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Welcome to the Cabrillo College Foundation Team!

We're thrilled to have you on board. Every member of our team plays a vital role in helping us
achieve our mission and in shaping the reputation of the Cabrillo College Foundation. We value
openness, respect, and collaboration, and we're excited for you to be a part of it.

The Cabrillo College Foundation is a private, nonprofit organization that supports Cabrillo
College through philanthropy, supplementing public funding to enhance educational
opportunities. Established in 1962 and guided by an independent Board of Directors, our
Foundation is proud to be recognized as one of the top community college foundations in the
state. You can see more about our achievements in our most recent Annual Report.

Our success relies on teamwork—between our staff, the Board, and Cabrillo College. That's why
it's so important for everyone to approach their work with professionalism, dedication, and a
commitment to excellence. Together, we can accomplish great things.

This handbook is here to guide you, answer questions, and help you understand how we work
together. Please read it carefully, keep it for future reference, and return the signed Handbook
Receipt and Acknowledgment form to your supervisor. Your signature confirms that you've
received the handbook. This handbook is not a contract of employment. Nothing in this
handbook alters the at-will nature of employment

We're glad that you've joined us and look forward to achieving success together. Welcome to
the team—we can’t wait to see all that we’ll accomplish!

Eileen Hill, Executive Director



Purpose of Handbook and Right to Revise

This Employee Handbook is a guide to assist employees in understanding the employment
policies and expectations of the Cabrillo College Foundation (“Cabrillo College Foundation” or
“Foundation”). However, it is also a living document that will change as the organization
changes, and our goal is for it to reflect the commitments we make to each other, as colleagues.
Each employee brings their own experience, needs, and perspective to the Cabrillo College
Foundation, and we welcome all to contribute to honing this document to better reflect and
support a positive work culture.

This Handbook applies to all employees and is intended to help establish a positive working
relationship between you, other staff members, and donors. While every effort is made to align
this handbook with current California and Federal employment laws, it is important to
remember that these laws are ever changing and the information within this handbook is
subject to change without notice.

It is important to remember that this Handbook contains only general information and
guidelines. It is not intended to be comprehensive or to address all possible applications or
exceptions to the general policies and procedures described. The policies outlined in this
Handbook are based on the belief that common sense, good judgment, and consideration for
the rights of others are paramount to our mission. We have tried to anticipate many of your
questions, but we know that this document will not provide every answer. For that reason, if
you have any questions concerning eligibility for a particular benefit, or the applicability or
intent of a policy or practice, please contact your Supervisor, Human Resources or the Executive
Director.



1. INTRODUCTION

a. Equal Employment Opportunity, Anti-Discrimination and Retaliation Prevention
Policy

Employment Opportunity

The Cabrillo College Foundation is an equal opportunity employer and makes employment
decisions on the basis of merit and business needs. The Foundation does not discriminate
against employees, applicants, interns, or on the basis of any one or combination of:

e Race (includes traits associated with e National origin (includes language use
race, including hair texture and and possession of a driver’s license
protective hairstyle); issued to persons unable to provide

e Color presence in the United States as

e Religion/Creed (includes religious dress authorized under federal law);
and grooming practices); e Ancestry;

e Sex/gender (includes pregnancy, e Disability (mental and physical including
childbirth, breastfeeding, and/or related HIV/AIDS, cancer, and genetic
medical conditions); characteristics);

e Reproductive health decision-making e Requesting or utilizing family care leave,

e Gender identity or gender expression; leave for your own serious health

e Sexual orientation; condition, or Pregnancy Disability Leave;

e Marital status; e Requesting or utilizing leave for survivors

e Medical condition; of violence and family members of

e Military or veteran status; victims

e Genetic information; e Age (40 and over), or any other

characteristic protected by the
applicable law.

The Cabrillo College Foundation also prohibits discrimination based on the perception that an
applicant or employee has any of those characteristics or is associated with a person who has or
is perceived to have any of those characteristics.

b. Anti-Harassment

The Cabrillo College Foundation is committed to providing a work environment that is free of
unlawful harassment. In keeping with this policy, the Foundation strictly prohibits harassment,
including sexual harassment, harassment on the basis of race, religion/creed, color, national
origin, ancestry, physical disability, mental disability, medical condition, pregnancy or
perceived pregnancy, marital status, sex, age, sexual orientation, military and veteran status,
registered domestic partner status, genetic information, gender, gender identity, gender
expression, reproductive health decision-making, requesting or utilizing legally protected



leaves, or any other characteristic protected by applicable law. The Foundation’s Anti-
Harassment policy applies to all persons involved in the operation of the Foundation and
prohibits harassment of the Foundation applicants, employees, interns, by any employee of the
Foundation, including managers, as well as vendors, clients, and any other non-employees with
whom the Foundation employees have a business, service, or professional relationship.

It also prohibits harassment based on the perception that anyone has any of those
characteristics or is associated with a person who has or is perceived as having any of those
characteristics. Harassment may take many forms, but the most common forms prohibited by
this policy include, but are not limited to:

1.

2.

3.

Unwelcome Conduct — such as unwelcome or unsolicited sexual advances,
requests for sexual favors, conversations regarding sexual activities, and other
verbal, visual, or physical conduct of a sexual nature when:
a) Submission to that conduct or those advances, or requests is made either
explicitly or implicitly a term or condition of an individual's employment;
b) Submission to or rejection of the conduct or advances or requests by an
individual is used as the basis for employment decisions affecting the
individual, or
¢) The conduct, advances, or requests have the purpose or effect of
interfering with an individual’s work performance or creating an
intimidating, hostile, or offensive working environment.

Physical Harassment — such as physical interference with normal work,
impeding or blocking movement, assault, unwelcome physical contact, leering at
a person’s body, and threatening, intimidating, or hostile acts that relate to a
protected characteristic;

Verbal Harassment — such as jokes, epithets, slurs, stereotyping, and remarks
that denigrates or shows hostility or aversion toward an individual because of a
protected characteristic, or

Written or Visual Harassment — such as offensive or obscene email, text
messages, instant messages (such as Chat or Teams), Internet postings,
photographs, videos, calendars, posters, cards, cartoons, drawings and gestures,
display of sexually suggestive or lewd objects, unwelcome notes or letters, and
any other written or graphic material that denigrates or shows hostility or
aversion toward an individual because of a protected characteristic, that is
placed on walls, bulletin boards, or elsewhere on the Foundation premises or
circulated in the workplace.




c. Retaliation

The Cabrillo College Foundation recognizes that you are entitled by law to exercise various
rights and engage in various activities, and it respects your legal rights. The Foundation will not
retaliate (or tolerate retaliation by its employees) against you for exercising a legal right or
engaging in legally protected activity, including reporting complaints of discrimination,
harassment, or other behavior believed to be illegal (“whistleblowing”), or participating in the
investigation of such complaints. If you believe that you have been subjected to any form of
retaliation in violation of this policy, you should notify your manager, Human Resources, or any
representative of management with whom you feel comfortable as soon as possible. We
encourage you to provide a written description of the incident(s) prompting your concern,
including the names of the individuals involved and the names of any witnesses. The
Foundation will undertake a prompt and objective investigation to determine all facts relevant
to your complaint.

If the Cabrillo College Foundation determines that a violation of this policy has occurred, it will
take effective remedial action. Any employee determined by the Foundation to be responsible
for retaliation in violation of this policy will be subject to appropriate disciplinary action, up to
and including termination of employment.

d. Reporting / Investigations

The Cabrillo College Foundation encourages employees to promptly report any incidents of
harassment so that corrective action may be taken. If you believe that you have been subjected
to any form of discrimination, harassment, or retaliation in violation of these policies, you may
report the conduct to your supervisor, Human Resources, the Executive Director, or any other
member of management, regardless of your reporting relationship. You are not required to
report complaints to your direct supervisor.

Applicants who believe they have been subjected to any form of discrimination or harassment
in violation of this policy may notify Human Resources or any management representative. The
Foundation encourages people who believe they have been subjected to discrimination or
harassment to provide a written description of the incident(s) prompting the concern,
including the names of the individuals involved and the names of any witnesses. All supervisors
and managers who receive, observe, or otherwise become aware of conduct that may violate
this policy are required to report the information immediately to Human Resources, regardless
of whether a formal complaint has been made.

The Foundation will undertake a prompt, impartial, and thorough investigation. The
Foundation will maintain confidentiality to the extent reasonably possible; however, complete
confidentiality cannot be guaranteed. Generally, an investigation will include an interview with
the employee who reported the harassment complaint, interviews of those alleged to have
committed the acts of harassment, and interviews with those who may have witnessed or have
knowledge regarding the alleged harassment. The investigation will be documented, tracked
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for reasonable progress, and reasonable conclusions will be reached based upon the evidence
collected, utilizing the preponderance of the evidence standard. The Foundation representative
will advise the complaining employee(s) and the accused employee(s) of the results of the
investigation. At the conclusion of its investigation, if the Foundation determines a policy
violation has occurred, it will take effective remedial action. Steps will be taken, as reasonable
and necessary, to prevent any further violations of this policy. The federal Equal Employment
Opportunity Commission (EEOC) at www.eeoc.gov and the California Civil Rights Department
(CRD) at_https://calcivilrights.ca.gov investigate and prosecute complaints of prohibited
discrimination, harassment, and retaliation in employment.

e. Self-ldentification & Pronouns

The Cabrillo College Foundation is committed to fostering a culture of inclusiveness and
respect. The Foundation is mindful of the diversity of the communities we serve and recognize
that our staff, volunteers and donors may identify with binary (he/him or she/her) or non-binary
(they/them) gender pronouns (or both). Using a person’s chosen pronouns is a form of mutual
respect and basic courtesy, and the Foundation strives to mirror that belief in our approach to
how staff and volunteers are asked to self-identify in our systems.

2. RECRUITING AND HIRING

a. Job Announcements

Job Announcements will include statements to the following:

Job title

Worksite and Hybrid/Remote Eligibility

Exempt/non-exempt status

Annual salary range

Minimum education and experience requirements, and any special qualifications.
Statement of duties and responsibilities

Physical Requirements

Statement of benefits

Hiring Practices

b. Verification of Ability to Work in the United States

All offers of employment are contingent on verification of an individual’s right to work in the
United States. All employees will be required to complete and sign Section 1 of the I-9
verification form no later than their first day of employment. Within the first 3 days of
employment, each employee will be asked to provide original, acceptable, and unexpired
documents verifying the employee’s identity and right to work in the United States.


http://www.eeoc.gov/
https://calcivilrights.ca.gov/
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c. At-Will Employment Relationship

The Cabrillo College Foundation hopes that every employee will find the employment
relationship satisfying and rewarding in all respects. While we hope our relationship will be
mutually beneficial, it needs to be emphasized that the employment relationship is "at-will.”
Your employment with the Foundation is voluntarily entered into and we recognize that you
are free to resign at any time, with or without cause or with or without notice. Similarly, the
Foundation is free to end any employment relationship at any time it deems appropriate, with
or without cause or with or without notice. No one at the Cabrillo College Foundation, other
than the President of the Board of Directors with the consent of the entire Board, has the
authority or legal ability to modify the at-will nature of the employment relationship, and even
then it can be modified only in writing.

d. Backaground Checks

The Cabrillo College Foundation may conduct reference checks and criminal background
checks on applicants for employment, in compliance with applicable law. Applicants will be
asked to authorize any such checks as part of the hiring process.

Employment may be contingent upon the satisfactory completion of a background check. If
information obtained through a background check is determined to be inconsistent with the
Foundation’s employment requirements or otherwise renders an applicant ineligible for the
position, the Foundation may withdraw a conditional offer of employment or terminate
employment if the employment has already begun. In all cases, employment will remain at-will.

The Cabrillo College Foundation complies with the California Fair Chance Act (AB 1008) and
considers criminal history information only in accordance with applicable law. Criminal history
information will be evaluated in a fair and individualized manner and will not automatically
disqualify an applicant from employment.

e. Driving Eligibility Requirements

Any applicant or current employee who may be required to drive a motor vehicle on official
Foundation business will be required to submit a copy of their valid driver’s license and proof of
insurance.

f. New Employee Orientation

It is the goal of the Cabrillo College Foundation to introduce employees to the job and mission
of the Foundation, and to inform them of policies, benefits and expectations. A new employee
orientation is held within one week of employment. Upon joining the Foundation, you will be
given a copy of this Employee Handbook and required to sign an acknowledgement that you
have read this Handbook.

You will also be asked to complete various other personnel, payroll and benefit forms.
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3. ACCOMMODATIONS

a. Reasonable Accommodations

The Cabrillo College Foundation provides reasonable accommodation for the known physical
disabilities, mental disabilities, and medical conditions of qualified applicants and employees in
accordance with applicable law.

Applicants and employees who have a physical disability, mental disability, or medical
condition which impairs their ability to perform the essential functions of the job should
contact Human Resources and request an accommodation. Applicants or employees needing
an accommodation should describe their limitations or restrictions and the accommodation(s)
needed to perform the essential functions of the job. If an accommodation is reasonable and
will not impose undue hardship on the Foundation, the Foundation will provide the
accommodation. Medical certification may be required.

b. Victims of Violence

The Cabrillo College Foundation will make reasonable accommodations for any employee who
reports that they are the victim, or a family member of a victim, of a qualifying act of violence
and requests that the Foundation accommodate their safety while at work, unless providing
the accommodation will impose an undue hardship on the Foundation's business operations or
violates the Foundation’s duty to provide a safe and healthy working environment for all
employees. The Foundation will require a statement certifying that your request is related to
being a victim or the family member of a victim.

The Foundation will keep all information submitted in connection with an employee's request
for an accommodation confidential to the extent permissible by law. If the law requires
disclosure of information, the Foundation will notify the employee before any information is
released.

The Foundation will not discriminate or retaliate against any employee because of the
employee's or their family member's status as a victim, if the employee provides the
Foundation notice of such status, the Foundation has actual knowledge of such status, or the
employee requests a reasonable accommodation in accordance with this policy.

c. Religious Practices

The Cabrillo College Foundation respects our employees’ religious beliefs and practices and will
provide reasonable accommodation for known religious beliefs and observances when doing
so does not create undue hardship on the Foundation’s business.



If you have religious beliefs or practices that conflict with your job duties, work schedule, the
Foundation’s policy on dress and grooming, or with other aspects of your employment, you
may request an accommodation from Human Resources. When you request an
accommodation, explain the conflict between your religious beliefs or practices and your job
and identify the accommodation you seek. If an accommodation is reasonable and will not
impose undue hardship on the Foundation, the Foundation will provide the accommodation.

4. EMPLOYEE CLASSIFICATIONS AND CATEGORIES OF
EMPLOYMENT

a. Exempt and Non-Exempt Status

State and federal wage and hour laws include exemptions from overtime pay for certain
categories of employees. Whether your position is exempt or non-exempt is determined by
your duties, responsibilities and salary.

e NON-EXEMPT are hourly employees. Non-exempt employees are entitled to overtime
pay under the specific provisions of federal and state laws.

e EXEMPT are salaried employees. The Fair Labor Standards Act and state laws define
exempt employees as those whose duties meet the legal definition of primarily
executive, administrative, or professional, and whose minimum salary is at least twice
the state minimum wage. While exempt employees are expected to adhere to regular
schedules to ensure effective workflow, the number of hours actually worked in a given
week may vary. An exempt employee is paid a salary which does not, except in limited
circumstances authorized by law, change based on the number of hours worked.
Employees in exempt positions are not entitled to overtime pay. Exempt employees are
paid in full day increments. Exempt employees who work less than 6 hours in a day must
utilize paid leave.

b. Additional Employment Classifications

In addition to the above categories, each employee will belong to one other employment
category:

e FULL TIME: Employees who are not temporary in status, and who are regularly
scheduled to work a full-time schedule of at least 40 hours per week. Generally, they are
eligible for the Cabrillo College Foundation’s full benefits package subject to the terms,
conditions, and limitations of each benefit.

13
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e PART TIME: Employees who are not temporary in status, and who are regularly
scheduled to work less than 40 hours per week,

Part Time employees working 20 or more hours a week are eligible for certain pro-rated Cabrillo
College Foundation benefits as specified in this handbook and all legally mandated benefits.

e TEMPORARY: Employees hired as interim replacements, to temporarily supplement the
work force, or to assist in the completion of a specific project. Employment assignments
in this category are of a limited duration. Employment beyond any initially estimated
period does not in any way imply a change in temporary employment status. Nor does
any estimated employment period constitute a promise of employment for a specified
term; temporary employees, like all other types of employees, are employed at-will.
Temporary employees retain that status until notified of a change by the Executive
Director in writing. While they receive all legally mandated benefits, they are ineligible
for any of the Cabrillo College Foundation’s other benefits programs.

c. Other - non employee / non staff

INDEPENDENT CONTRACTOR: An independent contractor is a self-employed worker who is
hired by a company for a specific project or time frame. They are usually hired for short-term
projects that require specialized expertise, such as writing, illustration, or software
development. An independent contractor will not be considered an employee when the
following conditions are satisfied:

e The worker is free from the control and direction of the hiring entity in connection with
the performance of the work, both under the contract for the performance of the work
and in fact;

e The worker performs work that is outside the usual course of the hiring entity’s
business; and

e The worker is customarily engaged in an independently established trade, occupation,
or business of the same nature as that involved in the work performed.

5. WAGES & HOURS

a. Work Schedule and Overtime

The normal scheduled hours for full time employees is 40 hours per week, Monday through
Friday. Hours of work are generally from 9am to 5pm, but may differ depending on the needs of
the Cabrillo College Foundation and staff. All work schedules must be approved by each
employee’s Supervisor.

The Cabrillo College Foundation’s work week begins on Mondays and ends on Sundays. The
Foundation employees are paid monthly. (Contact Human Resources for each year’s Payroll



Calendar.) Paid time off (e.g. holiday, vacation) does not count as hours worked for the purpose
of calculating overtime.

Overtime: All non-exempt employees must receive approval from their Supervisor prior to
working overtime, or more than their regularly scheduled hours. Non-exempt employees are
entitled to one and one-half times the employee’s regular rate for all hours worked over eight
(8) in one workday or forty (40) in one work week, or for the first 8 hours worked on the seventh
consecutive day worked in a workweek. Overtime hours in excess of twelve (12) in one workday
or over eight (8) on the seventh consecutive workday are paid at double-time. Overtime may be
assigned to non-exempt employees by the Foundation in its sole discretion.

b. Payroll Deductions

e Federal and State Income Tax are deducted in accordance with federal law and
deposited to the employee’s credit with the Internal Revenue Service and State
Franchise Tax Board. For this reason, it is important that the W-4 and DE-4 forms
completed at the time of employment accurately reflect the number of exemptions
claimed. Any changes in such exemptions must be reported to Human Resources.

e State Disability Insurance (SDI) and Paid Family Leave (PFL) are state-mandated
insurance programs administered by the California Employment Development
Department (EDD) which are funded through employee payroll taxes.

e Federal Insurance Contribution Act (FICA) is part of the Social Security Program. A
percentage of gross pay is deducted as the employee's contribution for Social Security
and Medicare. The Cabrillo College Foundation contributes an equal amount to cover
the cost of these benefits.

e Voluntary Deductions are made for elective payments towards health benefits or
retirement plan contributions. Such deductions must be authorized in writing.

e Legal Garnishments are court orders requiring the Cabrillo College Foundation to remit
part of an employee’s wages to a third party in payment of a debt.

c. Rest and Meal Periods for Non-Exempt Employees

It is express Foundation policy to authorize and permit all employees to take paid rest periods
in accordance with the law and/or regulation. Insofar as practicable a rest period shall be
scheduled in the middle of each four-hour work period. The authorized rest period time shall be
based on the total hours worked daily at the rate of ten (10) minutes net rest time per four (4)
hours of work, or major fraction thereof. A person working 8 hours per day will receive two (2)
breaks of ten (10) minutes each. Rest periods may not be combined with meal periods or added
onto meal periods, even at an employee’s request. Rest periods may not be used to shorten the
work day (beginning or end time).

Each employee working at least five (5) consecutive hours shall be entitled to an unpaid meal
period of thirty (30) minutes. When a work shift of not more than six (6) hours will complete the
day’s work the meal period may be waived by mutual consent of the Supervisor and employee.

15



When an employee is not completely relieved of all duties during their meal period and/or is
not free to leave the premises, the employee will have an on-duty meal period and shall be paid
for the meal period. Non-exempt employees must record the times in and out for the meal
period on their time record.

Supervisors will arrange employee schedules so that all employees may take their breaks.
Employees who feel that they are unable to take their required breaks or meal period must
contact their immediate Supervisor before the scheduled break or meal period. The Foundation
provides all legally required meal and rest periods. Employees are encouraged to take all
required breaks. Employees who are unable to take a compliant meal or rest period must
promptly notify their supervisor so that the issue can be addressed.

d. Make-Up Time Policy

The Cabrillo College Foundation allows the use of make-up time when non-exempt employees
need time off to tend to personal obligations. Non-exempt employees may take time off and
then make up the time later in the same payroll workweek, or may work extra hours earlier in
the same workweek to make up for time that will be taken off later in the same payroll work
week. Make-up time worked by a non-exempt employee will not be paid at an overtime rate.
However, make-up time can never exceed eleven (11) hours in one day or forty (40) hours in a
payroll work week.

Make-up time requests must be submitted in writing to your Supervisor. Requests will be
considered for approval based on the Foundation’s legitimate business needs at the time the
request is submitted. A separate written request is required for each occasion the employee
requests make-up time. Make-up time requests must be approved in writing by your Supervisor
before they take the requested time off or work make-up time, whichever is first.

Use of make-up time is completely voluntary. The Cabrillo College Foundation does not
encourage, discourage, or solicit the use of make-up time.

e. Attendance

Regular attendance and punctuality are essential to the efficient operation of the Cabrillo
College Foundation. Employees are expected to be ready to begin and end work according to
their established work schedules. Arriving late or leaving early in connection with scheduled
work time, breaks, or meal periods is impermissible. Repeated instances of tardiness, leaving
work early or excessive unapproved/non-legally mandated absences are grounds for corrective
action, up to and including termination.

f. Flex Time & Remote Work

The operating hours of the Cabrillo College Foundation are Monday through Friday, 9:00 a.m.
to 5:00 p.m. All employees are expected to be available for work during these hours unless
approval is granted for a flexible work schedule.
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Exempt and nonexempt employees of the Cabrillo College Foundation are encouraged to work
with their manager to develop a schedule that creates a sustainable work/life balance, keeping
in mind the requirements of their position. We encourage a work culture that is creative with
work hour schedule and flexibility in regards to percent of home office and in office
commuting.

Remote Work: Employees must receive approval from their manager to work remotely.

g. Timekeeping (Timecards)

Non-exempt employees must accurately record all hours worked for each pay period.
e Record start and end times each day, including unpaid meal periods and any time away
from work for non-work-related reasons.
e Review and confirm that all time entered is complete and accurate before submission
e Report any errors promptly so corrections can be made.

All time worked must be recorded exactly as it occurs, including any overtime, whether
authorized or not. Working “off the clock” is strictly prohibited.

Employees are responsible for recording their own time. Altering, falsifying, or recording time
for another employee is prohibited and may result in disciplinary action, up to and including

termination.

Supervisors are responsible for reviewing and approving time records.

6. BENEFITS

a. Leqally Mandated Benefits

1) State Disability Insurance (SDI)- California Employees Only

SDl is a partial wage replacement insurance plan for California workers administered by the
Employment Development Department (EDD). SDI provides benéfits to eligible workers who
are unable to work for more than seven work days due to a disability. Benefits are paid directly
by the EDD. Specific rules and regulations governing disability insurance are available from the
EDD at www.edd.ca.gov/.

2) Paid Family Leave (PFL) - California Employees Only:

PFL is a partial wage replacement insurance plan administered by the EDD for eligible workers
who have absences longer than seven workdays related to care of a family member, or bonding
with a new child. Benefits are paid directly by the EDD. Specific rules and regulations governing
paid family leave are available from the EDD at www.edd.ca.gov/.
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3) Unemployment Insurance - California Employees Only

A partial wage replacement insurance plan administered by the EDD for eligible workers who
have lost employment or partial employment for reasons other than misconduct. Specific rules
and regulations governing unemployment insurance are available from Human Resources or
the EDD at www.edd.ca.gov/.

4) Workers’ Compensation Insurance:

The Cabrillo College Foundation carries workers’ compensation insurance to protect employees
who are injured on the job. This insurance provides medical treatment in addition to partial
wage replacement for absences that result from work-related injuries. If an employee is injured
while working, the employee must report it immediately to their Supervisor, regardless of how
minor the injury may be. If the employee has any questions regarding the workers’
compensation insurance program, please contact Human Resources.

5) Social Security/MediCare:

All employees are covered under the federal Social Security and Medicare plans, which provide
retirement income and medical coverage to eligible employees. The amount of deductions
from an employee’s wages for Social Security and Medicare taxes is matched by the Cabrillo
College Foundation. The total contributions for an employee and the Cabrillo College
Foundation are credited towards the employee’s benefits, which may be available at their
retirement. In addition, disability and survivors’ benefits are available to eligible beneficiaries.
Please contact the Social Security Administration at www.ssa.gov/ for further information.

Benefits Disclaimer
The Cabrillo College Foundation has established a number of employee benefit programs for its
eligible employees. This handbook provides brief summaries of the key features of the benefits
programs but does not restate all of the features of these benefit programs. Additional terms,
conditions, and limitations regarding program eligibility and benefit entitlement often exist. For
that reason, every employee should consult the official plan documents for complete
information regarding each benefit program. In the case of an actual or apparent conflict
between the benefit summaries set forth in the handbook and the terms of the plan documents,
the provisions of the official plan documents shall control.

In addition, while it is the Cabrillo College Foundation’s present intention to continue these
benefits, the Foundation reserves the right to modify, curtail, reduce, or eliminate any
benefit, in whole or in part, either with or without notice. We recognize our
responsibility to provide the employee reasonable notice of all material changes that
may affect them. Finally, neither the benefit programs nor their descriptions are
intended to create any guarantees regarding continued employment.
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b. Group Medical, Dental, and Vision Insurance

Full-time employees and part-time eligible employees are entitled to medical and dental benefits up to
the then-current Cabrillo College benefit contribution amount. Employees working 90% to 100% are
required to enroll in benefits. Eligible employees working less than 90% may choose to decline benefits
and in that case are required to sign a Declination of Insurance Coverage form. If the Cabrillo College
plan disallows a Cabrillo College Foundation employee, the Cabrillo College Foundation employee may
obtain equivalent coverage from other providers. The Foundation will pay the same level of
contribution as it would if the employee was enrolled in the Foundation offered plan(s).

Your major medical insurance benefit begins the first of the month following your first date of
paid service.

Life Insurance

Participation in the life insurance benefits program is automatic for full-time and part-time
eligible employees, and the Foundation pays the full premium cost as follows for term life
insurance:

e For eligible employees other than the Executive Director, an amount equal to 1 times
your annual rate of basic earnings, rounded to the next higher multiple of $1,000, if not
already such a multiple, subject to a maximum of $75,000.

e For the Executive Director, an amount equal to 1 times your annual rate of basic
earnings, rounded to the next higher multiple of $1,000, if not already such a multiple,
subject to a maximum of $100,000. In no event however, will your amount of life
insurance be less than $10,000.

An application, including a medical history may be required for this level of insurance. Where
the insurance company does not accept the application, the Foundation will seek another
provider and will provide coverage using the premium amount with the cost not to exceed
what the Foundation would have paid if the employee’s application had been accepted.

Short Term and Long Term Disability Insurance

For full-time and part-time eligible employees, participation in the short term and long term
disability insurance benefits program is automatic, and the Foundation pays all of the cost. The
general scope of benefit is 66 2/3% of salary to social security normal retirement age, after the 8
days for short term disability and 180 days for long term disability elimination period (see plan
description for further information). Insurance benefits begin the first of the month following
one full calendar month of employment. Upon request eligible employees will receive
information in which the specifics of the coverage are outlined.

Workers Compensation Insurance

All employees of the Foundation are covered by Worker's Compensation Insurance. The
Foundation pays the premium for this coverage. If an employee is injured or becomes ill arising
out of employment with the Foundation, he/she is required to notify the Executive Director
immediately no matter how minor the occurrence. It is the employee’s responsibility to
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cooperate with the Foundation'’s insurance carrier and to provide relevant information
regarding medical status to the Executive Director.

c. Retirement Plans

The Foundation offers employees retirement benefits with CalPERS. Employees become eligible
for CalPERS starting the first day of employment if one of the following criteria is met:

e Employee’s position is full-time for more than six months

e Employee’s part-time position exceeds 1,000 hours in one fiscal year

e Employee is a member of CalPERS by previous employment (either has funds on
deposit or service credit)

The Cabrillo College Foundation pays the required employer contribution. CalPERS eligible
employees contribute their required contribution. The retirement calculation for Cabrillo
College Foundation employees is as follows:

1. Full-time and part-time eligible employees (classic members as defined by
CalPERS) hired prior to October 1, 2011 have a retirement calculation of 2% at 55.

2. Full-time and part-time eligible employees (PEPRA members as defined by
CalPERS) hired on or after January 1, 2013 have a retirement calculation of 2% at 62.
PEPRA is Public Employees’ Pension Reform Act.

Full-time, part-time eligible and part-time non-eligible employees are able to participate in the
optional supplemental 403(b) plan. Only the Executive Director is able to participate in the
supplemental 457(b) plan.

d. Administrator Retiree Medical and Dental Benefit

Administrators hired prior to August 20, 2009, receive Administrator Retiree Medical and Dental
Benefits.

Administrative staff hired after August 20, 2009 do not receive the Administrator Retiree
Medical and Dental Benefits.

The following is the description of the retirement benefit for medical insurance coverage for
Cabrillo College Foundation administrators hired before August 20, 2009:

1. The Cabrillo College Foundation shall provide the cost of the same medical insurance
coverage as provided regular administrative employees for any administrator who has
reached the age of fifty (50) with ten (10) years of service. This coverage will be the same
medical plan the employee is in at the time s/he retires.
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2. Coverage shall include the retiree’s spouse or principal domestic partner and continue
until the retiree reaches the age of sixty-five (65) — as long as the spouse or principal
domestic partner is on the medical plan at the time of retirement.

3. Once the retiree reaches age sixty-five (65) and until reaching the age of seventy (70),
the Cabrillo College Foundation shall provide the cost of the medical insurance for the
retiree only. When the retiree turns age sixty-five (65), s/he can elect to self-pay her/his
spouse’s (or principal domestic partner’s) medical coverage.

4. Assoon as any retiree, retiree’s spouse or principal domestic partner is qualified for
Medicare, the Cabrillo College Foundation shall not be responsible for providing private
medical coverage, but shall provide the “Carve-Out” plan. The retiree, retiree’s spouse or
principal domestic partner is required to enroll in Medicare Parts A and B, at age sixty-
five (65) or earlier if eligible.

5. If the employee, employee’s spouse or principal domestic partner is age sixty-five (65) or
older when retiring, they will be required to enroll in Medicare Parts A and B by the first
of the month following the date of retirement. (e.g. Employee is 65 years old and retires
on June 15. Enrollment in Medicare Parts A & B is required by July 1.)

6. After age seventy (70), the retiree and spouse (or principal domestic partner) may
continue coverage at her/his own expense.

7. Atthe time of retirement, retirees shall have the option to continue their and their
spouse’s and/or dependent’s (or principal domestic partner’s) dental coverage at the
retiree’s expense.

8. Survivors of deceased retired administrators have the option of remaining on the
Cabrillo College Foundation medical plan until the retiree would have reached the age
of sixty-five (65) — as long as the survivor was on the medical plan at the time the retiree
retired. After which, the survivor may continue medical coverage at her/his own
expense.

e. Section 125 Flexible Benefits Program

The Cabrillo College Foundation offers full-time and part-time eligible employees a Section 125
Flexible Benefits Plan. Eligible employees may allocate a specified amount of monthly salary or
wages for the reimbursement of medical care expenses, dependent day care expenses, or both. The
specific amount is taken out before payroll tax calculations are made. The employee then files
claims for reimbursements as eligible expenses have been incurred. Specific information on options
and restrictions are made available to all eligible employees prior to the June 30th annual plan year
deadline for participation enroliment. Unused Section 125 funds up to $500 may be carried over at
the end of the current plan year to the next plan year. There is no grace period provision in the plan.
Employees are reminded that the full terms of this benefit program are set forth in the Plan
documents and should be reviewed carefully before participation.

f. Time Off
1) Paid Time Off



We recognize the need for everyone to have time away from work to rest and relax. Vacations are
therefore encouraged and paid time off (PTO) for full-time employees and eligible part-time
employees is provided for this purpose. PTO is leave with pay and covers time used for vacation,
sick or personal leave days. Full-time employees and eligible part-time employees begin to accrue
PTO at their hire date but are not eligible to use PTO until after completing 90 days of service.

PTO may be used for any reason, but must be approved in advance for scheduling purposes, except
in the case of an emergency or unexpected illness. Unused PTO becomes a bank of paid time off for
the employee’s use. All absences except jury duty are charged against accrued PTO.

Accrual of PTO begins with the first day of employment. The amount of each employee’s PTO is
calculated each pay period. PTO accruals are based on the length of an employee’s service as
follows:

« Full-time employees (other than the Executive Director) accrue 24 days of PTO per year
for the first five years of service, and 27 days of PTO per year thereafter.

« The Executive Director accrues 25 days of PTO per year for the first five years of
employment, and 30 days of PTO per year thereafter.

- Part-time eligible employees accrue PTO at a pro-rated basis based on the number of
scheduled hours. For example, an employee scheduled to work 30 hours per week earns
% of the PTO benefit given to full-time employees.

Following their first three months of employment, employees are eligible to use their PTO.
Unused PTO may be accumulated from one year to the next. Accumulation, however, may not
exceed double the annual accrued PTO amount. In other words, if you work two years without
taking any PTO, your PTO will stop accruing. Once an employee has reached the maximum
accumulation, the employee will stop accruing PTO until earned PTO hours have been reduced
by a minimum of 8 hours. Accrual will then resume until the maximum level has been once
again reached. The Foundation will allow employees who have reached their maximum PTO
level to cash out up to 80 hours between July 1t and June 30" annually, provided they retain a
minimum balance of 80 hours of PTO.

For your protection, a medical doctor's verification consistent with the “Medical
Communications Policy” may be required by your Supervisor if an illness exceeds three (3)
consecutive work days or if excessive absenteeism is occurring (subject to existing legal
requirements) before returning to work. Employees are to report their absence(s) daily directly
to their Supervisor or the Executive Director by phone or email before their regular starting
time.

PTO is to be taken considering the needs and schedule of the Foundation. For PTO greater than
1 week, it is recommended that employees notify the Executive Director with as much advance
notice as possible. All PTO requests are subject to management approval to assure adequate
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coverage during the scheduled time off. Employees must ordinarily give the Foundation four
(4) weeks advance notice of their preferred time off. Although every effort will be made to
accommodate your choice of time, we reserve the right to assign a specific time for PTO if
business conditions warrant.

Time off for sickness or personal reasons may be taken as PTO. Non-exempt employees may
take as little as one hour. Exempt employee’s time off for partial day absences will be deducted
from the exempt employee's PTO balance when the exempt employee takes at least four hours
off work, subject to existing legal requirements.

Upon termination of employment, 100% of the earned, unused PTO will be paid at the
employee’s then-current rate of pay. PTO hours may not be used to extend employment with
the Foundation beyond the last day actually worked. An approved PTO form needs to be
submitted to Payroll for absence due to any reason including vacation, personal time off, or
sickness. The Foundation does not pay employees in lieu of taking PTO.

2) Holidays

The Cabrillo College Foundation will observe all paid holidays declared by the Cabrillo College
Governing Board. Full-time employees will receive holiday pay, while eligible part-time
employees will receive prorated holiday pay for the College holidays. Part-time non-eligible
and temporary employees do not receive holiday pay.

You will not be paid for holidays falling during an unpaid leave of absence. If a holiday falls
during your approved PTO, you will be paid for the holiday and the day will not be charged as
PTO.

3) Bereavement Leave

In the event of a death in an immediate family or of the registered domestic partner of a
full-time employee, up to five (5) paid working days off will be allowed immediately
following the death to arrange for or attend the funeral. "Immediate Family" is defined as
current spouse, mother, father, brother, sister, child, stepchild, stepparent, current mother-
in-law, current father-in-law, grandparent, and grandchildren. Employees will be paid their
regular straight time rate of pay for each of the scheduled working days missed and may be
required to furnish satisfactory evidence to support the leave. Additional time beyond the
five (5) days may be used from earned paid time off with the approval of your Supervisor. In
the case of the death of other relatives, an employee is permitted time off with pay the day
of the funeral. Full-time employees who have not completed thirty (30) days of employment
are not eligible for paid Bereavement Leave.

i. All Other Leaves of Absence

General Provisions Applicable to all Leaves of Absence



The Cabrillo College Foundation will grant all legally mandated leaves and may also grant a
leave of absence in other circumstances. The employee should notify their Supervisor in
writing as soon as they become aware that they may need a leave of absence. The
Foundation will consider the request in accordance with applicable law and the
Foundation’s leave policies. The employee will be notified in writing whether their leave
request is granted or denied. If they are granted leave, they must comply with the terms
and conditions of the leave, including keeping in touch with the Human Resources
Department during their leave, and giving prompt notice if there is any change in their
status or return date.

Paid leave will not accrue while the employee is on an unpaid leave of absence. If the
employee would like to continue their medical insurance coverage during their leave, they
may continue coverage by paying the full amount of the premiums under the provisions of
COBRA. Human Resources can provide additional information on this subject.

During unpaid leave, employees will not be paid for any Holidays that fall within the leave.

The Cabrillo College Foundation may hold in abeyance or proceed with any counseling,
performance review, or corrective action, including discharge, that was contemplated prior
to any employee's request for or receipt of a leave of absence or that has come to the
Foundation’s attention during the leave. If any action is held in abeyance during the leave
of absence, the Foundation reserves the right to proceed with the action upon the
employee's return. Requesting or receiving a leave of absence in no way relieves employees
of their obligations while on the job to perform their job responsibilities capably and up to
the Foundation's expectations and to observe all the Foundation policies, rules, and
procedures.

Family and Medical Leave under CFRA

The Cabrillo College Foundation fully complies with the California Family Rights Act (CFRA),
and where applicable, the federal Family and Medical Leave Act (FMLA). CFRA requires the
Foundation to grant eligible employees leaves of absence for specified purposes, including
leave associated with military service. Unless otherwise specified, all legally-mandated leave
will run concurrently.

Eligibility for Leave

Employees are eligible for CFRA leave if:

they have been employed by The Cabrillo College Foundation for at least 12 months (need
not be consecutive); and

they worked at least 1250 hours during the 12-month period immediately preceding
commencement of the leave;
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Generally, an eligible employee’s leave entitlement under CFRA is limited to a total of 12
work weeks of leave in a 12-month period. The “12-month period” is measured backward
from the date the employee uses any leave. (The exception to the 12-week period is
described in paragraph 3, below, regarding military leave.)

An eligible employee who takes Military Caregiver Leave is entitled to a combined total of
26 workweeks of CFRA during a single 12-month period for Military Caregiver Leave, CFRA,
and Military Qualifying Exigency Leave. For this purpose, the 12-month period is the 12-
month period measured forward from the date an employee’s first Military Caregiver Leave
began.

Leave related to pregnancy, childbirth, or related medical conditions is covered under
Pregnancy Disability Leave Policy (PDL) under California law and may run concurrently with
FMLA but not with CFRA. If an employee takes PDL followed by CFRA baby bonding leave,
the 12-month period during which the 1,250 hours must have been worked is the period
immediately preceding the first day of PDL. Pregnancy Disability Leave (PDL) is a separate
leave and not available under the CFRA. PDL is available to any employee who is disabled
due to pregnancy or a pregnancy related condition. Please review our PDL policy below for
more information.

Types of CFRA Leave

CFRA, unrelated to military service, may be taken for any of the following reasons:

For the birth of the employee’s child, for the placement of a child with the employee for
adoption or foster care, or to care for or bond with the employee’s newborn child or the
employee’s newly adopted or new foster child. Leave for this purpose must conclude 12
months after the birth, adoption, or placement.

Because of the employee’s own serious health condition (including serious health
conditions resulting from on-the-job illness or injury) that makes the employee unable to
perform his or her job at all or unable to perform any one or more of the essential functions
of his or her job (with the exception of pregnancy, which is covered under Pregnancy
Disability Leave and does not run concurrently with CFRA)..

To care for a spouse, domestic partner, child, child of a domestic partner, sibling,
grandchild, grand parent, parent-in-law, step parent, parent, or designated person with a
serious health condition. The definition of “child” includes a person with whom the
employee shares an “in loco parentis” relationship. A “domestic partner” is a person who is
one of two adults who have filed a Declaration of Domestic Partnership with the California
Secretary of State. A “designated person” is any individual related by blood or whose
association with the employee is the equivalent of a family relationship. Employees can
designate one “designated person” in a 12-month period.

CFRA leave related to military service may be taken for any of the following reasons:
Military Caregiver Leave may be taken intermittently or on a reduced leave schedule when
medically necessary, as determined by the health care provider of the covered service
member. If an employee needs leave intermittently for planned medical treatment of a



covered service member, the employee must make a reasonable effort to schedule the
treatment so as not to unduly disrupt The Cabrillo College Foundation’s operations. The
minimum leave increment for intermittent leave or leave on a reduced leave schedule is the
shortest period of time the Foundation’s payroll system uses to account for absences.
Military Qualifying Exigency Leave may be taken for “any qualifying exigency” arising out of
the fact that “a covered military member” (e.g. the employee’s spouse, domestic partner,
son, daughter, or parent) is on active duty, or has been deployed to any foreign country.
Examples of “qualifying exigencies” include short-notice deployment, military events and
related activities, certain childcare and related activities, financial and legal arrangements,
counseling, rest and recuperation, post-deployment activities and any other event that the
employer and employee agree constitute a qualifying exigency.

CFRA taken for any reason other than baby bonding may be taken intermittently or on a
reduced leave schedule when medically necessary. This will be determined by the health
care provider of the person with the serious health condition or by a military qualifying
exigency. Intermittent leave is leave taken in separate blocks of time. If an employee takes
leave on an intermittent or reduced schedule, only the amount of leave taken will be
counted toward the employee’s total leave entitlement. The minimum leave increment for
intermittent leave or leave on a reduced leave schedule is the shortest period of time The
Cabrillo College Foundation’s payroll system uses to account for absences.

CFRA leave taken to care for a newborn child or a child newly placed with the employee for
adoption or foster care must generally be taken in increments of at least two weeks.
However, employees may take leave of less than 2 weeks on two occasions.

Conditions for Requesting CFRA leave

Notice of Need for Leave: An employee must provide at least thirty (30) days’ notice to the
Cabrillo College Foundation of the need for the leave unless notice is excused by
compelling reasons. Notice should be given to Human Resources and must be
accompanied with certification from a health care provider as described below. Leave can
be taken intermittently when medically necessary. Employees must make reasonable efforts
to schedule leave for planned medical treatment so as not to unduly disrupt operations.

If known, the employee should provide the following information at the time of requesting
CFRA leave:

The specific reason for your absence, with sufficient information to allow the Foundation to
determine whether the CFRA may apply to your request;

When your leave will begin and when you expect to return to work, including specific dates
and times of absences, if known

A telephone number and/or email address where you may be reached for further
information
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Certification by a Health Care Provider: The employee must support the request for CFRA
with medical certification within fifteen (15) days of the request for the leave. The medical
certification must include the following information:

projected beginning and ending dates; and
a confirmation that the leave is needed for a serious health condition of the employee or an
eligible family member.

If the required medical certification is not provided as required by this policy, leave will be
denied. If additional leave is necessary beyond the time period in the initial medical
certification, an additional medical certification must be submitted to the Cabrillo College
Foundation prior to the expiration of the first leave period. Failure to provide timely
certification from your healthcare provider may jeopardize your right to job-protected
leave.

The Cabrillo College Foundation responsibilities: When an employee requests leave, Human
Resources will inform the employee whether they are eligible and provide the employee a
written notice that includes details on additional information that they will be required to
provide, within 5 days of the request. The employer will also provide written notice when it
designates leave as CFRA, which will identify what steps the employee needs to take to
return from leave and any return-to-work medical certification requirements.

Benefits during CFRA:

Pay issues: CFRA is unpaid leave. However, an employee must use their accrued paid leave
in accordance with the terms of use for such paid leave. An employee must do so for any
portion of the leave for which they otherwise do not receive disability payments (e.g.
worker’s compensation disability, or short-term disability or paid family leave from the
EDD). If the employee has no paid leave accrued or runs out of paid leave during Family and
Medical Leave, the remainder of the leave will be unpaid. Employees do not accrue paid
leave when in unpaid status.

Health Insurance: During an approved CFRA leave, the Cabrillo College Foundation will
maintain the employee’s health benefits as if the employee continued to be actively
employed. If paid leave is substituted for unpaid CFRA, the Foundation will deduct the
employee’s regular portion of the health plan premium, if any, as a regular payroll
deduction. In the event paid leave is not used or is exhausted, the employee must continue
to pay the regular employee portion of the premiums, if any, to the (title) by the first of the
month in which it is due, or employees may lose health coverage. Employees with premium
co-pays are encouraged to discuss health care continuation issues prior to going out on
CFRA.

Return from Leave: Before returning to work from a leave of absence for their own medical
condition, an employee must provide a health care provider’s certification that the
employee is able to return to work, and list any applicable work restrictions, and the
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probable duration of the restrictions. Medical certification forms and a copy of their job
description are available for this purpose. It is recommended that such certification be sent
by the employee to the (title) at least one week prior to the expiration of the CFRA. If there
are any work restrictions, the (title) will contact the employee to discuss whether or not the
restrictions can be accommodated.

Job Restoration: Upon returning from CFRA leave, employees will be restored to their
original position or to an equivalent position with equivalent pay, benefits, and other
employment terms and conditions in accordance with applicable law.

Failure to Return from Leave: The Cabrillo College Foundation may consider employees
who fail to return to work the next workday following the expiration of a leave to have
voluntarily resigned. Should the employee fail to return from this leave, The Foundation
may recover the premiums paid on the employee’s behalf, unless the employee’s reason for
failing to return is either the employee’s serious health condition or circumstances beyond
the employee’s control.

1. Pregnancy Disability Leave

Under the California Fair Employment and Housing Act (FEHA), employees who are disabled
by pregnancy, childbirth, or related medical conditions are eligible to take a pregnancy
disability leave. Employees who are affected by pregnancy or a related medical condition
are also eligible for reasonable accommodations, including but not limited to a transfer to a
less strenuous or hazardous position or to less strenuous or hazardous duties, if such a
transfer is medically advisable. The pregnancy disability leave is for any period or periods of
actual disability caused by an employee’s pregnancy, childbirth, or related medical
conditions, up to 17 1/3 weeks, (or 88 work days for a full-time employee) for pregnancy.

The pregnancy disability leave does not need to be taken in one continuous period of time,
but can be taken on an as-needed basis.
Time off needed for prenatal care, severe morning sickness, doctor-ordered bed rest,
childbirth, and recovery from childbirth would all be covered by the employee’s pregnancy
disability leave.
An employee may be required to obtain a certification from their healthcare provider of
their pregnancy disability or the medical advisability for a transfer. The certification should
include the following information:
a. The date on which the employee becomes disabled due to pregnancy or the
date of the medical advisability for the transfer;
b. The probable duration of the period of disability or the period for the advisability
of the transfer; and
c. Astatement that, due to the disability, the employee is unable to work at all or to
perform any one or more of the essential functions of their position without
undue risk to themselves, the successful completion of their pregnancy, or to
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other persons, or a statement that, due to their pregnancy, the transfer is
medically advisable.

At the employee’s option, they can use any accrued vacation or other accrued paid time
off as part of their pregnancy disability leave before taking the remainder of their leave as
an unpaid leave. The Cabrillo College Foundation may require that the employee use up
any available sick leave during their pregnancy leave. The employee may also be eligible for
SDI for the unpaid portion of their leave.

Medical premium payment will continue during any period of PDL under the same terms
and conditions that existed immediately preceding the PDL.
Employees requesting approval for time off to bond with a baby after the pregnancy
disability has ended must request such leave under another leave policy.
Upon return from leave, a fitness-for-duty certificate addressing whether the employee can
perform the essential functions of their position must be submitted.

Upon returning from PDL, employees will be restored to their original position or to an
equivalent position with equivalent pay, benefits, and other employment terms and
conditions in accordance with applicable law.

2. Military Leave

The Cabrillo College Foundation will grant military leave in compliance with all applicable
state and federal regulations. The employee is to consult the Human Resources department
if they require military leave. The employee is expected to notify their manager as soon as
they are aware of the dates they will be on duty so that arrangements can be made during
this absence. The employee should contact Human Resources for more specific information
regarding military leave.

3. Workers’ Compensation Leave

Employees who have an accepted claim for workers’ compensation benefits shall be
provided an unpaid leave of absence until such time as they are medically released to
return to work, or deemed permanent and stationary (i.e. unable to return to work or
disabled). Employees on workers’ compensation leave can utilize accrued paid leave in
coordination with any workers’ compensation benefits up to an equivalent of full regular
pay. Health benefits premiums during any period of workers’ compensation must be paid
by the employee and will not be paid by the Cabrillo College Foundation. Employees who
lose employer paid health coverage during such leave shall receive a COBRA notice
describing the process for continuing such coverage.

Workers' compensation benefits usually do not cover absences for medical treatment.
When an employee reports a work-related illness or injury, they will be sent for medical
treatment, if treatment is necessary. The employee will be paid their regular wages for the
time spent seeking initial medical treatment. Any further medical treatment will be under
the direction of the health care provider. For any absences from work for follow-up
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treatment, physical therapy, or other prescribed appointments the employee must use paid
accrued leave or the leave will be unpaid.

Upon submission of a medical certification that an employee is able to return to work, the
employee under most circumstances will be reinstated to their same position held at the
time the leave began, or to an equivalent position, if available. If an employee is released for
modified duty, the Cabrillo College Foundation will attempt to provide alternate work. As
long as alternate work can be provided, an employee is expected to return to work.

4. Discretionary Medical Leave

Employees can request a medical leave from the Executive Director. The grant or denial of
such leave is discretionary with the Cabrillo College Foundation and is considered on a
case-by-case basis based on the needs of Foundation. Any request for a discretionary
medical leave of absence must be in writing from the employee stating the reason(s),
circumstances, and length of the requested leave. The employee's request must be
submitted at least ten (10) working days prior to the beginning of the requested leave if at
all possible. Leaves of absence for indefinite periods are not granted.

5. Personal Leave

All earned paid leave (sick and vacation time) must be used prior to the beginning of any
unpaid portion of the leave. A maximum of forty (40) business days of unpaid personal
leave may be taken by an employee at any one time, unless otherwise prescribed by law.
After that period, employment status and extension of leave are subject to consideration by
the Executive Director.

The Cabrillo College Foundation is not obligated to grant such a leave of absence and may
consider such requests on a case-by-case basis. Any request for a personal unpaid leave of
absence must be in writing from the employee stating the reason(s), circumstances, and
length of the requested leave. The employee's request must be submitted at least ten (10)
working days prior to the beginning of the requested leave if possible.

Upon expiration of an approved personal leave of absence, the employee may be reinstated
to the position held at the time the leave was granted, if such a position is still available.
Failure on the part of the employee to report for work, or to notify their Supervisor of any
extenuating circumstances promptly at the expiration of the unpaid leave of absence, shall
be deemed a voluntary resignation from employment at the conclusion of the third day
following the employee’s expected return.

6. Victims of Violence Leave

The Cabrillo College Foundation provides time off to you, if you or a family member are a
victim, so that you may obtain or attempt to obtain relief. For purposes of this policy,
"victim" means an individual against whom a qualifying act of violence is committed; "relief"
includes, but is not limited to, a temporary restraining order, restraining order or other
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injunctive relief to help ensure the health, safety or welfare of you or your family member;
"family member" means your child, parent, grandparent, grandchild, sibling, spouse,
domestic partner, or designated person; and, a "designated person" means an individual
you identify at the time you request leave who is related to you by blood or whose
association with you is the equivalent of a family relationship.

"Qualifying act of violence" means:

e Domestic violence;

e Sexual assault;

e Stalking; or

¢ An act, conduct, or pattern of conduct in which a third party:
o Causes bodily injury or death to another individual;
o Exhibits, draws, brandishes, or uses a firearm, or other dangerous
weapon, with respect to another individual; or

e Uses, or makes a reasonably perceived or actual threat to use, force against

another individual to cause physical injury or death.

If you are seeking a leave for these purposes, you must provide the Cabrillo College
Foundation with reasonable advance notice of the need for time off work, unless advance
notice is not feasible. The Foundation will require a statement certifying that your request
to being a victim or the family member of a victim. Any of the following will be considered
sufficient certification:

e A police report indicating you or your family member was a victim;

e A court order protecting or separating you or your family member from the
perpetrator of the qualifying act of violence;

e Other evidence from a court or prosecuting attorney that you or your family
member has appeared in court;

e Documentation from a licensed medical professional, domestic violence
counselor, sexual assault counselor, victim advocate, licensed health care
provider or counselor that you or your family member was undergoing
treatment or seeking or receiving services directly related to the qualifying
act of violence; or

e Any other form of documentation that reasonably verifies that the qualifying
act of violence occurred, including but not limited to, a written statement
signed by you, or an individual acting on your behalf, certifying that the
absence is for an authorized purpose.

Additionally, if you are a victim or have a family member who is a victim, you may take time
off for any of the following reasons:
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e To seek or obtain, or assist a family member to seek or obtain, medical attention for
injuries caused by a qualifying act of violence;

e To seek or obtain, or assist a family member to seek or obtain, services from a
domestic violence shelter, program, rape crisis center or victim services organization
or agency as a result of a qualifying act of violence;

e To seek or obtain, or assist a family member to seek or obtain, psychological
counseling or mental health services related to an experience of a qualifying act of
violence;

e To participate in safety planning and take other actions to increase safety from
future qualifying acts of violence;

e Torelocate or engage in the process of securing a new residence due to the
qualifying act of violence (this includes securing temporary or permanent housing or
enrolling children in a new school or childcare);

e To provide care to a family member who is recovering from injuries caused by a
qualifying act of violence;

e To seek or obtain, or assist a family member to seek or obtain, civil or criminal legal
services in relation to the qualifying act of violence;

e To prepare for, participate in, or attend any civil, administrative, or criminal legal
proceeding related to the qualifying act of violence; and

e To seek, obtain, or provide childcare or care to a care-dependent adult if the
childcare or care is necessary to ensure the safety of the child or dependent adult as
a result of the qualifying act of violence.

The total length of leave under this policy is limited to 12 weeks.

You may use accrued paid time off to receive compensation during the leave of absence.
You may also be entitled to a reasonable accommodation under the Foundation's policy.

The Cabrillo College Foundation will keep all information submitted in connection with
your request for leave confidential to the extent permissible by law. If the law requires
disclosure of information, the Foundation will notify you before any information is released.

The Foundation will not discriminate or retaliate against any employee because of the
employee's or the employee's family member's status as a victim (if the employee provides
the Cabrillo College Foundation notice of such status or the Foundation has actual
knowledge of such status) or because the employee takes or requests leave in accordance
with this policy.

7. Victims of Crime Leave

If you or an immediate member of your family are a victim of a violent or serious felony, you
may take time off from work to attend judicial proceedings related to the crime under the
following circumstances:
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e The crime must be a violent or serious felony (as defined by law) and

e You must be the victim of a crime or must be an immediate family member of a
victim, a registered domestic partner of a victim, or the child of a registered
domestic partner of a victim.

An immediate family member is defined as a spouse, registered domestic partner, child,
step-child, brother, step-brother, sister, step-sister, mother, step-mother, father, or step-
father. Victims of other crimes designated by law may also take unpaid time off from work
to attend court proceedings.

Before being absent to attend a judicial proceeding in accordance with this policy, you must
provide documentation regarding the scheduled proceeding. Such notice is typically given
to the victim of the crime by a court or government agency setting the hearing, a district
attorney, prosecuting attorney's office, or a victim/witness office. If advance notice is not
possible, appropriate documentation must be provided within a reasonable time after the
absence. Any absence from work to attend judicial proceedings will be unpaid unless you
elect to use vacation time.

8. Other Legally Mandated Leaves

The Cabrillo College Foundation will provide employees with any leave of absence required
by law, including for appearance as a witness in a legal proceeding, domestic violence, and
crime victims for appearance in court or to obtain services, appearance by a parent at
school when requested as provided in the Education Code, performance of emergency duty
by a volunteer firefighter or police reservist, or any other leave covered in the California
Legally Protected Leaves of Absence (see www.calhr.ga.gov for more information).
Whenever possible, reasonable advance notice of the need for a legally required leave of
absence shall be provided by the employee. This leave will be unpaid - however, in certain
circumstances employees may utilize accrued paid leave to cover these absences.

e Jury Duty: When employees are on leave due to jury duty or appearance as a
witness, they will be required to return to work for any day or portion of that day
that they are not selected for jury duty or called as a witness. Employees will receive
up to fifteen (15) days pay for jury service. Evidence of Jury Duty attendance (the
summons) may be requested by the Executive Director. The employee is expected to
report for work on those days or parts of days when excused from Jury Duty or when
Jury Duty does not conflict with their work schedule. It is the employee's
responsibility to keep your Supervisor informed about the amount of time required
for Jury Duty.

e Voting Leave: Non-exempt employees may request time off to vote in a statewide
election when sufficient time to vote is not available outside of regular working
hours. Whenever possible, a request for up to two hours of paid time off to vote shall
be made at least two (2) days in advance of the election. This paid time off to vote
will be provided at the beginning or the end of the employee’s regular working


http://www.calhr.ga.gov/

hours, whichever will provide the most free time for voting and the least time off
work.

7. STANDARDS OF PERFORMANCE

a. Performance Evaluations

Performance reviews are intended to discuss your performance, define goals, to commend
your strengths, and to point out areas for improvement and development. The goals are to
be specific, measurable, attainable, relevant to the employee’s area of responsibility and
time-based. The written performance review is an important document and will serve as
back-up for job actions taken such as promotions or terminations.

Employee Performance Review Process

For employees other than the Executive Director, annual performance review should take
place within six months of initial hiring and prior to the first-year hire anniversary date.
Subsequent reviews will be held generally one year from the last annual review. The
employee and Supervisor meet to agree on several goals. For the performance review
meeting the Supervisor documents the degree to which the employee’s goals have been
met. Goals are written for next year’s performance review at this meeting. It is the intent
that goals be developed collaboratively between the employee and their Supervisor. In the
absence of mutual agreement, the Supervisor shall have final determination.

Executive Director Performance Review

The Past President and President of the Cabrillo College Foundation along with the Cabrillo
College Foundation Board evaluate the performance of the Executive Director. The
performance measures the employee’s success in reaching annual goals.

The Executive Director prepares a self-evaluation to be completed and submitted to the
Board of Directors by July of each year. The Board of Directors respond anonymously to a
survey requesting input on the Executive Director’s performance. Cabrillo College
Foundation Past President writes performance review with input from the survey results,
the Cabrillo College Foundation President, and the College President. The Cabrillo College
Foundation Past President, Cabrillo College Foundation President, College President and
Executive Director discuss and develop next year’s goals as needed. The Cabrillo College
President, Cabrillo College Foundation President, and Cabrillo College Foundation Past
President meet with the Executive Director to discuss the performance appraisal. The entire
process should be completed by August each year.
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b. Open Door Policy

The Cabrillo College Foundation promotes an open-door policy to foster communication
and mutual respect. If an employee has a question or problem relating to their job and/or
working environment, or a suggestion for improvement in our operations, the Foundation
encourages them to talk to their immediate Supervisor as soon as possible.

If their immediate Supervisor is not able to answer their question or resolve the problem
adequately or if the employee does not feel comfortable utilizing their Supervisor as a
resource, the Foundation encourages the employee to meet with Human Resources
regarding their job or working environment.

This policy, which we believe is important for both employees and the Foundation, may not
result in every problem being resolved to the employee’s satisfaction. However, the
Foundation values employees’ input and employees should feel free to raise issues of
concern, in good faith, without the fear of retaliation.

c. Code of Conduct

The successful operation and reputation of the Cabrillo College Foundation is built upon
the principle of ethical conduct of our employees. Our reputation for integrity and
excellence requires careful observance of the spirit and letter of all applicable laws and
regulations, as well as a scrupulous regard for the highest standards of conduct and
personal integrity.

The Cabrillo College Foundation complies with all applicable laws and regulations and
expects its employees to perform their duties in accordance with the letter, spirit, and intent
of all relevant laws and regulations and to refrain from any illegal, dishonest, or unethical
conduct.

In addition, the Cabrillo College Foundation employees are expected at all times to treat
others with courtesy and respect in verbal and non-verbal communications including
gestures, clothing, office decor, items visible on camera during a remote meeting, and items
visible on any vehicle used for transportation to or from the Foundation offices or to or from
any Foundation work activity. The following are examples of infractions of rules of conduct
that may result in corrective action, up to and including immediate termination of
employment:

e Insubordination or other disrespectful conduct

e Failure to make an honest effort to spend your working hours accomplishing the
work assigned to you

e Falsifying documents or providing false or misleading information

e Violation of safety or health rules

e Misuse of any leave of absence

35



e Possession of dangerous or unauthorized materials, such as explosives or firearms, in
the workplace

e Violation of personnel policies, policies covered in this handbook or violating rules
specific to Foundation program in which the employee works

e Unsatisfactory performance or conduct

e Unprofessional behavior, mistreatment, discriminatory, or harassing conduct,
including sexual harassment

e Fighting on the job or any violence or threats of violence

e Possession, use of, or being under the influence of alcohol or illegal drugs while on
the job

e Breach of confidentiality

¢ Inability to safely perform the essential functions of the employee’s position, after
consideration of any reasonable accommodations required by law.

e Theft or inappropriate removal or possession of Foundation or coworker property.

If you are ever in doubt about whether an activity meets our ethical standards, please
discuss it with the Executive Director or the Board President.

d. Dress Code & Personal Appearance

The Cabrillo College Foundation maintains a professional yet relaxed work environment.
Employees should dress in a manner that is clean, neat, and appropriate for an office setting
and for representing the Foundation to donors, campus partners, and the community.

Attire may be business casual or more formal depending on the day’s activities. Employees
may dress in accordance with their gender identity or expression, and may wear clothing
tied to cultural, ethnic, or religious traditions. Reasonable accommodations will be provided
for employees with disabilities. If you are unsure whether something is appropriate, please
check with your Supervisor.

e. Corrective Action

The Cabrillo College Foundation seeks to establish and maintain standards of employee
conduct and Supervisory practices which will, in the interest of Foundation and its
employees, support and promote teamwork and effective business operations. Such
Supervisory practices include administering corrective action when employee conduct or
performance problems arise. Major elements of this policy generally include:

e Correcting employee shortcomings or negative behavior to the extent required.
e Constructive effort by the Supervisor to help employees achieve full satisfactory
standards of conduct and job performance.
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e Notice to employees through communication of this policy that termination may
result from violation of employee standards of conduct or unsatisfactory job
performance.

e Written documentation of warnings given and corrective measures taken.

Documentation of corrective action will become part of the employee’s personnel record.

Options for Corrective Action

Depending on the facts and circumstances involved in each situation, management may
choose to begin corrective action at any step, up to and including immediate termination,
as employment with the Cabrillo College Foundation is at-will.

The following steps may be followed at Foundation’s discretion:

Verbal Warning For infractions the Foundation deems to be minor, the employee may be
issued an oral warning. If the situation does not improve within a reasonable time, the
Supervisor may repeat the measure or implement another option.

Written Warning Notice for repeated minor infractions, or a more substantial infraction, the
employee may be issued a written warning notice. If the situation does not improve within
a reasonable time, the Supervisor may repeat the measure or take steps to terminate the
employee.

The written warning notice should be prepared following a corrective action
discussion with the employee. The employee will be given an opportunity to
comment in writing and will be asked to sign the notice acknowledging receipt.
Copies of the notice will be distributed to the individual employee and their
personnel file.

e Termination For infractions the Foundation deems to be sufficiently serious, or
continued failure to respond appropriately to prior corrective action, or if such
action is deemed in the best interest of Foundation.

¢ |nvestigatory Suspension If events compel immediate action when termination
appears possible, the employee may be suspended for a specified period, pending a
prompt investigation. The employee will be required to leave the premises
immediately. The objective of this suspension will be to determine if termination is
the proper course of action. If termination is appropriate, the suspension will be
unpaid. If termination action is not taken, the employee shall be paid for their
regularly scheduled hours occurring during the suspension, unless the Foundation
determines that a suspension of that length is itself appropriate corrective action. In
no event will an exempt employee be suspended without pay in increments less
than one full workweek for other than violations of major safety rules.
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The above corrective action program is simply an operating guideline. It does not create
any contractual rights and should not be construed as a guarantee of employment for any
specific period of time, for any specific work, or for any specific term. All employees are
employed “at-will” and employment may be terminated at any time by Foundation or the
employee, with or without cause.

f. Search and Inspection Policy

The Cabrillo College Foundation may at any time access, inspect or search any the
Foundation property, which may include, but is not limited to: employee work areas;
employee desks; all contents, effects, or articles that are in employee work areas or desks;
any file cabinet and any form of electronically recorded information, received by,
transmitted by or stored in computer files, e-mail, facsimile, and telephone voice recorders
including cellular phones provided for employee use; whether or not such the Foundation
property is designated as being for the exclusive use of the particular the Foundation
employee. Any personal articles or property brought onto the Foundation premises are
subject to search by the Foundation. Prohibited materials, including weapons, explosives,
alcohol, non-prescribed medications, or illegal drugs, and sexual jokes, cartoons, or other
material, may not be placed in a work area, desk, or article brought onto the Foundation
premises. Employees, who, if requested, fail to cooperate in any inspection, may be subject
to corrective action, including possible suspension or termination. The Foundation is not
responsible for any personal articles that are placed or left on the Foundation premises that
are lost, damaged, stolen, or destroyed.

g. Drug-Free Workplace

The Cabrillo College Foundation has a zero-tolerance policy for drug use and adheres to the
Drug Free Workplace Act of 1988. Therefore, the unlawful manufacture, distribution,
dispensation, possession, or use of a controlled substance is prohibited in the workplace.
Any employee found possessing, selling, consuming, or being under the influence of
alcoholic beverages, illegal drugs (as classified by the United States Department of Labor
Schedules | through V of Section 202 of the Controlled Substances Act of 1988), or the illicit
use of prescription drugs while on the Foundation premises, while on the Foundation
business, in a Foundation agency vehicle, or during working hours will be subject to
corrective action, up to and including termination, to be determined by the Executive
Director. As a condition of employment, all Foundation employees must a) abide by the
terms of the policy statement; and b) notify the employer, within five (5) calendar days, if
the employee is convicted of a criminal drug violation in the workplace.

Exceptions to the policy against consumption of alcoholic beverages may be made at the
Foundations’ sole discretion for small quantities of such beverages reasonable under the
circumstances, usually wine or beer, which may be available at office parties or the
Foundation events. At such parties and events, all personnel are expected to exercise good
judgment and moderation. In no event may any underage individual consume alcohol at
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any Foundation event, and all personnel are expected to comply fully with all laws,
including laws prohibiting the operation of motor vehicles while under the influence of
alcohol.

Any employee who is using prescription or over-the-counter drugs that may impair the
employee’s ability to safely perform the job, or affect the safety or well-being of others,
must notify a Supervisor of such use immediately before starting or resuming work while
under the influence of such prescription or over-the- counter drugs.

If necessary, and upon request of the employee, employees will be reasonably
accommodated to complete a rehabilitation program, with reasonable safeguards for
employee privacy. However, a rehabilitation request will not excuse a violation of any
aspect of this drug/alcohol policy.

As outlined in the Cabrillo College Foundations’ search and inspection policy, The
Foundation has the ability to search and inspect all work locations and any items brought
by an employee on work premises to enforce this policy or as otherwise deemed necessary
by the Foundation.

h. Electronic Media Policy

The Cabrillo College Foundation maintains and utilizes as part of its operations computer
systems including: internet access, e-mail, voice-mail, and other Electronic Media. These
business systems are provided to assist employees in the conduct of Foundation’s business.
All Electronic Media is and remains at all times the property of the Foundation except as
stated below as it pertains to Computer Hardware. Further, all Electronic Media messages
composed, created, sent, and received, and all data stored on Electronic Media are and
remain the property of the Foundation.

In order to secure the Foundation data and assets, The Foundation business must be
performed on authorized Foundation owned equipment, and monitored by our IT
Department or third-party consultant. All employees are assigned computer hardware and
software based upon the requirements of their position. The standard issued equipment is
a Windows based laptop and/or desktop. The equipment assigned will be in alignment with
the Remote Work Policy Agreement and computer equipment request prepared by the
Supervisor during the hiring process.

Employees should attempt to limit use of Electronic Media to the conduct of Cabrillo
College Foundation’s business. Incidental use of Electronic Media for the conduct of
personal matters is permissible as long as it does not interfere with work or violate any
Foundation policy, provided however that employees acknowledge that there is no privacy
in any data created, accessed or stored on Electronic Media. The Foundation reserves the
right to prohibit the use of Electronic Media for the conduct of personal matters when
deemed appropriate.
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Except for the right of the Cabrillo College Foundation to access Electronic Media, all data
stored on and all messages sent by Electronic Media are considered to be confidential, and
as such are to be accessed only by the employee storing the data, the addressed recipient,
or at the direction of the addressed recipient. Any exception to this policy must be
approved by the Executive Director.

The Cabrillo College Foundation reserves the right to retrieve and read any data stored on
Electronic Media, as well as internet usage data, at any time, with or without advance notice
to the employee.

Electronic Media messages may not contain material that may reasonably be considered
offensive or harassing to any employee. Offensive messages or material include, but are not
limited to, sexual comments or images, racial slurs, gender-specific comments, or any
comments that might offend someone on account of their Protected Status.

i. Confidential Information

Each employee is responsible for safeguarding confidential information obtained during
employment. In the course of your work, you may have access to confidential information
regarding the Cabrillo College Foundation, its donors, contractors and employees as well as
clients.

Other confidential information includes financial data, and data related to donors,
employees, board members and contractors.

Access to confidential information is on a "need-to-know" basis and must be authorized by
the employee’s Supervisor. No employee shall give access to files, electronic or paper, or
specific information related to the Cabrillo College Foundation finances, donors, employees,
contractors, or board members to individuals or companies outside the organization, unless
being authorized in writing to do so. No employee shall release information to the news
media concerning the Foundation in the form of a press release, personal interview or
telephone interview; nor may an employee call a press conference.

Confidential Foundation information should not be discussed outside of the Cabrillo
College Foundation, even with family members. Additionally, no confidential documents
may be taken from the Foundation premises without the express permission of an
employee’s manager. The employee’s duty to comply with this policy extends during and
after their employment relationship with the Foundation. Any breach of this policy may be
grounds for corrective action up to and including termination.

Nothing in this policy is intended to prohibit or interfere with employees’ rights under
applicable law, including the right to discuss wages, hours, or working conditions.
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j.  Conflict of Interest

A personal or financial interest or involvement in any client, competitor, or supplier of the
Cabrillo College Foundation, including outside employment or consulting, is considered a
potential conflict of interest. If an employee or any of their close relatives (spouse, domestic
partner, child, sister, brother, parent, grandparent, or in-laws) has, or is considering having, a
personal or financial interest in a client, competitor, or supplier of the Foundation or real
estate adjacent to any Foundation location, the employee must disclose the interest or
relationship to the Executive Director.

Employees must recuse themselves from decisions about services that involve themselves,
personal friends or family and may place these individuals at an advantage in obtaining
services from the Foundation over other clients or potential clients.

Furthermore, employees may not give or accept gifts, loans, or favors from persons having
business relationships with the Foundation. The receipt or giving of small gifts or casual
entertaining for business purposes, however, is not prohibited. Failure to promptly disclose
actual or potential conflicts of interest to the Executive Director may result in discipline, up
to and including dismissal. Whenever these issues arise, the employee is to contact the
Executive Director to discuss the issue. The Foundation reserves the right to determine
whether any relationship represents an actual or potential conflict of interest in violation of
this policy.

k. Whistleblower Policy

The Cabrillo College Foundation encourages its employees to report improper activities in
the workplace and will protect employees from retaliation for making any such report in
good faith.

Employee Rights

Employees have the right to report, without suffering retaliation, any activity by the Cabrillo
College Foundation or any of our employees that the employee reasonably believes: 1)
violates any state or federal law; 2) violates or amounts to noncompliance with a state or
federal rule or regulation; or 3) violates the fiduciary responsibilities of the Foundation. In
addition, employees can refuse to participate in an activity that would result in a violation of
state or federal statutes, or a violation or noncompliance with a state or federal rule or
regulation.

Employees are also protected from retaliation for having exercised any of these rights in any
former employment.

The whistleblower protection laws do not entitle employees to violate a confidential
privilege of the Foundation (such as the attorney-client privilege) or improperly disclose
trade secret information.
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Where to Report

Employees have the duty to comply with all applicable laws and to assist the Cabrillo
College Foundation to ensure legal compliance. An employee who suspects a problem with
legal compliance is required to report the situation(s) to the Executive Director, or President
of the Board of Directors if the complaint involves the Executive Director.

Employees may also report information regarding possible unlawful activity to an
appropriate government or law enforcement agency.

Protection from Retaliation

It is the intent of this policy to encourage employees to report fraudulent or illegal activities
and there shall be no retaliation for any reports made pursuant to this policy. Any employee
who believes they have been retaliated against for whistleblowing may file a complaint
with either the Executive Director or the President of the Board of Directors. Any complaint
of retaliation will be promptly investigated and remedial action taken when warranted. This
protection from retaliation is not intended to prohibit managers or Supervisors from taking
action, including disciplinary action, in the ordinary course of business based on valid
performance-related factors.

.  QOutside Employment

In general, the Cabrillo College Foundation does not seek to interfere with an employee’s
off-duty activities. However, the Foundation prohibits outside employment (including self-
employment) that conflicts with employment at the Foundation, impacts the employee's
work performance or schedule, and/or affects the business interests of the Foundation. If
you have any questions about this policy, please contact the Executive Director.

m. Non-Fraternization

The Cabrillo College Foundation desires to avoid misunderstandings, actual or potential
conflicts of interest, and complaints of favoritism, possible claims of sexual harassment, and
the employee morale and dissension problems that can potentially result from romantic
relationships between managerial, supervisory and other employees within the Foundation.

Supervisors are prohibited from engaging in romantic or sexual relationships with
employees whom they directly or indirectly supervise. In the case of any such relationship,
the Foundation, in its sole discretion, may determine that the personal relationship in
question creates a conflict of interest, cause legal liability, or present concerns regarding
supervision, safety, security or morale. In such a situation, the Foundation may take
whatever action it deems appropriate, up to and including transfer or termination.

Employees involved in such a relationship should immediately fully disclose the relevant
circumstances to management so that a determination can be made as to the effect of the
relationship on the Foundation. Failure to notify can result in disciplinary action, up to and
including termination.



8. FACILITIES & SAFETY

a. Lactation Accommodation Policy

The Cabrillo College Foundation will provide you with reasonable break time to express
milk. To the extent possible, lactation breaks shall be taken concurrently with your other
breaks. Any time provided to you to express breast milk that does not run concurrently with
a rest break already provided to you, shall be unpaid if you are a non-exempt employee. The
time is considered paid if you are an exempt employee.

If you are seeking accommodation to express milk, you should submit your request in
writing to Human Resources, and the Cabrillo College Foundation will respond to requests
within five days. The Foundation will provide a written response to any request for lactation
accommodation that is denied, identifying the reason for denial. The Foundation will
engage in an interactive process with you to identify potential reasonable accommodations
if it believes that your initial request for accommodation would create an undue hardship
for the Foundation.

Lactation Space

The Cabrillo College Foundation will provide breastfeeding employees with space in close
proximity to the employee’s work area that is shielded from view and free from intrusion
from colleagues and the public, to express breastmilk. The room or location may include the
place where the employee normally works if it otherwise meets the requirements of the
lactation space. Restrooms are not used for lactation purposes.

The lactation space:

Is safe, clean, and free of toxic or hazardous materials

Contains a place to sit, a surface to place a breast pump and personal items

Has access to electricity

Has access to a sink with running water and a refrigerator in close proximity to employee
work area

Multi-purpose rooms may be used as lactation space if they satisfy the requirements for
space; however, use of the room for lactation takes priority over other uses.

The Cabrillo College Foundation expressly prohibits retaliation against lactating
employees including those who request time to express breast milk at work and/or who
lodge a complaint related to the right to lactation accommodations.
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b. COVID-19
The Cabrillo College Foundation adheres to CDC and County COVID-19 guidelines.

c. Workplace Violence Prevention

The Cabrillo College Foundation’s policy is ‘zero tolerance’ for actual or threatened violence
against co-workers, visitors, or any other persons who are either on our premises or have
contact with employees in the course of their duties. Security and safety in the workplace is
every employee’s responsibility.

All employees, clients and visitors to the Cabrillo College Foundation should be treated with
courtesy and respect at all times. Employees must refrain from fighting, “horseplay,” or
other conduct that may be dangerous to themselves or others. Firearms, weapons, and
other dangerous or hazardous devices or substances are prohibited from the premises.

All suspicious individuals or activities should also be reported as soon as possible to a
Supervisor. Employees should not place themself in peril. If an employee sees or hears a
commotion or disturbance near their workstation, they should not try to intercede or see
what is happening. In situations where an employee becomes aware of an imminent act of
violence, a threat of imminent violence, or actual violence, emergency assistance must be
sought immediately. In such a situation, if appropriate, an employee should contact the law
enforcement authorities by dialing 911. When reporting a threat or act of violence, the
employee should be as specific and detailed as possible.

The Cabrillo College Foundation encourages employees to bring their disputes or
differences with other employees to the attention of their Supervisors or the Executive
Director before the situation escalates into potential violence. The Foundation is eager to
assist in the resolution of employee disputes, and will not discipline employees for raising
such concerns prior to the perpetration of any violent acts or threats.

Every verbal or physical threat of violence must be treated seriously and reported
immediately to the employee’s Supervisor and the Executive Director. The Executive
Director will be responsible for consulting with the appropriate resources and witnesses.
This may include, in appropriate cases, consultation with the Supervisor of the employee
who made the threat, the threatened employee and/or any witnesses. Where a violation of
the policy is found, the Executive Director will take appropriate corrective action.

Full cooperation by all employees is necessary for the employer to accomplish its goal of
maximizing the security and safety of its employees. Employees should direct any questions
they have regarding their obligations under this policy to the Executive Director. Employees
can report violation of the policy and raise any questions regarding their obligations or this
policy without fear of reprisal of any kind.
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d. Safety Issues

To assist in providing a safe and healthful work environment for employees, customers, and
visitors, the Cabirillo College Foundation has established a workplace safety program. This
program is a top priority for the Foundation. The Accounting & Human Resources Manager
has responsibility for implementing, administering, monitoring, and evaluating the safety
program. Its success depends on the alertness and personal commitment of all.

The Cabrillo College Foundation provides information to employees about workplace safety
and health issues through regular internal communication channels such as Supervisor-
employee meetings, bulletin board postings, e-mail, memos, or other written
communications.

Some of the best safety improvement ideas come from employees. Those with ideas,
concerns, or suggestions for improved safety in the workplace are encouraged to raise
them with their Supervisor, or with another Supervisor or manager, or bring them to the
attention of the Executive Director. Reports and concerns about workplace safety issues
may be made anonymously. All reports can be made without fear of reprisal.

Every employee is responsible for promoting safety in the workplace. Employees should
report any unsafe or hazardous condition directly to your Supervisor immediately. Every
effort will be made to remedy problems as quickly as possible. Each employee should help
all employees, clients, and visitors to observe the following common-sense rules:

Learn the Cabrillo College Foundation’s posted fire rules, the location of fire alarm boxes,
and the employee’s own duties in case of fire.
Employees should promptly report all unsafe or potentially hazardous conditions, such as
the following, to their Supervisor:
Wet or slippery floors.
Equipment left in halls or in walkways.
Exposed wiring.
Careless handling of equipment.
Defective equipment.
Employees need to report or eliminate fire hazards wherever they are found.
Employees are to immediately report all accidents to their Supervisor.
Employees are to always be on the alert for safety hazards.
Employees are not to operate electrical equipment with wet hands.

In case of an accident involving a personal injury, regardless of how serious, the employee
must notify their Supervisor or the Executive Director immediately. If an employee is injured
on the job, they will be entitled to benefits under the state workers’ compensation law in
most cases. The Cabrillo College Foundation carries workers’ compensation insurance and
will assist all employees in obtaining all benefits to which the employee is legally entitled.
Further information regarding workers’ compensation claims can be addressed to HR.



e. Injury and lliness Prevention Program

In compliance with California law, the Cabrillo College Foundation maintains an Injury and
lliness Prevention Program. A copy of Foundation’s Injury and Iliness Prevention Program is
available at the office, and all employees are required to read it and adhere to all safety
policies.

The Cabrillo College Foundation believes that all employees need proper equipment to
safely do their jobs. If you need ergonomic equipment that is not on hand, obtain the
approval of your Supervisor.

f. Driving on The Cabrillo College Foundation Business

Any employee whose duties include driving is required to maintain on file with the Human
Resources department a current valid driver’s license and proof of insurance. Employees
must notify their Supervisor within 24 hours if the employee’s driver’s license or insurance
has been suspended or revoked.

Employees who fail to comply with this requirement will be subject to disciplinary action.
Employees must operate motor vehicles in a safe and reasonable manner that conforms to
all applicable traffic and safety laws. Employees are not permitted to operate any electronic
device, such as cell phones, unless using a hands-free device, while driving on Foundation
business.

g. Media Inquiries

All media inquiries regarding the Foundation and its operations must be referred to the
Executive Director. Only the Executive Director is authorized to make or approve public
statements pertaining to the Foundation or its operations. No employee, unless specifically
designated by the Foundation Executive Director, is authorized to make those statements.
Any employee wishing to write, publish, post, blog or communicate through social media
an article, paper, or other publication on behalf of the Cabrillo College Foundation must first
obtain approval from the Executive Director before publication.

9. PERSONNEL RECORDS

a. Notification of Changes of Information

The personnel file is the basic record of an employee’s work history with the Cabrillo
College Foundation. It is intended for the sole use of the Foundation and is considered
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confidential. Any confidential medical information regarding employees is maintained in a
separate confidential medical file. Every reasonable effort is made to protect employee
privacy. All personnel files are maintained by HR. It is the responsibility of employees to
promptly and accurately inform the Human Resources department of any changes in their
personal data, such as address, telephone number, marital status, domestic partnership,
number of dependents, and person to notify in case of emergency.

b. Inspection of Personnel File

Employees have the right to examine their personnel files with the exception of letters of
reference, documents related to criminal investigations, and privileged documents. An
employee may inspect their file during normal working hours and in the presence of the HR
personnel. If an employee wishes to review their personnel file, they must contact HR for an
appointment. Appointments are usually granted within 2 days of the request. The
employee may copy material in the file if it contains their signature, but they may not alter,
add to, or delete any existing information in their file.

Access to an employee’s personnel file by others is granted only for legitimate Cabrillo
College Foundation business, on a legal need-to-know basis, or if approved or directed by
the Executive Director.

10. SEPARATION FROM EMPLOYMENT

a. Resignation

Resignation is a separation of employment initiated by the employee. If an employee fails to
provide notice of absence for a period of three (3) days or longer, it may also constitute as a
voluntary resignation.

The Cabrillo College Foundation requests, but does not require, that the employee provide
at least two (2) weeks’ notice prior to the intended last day of work.

b. Involuntary Termination

It is the Cabrillo College Foundation’s policy to make a reasonable effort to hire and retain
qualified employees. However, employment at Foundation is for no specified time,
regardless of length of service of the employee. The Foundation reserves the right to end
our relationship with any employee at any time, with or without notice, for any reason not
prohibited by law.
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c. Final Pay

A separating employee is given their final paycheck on the day of separation, with the
exception of employees who resign without notice, who are paid within 72 hours of the
notice of resignation. The final paycheck includes payment for all hours worked and the
balance of accrued vacation hours.

d. Return of The Cabrillo College Foundation Property

Separating employees are expected to return to their Supervisor all the Cabrillo College
Foundation furnished tools, equipment, keys, computers, etc. prior to the last day of
employment. Arrangements for clearing any outstanding debts with the Foundation and
receiving final pay should be made with the employee’s Supervisor. Confidential
information received while employed at the Foundation belongs solely to the Foundation
and must be kept confidential even after employment has ended.

e. Benefits Continuation (COBRA)

The federal Consolidated Omnibus Budget Reconciliation Act ("COBRA") and similar state
law give employees and their qualified beneficiaries the opportunity to continue health and
dental insurance coverage under our health plan when a "qualifying event" would normally
result in the loss of eligibility. Some common qualifying events are resignation, termination
of employment, or death of an employee; a reduction in an employee's hours or a leave of
absence; an employee's divorce or legal separation; and a dependent child no longer
meeting eligibility requirements. Under COBRA, the employee or beneficiary pays the full
cost of coverage at the Cabrillo College Foundation’s group rates, plus an administrative
fee. The Foundation provides each eligible employee with a written notice describing rights
granted under COBRA when the employee becomes eligible for COBRA coverage. The
notice contains important information about the employee's rights and obligations.

f. Reference Requests

No reference information other than a verification of dates of employment, wage, and
title(s) will be given out to a third party without prior written authorization by the
employee. No employee, other than the Executive Director or their delegate, is authorized
to provide employment references for the Cabrillo College Foundation employees.

An exception to this rule is made for employees serving Internships through the Cabrillo
College Foundation. Managers may provide additional information as necessary to satisfy
the employee’s educational requirements.

g. Exitlinterviews

Employees who resign from the Cabrillo College Foundation, if possible, have a final exit
interview before leaving. It is the responsibility of HR to schedule the interview jointly with
the employee
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11.  ACKNOWLEDGEMENT OF EMPLOYEE HANDBOOK

Name of Employee:

Department:

This acknowledges that | have received a copy of the Cabrillo College Foundation Employee
Handbook and understand that it contains important information regarding the
Foundation’s general personnel and other policies and my privileges and obligations as an
employee. | acknowledge that | am expected to read, understand, and adhere to the
Foundation’s policies and | will familiarize myself with the material in the Handbook. |
understand that the Foundation may rescind or add to any policies, benefits or practices
described in the Handbook, other than the employment-at-will policies, from time to time
in its sole and absolute discretion with or without prior notice. The Cabrillo College
Foundation will advise employees of material changes within a reasonable time. |
understand that if | have any questions regarding the contents of this handbook, | should
ask my Supervisor or the Human Resources department for clarification.

Signature of Employee: Date:

Signature of HR: Date:
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