Agreement Between

Canyons School District
&
Canyons Educational Support Professionals Association

For the 2021 - 2022 Contract Year

The District’s administration consisted of:

Leon Wilcox, Business Administrator

Everett Perry, Human Resources Administrator ESP
Dan Harper, Legal Counsel

Charlie Evans, Director of External Affairs

Representing the Canyons Educational Support Professionals Association (CESPA):

Brandon Wolf, Facilities, Energy Specialist (CESPA President)
Robert Martin, Facilities, Locksmith

Andrew Markus, Bella Vista, Assistant Facilities Manager
Tyler Allred, Jordan High, Assistant Facilities Manager

Mary Birt, Willow Canyon, Administrative Assistant

Both parties agreed to the following compensation package (amounts include retirement,
FICA/Medicare, and worker’s compensation benefits paid by the District and are rounded to the
nearest $1,000)

1. The District will fully fund increment steps for eligible employees. (Step costs are

$1,298,000 or 1.90% )

The District will fund a 6.0% cost of living increase (COLA] to the base of the Education
Support Professional (ESP) salary schedule. This will be done by adding a 6.0% increase
to step one with each subsequent step being adjusted as indicated on the salary schedule
which is attached. A draft of the 2021-2022 salary schedule is attached. (The cost for the
COLA is $3,608,000)

CESPA agrees to the recommendations of the Canyons School District insurance advisory
committee for the 2022 insurance year. The employee premium share will be reduced
with a corresponding increase to the District’s share. See attached District/Employee
cost-sharing models and pay-period and annual savings for employees. The District cost is
$117,000 and employee savings across all groups is $1,360,000. Both the traditional and
high-deductible plans will be maintained.

Note: Total value of this increase compensation package for ESP employees, excluding
insurance, is $4,906,000 or 10.1%.




4. The District will maintain the same number of working days and hours for current
contracted employees. Exceptions to this forindividuals would follow regular District
policy guidelines.

5. Both parties agree to updates to policy 420.4 Employee Leave (ESP) wherein an extended
family leave section is added and additional Sick Bank leave for benefit level onie and two
employees is increased from ten (10) to fifteen (15) days.

Both parties also agree to revisions in the exhibit 1 of policy 420.4 Sick Leave Allowance
Schedule. The allowable sick days for employees in service years 1-5 will increase from
seven to nine days to match the number of days. granted to licensed employees. Alsoin
exhibits 2 and 3 of policy 420.4 will be changed from “Beginning of Long-Term Absence”
to “Beginning of the Contract Year”. See attached redline and clean versions of the policy
and exhibits.

6. Both parties agree to increase the per year funding for professional development from
$300 to $450 for full-time employees and from $100 to $150 for part-time employees.

7. Both parties agree to revisions on policy 400.215 Advisory Council wherein department
advisory councils are created for Facilities, Nutrition Services, Transportation and
Informational Technology. The duties and membership of the councils are detailed in the
guidelines section. See attached redline and clean versions of this policy.

8. Both parties agree to continue placing policy 420.05 Fringe Benefits (ESP), often referred
to as the no absence incentive, on moratorium for the 2021-2022 school year. Due to the
ongoing uncertainty of the COVID-19 pandemic and potential variants, both parties wish
to encourage that only healthy employees come to work:and to decrease possible
exposure to students/staff and remove any incentive that encourages employees to come
to work ill. Both parties agree to review this policy as part of negotiations for the 2022-
2023 school year.

9. Both parties agree to a complete job description and salary review of all secretarial and
para-educator positions during the 2021-22 school year.

10. Both parties agree to review compensation alternatives for employees on step 10 who are
ineligible for a step increase as well as increasing the step 1 salary to attract candidates to

he District. -
2._ 2/._ S8/ 7 ¢

Representing Canyons Sthool District Date
Rick Robins, Superintendent

Porndba LAl 5 18/202|

Representing Canyons Education Suppert Professionals ' Dhate
Brandon Wolf, President
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CANYONS

School District
CANYONS SCHOOL DISTRICT

POLICY MANUAL

POLICY—420.4—EMPLOYEE LEAVE (ESP)

DISTRICT CODE: ADOPTED:
420.4 7.14.2020
RESCINDS: ADOPTED:
420.4 5.10.2(]-16

BOARD POLICY

1. Itis the policy of the Board of Education to authorize the following leave benefits for
Educational Support Professional (ESP) employees:
1.1. alternative leave;
1.2. bereavement leave;
1.3. educational leave;
1.3.1.4. extended family leav
14.1.5.  personal leave paid;
1.5.1.6. _ personal leave non-paid;
16.1.7.  sickleave; and

1.7.1.8. _employee-funded sick bank.

2. The Board authorizes the Superintendent and District Administration to establish
administrative regulations consistent with this policy, subject to review and approval
by the Board of Education.

ADMIN-REG: APPROVED:
420.4-1 7.14.2020

ADMINISTRATIVE REGULATION—420.4-1: (Alternative Leave)

Eligible Educational Support Professional (ESP) employees shall receive an alternative
leave day each year.

Alternative leave shall be administered according to the following regulations:

Each eligible ESP employee shall be allowed one (1) day of alternative leave per year.
Employees taking alternative leave shall be deducted 40 percent of their daily rate.
Alternative leave is non-accumulative.

Employees shall give at least one day’s notice of the intent to take alternative leave.
Alternative leave may not be used the day before or after a personal leave day is
taken.

Gluh o B =
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POLICY MANUAL
ADMIN-REG: APPROVED:
I —_ = S

ADMINISTRATIVE REGULATION—420.4-2: (Bereavement Leave)

Employees who qualify for paid leave benefits receive released time with pay for
bereavement in the case of the death of a family member.

1. Employees qualified for paid leave benefits shall be granted up to eight (8) days
absence without pay deduction in the event of the death of a spouse, parent/step-
parent, or child, and any other child who is being or was parented by the employee
and resides or resided in the home for funeral and related issues.

2. Employees shall be granted up to three (3) days of absence without pay deduction in
the event of the death of the employee’s spouse’s parent/step-parents or the
employee's or spouse’s grandchild, brother, sister, grandfather, grandmother,
brother-in-law, sister-in-law, son-in-law, daughter-in-law, aunt, uncle, niece, nephew
or other person residing in the employee's home.

3. A maximum of two (2) additional days may be granted if travel time is needed.
Travel must be in excess of 350 miles (one way) to qualify for additional days. An
immediate supervisor shall request travel verification information from an
employee.

4. If the death of an employee's parent/step-parent results in the loss of the only
remaining parent, up to three additional (3) days may be taken to deal with estate
issues. The additional days must be taken within one (1) calendar year of the
parent's death.

5. Bereavement Leave is provided only for the death of individuals listed under items 1
and 2. Employees who need to miss work because of the death of an individual not
covered in this policy should refer to the other leave provisions of this policy.

APPROVED:
7.14.2020

ADMIN-REG:
420.4-3

ADMINISTRATIVE REGULATION—420.4-3: (Educational Leave)

1. Educational leave for full-time continued study may be granted to employees who
have served for three (3) consecutive years and upon recommendation of the
employee’s professional development committee (i.e., the Licensed-Local
Professional Improvement Committee (LPIC); ESP Support Development
Committee).

2. An application for educational leave shall be filed with the Human Resources
Department for forwarding to the professional development committee by February
1 of the school year. A detailed outline of studies must be submitted with the

Policy—Employee Leave - ESP - Page 2 of 12
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School District
CANYONS SCHOOL DISTRICT

POLICY MANUAL

application indicating a direct and identifiable benefit to the district. This outline
must show the candidate will be engaged in a full-time training program.

3. The professional development committee will obtain a written evaluation of the
applicant from his/her immediate supervisor.

4. The employee’s professional development committee shall screen applications and
forward recommendations to the Department of Human Resources for approval.

5. Each request for education leave shall be reviewed as an individual matter.

Educational leave is based on needs and circumstances of the District and not solely

on the merits of an applicant. For this reason, individual requests for educational

leave may or may not create a precedent or standard for other requests. Asa result,

a grant or denial for a leave of absence is not cause for filing a formal or informal

grievance.

There shall be no remuneration for this leave.

7. Educational leave shall be granted for the ensuing contract year and shall not extend
beyond two contract years.

8. Employees on educational leave must submit a progress report to their professional
development committee by February 15 of the year for which the leave is granted.

8.1. The reportis to include the date the employee intends to return to full-
time status and/or a request for a one-year extension if needed. Following
review by the professional development committee, the report will be
forwarded to the Human Resources Department.

9. When an educational leave is successfully completed, a copy of the outline of studies
and a transcript of credit or equivalent and a report will be submitted to the
professional development committee for review.

10. An employee returning from approved educational leave shall be advanced on the
salary schedule in the same manner as full-time employees.

11. The employee may arrange with the insurance carrier to continue his/her insurance
program. The employee shall pay for the full premium.

12. The granting of educational leave shall not compel the employee to return to the
District.

13. This leave is void if the employee does not complete the approved course of study as
approved. It is the responsibility of the employee to submit evidence of successful
completion of his/her approved program by June 30.

14. A candidate shall be guaranteed a comparable position in the District upon his/her
return from an educational leave.

o

ADMINISTRATIVE REGULATION—410.4-4: (Extended |

Policy—Employee Leave - ESP - Page 3 of 12
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school

rued Sick Leave days, each

y Sick Leave to care for the health

7 submitting a time off request

m and/or SKYWARD The emnlovec
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selects Sick Leave and writes in the notes section, “Extended Familv Sick
Leave,” as well 1e familv member.
2. Any additional le licy—400.26—Family
Medical Leave Act.
FE——————
ADMIN-REG: APPROVED:
420.4-45 7.14.2020

ADMINISTRATIVE REGULATION—420.4-45; (Personal Leave - Paid)

Employees are encouraged to avoid absenteeism and to schedule vacations, trips, and
other personal activities at times which do not interrupt work schedules.

1. Each eligible employee of the district shall be given three (3) days per year personal
leave at no cost to the employee. Employees hired after a contract year has started
shall receive personal leave benefits on a prorated basis for the remainder of that
year. Each employee may accumulate unused personal leave. An employee may not
use more than five (5) accumulated personal leave days in any contract year.

2. Exceptin unusual circumstances, prior notification must be given to the immediate
supervisor at least one (1) day in advance.

3. Personal leaves may be taken the day before or after a school holiday for the
following specific reasons:

3.1. Observance of religious holidays which fall on a regularly scheduled work day.

3.2. Family weddings of near relatives including children, father, mother, brothers,
sisters, grandchildren, grandparents, or the same to one's spouse or any other
person who is a member of the same household as the employee.

3.3. Graduations of near relatives as defined in "3.2" above.

3.4. Required court appearances.

3.5. Deaths not covered by Bereavement Policy.

3.6. Conferences and conventions which relate to the individual employee's work
assignment and are not covered by the Professional Leave Policy.

4. Personal leaves may be taken the day before or after a school holiday for other
reasons under the following stipulations:
4.1. Educational Support Professional (ESP) employees who request a personal leave
day on the day before or after a school holiday shall be required to pay the

Policy—Employee Leave - ESP - Page 4 of 12
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equivalent of 40 percent of the employee's daily rate and apply for the leave at
least five (5) working days in advance, except as follows:

4.1.1. A limited number of full-pay personal leave days will be granted to ESP
employees based upon the following ratio, one personal day for each 100
employees.

4.1.2. The request must be submitted to the Human Resources Department at
least 35 calendar days but not more than 45 calendar days before the
holiday.

4.1.3. On the first working day after the application deadline, numbers will be
randomly generated which will identify those employees authorized to take
a personal leave. Written notification will be sent to all applicants.

4.1.4. Employees who have not submitted a request prior to the deadline will
not be eligible to receive a full-pay personal leave day.

4.1.5. Employees shall not be considered for paid personal leave the day before
or after a school holiday more than once during any contract year.

5. Personal leave shall not be taken during the first five (5) days and last five (5) days
that students are in school except under the following conditions:

5.1. To attend the wedding of a near relative including child, father, mother, brother,
sister, grandchild, grandparent or the same to one's spouse or any other person
who is a member of the same household as the employee.

5.2. To attend to personal or business matters which require the employee's
attendance and scheduling is beyond the employee's control, e.g., required court

attendance, child’s Eraduation.

ADMIN-REG: APPROVED:
s 420.4-56 7.14.2020

ADMINISTRATIVE REGULATION—420.4-56;: (Personal Leave-Non-Paid)

1. Employees shall be discouraged from requesting non-paid personal leave during the
school year.

2. Inthe event that an employee has a serious or compelling need for non-paid personal
leave, a request may be made in writing to their immediate supervisor and the
Department of Human Resources. The request must clearly state the reason that
non-paid personal leave is necessary. After due consideration, the request shall
either be granted or denied. Notification will be provided to the employee in writing.

3. Non-paid personal leave granted under this policy shall be without pay.

4. Benefit eligible employees shall not be granted more than fifteen (15) days non-paid
personal leave in any three-year period.

5. An employee whose request for non-paid personal leave is denied, or who knowingly
fails to request non-paid personal leave, and who chooses to absent himself/herself
from his/her assignment despite the denial shall be deemed to have abandoned their
position and voluntarily resigned his/her employment with the District.

Policy—Employee Leave - ESP - Page 5 of 12
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o

This leave does not negate the other official leave provisions of the Board.

7. Non-paid personal leave for benefit eligible employees, less than full-time, shall be
prorated according to the percentage of a full-time contract: e.g., a.75 FTE
administrative assistant would receive fifteen (15).75 days.

[ADM]N-REG: APPROVED:
420.4-6 7.14.2020 ;

ADMINISTRATIVE REGULATION—420.4-67: (Sick Leave)

1. Sick leave is authorized for benefit eligible Educational Support Professional (ESP)
personnel.

Definitions:

Immediate family is defined as spouse, daughter, son, father, mother, brother, sister, or
other person residing in the employee’s home on a permanent basis. Special
circumstances may be appealed to the Sick Leave Review Committee for consideration of
immediate family status.

(Sick leave allowances)

1. Sick Leave allowances for employees working (20 hours or more per week) shall be
determined by a combination of contract days and years of service according to the
following schedule: (See, 420.4-Exhibit-1).

2. Employees may use these days to attend to their own health care needs or the health
care needs of immediate family members. Employees may only use up to the number of
days allotted per year. Employees may not access accumulated leave except for their
own health care needs or as allowed in this policy under Critical Family Care.

3. Sick Leave Benefits During Absence

3.1; If an employee resigns his/her position in the District and then returns,
he/she must start over on years of service and sick accumulation.
3.2 Should an employee be granted a leave for any reason, he/she will keep

his/her number of cumulative sick leave days to be used upon return, but
shall not be considered for sick leave during the time of leave.

3.3. If an employee becomes sick and uses all his/her sick leave and later returns
to work, he/she must start over on a new accumulation at the rate shown for
the year of service he/she was on at the time he/she became sick.

4. Use of Sick Leave for Critical Family Care

Policy—Employee Leave - ESP - Page 6 of 12
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A maximum of twelve (12) days of sick leave may be used each year to care for a
critically ill member of the immediate family or person residing on a permanent
basis in the employee’s home.

41. Use of sick leave for critical family illness must be authorized by the Sick Leave
Bank Review Committee. The employee must submit his/her request in
writing to the Sick Leave Bank Review Committee using the form available in
the Human Resources Department.

4.2. Employees may not apply for critical family care benefits until the employee
has used all family sick leave, all vacation leave (if applicable), and a minimum
of two (2) personal leave days.

4.3. In cases of extended critical care, employees may apply for additional days
beyond the twelve (12) day allowance.

4.3.1. If circumstances warrant it, the Sick Leave Bank Review Committee
may authorize additional days equal to the number of unused
family sick leave days available at the beginning of the critical
illness. (A maximum of 3.)

4.3.2. ESP employees who have exhausted leave in 4.2 but who must
continue to deal with critical family care (as defined above) may
apply to the sick bank committee for additional days. One
additional day may be granted for each year of service in the
District up to a maximum of 15 days.

5. Converting Sick Leave for Adoption
5.1.  Anemployee who adopts a child may apply to convert up to 30 accrued sick
leave days for adoption leave by submitting his/her request in writing to the
Sick Leave Bank Review Committee using the form available in the Human
Resources Department.
5.2.  Employees may be granted a maximum of 30 days of converted sick leave for
adoption at the time of actual custody of the child is received.

5.3.1. An employee may use up to five (5) accrued Personal Leave days,
beyond the maximum number of Personal Leave days that may be used in any
contract year (See, Admin Reg. 420.04-4(1)), if the employee has insufficient
Sick Leave to convert for Adoption Leave.

5.3.  Any additional leave must fall under the guidelines of Policy—400.426—
Family and Medical Leave.

6. Sick Leave Payments, Procedures, and Limitations
6.1.  Anemployee is required to timely submit leave requests in the Skyward
system and receive approval of the principal or immediate supervisor or
designee.

Policy—Employee Leave - ESP - Page 7 of 12
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6.2.  The Administration may require a doctor's certificate without regard to the
number of sick leave days claimed at any one time. Elective surgery shall be
scheduled to minimize the time off work.

6.3.  Absences due to illness are to be entered by the employee into the District
attendance tracking system and reported to the appropriate office or
individual as soon as possible.

6.4.  The sick leave allowance during the first year of service for employees whose
employment is subsequent to the beginning of the contract year shall be
prorated.

6.5. Ifthe sick leave allowance is exhausted, unused vacation days may be used to
avoid loss of salary.

6.6.  Ifan immediate supervisor suspects that an employee has misused his/her
sick leave benefit as established by this policy, the immediate supervisor shall
discuss the concern with the employee.

6.6.1. Ifitis determined that the employee has misused his/her sick leave
the immediate supervisor will forward a written explanation of the
abuse to the Director of Human Resources or his/her designee and
an investigation shall be conducted.

6.6.2. If the investigation of sick leave abuse proves to be true, the
following guidelines may occur:

6.6.2.1. Salary received for those unauthorized days shall be
reclaimed;

6.6.2.2. There may be up to a five-day (5) suspension
without pay in the next pay period; and

6.6.2.3. Additional disciplinary actions may be taken, up to

and including termination of employment.

|
ADMIN-REG: APPROVED:
420.4-78 7.14.2020

ADMINISTRATIVE REGULATION—420.4-78: (Employee-Funded Sick Leave Bank)

Emplovee-Funded Sick Bank

1. Establishment of the Sick Leave Bank

1.1. Each year, all participating employees in the employee funded sick leave
bank will donate one (1) sick leave day.
1.2. Sick Leave Bank is not intended to be used for short-term, in-and-out

absences, elective medical procedures or other medical care that could be scheduled
during non-contract time.

Policy—Employee Leave - ESP - Page 8 of 12
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2. Employee-Funded Sick Bank Eligibility
2.1 In order to be eligible to participate in the sick bank an employee must
voluntarily donate one day annually of sick leave to the sick bank. Employees
wishing to opt out of participation in the sick bank must annually complete the
appropriate form no later than September 1 of each school year.
2.2. Employee-Funded Sick Leave Bank Benefit Level is determined by the
number of sick leave day(s) consecutively donated to the Employee-Funded Sick
Bank prior to requesting Sick Bank Leave.
2.2.1. Level One Benefit - One (1) year of donation to the Sick Leave
Bank
2.2.2. Level Two Benefit - Two (2) consecutive years of donation to the
Sick Leave Bank
2.2.3. Level Three Benefit - Three (3) consecutive years of donation to
the Sick Leave Bank
2.2.4. Level Four Benefit - Four Plus (4+) consecutive years of donation
to the Sick Leave Bank

3. Employee Funded Sick Leave Bank Application
3.1. Employees shall complete an official Sick Leave Bank request form, which
form shall bear the employee’s original signature. Sick Leave Bank forms are
available from the immediate supervisor or the District Human Resources
Department.
3.2, Employees shall complete a release of medical information form to allow the
members of the sick leave bank committee to review any medical documentation
that they provide with the request for sick leave bank.

3.3 Employees shall be required to complete a release of information form to
allow the committee to review their official District personnel file, if the need should
arise.

3.4. The illness/injury must be medically documented with a statement bearing

an original signature from the attending physician. The verification of absence form
may not be stamped with a physician’s signature or signed by the attending nurse,
office manager, etc.

3.5, A second opinion may be required with any costs not covered by insurance
borne by the District.
3.6. Before an employee is eligible to apply for Sick Leave Bank use, the following

criteria must be met for each qualifying medical condition. The employee must have:
3.6.1. medically qualified for FMLA (which will run concurrently with
any sick leave bank usage); and
3.6.2. exhausted all accrued family sick leave days, sick leave days, and
vacation days, if applicable; and used a minimum of two (2) personal leave
days.

e ———— - T e ———— T T e T e o s
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3.7. An employee shall be required to provide the sick leave bank committee
with updated information regarding his/her condition every 30 days after the
approval of the sick leave bank benefits. Continuation of the sick bank leave shall be
contingent upon the information contained in the update.

4. Sick Bank Allowances

4.1. Level One Benefit ESP Employees
4.1.1. Level One Benefit ESP employees shall be allowed up to 815 sick
bank days.
4.1.2. 40% of the employee’s daily rate shall be deducted from the first
two days of sick bank.

4.2. Level Two Benefit ESP Employees
4.2.1. Level Two Benefit ESP employees shall be allowed up to +815 sick
bank days at full pay according to the following schedule: (See, 420.4-
Exhibit 2).
4.2.2. After all sick bank days allowed according to the schedule listed
under item (4.2.2) are used, Level Two Benefit ESP employees may be
granted up to 10 additional sick bank days if circumstances warrant it.
40% of the daily rate shall be deducted for each additional day used under
this option.
4.2.3. In cases of catastrophic illness or injury, the Sick Leave Bank
Committee may grant level two benefit ESP employees up to 20 additional
days of sick leave after all other sick bank days provided under items
(4.2.1 and 4.2.2) are exhausted. Forty percent (40%) of the daily rate shall
be deducted for each additional day used under this option.

4.3. Level Three Benefit ESP Employees
4.3.1. Level Three Benefit ESP employees shall be allowed up to 40 sick
bank days at full pay according to the following schedule: (See, 420.4-
Exhibit 3).
4.3.2. After all sick bank days allowed according to the schedule listed
under item (4.3.1) are used, Level Three Benefit ESP employees may be
granted up to 40 additional sick bank days if circumstances warrant it.
40% of the daily rate shall be deducted for each additional day used under
this option.
4.3.3. In cases of catastrophic illness or injury, the Sick Leave Bank
Committee may grant level three benefit ESP employees sufficient sick
bank leave days to cover their transition to long-term disability after all
other sick leave bank days provided under (4.3.1 and 4.3.2) are exhausted.
Forty percent (40%) of the daily rate shall be deducted for each additional
day used under this option.
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4.4, Level Four Benefit ESP employees shall be allowed up to 120 days from the
sick bank at full pay less 40% of the daily rate for each day the ESP employee falls
below 15 days of accumulated sick leave at the beginning of the Contract year. (A
maximum of 15 days at 40% of daily rate will be deducted).

5. Employee Funded Sick Bank Leave Limitations
5.1. Prior to granting sick bank days, an ESP employee shall agree in writing to
repay compensation at his/her daily rate of pay for sick bank days used if he/she
terminates employment with the district for other than medical reasons before
completion of the current and succeeding contract year.
B The illness/injury must be medically documented with a statement bearing a
signature from the attending treating health care provider. The medical
documentation may not be stamped with a physician's signature or signed by the
attending nurse, office manager, etc.
9.3 A second opinion may be required with any costs paid by the District.
5.4. When an ESP employee requests sick bank days more than once within a 48-
month period for an unrelated illness, a three (3)-day loss of pay shall be required
before sick bank days are granted.
5.5. Use of employee funded sick bank shall be limited to 120 days within a 48-
months period. The ESP employee will also be required to meet all other qualifying
criteria.
5.6. Intermittent leave funded through the Sick Bank may only be granted for
continued treatment of the employee’s qualifying catastrophic/life threatening
illness and/or injury, i.e. chemotherapy, dialysis, etc.

5.1. No employee shall take vacation days within 15 working days after drawing
upon the sick leave bank.
58. On July 1 of a new contract year, all annual leave allocated to an employee’s

leave balances, with the exception of up to three (3) personal leave days, must be
used by the employee prior to additional sick leave bank being granted.

5.9. After 180 calendar days, including summer months, sick leave benefits from
District sources shall terminate and employees shall return to work with a release to
full duty status, or transition to long term disability according to the provisions of
Policy—400.25—Long Term Disability of Insurance and/or have employment
terminated with the District.

5.10. Under catastrophic conditions, ESP employees may appeal to the sick leave
bank committee for a waiver of pay loss provisions. The committee shall review the
ESP employee’s attendance record and other related factors and either grant or deny
the waiver based on the findings.

6. Sick Leave Bank Committee
6.1. Sick Leave Bank Committee composed of the Human Resources ESP
administrator, one other member of the Human Resources Department and two
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members of the employee agent group shall be appointed to administer use of the
sick leave bank. The Human Resources ESP Administrator shall serve as the
chairperson. If one of the employee agent group members cannot be in attendance,
an alternative representative will be requested by the employee agent group
president.

6.2. The committee shall review all sick leave bank requests and rule on sick
leave bank usage. The unused sick leave bank days shall be reported to the
committee on a annual basis.

6.3. The Human Resources ESP administrator shall make available to the
committee all the information that is submitted with an employee’s sick bank
request in a timely manner.

6.4. A record of the decision to approve or deny a sick bank request shall be
maintained in Human Resources.

EXHIBITS

Exhibit 1 - (Sick Allowance Schedule)
Exhibit 2 - (Level Two Benefit ESP Employees)
Exhibit 3 - (Level Three Benefit ESP Employees)

|

REFERENCES
None

FORMS
None

CANYONS BOARD OF EDUCATION

This online presentation is an electronic representation of the Canyons School District’s currently adopted policy manual.
It does not reflect updating activities in progress. The official, authoritative manual is available for inspection in the
office of the Superintendent located at 9361 South 300 East Sandy, UT 84070.
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POLICY—420.4
EXHIBIT-1

SICKLEAVE ALLOWANCE SCHEDULE

EXHIBIT 1
- ST R

ASSOCIATED CSD ADMINISTRATIVE REGULATION:

APPROVED:
5.10.2016

1.1

1.2

1.3

1.4

9-Month Employees:

Years 1 through 5

Years 6 through 10

Years 11 through 15

Years 16 and beyond

Maximum sick leave accumulation
10-Month Employees:

Years 1 through 5

Years 6 through 10

Years 11 through 15

Years 16 and beyond

Maximum sick leave accumulation
11-Month Employees:

Years 1 through 5

Years 6 through 10

Years 11 through 15

Years 16 and beyond

Maximum sick leave accumulation
12-Month Employees:

Years 1 through 5

Years 6 through 10

Years 11 through 15

Years 16 and beyond

Maximum sick leave accumulation

& 9 days

10 days per year
11 days per year
12 days

180

& 9 days

10 days per year
11 days per year
12 days

200

& 9 days

10 days per year
11 days per year
12 days

220

6 9 days

10 days per year
11 days per year
12 days

240

This online presentation is an electronic representation of approved Canyons School District's Administrative
Regulations. It does not reflect updating activities in progress. The official, authoritative administrative regulations are
available for inspection in the office of the Superintendent located at 9361 South 300 East Sandy, UT 84070.
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Policy—420.4
LEVEL TWO BENEFIT ESP EMPLOYEES
LEXHIBIT 2
ASSOCIATED CSD ADMINISTRATIVE REGULATION: APPROVED:
42052 Looiy

Level Two Benefit ESP Employees shall be allowed up to ten (10) sick bank days according
to the following schedule:

Days of Accumulated Sick

Leave at Beginning of

I A Number of Days that 40% of Sick Bank Days Allowed At
m; S { \ P"i 5 Daily Rate will be Deducted Full Pay
13 Plus 0 10
12 1 9
11 2 8
10 3 7
9 4 6
8 5 5
7 6 4
6 7 3
5 8 2
4 9 1
3 or fewer 10 0

This online presentation is an electronic representation of approved Canyons School District’s Administrative
Regulations. It does not reflect updating activities in progress. The official, authoritative administrative regulations are
available for inspection in the office of the Superintendent located at 9150 South 500 West Sandy, UT 84070.

GDCA-R-2-EXHIBIT-1- Page 1 of 1




CANYONS

School District
“Celebrating the Highest CANYONS SCHOOL D|STRICT

Standards of Educational Excellence” ADMINISTRATIVE REGULATION

POLICY—420.4
EXHIBIT-3 LEVEL THREE BENEFIT ESP EMPLOYEES
"ASSOCIATED CSD ADMINISTRATIVE REGULATION: lTppRovsp:
s8] 6.21.11

Level Three Benefit ESP Employees shall be allowed up to forty (40) sick bank days

according to the following schedule:

Days of Accumulated
Sick Leave at Beginning

R - Number of Days that 40% of Sick Bank Days
e Crrars Vi ‘ Daily Rate will be Deducted Allowed At Full Pay
tne [ L 1ear

15 Plus 0 40
14 1 39
13 2 38
12 3 37
11 4 36
10 5 35
9 6 34
8 7 33
7 8 32
6 9 31
5 10 30
4 11 29
3 12 28
2 13 27
1 14 26
0 15 25

This online presentation is an electronic representation of approved Canyons School District’'s Administrative
Regulations. It does not reflect updating activities in progress. The official, authoritative administrative regulations are
available for inspection in the office of the Superintendent located at 9150 South 500 West Sandy, UT 84070.
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| POLICY—420.4—EMPLOYEE LEAVE (ESP)

DISTRICT CODE: ADOPTED:

420.4 7.14.2020 (NEG
I RESCINDS: ADOPTED:
420.4 5.10.2016
B 1
BOARD POLICY

1. Itis the policy of the Board of Education to authorize the following leave benefits for
Educational Support Professional (ESP) employees:
1.1. alternative leave;
1.2. bereavement leave;
1.3. educational leave;
1.4. extended family leave;
1.5. personal leave paid;
1.6. personal leave non-paid;
1.7. sick leave; and
1.8. employee-funded sick bank.

2. The Board authorizes the Superintendent and District Administration to establish

administrative regulations consistent with this policy, subject to review and approval
by the Board of Education.

ADMIN-REG: APPROVED:
420.4-1 7.14.2020

ADMINISTRATIVE REGULATION—420.4-1: (Alternative Leave) 1

Eligible Educational Support Professional (ESP) employees shall receive an alternative
leave day each year.

Alternative leave shall be administered according to the following regulations:

Each eligible ESP employee shall be allowed one (1) day of alternative leave per year.
Employees taking alternative leave shall be deducted 40 percent of their daily rate.
Alternative leave is non-accumulative.

Employees shall give at least one day’s notice of the intent to take alternative leave.
Alternative leave may not be used the day before or after a personal leave day is
taken.

N
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ADMIN-REG: APPROVED:
J 420.4-2 l7.14.2020

ADMINISTRATIVE REGULATION—420.4-2: (Bereavement Leave)

Employees who qualify for paid leave benefits receive released time with pay for
bereavement in the case of the death of a family member.

1. Employees qualified for paid leave benefits shall be granted up to eight (8) days
absence without pay deduction in the event of the death of a spouse, parent/step-
parent, or child, and any other child who is being or was parented by the employee
and resides or resided in the home for funeral and related issues.

2. Employees shall be granted up to three (3) days of absence without pay deduction in
the event of the death of the employee’s spouse’s parent/step-parents or the
employee's or spouse’s grandchild, brother, sister, grandfather, grandmother,
brother-in-law, sister-in-law, son-in-law, daughter-in-law, aunt, uncle, niece, nephew
or other person residing in the employee's home.

3. A maximum of two (2) additional days may be granted if travel time is needed.
Travel must be in excess of 350 miles (one way) to qualify for additional days. An
immediate supervisor shall request travel verification information from an
employee.

4. If the death of an employee's parent/step-parent results in the loss of the only
remaining parent, up to three additional (3) days may be taken to deal with estate
issues. The additional days must be taken within one (1) calendar year of the
parent's death.

5. Bereavement Leave is provided only for the death of individuals listed under items 1
and 2. Employees who need to miss work because of the death of an individual not
covered in this policy should refer to the other leave provisions of this policy.

= e
r ADMIN-REG: APPROVED:
420.4-3 7.14.2020

ADMINISTRATIVE REGULATION—420.4-3: (Educational Leave)

1. Educational leave for full-time continued study may be granted to employees who
have served for three (3) consecutive years and upon recommendation of the
employee’s professional development committee (i.e., the Licensed-Local
Professional Improvement Committee (LPIC); ESP Support Development
Committee).

2. An application for educational leave shall be filed with the Human Resources
Department for forwarding to the professional development committee by February
1 of the school year. A detailed outline of studies must be submitted with the
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application indicating a direct and identifiable benefit to the district. This outline
must show the candidate will be engaged in a full-time training program.

3. The professional development committee will obtain a written evaluation of the
applicant from his/her immediate supervisor.

4. The employee’s professional development committee shall screen applications and
forward recommendations to the Department of Human Resources for approval.

5. Eachrequest for education leave shall be reviewed as an individual matter.

Educational leave is based on needs and circumstances of the District and not solely

on the merits of an applicant. For this reason, individual requests for educational

leave may or may not create a precedent or standard for other requests. As a result,

a grant or denial for a leave of absence is not cause for filing a formal or informal

grievance.

There shall be no remuneration for this leave.

Educational leave shall be granted for the ensuing contract year and shall not extend

beyond two contract years.

8. Employees on educational leave must submit a progress report to their professional
development committee by February 15 of the year for which the leave is granted.

8.1. Thereportis to include the date the employee intends to return to full-
time status and/or a request for a one-year extension if needed. Following
review by the professional development committee, the report will be
forwarded to the Human Resources Department.

9. When an educational leave is successfully completed, a copy of the outline of studies
and a transcript of credit or equivalent and a report will be submitted to the
professional development committee for review.

10. An employee returning from approved educational leave shall be advanced on the
salary schedule in the same manner as full-time employees.

11. The employee may arrange with the insurance carrier to continue his/her insurance
program. The employee shall pay for the full premium.

12. The granting of educational leave shall not compel the employee to return to the
District.

13. This leave is void if the employee does not complete the approved course of study as
approved. Itis the responsibility of the employee to submit evidence of successful
completion of his/her approved program by June 30.

14. A candidate shall be guaranteed a comparable position in the District upon his/her
return from an educational leave.

e

ADMIN-REG: APPROVED:
420.4-4 TBD

ION—410.4-4: (Extended Family Leave)
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1. An ESP employee may convert up to five (5) accrued Sick Leave days, each school
year, if the ESP employee has insufficient Family Sick Leave to care for the health
care needs of immediate family members.

1.1. Extended Family Sick Leave is accessed by submitting a time off request

through the substitute management system and/or SKYWARD. The employee |

selects Sick Leave and writes in the notes section, “Extended Family Sick
Leave,” as well as the name and relationship of the family member.
2. Any additional leave must fall under the regulations of Policy—400.26—Family
Medical Leave Act.

—
ADMIN-REG: APPROVED:
420.4-5 7.14.2020

ADMINISTRATIVE REGULATION—420.4-5: (Personal Leave - Paid)

Employees are encouraged to avoid absenteeism and to schedule vacations, trips, and
other personal activities at times which do not interrupt work schedules.

1. Each eligible employee of the district shall be given three (3) days per year personal

leave at no cost to the employee. Employees hired after a contract year has started

shall receive personal leave benefits on a prorated basis for the remainder of that

year. Each employee may accumulate unused personal leave. An employee may not

use more than five (5) accumulated personal leave days in any contract year.

Except in unusual circumstances, prior notification must be given to the immediate

supervisor at least one (1) day in advance.

Personal leaves may be taken the day before or after a school holiday for the

following specific reasons:

3.1. Observance of religious holidays which fall on a regularly scheduled work day.

3.2. Family weddings of near relatives including children, father, mother, brothers,
sisters, grandchildren, grandparents, or the same to one's spouse or any other
person who is a member of the same household as the employee.

3.3. Graduations of near relatives as defined in "3.2" above.

3.4. Required court appearances.

3.5. Deaths not covered by Bereavement Policy.

3.6. Conferences and conventions which relate to the individual employee's work
assignment and are not covered by the Professional Leave Policy.

Personal leaves may be taken the day before or after a school holiday for other

reasons under the following stipulations:

4.1. Educational Support Professional (ESP) employees who request a personal leave
day on the day before or after a school holiday shall be required to pay the
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equivalent of 40 percent of the employee's daily rate and apply for the leave at
least five (5) working days in advance, except as follows:

4.1.1. Alimited number of full-pay personal leave days will be granted to ESP
employees based upon the following ratio, one personal day for each 100
employees.

4.1.2. The request must be submitted to the Human Resources Department at
least 35 calendar days but not more than 45 calendar days before the
holiday.

4.1.3. On the first working day after the application deadline, numbers will be
randomly generated which will identify those employees authorized to take
a personal leave. Written notification will be sent to all applicants.

4.1.4. Employees who have not submitted a request prior to the deadline will
not be eligible to receive a full-pay personal leave day.

4.1.5. Employees shall not be considered for paid personal leave the day before
or after a school holiday more than once during any contract year.

5. Personal leave shall not be taken during the first five (5) days and last five (5) days
that students are in school except under the following conditions:

5.1. To attend the wedding of a near relative including child, father, mother, brother,
sister, grandchild, grandparent or the same to one's spouse or any other person
who is a member of the same household as the employee.

5.2. To attend to personal or business matters which require the employee's
attendance and scheduling is beyond the employee's control, e.g., required court

attendance, child’s graduation.
2|
ADMIN-REG: APPROVED:
420.4-6 7.14.2020

ADMINISTRATIVE REGULATION—420.4-6: (Personal Leave-Non-Paid)

1. Employees shall be discouraged from requesting non-paid personal leave during the
school year.

2. Inthe event that an employee has a serious or compelling need for non-paid personal
leave, a request may be made in writing to their immediate supervisor and the
Department of Human Resources. The request must clearly state the reason that
non-paid personal leave is necessary. After due consideration, the request shall
either be granted or denied. Notification will be provided to the employee in writing.

3. Non-paid personal leave granted under this policy shall be without pay.

4. Benefit eligible employees shall not be granted more than fifteen (15) days non-paid
personal leave in any three-year period.

5. An employee whose request for non-paid personal leave is denied, or who knowingly
fails to request non-paid personal leave, and who chooses to absent himself/herself
from his/her assignment despite the denial shall be deemed to have abandoned their
position and voluntarily resigned his/her employment with the District.
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6. This leave does not negate the other official leave provisions of the Board.
Non-paid personal leave for benefit eligible employees, less than full-time, shall be
prorated according to the percentage of a full-time contract: e.g,, a.75 FTE
administrative assistant would receive fifteen (15) .75 days.

~

ADMIN-REG: APPROVED:
420.4-6 7.14.2020

ADMINISTRATIVE REGULATION—420.4-7: (Sick Leave)

1. Sick leave is authorized for benefit eligible Educational Support Professional (ESP)
personnel.

Definitions:

Immediate family is defined as spouse, daughter, son, father, mother, brother, sister, or
other person residing in the employee’s home on a permanent basis. Special
circumstances may be appealed to the Sick Leave Review Committee for consideration of
immediate family status.

(Sick leave allowances)

1. Sick Leave allowances for employees working (20 hours or more per week) shall be
determined by a combination of contract days and years of service according to the
following schedule: (See, 420.4-Exhibit-1).

2. Employees may use these days to attend to their own health care needs or the health
care needs of immediate family members. Employees may only use up to the number of
days allotted per year. Employees may not access accumulated leave except for their
own health care needs or as allowed in this policy under Critical Family Care.

3. Sick Leave Benefits During Absence

3.1 If an employee resigns his/her position in the District and then returns,
he/she must start over on years of service and sick accumulation.
B Should an employee be granted a leave for any reason, he/she will keep

his/her number of cumulative sick leave days to be used upon return, but
shall not be considered for sick leave during the time of leave.

3.3. If an employee becomes sick and uses all his/her sick leave and later returns
to work, he/she must start over on a new accumulation at the rate shown for
the year of service he/she was on at the time he/she became sick.

4. Use of Sick Leave for Critical Family Care
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A maximum of twelve (12) days of sick leave may be used each year to care for a
critically ill member of the immediate family or person residing on a permanent
basis in the employee’s home.

4.1. Use of sick leave for critical family illness must be authorized by the Sick Leave
Bank Review Committee. The employee must submit his/her request in
writing to the Sick Leave Bank Review Committee using the form available in
the Human Resources Department.

4.2.  Employees may not apply for critical family care benefits until the employee
has used all family sick leave, all vacation leave (if applicable), and a minimum
of two (2) personal leave days.

4.3. In cases of extended critical care, employees may apply for additional days
beyond the twelve (12) day allowance.

4.3.1. If circumstances warrant it, the Sick Leave Bank Review Committee
may authorize additional days equal to the number of unused
family sick leave days available at the beginning of the critical
illness. (A maximum of 3.)

4.3.2. ESP employees who have exhausted leave in 4.2 but who must
continue to deal with critical family care (as defined above) may
apply to the sick bank committee for additional days. One
additional day may be granted for each year of service in the
District up to a maximum of 15 days.

5. Converting Sick Leave for Adoption
5.1. Anemployee who adopts a child may apply to convert up to 30 accrued sick
leave days for adoption leave by submitting his/her request in writing to the
Sick Leave Bank Review Committee using the form available in the Human
Resources Department.
5.2 Employees may be granted a maximum of 30 days of converted sick leave for
adoption at the time of actual custody of the child is received.

5.3.1. An employee may use up to five (5) accrued Personal Leave days,
beyond the maximum number of Personal Leave days that may be used in any
contract year (See, Admin Reg. 420.04-4(1)), if the employee has insufficient
Sick Leave to convert for Adoption Leave.

5.3.  Any additional leave must fall under the guidelines of Policy—400.426—
Family and Medical Leave.

6. Sick Leave Payments, Procedures, and Limitations
6.1. An employee is required to timely submit leave requests in the Skyward
system and receive approval of the principal or immediate supervisor or
designee.
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6.2. The Administration may require a doctor's certificate without regard to the
number of sick leave days claimed at any one time. Elective surgery shall be
scheduled to minimize the time off work.

6.3. Absences due to illness are to be entered by the employee into the District
attendance tracking system and reported to the appropriate office or
individual as soon as possible.

6.4. The sick leave allowance during the first year of service for employees whose
employment is subsequent to the beginning of the contract year shall be
prorated.

6.5. Ifthe sick leave allowance is exhausted, unused vacation days may be used to
avoid loss of salary.

6.6. If an immediate supervisor suspects that an employee has misused his/her
sick leave benefit as established by this policy, the immediate supervisor shall
discuss the concern with the employee.

6.6.1. Ifitis determined that the employee has misused his/her sick leave
the immediate supervisor will forward a written explanation of the
abuse to the Director of Human Resources or his/her designee and
an investigation shall be conducted.

6.6.2. If the investigation of sick leave abuse proves to be true, the
following guidelines may occur:

6:6:2.1 Salary received for those unauthorized days shall be
reclaimed;

5.6.2.2. There may be up to a five-day (5) suspension
without pay in the next pay period; and

6,623 Additional disciplinary actions may be taken, up to

and including termination of employment.

ADMIN-REG: APPROVED:
420.4-8 7.14.2020

ADMINISTRATIVE REGULATION—420.4-8: (Employee-Funded Sick Leave Bank)

Employee-Funded Sick Bank

1. Establishment of the Sick Leave Bank
1.1. Each year, all participating employees in the employee funded sick leave
bank will donate one (1) sick leave day.
1.2. Sick Leave Bank is not intended to be used for short-term, in-and-out
absences, elective medical procedures or other medical care that could be scheduled

during non-contract time.
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2. Employee-Funded Sick Bank Eligibility

2.1. In order to be eligible to participate in the sick bank an employee must
voluntarily donate one day annually of sick leave to the sick bank. Employees
wishing to opt out of participation in the sick bank must annually complete the
appropriate form no later than September 1 of each school year.
2.2 Employee-Funded Sick Leave Bank Benefit Level is determined by the
number of sick leave day(s) consecutively donated to the Employee-Funded Sick
Bank prior to requesting Sick Bank Leave.

2.2.1. Level One Benefit - One (1) year of donation to the Sick Leave

Bank

2.2.2. Level Two Benefit - Two (2) consecutive years of donation to the
Sick Leave Bank

2.2.3. Level Three Benefit - Three (3) consecutive years of donation to
the Sick Leave Bank

2.2.4. Level Four Benefit - Four Plus (4+) consecutive years of donation
to the Sick Leave Bank

3. Employee Funded Sick Leave Bank Application
31 Employees shall complete an official Sick Leave Bank request form, which
form shall bear the employee’s original signature. Sick Leave Bank forms are
available from the immediate supervisor or the District Human Resources
Department.
3.2. Employees shall complete a release of medical information form to allow the
members of the sick leave bank committee to review any medical documentation
that they provide with the request for sick leave bank.
3.3 Employees shall be required to complete a release of information form to
allow the committee to review their official District personnel file, if the need should
arise.
3.4. The illness/injury must be medically documented with a statement bearing
an original signature from the attending physician. The verification of absence form
may not be stamped with a physician’s signature or signed by the attending nurse,
office manager, etc.

3.5. A second opinion may be required with any costs not covered by insurance
borne by the District.
3.6. Before an employee is eligible to apply for Sick Leave Bank use, the following

criteria must be met for each qualifying medical condition. The employee must have:
3.6.1. medically qualified for FMLA (which will run concurrently with
any sick leave bank usage); and
3.6.2. exhausted all accrued family sick leave days, sick leave days, and
vacation days, if applicable; and used a minimum of two (2) personal leave
days.
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3.7. An employee shall be required to provide the sick leave bank committee
with updated information regarding his/her condition every 30 days after the
approval of the sick leave bank benefits. Continuation of the sick bank leave shall be
contingent upon the information contained in the update.

4. Sick Bank Allowances

4.1. Level One Benefit ESP Employees
4.1.1. Level One Benefit ESP employees shall be allowed up to 15 sick
bank days.
41.2. 40% of the employee’s daily rate shall be deducted from the first
two days of sick bank.

4.2. Level Two Benefit ESP Employees
4.2.1. Level Two Benefit ESP employees shall be allowed up to 15 sick
bank days at full pay according to the following schedule: (See, 420.4-
Exhibit 2).
4.2.2. After all sick bank days allowed according to the schedule listed
under item (4.2.2) are used, Level Two Benefit ESP employees may be
granted up to 10 additional sick bank days if circumstances warrant it.
40% of the daily rate shall be deducted for each additional day used under
this option.
4.2.3. In cases of catastrophic illness or injury, the Sick Leave Bank
Committee may grant level two benefit ESP employees up to 20 additional
days of sick leave after all other sick bank days provided under items
(4.2.1 and 4.2.2) are exhausted. Forty percent (40%) of the daily rate shall
be deducted for each additional day used under this option.

4.3. Level Three Benefit ESP Employees
4.3.1. Level Three Benefit ESP employees shall be allowed up to 40 sick
bank days at full pay according to the following schedule: (See, 420.4-
Exhibit 3).
43.2. After all sick bank days allowed according to the schedule listed
under item (4.3.1) are used, Level Three Benefit ESP employees may be
granted up to 40 additional sick bank days if circumstances warrant it.
40% of the daily rate shall be deducted for each additional day used under
this option.
4.3.3. In cases of catastrophic illness or injury, the Sick Leave Bank
Committee may grant level three benefit ESP employees sufficient sick
bank leave days to cover their transition to long-term disability after all
other sick leave bank days provided under (4.3.1 and 4.3.2) are exhausted.
Forty percent (40%) of the daily rate shall be deducted for each additional
day used under this option.
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4.4. Level Four Benefit ESP employees shall be allowed up to 120 days from the
sick bank at full pay less 40% of the daily rate for each day the ESP employee falls
below 15 days of accumulated sick leave at the beginning of the Contract year. (A
maximum of 15 days at 40% of daily rate will be deducted).

5. Employee Funded Sick Bank Leave Limitations
5.1 Prior to granting sick bank days, an ESP employee shall agree in writing to
repay compensation at his/her daily rate of pay for sick bank days used if he/she
terminates employment with the district for other than medical reasons before
completion of the current and succeeding contract year.
5.2. The illness/injury must be medically documented with a statement bearing a
signature from the attending treating health care provider. The medical
documentation may not be stamped with a physician's signature or signed by the
attending nurse, office manager, etc.
53 A second opinion may be required with any costs paid by the District.
5.4. When an ESP employee requests sick bank days more than once within a 48-
month period for an unrelated illness, a three (3)-day loss of pay shall be required
before sick bank days are granted.
5.5. Use of employee funded sick bank shall be limited to 120 days within a 48-
months period. The ESP employee will also be required to meet all other qualifying
criteria.
5.6. Intermittent leave funded through the Sick Bank may only be granted for
continued treatment of the employee’s qualifying catastrophic/life threatening
illness and/or injury, i.e. chemotherapy, dialysis, etc.

5.7. No employee shall take vacation days within 15 working days after drawing
upon the sick leave bank.
5.8. On July 1 of a new contract year, all annual leave allocated to an employee’s

leave balances, with the exception of up to three (3) personal leave days, must be
used by the employee prior to additional sick leave bank being granted.

59, After 180 calendar days, including summer months, sick leave benefits from
District sources shall terminate and employees shall return to work with a release to
full duty status, or transition to long term disability according to the provisions of
Policy—400.25—Long Term Disability of Insurance and/or have employment
terminated with the District.

5.10. Under catastrophic conditions, ESP employees may appeal to the sick leave
bank committee for a waiver of pay loss provisions. The committee shall review the
ESP employee’s attendance record and other related factors and either grant or deny
the waiver based on the findings.

6. Sick Leave Bank Committee
6.1. Sick Leave Bank Committee composed of the Human Resources ESP
administrator, one other member of the Human Resources Department and two
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members of the employee agent group shall be appointed to administer use of the
sick leave bank. The Human Resources ESP Administrator shall serve as the
chairperson. If one of the employee agent group members cannot be in attendance,
an alternative representative will be requested by the employee agent group
president.

0.2 The committee shall review all sick leave bank requests and rule on sick
leave bank usage. The unused sick leave bank days shall be reported to the
committee on a annual basis.

6.3. The Human Resources ESP administrator shall make available to the
committee all the information that is submitted with an employee’s sick bank
request in a timely manner.

6.4. A record of the decision to approve or deny a sick bank request shall be
maintained in Human Resources.

EXHIBITS

Exhibit 1 - (Sick Allowance Schedule)
Exhibit 2 - (Level Two Benefit ESP Employees)
Exhibit 3 - (Level Three Benefit ESP Employees)

REFERENCES
None

FORMS
None

CANYONS BOARD OF EDUCATION

This online presentation is an electronic representation of the Canyons School District’s currently adopted policy manual.
It does not reflect updating activities in progress. The official, authoritative manual is available for inspection in the
office of the Superintendent located at 9361 South 300 East Sandy, UT 84070.
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POLICY—400.215—BISTRICT ADVISORY COUNCIL (ESP)
1 DISTRICT CODE: I ADOPTED:
400.215 6.13.2017
I RESCINDS: I ADOPTED:
A3B 7.10.07

BOARD POLICY

1. The Board authorizes the establishment of an Educational Support Professional (ESP)
District and Department Advisory Council for the purpose of communicating areas of
concern by employee groups within the District and within Departments.

2. The Board authorizes the Superintendent and District Administration to establish
administrative regulations consist with this policy.

e
ADMIN-REG: APPROVED:
400.215-1 6.13.17

ADMINISTRATIVE REGULATION—400.215-1:

1. District Advisory Council

1.1. The ESP Advisory Council shall be composed of members designated annually by
the ESP employee agent leadership, the Superintendent or his/her designee, the
Business Administrator, and the Human Resources Administrator for ESP’s. Other
individuals may be invited to attend as deemed necessary. The chairperson will be
determined annually by the Council.

1.2. The Council shall meet at least four (4) times during the school year to discuss
and study subjects mutually agreed upon relating to the school system. The
Council may schedule additional meetings as deemed necessary by the
committee.

1.3. The Council is empowered to appoint ad hoc committees to study and report
upon subjects agreed upon by the Council and approved by the Superintendent
or his designee.

1.4. The clerical expenses of the Council and its subcommittees shall be paid by the
Board.

1.5. Meetings of the Council shall be held at other than regular school hours. If
circumstances should require that a meeting be held during school hours,
committee members shall be excused from their regular duties without loss of
pay.

1.6. All items of business or recommendations coming from this Council are advisory
only.

1.7. Department Advisory Council will be formed pursuant to guidelines.
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| CANYONS

School District
CANYONS SCHOOL DISTRICT

POLICY MANUAL

EXHIBITS
None

REFERENCES
None

[ FoRMS

None

CANYONS BOARD OF EDUCATION

This online presentation is an electronic representation of the Canyons School District's currently adopted policy manual. [t
does not reflect updating activities in progress. The official, authoritative manual is available for inspection in the office of
the Superintendent located at 9361 South 300 East Sandy, UT 84070.
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Department Advisory Council guidelines.

1.1 Department Advisory Councils shall be composed of representatives who volunteer
to serve on the committee annually. If more than one volunteer in the same job
classification applies then the Department Director will select the member. Employee
agent representatives will be appointed annually by the employee agent group. The
Department Director will select the chair of each department’s council.

1.1. Councils shall address issues and items of business introduced by the council members
with the exception of programs which are outside the purview of the department and
administrative policy

1.2. Each council shall meet quarterly or as often as business dictates.

1.3. Council meetings shall be held during normal work hours. Council members shall be
excused from their department duties to attend council meetings without loss of pay.

1.4. Agenda topics should be submitted twenty-four hours in advance to the department
director and minutes of each council meeting may be recorded and reviewed by the
council and subesequentlydistributed to all Department Employees and the employee
agent group representative.

1.5. Based upon District and Department needs, new Department Advisory Councils may be
developed as needed for departments with twenty or more ESP employees. Education
Support Professional (ESP) employees who are not served by a Department Advisory
Council shall continue to direct concerns to the District Advisory Council.

. Department Advisory Council Membership

2.1. Facilities Advisory Council: Membership shall include two Assistant Facilities Managers
from each of the following levels - elementary, middle, high schools and specialty
schools, one representative from each of the following maintenance departments —
general trades, electrical, alarms/security, plumbing, HVAC, kitchen repair, grounds and
energy management, one construction coordinator, one department office staff
representative, one employee agent group representative, the maintenance coordinator,
the custodial coordinator, the department administrative assistant and the department
director.

2.2. Nutrition Services Advisory Council: Membership shall include one manager from a
elementary school, one manager from a secondary school, one elementary nutrition
worker, one secondary nutrition worker (the managers and workers should not be from
the same school location), one employee agent group representative, the department
administrative assistant and the department director.

2.3. Transportation Advisory Council: Membership shall include two regular education bus
drivers, two special education bus drivers, one mechanic, one trainer, the dispatch lead,
the special education routing coordinator, the regular education routing coordinator, the
department administrative assistant, one employee agent group representative and the
department director.

2.4. Information Technology Advisory Council: Membership shall include one ESP
representative from the Technology Support, Technology Engineering, and Technology
Development sections, one employee agent group representative, the department
administrative assistant and the department director.
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POLICY—400.215— ADVISORY COUNCIL (ESP) I
I DISTRICT CODE: ADOPTED:
400.215 6.13.2017
I RESCINDS: ADOPTED:
A3B 7.10.07

I BOARD POLICY

1. The Board authorizes the establishment of an Educational Support Professional (ESP)
District and Department Advisory Council for the purpose of communicating areas of
concern by employee groups within the District and within Departments.

2. The Board authorizes the Superintendent and District Administration to establish
administrative regulations consist with this policy.

ADMIN-REG: APPROVED:
400.215-1 6.13.17

ADMINISTRATIVE REGULATION—400.215-1:

1. District Advisory Council

1.1. The ESP Advisory Council shall be composed of members designated annually by
the ESP employee agent leadership, the Superintendent or his/her designee, the
Business Administrator, and the Human Resources Administrator for ESP’s. Other
individuals may be invited to attend as deemed necessary. The chairperson will be
determined annually by the Council.

1.2. The Council shall meet at least four (4) times during the school year to discuss
and study subjects mutually agreed upon relating to the school system. The
Council may schedule additional meetings as deemed necessary by the
committee.

1.3. The Council is empowered to appoint ad hoc committees to study and report
upon subjects agreed upon by the Council and approved by the Superintendent
or his designee.

1.4. The clerical expenses of the Council and its subcommittees shall be paid by the
Board.

1.5. Meetings of the Council shall be held at other than regular school hours. If
circumstances should require that a meeting be held during school hours,
committee members shall be excused from their regular duties without loss of
pay.

1.6. All items of business or recommendations coming from this Council are advisory
only.

1.7. Department Advisory Council will be formed pursuant to guidelines.
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EXHIBITS
None

REFERENCES
None

FORMS

None

CANYONS BOARD OF EDUCATION

This online presentation is an electronic representation of the Canyons School District’s currently adopted policy manual. It
does not reflect updating activities in progress. The official, authoritative manual is available for inspection in the office of
the Superintendent located at 9361 South 300 East Sandy, UT 84070.
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Department Advisory Council guidelines.

1.1 Department Advisory Councils shall be composed of representatives who volunteer

to serve on the committee annually. If more than one volunteer in the same job
classification applies then the Department Director will select the member. Employee
agent representatives will be appointed annually by the employee agent group. The
Department Director will select the chair of each department’s council.

1.1 Councils shall address issues and items of business introduced by the council members
with the exception of programs which are outside the purview of the department and
administrative policy

1.2 Each council shall meet quarterly or as often as business dictates.

1.3 Council meetings shall be held during normal work hours. Council members shall be
excused from their department duties to attend council meetings without loss of pay.

1.4 Agenda topics should be submitted twenty-four hours in advance to the department
director and minutes of each council meeting may be recorded and reviewed by the
council and subsequently distributed to all Department Employees and the employee
agent group representative.

1.5 Based upon District and Department needs, new Department Advisory Councils may be
developed as needed for departments with twenty or more ESP employees. Education
Support Professional (ESP) employees who are not served by a Department Advisory
Council shall continue to direct concerns to the District Advisory Council.

Department Advisory Council Membership

2.1 Facilities Advisory Council: Membership shall include two Assistant Facilities Managers
from each of the following levels - elementary, middle, high schools and specialty
schools, one representative from each of the following maintenance departments -
general trades, electrical, alarms/security, plumbing, HVAC, kitchen repair, grounds and
energy management, one construction coordinator, one department office staff
representative, one employee agent group representative, the maintenance coordinator,
the custodial coordinator, the department administrative assistant and the department
director.

2.2 Nutrition Services Advisory Council: Membership shall include one manager from a
elementary school, one manager from a secondary school, one elementary nutrition
worker, one secondary nutrition worker (the managers and workers should not be from
the same school location), one employee agent group representative, the department
administrative assistant and the department director.

2.3 Transportation Advisory Council: Membership shall include two regular education bus
drivers, two special education bus drivers, one mechanic, one trainer, the dispatch lead,
the special education routing coordinator, the regular education routing coordinator, the
department administrative assistant, one employee agent group representative and the
department director.

2.4 Information Technology Advisory Council: Membership shall include one ESP
representative from the Technology Support, Technology Engineering, and Technology
Development sections, one employee agent group representative, the department
administrative assistant and the department director.
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