books and other games or learning aids will be 
avoided as much as practicable.  

28.  Not currently applicable: Use of physical barriers (e.g. privacy boards or clear screens) may be considered but 
should not replace other measures herein.  

29.  Non-essential visitors, including parent volunteers will be limited. Essential workers will be required to adhere to 
all health and safety guidelines. Any substitutes, contractors, visitors or volunteers working directly with students 
should be fully vaccinated. 

Should an essential outside visitor need to access the campus or office, they would need to wear a face covering, 
practice proper physical distancing and follow all protocols. Vaccination verification is done prior to their arrival to 
the campus. The Health Screening questions will be asked and a list of staff members that had possible close contact 
will be documented. Any substitutes, contractors, visitors or volunteers working directly with students will be asked 
if they are fully vaccinated and will not work face-to-face with students unless they are. 

30.  All eligible students and staff should get vaccinated as soon as possible and are required to verify their vaccination 
status. Staff that are not fully vaccinated are required to be tested weekly. Staff and student vaccination rate data 
(the percentage of staff and students who are fully vaccinated) should be published and posted on the school website 
no later than October 1, 2021, and will be updated no less than on a monthly basis. Vaccination status of individual 
students and staff will not be made public. (Note: State Public Health Order for vaccination requirement is 
anticipated).  

 
We are sending out communication to our parents, students and staff about vaccination opportunities as well 
as information regarding testing. We will collect the vaccination status verification as students complete the 
fall enrollment process. Our HR department has collected information for staff.  

 
31.  Other School related youth activities (ie. student transportation, sports, music, drama, after school care, etc.) 

will follow updated CDPH guidance (pending). 

32.  A School Site-Specific Protection Plan (SSSPP) / COVID Safety Plan (CSP) outlining the above measures is 
completed, posted and updated on school or district websites and shared with all staff and families. Schools 
should update SSSPPs / CSPs as state and local Public Health guidance changes. 

















































Final allowance for permanent industrial disability settlements shall not be subject to 
remittance to the Office under this Article. 

Eligibility for purposes of accruing vacation and sick leave will be suspended during 
disability leave without pay. · 

8.4 Bereavement Leave 

8.4.1 A regular employee shall receive necessary leave of absence with pay, not to exceed 
three days or five days if out-of-state or if more than 250 miles of one-way travel is 
required, in the event of the death of a member of the immediate family. Members of 
the immediate family means the mother, father, step-mother, step-father, legal foster 
parents, grandmother, grandfather, or grandchild of the employee or of the spouse of 
the employee, and the spouse, son, son-in-law, daughter, daughter-in-law, brother, 
brother-in-law, sister, sister-in-law, domestic partner, or any other relative living in 
the immediate household of the employee, or of such other persons as the 
Superintendent may designate out of consideration of unusual circumstances and 
conditions. 

If additional time is needed, the employee may use accrued vacation time or available 
personal necessity or request a leave of absence without pay. The Superintendent may 
or may not, in his/her discretion, grant a leave of absence without pay. 

8.5 Personal Necessity 

In order to receive leave under this provision, the person requesting the leave must notify 
his/her most immediate supervisor who is management. 

8.5.1 Aclassified employee may elect to use, not to exceed a total of seven (7) days in any 
one fiscal year, sick leave which has been earned, for personal necessities which fall 
into the following categories. 

8.5.1.1 

8.5.1.2 

8.5.1.3 

8.5.1.4 

Bereavement leave which may be necessary beyond that authorized in 
this Article. 

Accident or emergency involving his/her person or property, or the 
person or property of a member of his/her immediate family, as defined 
under Bereavement Leave. 

Appearance in any court or before any administrative tribunal as a 
litigant, party, or witness under subpoena or any order made with 
jurisdiction, and for which no other leave is provided for in this Article. 

Serious illness in the immediate family as defined under Bereavement 
Leave. 

Revised 6/9/98, 11/18/03, 6/11/13, 6/29/18 (8A.1) 
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8.6 

8.5.1.5 

8.5.1.6 

8.5.1.7 

8.5.1.8 

8.5.1.9 

8.5.1.10 

Observance of major religious holidays. 
) 

Association business as needed by members of the Association 
Executive Committee. 

Matters of compelling personal importan~.e. 

Paternity leave for any male classified empJoyee for the birth of a child 
to his wife or the birth of a child whom he fathered. Paternity leave 
shall be taken immediately before, during, or after the birth of the child. 

Fulfillment of the requirements for adoption of a child. 

-
The Superintendent may allow additional days to be used ( out of 
available sick leave) in special circumstances. 

Jury Duty and Witness 

8.6.1 Leave of absence forjury service shall be granted to any classified employees who 
have been officially summoned tojury duty in local, state, or federal court. Leave · 
shall be granted for the period of the jury service. The employee shall receive full pay 
while on leave provided that the jury service fee for such leave is assigned to and the 
subpoena of court certification is filed with the Superintendent. Request for jury 
service leave shall be made by presenting the official court summons fo jury service to 
the Director of Classified Personnel as soon as possible after receipt of such summons. 

8.6.2 Leave of absence to serve as a witness in a court case shall be granted an employee 
when he/she has been served a subpoena to appear as a witness, not as the litigant in 
the case. The length of the leave granted shall be for the num~er of days in attendance 
in court as certified by the clerk or other authorized officer of the court. The employee 
shall receive full pay during the leave period, provided that the witness fee for such 
leave is assigned to and the subpoena or court certification is filed with the 
Superintendent. Request for leave of absence to serve as a witness shall be made by 
presenting the official court summons to the Department Manager as soon as possible 
after receipt of such summons. 

8.6.3 The jury service fee and witness fee referred to in 8.6.1 and 8.6.2 respectively, do not 
include reimbursement for transportation expenses. 

8.6.4 An employee who has received leave of absence under this Article shall make 
himself/herself available for work during hours when his/her presence is not required 
in court. Availability for work under this section, when taken together with 
requirements for jury and witness duty, shall not exceed the employee's regular, work 
assignment. 

Revised 11/18/03 (8.5.1.7) 
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8. 7 Absence for Examination 

8.8 

8.9 

8.7.l Every employee in the classified s:ervice shall be permitted to be absent from his/her 
duties during working hours in order to take any examination for promotion in the 
Marin County Office of Education without deduction of pay or other penalty, provided 
that he/she gives two days' notice to his/h.er immediate supervisor. 

Military Leave 

8.8.1 Military leave of absence shall be granted and compensated in accordance with the 
Military and Veterans Code. 

Leave of Absence Without Pay 

8.9; 1 Leave of absence without pay may be granted to a permanent classified employee, 
upon the written request of the employee and the approval of the Superintendent or 
his/her designee subject to the following restrictions: 

8.9.1.1 

8.9.1.2 

8.9.1.3 

Leave of absence without pay may be granted for any period not 
exceeding one year, except that leave of absence for military service 
and leave of absence for service in the Peace Corps, or the Red Cross or 
Merchant Marine during time of national emergency, may be granted 
for a period not to _exceed two years. 

Tlie granting of a leave of absence without pay gives to the employee 
the right to return to his/her position at the expiration of his/her leave of 
absence, provided that he/she is physically and legally capable of 
performing the duties, and provided that a position in his/her class still 
exists and the employee has seniority rights to the position. The 
position may be filled only for the duration of the leave, and the 
employee must be released or reassigned upon completion of the leave 
and return of the regular employee. 

Upon granting leave, the Superintendent may request a letter ofintent 
to return by one (1) month before expiration ofleave. 

8.9.2 An employee may make a written request to the Superintendent to return to workprior 
to the expiration date of the leave. The Superintendent may approve or reject the 
request. 

8.9.3 Failure to report for duty within five (5) working days after a leave has expired shall 
be considered abandonment of the position and the employee may be terminated by the 
Superintendent. This provision is not applicable to military leaves. 
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8.9.4 If an employee cannot be placed in a vacant position in his/her class position titleupon 
return from leave of absence, he/she shall have bumping and reemployment rights, in 
accordance with his/her seniority, in the same manner as if he/she had been laid off for 
lack of work or lack of funds on the date his/her leave expires. 

8.10 Maternity Leave 

8.10.1 An employee shall be granted leave with pay for any period of disability contributed to 
by pregnancy, miscarriage, abortion, childbirth and recovery therefrom as confirmed 
by a physician and in accordance with the provisions of Sections 8.2 and 8.9 of this 
Article: 

8.10.1.1 

8.10.1.2 

8.10.1.3 

8.10.1.4 

8.10.1.5 

8.10.1.6 

) 

An employee who becomes pregnant shall advise her supervisor of that 
fact as early as possible giving an estimate of the dates (as confirmed 
by a physician's statement) the employee anticipates to be absent on 
account of disability related to thepregnancy. 

, The employee is entitled to use accumulated sick leave and othersalary 
continuance benefits and extended disability pay ( upon termination of 
accrued sick leave and other available paid leave) for the period of 
disability. 

The employee shall request a maternity leave from the Superintendent/ 
Governing Board iri writing supported by a physician's statement 
attesting to the disability and specifying the anticipated period of 
absence. The Marin County Office of Education may, at its option, 
obtain other medical opinions, in addition to the employee's own 
physician. 

l 

A leave of absence longer than the period of disability is a general leave 
of absence, not a maternity leave or a disability leave to which benefits 
are attendant and must be requested separately. 

During a period of leave without pay no health, dental, vision or life 
insurance benefits will be provided by the Superintendent/Governing 
Board. However, the emplo,yee may, at her option, purchase such 

' . 

benefits at the actual cost to the Superintendent/Governing Board by 
submitting all necessary payments to the Marin County Office of 
Education prior to the date such payments become due. 

Ability of an employee to return to work following childbirth shall be 
determined by the employee in consultation with her physician, subject 
to the right of the Superint(mdent to receive a physician's opinion 
in writing as to the physical ability of the employee to perform duties. 
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8.10.1.7 

8.10.1.8 

A personal leave of absence, without compensation or other benefits, 
shall be granted by the Superintendent/Governing Board for the 
following: 

8.10.1.7.1 

8.10.1.7.2 

8.10.1.7.3 

8.10.1.7.4 

A rest prior to or after childbirth, such rest not to exceed 
two (2) months; or, in the alternative, 

To the end of the school year in which the birth occurs, 
or 

For the entire academic year in which the birth occurs, 
or 

For the school year following childbirth. 

In the event that an employee receives a personal leave of absence due 
to pregnancy prior to actual disability, the employee shall be entitled to 
transfer to sick leave status to receive the benefits thereof upon 
becoming disabled by pregnancy, miscarriage, abortion, childbirth, or 
recovery, but only if the personalleave was specifically requested for 
this reason and if the resulting disability was caused by pregnancy, 
miscarriage, abortion, childbirth, and recovery therefrom. 

The employee shall be returned to the same position she held at the 
time ofleave, providing the program or position has not been 
terminated, and if the duration of the entire leave, both compensated 
and uncompensated, occurs within one school year. If the leave occurs 
during more than one school year, the employee has no right to any 
particular position and will be placed according to the needs of the 
Superintendent/Governing Board. 

8.11 Transfer of Sick Leave from Another District 

8.11.1 A classified employee of any California school district who has been an employee of 
that district for a period of one calendar year or more and who term:inates employm~nt 
with that district for the sole purpose of a~cepting a classified position with the 
Superintendent/Governing Board within one year of such termination of his/her former 
employment shall be credited with all of the earned unused sick leave which was 
properly credited to him/her in his/her former school district. 

8.12 Leave Reporting 

8.12.1 The Superintendent/Governing Board shall maintain a record of all leave taken and the 
leave balance accumulated by each employee. 
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8.12.2 Any absence of fifteen (15) minutes or l~ss will be charged as one-quarter hour. Any 
absence over fifteen (15) minutes, but le!IS than thirty (30) minutes, will be chargedas 
one-half hour, etc. 

8.12.3 Absences from work required .in order to have fingerprints recorded and physical 
examinations for employment purposes, written or oral examinations or tests, 
appointments and interviews'which may serve to advance the employee's status or 
position within the Marin County Office of Education, will not be chargeable against 
accrued leave. Such absences must be cleared with his/her most immediate supervisor 
who is management prior to the absence so that the supervisor may make any 
arrangement necessary. 

8.12.4 Absences from work taken by permanent employees for the purpose of doctor or 
dentist appointments will be reported and charged against employee's accrued sick 
leave totals, if any. If the employee has no accrued sick leave,. such time absent will 
be deducted from the employee's wages. 

8.12.5 Every absence of each employee shall be reported and recorded in a manner prescribed 
by the Superintendent/Governing Board. 

8 .13 Return to Work After Illness or Disability 

8.13.1 When an employee is absent due to illness or disability, the Superintendent may 
require that the employee obtain written doctor's approval prior to return to work or 
may require that the employee pass a medical examination prior to his/her return to 
work. 

8.14 Family Medical Leave 

8.14.1 Pursuant to the Federal Family and Medical Leave Act of 1993 (29 U.S.C. 
Sections 2601 et seq.) and the California Family Rights Act (Government Code 
Section 12945.2) an employee may be eligible for family care and medical leave, for 
family and medical purposes, depending on each employee's particular circumstances. 
The Marin County Office of Education will comply with all mandated provisions 
under these acts and reserves the right to act within the dictates of the law. 

8.15 Catastrophic Leave 

8.15.1 When a unit member has a catastrophic illness or injury as confirmed by a physician 
and has exhausted his/her sick leave, he/~he may request the Association to take the 

• i 

necessary Steps to implement the Catastrophic Illness Leave Program. 

8 .15 .2 A "catastrophic illness or injury" is defined as a severe illness or injury which 
incapacitates an employee due to injury or prolonged illness and which creates a 
financial hardship. 
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8 .15 .3 The Association will present the request to the Superintendent or her 
Designee. The request will consist of the following documents: 

8.15.3.1 A written request by the employee or his/her Designee including 

the number of days requested which may not exceed 160 hours 
during a school year. 

8.15.3.2 A physician's verification of the unit member's catastrophic illness 
or injury including an antictpated date of return to work. 

8.15.4 In no case, may the number of days requested cause the employee to exceed the 
total of 100 days of extended sick leave under California Education Code. 

8.15.5 In order to participate in the Catastrophic Illness Leave Program as a donor, 
Probationary/Permanent unit members must retain 160 hours or the equivalent 
of 20 work days in their sick leave bank. 

8.15.6 Probationary/Permanent unit members may donate a minimum of 4 hours and a 
maximum of 40 hours per school year. 

8.15.7 MCOE will verify the sick leave for unit members making the request to access 

sick leave days as well as the potential donors. 

8.15.8 The Association will inform urtit members of individual requests and secure 

written donations. 

8.15.9 MCOE will make the necessary transfers of sick leave. 

8.15 .10 The Superintendent or her Designee may allow modification of the definition of 

8.15.2 defining catastrophic illness or injury under special circumstances. 

8.15.11 Decisions of the Superintendent or her Designee shall not be subject to ARTICLE 13: 
Grievance Procedure of this Agreement. 

Revised 6/9/98, 11/18/03, 6/11/13 (8.4.1) 

Revised 11/18/03 (8.5.1.7) 

Revised 7/7/15 (8.15) 
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9.1 Policy 

ARTICLE9 

TRANSFERS 

9.1.1 The Superintendent has the final authority to transfer employees subject to the 
procedures hereto agreed upon in this Agreement. 

9.2 Definitions 

9.2.1 Transfer: A transfer is defined as movement from one position to another 
position within the same class/position title or a related class/position title within 
the same labor grade. The Director of Classified Personnel shall determine 
whether classes/position titles are sufficiently related to permit transfer between 
them. Decisions of the Director of Classified Personnel are subject only to appeal 
to the Personnel Commission. 

9.2.2 Employee: Refers to any employee who is included in the bargaining unit 
covered by this Agreement. 

9.2.3 Business Day: Any day the Marin County Office of Education is open for 
business. 

9.2.4 School Year: From the first scheduled workday through the last scheduled 
workday as shown on the school year calendar adopted by the 
Superintendent/Governing Board. 

9.2.5 Institutional Incompatibility: Refers to a situation wherein the personnel of a jail, 
hospital, or juvenile facility request the transfer of a Marin County Office of 
Education employee because of incompatibility between the host institution and 
the county office employee. 

9 .3 Conditions 

9.3.1 Transfers may be initiated by either management or an employee as provided 
below. 

9.3.2 Transfers shall not change the employee's salary rate, anniversary date, seniority, 
accumulated sick leave, accumulated vacation credit, or health, dental, vision, or 
life insurance benefits. 
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9.3.3 Vacancies shall be filled from transfer requests on file as provided below and/or 
from eligibility lists in accordance to the rules and regulations of the Personnel 
Commission. 

9 .4 Procedures 

9.4.1 Employee-Initiated Transfer 

9.4.1.1 

9.4.1.2 

9.4.1.3 

9.4.1.4 

9.4.1.5 

Transfer requests shall be made in writing to the director of 
Classified Personnel using the transfer request form 
(Appendix F). 

9.4.1.1.1 Once offered a transfer opportunity, the employee 
must make a decision within three working days. 

Any employee who has requested a transfer shall have his/her 
name considered for all transfers in the same class (same position, 
title and salary) for one year from the date ofreceipt ofthewritten 
request. 

All requests for transfer shall be considered on the basis .of, but not 
limited to, the following criteria: 

9.4.1.3.1 

9.4.1.3.2 

9.4.1.3.3 

9.4.1.3.4 

Seniority of the employee in his/her current 
class/position title. 

Past working experience. 

Special qualifications or skills. 

Satisfactory job performance as identified 
by the performance appraisal. 

Should applicants with approximately equal qualifications request 
the same vacant position, seniority will determine the choice. 

If a transfer reque~t is denied, the employee shall upon request 
made within ten (10) business days of the filling of the position, be 
provided with the specific reason( s) for the denial. 
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9.4.1.6 

9.4.1.7 

A permanent employee who transfers to a position in which he/she 
has not previously served may be returned within six ( 6) months by 
the Superintendent to his/her former position without right of 
appeal unless such action results in reduction in assigned time 
whereupon the employee will have the same appeal rights as an 
employee who is demoted or dismissed for cause. 

Medical reassignment: The Superintendent may give alternate 
work, if the same is available, to an employee who has become 
medically unable to satisfactorily perform his/her regularduties. 
The alternate work may constitute promotion, demotion, or 
lateral reassignment to a related class/position title. 

9.4.2 Administration-Initiated Transfer 

9.4.2.1 

9.4.2.2 

9.4.2.3 

During the regular school year, before making an administrative 
transfer, the appropriate department head or administrator shall 
meet and discuss the proposed transfer with the affected 
employee(s). Release time for such a meeting shall be provided 
the employee(s) if necessary. 

_) 

In all cases other than the regular school year or when the 
employee(s) affected are not scheduled to be working, anemployee 
to be administratively transferred shall be given ten (10) business 
days notice by i:p.ail to their last address of record provided, 
however, in urgent and unusual situations which may arise, such 
notice shall be given as circumstances permit. During said ten (10) 
business day period, the employee has the right to discuss the 
proposed transfer with the appropriate department head or 
administrator. In the event the employee will not be available . 
during such non-work times, the employee may designate, in 
writing, another individual to represent them. 

If the employee is transferred, the employee may upon written 
request within ten (10) business days of the transfer, be provided, 
in writing, the specific reason(s) for the transfer. 

9.4.3 Institutional Incompatibility 

9.4.3.1 When the involuntary transfer is due to institutional 
incompatibility, the program administrator shall request from the 
host institution a statement as to the reasons for the request in 
writing. 
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9.4.3.2 

9.4.3.3 

9.4.3.4 

9.4.3.5 

9.4.3.6 

9.4.3.7 

If the host institution offers the written reasons, these shall be 
shared with the unit member being transferred and the unit member 
shall have the opportunity to respond. 

A notice of the created vacancy will be posted to encourage 
employee-initiated transfers. 

Should no employee-initiated requests to transfer to the position 
left vacant be received, persons with the lowest seniority, but with 
institutional qualifications, will be selected to transfer into the 
vacancy. 

Anyemployee who is being transferred will be given a ten (10) day 
notice by mail to his/her last address of record provided. In urgent 
and unusual situations which may arise, such notice shall be given 
as the circumstances permit. During said ten (10) day period, the 
employee shall have the right to discuss the proposed transfer with 
the program administrator. 

The employee being transferred may request to transfer to a vacant 
position after having the opportunity to review the new assignment. 

During the regular school year, the employee shall be given one (1) 
release day to visit the new assignment. 

Revised 6/9/98 (9.2.5, 9.4.3, 9.4.3.1, 9.4.3.2, 9.4.3.3, 9.4.3.4, 9.4.3.5, 9.4.3.6, 9.4.3.7) 
Revised 12/14/04 (9.4.1.3.4) 
Revised 9/13/05 (9.4.1.1, 9.4.1.1.1) 
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ARTICLE 10 

INSERVICE TRAINING 

10.1 Inservice Training 

10.2 

\ 

10.3 

10.1.1 All classified employees having a minimum of twelve (12) months of 
active employment, inclusive of summer school, with the Marin County 
Office of Education shall be entitled to (1) paid re\ease day each school 
year for the purpose of Inservice Training. 

10.1.2 Physical Therapists, Occupational Therapists and Licensed Vocational 
Nurses shall have available $60.00 per year for authorized expenses to 
be used in conjunction with the Inservice Day. 

For the purposes of this Article, a "business day" shall be defined as any day.which the 
Marin County Office of Education is open. A "release day" is defined as the number of 
hours eq_uivalent to the employee's current assignment. 1 

Release for Inservice Training shall be subject to the following conditions: 

10.3.1 A written request for an inservice release day shall be submitted by the 
employee to the supervisor at least fifteen (15) business days prior to 
inservice attendance. The request shall describe the inservice activity and 
the relevance of the inservice activity to the current job assignment. 

10.3.2 The supervisor shall, within five (5) business days after receipt of the 
written request, re~omrnend approval/disapproval and forward the request 
to the appropriate Assistant/Deputy Superintendent. 

10.3.3 The Assistant/Deputy Superintendent shall within five (5) business days of 
receipt of the request approve/disapprove the request. In the case of 
disapproval the Assistant/Deputy Superintendent shall indicate his/her 
reasons(s). 

10.3.4 The decision of the Assistant/Deputy Superintendent shall be final andnot ,­
subject to provisions of Article 13, Grievance Procedures. 

10.4 Inservice days shall be limited to one (1) day per year for eligible employees 

and shall not be cumulative from year to year. 

10.5 Inservice Training release days may be denied if a substitute cannot be obtained. 

10.6 Nothing in this article shall limit Management's rights to schedule or assignlnservice 
Training for employees covered by this agreement subject to other relevant articles in 
this contract. 

Revised 6/9/98 (10.1.1), 12/12/00 (10.1.1) 
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ARTICLE 11 

SAFETY 

11.1 All employees shall endeavor to maintain safe and sanitary conditions in their 

work areas ofresponsibility. 

11.2 All employees will report to the immediate supervisor, in writing, anypractice or 

condition which poses a threat to the health or safety of any person associated with 
the Office. 

11.3 Upon receipt of a safety report, the Superintendent/Governing Board shall, as soon 
as possible, take any corrective procedures deemed necessary or advisable by the 
Superintendent/Governing Board. 

11.4 No employee shall be reprimanded in any way for reporting any practice or condition 

which poses a threat to the health or safety of any person associated with the 
Superintendent/Governing Board. 

11.5 The Association will receive a copy of any Occupational Safety and Health 

Administration (OSHA) reports made about any of the facilities where members of the 
bargaining unit work. 

11.6 If, in the opinion of the Superintendent/Governing Board, the employment duties of an 

employee in the bargaining unit requires the use of any equipment or gear to insure the 
safety of the employee or others, the Superintendent/Governing Board agrees to furnish 
such equipment or gear. 

11.7 All unit members will annually be offered the opportunity to participate in necessary 
health related safety trainings that may include, but is not limited to: Compression only 
CPR and safe lifting techniques. 

I 

Revised 6/29/18 (11. 7) 
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ARTICLE 12 

EVALUATION 

12.1 All regular classified employees shall be evaluated, by their most immediate supervisor who is 
management, in accordance with the following schedule: 

12.1.1 Regular probationary employees shall receive, during the probationary period, a formal 
written evaluation at approximately the end of the third month and again at 
approximately the end of the fifth month of service. 

12.1.2 Regular permanent employees shall receive a formal written evaluation each year onor 
about their anniversary date. 

12.1.3 Notwithstanding provisions of Sections 12.1.1 and 12.1.2 herein, any employee 
whether probationary or permanent, may be evaluated for unsatisfactory service at any 
time. 

12.1.4 For purposes of this Section 12.1.3 only, the employee may request a representative of 
CSEA to be present during the evaluation conference. Such representative shall be 
given paid release time for attendance at the evaluation conference. 

12.2 Evaluations shall be made on the forms attached to this Agreement as Appendix D. 
Performance evaluations will be prepared by the employee's most immediate supervisor 
who is management. 

Evaluations shall be reviewed with the employee for comments, response, and signature. 
The employee may request the teacher(s) with whom they work to be present during the 
evaluation conference. It is understood that it is at the teacher's discretion whether or not 
he/she will attend any such conference. The employee may attach comments to the evaluation 
form if he/she does so within ten (10) business days following the evaluation interview. 

12.3 A copy of the completed evaluation form will be given to the employee. The original 
evaluation form will be filed in the employee's:personnelrecord. 

", 
12.4 Negative evaluations must be accompanied by specific recommendations forimprovement. 

12.5 All evaluations shall provide an opportunity for discussion between the employee and 
evaluator. 

12.6 If the employee feels that the evaluation of his/her job performance is not fac_tual he/she may 
request a meeting with the Superintendent/ or designee prior to finalization of the evaluation. 
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13.1 Definitions 

ARTICLE 13 

GRIEVANCE PROCEDURE 

13.1.1 A grievance is an allegation by a grievant that he/she has been affected by a 
. violation of the specific provisions of this agreement. 

13.1.2 A grievant is one or more employees of the Marin County Office of Education 
who are members of this bargaining unit. 

13.1.3. A business day is one in which the Marin County Office of Education is openfor 
· business. 

13.1.4 Immediate supervisor is the lowest level administrator who has been designated 
by management to adjust grievances and who has immediate jurisdiction overthe 
grievant. 

13.2 Levels 

13.2.1 Informal Level 

13.2.1.1 

13.2.1.2 

13.2.2 Formal Level 

13.2.2.l 

Within'ten (1 O)business days of an instance of an alleged violation 
of this Agreement, the employee will present the grieyance to 
his/her immediate supervisor during working hours. The employee 
will apprise his/her immediate supervisor that a grievance is being 
processed. 

Within ten (1 O).business days after the presentation of a grievance, 
the.immediate supervisor shall give his/her answer orally to the 
employee. 

Step I 

13.2.2.1.1 Within twenty (20) business days of the oral answer 
at the informal level, if the grievant is not satisfied, 
the grievance shall be stated in writing and signed 
l?y the grievant and lodged withithe Superintendent 
or his/her designee, on the prescribed form 
(Appendix C). 
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. 13.2.2.1.2 

13.2.2.1.3 

13.2.2.1.4 

13.2.2.2. Step II 

13.2.2.2.1 

13.2.2.2.2 

The Statement of Grievance shall name the 
employee involved, shall state the facts giving rise 
to the grievance, shall identify by appropriate 
reference all the provisions of this agreement 
alleged to be violated, and shall indicate the 
specific relief requested. 

After receipt of the grievance on the prescribed 
form and within twenty (20) business days, a 
meeting to discuss and seek to resolve the grievance 
with representatives of the Superintendent/ 
Governing Board, not to exceed one (1) hour, shall 
be held with the grievant and, if requested, one 
Association representative. 

The Superintendent, or his/her designee, shall 
communicate to the grievant his/her decision in 
writing within twenty (20) business days after the 
meeting. Failure by a grievant to request the 
Association to consider submitting the grievance to 
arbitration within ten (10) business days of receipt 
of the decision shall be deemed an acceptance of the 
decision. 

In the event the grievant, is not satisfied with the 
decision at Step I, he/she may, within ten (10) 
business days after receipt of the decision from the 
Superintendent, or his/her designee, request in 
writing to both the Association and the 
Superintendent/ Governing Board that the 
Association consider submitting the grievance to _ 
arbitration. The Association by written notice to the 
Superintendent, or his/her designee within fifteen 
(15) business days after receipt of the request from 
the grievant, may submit the grievance to 
arbitration. If not submitted by the Association, the 
decision at Step I shall become final. 

The parties shall select ,a mutually acceptable 
arbitrator. In the event they are unable to agree on 
an arbitrator within ten (10) business days of the 
Association's submission of the grievance to 
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13.2.2.2.3 

13.2.2.2.4 

arbitration, the arbitrator shall be selected from a list 
submitte~ by the California State Conciliation 
Service. If the Association representative and the 
Superintendent of his/her designee cannot agree on 
the arbitrator from the list, each party shall , 
alternately strike names until one name remains. 

The arbitrator shall conduct a hearing at whi~h both 
parties may present evidence. After concluding the 
hearing, the arbitrator shall prepare a report listing 
the issues, the pertinent facts found at the hearing, 
and a decision for resolution. This report shall be 
sent to the Superintendent/Governing Board, with 
copies to the grievant, the Association, and the 
Superintendent, or his/her designee. The cost of the 
arbitrator shall be borne equally by the Association 
and the Superintendent/Governing Board. 

The decision of the arbitrator shall be accepted by 
both parties excepting, however, that the 
Superintendent/Governing Board, within ten (10) 
business days of the receipt of the arbitrator's report, 
may, by written notice to the grievant and the 
Association, decide to conduct a review of the 
grievance. Said review shall be based on the 
documents submitted at the lower levels of 
grievance and the transcript of the arbitrated 
hearing. The Superintendent/Governing Boar~ may 
not overturn the arbitrator's decision except when 
the vote to overturn is supported by at least five 
votes of a seven-member board. 

13 .3 Miscellaneous 

13.3.1 Until final disposition of a grievance takes place, the grievant is required to 
conform to the original direction of his/her supervisor. 

13.3 .2 At any point in the grievance procedure the grievant may elect, in writing to the 
Superintendent/Governing Board and the .Association, to represent himself/herself 
rather than have the Association provide representation; he/she may then proceed 
through the grievance through.Step I without intervention by the Association. If 
the grievant elects to represent himself/herself the Association shall be relieved of 
any further obligation of representation and shall be relieved of any obligation to 
share in any further expenses of the grievance procedure, including the cost of 
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arbitration. Prior to final resolution of Step I, the Association will be given a copy 
of the grievance and proposed resolution for comment within ten (10) business 
days, relative to the proposed decision's impact on the contract. 

13.3.3 No reprisals of any kind will be taken by t4e Superintendent or any member or 
representative of the administration or by the Board against participants in the 
grievance procedure by reason of such participation. 

13.3.4 ·All documents, communications, and records dealing with the process of a 
grievance will be filed in a separate file and will not be kept in the personnel file 
of any of the participants. 

13.3.5 The grievant and any necessary witness shall appear at any hearing required by 
these grievance procedures during working hours. The preparation of the 
grievance shall be on the employee's own time. 

13.3.6 Anytime limit maybe extended only by mutual agreement in writing. 

13.3.7 The Association representative shall be provided with release time, as indicated in 
Article 4, Section 4.5 of Release Time, to assist in the preparation and process of 
grievance. 
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ARTICLE 14 

SAVINGS 

14.1 If during the life of this Agreement there exists any applicable law or any applicable rule 
or regulation, or order issued by governmental authority other than the Superintendent/ 
Governing Board which shall render invalid or restrain compliance with or enforcement 
of any provision of this Agreement, such provision shall be immediately suspended and. 
be of no effect hereunder so long as such law, rule, regulation, or order shall remain in 
effect. Such invalidation of a part or portion of this Agreement shall not invalidate any 
remaining portions which shall continue in full force and effect. 
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ARTICLE 15 

COMPLETION OF AGREEMENT 

15 .1 This document comprises the entire Agreement between the Superintendent/ 
Governing Board and employees on the matters within the lawful scope ofnegotiation. 
Any term or condition not modified h~ein shall remain in full force and effect. Neither 
the Superintendent/Governing Board nor the Association shall have any further 
obligation to meet and negotiate during the term of this Agreement on any subject 
whether or not said subject is covered by this Agreement, even though such subject was 
not known nor considered at the time of the negotiations leading to the execution of this 
Agreement. 
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ARTICLE 16 

TERM 

16.1 The term of the agreement shall be from July 1, 2018 to and including June 30, 2021. 

16.2 Reopeners: 

This agreement may be reopened for the 2021-2022 school year by the Superintendent/ 
Governing Board or the Association by notifying the other party by June 1, 2021. 
Negotiations will be limited to: 

16.2.1 

16.2.2 

By the Association 
Article 5: Salaries and Fringe Benefits Two 

(2) additional articles 

By the Superintendent/Governing Board 

Article 5: Salaries and Fringe Benefits 

Two (2) additional articles 

This Agreement represents the completion of Collective Bargaining for 2018-2021. All other issues 
subject to Collective Bargaining are hereby withdrawn by both parties. All other provisions of the 2015-
2018 Collective Bargaining Agreement will remain in effect. 

Revised 7/13/99 (16.1) 
Revised 12/12/00, 11/18/03, 12/14/04, 10/12/10, 11/8/11, 6/12/12, 7/7/15 (16.1, 16.2) 
Revised 9/13/05 (16.1, 16.2, 16.2.1., 16.2.2) 
Revised 7/14/09 (16.1, 16.2.1., 16.2.2) (16.2.3) Revised 6/28/18 (16.1 and 16.2) 
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MEMORANDUM OF UNDERSTANDING 

BY AND BETWEEN 

MARIN COUNTY OFFICE OF EDUCATION 

AND 

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION 

CHAPTER #327 

The Marin County Superintendent of Schools/Marin County Board of Education and the California 
School Employees Association (CSEA Chapter #327) (!lo hereby agree to the following changes to the 
2018-2021 Agreement subject to the ratification by the members of the Association and approval by the 
Superintendent/Governing Board. 

ARTICLES 

SALARIES AND FRINGE BENEFITS 

5.1 The salary schedule for 2018-2019, 2019-2020 and 2020-2021 shall be set forth 

in Exhibit B. This represents a 3% increase effective July 1, 2018, a 3% increase 

effective July 1, 2019 and a 3% increase effective July 1, 2020. 

5.2 The Superintendent/Governing Board will pay the premium, for unit members 

working half-time or more, for medical/dental/vision/life insurance coverage, in 

an amount not to exceed $1,105.00 per employee per month effective October 

1, 2018. The actual amount is dependent upon the coverage selected by the 

employee. With the exception of dental coverage and vision, it is understood 

that members of the bargaining unit shall request only that coverage actually 

needed. 

EffectiveJanuary 1, 2005, the Superintendent/Governing Board will pay the 

premium for medical, dental, vision, life for unit members working 30 hours per 

week or more hired after January 1, 2005 in an amount not to exceed $1,105.00 
per employee per month. For those unit members hired after January 1, 2005 
working less than 30 hours, premium for medical, dental, vision, life will be paid 

at a prorated rate to the 30 hours. {ie: for unit members working 27 hours/week 

the Superintendent/Governing Board will pay 90% of said premium; for unit 

members working 25 hours/week, the Superintendent/Governing Board will pay 

83% of said premium, etc.) With the exception of dental coverage and vision, it 

is understood that members of the bargaining unit shall-request only that 

coverage actually needed. 
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MARIN COUNTY OFFICE OF EDUCATION 
CLASSIFIED SERVICE SALARY STRUCTURE 

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION 
2018-2019 

EFFECTIVE JULY 1, 2018 

LABOR POSITlON TITLE SALARY STEP I STEP2 ST EP3 STEP4 STEP 5 

GRADE RANGE# 

FOOD SERVICE ASSISTANT 24 16. 12 16.92 17.77 18.66 19.59 

GENERAL CLERK ll 

2 FILM INSPECTOR 26 16.92 17.77 18.66 19.59 20.58 

INSTR. ASSISTANT/CHILD DEV. 

3 BOOKING CLERK 28 17.77 18.66 19.59 20.58 21.60 

GENERAL CLERK I 

MEDIA CENTER CLERK 

OFFICE UTlLlTY WORK.ER 

4 RECEPTIONIST 30 18.66 19.59 20.58 21.60 22.68 

CLERK 

5 (VACANT) 32 19.59 20.58 2 1.60 22.68 23.82 

6 ACCOUNT CLERK 34 20.58 21.60 22.68 23.82 25.01 

BRAILLIST 

CUSTODIAN/GROUNDSKEEPER 

DISTRlBUTOR/1.M.C. 

LIBRARY ASSIST ANT 

7 COOK 36 2 1.6 1 22.69 23 .82 25.01 26.27 

PARAEDUCATOR/AUTO TECH. 

PARAEDUCATOR/GRAPHICS 

P ARAEDUCA TOR/REST. OCCUP. 

PARAEDUCATOR/SMALL ENG. 

PARAEDUCATOR/SPEC. ED. 

PARAEDUCATOR/SPEC. ED 

THERAPEUTIC LEARNING CENTER 

PARAEDUCATOR/BUSINESS OFFICE TECH. 

PARAEDUCATOR/VrDEO OCCUP. 

PARAEDUCATOR/WELDING TECH. 

ORG.NOLUNTEER SERVICES 

NATURALIST 

8 ACCOUNTING TECHNICIAN 38 22.69 23.82 25.01 26.27 27.58 

GRAPI-UCS TECHNICIAN 

MAINTENANCE CUSTODIAN 

MEDIA TECHNICIAN 

OFFSET EQUIPMENT OPERA TOR 

9 INTERPRETER 40 23.82 25.0 1 26.27 27.58 28.95 

ADMINISTRATIVE SECRETARY 

10 ACCOUNTING ASSISTANT 42 25.0 1 26.27 27.58 28.95 30.4 1 

SENIOR ADMINISTRATIVE SECRETARY 

II MAINTENANCE WORKER 44 26.27 27.58 28.95 30.41 31.92 

EXECUTIVE SECRETARY 



12 (VACANT) 46 27.58 28.95 30.41 31.92 33.52 

13 OCCUPATIONAL TRAINING ASSISTAI\ 48 28.95 30.41 31.92 33.52 35.20 

14 JS SUPPORT TECHNICIAN 50 30.41 31.92 33.52 35.20 36.96 

BUSINESS EDUCATION LWSON 

15 (VACANT) 52 31.92 33.52 35.20 36.96 38.80 

16 (VACANT) 54 33.52 35.20 36.96 38.80 40.75 

17 IS SPECIALIST 56 35.20 36.96 38.80 40.75 42.78 

18 (VACANT) 58 36.96 38.80 40.75 42.78 44.92 

19 (VACANT} 60 38.80 40.75 42.78 44.92 47.16 

20 (VACANT) 62 40.75 42.78 44.92 47.16 49.52 

21 (VACANT) 64 42.78 44.92 47.16 49.52 52.00 

22 OCCUPATIONAL THERAPIST 66 44.92 47.16 49.52 52.00 54.60 

5% SHIFT DIFFERENTIAL APPLIED TO ALL PERMANENT FULL TIME POSITIONS WHEN NORMAL 

WORK.DAY COMMENCES AFTER 3:00 P.M. 

5% SHIFT DIFFERENTIAL APPLIED TO SECRETARJAL POSITIONS WHEN SPANISH TRANSLATION 

IS A BONA FIDE PROGRAM REQUIREMENT AS DETERMINED BY THE DEPUTY OR SUPERINTENDENT. 

5% SHIFT DIFFERENTIAL APPLIED TO INSTRUCTIONAL ASSISTANTS/SPECIAL EDUCATION 

POSITIONS WHEN SIGN LANGUAGE COMPETENCE IS A BONA FIDE PROGRAM REQUrREMENT 

AS DETERMINED BY THE DEPUTY SUPERINTENDENT OF SPECIAL EDUCATION. 



MARIN COUNTY OFFICE OF EDUCATION 
CLASSIFIED SERVICE SALARY STRUCTURE 

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION 
2018-2019 

EFFECTIVE JULY 1, 2018 
(EXEMPT POSITIONS) 

LABOR POSITION TITLE SALARY STEP I STEP 2 

GRADE RANGE# 

LICENSED VOCATIONAL NURSE 46 

2 (VACANT) 48 

(VACANT) 50 

4 (VACANT) 52 

PHYSICAL THERAPIST 54 

6 (VACANT) 56 

7 (VACANT) 58 

8 (VACANT) 60 

9 (VACANT) 62 

JO INFORMATION SYSTEMS ANALYST 64 

II (VACANT) 66 

12 (VACANT) 68 

13 (VACANT) 70 

14 (VACANT) 72 

CAREER SERVICE INCREMENT 

CA REER SERVICE INCREMENTS, BASED ON DATE OF HIRE, SHALL BE PAID ALL 

BARGAINING UNIT MEMBERS ON THE FOLLOWING BASIS: 

27.58 

28.96 

30.40 

31.92 

33 .52 

35.20 

36.96 

38.80 

40.75 

42.78 

44.92 

47 .17 

49.52 

52.00 

TO$ 80 PER MONTH, BEGINN ING THE SIXTH (6TH) YEAR OF SERVICE AND INCREASING 

TO$ 90 PER MONTH, BEGINNING THE SEVENTH (7TH) YEAR OF SERVICE AND INCREASING 

TO $100 PER MONTH, BEGINNING THE EIGHTH (8TH) YEAR OF SERVICE AND INCREASING 

TO $110 PER MONTH, BEGINNING THE NINTH (9TH) YEAR OF SERVICE AND INCREASING 

TO $ J 20 PER MONTH, BEGINNING THE TENTH ( I 0TH) YEAR OF SERVICE AND INCREASING 

TO $130 PER MONTH, BEGINNING THE ELEVENTH ( 11 TH) YEAR OF SERVICE AND INCREASING 

TO $140 PER MONTH, BEGINNING THE TWELFTH ( 12TH) YEAR OF SERVICE AND INCREASING 

TO $150 PER MONTH, BEGINNING THE THIRTEENTH (13TH) YEAR OF SERVJCE AND INCREASING 

TO $160 PER MONTH, BEGINNING THE FOURTEENTH (14TH) YEAR OF SERVICE AND INCREASING 

TO $170 PER MONTH, BEGINN ING THE FIFTEENTH (15TH) YEAR OF SERVICE AND INCREASING 

TO $180 PER MONTH, BEGINN ING THE SIXTEENTH (16TH) YEAR OF SERVICE AND INCREASING 

TO $190 PER MONTH, BEGINNING THE SEVENTEENTH ( 17TH) YEAR OF SERVICE AND INCREASING 

TO $200 PER MONTH, BEGINNING THE EIGHTEENTH ( 18TH) YEAR OF SERVICE AND INCREASING 

TO $210 PER MONTH, BEGINN ING THE NINETEENTH (19TH) YEAR OF SERVICE AND INCREASING 

TO $240 PER MONTH, BEGINNING THE TWENTIETH (20TH) YEAR OF SERVICE AND INCREASING 

TO $250 PER MONTH, BEGINNING TH E TWENTY-FIRST (21 ST) YEAR OF SERVICE. 

TO $260 PER MONTH, BEGINNING THE TWENTY-SECOND (22ND) YEAR OF SERVICE. 

TO $270 PER MONTH, BEGINNING THE TWENTY-THIRD (23RD) YEAR OF SERVICE. 

TO $280 PER MONTH, BEGINNING THE TWENTY-FOURTH (24TH) YEAR OF SERVICE. 

TO $290 PER MONTH, BEGINNING THE TWENTY-FIFTH (25TH) YEAR OF SERVICE. 

TO $300 PER MONTH, BEGINNING THE TWENTY-SIXTH (26TH) YEAR OF SERVICE. 

28.96 

30.40 

31.92 

33.52 

35.20 

36.96 

38.80 

40.75 

42.78 

44.92 

47.17 

49.52 

52.00 

54.60 

STEP 3 STEP4 STEP 5 

30.40 3 1.92 33.52 

31.92 33 .52 35 .20 

33.52 35.20 36.96 

35 .20 36.96 38.80 

36.96 38.80 40.75 

38.80 40.75 42.78 

40.75 42 .78 44.92 

42.78 44 .92 47.17 

44.92 47.17 49.52 

47.17 49.52 52.00 

49.52 52 .00 54.60 

52.00 54.60 57 .33 

54.60 57 .33 60.20 

57.33 60.20 63.21 



MARIN COUNTY OFFICE OF EDUCATION 
CLASSIFIED SERVICE SALARY STRUCTURE 

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION 
2019-2020 

EFFECTIVE JULY 1, 2019 

LABOR POSITION TITLE SALARY STEP I STEP2 STEP3 STEP 4 STEP 5 
GRADE RANGE # 

FOOD SERVICE ASSISTANT 24 16.60 17.43 18.30 19.22 20.18 

GENERAL CLERK II 

2 F[LM INSPECTOR 26 17.43 18.30 19.22 20.18 21.20 

lNSTR. ASSISTANT/CHILD DEV. 

3 BOOKING CLERK 28 18.30 19.22 20.18 21.20 22.25 

GENERAL CLERK I 

MEDIA CENTER CLERK 

OFFICE UT[LITY WORKER 

4 RECEPTIONIST 30 19.22 20.18 21.20 22.25 23 .36 

CLERK 

5 (VACANT) 32 20.18 21.20 22.25 23.36 24.53 

6 ACCOUNT CLERK 34 21.20 22.25 23 .36 24.53 25.76 

BRAILLIST 

CUSTODIAN/GROUNDSKEEPER 

DISTRIBUTOR/I.M.C. 

LIBRARY ASSISTANT 

7 COOK 36 22.26 23.37 24.53 25.76 27.06 

PARAEDUCATOR/AUTO TECH. 

PARAEDUCA TOR/GRAPHICS 

PARAEDUCATOR/REST. OCCUP. 

PARAEDUCATOR/SMALL ENG. 

P ARAEDUCA TOR/SPEC. ED. 

PARAEDUCATOR/SPEC. ED 

THERAPEUTIC LEARNING CENTER 

PARAEDUCATOR/BUS!NESS OFFICE TECH. 

PARAEDUCATOR/VlDEO OCCUP. 

PARAEDUCATOR/WELDING TECH. 

ORG.NOLUNTEER SERVICES 

NATURALIST 

8 ACCOUNTTNG TECHNICIAN 38 23.37 24.53 25.76 27.06 28.4 1 

GRAPHICS TECHNICIAN 

MAINTENANCE CUSTODIAN 

MEDIA TECHNlCIAN 

OFFSET EQUIPMENT OPERA TOR 

9 INTERPRETER 40 24.53 25.76 27.06 28.4 I 29.82 

ADMINISTRATIVE SECRETARY 

10 ACCOUNTTNG ASSISTANT 42 25.76 27.06 28.4 1 29.82 31.32 

SENIOR ADMINlSTRA TIVE SECRETARY 

II MAINTENANCE WORKER 44 27.06 28.4 1 29.82 31.32 32.88 

EXECUTIVE SECRETARY 



12 (VACANT) 46 28.41 29.82 31.32 32.88 34.53 

13 OCCUPATIONAL TRAJN!NG ASSISTAJ\ 48 29.82 31.32 32.88 34.53 36.26 

14 IS SUPPORT TECHNICIAN 50 31.32 32.88 34.53 36.26 38.07 

BUSINESS EDUCATION LIAJSON 

15 (VACANT) 52 32.88 34.53 36.26 38.07 39.96 

16 {VACANT) 54 34.53 36.26 38.07 39.96 41.97 

17 IS SPECIALIST 56 36.26 38.07 39.96 41.97 44 .06 

18 (VACANT) 58 38.07 39.96 41.97 44.06 46.27 

19 (VACANT) 60 39.96 41.97 44 .06 46.27 48.57 

20 (VACANT) 62 41.97 44.06 46.27 48.57 51.01 

21 (VACANT) 64 44.06 46.27 48.57 51.01 53.56 

22 OCCUPATIONAL THERAPIST 66 46.27 48.57 51.01 53.56 56.24 

5% SHIFT DIFFERENTIAL APPLIED TO ALL PERMANENT FULL TIME POSITIONS WHEN NORMAL 

WORKDAY COMMENCES AFTER 3:00 P.M. 

5% SHJFT DIFFERENTIAL APPLIED TO SECRETARIAL POSITIONS WHEN SPANISH TRANSLATION 

IS A BONA FIDE PROGRAM REQUIREMENT AS DETERMINED BY THE DEPUTY OR SUPERINTENDENT. 

5% SHIFT DIFFERENTIAL APPLIED TO INSTRUCTIONAL ASSIST ANTS/SPECIAL EDUCATION 

POSITIONS WHEN SIGN LANGUAGE COMPETENCE IS A BONA FIDE PROGRAM REQUIREMENT 

AS DETERMINED BY THE DEPUTY SUPERJNTENDENT OF SPECIAL EDUCATION. 



MARIN COUNTY OFFICE OF EDUCATION 
CLASSIFIED SERVICE SALARY STRUCTURE 

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION 
2019-2020 

EFFECTIVE JULY 1,2019 
(EXEMPT POSITIONS) 

LABOR POSITION TITLE SALARY STEP I STEP2 

GRADE RANGE # 

LICENSED VOCATIONAL NURSE 46 

2 (VACANT) 48 

(VACANT) 50 

4 (VACANT) 52 

5 PHYSICAL THERAPIST 54 

6 (VACANT) 56 

(VACANT) 58 

8 (VACANT) 60 

9 (VACANT) 62 

JO INFORMATION SYSTEMS ANALYST 64 

II (VACANT) 66 

12 (VACANT) 68 

13 (VACANT) 70 

14 (VACANT) 72 

CAREER SERVICE INCREMENT 

CAREER SERVICE INCREMENTS, BASED ON DATE OF HIRE, SHALL BE PAID ALL 

BARGAINING UNIT MEMBERS ON THE FOLLOWING BASIS: 

28.41 

29.83 

31.31 

32.88 

34.53 

36.25 

38.06 

39.97 

41.97 

44.06 

46.27 

48.58 

SI.OJ 

53.56 

TO$ 80 PER MONTH, BEGINNING THE SIXTH (6TH) YEAR OF SERVICE AND INCREASING 

TO$ 90 PER MONTH, BEGINNING THE SEVENTH (7TH) YEAR OF SERVICE AND INCREASING 

TO $ 100 PER MONTH, BEGINNING THE EIGHTH (8TH) YEAR OF SERVICE AND INCREASING 

TO $1 10 PER MONTH, BEGINNING THE NINTH (9TH) YEAR OF SERVICE AND INCREASING 

TO $120 PER MONTH, BEGINNING THE TENTH (10TH) YEAR OF SERVICE AND INCREASING 

TO $130 PER MONTH, BEGINNING THE ELEVENTH ( I !TH) YEAR OF SERVICE AND INCREASING 

TO $140 PER MONTH, BEGINNING THE TWELFTH (12TH) YEAR OF SERVICE AND INCREASING 

TO $150 PER MONTH, BEGINNING THE THIRTEENTH (13TH) YEAR OF SERVICE AND INCREASING 

TO $ 160 PER MONTH, BEGINNING THE FOURTEENTH ( 14TH) YEAR OF SERVICE AND INCREASING 

TO $ 170 PER MONTH, BEGINNING THE FIFTEENTH ( 15TH) YEAR OF SERVICE AND INCREASING 

TO $ 180 PER MONTH, BEGINNING THE SIXTEENTH ( 16TH) YEAR OF SERVICE AND INCREASING 

TO $ J 90 PER MONTH, BEGINNING THE SEVENTEENTH ( I 7TH) YEAR OF SERVICE AND INCREASING 

TO $200 PER MONTH, BEGINNING THE EIGHTEENTH (18TH) YEAR OF SERVICE AND INCREASING 

TO $2 10 PER MONTH, BEGINNING THE NINETEENTH ( 19TH) YEAR OF SERVICE AND INCREASING 

TO $240 PER MONTH, BEGINNING T HE TWENTIETH (20TH) YEAR OF SERVICE AND INCREASING 

TO $250 PER MONTH, BEGINNING THE TWENTY-FIRST (21ST) YEAR OF SERVICE. 

TO $260 PER MONTH, BEGINNING THE TWENTY-SECOND (22ND) YEAR OF SERVICE. 

TO $270 PER MONTH, BEGINNING THE TWENTY-THIRD (23RD) YEAR OF SERVICE. 

TO $280 PER MONTH, BEGINNING THE TWENTY-FOURTH (24TH) YEAR OF SERVICE. 

TO $290 PER MONTH, BEGINNING THE TWENTY-FIFTH (25TH) YEAR OF SERVICE. 

TO $300 PER MONTH, BEGINNING THE TWENTY-SIXTH (26TH} YEAR OF SERVICE. 

29.83 

31.3 1 

32.88 

34.53 

36.25 

38.06 

39.97 

41.97 

44.06 

46.27 

48.58 

SI.OJ 

53.56 

56.24 

STEP 3 STEP 4 STEP 5 

3!31 32.88 34.53 

32.88 34.53 36.25 

34.53 36.25 38.06 

36.25 38.06 39.97 

38.06 39.97 41.97 

39.97 41.97 44.06 

41.97 44.06 46.27 

44.06 46.27 48.58 

46.27 48.58 51.01 

48.58 51.01 53.56 

51.01 53.56 56.24 

53.56 56.24 59.05 

56.24 59.05 62.00 

59.05 62.00 65.11 



MARIN COUNTY OFFICE OF EDUCATION 
CLASSIFIED SERVICE SALARY STRUCTURE 

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION 
2020-2021 

EFFECTIVE JULY 1, 2020 

LABOR POSITION TITLE SALARY STEP I STEP2 STEP3 STEP4 STEP 5 

GRADE RANGE# 

FOOD SERVICE ASSISTANT 24 17. 10 17.95 18.85 19.80 20.79 

GENERAL CLERK Il 

2 FILM INSPECTOR 26 17.95 18.85 19.80 20.79 21.84 

INSTR. ASSISTANT/CHILD DEV. 

3 BOOKING CLERK 28 18.85 19.80 20.79 2!.84 22.92 

GENERAL CLERK I 

MEDIA CENTER CLERK 

OFFICE UTILITY WORKER 

4 RECEPTIONIST 30 19.80 20.79 21.84 22.92 24.06 

CLERK 

5 (VACANT) 32 20.79 21.84 22.92 24.06 25.27 

6 ACCOUNT CLERK 34 2 1.84 22.92 24.06 25.27 26.53 

BRAILLIST 

CUSTODIAN/GROUNDSKEEPER 

DISTRIBUTOR/I.MC. 

LIBRARY ASSISTANT 

7 COOK 36 22.93 24.07 25.27 26.53 27.87 

PARAEDUCATOR/AUTO TECH. 

PARAEDUCATOR/GRAPHICS 

PARAEDUCA TOR/REST. OCCUP. 

PARAEDUCATOR/SMALL ENG. 

PARAEDUCATOR/SPEC. ED. 

PARAEDUCATOR/SPEC. ED 

THERAPEUTIC LEARNING CENTER 

PARAEDUCATOR/BUSINESS OFFICE TECH. 

PARAEDUCATOR/VIDEO OCCUP. 

PARAEDUCATOR/WELDING TECH. 

ORG.NOLUNTEER SERVICES 

NATURALIST 

8 ACCOUNTING TECHNICIAN 38 24.07 25.27 26.53 27.87 29.26 

GRAPHICS TECHNICIAN 

MAINTENANCE CUSTODIAN 

MEDIA TECHNICIAN 

OFFSET EQUIPMENT OPERA TOR 

9 INTERPRETER 40 25.27 26.53 27.87 29.26 30.71 

ADMINISTRATIVE SECRETARY 

IO ACCOUNTING ASSISTANT 42 26.53 27.87 29.26 30.71 32.26 

SENIOR ADMTNJSTRA TIVE SECRETARY 

I I MAINTENANCE WORKER 44 27.87 29.26 30.71 32.26 33.87 

EXECUTIVE SECRETARY 



12 (VACANT) 46 29.26 30.71 

13 OCCUPATIONAL TRAINING ASSISTAJ\ 48 30.7 1 32.26 

14 IS SUPPORT TECHNICIAN 50 32.26 33.87 

BUSINESS EDUCATION LIAISON 

15 (VACANT) 52 33.87 35.57 

16 (VACANT) 54 35.57 37.35 

17 IS SPECIALIST 56 37.35 39.21 

18 (VACANT) 58 39.21 41. 16 

19 (VACANT) 60 4 1.1 6 43.23 

20 (VACANT) 62 43.23 45.38 

21 {VACANT) 64 45.38 47.66 

22 OCCUPATIONAL THERAPIST 66 47.66 50.03 

5% SHIFT DIFFERENTIAL APPLIED TO ALL PERMANENT FULL TIME POSITIONS WHEN NORMAL 

WORKDAY COMMENCES AFTER 3:00 P.M. 

5% SHIFT DIFFERENTIAL APPLIED TO SECRETARJ.AL POSITIONS WHEN SPANISH TRANSLATION 

IS A BONA FIDE PROGRAM REQUIREMENT AS DETERMINED BY THE DEPUTY OR SUPERINTENDENT. 

5% SHIFT DLFFERENTIAL APPLIED TO INSTRUCTIONAL ASSISTANTS/SPECIAL EDUCA TlON 

POSITIONS WHEN SIGN LANGUAGE COMPETENCE IS A BONA FIDE PROGRAM REQUIREMENT 

AS DETERMINED BY THE DEPUTY SUPERINTENDENT OF SPECIAL EDUCATION. 

32.26 33.87 35.57 

33.87 35.57 37.35 

35.57 37.35 39.2 1 

37.35 39.2 1 4 1.16 

39.2 1 4 1.16 43.23 

4 1.16 43.23 45.38 

43.23 45.38 47.66 

45.38 47.66 50.03 

47.66 50.03 52.54 

50.03 52.54 55.17 

52.54 55.17 57.93 



MARIN COUNTY OFFICE OF EDUCATION 
CLASSIFIED SERVICE SALARY STRUCTURE 

CALIFORNIA SCHOOL EMPLOYEES ASSOCIATION 
2020-2021 

EFFECTIVE JULY 1, 2020 
(EXEMPT POSITIONS) 

LABOR POSITION TITLE SALARY STEP I STEP2 

GRADE RANGE # 

LICENSED VOCATIONAL NURSE 46 

2 (VACANT) 48 

3 (VACANT) 50 

4 {VACANT) 52 

5 PHYSICAL THERAPIST 54 

6 (VACANT) 56 

{VACANT) 58 

8 (VACANT) 60 

9 (VACANT) 62 

10 INFORMATION SYSTEMS ANALYST 64 

II (VACANT) 66 

12 (VACANT) 68 

13 (VACANT) 70 

14 (VACANT) 72 

CAREER SERVICE INCREMENT 

CAREER SERVICE INCREMENTS, BASED ON DATE OF HIRE, SHALL BE PAID ALL 

BARGAINING UNIT MEMBERS ON THE FOLLOWING BASIS: 

29.26 

30.72 

32.25 

33 .87 

35.57 

37 .34 

39.20 

4 1.1 7 

43 .23 

45.38 

47.66 

50.04 

52.54 

55.17 

TO$ 80 PER MONTH, BEGINNING THE SIXTH (6TH) YEAR OF SERVICE AND INCREASING 

TO$ 90 PER MONTH, BEGINNING THE SEVENTH (7TH) YEAR OF SERVICE AND INCREASING 

TO $100 PER MONTH, BEGINNING THE EIGHTH (8TH) YEAR OF SERVICE AND INCREASING 

TO $1 10 PER MONTH, BEGINNING TH E NINTH (9TH) YEAR OF SERVICE AND INCREASING 

TO $120 PER MONTH, BEGINNING THE TENTH (10TH) YEAR OF SERVICE AND INCREASING 

TO $130 PER MONTH, BEGINNING THE ELEVENTH (1 1TH) YEAR OF SERVICE AND INCREASING 

TO $140 PER MONTH, BEGINNING THE TWELFTH (12TH) YEAR OF SERVICE AND INCREASING 

TO $150 PER MONTH, BEGINNING THE THIRTEENTH (13TH) YEAR OF SERVICE AND INCREASING 

TO $160 PER MONTH. BEGINNING THE FOURTEENTH (14TH) YEAR OF SERVICE AND INCREASING 

TO $170 PER MONTH, BEGINNING THE FIFTEENTH ( 15TH) YEAR OF SERVICE AND INCREASING 

TO $180 PER MONTH, BEGINNING THE SIXTEENTH ( 16TH) YEAR OF SERVICE AND INCREASING 

TO $190 PER MONTH, BEGINNING THE SEVENTEENTH ( 17TH) YEAR OF SERVICE AND INCREASING 

TO $200 PER MONTH, BEGINNING THE EIGHTEENTH (18TH) YEAR OF SERVICE AND INCREASING 

TO $210 PER MONTH, BEGINNING THE NINETEENTH (19TH) YEAR OF SERVICE AND INCREAS ING 

TO $240 PER MONTH, BEGINNING THE TWENTIETH (20TH) YEAR OF SERVICE AND INCREASING 

TO $250 PER MONTH, BEGINNING THE TWENTY-FIRST (2 1ST) YEAR OF SERVICE. 

TO $260 PER MONTH, BEGINNING TH E TWENTY-SECON D (22ND) YEAR OF SERVICE. 

TO $270 PER MONTH, BEGINNING THE TWENTY-THIRD (23RD) YEAR OF SERVICE. 

TO $280 PER MONTH, BEGINNING THE TWENTY-FOURTH (24TH) YEAR OF SERVICE. 

TO $290 PER MONTH, BEGINNING THE TWENTY-FIFTH (25TH) YEAR OF SERVICE. 

TO $300 PER MONTH, BEGINN ING TH E TWENTY-SIXTH (26TH) YEAR OF SERVICE. 

30.72 

32.25 

33 .87 

35.57 

37.34 

39.20 

41.17 

43 .23 

45.38 

47.66 

50.04 

52.54 

55.17 

57.93 

STEP 3 STEP4 STEP5 

32.25 33.87 35.57 

33 .87 35.57 37 .34 

35.57 37.34 39.20 

37.34 39.20 41.17 

39.20 41.17 43 .23 

4 1.1 7 43 .23 45.38 

43 .23 45 .38 47.66 

45 .38 47 .66 50.04 

47 .66 50.04 52.54 

50.04 52.54 55 .17 

52.54 55.17 57.93 

55.17 57.93 60.82 

57.93 60.82 63 .86 

60.82 63.86 67.06 
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ARTICLE 1 

 
 

AGREEMENT 
 

 

1.1 The Articles and provisions contained herein constitute a bilateral and binding 

agreement ("Agreement") between the Marin County Superintendent of 

Schools/Marin County Board of Education ("Superintendent/Governing Board") 

and the Marin County Educators Association/California Teachers 

Association/National Education Association ("Association"), an employee 

organization. 

 

1.2 This Agreement is entered into pursuant to Chapter 10.7, Sections 3540-3549 of 

the Government Code ("Act"). 

 

1.3 If any part of this contract conflicts with any Board policy, this Contract shall 

prevail. 



 

ARTICLE 2 

 
 

RECOGNITION 
 

 

2.1 The Superintendent/Governing Board recognizes the Association as the exclusive 

representative for unit members in the certificated unit. 

 
 

2.2 The certificated unit consists of all certificated unit members excluding: 

 

any position listed on the Administrative/Support Staff Salary Schedule, 

substitutes who are employed on a day-to-day hourly basis to replace 

absent teachers, casual teachers employed on a day or hourly basis, 

including, but not limited to, home/hospital instruction, Regional 

Occupational Program unit members who have other full-time 

employment, GED testers in the County Jail Program, and summer 

school employees. 
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ARTICLE 3 

 
HOURS OF EMPLOYMENT 

 

 

3.1 At a staff meeting prior to October l, the immediate supervisor who is management will 

present and discuss the basis for establishing the posted hours of employment. This 

presentation will include items such as, but not limited to, student needs, transportation, 

host school schedule, need to consult with others, student contact hours, other issues. 

 

3.1.1. The immediate supervisor who is management will ask for additional information 

which may affect the posted hours of employment. 

 

3.1.2 In the event that there may be a potential change of hours, individual discussion 

about potential changes in hours will be held at the unit member’s request. 

 

3.2 The immediate supervisor who is management will determine and post unit members 

with hours of employment prior to October l of each year. In lieu or in addition to posting 

hours of employment unit members will receive a memo. 
 

3.3 Bargaining unit members may leave their sites of employment during the posted hours of 

employment with the approval of the immediate supervisor who is management. 

 

3.4 Bargaining unit members are entitled to an on-site 30 minute duty free lunch period 

scheduled as close to noon as possible. 

 

3.5 The number of hours of part-time bargaining unit members will be determined by 

multiplying the percentage of service by the number of full-time posted hours at that site 

or in the case of multiple sites, by determining a weekly average based on the posted 

hours of full-time unit members who have similar assignments. 

 

PROFESSIONAL RESPONSIBILITIES 
 

3.6 The Superintendent/Governing Board recognizes and appreciates that teachers spend 

many hours each year beyond the posted work hours in duties and activities that are in 

the best interest of their students and their profession. Such professional duties and 

activities may include, but are not limited to: staff meetings, annual reviews, intake 

interviews, conferences with other staff or professionals, liaison meetings with on-site 

schools, advisory committee meetings, parent conferences, employer contacts, inservice 

meetings, board meetings, and back to school nights. 

 

3.7 It is recognized by both parties that posted hours of employment may result in disparate 

student contact time, on-site time, and professional responsibilities. 

 

Revised 8/12/03 (3.1.2) 



 

ARTICLE 4 

 
 

WORK-YEAR CALENDAR 
 

 

4.1 The work year for 1999-2001 shall be 187 days. The work year for teachers hired after 

July 1, 1998, shall be 189 days for the first two years of employment. The scheduling of 

these days shall be at the discretion of superintendent. 

 

4.2 Student contact days for Special Education, Alternative Education Programs, and 

Regional Occupational Program shall be 180 days. All other days are for inservice, 

preparation and other professional duties. 

 

4.3 A Marin County Office of Education committee shall be established to develop and 

consult on a work-year calendar for the following year. The committee shall be 

composed of the Executive Committee to the Association and three members selected by 

the Superintendent. The committee shall report to the Superintendent/Governing Board 

by June 1
st 

of each year. Final placement of the work year days on the calendar will be 

determined by the Superintendent/Governing Board after receiving a report from the 

committee. 

 

4.4 Unit members working on district sites with differing calendars may work on an 

individual work-year calendar, as determined by their immediate supervisor and the 

Deputy/Assistant Superintendent, following consultation and discussion with the unit 

member. Except for new teachers working 189 days in the first two years employment, 

the work year shall not exceed 187 days nor shall the student contact days exceed 180 

days. 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Revised 5/12/98, 8/10/99 (4.1, 4.3, 4.4) 
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ARTICLE 5 

 
 

UNIT-MEMBER TRANSFER 
 

5.1 POLICY 

 
The Superintendent has the final authority to transfer unit members subject to the 

procedures here to agreed upon in ARTICLE 5. 

 

5.2 DEFINITIONS 

 
5.2.1 Transfer refers to any action which results in a movement of a teacher from 

his/her current assignment. If the action is taken during the summer, a change 

from the assignment during the preceding regular school year shall be deemed a 

transfer. 

 

5.2.2 Teacher refers to any unit member who is included in the appropriate unit. 
 

5.2.3 Voluntary Transfer refers to any transfer requested by a teacher in writing and 

submitted to the Personnel Office during the designated period of time in which 

voluntary transfers may be requested. 

 

5.2.4 Involuntary Transfer refers to a transfer that was not requested by the unit 

member. 

 

5.2.5 Institutional Incompatibility refers to a situation wherein the personnel of a host 

institution request the transfer of a Marin County Office of Education teacher 

because of incompatibility between the host agency and the county office 

teacher. 

 

5.2.6 Vacancy refers to an unfilled position as declared and described by the 

Superintendent in a posted Notice of Vacancy. 

 

5.2.7 Business Day is any day the Marin County Office of Education is open for 

business. 

 

5.3 PROCEDURES 

 
5.3.1 VACANCY 

 

5.3.l.l Initial notices of vacancies for positions covered by the Agreement shall 

be prepared by the Personnel Office and sent via electronic mail (email) 

to the work email address of all permanent and probationary unit 

members.  Each vacancy notice will list all positions reasonably 

anticipated to be open for transfer for the subsequent school year. 

Subsequent notices will be sent out as additional vacancies result. Copies 

of notices shall be sent to the Association. 
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5.3.1.2 Unit members desiring a transfer for the subsequent school year must 

complete and return a transfer request form postmarked or personally 

delivered within 10 business days from the date of the mailing. Failure to 

do so will constitute a waiver of the opportunity to request a voluntary 

transfer for the subsequent year. 

 

5.3.1.3 Voluntary transfer requests will be considered only through June of each 

school year. If a vacancy or opening occurs after the noticing process, 

only a temporary assignment will be made to fill the position for the 

remainder of the school year. 

 

5.3.1.4 All requests for transfer shall be considered on the basis of, but not 

limited to, the following criteria: 

 

5.3.1.4.1 Appropriate certification 

 
5.3.1.4.2 Seniority of employment with the Marin County Office of 

Education 

 

5.3.1.4.3 Academic preparation and/or past teaching experience of 

applicants 

 

5.3.1.4.4 Extenuating circumstances such as, but not limited to, 

discontinuation of current classroom assignment or return 

from leave of absence 

 

5.3.1.4.5 The needs of the Marin County Office of Education 

 
5.3.1.5 Should applicants with approximately equal qualifications request the 

same vacant position, seniority will determine the choice. 

 

5.3.1.6 Before making a decision, the receiving program administrator and the 

applicant(s) may meet and interview about the proposed transfer, if such a 

meeting is desired by either party. 

 

5.3.1.7 A timeline describing the various deadlines and activities of the transfer 

process will be developed by the Personnel Office annually and 

distributed to permanent and probationary unit members with the first 

Notice of Vacancy memo. 

 

5.3.1.8 It is the intention of this process that vacancies be noticed in an ongoing 

and timely manner to permanent and probationary members of the 

bargaining unit within the guidelines stated herein. 
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5.4 INVOLUNTARY TRANSFER 
 

5.4.1 Unit members who are being involuntarily transferred shall have the right to 

submit a transfer request as provided in 5.3.1.2 of this Article. 

 

5.4.2 A unit member who is being involuntarily transferred shall, upon request, be 

given the opportunity to discuss and/or receive in writing the reasons for the 

transfer. 

 

5.4.3 An involuntary transfer shall not result in the loss of compensation, seniority, or 

any fringe benefits to the unit member being transferred, at the time of the 

transfer. 

 

5.4.4 When appropriate certification and other criteria for transferring unit members 

are approximately equal: (a) unit members-initiated requests to accept the 

vacancy created by the involuntary transfer will be considered first; and (b) if no 

unit member-initiated requests are made, the selection of a unit member will be 

based upon, but not limited to, the following: 

 

5.4.4.1 Seniority 

 
5.4.4.2 Past teaching experience and/or academic preparation. 

 
5.4.5 Seniority will be considered first if unit members initiating requests to 

transfer to the vacated position have approximately equal qualifications. If 

there are no unit member-initiated requests to transfer to the vacated 

position, the persons who are being considered by the administration for 

transfer into the vacated position will have all or most of the qualifications 

listed, and will be the lowest on the seniority list. 

 

5.4.6 Any unit member who is being transferred will be given a ten (1O) day 

notice by mail to his/her last address of record provided. In urgent and 

unusual situations which may arise, such notice shall be given as the 

circumstances permit. During said ten-day period, the unit member has the 

right to discuss the proposed transfer with the program administrator. 

 

5.4.7 The unit member being transferred shall, upon request, be given reasons 

for the transfer in writing. 

 

5.4.8 During the regular school year, the unit member shall be given one (1) 

release day to visit the new assignment and one (1) release day to prepare 

for the first day of instruction. 



 

 

5.5 INSTITUTIONAL  INCOMPATIBILITY TRANSFER: 
 

 

5.5.1 When the involuntary transfer is due to institutional incompatibility, the 

program administrator shall request from the host institution a statement of 

the reasons for the request in writing. 

 

5.5.2 If the host institution offers the written reasons, these shall be shared with 

the unit member being transferred. 

 

5.5.3 A notice of the created vacancy will be posted to encourage unit 

member-initiated transfer requests. 

 

5.5.4 Should there be no unit member-initiated requests to transfer to the 

position left vacant, persons with the lowest seniority, but with 

institutional qualifications, will be selected to transfer into the vacancy. 

 

5.5.5 Any unit member who is being transferred will be given a ten (1O) day 

notice by mail to his/her last address of record provided. In urgent and 

unusual situations which may arise, such notice shall be given as the 

circumstances permit. During said ten (1O) day period, the unit member 

has the right to discuss the proposed transfer with the program 

administrator. 

 

5.5.6 The unit member being transferred shall, upon request, be given the 

reasons for transfer. 

 

5.5.7 During the regular school year, the unit member shall be given one (1) 

release day to visit the new assignment and one (1) release day to prepare 

for the first day of instruction. 

 
 

5.6 EXEMPTIONS: 
 

5.6.1 This provision does not apply to itinerant personnel such as, but not 

limited to: itinerant teachers of the Visually and Hearing Handicapped, 

Mobility Instructors, Nurses, Resource Specialists and Speech Therapists, 

as long as his/her itinerant assignment in one of these categories is 

maintained. 

 

 

Revised 8/12/03 (5.2.4, 5.3.1.1, 5.3.1.3, 5.4.7) 

Revised 7/5/18 (5.3.1.1) 
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ARTICLE 6 

 
 

LEAVES 
 

6.1 SICK LEAVE: 
 

6.l.1  Full-time certificated unit members on a 187 or 189 work day contract are entitled 

to ten (10) work days' sick leave each work year, commencing on the first day of 

employment. 

 

6.1.2 Unit members who work less than a full year shall receive one (1) day of sick leave 

per month worked. Unit members who work less than a full day shall receive sick 

leave on a prorated basis. 

 

6.1.3 If a unit member does not take the full amount of sick leave allowed in any work 

year, and if there is no break in service, the amount not taken shall be 

accumulated from year to year and shall be credited toward retirement in the 

manner specified by law. 

 

6.1.4 In case of absence, no payment shall be made for the work day until submission 

by the unit member of the form specified by the Superintendent/Governing Board 

and signed by the unit member and the immediate supervisor. 

 

6.1.5 Each unit member will be informed of his/her accumulated sick leave balance 

each regular payday. 

 

6.1.6 A sick leave day once commenced shall not be reinstated as a working day. 

 
6.1.7 For full-time unit members, an absence of up to one-half work day will be 

charged as one-half day of sick leave. An absence of more than one-half day will 

be charged as a full day of sick leave. 

 

6.1.8 A physician's statement that the unit member is physically and mentally fit to 

return to duty may be required of any unit member who has been absent from duty 

on sick leave for more than five (5) consecutive work days. The Superintendent/ 

Governing Board may require the unit member to see a physician of its choice. If 

the Superintendent/Governing Board physician's determination is contrary to the 

unit member's physician, the two physicians will select a third physician, whose 

cost is to be borne by the Superintendent/Governing Board, to meet with them to 

determine whether the unit member is fit to return to duty. The decision of the 

majority of the three (3) physicians shall be final and binding on both the 

Superintendent/Governing Board and the unit member. 
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6.2 MATERNITY DISABILITY LEAVE: 
 

6.2.1 A unit member will be granted a disability leave of absence when required to be 

absent from duties due to disability caused by pregnancy, miscarriage, abortion, 

childbirth, and recovery therefrom. 

 

6.2.2 A unit member shall inform her program manager and the Personnel Director, as 

appropriate, of any pregnancy at least four (4) months prior to the expected birth 

of the child. The unit member shall inform the Personnel Director of the date she 

anticipates she will return to work. 

 

6.2.3 The length of the leave of absence will be for the period of actual disability as 

determined by the unit member and her physician. The Superintendent/Governing 

Board may require the physician's statement or other proof to be updated from 

time to time. 

 

6.2.4 A unit member who is disabled due to pregnancy, miscarriage, abortion, 

childbirth and recovery therefrom is entitled to use her accumulated disability or 

sick leave benefits and is entitled to other health or sick leave benefits as are 

received by other certificated unit members who are temporarily disabled, but 

only to the extent that such benefits are received by other temporarily disabled 

unit members. 

 

6.2.5. In the event that a unit member receives a personal leave of absence due to 

pregnancy prior to actual disability, she shall be entitled to transfer to sick leave 

status to receive the benefits thereof upon becoming disabled by pregnancy, 

miscarriage, abortion, childbirth, or recovery, but only if the personal leave was 

specifically requested for this reason and if the resulting disability was caused by 

pregnancy, miscarriage, abortion, childbirth, and recovery therefrom. 

 

6.2.6. The ability of a unit member to return to her teaching position after pregnancy 

shall be determined by the unit member in consultation with her physician. 

 

6.3 CHILD REARING LEAVE: 
 

6.3.1 A personal leave of absence, without compensation or other benefits, shall be 

granted to male or female unit members by the Superintendent/Governing Board 

for the following: 

 

6.3.1.1 To the end of the school year in which the birth occurs, or 

 
6.3.1.2 For the entire academic year in which the birth occurs, or 

 
6.3.1.3 For the school year following childbirth. 
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6.3.2 A unit member may continue any or all benefit plans for the period of the leave 

without pay. Payments to the Marin County Office of Education shall be made no 

later than the first day of the month preceding the month of coverage, i.e., 

payment for April coverage due March l, to continue these plans in effect. 

 

6.3.3 The unit member shall be returned to the same position he/she held at the time of 

leave, providing the program or position has not been terminated, and if the 

duration of the entire leave occurs within one school year. If the leave occurs 

during more than one school year, the unit member has no rights to any particular 

position and will be placed according to the needs of the 

Superintendent/Governing Board. 

 

6.4 PERSONAL NECESSITY LEAVE: 
 

6.4.1 A unit member may use a maximum of seven (7) days of sick leave per school 

year for cases of personal necessity. 

 

6.4.2 Personal necessity leave will be granted for the following reasons: 

 
6.4.2.1 Death or serious illness of a member of the immediate family (in 

excess of Bereavement Leave). 

 

6.4.2.2 Accident or emergency involving the unit member's person or 

property, or the person or property of a member of the immediate 

family. 

 

6.4.2.3 Appearance in court as litigant. 

 
6.4.2.4 Fulfillment of the requirements for adoption of a child. 

 
6.4.2.5 Major religious holidays. 

 
6.4.2.6 Paternity leave for any male unit member for the birth of a child to 

his wife or for the birth of a child whom he fathered. Paternity 

leave shall be taken immediately before, during, or after the birth 

of the child. 

 

6.4.2.7 Matters of compelling personal importance. This leave will be 

available on a "first come first served" basis and no more than 20 

(twenty) unit members may use this provision on any given day. 

 

6.4.2.8 The Superintendent may allow additional days to be used (out of 

available sick leave) in special circumstances. 
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6.4.3 The unit member shall be required to secure at least one (l) week advance 

permission for leaves of absence that are for more than one (1) day for personal 

necessity of a type other than 6.4.2.1 or 6.4.2.2 enumerated above. The request 

for such leave shall be submitted in writing, clearly identify the type of personal 

necessity, and shall be signed by the unit member. 

6.4.4 For purposes of this Article, immediate family shall be defined as: mother, father, 

stepmother, stepfather, legal foster parents, grandmother, grandfather, or 

grandchild of the unit member or of the spouse of the unit member, and the 

spouse, son, son-in-law, daughter, daughter-in-law, brother, brother-in-law, sister, 

sister-in-law of the unit member, or any relative living in the immediate 

household of the unit member. 

6.5 BEREAVEMENT LEAVE: 

6.5.1 Any unit member is entitled to a leave of absence, not to exceed three (3) work 

days, or five (5) work days if more than 250 miles of one-way travel is 

required, on account of the death of any member of his/her immediate family. 

6.5.2 No deduction shall be made from the salary of such unit member nor shall such 

leave be deducted from leave granted by other sections of the Education Code or 

provided by the Superintendent/Governing Board. 

6.5.3 Members of the immediate family means the mother, father, stepmother, 

stepfather, legal foster parents, grandmother, grandfather, or grandchild of the unit 

member or of the spouse of the unit member and the spouse, son, son-in-law, 

daughter, daughter-in-law, brother, brother-in-law, sister, sister-in-law of the unit 

member, domestic partner or any relative living in the immediate household of 

the unit member or of such other persons as the Superintendent may designate out 

of consideration of unusual circumstances and conditions. 

6.6 JURY DUTY/SUBPOENAED WITNESS LEAVE: 

6.6.1 A leave with pay may be allowed to unit members to appear as a witness in court, 

other than as a litigant, in response to a subpoena duly served or to respond to 

an official order from another governmental jurisdiction for reasons not brought 

about through connivance or misconduct of the unit member. The allowed leave 

shall be for the number of days specified in the subpoena, or for all days in court 

as certified by the Clerk or other authorized officer of such court or Grand Jury. 

6.6.2 A leave with pay may be allowed to unit members regularly called for jury duty in 

the manner provided for by law. 
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6.6.3 Compensation for leave with pay granted according to subsections 1 and 2, above, 

shall be the amount of the difference between the unit member's regular earnings 

and any amount he/she receives for jury or witness fees. 

6.7 INDUSTRIAL ACCIDENT LEAVE: 

6.7.1 Unit members who are absent from duty because of injury or illness which results 

from industrial accidents, which qualify under worker's compensation insurance, 

shall be allowed leave with full salary from the first day of absence to and 

including the last day of absence caused by such accidents. Allowable leave for 

each injury or illness shall not exceed 6O working days in any one fiscal year for 

any one accident or illness.  Industrial accident leave shall be charged at the rate 

of one full day of authorized absence, regardless of compensation from worker's 

compensation insurance. 

6.7.2 This leave is not accumulative from year to year and if the industrial accident or 

illness overlaps into a new school fiscal year the unit member shall have only that 

amount of leave which was not used in the prior year for the same accident or 

illness. 

6.7.3 This Article further provides: 

6.7.3.1 Periods of absence caused by industrial accident or illness shall not 

be considered a break in service. 

6.7.3.2 During all paid leaves resulting from an industrial accident or 

industrial illness, the unit member shall retain his/her disability 

check. The Office shall then cause the unit member to receive 

his/her normal wage or salary less appropriate deductions 

including, but not limited to, unit member retirement contributions, 

and an amount equivalent to the face amount of the temporary 

disability check, which the unit member has retained. 

In all cases, unit member benefits are to be computed on the basis 

of the unit member's regular wage or salary prior to the deduction 

of any amounts received for temporary disability payments. 

6.7.3.3 The unit member must remain in California during his/her absence 

unless the Superintendent grants him/her permission to leave the 

State. 

6.7.3.4 After the industrial accident leave has been used, the unit member 

shall be entitled to use any of his/her sick leave, vacation time, or 

other available leave provided by law or by action of the 

Superintendent/ Governing Board to cover the illness or injury 

which resulted from an industrial accident while performing Marin 

County Office of Education work. 
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6.8 MILITARY LEAVE: 

6.8.1 Unit members shall be entitled to military leaves of absence as provided in the 

applicable provisions of the Military and Veteran's Code and Education Code. 

Unit members will make every effort to schedule military leaves during the 

summer recess or on weekends. 

6.9 UNCOMPENSATED LEAVE 

6.9.1 At the discretion of the Superintendent/Governing Board, a unit member may be 

granted an unpaid leave of absence for a period not to exceed two years. 

6.9.1.1 Short-Term: 

A unit member desiring a short-term (less than 50% of a school 

year) uncompensated leave may make application to the 

Superintendent/Governing Board for approval. 

6.9.1.2 Long-Term: 

6.9.1.2.1 A unit member with no less than three years' service 

at the Marin County Office of Education may be 

granted a long-term leave of absence (50% or more 

of a school year). 

6.9.1.2.2 The unit member shall submit a written request to 

the Superintendent/Governing Board no later than 

January 15
th 

prior to the year in which the leave is

requested. The request shall state the reasons for 

and duration of the leave desired. 

6.9.1.2.3 A unit member granted such leave of absence shall 

notify the Superintendent/Governing Board prior to 

January 15th of the year during which the leave is 

being taken that the unit member will return for 

duty the ensuing school year.  Failure to comply 

with this requirement will constitute a resignation 

on the part of the unit member effective at the close 

of the school year in which unit member is on leave. 

The Marin County Office of Education shall notify 

the unit member, in writing, of this provision of the 

Agreement at the time the leave is granted. 

6.9.2 Provisions: 

6.9.2.1 In the event of special circumstances the Superintendent may 

waive the time periods designated for uncompensated leave. 



6.9.2.2 Unit members on unpaid leave of absence are eligible to retain 

fringe benefits by paying necessary premiums to the 

Superintendent/ Governing Board, no later than the first day of the 

month preceding the month of coverage, i.e., payment for April 

coverage is due March l. 

6.9.2.3 At the expiration of the uncompensated leave, the unit member 

shall be reinstated to a position as determined by the 

Superintendent. 

6.9.2.4 Unit members on unpaid leave of absence shall, on their return, 

retain seniority rights and the position on the salary schedule which 

they held at the beginning of the leave. Such unit members shall 

retain accrued sick leave but shall not earn sick leave credit. 

6.10 CATASTROPHIC SICK LEAVE 

6.10.1 A catastrophic illness or injury is defined as a severe illness or injury which 

incapacitates an employee due to injury or prolonged illness and which creates a 

financial hardship. 

6.10.2 When a unit member who is a permanent or probationary teacher, or a temporary 

teacher commencing the third year of service for the Marin County Office of 

Education, has a catastrophic illness or injury as confirmed by a physician and 

has exhausted his/her sick leave, she/he may request the Association to take the 

necessary steps to implement the Catastrophic Illness Leave provision. 

6.10.3 The Association will present the request to the Superintendent or his/her 

designee. The request will consist of the following documents: 

6.10.3.1 A written request by the employee or his/her designee including the 

number of days requested which may not exceed 30 work days 

during the year. 

6.10.3.2. A physician’s verification of the unit member’s catastrophic illness 

or injury, including the anticipated date of return to work. 

6.10.4 In no case, may the number of days requested cause the employee to exceed the 

total of 100 days permitted for extended sick leave under the California 

Education Code. 

6.10.5 In order to participate in the Catastrophic Illness Leave Program as a donor, 

probationary/permanent unit members must retain 20 days in their own sick leave 

bank. 

6.10.6 Probationary/permanent unit members may donate a maximum of thirty (30) days. 
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6.10.7 The Superintendent or his/her designee will verify the sick leave for unit members 

making the request to access sick leave days as well as potential donors. 

6.10.8 The Association will inform unit members of individual requests and secure 

written donations. 

6.10.9 The Superintendent or his/her designee will make the necessary transfers of sick 

leave. 

6.11 GENERAL PROVISION 

6.11.1 Provision of Sick Leave, Maternity Disability, Personal Necessity, Study Leave, 

Industrial Accident/Illness, Bereavement, Jury Duty/Subpoenaed Witness Leave 

and Sabbatical Leave shall not be construed to apply to any unit member during 

any period when the unit member would not normally be performing services for 

the Marin County Office of Education. 

Revised 8/10/99 (6.10.7, 6.10.9) 

Revised 8/12/03 (6.9.1.2.2, 6.9.1.2.3, 6.10.3.1, 6.10.6)

Revised 11/1/18 (6.5.1, 6.5.3)

-16-



 

ARTICLE 7 

 
 

GRIEVANCE PROCEDURE 
 

 

7.1 DEFINITIONS 
 

7.1.1 A grievance is an allegation by a grievant that he/she has been adversely affected 

by a violation of the specific provisions of this Collective Bargaining Agreement. 

 

7.1.2 A grievant is one or more members of the Bargaining unit. 

 
7.1.3 A business day is one in which the Marin County Office of Education is open for 

business. 

 

7.1.4 Immediate Supervisor is the lowest level administrator who has been designated 

to adjust grievances and who has immediate jurisdiction over the grievant. 

 
 

7.2 MISCELLANEOUS 
 

7.2.1 A grievant may present his/her grievance to the Superintendent/Governing Board 

or its designated representative and have the grievance adjusted without the 

intervention of the Association or its representatives as long as the adjustment is 

not inconsistent with the terms of Agreement. 

 

7.2.2 A grievant may choose to be represented at all stages of the grievance procedure 

by an Association representative if he/she wishes. Grievances will be presented in 

the steps listed in the procedure. 

 

7.2.3 Until final disposition of a grievance takes place, the grievant is required to 

conform to the original direction of his/her supervisor. 

 

7.2.4 At each formal step of the grievance, the Association President will be furnished a 

copy of the documents exchanged between the grievant and the Superintendent/ 

Governing Board regarding the grievance. 

 

7.2.5 All documents, communications, and records dealing with the processing of a 

grievance shall be filed in a separate grievance file and shall not be kept with the 

grievant's personnel office file. 
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7.3 PROCEDURE 
 

7.3.1 Informal Level 
 

7.3.1.1 Within ten (10) business days of the first time a grievance is 

alleged to arise, the grievant will present the grievance to his/her 

immediate supervisor during non-instructional hours. 

 

7.3.1.2 Within ten (10) business days after the presentation of a grievance, 

the immediate supervisor shall give his/her answer orally to the 

grievant. 

 

7.3.2 Formal Level 
 

7.3.2.1 Step I. 
 

7.3.2.1.1 Within ten (10) business days of the oral 

answer, if the grievance is not resolved, it 

shall be stated in writing and signed by the 

grievant and lodged with the immediate 

supervisor on the prescribed form. 

 

7.3.2.1.2 The Statement of Grievance shall name the 

grievant involved, shall state the facts giving 

rise to the grievance, shall identify by 

appropriate reference all the provisions of 

this agreement alleged to be violated, and 

shall indicate the specific relief requested. 

 

7.3.2.1.3 The immediate supervisor shall 

communicate to the grievant his/her decision 

in writing ten (10) business days after 

receiving the grievance.  Failure by a 

grievant to appeal a decision within the 

specified time limits shall be deemed an 

acceptance of the decision. 
 

7.3.2.2 Step II 
 

7.3.2.2.1 In the event the grievant is not satisfied with 

the decision at Step I, the grievant may 

appeal the decision on the form prescribed to 

the Superintendent, or his/her designee, 

within five (5) business days after receiving 

a decision from Step I. 

 

Revised 5/12/98 (7.3.1.1,7.3.1.2,7.3.2.1.3) 

Revised 8/12/03 (7.3.1.1, 7.3.1.2) 
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7.3.2.2.2 This statement shall include a copy of the 

original grievance filed, the decision 

rendered at the previous step, a clear and 

concise statement of the appeal, and the 

reasons for the appeal. 

 

7.3.2.2.3 The Superintendent, or his/her designee, 

shall communicate his/her decision, in 

writing, to the grievant within five (5) days 

after receiving the appeal. Failure by a 

grievant to appeal a decision within the 

specified time limits shall be deemed an 

acceptance of the decision. 
 

7.3.2.3 Step III 
 

7.3.2.3.1 In the event the grievant is not satisfied with 

the decision at Step II, he/she may, within 

ten (10) business days after receipt of the 

decision from the Superintendent, or his/her 

designee, request in writing that the 

Association submit the grievance to 

arbitration. The Association, by written 

notice to the Superintendent, or his/her 

designee, within ten (10) business days after 

receipt of the request form from the 

grievant, may submit the grievance to 

arbitration. If not submitted by the 

Association, the decision at Step II shall 

become final. 

 
 

7.3.2.3.2 The parties shall select a mutually 

acceptable arbitrator. In the event they are 

unable to agree on an arbitrator within five 

(5) business days of the Association's 

submission of the grievance to arbitration, 

the arbitrator shall be selected from a list 

submitted by the California State 

Conciliation Service or American 

Arbitration Association. If the grievant and 

the Superintendent, or his/her designee, 

cannot agree on the arbitrator from the list, 

each party shall alternately strike names 

until only one name remains. 
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7.3.2.3.3 The arbitrator shall conduct a hearing at 

which both parties may present evidence. 

After concluding the hearing, the arbitrator 

shall prepare a report listing the issues, the 

pertinent facts found at the hearing, and a 

recommendation for resolution. This report 

shall be sent to the Superintendent/ 

Governing Board with copies to the 

grievant, the Association, and 

Superintendent, or his/her designee. The 

cost of the arbitrator shall be borne equally 

by the Association and the Superintendent/ 

Governing Board. 

 

7.3.2.3.4 The proposed decision of the arbitrator shall 

be accepted by both parties, provided, 

however, that the Superintendent/ Governing 

Board, within ten (1O) business days of the 

receipt of the arbitrator's award/decision 

may, by written notice to the grievant and 

the Association, decide to conduct a review 

of the grievance. Said review shall be based 

on the documents submitted at the lower 

levels of the grievance and the arbitrator's 

award/decision. As a result of such review 

the Superintendent/Governing Board may 

not overturn the arbitrator's decision except 

when the vote to overturn is supported by at 

least five votes of a seven-member Board. 



 

ARTICLE 8 

 
FRINGE BENEFITS 

 

8.1 The Superintendent/Governing Board shall provide, for full-time unit members, 

medical/dental/vision and life insurance coverage in an amount not to exceed $824.47 

per employee beginning January 1, 2013. The coverage shall include, but is not limited to two 

medical plan options. 

 

8.1.1. Medical plans currently available 

 
8.1.1.1 WHA 

8.1.1.2 Kaiser 

 
8.2 The actual amount of the employee’s contribution is dependent upon the coverage selected by 

the employee. With the exception of dental, vision, and life insurance coverage, it is 

understood that the members of the bargaining unit shall request only that coverage actually 

needed. If a unit member chooses a Health and Welfare Benefit option which exceeds the 

maximum monthly benefit amount, the excess cost shall be deducted from the unit member’s 

salary. 

 

8.3 Retired unit member health benefits. Medical coverage only will be provided for the retired 

unit member and dependents on the following basis: 

 

8.3.1 After ten (10) years of continuous employment with the Marin County Office of 

Education, not to exceed $100 per month. 

 

8.3.2. After fifteen (15) years of continuous employment with the Marin County Office of 

Education, not to exceed $200 per month. 

 

8.3.3 Benefits will be paid between the ages of 55 and 65. 

 
8.3.4 This article must be negotiated each year and will not be considered one of the 

reopeners allowed in Article 21, TERM, for either party. 
 

8.3.5 A retiree is a person who has retired from employment by the Marin County Office of 

Education and is receiving retirement benefits from either PERS or STRS. 

 

8.3.6 To be eligible for this coverage the unit member must be at least 55 years of age when 

he/she retires. 
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8.3.7 In the event that a retired unit member moves out of the service area for all current 

health care providers, the medical-only payment allowed for in 8.2.1 or 8.2.2 shall 

be paid directly to the medical insurance provider of the retiree's choice. 

 

8.3.8 The retiree can apply the retiree benefits to a medical plan of his/her choice and 

receive reimbursement monthly with proof of payment. 

 

8.4 Employees working half time or more and who are able to certify that they have comparable 

health coverage through another source shall receive $300.00 per month beginning 

October 1, 2003 in compensation in lieu of such benefits.  Employees shall sign a form 

waiving health benefits and certifying that they have comparable health coverage through 

another source. Each Unit Member who is participating understands that the $300.00 per 

month compensation in lieu of health benefits is considered for income tax purposes, although 

the employee may place these funds into a tax sheltered annuity of their choice. Unit Members 

who participate in this option and who subsequently lose their health coverage will be able to 

re-enroll in Marin County Office of Education health benefit coverage as provided in section 

1357.50 of the Health and Safety Code or during the next open enrollment period. 

 

Effective January 1, 2012, there will be no compensation in lieu of benefits for unit members 

hired after January 1, 2012. Only employees receiving cash-in-lieu of benefits as of December 

31, 2011 shall be allowed to continue to receive this payment. Once an employee discontinues 

cash-in-lieu of benefits, the employee is no longer eligible to apply for cash-in-lieu of benefits. 

With the exception of dental coverage and vision, it is understood that members of the 

bargaining unit shall request only that coverage actually needed. 

 

 

 

 
 

Revised 8/12/03 (8.1, 8.1.1, 8.1.1.1, 8.1.1.2, 8.4) 

Revised 6/12/07 (8.3.8) 

Revised 11/8/11 (8.1, 8.4) 

Revised 6/12/12 (8.1) 

Revised 7/5/18 (8.1, 8.1.1, 8.1.1.1) 
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ARTICLE 

9 

 
 

SALARIES 

 

9.1 The salary schedule for 2018-2019, 2019-2020 and 2020-2021 shall be set forth in Exhibit A. 

This represents a 3% increase effective July 1, 2018, a 3% increase effective July 1, 2019 and a 

3% increase effective July 1, 2020.    

9.2 Appropriate step advances shall be paid in 2018-2019, 2019-2020 and 2020-2021. 

 
9.3 If a unit member is required by his/her supervisor, who is management, to work 

packing or unpacking on a non-work day the unit member will be compensated $150.00 

per day. 

 
9.4 All unit members hired after January 1, 1990, will have his/her salary automatically 

deposited by the Marin County Office of Education to his/her checking or savings 

account with an approved Accredited Clearing House (ACH) member bank, savings & 

loan, or credit union. 

 

 

 

 

 

 

 

 

 
 

Revised 8/12/03, 3/8/05, 3/14/06, 12/11/07, 10/12/10, 11/8/11, 

6/12/12, 6/11/13, 8/12/14, 7/7/15 (9.1, 9.2) 

Revised 6/12/07 (9.1,9.2,9.3) 

Revised 6/12/12, 6/11/13 (9.1) 

Revised 7/5/18 (9.1, 9.2) 
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ARTICLE 10 

 
 

CONCERTED WORK STOPPAGE 
 

 

10.1 It is the intent of the parties that during the term of this Agreement the members of the 

unit shall faithfully and diligently perform all the duties normally associated with their 

positions. There shall be no strike, slow-down, "work to rule", work stoppage, sick-out, 

withdrawal of services, or lockout by either party during the term of this Agreement. 

 

10.2 In the event that members of the unit take any steps in violation of the provisions of this 

Article, the organization shall make every effort to prevent such activities and to induce 

the employees to comply with the terms of this agreement. 

 

10.3 In the event of violation of this Article, the Superintendent/Governing Board may 

terminate any right granted by this Agreement or by other provisions of the 

Superintendent/Governing Board rules, regulations or policy from the employee or from 

the organization, and may take steps to appropriately discipline the employee, which 

discipline may include termination of employment. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 

Revised 8/10/99, (10.1) 
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ARTICLE 11 

 
 

CONSULTATION 
 

 

11.1 The Association has the right to consult on the definition of educational 

objectives, the determination of the content of courses and curriculum, and the 

selection of textbooks to the extent such matters are within the discretion of the 

Superintendent/Governing Board under the law.  Nothing in this provision shall 

be construed to limit the right of management to consult with any unit member or 

unit member organization in any matter outside the scope of representation. 
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ARTICLE 12 

 
 

NEGOTIATING PROCEDURES 
 

 

12.1 Proposal and Meetings 
 

12.1.1 The “Association” shall present its annual proposal to the 

Superintendent/Governing Board no later than April 1st of each year. 

 

12.1.2 “The Superintendent/Governing Board” shall adopt its initial 

counterproposal no later than April 30th of each year. 

 

12.1.3 Initial proposals may not be submitted by the Association to the meet and 

negotiate process for the succeeding year, later than May 1st, nor new 

initial proposals by the Superintendent/Governing Board later than June 

1st. 

 

12.1.4 Negotiations shall take place at mutually agreeable times and places. 

If meetings cannot be agreed to mutually, the meetings shall be held 

within five (5) business days from receipt of a written request from either 

party. 

 

12.1.5 Consultants may be present and participate at the direction of the 

Association or the Superintendent/ Governing Board Representative. The 

other party will be notified prior to the negotiation session of those other 

than the negotiation team who plan to be at the negotiating session. 

 

12.1.6 Caucuses may be called during the negotiating sessions at the request of 

the chief spokesperson of the Association or the chief spokesperson of the 

Superintendent/Governing Board. 

 

12.1.7 All supporting materials used during the meet and negotiate sessions shall 

be prepared by the presenting parties in sufficient copies for all 

representatives of each party. 
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ARTICLE 13 

 
 

COMPLETION OF AGREEMENT 
 

 

13.1 This document comprises the entire agreement between the Superintendent/ 

Governing Board and the Association on the matters within the lawful scope of 

negotiation. Any term or condition not modified herein shall remain in full force 

and effect.  Neither the Superintendent/Governing Board nor the Association 

shall have any further obligation to meet and negotiate during the term of this 

Agreement on any subject whether or not said subject is covered by this 

agreement, even though such subject was not known nor considered at the 

time of the negotiations leading to the execution of this Agreement. 



 

 

ARTICLE 14 

 
 

PROFESSIONAL DEVELOPMENT 
 

 

14.1 Regularly employed certificated unit members are required to complete five (5) 

units of Professional Development every five (5) years. Beginning with the 2008- 

2009 cycle, in the event that a unit member does not meet this requirement, 

he/she will not accrue a year of service credit for the purposes of advancement on 

the salary schedule or longevity. In addition, for a unit member who is receiving 

longevity, if the unit member does not meet the requirement, the unit member will 

not receive any longevity payment for the following year. 

 

14.2 Professional development may be met through upper division or graduate level 

units from a college or university or through activities such as inservice 

workshops and conferences, travel study, independent research, professional 

projects, and leadership in a professional organization.. 

 

14.3 College or university units will be credited at the value awarded by the institution. 

 
14.4 Inservice and conference activities will be given 1/2 unit of credit for every four 

(4) hours of attendance. 

 
14.5 Other professional development activities will be given one (l) unit of credit or 

more, as appropriate. 

 

14.6 Only college or university units will be applied to horizontal advancement on 

salary schedule. 

 

14.7 All units must have prior approval of the immediate supervisor and 

Superintendent, or his/her designee. 

 

14.8 If an employee believes that participation in a lower division course will benefit 

his/her professional development and that a similar course is not available at an 

upper division or graduate level, then such unit member may petition the County 

Superintendent for a waiver. The unit member may also request that the units be 

applied for horizontal advancement on the salary schedule. 
 

 

 

Revised 3/8/05 (14.1) 

Revised 7/14/09 (14.1, 14.2) 
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ARTICLE 15 

 
 

POSITIONS OF LESS-THAN-FULL-TIME SERVICE 
 

 

15.1 Shared Contract 
 

15.1.1 General Conditions 
 

15.1.1.1 A shared contract is defined as the situation when two unit 

members render the same service to either individual students or 

individual classes. The shared contract shall be for not more than 

one (l) full-time equivalent full-time position. 

 

15.1.1.2 Approval of requests for shared contracts shall be at the sole 

discretion of the Superintendent. 

 

15.1.1.3 Requests for shared contract shall be considered only if two (2) 

full-time, probationary or permanent employees holding 

appropriate credentials apply. 

 

15.1.1.4 If either one of the participating unit members withdraw from the 

program during the school year the program will be considered 

canceled for both teachers. 

 

15.1.1.5 Shared contracts are authorized by the Superintendent for one (l) 

school year at a time and must be renewed each year. 

 

15.1.1.6 Provisions of sick leave, extended disability leave, maternity 

disability, personal necessity, industrial accident/illness, 

bereavement and jury duty/subpoenaed witness leaves shall not be 

construed to apply to any participant during any day when the 

participant would not normally be performing services. 

 

15.1.2 Shared Contract/Full Year Part-Time 
 

15.1.2.1 A shared contract/full year part-time position is when two (2) unit 

members agree to share (1) one full-time position and work the 

entire school year. Each unit member will work 50% of the 

student contact days as set out in the school calendar. Both unit 

members will work on the designated "teacher work days". 
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15.1.2.2 Unit members in order to participate in the shared contract/full year 

part-time position must apply for a 50% uncompensated leave as 

provided in Article 6. 

 

15.1.2.3 Compensation 
 

15.1.2.3.1 Participants in the shared contract/full year part- 

time position shall receive fifty percent (50%) of 

his/her annual salary paid in ten (10) equal monthly 

installments. 

 

15.1.2.3.2 The two (2) participants involved shall receive 

salary credit for one-half (1/2) year of service. 

 

15.1.2.3.3 Each participant shall receive one-half (1/2) of 

fringe benefits listed in Article 8, Fringe Benefits. 

Each participant shall be able to retain full fringe 

year by having additional premiums deducted from 

his/her monthly salary. 

 

15.1.2.3.4 Each participant will receive fifty percent (50%) 

credit for retirement and sick leave. 

 

15.1.2.4 Application Procedure 
 

15.1.2.4.1 Written requests for participation in the shared 

contract/full year part-time positions shall be 

submitted to the Superintendent by February 1, of 

the year preceding the shared contract. The written 

request must include: 

 

1. a specific work day schedule, 

 
2. a plan for communication with parents, 

aides, DIS staff, etc., where appropriate. 

 

3. a plan for assessment and Individual 

Development Plan (IEP) development for 

students if appropriate 
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4. a plan for the development of specific 

strategies and monitoring and implementation of 

I.E.P.s if appropriate, 

 
5. a plan for the notification of students/parents 

regarding the shared contract and its 

implications, and 

 

6. a plan for conflict resolution between the 

two (2) unit members involved in the shared 

contract or any other possible conflicts. 

 

15.1.2.4.2 By March l, the Superintendent will notify 

employees of acceptance or rejection of the 

proposed shared contract. 

 

15.1.2.5 Other Conditions 
 

15.1.2.5.1 Hours of employment for unit members in the 

shared contract/full year part-time position will 

be determined in accordance with Article 3. 

 

15.1.2.5.2 Both participants will be responsible for 

attendance relating to professional duties and 

events such as, but not limited to, staff 

meetings, Educational Assessment Services 

meetings, School Appraisal Team meetings, 

back-to-school night, open house, inservice 

meetings, and parent conferences. 

 

15.1.2.5.3 In the event of the absence of one of the two 

teachers involved the other will serve in the 

substitute capacity whenever possible; however, 

no trading of days will be allowed. 

 

15.1.3 Shared Contact/One Semester 
 

15.1.3.1 A shared contract/one semester position is one in which two (2) 

unit members agree to share one full time position by each working 

continuously full time for one semester of the school year. 

 

15.1.3.2 A unit member, in order to participate in the shared contract/one 

semester position, must apply for a 50% uncompensated leave as 

provided in Article 6. 
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15.1.3.3 Compensation 
 

15.1.3.3.1 Participants in the shared contract/one semester 

program shall receive fifty percent (50%) 

of his/her annual salary paid in five (5) equal 

monthly installments during the actual employ- 

ment period. 

 

15.1.3.3.2 Participants shall receive salary credit for one-half 

(1/2) year of service. 

 

15.1.3.3.3 Participants shall receive full fringe benefits as 

listed in Article 8, Fringe Benefits, for six months. 
 

Participants shall be able to retain full fringe 

benefits for the entire year by paying premiums to 

the Marin County Office of Education during the 

non-employment period. Premiums must be 

received no later than the first day of the month 

preceding the month of coverage, i.e., payment 

for April coverage due March l. 

 

15.1.3.4 Application Procedure 
 

15.1.3.4.1 Written requests for participation in a shared 

contract/one semester position shall be submitted 

to the Superintendent by February l of the 

year preceding the shared contract. 

The written request must include: 

 

1. a specific calendar, 

 
2. a plan for communication with parents, aides, 

DIS staff, etc. where appropriate, 

 

3. a plan for assessment and Individual Education 

Plan (I.E.P.) development for students if 

appropriate, 

 

4. a plan for the development of specific strategies 

for monitoring and implementation of 

I.E.P.s if appropriate, 
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5. a plan for the notification of students/parents 

regarding the shared contract, or any other 

possible conflicts. 

 

6. a plan for the transition between semesters 

which includes both unit members working 

together for three (3) days. 

 

15.1.3.4.2 By March l, the Superintendent will notify 

employees of acceptance or rejection of the 

proposed shared contract. 
 

15.2 Part-Time Positions 
 

15.2.1 General Provisions 
 

15.2.1.1 Approval of requests for part-time service shall be at the sole 

discretion of the Superintendent. 

 

15.2.1.2 Part-time service shall be defined as any position which is 

contracted with the County Office of Education for the full work 

year calendar, but which requires the unit member to serve less 

than the full number of hours or days as set forth in Article 3, 

Hours of Employment and Article 4, Work Year Calendar, of this 

contract. 

 

15.2.1.3 Part-time service shall not result in more than one (l) unit member 

rendering the same service to either individual students or 

individual classes. 

 

15.2.2 Compensation 
 

15.2.2.1 Participants in the part-time position program shall receive the 

portion of his/her annual salary in proportion to the percentage of a 

full-time position worked. 

 

15.2.2.2 Unit members hired prior to March 10, 1993 working in 

part-time positions shall receive the fringe benefits listed in Article 

8, Fringe Benefits, on the following schedule: 
 

15.2.2.2.1 75% or more of a full-time position will receive full 

fringe benefits. 
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15.2.2.2.2 Less than 75% of a full-time position will receive 

that percentage of fringe benefits equivalent to 

the percentage of a full-time position worked. 

 

Example:  60% position = 60% of fringe benefits 

 
15.2.2.2.3 Unit members receiving less than full fringe 

benefits are eligible to retain full fringe benefits by 

paying premiums to the Marin County Office of 

Education. Premiums will be deducted from the 

unit member's salary. 

 

15.2.2.3 Unit members hired after March 10, 1993 working in part-time 

positions of 50% or more shall receive prorated benefits. 

 

Example:  80% position = 80% fringe benefits. 

 
Those who work less than 50% receive no fringe benefits but are 

eligible to purchase fringe benefits by paying premiums to the 

Marin County Office of Education. Premiums will be deducted 

from the unit member's salary. 

 

15.2.2.4 Unit members in part-time positions shall receive retirement credit 

and sick leave credit in proportion to the percentage of a full-time 

position worked. 

 

15.2.2.5 Salary step advancement will be given for any part-time position of 

75% or more. 

 

15.2.2.6 In part-time positions less than 75%, salary step advancement will 

occur when the accumulation of the % worked equals 75% or 

more, at which time the % for step advancement begins again at 

0%. 

 

15.2.2.7 Provisions of sick leave, extended disability leave, maternity 

disability, personal necessity, industrial accident/illness, 

bereavement and jury duty/subpoenaed witness leaves shall not be 

construed to apply to any unit members during any period when 

the employee would not normally be performing services for the 

Marin County Office of Education programs. 
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15.2.3 Application Procedures 
 

15.2.3.1 Written requests for positions of part-time service shall be 

submitted annually to the Superintendent by February l of the year 

preceding the part-time service. 

 

15.2.3.2 By March lst, the Superintendent will notify unit members of the 

acceptance or rejection of the request for a part-time position. 

 
 

15.2.4 Continuation in Part-Time Status or Return to 

Full-Time Status 
 

15.2.4.1 Continuation of part-time service will be at the sole discretion of 

the Superintendent. 

 

15.2.4.2 Prior to February 1st, unit members wishing to continue in 

part-time service, for the following year, shall request such a 

continuance in writing. 

 

15.2.4.3 Prior to February 1, unit members who have rights to a full-time 

position and who wish to return to a full-time position shall 

request such a return in writing. 

 

15.2.4.4 The full-time position to which the unit member will return will be 

determined by the Superintendent. 

 

15.2.5 Other Conditions 
 

15.2.5.1 Hours of employment for unit members in part-time positions will 

be determined in accordance with Article 3, Hours of Employment. 
 

15.2.5.2 Unit members in part-time positions may be responsible for a 

maximum of 50 hours of attendance relating to professional duties 

and events such as, but not limited to, staff meetings, School 

Appraisal Teams meetings, back-to-school night, open house, 

inservice meetings, and parent conferences. 

 

With reasonable notice by the Immediate Supervisor, such 

attendance may be required on days, and times, other than those 

when the unit member is regularly scheduled to work. 
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ARTICLE 16 

 
 

CLASS SIZE/CASELOAD REVIEW PROCESS 
 

 

16.1 Informal Level 
 

 

16.1.1 The unit member in the Special Education Division or Education Services 

Division shall discuss the problem of class size/caseload with his/her immediate 

supervisor. They will make every effort to resolve the situation at an informal 

level. 

 
 

16.2 Formal Level 
 

 

16.2.1 SPECIAL EDUCATION PROGRAMS - Unit members such as Special Day 

Class/Designated Instructional Services/Resource Specialist. 

 
 

16.2.1.1. LEVEL I 
 

 

16.2.1.1.1 If the unit member perceives that his/her class 

size/caseload is too large and has not been able to 

resolve the issue at the informal level, the unit 

member shall describe the problem on the Class 

Size Form and present the form to the immediate 

supervisor. 

 

16.2.1.1.2 The immediate supervisor shall state his/her 

recommendation and rationale in writing on the 

Class Size Form. 

 

16.2.1.2. LEVEL II 
 

 

16.2.1.2.1 If unable to resolve the situation with the immediate 

supervisor, the unit member may request, on the 

Class Size Form, a review by a designee of the 

Assistant Superintendent, stating the reasons for 

disagreeing with the recommendation of the 

immediate supervisor. 



 

 

16.2.1.2.2 Within twenty (20) teaching days (a day when 

students and the unit member are present), the 

designee will visit the classroom or evaluate the 

caseload in question as well as other classrooms or 

caseloads with similar student groupings. He/she 

will meet with the classroom teacher and immediate 

supervisor to review the specific class size/caseload 

and to compare with other similar classes/caseloads. 

The designee  will state his/her recommendation 

and rationale on the Class Size Form. 

 

If the designee agrees that there is a problem of 

class size/caseload the unit member and his/her 

immediate supervisor may refer student(s) to the 

IEP team for consideration of alternative placement 

options. 

 

16.2.2.1 LEVEL III 
 

 

16.2.2.1.1 If unable to resolve the situation satisfactorily, the 

unit member may request a review by the Assistant 

Superintendent/Special Education, stating the 

reasons for disagreement with the recommendations 

of the designee in writing on the Class Size Form. 

 

16.2.2.1.2 Within twenty (20) teaching days (a day when 

students and the unit member are present), the 

Assistant Superintendent/Special Education shall 

visit the classroom or evaluate the caseload in 

question. 

 

16.2.2.1.3 The Assistant Superintendent responsible for 

SpecialEducation will make a final decision and 

communicate that decision to the parties concerned 

on the Class Size Form. 
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16.2.2 EDUCATION SERVICES - Unit members such as Regional Occupation 

Teachers and County Community Teachers. 

 
 

16.2.2.1 LEVEL I 
 

 

16.2.2.1.1 If the unit member perceives that his/her class 

size/caseload is too large and has not been able to 

resolve this issue at the informal level, the unit 

members shall describe problem on the Class Size 

Form and present the form to the immediate 

supervisor. 

 

16.2.2.1.2 The immediate supervisor will state his/her 

recommendation and rationale in writing on the 

Class Size Form. 

 

16.2.2.2 LEVEL II 
 

 

16.2.2.2.1 If unable to resolve satisfactorily with the 

immediate supervisor, the teacher or career 

counselor may request a review by the designee of 

the Assistant Superintendent stating the reasons for 

disagreement with the recommendation of the 

immediate supervisor in writing on the Class Size 

Form. 

 
 

16.2.2.2.2 Within twenty (20) teaching days (a day when 

students and the teacher are present), the designee 

will visit the classroom or evaluate the caseload in 

question as well as other classrooms or caseloads 

with similar student groupings. He/she will meet 

with the classroom teacher or career counselor and 

immediate supervisor to review the specific class 

size/caseload and to compare with other similar 

classes/caseloads. The designee will state his/her 

recommendations and rationale in writing on the 

Class Size Form. 
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16.2.2.3 LEVEL III 
 

 

16.2.2.3.1 If unable to resolve satisfactorily, the teacher or 

career counselor may request a review by the 

Assistant Superintendent responsible for Education 

Services stating the reasons for disagreement with 

the recommendations of the designee on the Class 

Size Form. 

 
 

16.2.2.3.2 Within twenty (20) teaching days (a day when 

students and the unit member are present), the 

Assistant Superintendent responsible for Education 

Services shall visit the classroom or evaluate the 

caseload in question. 

 

The Assistant Superintendent responsible for 

Education Services will make a final decision and 

communicate that decision to the parties concerned 

on the Class Size Form. 
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ARTICLE 17 

 
 

ASSOCIATION RELEASE DAYS 
 

 

17.1 A total of ten (10) days of release time shall be provided to the Association President or 

his/her designee to conduct Association business with the following conditions: 

 

17.1.1 Scheduling of days will be by mutual agreement between the Superintendent or 

his/her designee and the Association President. 

 

17.1.2 The Association shall reimburse the Marin County Office of Education for the 

cost of substitute personnel. 
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ARTICLE 18 

 
 

HEALTH AND SAFETY 
 

 

18.1 The Superintendent/Governing Board shall comply with all applicable State and Federal 

safety regulations as they relate to the health and safety of unit members. 
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ARTICLE 19 

 
 

EVALUATION 
 

19.1 POLICY 

 
19.1.1 The Superintendent or his/her designee has the sole authority to evaluate unit 

members subject to the procedures hereto agreed upon in this article and in 

Appendix D Evaluation Forms. 

 

19.1.2 Only the procedures of this ARTICLE shall be subject to the provisions of 

ARTICLE 7: GRIEVANCE PROCEDURE of this contract. The evaluation of 

the Superintendent or his/her designee shall be final.  A unit member shall have 

the right to initiate a written response or reaction to the evaluation. This response 

shall become a permanent attachment to the unit member’ s personnel file. 

 
19.1.3 Temporary, probationary and categorical unit members shall be evaluated each 

school year. Unit members with permanent status will be evaluated every other 

school year. Unit members who have been employed by the Marin County Office 

of Education for at least ten (10) years and who have permanent status will be 

evaluated every five (5) years on the following basis: 

 

1. Are “ highly qualified” if serving in a position required to be filled by a “ highly 

qualified” unit member (“ highly qualified” as defined in 20 U.S.C. Sec. 6301, 
et seq.) 

2. Whose previous evaluation rated the unit member as meeting or exceeding 

standards. 

 

The unit member or Superintendent or his/her designee may withdraw agreement 

for the ever five year evaluation at any time. 

 

Regional Occupational Program (ROP) unit members will be evaluated on an 

annual basis for the first two years of employment and then every other year. 

ROP unit members with unsatisfactory overall performance will be evaluated each 

school year until a satisfactory overall rating is achieved. 

 

19.1.4 Unit members with unsatisfactory overall performance will be evaluated each 

school year until a satisfactory overall rating is achieved. 

 

19.1.5 Nothing in this article shall limit the ability of the Superintendent or his/her 

designee from notifying permanent unit members that they will be evaluated in the 

subsequent year. 
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19.2 PROCEDURES 
 

19.2.1 Unit members will be notified by October 1
st 

of each school year if they are to be 

evaluated that year. 

 

19.2.2 Evaluator and evaluate will participate in an Evaluation Planning Conference by 

November 1
st
. 

 

19.2.3 Prior to the Planning Conference, unit members shall receive all necessary 

evaluation materials, including Evaluation Process and Procedures, Evaluation 

Plan form, Observation Report form, Summative Evaluation Report form, 

California Standards for the Teaching Profession, and CSTP annotated Job 

Description. 

 

19.2.4 The Planning Conference shall be held before the first formal observation. At this 

Planning Conference the unit member and evaluator shall: 

 

1. Review the Evaluation Process and Procedures; 

2. Review the criteria upon which the evaluation is based, and identify 2 

standards for emphasis during the evaluation year. The selection of 2 

standards for emphasis does not preclude the observation or evaluation of 

any other standards by the evaluator. Additionally, a professional 

development goal will be mutually agreed upon during each evaluation 

year. 

3. Develop the evaluation plan on the Evaluation Plan form. 

 
19.2.5 Two formal observations shall be scheduled with the unit member. Additional 

observations may be scheduled to address identified areas of concern or 

unacceptable performance. 

 

1. Prior to each formal observation the evaluator will meet with the unit 

member at a Pre-Observation Conference to discuss the objective(s) of the 

activity(ies) to be observed and within the context of the identified 

standards. The Pre-Observation conference will be scheduled as close to 

the formal observation as is practicable. 

 

2. Following each formal observation the evaluator and unit member will 

meet at a Post-Observation Conference to discuss the observation. 

 

3. Evaluator shall prepare a written report on the Observation Report form 

and provide a copy to the unit member within 15 work days of the formal 

observation. 
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19.2.6 The sources for evaluating performance may include, but are not limited to the 

following: 

 
Observations (scheduled and unscheduled) 

Conferences 

Review of student files 

Review of employee written materials 

Review of personnel file 

Input from the employee being evaluated 

Input received/requested from other sources 

 

(All sources will be directly relevant to the evaluation of the unit member’ s job 

performance during the course of the evaluation year. Documentation of the 

evaluation sources will be included and shared with the unit member prior to the 

Summative Evaluation Report.) 

 

19.2.7 Informal observations may be utilized to gather additional evaluation information 

which shall be shared with unit member prior to the Summative Evaluation 

Report. 

 

19.2.8 The evaluator shall provide the unit member with a written Summative Evaluation 

Report not later than 30 days before the last school day scheduled on the adopted 

calendar. This report will summarize the information collected during the 

implementation of the evaluation plan. Before the last day of student attendance, 

the evaluator shall meet with the unit member to discuss the summative 

evaluation. 

 

 

 

 

 

 

 

 

 

 
7/14/09 
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ARTICLE 20 

 

 
 

SAVINGS 
 

 

20.1 If any provision of this Agreement or any application of this Agreement to any unit 

member or group of unit members is held to be contrary to law by a court of competent 

jurisdiction, then such provision or application shall not be deemed valid and subsisting, 

except to the extent permitted by law; but all other provisions or applications shall 

continue in full force and effect. 
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ARTICLE 21 

 

 
 

TERM 
 

 

21.1 The term of this Agreement shall be from July 1, 2018 to and including June 30, 2021. 

 
21.2 The Agreement may be reopened for the 2021-2022 school year by the 

Superintendent/ Governing Board or the Association by notifying the other party of the 

desire to renegotiate. 

 

By the Association: 

Benefits 

Salaries 

Two (2) additional articles 

 
By the Superintendent/Governing Board: 

Benefits 

Salaries 

Two (2) additional articles 

 
This Agreement represents the completion of Collective Bargaining for 2015-2018. All other 

issues subject to Collective Bargaining are hereby withdrawn by both parties. All other provisions 

of the Collective Bargaining Agreement will remain in effect. 

 

 

 
Revised 8/12/03 (20.1, 20.2, 20.3) 3/8/05 (20.1, 20.2) 

Revised 3/14/06, 6/12/07 (20.1, 20.2) 

Revised 12/11/07 (20.1) (21.1, 21.2) 

Revised 7/14/09, 10/12/10, 11/8/11, 6/12/12, 6/11/13, 8/12/14, 7/7/15 (21.1; 21.2) 

  Revised 7/5/18 (21.1, 21.2)  











STEP 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

A.B. 
50,051 

54,055 

58,059 

62,063 

65,066 

68,069 

71,072 

74,075 

76,077 

78,079 

80,081 

82,083 

MARIN COUNTY OFFICE OF EDUCATION 
TEACHERS' SALARY SCHEDULE 

2018-2019 
EFFECTIVE JULY 1, 2018 
TRAINING LEVEL CLASS 

II Ill IV V 

M.A. M.A.+ 15 
or or 

A.B. + 15 A.8. +30 A.8. +45 A.8. + 60 
54,555 59,060 63,064 66,568 

58,559 63,064 67,068 70,572 

62,563 67,068 71,072 74,576 

66,568 71,072 75,076 78,580 

69,571 74,075 78,079 81,583 

72,574 77,078 81,082 84,586 

75,577 80,081 84,085 87,589 

78,580 83,084 87,088 90,592 

80,582 85,086 89,090 92,594 

82,584 87,088 91,092 94,596 

84,586 89,090 93,094 96,598 

86,588 91,092 95,097 98,600 

97,099 100,602 

1. Prior teaching experience shall be credited with one step for each 
approved year of prior professional experience up to five years, 

VI 

M.A. +30 
or 

A.8. + 75 
70,071 

74,075 

78,079 

82,083 

85,086 

88,089 

91,092 

94,095 

96,098 

98,100 

100,102 

102,104 

104,106 

based upon a regular credential for the state in which the experience occurred. 

2. Units are upper division or graduate semester units and must be obtained 
after the date bachelor's or master's degree was granted. All units 
f or training level advancement must have prior approval. 

3. Full-time staff members, who while employed by the Marin County Office of 
Education, earn an accredited MA, PhD, or EdO ofter July 1, 1977 will receive o 

one-time payment of $500. Only one payment per MA, PhD, and EdD is permitted. 

4. 5tep 13 is open only to certificated staff possessing an accredited MA/ PhD/EdD. 

5. At the beginning of the 15th, 18th, 20th and 25th year of full-time accredited service, as reflected by 
placement on the salary schedule, or equivalent thereof, bargaining unit members will receive $3,000, $6,000, 
$9,000 ond $12,000 respectively in addition to the annual salary. This provision will be implemented as of 

Exhibit A 

July 1, 2006. Upon receipt of a longevity increment, an employee will move to the next longevity increment at the 
beginning of the 18th, 20th and 25th years of full-time accredited service or equivalent thereof. For the 
purposes of this provision, uncompensated leaves for more than 25% of the work year will not be counted 
as a year of service, nor will it be considered a break in service. All leaves for which the employee 
receives compensation from the Marin County Office of Education will be counted as a period of 
service. These longevity payments will not be available to unit members who work 50% or less. 

6. In order to receive a year of service credit, an employee must work at least 75 % of the work year. 



SALARY COMPUTATION: The unit member's salary schedule is based upon the decimal matrix 

printed below. A unit member's annual salary is determined by multiplying the decimal appearing 

in their appropriate placement on the matrix by the dollar amount in Column 1, Step 1. 

Example: A unit member's appropriate placement is Column VI, Step 10. 

Column VI, Step lO on the dee/mo/ matrix is 1.96 x Column l , Step l amount of Is so,os1 I 
Is 50,051 ! x 1.96 = ! $ 98,100 !annual salary 

DECIMAL MA TRIX 

II Ill IV V VI 
M.A. or M.A.+ 15 or M.A. +30 or 

STEP A.8. A.B. + 15 A.8. + 30 A.8. +45 A.8. + 60 A.B. + 75 

1 1.00 1.09 1.18 1.26 1.33 1.40 

2 1.08 1.17 1.26 1.34 1.41 1.48 

3 1.16 1.25 1.34 1.42 1.49 1.56 

4 1.24 1.33 1.42 1.50 1.57 1.64 

5 1.30 1.39 1.48 1.56 1.63 1.70 

6 1.36 1.45 1.54 1.62 1.69 1.76 

7 1.42 1.51 1.60 1.68 1.75 1.82 

8 1.48 1.57 1.66 1.74 1.81 1.88 

9 1.52 1.61 1.70 1.78 1.85 1.92 

10 1.56 1.65 1.74 1.82 1.89 1.96 

11 1.60 1.69 1.78 1.86 1.93 2.00 

12 1.64 1.73 1.82 1.90 1.97 2.04 

13 1.94 2.01 2.08 



M ARIN COUNTY OFFICE OF EDUCATION 
TEACHERS' SALARY SCHEDULE 

2019-2020 
EFFECTIVE JULY 1, 2019 
TRAINING LEVEL CLASS 

STEP II Ill JV V 
M.A. M.A.+ 15 

or or 
A.B. A.8 . + 15 A.B. +30 A.8. +45 A.B. + 60 

1 51,553 56,192 60,832 64,956 68,565 

2 55,677 60,316 64,956 69,080 72,689 

3 59,801 64,441 69,080 73,205 76,813 

4 63,925 68,565 73,205 77,329 80,937 

5 67,018 71,658 76,298 80,422 84,031 

6 70,111 74,751 79,391 83,515 87,124 

7 73,205 77,844 82,484 86,608 90,217 

8 76,298 80,937 85,577 89,701 93,310 

9 78,360 83,000 87,639 91,764 95,372 

10 80,422 85,062 89,701 93,826 97,434 

11 82,484 87,124 91,764 95,888 99,496 

12 84,546 89,186 93,826 97,950 101,558 

13 100,012 103,621 

1. Prior teaching experience shall be credited with one step for each 
approved year of prior professional experience up to five years, 

based upon a regular credential for the state in which the experience occurred. 

2. Units are upper division or graduate semester units and must be obtained 
after the date bachelor's or master's degree was granted. All units 
for training level advancement must have prior approval. 

3. Full-time staff members, who while employed by the Marin County Office of 

Education, earn an accredited MA, PhD, or EdD after July 1, 1977 will receive a 
one-time payment of $500. Only one payment per MA, PhD, and EdD is permitted. 

4. Step 13 is open only ta certificated staff possessing an accredited MA/PhD/Ed 0 . 

VJ 
M.A. +30 

or 
A.8. + 75 

72,174 

76,298 

80,422 

84,546 

87,639 

90,732 

93,826 

96,919 

98,981 

101,043 

103,105 

105,167 

107,229 

5. At the beginning of the 15th, 18th, 20th and 25th year of full-time accredited service, as reflected by 
placement an the salary schedule, or equivalent thereof, bargaining unit members will receive $3,000, $6,000, 
$9,000 and $12,000 respectively in addition to the annual salary. This provision will be implemented as of 

July 1, 2006. Upon receipt of a longevity increment, an employee will move ta the next longevity increment at the 
beginning of the 18th, 20th and 25th years of full-time accredited service or equivalent thereof For the 
purposes of this provision, uncompensated leaves for more than 25% of the work year will not be counted 
as a year of service, nor will it be considered a break in service. All leoves for which the employee 
receives compensotion from the Marin County Office of Education will be counted as a period of 
service. These longevity payments will not be available ta unit members who work 50% or less. 

6. In order to receive a year of service credit, an employee must work at least 75 % of the work year. 
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SALARY COMPUTA T/ON: The unit member's salary schedule is based upan the decimal matrix 

printed be/aw. A unit member's annual salary is determined by multiplying the decimal appearing 

in their appropriate placement on the matrix by the dollar amount in Column 1, Step 1. 

Example: A unit member's appropriate placement is Column VI, Step 10. 

Column VI, Step 10 on the decimal matrix is 1.96 K Column 1, Step 1 amount af Is 51,553 ! 
Is 51,5531 X 1.96 = I $ 101,043 !annual salary 

DECIMAL MATRIX 

II Ill IV V VI 

M.A. or M.A.+ 15 or M .A. +30or 

STEP A.B. A.B. + 15 A.B. + 30 A.B. +45 A.B. + 60 A.B. + 75 

1 1.00 1.09 1.18 1.26 1.33 1.40 

2 1.08 1.17 1.26 1.34 1.41 1.48 

3 1.16 1.25 1.34 1.42 1.49 1.56 

4 1.24 1.33 1.42 1.50 1.57 1.64 

5 1.30 1.39 1.48 1.56 1.63 1.70 

6 1.36 1.45 1.54 1.62 1.69 1.76 

7 1.42 1.51 1.60 1.68 1.75 1.82 

8 1.48 1.57 1.66 1.74 1.81 1.88 

9 1.52 1.61 1.70 1.78 1.85 1.92 

10 1.56 1.65 1.74 1.82 1.89 1.96 

11 1.60 1.69 1.78 1.86 1.93 2.00 

12 1.64 1.73 1.82 1.90 1.97 2.04 

13 1.94 2.01 2.08 



STEP 

1 

2 

3 

4 

5 

6 

7 

8 

9 

10 

11 

12 

13 

A.B. 

53,100 

57,348 

61,596 

65,843 

69,029 

72,215 

75,401 

78,587 

80,711 

82,835 

84,959 

87,083 

MARIN COUNTY OFFICE OF EDUCATION 
TEACHERS' SALARY SCHEDULE 

2020-2021 
EFFECTIVE JULY 1, 2020 
TRAINING LEVEL CLASS 

II Ill IV V 
M.A. M.A.+ 15 

or or 
A.B. + 15 A.B. +30 A.B. +45 A.B. + 60 

57,879 62,658 66,905 70,622 

62,127 66,905 71,153 74,870 

66,374 71,153 75,401 79,118 

70,622 75,401 79,649 83,366 

73,808 78,587 82,835 86,552 

76,994 81,773 86,021 89,738 

80,180 84,959 89,207 92,924 

83,366 88,145 92,393 96,110 

85,490 90,269 94,517 98,234 

87,614 92,393 96,641 100,358 

89,738 94,517 98,765 102,482 

91,862 96,641 100,889 104,606 

103,013 106,730 

1. Prior teaching experience shall be credited with one step far each 
approved year of prior professional experience up to five years, 
based upon a regular credential for the state in which the experience occurred. 

2. Units are upper division or graduate semester units and must be obtained 
after the date bachelor's or master's degree was granted. All units 
for training level advancement must have prior approval. 

3. Full-time stoff members, who while employed by the Morin County Office of 
Education, earn an accredited MA, PhD, or EdD after July 1, 1977 will receive o 
one-time payment of $500. Only one poyment per MA, PhD, and EdD is permitted. 

4. Step 13 is open only to certificated staff possessing an accredited MA/PhD/EdD. 

VI 
M.A. +30 

or 
A.B. + 75 

74,339 

78,587 

82,835 

87,083 

90,269 

93,455 

96,641 

99,827 

101,951 

104,075 

106,199 

108,323 

110,447 

5. At the beginning of the 15th, 18th, 20th and 25th year of full-time accredited service, as reflected by 
placement an the salary schedule, or equivalent thereof, bargaining unit members will receive $3,000, $6,000, 
$9,000 and $12,000 respectively in addition to the annual salary. This provision will be implemented os of 

July 1, 2006. Upon receipt of a longevity increment, an employee will move to the next longevity increment at the 
beginning of the 18th, 20th and 25th years of full-time accredited service or equivalent thereof For the 
purposes of this provision, uncompensated leaves for more than 25% of the work year will not be counted 

as o year of service, nor will it be considered a break in service. All leaves for which the employee 
receives compensation from the Morin County Office of Education will be counted as o period of 
service. These longevity payments will not be available to unit members who work 50% or less. 

6. In order to receive o year of service credit, an employee must work ot least 75 % of the work year. 
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SALARY COM PU TA TJON: The unit member's salary schedule is based upon the decimal matrix 

printed below. A unit member's annual salary is determined by multiplying the decimal appearing 

in their appropriate placement an the matrix by the dollar amount in Column 1, Step 1. 

Example: A unit member's appropriate placement is Column VI, Step 10. 

Column VI, Step 10 on the decimol matrix is 1.96 x Column l, Step 1 amount of Is s3,100 , 

Is 53,100 Ix 1.96 = ! $ 104,075 !annual salary 

DECIMAL MATRIX 

II Ill IV V VI 
M.A. or M.A.+ 15 or M.A. +30 or 

STEP A.B. A.B. + 15 A.B. + 30 A.B. +45 A.B. + 60 A.B. + 75 

1 1.00 1.09 1.18 1.26 1.33 1.40 

2 1.08 1.17 1.26 1.34 1.41 1.48 

3 1.16 1.25 1.34 1.42 1.49 1.56 

4 1.24 1.33 1.42 1.50 1.57 1.64 

5 1.30 1.39 1.48 1.56 1.63 1.70 

6 1.36 1.45 1.54 1.62 1.69 1.76 

7 1.42 1.51 1.60 1.68 1.75 1.82 

8 1.48 1.57 1.66 1.74 1.81 1.88 

9 1.52 1.61 1.70 1.78 1.85 1.92 

10 1.56 1.65 1.74 1.82 1.89 1.96 

11 1.60 1.69 1.78 1.86 1.93 2.00 

12 1.64 1.73 1.82 1.90 1.97 2.04 

13 1.94 2.01 2.08 



 

Appendix A 
 
 
 
 
 
 

TRANSFER REQUEST 

NAME:     
 

ADDRESS NOTICE TO BE SENT TO:     
 

 
 

PHONE:     
 

PRESENT LOCATION_   
 

PRESENT POSITION _   
 

HOURS NOW: HOURS WANTED    
 

 

I hereby request a transfer to the following: 

 

First Choice: Position   located at    

Second Choice:  Position  located at     

Third Choice: Position located at    
 

I request a transfer during this school year     -     at the beginning of the next school year. 

I hold the following valid California teaching credentials: 

 

 

 
 

Comments and other information:      
 

 

 
 

Signature:   Date:    
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Appendix B 

 

MARIN COUNTY OFFICE OF EDUCATION 

Certificated Employee Grievance Form 
 
Grievant's Name    

 

Address    
 

City  Zip    
 

I want this grievance processed with/without (cross out one) the assistance of 
the Marin County Educators Association (CTA/NEA). Please note the grievance 
cannot be submitted to arbitration without the agreement of the Association. 

 
Date cause of grievance occurred:    

 

Date grievance informally presented to supervisor:    
 

Section(s) of Contract alleged to have been violated:    
 

### 
 

Step 1 
Statement of alleged violation of Contract: 

 
 

 
 

 
 

 
 

 

 

Specific relief requested: 
 
 

 
 

 
 

 
 

 

 

Grievant's signature Date    
 

Received by immediate 
supervisor signature Date    

 
 

(Form available from Personnel Office) 
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Supervisor’s response: 
 
 

 
 

 
 

 
 

 

Supervisor’s signature Date    
 

Received by grievant 
Signature Date    

 

### 
 

Grievant’s appeal to Superintendent: 
 
 

 
 

 
 

 
 

 

Grievant's signature Date    
 

Received by Superintendent/ 
Designee signature Date    

 

### 
Superintendent’s Response: 

 
 

 
 

 
 

 
 

 

Superintendent/designee 
Signature Date    

 
 

Received by grievant 
Signature Date    
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Step 3 
 

Arbitration Initiated by the Association 
 

I hereby request the Association submit this grievance to Arbitration. 
 

Grievant's signature Date    
 

We hereby request that this grievance be submitted to Arbitration. 

 
 

Association signature Date    
 

Name of Association Representative    
 

Phone    
 

Name of Arbitrator    
 

Date Selected    
 

Superintendent/designee signature    
 

Association/designee signature    
 

Date of Arbitrator’s Report received    
 
 

### 

 
 

We hereby notify the Grievant we intend to conduct a review of this grievance on 
 
 

Date 
 
 

Marin County Board of Education 

 
 

By   
 
 

Date:     
 
 
 
 

Arbitrator’s decision upheld/overturned (cross out one). 
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Appendix C 
 
 

Article 17 

CLASS SIZE FORM 

 
 

Name of Unit Member: Date:    
 

Program:    
 

Name of Immediate Supervisor:    
 

Location of class(es): _  _ Phone: _ 

Type of class(es):    

Number of students in class(es)/caseload: _ 

LEVEL l 

Describe how the class size/caseload creates a problem (to be completed by unit member): 
 

 

 

 

 

 

 

 

 

 

 
 

Summarize the efforts made to resolve the class size/caseload (to be completed by unit 

member): 
 

 

 

 

 

 

 

 

 

 

 
 

(Form available from Personnel Office) 
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Recommendation and rationale of immediate supervisor (to be completed by immediate 

supervisor): 
 

 

 

 

 

 

 

 

 

 

Immediate Supervisor Date 

 
 

LEVEL II 

 

I request a review by the Designee of the Assistant Superintendent (Special Education) / 

{Education Services) as described in Article 13 and disagree with the recommendation of my 

immediate supervisor for the following reasons: 
 

 

 

 

 

 

 

 

 

 

Unit Member Date 

 
 

Recommendation and rationale of Assistant Superintendent Designee (Special Education) / 

(Education Services): 
 

 

 

 

 

 

 

 

 

 

 

Designee (Special Education) Date 
Designee (Education Services) 
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LEVEL III 

 

I request a review by the Assistant Superintendent (Special Education) / (Education 

Services) and disagree with the recommendations of the Designee (Special 

Education) / Designee (Education Services) for the following reasons: 
 

 

 

 

 

 

 

 

 

 

 

Unit Member Date 

 

 

Final Decision of Assistant Superintendent (Special Education) / (Education Services): 
 

 

 

 

 

 

 

 

 

 

 

Assistant Superintendent Date 
(Special Education) / (Education Services) 
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T:\Evaluation Reports\CERTIFICATED SUMMATIVE EVALUATION REPORT.dot 

CERTIFICATED EVALUATION PLAN FOR SCHOOL YEAR: 

EVALUATEE:    EVALUATOR:   YEAR LAST EVALUATED: 

ASSIGNMENT:   LOCATION:    # YRS. IN POSITION:   

Reviewed California Standards for the Teaching Profession (CSTP) 
Select 2 Standards for emphasis for evaluation year:  1  2  3  4  5  6  7  
Reviewed Evaluation documents, including Classroom observation form(s) 
Reviewed applicable Job Description (CSTP annotated) :  ROP   AltEd   SDC 

 RSP   DIS   Nurse 
SCHEDULE: 

1ST Observation/ Conference setting:   Date: 

2nd Observation/ Conference setting:   Date: 

(Evaluator and evaluatee will agree to specific dates of observation at a later time, if not identified at planning 
conference.) 

PROFESSIONAL DEVELOPMENT GOAL: 
Evaluatee will complete the following goal for the evaluation year related to CSTP Standard 6: Developing as a 
Professional Educator:     

Evidence of completion of goal:  

EVALUATION SOURCES: 
The sources for evaluating employee performance may include, but are not limited to the following: 

▪ Observations (scheduled / unscheduled)
▪ Conferences
▪ Review of student files
▪ Review of employee written materials
▪ Review of personnel file
▪ Evaluatee input
▪ Input received / requested from related sources relevant to work duties
(All sources will be directly relevant to the evaluation of the evaluatee job performance
during the course of the evaluation year.  Documentation of evaluation sources will be included and shared
with the employee prior to the Summative Evaluation Report.)

ADDITIONAL EVALUATION COMPONENTS: 
  Identified areas needing improvement from previous year are attached. 
  Improvement Plan is attached. 

EVALUATOR:  ____________________________________   DATE: __________________ 

I certify that we have met, discussed the evaluation criteria, methods, schedule, goals, 
and additional evaluation components. ❑ I have attached comments.  

EVALUATEE:  ____________________________________   DATE: __________________ 

APPENDIX D
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Updated 8/2010 

Certificated Observation/Conference  Form 

Employee:          Evaluator:    Date: 

Observation / Conference notes: 

Rating:  Exceeds Standard rating demonstrates performance that exceeds the standard. 
Satisfactory rating demonstrates acceptable performance. 
Area of Concern rating exhibits the potential to meet standards but demonstrates a lack of 
consistently acceptable performance.  Specific recommendations for overcoming the stated 
area needing improvement shall be presented by the evaluator. 
Does not Meet Standard rating demonstrates unacceptable performance.   Specific 
recommendations for overcoming the stated areas needing improvement shall be 
presented by the evaluator. 

Exceeds    Satisfactory    Area of      Does not meet 
        Standard   Concern Standards 

1 Engaging and Supporting All Students in Learning 

1.1 Using knowledge of students to engage them in learning 

1.2 Connecting learning to students’ prior knowledge, backgrounds, 
life experiences, and interests 

1.3 Connecting subject matter to meaningful, real-life contexts 

1.4 Using a variety of instructional strategies, resources, and 
technologies to meet students’ diverse learning needs 

1.5 Promoting critical thinking through inquiry, problem solving, and 
reflection 

1.6 Monitoring student learning and adjusting instruction while 
teaching 

Comments:  

2 Creating & Maintaining Effective Environments for Student Learning

2.1 Promoting social development and responsibility within a caring 
community where each student is treated fairly and respectfully 

2.2 Creating physical or virtual learning environments that promote 
student learning, reflect diversity, and encourage constructive and 
productive interactions among students 

2.3 Establishing and maintaining learning environments that are 
physically, intellectually, and emotionally safe 

2.4 Creating a rigorous learning environment with high expectations 
and appropriate support for all students 

2.5 Developing, communicating, and maintaining high standards for 
individual and group behavior 

2.6 Employing classroom routines, procedures, norms, and supports 
for positive behavior to ensure a climate in which all students can 
learn 

2.7 Using instructional time to optimize learning 

Comments:  

3 Understanding and Organizing Subject Matter for Student Learning

3.1 Demonstrating knowledge of subject matter, academic content 
standards, and curriculum frameworks 

3.2 Applying knowledge of student development and proficiencies to 
ensure student understanding of subject matter 

3.3 Organizing curriculum to facilitate student understanding of the 
subject matter 

3.4 Utilizing instructional strategies that are appropriate to the subject 
matter 

3.5 Using and adapting resources, technologies, and standards-
aligned instructional materials, including adopted materials, to 
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make subject matter accessible to all students 

3.5 Addressing the needs of English learners and students with 
special needs to provide equitable access to the content 

Comments:  

4 Planning Instruction & Designing Learning Experiences for all Students

4.1 Using knowledge of students’ academic readiness, language 
proficiency, cultural background, and individual development to 
plan instruction 

4.2 Establishing and articulating goals for student learning 

4.3 Developing and sequencing long-term and short-term instructional 
plans to support student learning 

4.4 Planning instruction that incorporates appropriate strategies to 
meet the learning needs of all students 

4.5 Adapting instructional plans and curricular materials to meet the 
assessed learning needs of all students 

Comments:  

5 Assessing Students for Learning

5.1 Applying knowledge of the purposes, characteristics, and uses of 
different types of assessments 

5.2 Collecting and analyzing assessment data from a variety of 
sources to inform instruction 

5.3 Reviewing data, both individually and with colleagues, to monitor 
student learning 

5.4 Using assessment data to establish learning goals and to plan, 
differentiate, and modify instruction 

5.5 Involving all students in self-assessment, goal setting, and 
monitoring progress 

5.6 Using available technologies to assist in assessment, analysis, 
and communication of student learning 

5.7 Using assessment information to share timely and 
comprehensible feedback with students and their families 

Comments:  

6 Developing as a Professional Educator

6.1 Reflecting on teaching practice in support of student learning 

6.2 Establishing professional goals and engaging in continuous and 
purposeful professional growth and development 

6.3 Collaborating with colleagues and the broader professional 
community to support teacher and student learning 

6.4 Working with families to support student learning 

6.5 Engaging local communities in support of the instructional 
program 

6.6 Managing professional responsibilities to maintain motivation and 
commitment to all students 

6.7 Demonstrating professional responsibility, integrity, and ethical 
conduct 

Comments:  

7 Other Areas 

7.1 Maintaining student confidentiality 

7.2 Observes specific state and local reporting requirements 

7.3 Maintains appropriate school records 

7.4 Observes legal timelines 

D-3
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Comments:  

Evaluator: ___________________________    Date:  ___________________ 

This report has been discussed with me in conference with the Evaluator.  I understand my signature does not necessarily 
indicate agreement.    ❑  A check in this box indicates that I have attached comments. 

Evaluatee: ___________________________    Date:  ___________________ 
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CERTIFICATED SUMMATIVE EVALUATION REPORT 

Employee:   Evaluator:     

Assignment:    School Year:   

Employment Status: Temp      Date of Report: 

Date of Summative Conference: 

I. AREAS OF EVALUATION: Area of  Unsatisfactory  Satisfactory 

 Emphasis 

1. Engaging and Supporting All Students in Learning

2. Creating & Maintaining Effective environments for

student learning

3. Understanding and Organizing subject matter for

student learning

4. Planning instruction & Designing learning

experiences for all students

5. Assessing student for learning

6. Developing as a Professional Educator

  Evidence of Professional Development Goal Submitted 

7. Other Areas

II. COMMENDATIONS:
III. AREAS OF UNSATISFACTORY PERFORMANCE:

  (Improvement plan required if an area is checked unsatisfactory.) 

IV. IMPROVEMENT PLAN:
 Attached Improvement Plan (Shall include improvement, suggestions, and directions, as well as identification of management 

support that will be provided.) 

V. OVERALL EVALUATION
 Satisfactory  Unsatisfactory 

Evaluator: ___________________________    Date:  ___________________ 

This report has been discussed with me in conference with the Evaluator.  I understand my signature does not necessarily indicate agreement. 

❑  I have attached comments. ❑  I AGREE. ❑  I DISAGREE. 

Evaluatee: ___________________________    Date:  ___________________ 
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