SANTA MONICA COMMUNITY COLLEGE DISTRICT
OFFICE OF HUMAN RESOURCES
REPORT OF ABSENCE

LAST FIRST M.L TODAY’S DATE

This is to certify that [ was/will be absent from work on the following date(s): LISTED BELOW

TOTAL HOURS/DAYS

My absence was/will be due to:

I:l Bereavement (B) relationship of deceased D Jury Duty (J) Submit court appearance verification
I:l Comp Time Use (C) I:l Necessity (N) contract section

l:l Family and Medical Leave (FMLA/unpaid) I:l Vacation (V)

I:l Illness/Injury (I)* *Is illness/injury work related? I:l Yes I:l No

|:| Personal Business Unpaid (P) Explain below (prior approval required)

EXPLAIN

SIGNATURE OF ABSENTEE DATE
[_ILeave Approved [ ] Unauthorized Absence - Unpaid [T Request Review of Leave
SIGNATURE OF IMMEDIATE SUPV. DEPT. LOCATION DATE

UMAN RESOURCES USE ONLY
|| Extended Illness (EI) to be used only when approved |:| Work Injury (W1I) to be used only when approved

|| Vacation Used in lieu of Illness (IV) to be used only when ill leave has been exhausted
[ ] Leave Approved [] Leave Denied

AUTHORIZATION BY: DATE

white-payroll yellow-supervisor pink-employee
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	SMCCD-CSEA_Agreement_July_01_2009-June_30_2012_FINAL(9-22-11) APPENDICES ONLY c2.pdf
	1.1 This agreement is made and entered into the 1st of January July, 2007 2009, between the Santa Monica Community College District, hereinafter referred to as “District”, and the Santa Monica College Chapter 36/California School Employees Association...
	1.2 This agreement is entered into pursuant to Chapter 10.7, Sections 3540-3549 of the Government Code of the State of California.
	1.3 This agreement shall remain in full force and effect up to and including June 30, 2009 2012. No sooner than February 1, 2009 2012 either party wishing to modify, or amend the agreement shall submit in writing its request to do so, accompanied by i...
	1.4  The District and the Association agree to continue to operate under the articles of this contract after June 30, 2009 2012 in the event a new contract has not been agreed to prior to June 30, 2009 2012.  The District and the Association agree suc...
	1.5   Apart from and in addition to any existing legal restrictions upon and remedies for work stoppage, CSEA agrees to the following:
	1.5.1 During the term of this agreement, neither CSEA nor its respective officers or representatives shall urge, call, sanction or engage in any work stoppage, slowdown, or other concerted interference with normal operations for any cause whatsoever. ...
	Any employee engaging in any unlawful strike, slowdown, or other work stoppage may be disciplined under applicable law and provisions of this agreement.
	1.5.2 The District agrees that it shall not engage in a lockout of unit members during the term of this agreement. The term “lockout” is intended to cover a situation where the employer refuses to permit employees to work in an effort to obtain bargai...

	1.6   For purposes of this Agreement, “immediate supervisor” means the District manager to whom the classified employee reports and who is directly responsible for the employee’s supervision.  The employee shall be informed of the name of his or her i...
	2.1 The District recognizes the Association as the exclusive representative as defined in Section 3540.1(e) of the Government Code.  The exclusive representative shall represent a unit of operations and support classified employees; a unit of office, ...
	2.2 Excluded from this unit are: all academic employees; all non-merit classified employees; all limited-term personnel such as substitutes, provisional, professional experts/consultants, and other positions exempt from the merit system as designated ...
	2.3 The District shall provide quarterly semi-annual reports (beginning of October, January, April and July) in electronic format to CSEA Chapter President and Labor Relations Representative indicating the number of limited term employees, student wor...
	5.2 The District shall maintain a safety and health committee and an emergency preparedness committee. The exclusive representative shall have the right to appoint a total of four representatives from the bargaining units unit to the safety and health...
	5.3 The safety and health committee shall advise and recommend to the District improvements and/or maintenance of the safety and health conditions for members of the bargaining unit. The safety and health committee shall meet at least six times each y...
	5.4 The District shall provide appropriate safety guidelines for those employees who handle toxic materials which are used on campus.
	5.5 The District shall provide all necessary and appropriate training in order to meet and fulfill the requirements set forth by all applicable laws. CSEA acknowledges that attendance at any such training shall be mandatory for its members.  In additi...
	5.6  The District will conduct at least one evacuation drill each fiscal year.  Such evacuation drill shall be conducted between the hours of 7 a.m. and 10 p.m. during the business work week (Monday through Friday.)
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	Grievance - Step I Form 01.20.2011.pdf
	PROCEDURAL INFORMATION:

	SPECIFIC PROVISION(S) OF CSEA CONTRACT ALLEGED TO BE VIOLATED:

	STATEMENT OF GRIEVANCE:

	STATE THE SPECIFIC REMEDY SOUGHT:

	IS A MEETING WITH THE IMMEDIATE SUPERVISOR REQUESTED?  YES □    NO □ 

	ADDITIONAL PERSON REQUESTED AT MEETING (IF ANY?)____________________

	OFFICE USE ONLY

	RESOLUTION: YES □    NO □ 

	ADVANCED TO STEP II?  YES □    NO □ 

	RESPONSE BY SUPERVISOR:  ATTACHED   □     SUBMITTED SEPARATELY   □ 

	NATURE OF RESPONSE:   APPROVED   □     DENIED   □ 


	Grievance - Step II Form 01.20.2011.pdf
	PROCEDURAL INFORMATION:

	Please submit: (1) All written statements that you submitted at Grievance Step 1; (2) The written reply by your immediate supervisor in response to Grievance Step 1; and (3) All other supporting documents.

	IS A MEETING WITH THE VICE PRESIDENT OF HUMAN RESOURCES OR DESIGNEE REQUESTED?       YES □    NO □ 

	NATURE OF RESPONSE:  APPROVED   □     DENIED   □ 

	STATEMENT OF REASONS FOR APPEAL:
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	1.1 This agreement is made and entered into the 1st of January July, 2007 2009, between the Santa Monica Community College District, hereinafter referred to as “District”, and the Santa Monica College Chapter 36/California School Employees Association...
	1.2 This agreement is entered into pursuant to Chapter 10.7, Sections 3540-3549 of the Government Code of the State of California.
	1.3 This agreement shall remain in full force and effect up to and including June 30, 2009 2012. No sooner than February 1, 2009 2012 either party wishing to modify, or amend the agreement shall submit in writing its request to do so, accompanied by i...
	1.4  The District and the Association agree to continue to operate under the articles of this contract after June 30, 2009 2012 in the event a new contract has not been agreed to prior to June 30, 2009 2012.  The District and the Association agree suc...
	1.5   Apart from and in addition to any existing legal restrictions upon and remedies for work stoppage, CSEA agrees to the following:
	1.5.1 During the term of this agreement, neither CSEA nor its respective officers or representatives shall urge, call, sanction or engage in any work stoppage, slowdown, or other concerted interference with normal operations for any cause whatsoever. ...
	Any employee engaging in any unlawful strike, slowdown, or other work stoppage may be disciplined under applicable law and provisions of this agreement.
	1.5.2 The District agrees that it shall not engage in a lockout of unit members during the term of this agreement. The term “lockout” is intended to cover a situation where the employer refuses to permit employees to work in an effort to obtain bargai...

	1.6   For purposes of this Agreement, “immediate supervisor” means the District manager to whom the classified employee reports and who is directly responsible for the employee’s supervision.  The employee shall be informed of the name of his or her i...
	2.1 The District recognizes the Association as the exclusive representative as defined in Section 3540.1(e) of the Government Code.  The exclusive representative shall represent a unit of operations and support classified employees; a unit of office, ...
	2.2 Excluded from this unit are: all academic employees; all non-merit classified employees; all limited-term personnel such as substitutes, provisional, professional experts/consultants, and other positions exempt from the merit system as designated ...
	2.3 The District shall provide quarterly semi-annual reports (beginning of October, January, April and July) in electronic format to CSEA Chapter President and Labor Relations Representative indicating the number of limited term employees, student wor...
	5.2 The District shall maintain a safety and health committee and an emergency preparedness committee. The exclusive representative shall have the right to appoint a total of four representatives from the bargaining units unit to the safety and health...
	5.3 The safety and health committee shall advise and recommend to the District improvements and/or maintenance of the safety and health conditions for members of the bargaining unit. The safety and health committee shall meet at least six times each y...
	5.4 The District shall provide appropriate safety guidelines for those employees who handle toxic materials which are used on campus.
	5.5 The District shall provide all necessary and appropriate training in order to meet and fulfill the requirements set forth by all applicable laws. CSEA acknowledges that attendance at any such training shall be mandatory for its members.  In additi...
	5.6  The District will conduct at least one evacuation drill each fiscal year.  Such evacuation drill shall be conducted between the hours of 7 a.m. and 10 p.m. during the business work week (Monday through Friday.)
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	Calendar 2011-2012 05 19 2011.pdf
	Sheet1

	Calendar2009-2010-Approved_07.07.2010.pdf
	Sheet1

	District_Calendar_2010-2011_Approved_by_BOT_10_06_09.pdf
	Sheet1

	Grievance Step I.pdf
	OFFICE OF HUMAN RESOURCES
	GRIEVANCE - STEP I

	Grievance Step I.pdf
	OFFICE OF HUMAN RESOURCES
	GRIEVANCE - STEP I

	Grievance Step II.pdf
	OFFICE OF HUMAN RESOURCES
	GRIEVANCE - STEP II





	TODAYS DATE: 
	TOTAL HOURSDAYS: 
	undefined: 
	undefined_2: 
	EXPLAIN: 
	DATE: 
	Check Box3: Off
	Check Box4: Off
	Check Box5: Off
	Check Box6: Off
	Check Box8: Off
	Check Box9: Off
	Check Box10: Off
	Check Box11: Off
	Check Box12: Off
	Text4: 
	LAST: 
	First: 
	MI: 
	Check Box13: Off
	Text2: 
	Text3: 
	Text5: 
	Text6: 
	Sc1: Off
	SC2: Off
	SC3: Off


