EMPLOYEE
HANDBOOK



INTRODUCTION

This handbook contains a brief summary of some of the rules and
regulations for employees, as well as other information you should
find helpful. You are encouraged to refer to the complete set of
Personnel Commission Rules & Regulations (Classified), found in
each school office and the District Instructional Media Services
Department, as well as the negotiated labor agreements with
Certificated, Classified, and Supervisory representatives. Another
source of information is the District's Policies and Procedures. Your
supervisor can assist you if you need to locate these.

We hope you will find this handbook a useful tool as a quick
reference guide in seeking answers to employment questions you
may have. Employees are encouraged to keep informed on matters
of rules and policies by maintaining this handbook in up-to-date
condition. The best ways to keep informed include reading bulletins
published by the District and the agendas and minutes of the Board
of Education and Personnel Commission meetings which are
regularly posted in schools and department locations.

The Cajon Valley Union School District serves preschool through
eighth grade students in its elementary and middle schools,
including a comprehensive program for students with special
needs.
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Generally, the funds for such benefits come from employee and
employer contributions and the income from investments made by
STRS. To be eligible for service retirement with a monthly
allowance, an employee must be at least 55 years of age and have
at least five years of credited service under STRS. A STRS booklet
on retirement and related benefits is available to employees and you
may schedule retirement interviews with a representative from the
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anticipate your absence, you should notify your supervisor in
advance. If you are entitled to a substitute, calling the substitute
assignment system will not suffice as reporting an absence, it will
only ensure a substitute will be called. Any, and all absences or
tardies need to be phoned in to your immediate supervisor.

Appearance/Attitude

Employees are one of the most valuable assets the District has in its
relations with the public. Your appearance and demeanor affect
how the public views the school system. You are expected to be
courteous and helpful and wear appropriate clothing which
presents a wellgroomed appearance. You should discuss with your
supervisor the kind of dress and grooming that is appropriate for
your position.

Safety

The District is interested in the well-being of all its employees and
takes every precaution to assure your safety including safety
training on a regular basis. However, safety is everyone's
responsibility and you should always perform your duties in a safe
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disability in any program or activity that receives or benefits from
state financial assistance. The District shall also follow uniform
complaint procedures when addressing complaints alleging failure
to comply with state or federal law, categorical aid programs,
migrant  education, vocational education, childcare and
development programs, child nutrition programs and special
education programs. The person responsible for processing
complaints related to this procedure is the Assistant Superintendent
of Educational Services.

Complaints will be kept confidential. The District prohibits retaliation

against any participant in the complaint process. Each complaint
shall be investigated promptly and in a way that respects the privacy
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earn sick leave and vacation at the same rate as whenhe/she left,
and receive credit for the seniority you had when you left.

SPECIAL PROGRAMS

Employee Assistance Program (EAP)

The Employee Assistance Program is available to all employees and
their dependents who are experiencing difficulties such as
emotional distress, financial worries, family problems, legal
difficulties, alcohol or drug abuse, or any other problems affecting
their well-being and their job performance. The service is
confidential and free of charge, and employees experiencing
difficulty are encouraged to take advantage of this service by
scheduling an appointment with the Program's qualified, trained,
personnel. After a pre-treatment assessment interview and a
discussion of the problem and alternatives, the employee may be
referred to a community resource that provides professional or
medical assistance. A fee may be charged by the community
resource professional; however, often the employee's medical
insurance will cover the treatment. These services are confidential
and are available 24 hours a day, seven days a week.

Employees with the Districts VEBA Kaiser or VEBA
UnitedHealthcare benefits may access their EAP benefits through
Optum Health, by calling (888)625-4809, or visiting online at
www.liveandworkwell.com (access code: VEBA). Child and
eldercare referrals, financial and legal advice, and balancing work
and life issues are also available.

Part-time contract employees who work less than 50% are eligible
for benefits through MHN, a HealthNet Company, by calling
(800)227-1060 or visiting online at members.mhn.com (company
code: parttime). In addition to clinical support for emotional, family,
and other personal problems, MHN features Work & Life Services
in the following areas: Childcare and eldercare assistance, financial
services, legal services, identify theft recovery services, and daily
living services.
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