
 Prior Budget 
Year 1 

2026/2027
Year 2 

2027/2028 Year 3 2028/2029
Revenue
Federal Revenue $1,994,252 $2,374,940 $2,458,063 $2,544,095
State Revenue $3,399,600 $3,099,844 $3,092,414 $3,185,186
Local Revenue $269,994 $122,600 $127,504 $132,604
Cafeteria Fund Balance Transfers $1,746,982 $0 $0 $0
Fundraising for Capital Project $250,000 $250,000 $250,000 $250,000

Total Revenue $7,660,828 $5,847,384 $5,927,981 $6,111,886

Expenditures
2300 Administration/Managers Wages 10.65% $648,238 $614,806 $639,398 $664,974
2400 Administrative Support Wages 3.53% $229,861 $203,744 $211,894 $220,370
2200 Food Service Staff Wages 28.17% $1,380,081 $1,625,250 $1,690,260 $1,757,871
3000 Statutory Cost & Benefits 13.80% $1,101,448 $796,521 $828,381 $861,517

Total Wages & Benefits $3,359,629 $3,240,321 $3,369,934 $3,504,731

Percentage of Revenue
Supplies: 

4300 Supplies Cost 2.00% $404,341 $286,248 $279,698 $273,588
4400 Non Capitalized Supplies & Equip 2.00% $24,000 $3,500 $5,000 $5,100
4700 Food Cost 4.00% $2,005,556 $1,774,803 $1,808,493 $1,842,839

Total Supplies $2,433,897 $2,064,551 $2,093,191 $2,121,527

Services
5200 Professional Development/Mileage $5,455 $43,000 $4,500 $15,000
5300 Professional Memberships & Subscriptions $18,850 $22,552 $22,778 $23,461
5400 Property/Liability Insurance 0.75% $3,500 $20,440 $20,644 $45,840
5500 Utilities $58,386 $59,410 $62,381 $65,500
5600 Maintenance & Operations $115,569 $65,773 $34,885 $36,630
5800 Facility Use Agreements $70,000 $70,000 $70,000 $73,500
5800 Contracted Services $198,525 $111,180 $65,045 $65,045
5900 Internet $2,000 $2,000 $2,060 $2,122

Total Services $472,286 $394,354 $282,293 $327,098

6400 Equipment Purchased to Capitalize $31,311 $0 $0 $0
6910 EV Van Purchase $53,376 $71,168 $71,168 $17,792

Total Capial Equipment Purchases $84,687 $71,168 $71,168 $17,792

Total Annual Operating Costs $6,350,498 $5,770,394 $5,816,585 $5,971,148

Profit (Loss) $1,310,329 $76,990 $111,396 $140,738

Community Roots SFSA
2026-27 Adopted Budget Multi-Year Projections

Updated 6/09/2026
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COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 
Regular Board Meeting 

June 16, 2026 – 8:30 AM 
Nevada County Superintendent of Schools 

380 Crown Point Circle, Grass Valley, CA 95945 

Purpose: 
Nourishing Nevada County students with fresh, locally sourced meals, fostering 

health, sustainability, and community well-being. 
Open Session 

 Establish Quorum
 Call to Order
 Public Comments:

The public may comment on agenda items or other matters within the Board’s
jurisdiction. Comments are limited to three (3) minutes per speaker. Please
note that Board members are not permitted to respond to comments during
the public forum, per California’s Brown Act (Gov. Code §54954.3) Suggestions
and comments from the public regarding items listed on this agenda should
be raised during the comment period for the specic agenda item.

A. PUBLIC HEARING
1. 2026-27 Adopted Budget – Page 1

B. ACTION ITEMS
1. Approval of the Agenda – Page 2
2. Approval of the Consent Agenda

These items are expected to be routine and non-controversial. They will be
acted upon by the Board at one time without discussion unless a Board
member or citizen requests that an item be removed for discussion and
separate consideration. In that case the designated item(s) will be considered
following approval of the remaining items.

2.1  Approval of May 15, 2026 Board Meeting Minutes (Attached) (Page 4) 
2.2  Approval of May+ 05, 2026 Special Board Meeting Minutes (Attached) 

(Page 9) 
2.3 Approve Policies: 

2.3.1 COM-500 Communication with the Public – Page 11 
2.3.2 COM-501 Media Relations – Page 14 
2.3.3 COM-502 CRSFSA & School Websites – Page 17 
2.3.4 COM-503 Facility Access & Visitors – Page 20 
2.3.5 COM-504 Access to Agency Records – Page 22 
2.3.6 HR-302 Recruitment, Selection, and Onboarding – Page 25 



2.3.7 HR-303 FMLA/CFRA, Pregnancy & Intertrial Leave Policy – Page 29 
2.3.8 HR-309 Drug & Alcohol-Free Workplace – Page 42 
2.3.9 HR-310 Nondiscrimination in Employment – Page 45 
2.3.10 HR-311 Complaints Concerning Discrimination in Employment – 

Page 49 
2.3.11 HR-312 Reasonable Accommodation – Page 53 
2.3.12 HR-313 Lactation Accommodation – Page 57 
2.3.13 HR-314 Employee Use of Technology – Page 60 
2.3.14 HR-315 Employee Safety – Page 64 
2.3.15 HR-316 Employment of Relatives – Page 68 
2.3.16 HR-317 Sexual Harassment Prevention – Page 69 
2.3.17 HR-318 Condentiality of Information – Page 71 
2.3.18 HR-319 Employee Leaves – Page 72 

3. Approval of 2026-27 Adopted Budget (Handout)
4. Approve Resolution No. 26-12 Authorizing Participation in SELF- Funding

Excess Liability Plan (Attached) – Page 76
5. Approve Resolution No. 26-13 Authorizing Participation in REEP for Employee

Health Benets (Attached) – Page 77
6. Approve Facilities Use Agreement (Attached) – Page 79
7. Approve 2026-27 Salary Schedules (Attached)

a. 2026-27 Condential Salary Schedule – Page 89
b. 2026-27 Classied Salary Schedule – Page 90

8. Approve Lease Agreement Between NCSOS & Community Roots SFSA for
Culinary Center Building (Handout) –

9. Consider & Approve Moving Forward with CFD Bond Survey (Handout)
C. STAFF REPORTS

1. Director of Food Services, Eric Dela Cruz
2. Chief Business Official, Melissa Brokenshire
3. Executive Director, Sam KoneffKlatt

D. CLOSED SESSION
1. Public Employee Performance Evaluation,

Position: Executive Director
2. CONFERENCE WITH LABOR NEGOTIATORS

(Pursuant to Gov't. Code section 54957.6) 
Agency designated representatives: Board President 
Unrepresented employee: Executive Director 

E. RECONVENE TO OPEN SESSION / REPORT OUT OF CLOSED SESSION
(The Board will reconvene to open session and report any action taken in
closed session, if any, as required by the Brown Act.)

F. ADJOURNMENT



Next Meeting Date: September 17, PRSD 1:00 PM 

Notice: The agenda packet and supporting materials, including materials distributed less 
than 72 hours prior to the scheduled meeting, can be viewed at the Community Roots 
School Food Services business oƯice – located at 972 Golden Gate Terrace, Grass Valley, 
CA. For more information, please call 530.452.0980 ext. 6006. Notice: In compliance with 
the Americans with Disabilities Act, if you need special assistance to access the Board 
meeting room or to otherwise participate at this meeting, including auxiliary aids or 
services, contact the Community Roots School Food Services oƯice at 530.452.0980 ext. 
6006 at least 48 hours before the scheduled Board meeting so that we may make every 
reasonable eƯort to accommodate your needs. {G.C. §54953.2, §54954.2(a)(1); Americans 
with Disabilities Act of 1990, §202 (42 U.S.C. §12132)] 



 

 
 

COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 
Regular Board Meeting 
May 15, 2026 – 8:30 AM 

Nevada County Superintendent of Schools 
380 Crown Point Circle, Grass Valley, CA 95945 

 
Purpose: 

Nourishing Nevada County students with fresh, locally sourced meals, fostering 
health, sustainability, and community well-being. 

Open Session –  
• Establish Quorum – Quorum established 
• Call to Order - 8:35 AM 
• Public Comments: 

The public may comment on agenda items or other matters within the Board’s 
jurisdiction. Comments are limited to three (3) minutes per speaker. Please 
note that Board members are not permitted to respond to comments during 
the public forum, per California’s Brown Act (Gov. Code §54954.3) Suggestions 
and comments from the public regarding items listed on this agenda should 
be raised during the comment period for the specic agenda item. 

A. ACTION ITEMS 
1. Approval of the Agenda - (Page 1) 

Motion: Scott Lay 2nd: Gregg 
Unanimous Assent 

2. Approval of the Consent Agenda 
These items are expected to be routine and non-controversial. They will be 
acted upon by the Board at one time without discussion unless a Board 
member or citizen requests that an item be removed for discussion and 
separate consideration. In that case the designated item(s) will be considered 
following approval of the remaining items. 

2.1  Approval of April 16, 2026 Board Meeting Minutes (Attached) (Page 4) 
2.2 Approve Policies: 

a. FIS-202 Expenditures & Purchasing Policy – Page 8 
b. FIS-203 Travel & Mileage Reimbursement Policy – Page 12 
c. FIS-204 Procurement Policy – Page 18 
d. FIS-205 Capital Asset & Depreciation Policy – Page 31 
e. FIS-206 Gifts, Grants & Bequests – Page 35 
f. FIS-207 Sale & Disposal of Equipment & Supplies – Page 38 
g. FIS-208 Procurement & Competitive Bidding – Page 41 
h. FIS-209 Records Retention & Public Records Access – Page 43 
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i. FIS-210 Insurance Coverage & Liability Management – Page 47
j. FIS-211 Use of Consultants & Independent Contractors – Page 50
k. FIS-213 Contracts – Page 52
l. FIS-214 Payment for Goods & Services – Page 55
m. FIS-215 Claims & Actions Against CRSFSA – Page 58
n. FIS-216 Management of CRSFSA Assets/Accounts – Page 60
o. FIS-217 Inventories – Page 64
p. FIS-218 Financial Reporting & Accountability – Page 68
q. FIS-219 Debt Issuance & Management – Page 72
r. FIS-220 Drug & Alcohol-Free Agency – Page 76
s. GOV-100 Board Governance Roles & Brown Act Compliance – Page

78
t. GOV-102 Executive Director Governance Standards – Page 79
u. GOV-105 Executive Director Recruitment & Selection – Page 81
v. GOV-106 Evaluation of the Executive Director – Page 83
w. GOV-107 Representative and Deliberative Groups – Page 85
x. GOV-108 Use of Articial Intelligence (AI) – Page 86
y. NUT-400 School Nutrition & Food Service Program – Page 88
z. NUT-401 Food Service Operations & Cafeteria/Enterprise Fund – Page

95
aa. NUT-402 Summer Meal Program – Page 100 
bb. NUT-403 Free & Reduced Priced Meals – Page 105 
cc. NUT-404 Nutrition Program Compliance – Page 110
dd. NUT-408 Comprehensive Safety Plan – Page 114
ee. NUT-412 Waste Management & Food Recovery – Page 118
ff. NUT-413 Environmental Safety – Page 122
gg. NUT-414 Hazardous Substances & Chemical Safety – Page 124
hh. NUT-415 Emergencies & Disaster Preparedness Plan – Page 128

Motion: Gregg 2nd: Scott Lay 
Unanimous Assent 

B. DISCUSSION FACILITIES CAPITAL PROJECT UPDATE
Sam Updated the board with the budget for the new kitchen.

C. PRESENTATION FROM BOND COUNSEL
D. STAFF REPORTS

1. Director of Food Services, Eric Dela Cruz
2. Chief Business Official, Melissa Brokenshire
3. Executive Director, Sam KoneffKlatt

E. FIRST READING OF POLICIES (Attached Policy Register) - (Page 130)
1. COM-500 Communication with the Public – Page 132
2. COM-501 Media Relations – Page 135
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3. COM-502 CRSFSA & School Websites – Page 138 
4. COM-503 Facility Access & Visitors – Page 141 
5. COM-504 Access to Agency Records – Page 143 
6. HR-302 Recruitment, Selection, and Onboarding – Page 146 
7. HR-303 FMLA/CFRA, Pregnancy & Intertrial Leave Policy – Page 150 
8. HR-309 Drug & Alcohol-Free Workplace – Page 164 
9. HR-310 Nondiscrimination in Employment – Page 167 
10. HR-311 Complaints Concerning Discrimination in Employment – Page 171 
11. HR-312 Reasonable Accommodation – Page 175 
12. HR-313 Lactation Accommodation – Page 179 
13. HR-314 Employee Use of Technology – Page 182 
14. HR-315 Employee Safety – Page 186 
15. HR-316 Employment of Relatives – Page 190 
16. HR-317 Sexual Harassment Prevention – Page 191 
17. HR-318 Condentiality of Information – Page 192 
18. HR-319 Employee Leaves – Page 193 

F. DISCUSSION ITEMS  
1. Discuss 2026-27 Board Meeting Dates (Attached) – Page 197 
2. Discuss Facilities Use Agreement (Attached) – Page 199 

Include Silver Springs kitchen renovation/construction 
3. Discussion About Process to Determine Executive Director's Compensation 

and Benets 
G. CLOSED SESSION – CONFERENCE WITH LABOR NEGOTIATORS 

Optional: "Pursuant to Gov't. Code section 54957.6) 
Agency designated representatives: Executive Director, Chief Business Official 
Employee Organization: CSEA 
No action taken 

H. ACTION ITEM: APPROVAL OF 2026-27 SMALL GROUP HEALTH BENEFIT 
EMPLOYER CONTRIBUTION MODEL 
No action taken  

I. ADJOURNMENT 10:15 AM 
 
Next Meeting Date: Thursday June 16, 2026, 8:30 a.m. (NCSoS) 
 

Notice: The agenda packet and supporting materials, including materials distributed less 
than 72 hours prior to the scheduled meeting, can be viewed at the Community Roots 
School Food Services business office – located at 972 Golden Gate Terrace, Grass Valley, 
CA. For more information, please call 530.452.0980 ext. 6006. Notice: In compliance with 
the Americans with Disabilities Act, if you need special assistance to access the Board 
meeting room or to otherwise participate at this meeting, including auxiliary aids or 
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services, contact the Community Roots School Food Services office at 530.452.0980 ext. 
6006 at least 48 hours before the scheduled Board meeting so that we may make every 
reasonable effort to accommodate your needs. {G.C. §54953.2, §54954.2(a)(1); Americans 
with Disabilities Act of 1990, §202 (42 U.S.C. §12132)] 
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COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 
Special Board Meeting Minutes 

May 5, 2026 – 4:00 PM 

Community Roots SFSA 
972 Golden Gate Terrace, Grass Valley, CA 95945 

Purpose: 
Nourishing Nevada County students with fresh, locally sourced meals, fostering 

health, sustainability, and community well-being. 
Open Session 

• Establish Quorum –
o Roll Call: Dan Frisella, Andrew Withers, John Baggett, Scott Lay, Katie

Kohler, Gregg Motarjeme
o Absent: Duane Triplett, Melissa Conley, Scott Mikal-Heine

• Call to Order – 4:04 PM
• Public Comments:

The public may comment on agenda items or other matters within the Board’s
jurisdiction. Comments are limited to three (3) minutes per speaker. Please
note that Board members are not permitted to respond to comments during
the public forum, per California’s Brown Act (Gov. Code §54954.3) Suggestions
and comments from the public regarding items listed on this agenda should
be raised during the comment period for the specic agenda item.

A. ACTION ITEMS
1. Approval of the Agenda

Motion: Scott Lay 2nd: Gregg
Unanimous Assent

2. Consider and Approve Resolution No. 26-11 and Authorize Submission of
Binding Letter of Intent to Withdraw from Schools Insurance Group (SIG)
Employee Benets Trust (EBT) Program, Including Medical Dental and Vision,
Effective June 30, 2026 (Attached Letter of Intent & Resolution)
Motion: Andrew 2nd: Dan
Yes: Andrew, Dan, John, Gregg, Scott L
No: Katie Kohler
Absent Duan, Melissa C., Scott M.

B. ADJOURNMENT – 4:35 PM

Next Meeting Date: Friday May 15, 2026, 8:30 a.m. (TRSD) 

Notice: The agenda packet and supporting materials, including materials distributed less than 72 hours prior 
to the scheduled meeting, can be viewed at the Community Roots School Food Services business office – 9



located at 972 Golden Gate Terrace, Grass Valley, CA. For more information, please call 530.452.0980 ext. 
6006. Notice: In compliance with the Americans with Disabilities Act, if you need special assistance to 
access the Board meeting room or to otherwise participate at this meeting, including auxiliary aids or 
services, contact the Community Roots School Food Services office at 530.452.0980 ext. 6006 at least 48 
hours before the scheduled Board meeting so that we may make every reasonable effort to accommodate 
your needs. {G.C. §54953.2, §54954.2(a)(1); Americans with Disabilities Act of 1990, §202 (42 U.S.C. §12132)] 
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Board Policy #: COM-500 
Approved Date: 06/16/2026 

Revised Date: 06/16/2026 

- 1 -

Communication with the Public 
Board Policy 

Purpose 

The Board of Directors recognizes the Community Roots School Food Services 
Agency’s (CRSFSA) responsibility to keep the public informed regarding its mission, 
programs, services, achievements, and needs, and to be responsive to the concerns 
and interests of the communities it serves. 

CRSFSA shall promote clear, accurate, timely, and transparent communication and 
shall foster effective two-way communication with the public. 

Communication Responsibilities 
The Executive Director (ED), or designee, shall: 

• Establish and implement strategies for effective communication between
CRSFSA and the public

• Ensure consistent, accurate, and unied messaging regarding Agency programs
and operations

• Consult with the Board regarding the appropriate role of Board members in
communicating and advocating on behalf of the Agency

Communication Protocols 
The Executive Director or designee shall establish communication protocols to ensure 
consistency and compliance, including: 

• Identication of authorized spokesperson(s) for media and public
communications

• Procedures for coordinating internal and external communications
• Compliance with legal requirements regarding:

o Condentiality of information
o Public access to records (Public Records Act)

Board members and staff shall adhere to established communication protocols when 
representing CRSFSA. 

Methods of Communication 
CRSFSA shall utilize a variety of communication methods to provide the public with 
access to information, which may include: 

• Agency website and online platforms
• Email communications and electronic notications
• Social media and digital outreach
• Public meetings and Board meetings
• Community presentations and outreach events
• News releases and media engagement
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Board Policy #: COM-500 
Approved Date: 06/16/2026  

Revised Date: 06/16/2026 

- 2 - 

• Collaboration with member districts and community partners  

Accessibility and Inclusivity 

In developing communication strategies, CRSFSA shall consider the needs of all 
members of the public, including: 

• Individuals with disabilities  

• Individuals with limited English prociency  

The Agency shall provide reasonable accommodations and language access, as 
appropriate. 

Public Engagement 
The Executive Director or designee shall provide opportunities for public input and 
engagement, including: 

• Participation at Board meetings  
• Community outreach efforts  
• Feedback through Agency communication channels  
• Use of established complaint procedures  

CRSFSA encourages community members, partner agencies, and stakeholders to 
actively engage in Agency programs and initiatives. 

Staff Responsiveness 
The Executive Director or designee shall ensure that staff: 

• Respond to public inquiries in a timely and professional manner  
• Provide accurate and helpful information  
• Understand their role in representing CRSFSA  

Training may be provided to staff to support effective communication and customer 
service. 

Comprehensive Communications Plan 
The Executive Director or designee shall develop and maintain a written 
communications plan that: 

• Aligns with CRSFSA’s mission, goals, and strategic priorities  
• Identies key communication goals and messages  
• Denes target audiences, including:  

o Member districts  
o Families and community members  
o Local agencies and organizations  
o Media and public stakeholders  

The plan shall include: 
• Strategies tailored to each audience  
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Board Policy #: COM-500 
Approved Date: 06/16/2026 

Revised Date: 06/16/2026 

- 3 -

• Communication timelines and methods
• Assigned responsibilities
• Consideration of available resources

Crisis and Emergency Communication 
The communications plan shall include strategies for communication during 
emergencies or crisis situations, aligned with: 

• NUT-415 – Emergency & Disaster Preparedness
Such strategies shall ensure timely, accurate, and coordinated communication with: 

• Member districts
• Staff
• Public agencies
• The community

Monitoring and Evaluation 
The Executive Director or designee shall: 

• Periodically evaluate the effectiveness of communication strategies
• Identify opportunities for improvement
• Recommend updates to communication practices as needed

Roles and Responsibilities (JPA Structure) 
CRSFSA Responsibilities 
CRSFSA shall: 

• Provide program-level communication and public information
• Ensure consistency of messaging across all operations
• Coordinate communication efforts across multiple districts and sites

Member District Responsibilities 
Member districts shall: 

• Communicate site-specic information to their communities
• Coordinate with CRSFSA on program-related messaging

Policy Alignment 

This policy aligns with: 
• FIS-209 – Records Retention & Public Records Access
• NUT-407 – Civil Rights & Program Compliance
• NUT-415 – Emergency & Disaster Preparedness

Legal Compliance 
This policy shall comply with: 

• California Public Records Act (Government Code 6250–6270)
• Brown Act (Government Code 54950 et seq.)
• Applicable federal and state condentiality and accessibility laws
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Board Policy #: COM-501 
Approved Date: 06/16/2026 

Revised Date: 06/16/2026 

- 1 -

Media Relations 
Board Policy 

Purpose 

The Board of Directors respects the public’s right to information and recognizes the 
important role of the media in shaping public understanding of Community Roots 
School Food Services Agency (CRSFSA) programs, services, and operations. 

CRSFSA shall strive to maintain positive and professional relationships with media 
representatives by providing accurate, timely, and consistent information while 
ensuring compliance with applicable laws and Agency policies. 

Media Access 
Media representatives are welcome at all open and public meetings of the Board of 
Directors and may request agendas and related materials in accordance with: 

• COM-500 – Communication with the Public
• The Brown Act

Media representatives visiting CRSFSA administrative facilities or operational sites shall 
comply with visitor protocols, including: 

• Signing in upon arrival, when applicable
• Coordinating access with the Executive Director (ED) or designee

Access to active food service sites located on member district campuses shall be 
coordinated with the respective district. 

Media Communications Protocol 
To ensure consistent and accurate messaging: 

• All media inquiries shall be directed to the Executive Director or designee
• The Board President and Executive Director are the primary authorized

spokespersons for CRSFSA
• Staff shall not provide official statements to the media unless authorized

The Executive Director or designee shall: 
• Coordinate responses to media inquiries
• Ensure information released is accurate, appropriate, and compliant with

condentiality requirements
• Maintain consistency in messaging across all Agency communications

Media Communications Plan 
The Executive Director or designee shall develop and maintain a proactive media 
communications plan that may include: 

• Information about CRSFSA programs, services, and initiatives
• Highlights of achievements and milestones
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Board Policy #: COM-501 
Approved Date: 06/16/2026 

Revised Date: 06/16/2026 

- 2 - 

• Public announcements and events  
• Strategies for building relationships with local media outlets  

The plan shall: 
• Identify the Agency’s primary media contact  
• Establish procedures for responding to inquiries  
• Align with CRSFSA’s overall communication strategy  

Crisis and Emergency Communications 
During emergencies or crisis situations, the safety of staff and the public shall be the 
rst priority. 
CRSFSA shall also ensure timely and accurate communication with the public and 
media. 
The Executive Director or designee shall develop and maintain a crisis 
communications plan aligned with: 

• NUT-415 – Emergency & Disaster Preparedness  
• COM-500 – Communication with the Public  

The crisis communications plan may include: 
• Identication of a media staging or coordination location, when appropriate  
• Internal and external notication procedures  
• Designation of spokesperson(s)  
• Coordination with member districts and partner agencies  
• Procedures for press releases and media briengs  

CRSFSA shall coordinate with: 
• Member districts  
• Local law enforcement  
• Public health agencies  
• Emergency response partners  

as appropriate during crisis planning and response. 

Condentiality and Legal Compliance 
All communications with the media shall comply with applicable laws and regulations, 
including: 

• Condentiality of student and employee information  
• California Public Records Act  
• Applicable federal and state privacy laws  

No condential or protected information shall be disclosed without proper 
authorization. 
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Board Policy #: COM-501 
Approved Date: 06/16/2026 

Revised Date: 06/16/2026 

- 3 -

Roles and Responsibilities (JPA Structure) 
CRSFSA Responsibilities 
CRSFSA shall: 

• Provide Agency-level communication regarding programs and
operations

• Coordinate messaging across multiple districts and service sites
• Serve as the official source of information for CRSFSA operations

Member District Responsibilities 
Member districts shall: 

• Manage site-specic media communications related to their campuses
• Coordinate with CRSFSA when communications involve shared programs

or services

Staff Expectations 
Staff shall: 

• Refer all media inquiries to the Executive Director or designee
• Refrain from providing unauthorized statements
• Support accurate and professional communication efforts

Monitoring and Review 
The Executive Director or designee shall: 

• Periodically review media communication practices
• Update procedures as needed to reect operational changes or best practices

Policy Alignment 
This policy aligns with: 

• COM-500 – Communication with the Public
• NUT-415 – Emergency & Disaster Preparedness
• FIS-209 – Public Records & Records Retention

Legal Compliance 
This policy shall comply with: 

• Brown Act (Government Code 54950 et seq.)
• California Public Records Act (Government Code 6250–6270)
• Applicable federal and state condentiality laws
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Board Policy #: COM-502 
Approved Date: 06/16/2026 

Revised Date: 06/16/2026 

- 1 - 

CRSFSA & School Websites 
Board Policy 

Purpose 

The Board of Directors recognizes the importance of maintaining an accessible, 
accurate, and user-friendly website to support communication with member districts, 
families, staff, and the broader community. 

The CRSFSA website shall support the Agency’s mission, programs, and strategic goals 
and shall be coordinated with overall communication efforts. 

Website Administration 
The Executive Director (ED), or designee, shall: 

• Develop and maintain the CRSFSA website  
• Ensure content is accurate, current, and aligned with Agency priorities  
• Establish procedures for content development, approval, and publication  

CRSFSA may coordinate with member districts to ensure alignment between Agency 
and district websites for program-related information. 

Design and Accessibility Standards 
The Executive Director or designee shall establish website design standards to ensure: 

• Consistent Agency identity and professional appearance  
• Ease of navigation and usability  
• Compliance with accessibility standards, including compatibility with assistive 

technologies  
All website content shall comply with applicable accessibility laws and standards, 
including: 

• Americans with Disabilities Act (ADA)  
• Section 508 accessibility requirements, as applicable  

Content Guidelines 
The CRSFSA website shall provide current and relevant information regarding: 

• Agency programs and services  
• Nutrition program information and resources  
• Board meeting agendas, minutes, and public documents  
• Announcements, updates, and public notices  

All content shall: 
• Be reviewed and approved prior to publication  
• Be accurate, appropriate, and aligned with Agency policies  
• Comply with copyright and intellectual property laws  

If copyrighted materials are used: 
• Proper attribution shall be provided  
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Board Policy #: COM-502 
Approved Date: 06/16/2026 

Revised Date: 06/16/2026 

- 2 - 

• Documentation of permission shall be maintained, when required  

Privacy and Condentiality 
The Executive Director or designee shall ensure that the privacy rights of individuals 
are protected on the CRSFSA website. 
The following information shall not be published: 

• Personal contact information of students, families, or staff (including home 
addresses, personal phone numbers, or personal email addresses)  

• Personally identiable information (PII) without proper authorization  
Photographs: 

• Individual student photographs shall not be published with identifying 
information without prior written consent  

• Group photographs may be used without identifying individuals  
The home address or telephone number of any public official shall not be posted 
without prior written consent, in accordance with: 

• Government Code 6254.21 and 6254.24  

Links to External Websites 
The CRSFSA website may include links to external websites for informational purposes. 

The following disclaimer shall be included: 

“Linked sites are not under the control of Community Roots School Food Services 
Agency (CRSFSA). The Agency is not responsible for the content of any linked site or 
any link contained in a linked site. The Agency provides such links as a convenience 
and does not endorse or verify the information, programs, or products on those sites. 
Access to any external site is at the user’s own risk.” 

CRSFSA reserves the right to remove or terminate links at any time. 

Roles and Responsibilities 
The Executive Director or designee shall assign responsibility for website 
management, which may include: 

Webmaster / Assigned Staff 
• Upload and maintain website content  
• Ensure consistency with Agency standards  
• Regularly review and update content  
• Monitor links for accuracy and appropriateness  
• Remove outdated or unused materials  

Content Review 
Designated staff may: 

• Review submitted content for accuracy, clarity, and compliance  
• Edit for grammar, formatting, and consistency  
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Security 
The Executive Director or designee shall establish procedures to: 

• Protect the website and network from unauthorized access or modication
• Ensure appropriate controls over content publishing
• Maintain system security and integrity

To the extent feasible: 
• Systems shall be maintained in secure environments with restricted access

Staff Training 
The Executive Director or designee may provide training to staff responsible for 
website content, including: 

• Content standards and approval processes
• Accessibility requirements
• Privacy and condentiality requirements
• Website management tools and best practices

Coordination with Member Districts 
CRSFSA shall coordinate with member districts to ensure: 

• Consistent and accurate program information across platforms
• Alignment of messaging related to nutrition programs and services

Member districts remain responsible for their own websites and content. 

Monitoring and Maintenance 
The Executive Director or designee shall: 

• Periodically review website content for accuracy and relevance
• Remove outdated or inaccurate information
• Evaluate website effectiveness and recommend improvements

Policy Alignment 
This policy aligns with: 

• COM-500 – Communication with the Public
• COM-501 – Media Relations
• FIS-209 – Records Retention & Public Records Access
• NUT-407 – Civil Rights & Program Compliance

Legal Compliance 
This policy shall comply with: 

• California Public Records Act (Government Code 6250–6270)
• Americans with Disabilities Act (ADA)
• Applicable federal and state privacy and accessibility laws
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Facility Access & Visitors 
Board Policy 

Purpose 

The Board of Directors recognizes the value of community engagement and 
transparency and encourages appropriate opportunities for community members, 
partners, and stakeholders to visit and learn about Community Roots School Food 
Services Agency (CRSFSA) programs and operations. 

At the same time, the Board is committed to ensuring the safety and security of staff, 
facilities, and operations and minimizing disruption to Agency activities. 

Visitor Access 
All visitors to CRSFSA facilities, including administrative offices, central kitchen 
operations, and storage or distribution sites, shall: 

• Check in with authorized personnel upon arrival
• Comply with all Agency safety and security procedures
• Be accompanied by authorized staff when required

Visits during working hours shall be scheduled in advance through the Executive 
Director (ED) or designee. 

Types of Visitors 
Visitors may include, but are not limited to: 

• Vendors and contractors
• Government officials and auditors
• Health and safety inspectors
• Community partners and stakeholders
• Media representatives (in coordination with COM-501)

Coordination with Member Districts 

Access to food service sites located on member district campuses shall be 
coordinated with the respective district in accordance with district visitor policies. 

CRSFSA does not control visitor access to school campuses. 

Safety and Operational Requirements 
Visitors shall: 

• Follow all applicable safety and sanitation requirements, including food safety
protocols

• Wear appropriate protective equipment when required
• Refrain from entering restricted areas without authorization
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The Executive Director or designee may deny or limit access when necessary to: 
• Protect safety and security  
• Maintain operational integrity  
• Comply with legal or regulatory requirements  

Media Access 
Media visits shall be coordinated in accordance with: 

• COM-501 – Media Relations  

Monitoring and Enforcement 
The Executive Director or designee shall establish procedures to: 

• Manage visitor access  
• Ensure compliance with Agency requirements  
• Address any violations of visitor protocols  

Policy Alignment 
This policy aligns with: 

• COM-500 – Communication with the Public  
• COM-501 – Media Relations  
• NUT-415 – Emergency & Disaster Preparedness  
• FIS-210 – Risk Management 
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Access to Agency Records 
Board Policy 

Purpose 

The Board of Directors recognizes the public’s right to access information regarding 
the conduct of Community Roots School Food Services Agency (CRSFSA) business. 

CRSFSA shall provide reasonable access to public records in accordance with the 
California Public Records Act (PRA) and other applicable laws, while protecting records 
that are exempt from disclosure. 

Denitions 
Public records include any writing containing information relating to the conduct of 
CRSFSA business, regardless of physical form or characteristics.  

Public Access to Records 
CRSFSA shall: 

• Provide access to public records during normal business hours
• Allow inspection of records that are not exempt from disclosure
• Provide copies of records upon request, as required by law

Access to records shall be provided in a manner that: 
• Protects condential information
• Maintains the security and integrity of records

Exempt and Condential Records 
CRSFSA shall not disclose records that are exempt from public disclosure under state 
or federal law, including but not limited to: 

• Personnel and medical records
• Records related to litigation
• Condential or privileged communications
• Records containing personally identiable information

All exempt information shall be redacted prior to release, as required. 

Requests for Public Records 
Any person may request access to public records. 
The Executive Director (ED) or designee shall: 

• Respond to requests in accordance with the Public Records Act
• Determine within 10 days whether records are disclosable
• Notify the requester of the determination and timeline for production

In unusual circumstances, the response period may be extended by up to 14 
additional days, as permitted by law.  
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Inspection and Copies 
• Public records shall be available for inspection during normal office hours
• Copies shall be provided upon request

CRSFSA may: 
• Charge fees limited to the direct cost of duplication
• Provide records in electronic format when available

Assistance to Requesters 
CRSFSA shall make reasonable efforts to assist requesters in: 

• Identifying records responsive to their request
• Submitting focused and effective requests

Examination of Records 
To protect the integrity and security of records: 

• Records shall be reviewed in the presence of authorized staff when necessary
• Access may be limited to ensure protection of sensitive information

Electronic Records 
CRSFSA shall: 

• Provide records in electronic format when requested, if available
• Comply with legal requirements for electronic data production

Additional costs may apply when requests require: 
• Data compilation
• Programming or extraction

Website Access to Records 
CRSFSA may: 

• Post public records on its website
• Direct requesters to publicly available documents online

If a requester cannot access the information electronically, CRSFSA shall provide 
copies upon request. 

Roles and Responsibilities 
Executive Director 

• Oversees compliance with Public Records Act
• Designates staff to process requests

Designated Staff 
• Process and track requests
• Ensure timely responses
• Coordinate record retrieval and redaction
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Policy Alignment 
This policy aligns with: 

• FIS-209 – Records Retention & Public Records Access  
• COM-500 – Communication with the Public  
• COM-501 – Media Relations  

Legal Compliance 
This policy shall comply with: 

• California Public Records Act (Government Code 6250–6270)  
• Applicable federal and state condentiality laws 
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Recruitment, Selection Onboarding 
Board Policy & Procedure  

Purpose 

The Community Roots School Food Services Agency (CRSFSA) is committed to 
recruiting, selecting, and retaining qualied employees who support the Agency’s 
mission, operational goals, and commitment to providing high-quality nutrition 
services. 

The Agency shall utilize equitable, transparent, and legally compliant recruitment and 
hiring practices designed to select candidates based on merit, qualications, 
experience, skills, and ability to perform the essential functions of the position. 

The Agency prohibits discrimination in recruitment, hiring, onboarding, and 
employment practices in accordance with applicable federal and state laws and 
Agency policy. 

The Executive Director or designee shall establish procedures for recruitment, 
screening, selection, hiring, onboarding, and employee orientation. 

PROCEDURES 

1. Position Review & Authorization 
Prior to recruitment, the Executive Director or designee shall: 

• Review the operational need for the position  
• Conrm budget authorization and staffing allocation  
• Review and update the job description as necessary  
• Determine appropriate classication, work calendar, hours, and salary 

placement  
All positions shall have a current job description outlining: 

• Essential duties  
• Minimum qualications  
• Physical requirements  
• Reporting relationships  
• Required certications or licenses  

2. Job Posting & Recruitment 
Vacancies shall be posted in a manner designed to promote fair and open 
recruitment. 
Recruitment efforts may include: 

• Internal postings for 3 business days 
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• Agency website postings  
• County office or educational job boards  
• Professional organizations  
• Community outreach and recruitment sources  

Job announcements shall include: 
• Position title  
• Salary range or pay scale  
• Work schedule and calendar  
• Minimum qualications  
• Application deadline or screening timeline  

The Agency shall comply with applicable laws regarding salary transparency and 
recruitment practices. 

3. Applications & Screening 
Applicants shall complete all required application materials and provide 
documentation requested by the Agency. 

The Executive Director or designee may screen applications to determine which 
candidates meet minimum qualications and are best suited for further consideration. 

Selection decisions shall be based on legitimate business and operational needs and 
shall not discriminate on the basis of protected status. 

4. Interview & Selection Process 
The Executive Director or designee may establish interview panels or committees to 
assist in candidate evaluation. 
Interview processes may include: 

• Structured interviews  
• Skills assessments  
• Reference checks  
• Demonstration of job-related competencies  

Interview questions shall: 
• Relate directly to job duties and qualications  
• Be applied consistently to candidates  
• Avoid prohibited or discriminatory inquiries  

The Agency shall not inquire into an applicant’s salary history except as permitted by 
law. 

The Agency shall not unlawfully discriminate against applicants based on lawful off-
duty conduct protected by law, including protections related to cannabis use as 
provided by applicable California law. 

26



Board Policy #: HR-302 
Approved Date: 06/16/2026 

Revised Date: 06/16/2026 

- 3 - 

5. Conditional Offer of Employment 
Final candidates may receive a conditional offer of employment pending successful 
completion of required pre-employment requirements, which may include: 

• Criminal background clearance  
• Fingerprinting/Live Scan  
• Tuberculosis clearance  
• Employment eligibility verication (Form I-9)  
• Reference verication  
• Required certications or licenses  
• Pre-employment physical examination, if applicable  

Employment shall remain contingent upon satisfactory completion of all required 
conditions. 

6. Board Approval 
Appointments to positions requiring Board approval shall be presented to the Board 
of Directors at a public meeting in accordance with Agency procedures. 

7. Onboarding & Orientation 
New employees shall participate in onboarding and orientation processes designed to 
support successful employment and compliance with Agency requirements. 
Onboarding may include: 

• Completion of employment forms and payroll documents  
• Review of Agency policies and procedures  
• Receipt of Employee Handbook  
• Required notices and acknowledgements  
• Technology and systems access setup  
• Safety and compliance training  
• Food safety and program-specic training  
• Mandated reporting and workplace harassment training, as applicable  

Employees may also receive training regarding: 
• Frontline systems  
• Agency communication tools  
• Timekeeping and Payroll Procedures  
• Leave procedures  
• Safety procedures and emergency protocols  

8. Probationary Period 
New employees shall serve a probationary period in accordance with the Employee 
Handbook, applicable Agency policy, or collective bargaining agreement. 
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Successful completion of probation does not alter at-will status where applicable or 
guarantee continued employment. 

9. Recordkeeping & Condentiality 
Application materials, interview records, hiring documents, and onboarding records 
shall be maintained in accordance with applicable records retention requirements and 
condentiality laws. 

Condential applicant and employee information shall be accessed only by authorized 
personnel. 

10. Coordination with Other Policies 
This policy shall be implemented in conjunction with: 

• HR-303 – Employee Leaves  
• HR-309 – Drug & Alcohol-Free Workplace  
• HR-310 – Nondiscrimination in Employment  
• HR-312 – Reasonable Accommodation  
• HR-314 – Employee Use of Technology  
• HR-315 – Employee Safety  
• CRSFSA Employee Handbook  

11. Legal Compliance 
This policy complies with: 

• California Fair Employment and Housing Act  
• Americans with Disabilities Act  
• Immigration Reform and Control Act  
• California Labor Code 432.3  
• California Labor Code 432.2  
• California Government Code 12954  
• Applicable California Education Code provisions  
• Applicable federal and state employment laws  

12. Administration 

The Executive Director or designee shall implement procedures, forms, and practices 
necessary to carry out this policy and ensure compliance with applicable law and 
Agency operational needs. 
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FMLA/CFRA, Pregnancy And Industrial Injury Leave Policy 
 
Policy Statements 
The Agency shall not interfere with, restrain, or deny the exercise of any rights 
provided under FMLA, CFRA, or applicable law, nor retaliate against any employee for 
requesting or taking such leave. 
 
The Agency shall provide all required notices under FMLA and CFRA, including 
eligibility notice, rights and responsibilities notice, and designation notice, in 
accordance with applicable law. 
 
The Agency shall maintain records related to employee leave in accordance with 
applicable legal requirements. 
 
Family Care and Medical Leave 
This policy explains how the Agency complies with the federal Family and Medical Leave 
Act (“FMLA”) and the California Family Rights Act (“CFRA”), both of which require the 
Agency to permit each eligible employee to take up to twelve (12) workweeks (or 
twenty-six (26) workweeks where indicated) of FMLA/CFRA leave in any twelve (12) 
month period for the purposes enumerated below.   
 

• Employee Eligibility Criteria  
 

To be eligible for FMLA/CFRA leave, the employee must have been employed 
by the Agency for a total of at least twelve (12) months, worked at least 1,250 
hours during the twelve (12) month period immediately preceding 
commencement of the leave, and work at a location where the Agency has at 
least fifty (50) employees within seventy-five (75) miles (except for purposes of 
CFRA where the Agency must only have at least five (5) employees.   

 
• Events That May Entitle an Employee TO FMLA/CFRA Leave  

 
The twelve (12) week (or twenty-six (26) workweeks where indicated) FMLA/CFRA 
allowance includes any time taken (with or without pay) for any of the following 
reasons: 

 
1. To care for the employee’s newborn child or a child placed with the 

employee for adoption or foster care.  Leaves for this purpose must 
conclude twelve (12) months after the birth, adoption, or placement.  If 
both parents are employed by the Agency, they each will be entitled to a 
separate twelve (12) weeks of leave for this purpose, which cannot be 
loaned or otherwise assigned from one employee to the other. 
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2. Because of the employee’s own serious health condition (including a 
serious health condition resulting from an on-the-job illness or injury) that 
makes the employee unable to perform any one or more of the essential 
functions of his or her job (other than a disability caused by pregnancy, 
childbirth, or related medical conditions, which is covered by the Agency’s 
separate pregnancy disability policy). 

 
a. A “serious health condition” is an illness, injury, (including, but not 

limited to on-the-job injuries), impairment, or physical or mental 
condition of the employee or a child, parent, or spouse of the 
employee that involves either inpatient care or continuing treatment, 
including, but not limited to, treatment for substance abuse. 
 

b. “Inpatient care” means a stay in a hospital, hospice, or residential health 
care facility, any subsequent treatment in connection with such 
inpatient care, or any period of incapacity.  A person is considered an 
“inpatient” when a health care facility formally admits him/her to the 
facility with the expectation that he/she will remain at least overnight 
and occupy a bed, even if it later develops that such person can be 
discharged or transferred to another facility and does not actually 
remain overnight. 

 
c. “Incapacity” means the inability to work, attend Agency, or perform 

other regular daily activities due to a serious health condition, its 
treatment, or the recovery that it requires. 

 
d. “Continuing treatment” means ongoing medical treatment or 

supervision by a health care provider. 
 

3. To care for a spouse, domestic partner, child, or parent with a serious 
health condition, a qualifying family member may also include a parent-in-
law, grandparent, grandchild, sibling, or designated person for CFRA 
purposes. “Designated person” refers to any individual related by blood 
or whose association with the employee is the equivalent to a family 
relationship.  Employees are limited to one (1) designated person per 
twelve (12) month period. 

 
4.  When an employee is providing care to a spouse, son, daughter, parent, 

or next of kin who is a covered Armed Forces service member with a 
serious injury or illness, the employee may take a maximum of twenty-six 
(26) weeks of additional FMLA leave in a single twelve (12) -month period 
to provide said care.  CFRA does not provide leave specific to caring for a 
service member. 
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5. For any “qualifying exigency” because the employee is the spouse, son,
daughter, or parent of an individual on active military duty, or an individual
notified of an impending call or order to active duty, in the Armed Forces.
For CFRA purposes, this may also include a domestic partner.

• Amount of FMLA/CFRA Leave Which May Be Taken

1. FMLA/CFRA leave can be taken in one (1) or more periods, but may not
exceed twelve (12) workweeks total for any purpose in any twelve (12)
month period, as described below, for anyone, or combination of the
above-described situations.  “Twelve workweeks” means the equivalent of
twelve (12) of the employee’s normally scheduled workweeks.  For a full-
time employee who works five (5) eight-hour days per week, “twelve
workweeks” means sixty (60) working and/or paid eight (8) hour days.

2. In addition to the twelve (12) workweeks of FMLA/CFRA leave that may be
taken, an employee who is the spouse, son, daughter, parent, or next of
kin of a covered Armed Forces service member may also be entitled to a
total of twenty-six (26) workweeks of FMLA leave during a twelve (12)
month period to care for the servicemember.

3. The “twelve-month period” in which twelve (12) weeks of FMLA and CFRA
leave may be taken is the twelve (12) month period immediately
preceding the commencement of any FMLA/CFRA leave.

4. If a holiday falls within a week taken as FMLA/CFRA leave, the week is
nevertheless counted as a week of FMLA/CFRA leave.  If, however, the
Agency’s business activity has temporarily ceased for some reason and
employees are generally not expected to report for work for one or more
weeks, such as the Winter Break, Spring Break, or Summer Vacation, the
days the Agency’s activities have ceased do not count against the
employee’s FMLA or CFRA leave entitlement. Similarly, if an employee
uses FMLA/CFRA leave in increments of less than one (1) week, the fact
that a holiday may occur within a week in which an employee partially takes
leave does not count against the employee’s leave entitlement unless the
employee was otherwise scheduled and expected to work during the
holiday.

• Pay during FMLA/CFRA Leave

1. An employee on FMLA/CFRA leave because of his/her own serious health
condition must use all accrued paid sick leave at the beginning of any
otherwise unpaid FMLA/CFRA leave period. If an employee is receiving a
partial wage replacement benefit during the FMLA/CFRA leave, the
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Agency and the employee may agree to have Agency-provided paid 
leave, such as vacation or sick time, supplement the partial wage 
replacement benefit unless otherwise prohibited by law. 
 

2. An employee on FMLA/CFRA leave for baby-bonding or to care for a 
qualifying family member with a serious health condition may use any or 
all accrued sick leave at the beginning of any otherwise unpaid 
FMLA/CFRA leave. 

 
3. If an employee has exhausted his/her sick leave, leave taken under 

FMLA/CFRA shall be unpaid leave. 
 

4. The receipt of sick leave pay or State Disability Insurance and/or Paid 
Family Leave benefits will not extend the length of the FMLA/CFRA leave.  
Sick pay accrues during any period of unpaid FMLA or CFRA leave only 
until the end of the month in which unpaid leave began. 

 
• Health Benefits   

 
The provisions of the Agency’s various employee benefit plans govern continuing 
eligibility during FMLA/CFRA leave, and these provisions may change from time to time.  
The health benefits of employees on FMLA/CFRA leave will be paid by the Agency 
during the leave at the same level and under the same conditions as coverage would 
have been provided if the employee had been continuously employed during the leave 
period.  When a request for FMLA/CFRA leave is granted, the Agency will give the 
employee written confirmation of the arrangements made for the payment of insurance 
premiums during the leave period. 
 
If an employee is required to pay premiums for any part of his/her group health 
coverage, the Agency will provide the employee with advance written notice of the 
terms and conditions under which premium payments must be made. 
 
CRSFSA may recover the health benefit costs paid on behalf of an employee during 
his/her FMLA/CFRA leave if: 
 

1. The employee fails to return from leave after the period of leave to which 
the employee is entitled has expired.  An employee is deemed to have 
“failed to return from leave” if he/she works less than thirty (30) days after 
returning from FMLA/CFRA leave; and 

 
2. The employee’s failure to return from leave is for a reason other than the 

continuation, recurrence, or onset of a serious health condition that 
entitles the employee to FMLA/CFRA leave, or other circumstances 
beyond the control of the employee. 
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• Seniority  

 
An employee on FMLA/CFRA leave remains an employee and the leave will not 
constitute a break in service.  An employee who returns from FMLA/CFRA leave 
will return with the same seniority he/she had when the leave commenced.   

 
• Medical Certifications  

 
1. An employee requesting FMLA/CFRA leave because of his/her own or a 

relative’s serious health condition must provide medical certification from 
the appropriate health care provider on a form supplied by the Agency.  
Absent extenuating circumstances, failure to provide the required 
certification in a timely manner (within fifteen (15) days of the Agency’s 
request for certification) may result in denial of the leave request until such 
certification is provided.  
 

2. The Agency will notify the employee in writing if the certification is 
incomplete or insufficient and will advise the employee what additional 
information is necessary in order to make the certification complete and 
sufficient.  The Agency may contact the employee’s health care provider 
to authenticate a certification as needed. 
 

3. If the Agency has reason to doubt the medical certification supporting a 
leave because of the employee’s own serious health condition, the Agency 
may request a second opinion by a health care provider of its choice (paid 
for by the Agency).  If the second opinion differs from the first one, the 
Agency will pay for a third, mutually agreeable, health care provider to 
provide a final and binding opinion. 
 

4. Recertifications are required if leave is sought after expiration of the time 
estimated by the health care provider.  Failure to submit required 
recertifications can result in termination of the leave. 

 
• Procedures for Requesting and Scheduling FMLA/CFRA Leave  

 
1. An employee should request FMLA/CFRA leave by completing a Request 

for Leave form and submitting it to the Executive Director.  An employee 
asking for a Request for Leave form will be given a copy of the Agency’s 
then-current FMLA/CFRA leave policy. 
 

2. Employees should provide not less than thirty (30) days’ notice for 
foreseeable childbirth, placement, or any planned medical treatment for 
the employee or his/her qualifying family member.  Failure to provide such 
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notice is grounds for denial of a leave request, except if the need for 
FMLA/CFRA leave was an emergency or was otherwise unforeseeable. 
 

3. Where possible, employees must make a reasonable effort to schedule 
foreseeable planned medical treatments so as not to unduly disrupt the 
Agency’s operations. 
 

4. If FMLA/CFRA leave is taken because of the employee’s own serious 
health condition or the serious health condition of the employee’s 
qualifying family member, the leave may be taken intermittently or on a 
reduced leave schedule when medically necessary, as determined by the 
health care provider of the person with the serious health condition. 
 

5. If FMLA/CFRA leave is taken because of the birth of the employee’s child 
or the placement of a child with the employee for adoption or foster care, 
the minimum duration of leave is two (2) weeks, except that the Agency 
will grant a request for FMLA/CFRA leave for this purpose of at least one 
day but less than two (2) weeks’ duration on any two (2) occasions. 
 

6. If an employee needs intermittent leave or leave on a reduced leave 
schedule that is foreseeable based on planned medical treatment for the 
employee or a family member, the employee may be transferred 
temporarily to an available alternative position for which he or she is 
qualified that has equivalent pay and benefits and that better 
accommodates recurring periods of leave than the employee’s regular 
position. 
 

7. The Agency will respond to an FMLA/CFRA leave request no later than five 
(5) business days of receiving the request.  If an FMLA/CFRA leave request 
is granted, the Agency will notify the employee in writing that the leave will 
be counted against the employee’s FMLA/CFRA leave entitlement.  This 
notice will explain the employees’ obligations and the consequences of 
failing to satisfy them. 

 
• Return to Work  

 
1. Upon timely return at the expiration of the FMLA/CFRA leave period, an 

employee is entitled to the same or a comparable position with the same 
or similar duties and virtually identical pay, benefits, and other terms and 
conditions of employment unless the same position and any comparable 
position(s) have ceased to exist because of legitimate business reasons 
unrelated to the employee’s FMLA/CFRA leave. 
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2. When a request for FMLA/CFRA leave is granted to an employee, the 
Agency will give the employee a written guarantee of reinstatement at the 
termination of the leave (with the limitations explained above). 
 

3. Before an employee will be permitted to return from FMLA/CFRA leave 
taken because of his/her own serious health condition, the employee must 
obtain a certification from his/her health care provider that he/she is able 
to resume work. 
 

4. If an employee can return to work with limitations, the Agency will evaluate 
those limitations and, if possible, will accommodate the employee as 
required by law.  If accommodation cannot be made, the employee will 
be medically separated from the Agency. 

 
• Employment during Leave  

 
No employee, including employees on FMLA/CFRA leave, may accept 
employment with any other employer without the Agency’s written permission. 
An employee who accepts such employment without the Agency’s written 
permission will be deemed to have resigned from employment at the Agency. 
 

Pregnancy Disability Leave 
This policy explains how the Agency complies with the California Pregnancy Disability 
Act, which requires the Agency to give each female employee an unpaid leave of 
absence of up to four (4) months per pregnancy, as needed, for the period(s) of time a 
woman is disabled by pregnancy, childbirth, or related medical conditions.   

 
• Employee Eligibility Criteria  

 
To be eligible for pregnancy disability leave, the employee must be disabled by 
pregnancy, childbirth, or a related medical condition and must provide 
appropriate medical certification concerning the disability. 

 
• Events That May Entitle an Employee to Pregnancy Disability Leave  

 
The four (4) -month pregnancy disability leave allowance includes any time taken 
(with or without pay) for any of the following reasons: 

 
1. The employee is unable to work at all or is unable to perform any one or 

more of the essential functions of her job without undue risk to herself, the 
successful completion of her pregnancy, or to other persons because of 
pregnancy or childbirth, or because of any medically recognized physical 
or mental condition that is related to pregnancy or childbirth (including 
severe morning sickness); or 
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2. The employee needs to take time off for prenatal care. 

 
• Duration of Pregnancy Disability Leave  

 
Pregnancy disability leave may be taken in one or more periods, but not to 
exceed four months total.  “Four months” means the number of days the 
employee would normally work within four months.  For a full-time employee 
who works five (5) eight (8) hour days per week, four (4) months means 693 hours 
of leave (40 hours per week times 17 1/3 weeks).   
 
For employees who work more or less than forty (40) hours per week, or who 
work on variable work schedules, the number of working days that constitutes 
four (4) months is calculated on a pro rata or proportional basis.  For example, 
for an employee who works twenty (20) hours per week, “four months” means 
346.5 hours of leave entitlement (20 hours per week times 17 1/3 weeks).  For an 
employee who normally works forty-eight (48) hours per week, “four months” 
means 832 hours of leave entitlement (48 hours per week times 17 1/3 weeks). 
 
At the end or depletion of an employee’s pregnancy disability leave, an 
employee who has a physical or mental disability (which may or may not be due 
to pregnancy, childbirth, or related medical conditions) may be entitled to 
reasonable accommodation.  Entitlement to additional leave must be 
determined on a case-by case basis, taking into account a number of 
considerations such as whether an extended leave is likely to be effective in 
allowing the employee to return to work at the end of the leave, with or without 
further reasonable accommodation, and whether or not additional leave would 
create an undue hardship for the Agency.  The Agency is not required to provide 
an indefinite leave of absence as a reasonable accommodation. 

 
• Pay during Pregnancy Disability Leave  

 
1. An employee on pregnancy disability leave must use all accrued paid sick 

leave and may use any or all accrued vacation time at the beginning of any 
otherwise unpaid leave period. 

 
2. The receipt of vacation pay, sick leave pay, or state disability insurance 

benefits, will not extend the length of pregnancy disability leave. 
 
3. Vacation and sick pay accrues during any period of unpaid pregnancy 

disability leave only until the end of the month in which the unpaid leave 
began. 

 
• Health Benefits  
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CRSFSA shall provide continued health insurance coverage while an employee 
is on pregnancy disability leave consistent with applicable law.  The continuation 
of health benefits is for a maximum of four (4) months in a twelve (12) -month 
period.  CRSFSA can recover premiums that it already paid on behalf of an 
employee if both of the following conditions are met: 
 
1. The employee fails to return from leave after the designated leave period 

expires. 
  
2. The employee’s failure to return from leave is for a reason other than the 

following:  
 

• The employee is taking leave under the California Family Rights Act. 
 
• There is a continuation, recurrence or onset of a health condition that 

entitles the employee to pregnancy disability leave. 
 

• There is a non-pregnancy related medical condition requiring further 
leave. 

 
• Any other circumstance beyond the control of the employee. 

 
• Seniority  

 
An employee on pregnancy disability leave remains an employee of the Agency 
and a leave will not constitute a break in service.  When an employee returns from 
pregnancy disability leave, she will return with the same seniority she had when 
the leave commenced. 

 
• Medical Certifications  

 
1. An employee requesting pregnancy disability leave must provide medical 

certification from her healthcare provider on a form supplied by the 
Agency. Failure to provide the required certification in a timely manner 
(within fifteen (15) days of the leave request) may result in a denial of the 
leave request until such certification is provided. 
 

2. Recertifications are required if leave is sought after expiration of the time 
estimated by the healthcare provider.  Failure to submit required 
recertifications can result in termination of the leave. 

 
• Requesting and Scheduling Pregnancy Disability Leave  
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1. An employee should request pregnancy disability leave by completing a 
Request for Leave form and submitting it to the Executive Director.  An 
employee asking for a Request for Leave form will be referred to the 
Agency’s then current pregnancy disability leave policy. 
 

2. Employee should provide not less than thirty (30) days’ notice or as soon 
as is practicable, if the need for the leave is foreseeable.  Failure to provide 
such notice is grounds for denial of the leave request, except if the need 
for pregnancy disability leave was an emergency and was otherwise 
unforeseeable.  
 

3. Where possible, employees must make a reasonable effort to schedule 
foreseeable planned medical treatments so as not to unduly disrupt the 
Agency’s operations. 
 

4. Pregnancy disability leave may be taken intermittently or on a reduced 
leave schedule when medically advisable, as determined by the 
employee’s healthcare provider.   
 

5. If an employee needs intermittent leave or leave on a reduced leave 
schedule that is foreseeable based on planned medical treatment, the 
employee may be transferred temporarily to an available alternative 
position for which he or she is qualified that has equivalent pay and 
benefits that better accommodates recurring periods of leave than the 
employee’s regular position. 
 

6. The Agency will respond to a pregnancy disability leave request within ten 
(10) days of receiving the request.  If a pregnancy disability leave request 
is granted, the Agency will notify the employee in writing and leave will be 
counted against the employee’s pregnancy disability leave entitlement.  
This notice will explain the employee’s obligations and the consequences 
of failing to satisfy them. 

 
• Return to Work  

 
1. Upon timely return at the expiration of the pregnancy disability leave 

period, an employee is entitled to the same position unless the employee 
would not otherwise have been employed in the same position at the time 
reinstatement is requested. If the employee is not reinstated to the same 
position, she must be reinstated to a comparable position unless one of 
the following is applicable: 
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a. The employer would not have offered a comparable position to the 
employee if she would have been continuously at work during the 
pregnancy disability leave. 

 
b. There is no comparable position available, to which the employee is 

either qualified or entitled, on the employee’s scheduled date of 
reinstatement or within sixty (60) calendar days thereafter.  The Agency 
will take reasonable steps to provide notice to the employee if and 
when comparable positions become available during the sixty (60) –
day period. 

 
A “comparable” position is a position that involves the same or similar 
duties and responsibilities and is virtually identical to the employee’s 
original position in terms of pay, benefits, and working conditions. 
 

2. When a request for pregnancy disability leave is granted to an employee, 
the Agency will give the employee a written guarantee of reinstatement at 
the end of the leave (with the limitations explained above).   
 

3. In accordance with CRSFSA policy, before an employee will be permitted 
to return from a pregnancy disability leave of three (3) days or more, the 
employee must obtain a certification from her healthcare provider that she 
is able to resume work. 
 

4. If the employee can return to work with limitations, the Agency will 
evaluate those limitations and, if possible, will accommodate the 
employee as required by law.  If accommodation cannot be made, the 
employee will be medically separated from the Agency. 

 
• Employment during Leave  

 
No employee, including employees on pregnancy disability leave, may accept 
employment with any other employer without the Agency’s written permission.  
An employee who accepts such employment without written permission will be 
deemed to have resigned from employment. 

 
Industrial Injury Leave (Workers’ Compensation) 
CRSFSA provides workers’ compensation insurance coverage for employees who 
sustain work-related injuries or illnesses in accordance with applicable law. 
Workers’ compensation benefits may include: 

• Medical care  
• Temporary disability benefits to replace lost wages  
• Vocational rehabilitation, when applicable  
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Employee Responsibilities 
To ensure timely access to benefits, employees shall: 

• Immediately report any work-related injury or illness to their supervisor or the 
Executive Director  

• Seek appropriate medical treatment and follow all prescribed care  
• Complete and return a Workers’ Compensation Claim Form (DWC Form 1)  
• Provide medical certification regarding work restrictions and ability to return to 

work  
 
Medical Treatment 
Employees who experience a work-related injury shall be directed to an Agency-
designated medical provider in accordance with workers’ compensation procedures, 
unless otherwise permitted by law. 
In emergency situations, employees shall be transported to the nearest appropriate 
medical facility. 
 
 
 
Industrial Accident or Illness Leave 
In addition to workers’ compensation benefits, eligible employees may be entitled to 
industrial accident or illness leave in accordance with applicable law. 

• Industrial injury leave shall be provided for up to 60 working days for the same 
injury or illness within a fiscal year, as permitted by law  

• Compensation during such leave shall be coordinated with workers’ 
compensation benefits and shall not exceed the employee’s regular salary  

• Industrial injury leave shall be reduced by one day for each day of authorized 
absence  

• Industrial injury leave shall not be accumulated from year to year  
 
Use of Other Leave 
Upon exhaustion of industrial injury leave, employees may be eligible to use other 
available paid or unpaid leave benefits in accordance with Agency policy, including sick 
leave and applicable protected leave entitlements. 
 
Return to Work 
Employees returning from a work-related injury or illness must provide medical 
clearance specifying any work restrictions prior to resuming duties. 
The Agency will evaluate return-to-work options in accordance with applicable law and 
Agency policy, including reasonable accommodation where appropriate. 
 
Employee Status and Benefits 
An employee absent due to a work-related injury or illness shall retain employment 
status and benefits as provided by law during approved leave. 
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Compliance with Law 
This section shall be administered in accordance with applicable workers’ 
compensation laws and California Education Code provisions governing industrial 
accident and illness leave. 
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Drug & Alcohol Free Workplace 
Board Policy 

Purpose 

The Board of Directors is committed to maintaining a safe, healthy, and productive 
work environment for all employees. The use of drugs or alcohol in the workplace 
poses signicant risks to employee safety, food safety, and the effective operation of 
Community Roots School Food Services Agency (CRSFSA) programs. 

CRSFSA shall maintain a drug- and alcohol-free workplace in accordance with 
applicable federal and state laws. 

Prohibited Conduct 
Employees shall not: 

• Unlawfully manufacture, distribute, dispense, possess, or use controlled 
substances in the workplace  

• Be under the inuence of drugs or alcohol while on duty  
On duty includes: 

• While performing assigned job duties  
• While operating Agency vehicles or equipment  
• While preparing, transporting, or serving food  
• While representing CRSFSA at any work-related activity  

Under the inuence means that an employee’s ability to perform job duties safely and 
effectively is impaired or diminished. 

Reasonable Suspicion Testing 
CRSFSA may require an employee to undergo drug and/or alcohol testing when there 
is reasonable suspicion that the employee is under the inuence of drugs or alcohol 
while on duty. 

Reasonable suspicion shall be based on specic, objective facts and reasonable 
inferences drawn from those facts, including but not limited to: 

• Observable impairment (e.g., slurred speech, unsteady movement, odor of 
alcohol or drugs)  

• Abnormal behavior or conduct  
• Reports from credible witnesses  
• Evidence of unsafe work performance  

Any decision to require testing shall be made by a supervisor or administrator and 
documented in writing. 
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Testing shall be conducted in accordance with applicable law and in a manner that 
respects employee privacy and condentiality. 

Workplace Safety (Food Service Context) 
Due to the nature of CRSFSA operations, including: 

• Food preparation  
• Equipment operation  
• Transportation and delivery  

Employees must be fully alert and capable of performing duties safely at all times. 
Any impairment that compromises: 

• Food safety  
• Employee safety  
• Public trust  

shall be considered a serious violation of this policy. 

Employee Notication and Compliance 
The Executive Director (ED), or designee, shall: 

• Inform employees of this policy and its requirements  
• Ensure employees understand expectations and consequences  
• Provide access to resources related to substance abuse  

Employees shall: 
• Comply with all requirements of this policy  
• Notify CRSFSA within ve (5) days of any workplace-related criminal drug 

conviction  
(Government Code 8355; 41 USC 8103) 

Federal Reporting Requirements 
If CRSFSA receives notice of an employee conviction for a workplace drug violation, 
the Executive Director or designee shall: 

• Notify the appropriate federal granting or contracting agency within ten (10) 
days, as required by law  

(41 USC 8103) 

Disciplinary Action 
In accordance with law, Agency policy, and applicable collective bargaining 
agreements: 

• Violations of this policy may result in disciplinary action up to and including 
termination  

As an alternative or in addition to discipline, CRSFSA may require the employee to: 
• Participate in and successfully complete a drug or alcohol rehabilitation 

program  
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Implementation of this policy shall be consistent with applicable collective bargaining 
agreements. 

Drug-Free Awareness Program 
The Executive Director or designee shall maintain a drug-free awareness program to 
inform employees about: 

• The dangers of drug and alcohol abuse in the workplace  
• CRSFSA’s commitment to a drug-free workplace  
• Available counseling, rehabilitation, or employee assistance programs  
• Consequences of policy violations  

(Government Code 8355; 41 USC 8103) 

Coordination with Other Policies 
This policy shall be implemented in conjunction with: 

• FIS-220 – Drug & Alcohol Free Agency  
• NUT-414 – Hazardous Substances & Chemical Safety  
• NUT-415 – Emergency & Disaster Preparedness  

Legal Compliance 
This policy complies with: 

• Drug-Free Workplace Act (41 USC 8101–8106)  
• Government Code 8355  
• Applicable federal and state employment laws 
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Nondiscrimination in Employment 
Board Policy 

Purpose 

The Board of Directors is committed to providing a safe, inclusive, and equitable 
workplace where all employees and applicants have full and equal access to 
employment opportunities and are protected from discrimination, harassment, and 
retaliation. 

This policy applies to all employees, job applicants, interns, volunteers, and individuals 
contracted to provide services to Community Roots School Food Services Agency 
(CRSFSA).  

Nondiscrimination Commitment 
CRSFSA prohibits discrimination, harassment, and retaliation based on any actual or 
perceived protected characteristic, including but not limited to: 

• Race, color, ancestry, national origin, or ethnicity  
• Religion or religious creed  
• Age  
• Marital, family, or parental status  
• Pregnancy, childbirth, lactation, or related medical conditions  
• Physical or mental disability or medical condition  
• Genetic information  
• Military or veteran status  
• Sex, gender, gender identity, gender expression, or sexual orientation  
• Reproductive health decision-making  
• Immigration status (except as required by law)  
• Association with a person or group with a protected characteristic  

(Government Code 12926, 12940; 2 CCR 11028)  

Prohibited Conduct 
Discrimination, harassment, or retaliation is prohibited in all employment-related 
activities, including: 

• Hiring, compensation, and working conditions  
• Promotion, job assignment, and training opportunities  
• Termination or disciplinary actions  
• Any conduct that creates a hostile or offensive work environment  

Unlawful harassment includes unwelcome verbal, physical, or visual conduct that 
interferes with work performance or creates an intimidating or hostile environment.  
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Reasonable Accommodation 
CRSFSA shall: 

• Provide reasonable accommodations for employees with disabilities  
• Provide accommodations for pregnancy, religious beliefs, and other protected 

characteristics  
• Engage in a timely, good faith interactive process when accommodations are 

requested  

Retaliation Prohibited 
CRSFSA prohibits retaliation against any individual who: 

• Reports or opposes discrimination or harassment  
• Participates in an investigation  
• Requests an accommodation  

No employee shall be penalized for asserting their rights under this policy.  

Employee Responsibilities 
All employees shall: 

• Conduct themselves in a professional and respectful manner  
• Report incidents of discrimination, harassment, or retaliation  

Supervisors and managers shall: 
• Report any observed or reported incidents within one (1) workday  
• Take appropriate action to address and prevent misconduct  

Complaint and Investigation Procedures 
All complaints shall be promptly investigated in a fair, timely, and impartial manner. 

Reporting 
Complaints may be made to: 

• A supervisor or manager  
• The Executive Director (ED) or designee  
• The designated nondiscrimination coordinator  

Supervisors shall report all complaints, whether formal or informal.  
Investigation 

• Investigations shall begin within ve (5) business days of notice  
• All parties shall be treated fairly and with due process  
• Condentiality shall be maintained to the extent possible  

The Agency may implement interim measures, as appropriate, to ensure safety and 
prevent further misconduct. 
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Findings and Resolution 
• A written report shall be completed within 20 business days, unless extended 

for good cause  
• Corrective actions shall be taken when violations are substantiated  
• Both parties shall receive a summary of ndings  

Appeal 
Either party may appeal the ndings to the Board of Directors within 10 business days. 

Appeals shall be heard in accordance with applicable law, including closed session 
requirements. 

Prevention Measures 
The Executive Director or designee shall: 

• Post required nondiscrimination notices at all worksites  
• Include nondiscrimination statements in recruitment materials  
• Provide employee training on discrimination, harassment, and retaliation  
• Review employment practices to ensure compliance  

Record Retention 
CRSFSA shall maintain employment-related records for at least four (4) years or longer 
when required by law or when a complaint is pending.  

External Complaint Rights 
Employees may also le complaints with: 

• California Civil Rights Department (CRD)  
• Equal Employment Opportunity Commission (EEOC)  
• Other applicable agencies  

Applicable timelines and procedures shall be communicated to employees.  

Disciplinary Action 
Any employee who violates this policy shall be subject to disciplinary action, up to and 
including termination. 

Implementation of this policy shall be consistent with applicable collective bargaining 
agreements and shall not supersede negotiated employee rights. 

Policy Alignment 
This policy aligns with: 

• HR-300 Series – Personnel Policies  
• HR-309 – Drug-Free Workplace  
• COM-504 – Access to Public Records  
• NUT-407 – Civil Rights & Program Compliance  
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Legal Compliance 
This policy complies with: 

• Government Code 12900–12996 (FEHA)  
• Title VII of the Civil Rights Act  
• Title IX (as applicable)  
• 2 CCR 11000–11086  
• Other applicable federal and state laws 
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Complaints Concerning Discrimination in Employment 
 

Responsible Department: Administration / Human Resources 

Purpose 

The Board of Directors is committed to ensuring that all complaints of discrimination, harassment, 
or retaliation in employment are addressed promptly, fairly, and in accordance with applicable law. 

This policy establishes procedures for reporting, investigating, and resolving such complaints in 
alignment with HR-310 – Nondiscrimination in Employment. 

Scope 
This policy applies to: 

• Employees  
• Job applicants  
• Interns and volunteers  
• Contractors providing services to CRSFSA  

Reporting of Complaints 
Any individual who believes they have been subjected to discrimination, harassment, or retaliation 
shall promptly report the concern to: 

• A supervisor or manager  
• The Executive Director (ED) or designee  
• The designated nondiscrimination coordinator  

A complainant may: 
• Submit a written complaint, or  
• Attempt informal resolution (if appropriate)  

Supervisors and managers who receive or observe such conduct shall report it within one (1) 
workday, regardless of whether a formal complaint is filed.  

Complaint Requirements 
A written complaint should include: 

• Name of the complainant  
• Name of the person(s) involved  
• Description of the incident(s)  
• Date(s) and location(s)  
• Witnesses, if any  
• Any supporting evidence  

Incomplete complaints shall still be investigated to the extent possible. 
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Investigation Procedures 
Initiation 
The Executive Director or designee shall: 

• Initiate an impartial investigation within five (5) business days of receiving notice  
• Proceed regardless of whether a written complaint has been filed  

Investigation Process 
The investigation may include: 

• Interviewing the complainant  
• Interviewing the respondent  
• Interviewing witnesses  
• Reviewing documents and other evidence  

The complainant shall be: 
• Informed of the process  
• Advised that confidentiality will be maintained to the extent possible  

The Agency may consult: 
• Legal counsel  
• Risk management professionals  

Interim Measures 
When necessary, the Agency may implement interim measures, such as: 

• Schedule changes  
• Work reassignments  
• Administrative leave  

Such measures shall: 
• Protect all parties  
• Prevent further misconduct  
• Not constitute retaliation  

Findings and Resolution 
The Executive Director or designee shall: 

• Complete the investigation and issue a written report within 20–60 business days, depending 
on complexity  

• Notify parties if an extension is required  
The report shall include: 

• Summary of allegations  
• Investigation steps taken  
• Findings and conclusions  
• Basis for the decision  
• Corrective actions, if applicable  

A summary of findings shall be provided to: 
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• The complainant  
• The respondent  

Appeal Process 
Either party may appeal the findings to the Board of Directors within 10 business days of receiving 
the report. 
The Board shall: 

• Review the record  
• Conduct a hearing as appropriate  
• Issue a final decision  

Employee-related matters shall be addressed in closed session, in accordance with law.  

Confidentiality 
All complaints and investigations shall be handled as confidentially as possible, consistent with: 

• The need to conduct a thorough investigation  
• Legal requirements  

Protection Against Retaliation 
Retaliation against any individual who: 

• Files a complaint  
• Participates in an investigation  

is strictly prohibited and shall result in disciplinary action. 

External Remedies 

Individuals may also file complaints with external agencies, including: 

• California Civil Rights Department (CRD)  

• Equal Employment Opportunity Commission (EEOC)  

Applicable timelines include: 

• CRD: within 3 years of the alleged act  

• EEOC: within 180–300 days, depending on filing circumstances  

Disciplinary Action 

Any employee who violates this policy shall be subject to disciplinary action, up to and including 
termination. 

Implementation of this policy shall be consistent with applicable collective bargaining agreements 
and shall not supersede negotiated employee rights. 
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Policy Alignment 
This policy aligns with: 

• HR-310 – Nondiscrimination in Employment  
• HR-309 – Drug-Free Workplace  
• COM-504 – Access to Public Records  

Legal Compliance 
This policy complies with: 

• Government Code 12900–12996 (FEHA)  
• Title VII of the Civil Rights Act  
• 2 CCR 11000–11086  
• 42 USC 2000e-5 
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Reasonable Accommodation 

Purpose 

The Board of Directors is committed to ensuring equal employment opportunity by providing 
reasonable accommodation to qualified individuals with disabilities and other protected conditions, 
in accordance with applicable law. 

This policy shall be implemented in alignment with: 
• HR-310 – Nondiscrimination in Employment  
• HR-311 – Complaints Concerning Discrimination in Employment  
• HR-303 – FMLA/CFRA, Pregnancy & Medical Leave  

Policy Statement 
Except where doing so would create an undue hardship, Community Roots School Food Services 
Agency (CRSFSA) shall provide reasonable accommodation: 

• To qualified job applicants during the hiring process  
• To qualified employees to enable them to perform the essential functions of their position  
• To ensure equal access to employment benefits and opportunities  

No individual who requests accommodation shall be subjected to discrimination, retaliation, or 
adverse action.  

Definitions 
Disability 
A physical or mental impairment that limits one or more major life activities, a record of such 
impairment, or being regarded as having such impairment.  
Qualified Individual 
An individual who: 

• Meets the job requirements (education, experience, skills)  
• Can perform essential job functions with or without accommodation  
• Does not pose a direct safety threat that cannot be mitigated  

Essential Functions 
The fundamental duties of a position, not including marginal tasks.  
Reasonable Accommodation 
Modifications or adjustments that enable an individual to: 

• Participate in the application process  
• Perform essential job duties  
• Access employment benefits  

Undue Hardship 
An accommodation that would cause significant difficulty or expense to CRSFSA, based on 
operational and financial considerations.  
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Request for Accommodation 
Employee Requests 
An employee requesting accommodation shall: 

• Inform their supervisor or the Executive Director (ED) or designee  
• Indicate a need for a workplace change related to a medical or protected condition  

Supervisors shall: 
• Notify the ED or designee promptly  
• Not independently approve or deny accommodations  

Applicant Requests 
Job applicants shall notify the ED or designee if accommodation is needed during the hiring 
process. 

Interactive Process 
Upon receiving a request, CRSFSA shall engage in a timely, good faith interactive process, which 
may include: 

• Discussion with the employee or applicant  
• Identification of functional limitations  
• Exploration of potential accommodations  
• Review of essential job functions  

When the disability or need for accommodation is not obvious, CRSFSA may request reasonable 
medical documentation, limited to information necessary to determine: 

• The existence of a qualifying condition  
• Functional limitations  
• Appropriate accommodations  

Types of Accommodation 
Reasonable accommodations may include, but are not limited to: 

• Modified work schedules  
• Job restructuring (non-essential duties only)  
• Modified equipment or tools  
• Leave for medical treatment (aligned with HR-303)  
• Reassignment to a vacant position, if appropriate  

Modified or Light-Duty Assignments 
As part of the interactive process, the Agency may consider temporary modified or light-duty 
assignments for employees with temporary medical restrictions when appropriate. 
Such assignments: 

• Are provided on a case-by-case basis  
• Are not guaranteed and depend on operational needs and available work  
• Must be consistent with the employee’s medical restrictions  
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Employees requesting modified or light-duty work shall provide appropriate medical 
documentation outlining any work restrictions. 

The Agency will evaluate whether a temporary modification or alternative assignment is feasible and 
effective in allowing the employee to perform meaningful work while maintaining safe operations. 

Nothing in this section shall be construed to require the creation of a new position or the 
elimination of essential job functions. 

Food Service & Operational Considerations 
Due to the nature of CRSFSA operations (e.g., food preparation, equipment use, transportation): 

• Accommodations shall not compromise:  
o Food safety  
o Employee safety  
o Regulatory compliance  

Any accommodation must allow the employee to safely perform essential job duties. 

Determination and Implementation 
The Executive Director or designee shall: 

• Evaluate accommodation options  
• Select an effective and reasonable accommodation  
• Communicate decisions to the employee  

CRSFSA is not required to provide the employee’s preferred accommodation, but must provide an 
effective one. 

Denial of Accommodation 
Accommodation may be denied if: 

• It creates an undue hardship  
• It eliminates essential job functions  
• It poses a direct safety risk that cannot be mitigated  

All denials shall be documented. 

Confidentiality 
All medical information and accommodation records shall: 

• Be kept confidential  
• Be stored separately from personnel files  

Complaint Process 
Any disputes regarding accommodation shall be addressed through: 

• HR-311 – Complaints Concerning Discrimination in Employment  

Implementation of this policy shall be consistent with applicable collective bargaining agreements 
and shall not supersede negotiated employee rights. 
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Policy Alignment 
This policy aligns with: 

• HR-310 – Nondiscrimination in Employment  
• HR-311 – Complaint Procedures  
• HR-303 – FMLA/CFRA & Leave  
• HR-307 – Safety Policies (operational considerations)  

Legal Compliance 
This policy complies with: 

• Americans with Disabilities Act (ADA)  
• Government Code 12940 (FEHA)  
• 29 CFR 1630  
• Applicable federal and state regulations  
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Lactation Accommodation 

Purpose 

The Board of Directors recognizes the health benefits of breastfeeding and is 
committed to providing a supportive work environment that allows employees to 
express breast milk during the workday. 

Community Roots School Food Services Agency (CRSFSA) prohibits discrimination, 
harassment, and retaliation against any employee for requesting or using lactation 
accommodation. 

This policy shall be implemented in alignment with: 
• HR-310 – Nondiscrimination in Employment  
• HR-312 – Reasonable Accommodation  

Policy Statement 
CRSFSA shall provide reasonable break time and an appropriate private space for 
employees to express breast milk for an infant child, in accordance with state and 
federal law. 

Lactation accommodations shall be provided unless doing so would impose an undue 
hardship under limited circumstances as defined by law. 

Request for Accommodation 
An employee requesting lactation accommodation shall: 

• Notify their supervisor or the Executive Director (ED) or designee in advance 
when possible  

Supervisors shall: 
• Respond promptly to requests  
• Coordinate scheduling to ensure coverage of essential duties  
• Notify the ED or designee for support as needed  

Break Time Requirements 
CRSFSA shall provide: 

• A reasonable amount of break time each time an employee needs to express 
breast milk  

To the extent possible: 
• Break time shall run concurrently with existing paid breaks  
• Additional time beyond regular breaks:  

o May be unpaid for non-exempt employees  
(Labor Code 1030; 29 USC 218d) 
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Lactation Space Requirements 
CRSFSA shall provide a lactation space that: 

• Is private and shielded from view  
• Is free from intrusion  
• Is not a bathroom  
• Is safe, clean, and free of hazardous materials  

The space shall include: 
• A place to sit  
• A surface for a breast pump and personal items  
• Access to electricity (or alternative power sources)  
• Access to a sink with running water  
• Access to a refrigerator or other suitable cooling device  

The space shall be: 
• In close proximity to the employee’s work area  
• Available whenever needed  

If a multipurpose room is used: 
• Lactation use shall take priority during use  

(Labor Code 1031; 29 USC 218d) 

Operational Considerations (CRSFSA-Specific) 
Due to the nature of CRSFSA operations (e.g., kitchens, transport, multiple sites): 

• Lactation accommodations may be coordinated across:  
o Central kitchen  
o School sites (in coordination with districts)  
o Mobile or field-based work environments  

CRSFSA shall make reasonable efforts to: 
• Provide compliant space at each work location, or  
• Arrange access to an appropriate nearby facility  

Denial of Accommodation 
Lactation accommodation may only be denied in limited circumstances where: 

• It would impose a significant operational difficulty or expense  
Before denying a request: 

• The supervisor shall consult with the Executive Director or designee  
• All alternative options must be considered  

If denied: 
• The Agency shall provide a written response including:  

o The reason for denial  
o Alternative options considered  

(Labor Code 1034) 
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Employee Responsibilities 
Employees shall: 

• Use lactation accommodation appropriately  
• Maintain cleanliness of the designated space  
• Communicate scheduling needs in good faith  

Policy Distribution 
CRSFSA shall: 

• Include this policy in the employee handbook  
• Provide it to:  

o All new employees upon hire  
o Any employee who inquires about parental leave or accommodation  

(Labor Code 1034) 

Complaint and Dispute Resolution 
Concerns regarding lactation accommodation may be addressed through: 

• HR-311 – Complaints Concerning Discrimination in Employment  
Employees may also file complaints with: 

• California Labor Commissioner (Labor Code 1030–1034)  
• U.S. Department of Labor (PUMP Act)  
• Equal Employment Opportunity Commission (EEOC)  

Implementation of this policy shall be consistent with applicable collective bargaining 
agreements and shall not supersede negotiated employee rights. 

Policy Alignment 
This policy aligns with: 

• HR-310 – Nondiscrimination in Employment  
• HR-311 – Complaint Procedures  
• HR-312 – Reasonable Accommodation  

Legal Compliance 
This policy complies with: 

• California Labor Code 1030–1034  
• Providing Urgent Maternal Protections (PUMP) for Nursing Mothers Act (29 USC 

218d)  
• Pregnant Workers Fairness Act (42 USC 2000gg-1)  
• Applicable federal and state regulations 
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Employee Use of Technology 

Purpose 

The Board of Directors recognizes that technological resources enhance employee 
performance, communication, and operational efficiency. 

Community Roots School Food Services Agency (CRSFSA) provides technology to 
support: 

• Agency operations  
• Communication with staff, districts, and the public  
• Data management and program compliance  

Employees are expected to use technology responsibly, safely, and primarily for work-
related purposes. 

Scope of Technology 
CRSFSA technology includes, but is not limited to: 

• Computers, laptops, tablets, and mobile devices  
• Software, cloud-based systems, and applications (including AI tools)  
• Internet, email, and communication systems  
• Servers, networks, Wi-Fi, and storage devices  
• Phones, radios, and other communication devices  

This applies whether accessed: 
• On-site or off-site  
• On CRSFSA-owned or authorized personal devices  

Authorized Use 
Employees may use CRSFSA technology to: 

• Perform job-related duties  
• Communicate for Agency business  
• Support operations, compliance, and reporting  

Employees shall: 
• Use technology safely, responsibly, and primarily for work purposes  
• Review and be responsible for all work products generated using technology, 

including AI tools  
• Follow all applicable laws, policies, and procedures  

Artificial Intelligence (AI) Use 
Employees may use AI tools to support job duties; however: 

• Employees are responsible for all final outputs  

60



Board Policy #: HR-314 
Approved Date: 06/16/2026  

Revised Date: 06/16/2026 
 

Page 2 of 4 
 

• Confidential, personnel, or sensitive information shall not be entered into AI 
systems, unless permitted by law and approved  

• Employees shall verify accuracy and appropriateness of AI-generated content  
When in doubt, employees shall consult the Executive Director (ED) or designee. 

User Obligations and Responsibilities 
Employees shall: 

• Maintain the security of login credentials and passwords  
• Use only assigned accounts  
• Keep account information private  
• Check Agency email regularly as directed  

Employees shall not: 
• Access or distribute harmful, obscene, or inappropriate content  
• Engage in harassment, discrimination, or unethical conduct  
• Use technology for unauthorized commercial or for-profit activities  
• Interfere with or attempt to access another user’s account or 

communications  
• Create websites, blogs, or online content representing CRSFSA without 

authorization  

Acceptable Use and Monitoring 
Employees shall have no expectation of privacy when using CRSFSA technology. 
CRSFSA may: 

• Monitor, access, and review usage at any time  
• Access files, emails, messages, and communications  
• Conduct monitoring without prior notice, as permitted by law  

Records created or stored on personal devices used for Agency business may be 
subject to: 

• Public Records Act requests  
• Legal disclosure  

Personal Devices and Network Access 
• Personal devices shall not connect to CRSFSA systems unless authorized  
• Personal email shall not be used for Agency business  
• External storage devices may only be used with approval  

Employees are responsible for safeguarding any device used for Agency work. 

Internet and Online Services 
Employees accessing online services shall: 

• Use systems only for authorized purposes  
• Comply with copyright laws  
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• Avoid posting or transmitting inappropriate or unlawful content  
Employees shall report: 

• Security breaches  
• Suspicious activity  
• Misuse of systems  

to the Executive Director or designee immediately. 

Cybersecurity and Data Protection 
The Executive Director or designee shall: 

• Implement safeguards to protect CRSFSA systems and data  
• Monitor for cyber threats and vulnerabilities  
• Maintain data privacy and security protocols  
• Update practices based on current cybersecurity guidance  

Technology Protection Measures 
CRSFSA shall implement filtering or protection systems to: 

• Block access to harmful or illegal content  
• Protect system integrity  

Such measures may be adjusted for legitimate business purposes. 

Professional Development 
CRSFSA shall provide training to employees on: 

• Proper technology use  
• Cybersecurity awareness  
• Data privacy  
• Responsible use of AI tools  

Acceptable Use Agreement 
All employees shall: 

• Sign an Acceptable Use Agreement upon hire  
• Acknowledge updates when policies change  

Disciplinary Action 
Violation of this policy may result in: 

• Revocation of technology access  
• Disciplinary action, up to and including termination  
• Legal action, where applicable  

Implementation of this policy shall be consistent with applicable collective bargaining 
agreements and shall not supersede negotiated employee rights. 
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Policy Alignment 
This policy aligns with: 

• COM-500 – Communication with the Public  
• COM-502 – Website & Digital Communications  
• COM-504 – Access to Public Records  
• HR-310 – Nondiscrimination in Employment  

Legal Compliance 
This policy complies with: 

• California Public Records Act  
• Federal and state data privacy laws  
• Children’s Internet Protection Act (CIPA)  
• 20 USC 6777; 47 USC 254  
• Penal Code 313 
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Employee Safety 

Purpose 

The Board of Directors is committed to providing a safe and healthful work 
environment for all employees and recognizes that workplace safety is a shared 
responsibility. 

All working conditions, equipment, and practices shall comply with applicable federal, 
state, and local laws and regulations. 

Policy Statement 
No employee shall be required or permitted to work in any environment that is unsafe 
or unhealthful. 
(Labor Code 6402) 
Employees are expected to: 

• Follow safe work practices  
• Use required safety equipment  
• Report unsafe conditions immediately  

The Agency shall promote safety through: 
• Training  
• Supervision  
• Enforcement of safe work practices  

Employee Responsibilities 
Employees shall: 

• Comply with all safety rules and procedures  
• Properly use equipment and personal protective equipment (PPE)  
• Immediately report unsafe conditions, hazards, injuries, or illnesses  
• Cooperate in safety investigations  

Employees may not: 
• Ignore or bypass safety procedures  
• Engage in unsafe behavior that may endanger themselves or others  

Reporting Unsafe Conditions 
If an employee identifies an unsafe condition: 

• The employee shall correct it if safe to do so  
• If not, the employee shall immediately report it to:  

o Supervisor  
o Executive Director (ED) or designee  

Employees shall not be retaliated against for reporting safety concerns. 
(Labor Code 6310) 
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Injury and Illness Prevention Program (IIPP) 
The Executive Director or designee shall establish and maintain a written Injury and 
Illness Prevention Program (IIPP) in accordance with applicable law. 
The IIPP shall serve as the Agency’s comprehensive plan for: 

• Identifying and evaluating workplace hazards  
• Implementing safety procedures  
• Conducting safety training  
• Investigating workplace incidents  
• Correcting unsafe conditions  

All employees shall comply with the requirements of the IIPP. 
(See Board Policy HR-305 – Injury and Illness Prevention Program) 

The Agency shall address repetitive motion injuries and ergonomic risks in accordance 
with applicable law and the Agency’s Injury and Illness Prevention Program. 

Hazard Response 
When an imminent hazard exists: 

• Employees shall be removed from the area  
• Only authorized personnel shall address the hazard  
• Appropriate safeguards shall be implemented  

Safety Training 
The Agency shall provide safety training: 

• At the time of hire  
• When job duties change  
• When new equipment or hazards are introduced  
• When new risks are identified  

Supervisors shall be trained on hazards affecting their teams. 

Worksite Safety Inspections 
The Agency shall conduct periodic inspections: 

• At all worksites  
• When new hazards arise  
• When incidents occur  

Inspection results shall be documented and maintained. 

Labor/Management Safety Committee 
The Agency may establish a safety committee to: 

• Review workplace safety issues  
• Evaluate incidents and trends  
• Recommend improvements  
• Review inspection results  
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Records shall be maintained as required by law. 

 

Food Service & Operational Safety (CRSFSA-Specific) 
Due to the nature of Agency operations, safety practices shall include: 

• Safe food handling and sanitation practices  
• Proper use of kitchen equipment  
• Use of PPE (e.g., gloves, aprons, slip-resistant shoes)  
• Safe lifting and transport procedures  
• Chemical safety (see NUT-414)  

First Aid and Medical Services 
The Executive Director or designee shall ensure: 

• Availability of first aid supplies at all worksites  
• Access to emergency medical services  
• At least one trained first aid provider at applicable sites  

Emergency communication systems (e.g., 911 access) shall be available. 

Special Safety Programs 
Where applicable, the Agency shall implement: 

• Hearing conservation programs  
• Eye protection requirements  
• Hazard-specific safety procedures  

Non-Retaliation 
No employee shall be: 

• Discharged  
• Disciplined  
• Discriminated against  

for reporting safety concerns or participating in safety-related activities. 
(Labor Code 6310) 

Disciplinary Action 
Failure to follow safety procedures may result in: 

• Corrective action  
• Disciplinary action, up to and including termination  

Implementation of this policy shall be consistent with applicable collective bargaining 
agreements and shall not supersede negotiated employee rights. 
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Policy Alignment 
This policy aligns with: 

• HR-301 – Employee Handbook  
• HR-310 – Nondiscrimination  
• NUT-414 – Hazardous Substances & Chemical Safety  
• NUT-415 – Emergency & Disaster Preparedness  

Legal Compliance 
This policy complies with: 

• Labor Code 6400–6413  
• Labor Code 6310 (whistleblower protection)  
• 8 CCR 3203 (IIPP requirements)  
• 8 CCR 3400 (first aid)  
• Applicable Cal/OSHA regulations 
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Employment of Relatives 

Purpose 

The Agency seeks to ensure that employment decisions are made fairly, objectively, 
and free from conflicts of interest or the appearance of favoritism. 

Employees shall not: 

• Supervise, evaluate, or participate in employment decisions affecting a relative 
or individual with whom they have a personal relationship  

• Influence hiring, promotion, discipline, or compensation decisions involving 
such individuals  

For purposes of this policy, a relative includes immediate family members and other 
close familial relationships. 

The Agency may permit the employment of relatives or individuals with personal 
relationships provided that: 

• No direct or indirect supervisory relationship exists  

• No conflict of interest is present  

• Workplace operations, safety, and morale are not adversely affected  

Employees are required to disclose any relationship that may create a conflict under 
this policy. 

Failure to disclose or comply with this policy may result in corrective action. 
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Sexual Harassment Prevention 

Purpose 

The Community Roots School Food Services Agency (CRSFSA) is committed to 
maintaining a work environment that is free from sexual harassment and unlawful 
discrimination. The Agency prohibits sexual harassment of employees, job applicants, 
interns, volunteers, and other individuals engaged in Agency activities. 

The Agency also prohibits retaliation against any individual who reports, complains, or 
participates in the investigation of sexual harassment or related misconduct. 

Sexual harassment includes, but is not limited to, unwelcome sexual advances, 
requests for sexual favors, or other verbal, visual, or physical conduct of a sexual nature 
when: 

• Submission to such conduct is made a term or condition of employment  
• Submission to or rejection of such conduct is used as the basis for employment 

decisions  
• The conduct has the purpose or effect of unreasonably interfering with work 

performance or creating an intimidating, hostile, or offensive work environment  

Sexual harassment may be based on sex, gender, gender identity, gender expression, 
or sexual orientation and may occur between any individuals in the workplace. 
All employees are expected to: 

• Maintain a professional work environment  
• Refrain from engaging in prohibited conduct  
• Report incidents of sexual harassment  

Supervisors who receive a complaint or become aware of potential harassment shall 
immediately report the matter to the Executive Director or designee. 

Any employee who engages in prohibited conduct is subject to disciplinary action, up 
to and including termination. 

PROCEDURE 
1. Reporting Complaints 

Any employee or applicant who believes they have been subjected to sexual 
harassment, or who has knowledge of such conduct, shall report the incident as soon 
as possible to: 

• Their supervisor, OR  
• The Executive Director or designee  

An individual may bypass their supervisor if the supervisor is the subject of the 
complaint. 
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2. Investigation 
All complaints shall be: 

• Promptly reviewed  
• Thoroughly and fairly investigated  
• Documented  

The Agency shall take appropriate interim measures when necessary to ensure the 
safety and integrity of the workplace. 
Confidentiality shall be maintained to the extent possible while allowing for a proper 
investigation. 

3. Corrective Action 
If a violation is found, the Agency shall take timely and appropriate corrective action, 
which may include: 

• Counseling  
• Training  
• Reassignment  
• Discipline up to and including termination  
4. Training Requirements 

The Agency shall provide sexual harassment prevention training in accordance with 
California law, including: 

• At least two hours of training every two years for supervisory employees  
• Training for new supervisors within six months of assuming supervisory duties  

Training shall include: 
• Definitions and examples of sexual harassment  
• Reporting procedures  
• Supervisor responsibilities  
• Prevention strategies  
5. Notification and Posting 

The Agency shall: 
• Provide this policy to all employees upon hire  
• Include the policy in the employee handbook  
• Post required notices regarding sexual harassment and employee rights in a 

prominent location  
6. Retaliation Prohibited 

Retaliation against any individual who reports sexual harassment or participates in an 
investigation is strictly prohibited and may result in disciplinary action. 

7. Coordination with Other Policies 
Complaints under this policy shall be processed in accordance with: 

• HR-311 Complaints Concerning Discrimination in Employment 
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Confidentiality of Information 

Purpose 

The Agency recognizes the importance of maintaining the confidentiality of 
information obtained in the course of employment. 

Employees shall: 

• Maintain the confidentiality of all non-public Agency information  

• Access information only as necessary to perform assigned duties  

• Not disclose confidential information to unauthorized individuals  

Confidential information may include, but is not limited to: 

• Personnel records  

• Medical information  

• Student or program-related data  

• Financial or operational information not available to the public  

Employees shall comply with all applicable laws and Agency policies regarding the 
protection and release of information. 

Any unauthorized disclosure, whether intentional or due to negligence, may result in 
disciplinary action, up to and including termination. 

Closed Session Confidentiality (Leadership Only) 

Employees who attend Board closed sessions shall maintain the confidentiality of 
information disclosed in closed session in accordance with applicable law. 
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Employee Leaves 
Board Policy & Regulation 

Policy 

The Community Roots School Food Services Agency (CRSFSA) shall provide 
employees with paid and unpaid leaves of absence in accordance with applicable 
federal and state laws, Agency policies, administrative procedures, and collective 
bargaining agreements, as applicable. 

The Agency is committed to administering leave benefits in a manner that: 
• Ensures legal compliance  
• Supports employee well-being  
• Maintains continuity of operations  
• Provides equitable and consistent application across employee groups  

This policy establishes the framework for employee leave benefits. Detailed provisions 
are implemented through Agency procedures, the Employee Handbook, and 
applicable agreements. 

APPLICABILITY BY EMPLOYEE GROUP 
1. Bargaining Unit Employees 
Employees represented by an exclusive bargaining representative, including 
the California School Employees Association (CSEA), shall receive leave 
benefits as defined in the applicable Collective Bargaining Agreement (CBA). 

Where a conflict exists between this policy and a negotiated CBA, the CBA shall 
govern. 

2. Non-Bargaining Unit Employees 
Management, confidential, and administrative employees shall receive leave 
benefits as defined in: 

• The Employee Handbook  
• Individual employment agreements (if applicable)  
• Applicable Agency policies  

3. Temporary, Short-Term, and Substitute Employees 
Temporary and substitute employees shall receive leave benefits in accordance 
with applicable law and Agency procedures, including requirements under: 

• Healthy Workplaces Healthy Families Act of 2014  
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TYPES OF LEAVE 
The Agency provides a range of leave benefits, which may include, but are not limited 
to: 

• Sick leave and personal necessity leave  
• Vacation leave  
• Bereavement leave  
• Jury duty and official appearance leave  
• Military leave  
• Family and medical leave  
• Pregnancy disability leave  
• Industrial injury/illness leave (workers’ compensation)  
• Catastrophic leave (if applicable)  
• Other leaves as required by law  

Detailed requirements, eligibility, and administration of specific leave types are 
governed by: 

• HR-303 – FMLA/CFRA, Pregnancy Disability, and Industrial Leave Policy  
• The CRSFSA Employee Handbook  
• Applicable collective bargaining agreements  
• Federal and state law  

PROCEDURES 
1. Requesting Leave 
Employees shall request leave in accordance with Agency procedures, which 
may include: 

• Submitting a leave request through designated systems or forms  
• Providing advance notice when practicable  
• Providing required documentation or certification when applicable  

Supervisors shall review and respond to leave requests in a timely and 
consistent manner. 

2. Use of Leave 
Employees shall use leave benefits only for authorized purposes and in 
accordance with applicable law and Agency requirements. 
The Agency may require verification of leave use when permitted by law, 
including: 

• Medical certification  
• Documentation of qualifying events  
• Other reasonable verification  
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3. Concurrent Use of Leave 
To the extent permitted by law, applicable leave entitlements shall run 
concurrently. 

Nothing in this policy shall be interpreted to provide duplicative leave benefits 
beyond those required by law or authorized by Agency policy or agreement. 

4. Leave Tracking and Recordkeeping 
The Agency shall maintain accurate records of: 

• Leave accruals (if applicable)  
• Leave usage  
• Employee eligibility and entitlements  

Records shall be maintained in accordance with applicable laws and retention 
requirements. 

5. Coordination with Other Policies 
Leave administration under this policy shall be coordinated with: 

• HR-303 – FMLA/CFRA, Pregnancy Disability, and Industrial Leave  
• Employee Handbook provisions  
• Workers’ compensation processes  
• Reasonable accommodation procedures (HR-312)  

6. Compliance with Law 
The Agency shall administer leave benefits in compliance with applicable laws, 
including but not limited to: 

• Family and Medical Leave Act (FMLA)  
• California Family Rights Act (CFRA)  
• Pregnancy Disability Leave (PDL)  
• Healthy Workplaces Healthy Families Act of 2014  
• Applicable California Education Code provisions  

7. Misuse of Leave 
Misuse or abuse of leave benefits may result in corrective action, consistent with 
Agency policy, applicable law, and any governing collective bargaining 
agreement. 

8. Administration 
The Executive Director or designee shall implement procedures, forms, and 
systems necessary to administer this policy, including: 

• Leave request processes  
• Documentation requirements  
• Employee notifications  
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• Compliance tracking  

Final Authority 
The Board of Directors retains the authority to interpret, modify, and apply this policy 
in accordance with applicable law and Agency operational needs. 

Coordination with Other Policies 
This policy shall be implemented in conjunction with: 

• HR-303 – FMLA/CFRA, Pregnancy Disability, and Industrial Leave 
• HR-312 – Reasonable Accommodation 
• HR-315 – Employee Safety 
• CRSFSA Employee Handbook 
• Applicable Collective Bargaining Agreements 

 
Legal Compliance 
This policy complies with: 

• Family and Medical Leave Act (29 USC 2601–2654) 
• California Family Rights Act (Government Code 12945.2) 
• Pregnancy Disability Leave (Government Code 12945) 
• Healthy Workplaces, Healthy Families Act of 2014 (Labor Code 245–249) 
• Applicable California Education Code provisions 
• Applicable federal and state employment laws 
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COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 
RESOLUTION NO. 26-12 

A RESOLUTION AUTHORIZING PARTICIPATION IN SELF-FUNDING  
EXCESS LIABILITY PLAN 

 
WHEREAS, the Board of the Community Roots School Food Services Agency, along 
with other school districts of the State of California, have been studying self-funding 
of excess liability; and 
 
WHEREAS, these districts, public charter schools and JPA’s have determined there 
is a need for a self-funding system for excess liability coverage by combining their 
respective efforts to establish, operate and maintain a Joint Powers Agency for self-
funding of excess liability; and 
 
WHEREAS, Title I, Division 7, Chapter 5, Article I (Section 6500 et seq.) of the 
Government Code of the State of California, authorizes joint exercise by two or 
more public agencies of any power common to them, 
 
WHEREAS, California law authorizes school district (or public agencies) to 
establish Self-funded Programs. 
 
NOW, THEREFORE, BE IT RESOLVED by the Board as follows: 
 

1. The Board of Directors of Community Roots School Food Services 
Agency hereby declares its membership in the Schools Excess Liability 
Fund and instructs its duly authorized agent to execute on behalf of the 
agency, the attached Joint Powers Agreement. 

2. The Board instructs staff to take all necessary steps to implement this 
resolution.                               

 
PASSED AND ADOPTED by the Board of Directors of CRSFSA this 16th day of June, 
2026, by the following vote: 
 
AYES: 

NOES: 

ABSENT: 

 
_________________________  ______________________________ 
Date      President, Board of Directors 
 
ATTEST: 
  _______________________ Board Secretary 
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COMMUNITY ROOTS SCHOOL FOOD SERVICES AGENCY 
RESOLUTION NO. 26-13 

A RESOLUTION AUTHORIZING PARTICIPATION IN REEP 
 
On June 9, 2026, the Board of Directors (the "Board") of the Community Roots 
School Food Services Agency, (“Community Roots") held a meeting. All members of 
the Board were present except the following: __________________________. 

On motion of Board Member ______________________, duly seconded and carried, 
the following Resolution was adopted: 
 
WHEREAS, California Government Code Section 6500 et seq. authorizes public 
agencies to jointly exercise powers common to them by entering into Joint Powers 
Agreements; 
 
WHEREAS, the Regional Employer/Employee Partnership for Benefits ("REEP") is a 
Joint Powers Authority established to provide and administer employee benefit 
programs including medical, dental, and vision benefits; 
 
WHEREAS, participation in REEP allows Community Roots to collaborate in the 
provision of employee benefits; 
 
WHEREAS, the Board finds that participation in REEP is in the best interest of 
Community Roots; 
 
NOW, THEREFORE, BE IT RESOLVED that the Board of Directors of Community 
Roots hereby approves participation in REEP; 
 
RESOLVED FURTHER that Community Roots approves execution of the REEP Joint 
Exercise of Powers Agreement and agrees to be bound by its terms and bylaws; 
 
RESOLVED FURTHER that Community Roots shall make required contributions and 
comply with all governance and operational requirements of REEP; 
 
RESOLVED FURTHER that the following individual is authorized to execute all 
necessary documents: 
 
Authorized Representative: Sam KoneffKlatt 
Title: Executive Director 
 
RESOLVED FURTHER that said individual is authorized to execute the agreement 
and take all actions necessary to implement participation in REEP; 
 
AYES:  

NOES:  

ABSENT:  

ABSTAIN:  
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DATED: June 9, 2026 

 
BOARD MEMBERS: 

Scott Lay 

John Baggett 

Scott Mikal-Heine 

Katie Kohler 

Gregg Motarjeme 

Andrew Withers 

Dan Frisella 

Duan Triplett 

Melissa Conley 

 
I, Andrew Withers, Secretary of the Board of Directors, hereby certify that the 
foregoing Resolution was duly adopted. 

 
IN WITNESS WHEREOF, I have hereunto set my hand this 9th day of June, 2026. 

 
________________________________________ 

Secretary of the Board of Education 
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FACILITY USE AGREEMENT 
This Facility Use Agreement ("Agreement") is made and entered into on this 1st day of 
July 2025, by and between Community Roots School Food Services Agency 
("Community Roots"), a public joint powers authority, and Local Education Agency 
Members ("LEA"), a public school district, collectively referred to as the "Parties." 

1. Purpose 
This Agreement outlines the terms and conditions under which Community Roots may 
use designated food service facilities owned by the LEA, including but not limited to 
the standalone central kitchen located at 972 Golden Gate Terrace, Grass Valley, CA 
95945, and the kitchens and associated storage spaces at the following school sites: 

 Chicago Park Elementary School 
 Clear Creek Elementary School 
 Bell Hill Academy 
 Margaret G. Scotten Elementary School 
 Lyman Gilmore Middle School 
 Grass Valley Charter School 
 Deer Creek Elementary School 
 Seven Hills Middle School 
 Ready Springs School 
 Williams Ranch School 
 Alta Sierra Elementary School 
 Arete Charter Academy 
 Cottage Hill Elementary School 
 Magnolia Intermediate School 
 Union Hill School 
 Bear River High School 
 Nevada union High School 
 Silver Springs High School 
 Williams & Marian Ghidotti High School 

 

 
Facilities may be used for the purpose of preparing, storing, and distributing school 
meals and related food service activities in accordance with Community Roots’ 
operations. Community Roots may also use existing designated dry or cold storage 
areas at the school sites, as available and appropriate for cafeteria operations. 
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2. Term 
This Agreement shall commence on July 1, 2025, and shall continue on a year-to-year 
basis, ending on June 30 of each year, unless terminated or amended in accordance 
with Section 12 of this Agreement. 

3. Use of Facilities 
Community Roots shall have access to each designated facility Monday through Friday, 
from 5:00 AM until 3:30 PM or until the end of the final reimbursable meal period, plus 
sufficient time to complete operations. This access excludes school holidays and 
closures, unless otherwise agreed upon in writing by both Parties. 
 
All facilities shall remain the sole property of the LEA. Community Roots shall not claim 
any ownership interest and will occupy the space solely as a tenant for the duration of 
this Agreement. 
 
Community Roots staff may access shared-use spaces (e.g., multipurpose or cafeteria 
areas) as necessary to enter and exit kitchen facilities and to provide meal service 
during designated operational hours. Access shall be limited to food service 
operations and not extend beyond normal service times unless otherwise agreed. 
Executive Director, Director of Food Services, Culinary Center Production Manager and 
Site Leads will be issued a set of keys for the kitchen, in accordance with each 
Districts/LEAs process for key distribution. 

4. Financial Terms 
The cost of facility use shall be determined based on site type and shall be agreed 
upon annually by both Parties. For the 2025–26 school year, the following structure 
shall apply: 

 
  $3,000 per school site used solely for serving meals 
  $5,000 per production site used for preparing meals 

 

For the purposes of this Agreement, a production site is defined as any site where 
meals are prepared on-site for distribution and/or service at that location and other 
school sites. If a site functions as a production site, the production site rate of $5,000 
shall apply. A school site is defined as a site that is only serving the location it is at (if a 
school site is not producing for other schools, it is not a production site). The school 
site rate is $3,000 per site. 
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These amounts shall cover access and use of designated facilities for school food 
service operations. All other in-kind contributions — including use of existing 
equipment and access to internet service — are addressed in the relevant sections of 
this Agreement. 

5. Cleaning and Maintenance 
Community Roots shall be responsible for all daily and deep cleaning of the kitchen 
and storage areas at all sites, including the central kitchen, as well as for routine 
cleaning of foodservice equipment and smallwares. Cleaning and maintenance of 
shared-use spaces used for meal service (such as cafeteria seating areas) shall remain 
the responsibility of the LEA. 

The LEA shall retain responsibility for maintenance and repairs related to real property 
infrastructure Such As: 

 Walls 
 Floors 
 HVAC 
 Electrical systems 
 Plumbing system 
 Walk in refrigeration 

Community Roots shall use LEA’s existing foodservice equipment and smallwares at all 
sites. This provision of equipment shall be considered an in-kind contribution to 
support Community Roots’ school meal operations. All repairs to kitchen equipment 
will be billed to Community Roots for actual cost. 

5A. Kitchen Renovation and Food Service Flow Coordination 
The Parties acknowledge that kitchen layout, equipment placement, storage, receiving 
areas, service lines, sanitation areas, delivery access, utilities, and related facility 
changes can directly impact food service operations, workflow efficiency, safety, 
regulatory compliance, and the timely preparation, distribution, and service of meals to 
students. 

To support effective planning, the LEA agrees to involve Community Roots as early as 
reasonably practicable in any discussions, planning, design, or decision-making related 
to proposed kitchen renovations, remodels, equipment changes, service-line 
modifications, storage changes, utility changes, or other facility improvements that may 
affect food service operations. 
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Community Roots’ involvement is intended to provide operational input regarding 
food service flow, meal preparation, service efficiency, equipment placement, storage, 
sanitation, delivery and receiving access, staff workflow, and applicable compliance 
considerations. The LEA retains final decision-making authority over its facilities, but 
agrees to consider Community Roots’ operational input in good faith before finalizing 
plans or authorizing non-emergency work that may affect kitchen or food service 
operations. 

This coordination requirement is not intended to delay necessary repairs or emergency 
work. In the event of urgent or emergency facility work, the LEA shall notify Community 
Roots as soon as reasonably practicable and coordinate with Community Roots to 
minimize disruption to food service operations. 

6. Insurance 
Community Roots assumes full liability for its operations and employees at all LEA 
facilities. This includes responsibility for any incidents, claims, or damages arising from 
Community Roots' activities. 
 
Community Roots shall maintain workers compensation and general liability insurance 
in an amount to be determined and shall name the LEA as an additional insured. Proof 
of insurance shall be provided annually and upon request. 

7. Compliance and Training 
Community Roots staff shall respect the authority of school site leadership during 
operational hours. School administrators and their designees may provide direction to 
Community Roots staff related to activities that impact the school environment, safety, 
or operations. Any concerns regarding such direction shall be communicated in writing 
to the Executive Director of Community Roots for resolution. 
 
Community Roots will ensure all staff are trained and certified in food safety and 
comply with all applicable laws and regulations. 

8. Shared Use Provisions 
In accordance with National School Lunch Program regulations, the LEAs may use its 
facilities for its own purposes outside of Community Roots designated hours under the 
following conditions: 

 Written notice must be provided to Community Roots in advance. 
 All equipment used must be cleaned and returned to its original state. 
  No Community Roots inventory (food or non-food) may be used or accessed. 
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  No non-Community Roots items may be stored in designated Community 
Roots storage areas. 

9. Internet and Phone Access 
Community Roots may be granted access to the LEA’s internet network and phone 
services as mutually agreed upon. This access shall be considered an in-kind 
contribution from to support Community Roots' operations. Community Roots shall be 
responsible for providing and maintaining its own phone systems. Use of district 
internet resources must adhere to the LEA’s technology use policies and shall be 
restricted to official school food service operations. 

10. Safety & Communications 
Community Roots staff assigned to the site will be added to the Districts Emergency 
Call system for closure notices and important safety communication that District staff 
receives. Community Roots staff shall also be included in the Districts/Lea’s safety and 
emergency training each year. If Community Roots staff is not contracted on the 
training day that the District provides training, one-on-one or individualized training 
needs to be provided to Community Roots Staff.  

11. Central Kitchen Facility Provisions 
The standalone central kitchen located at 972 Golden Gate Terrace, Grass Valley, shall 
serve as a primary production facility operated by Community Roots. Community Roots 
shall assume full financial and operational responsibility for this facility during its 
occupancy, including but not limited to: 

 All utility costs 
 Daily and deep cleaning 
 Custodial and pest control services 
 Foodservice equipment maintenance and repairs 
 Staffing and infrastructure expenses associated with operations 

 
Grass Valley School District shall retain ownership of the facility and real property. The 
District shall be responsible for repairs related to any issues arising from newly installed 
infrastructure or equipment—such as electrical systems, plumbing, or refrigeration—
during the first 6 months of occupancy (July 1, 2025 – December 30, 2025). After this 
initial 6 months, full operational responsibility, including infrastructure repairs, shall be 
transferred to Community Roots. 
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12. Modifications and Dispute Resolution 
This Agreement may only be amended in writing, signed by both Parties. Any disputes 
shall first be addressed through informal discussion. If unresolved, the Parties agree to 
enter mediation prior to pursuing any legal remedies. 

13. Miscellaneous 
This Agreement constitutes the full and complete understanding between the Parties 
and supersedes all prior communications and agreements, whether oral or written. 

 

IN WITNESS WHEREOF, the Parties have executed this Agreement as of the date first 
written above. 
 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Nevada Joint Union High School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Grass Valley School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Nevada City School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 
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Title: Superintendent, Penn Valley Union Elementary School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Pleasant Ridge Union School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Union Hill School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Chicago Park School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Clear Creek School District 

Date: ________________________________________________ 

Signature: ___________________________________________ 

Name: _______________________________________________ 

Title: Superintendent, Nevada County Superintendent of Schools 

Date: ________________________________________________ 
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ADDENDUM TO FACILITIES USE 
AGREEMENT 

For Associate Member Local Education Agencies (LEAs) 
Community Roots School Food Services Agency (CRSFSA) 

Approved Date: ___________________ 

Effective Date: ___________________ 

This Addendum to the Facilities Use Agreement (“Addendum”) is entered into by and 
between the Community Roots School Food Services Agency (“Community Roots” or 
“Agency”), a public joint powers authority, and the Associate Member Local Education 
Agency (“LEA”), a public educational agency participating in the Agency pursuant to 
the Associate Membership Agreement executed between the Parties. 

This Addendum is intended to supplement and extend the terms of the Facilities Use 
Agreement originally executed July 1, 2025, between Community Roots and Member 
LEAs, to govern the use of LEA food service facilities by Community Roots at newly 
added associate member sites. 

1. Purpose 
This Addendum establishes the terms and conditions under which Community Roots 
may utilize designated food service facilities owned and operated by the Associate 
Member LEA for the preparation, storage, and distribution of meals in alignment with 
Community Roots’ Universal Meal Program and operational scope as outlined in the 
governing JPA and Facilities Use Agreement. 

2. Term 
The term of this Addendum shall coincide with the effective period of the LEA’s 
Associate Membership Agreement and renew annually unless terminated in 
accordance with Section 12 of the primary Facilities Use Agreement or the termination 
provisions of the Associate Membership Agreement. 

3. Facility Designation and Use 
Community Roots shall have access to the following facility(ies) owned by the Associate 
Member LEA for school meal operations: 
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 [Insert Site Name(s), Address(es), and Description (e.g., kitchen, storage, cafeteria 
use)] 

The terms outlined in Sections 3 through 10 of the main Facilities Use Agreement shall 
apply in full, including provisions related to access hours, equipment use, cleaning, 
maintenance, insurance, compliance, shared use, and internet/phone access. 

4. Financial Terms 
In accordance with the Associate Membership Agreement, Associate Member LEAs 
shall be exempt from facility occupancy fees for the first three (3) years of membership. 
Thereafter, annual facility use fees will align with the current rate schedule established 
by Community Roots, as amended from time to time and approved by the Board of 
Directors. 

Any additional costs associated with utilities, repairs, or site-specific upgrades shall be 
mutually agreed upon in writing prior to implementation. 

5. Insurance and Indemnification 
Community Roots shall maintain liability and workers’ compensation insurance 
covering operations at Associate Member facilities. The Associate Member LEA shall 
be named as an additional insured under Community Roots’ general liability policy. 
Proof of insurance shall be provided annually or upon request. 

6. Compliance and Oversight 
Community Roots staff operating within Associate Member facilities shall comply with 
all local site safety and access requirements established by the LEA and with all 
applicable state and federal regulations governing school meal programs. 

The Associate Member LEA agrees to coordinate with Community Roots’ Executive 
Director or designee to ensure facilities remain in compliance with applicable health 
and safety codes. 

7. Modification and Termination 
This Addendum may be amended only by written mutual consent of both Parties. 
Termination of this Addendum shall automatically occur upon withdrawal or 
termination of the LEA’s Associate Membership Agreement with Community Roots. 

8. Entire Agreement 
This Addendum shall be read in conjunction with the Facilities Use Agreement 
(Approved 6/17/2025, Revised 11/20/2025) and the Associate Membership 
Agreement. In the event of a conflict, the terms of this Addendum shall control as 
applied to Associate Member LEAs. 
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IN WITNESS WHEREOF, the Parties have executed this Addendum as of the dates 
indicated below: 
 

 

 

Community Roots School Food Services 
Agency 

Associate Member Local Education 
Agency (LEA) 

By: ____________________________ By: ____________________________ 
Name: Samuel KoneffKlatt Name: Denis Hill 
Title: Executive Director Title: School Director 
Date: ____________________________ Date: ____________________________ 
 LEA: Yuba River Charter School 

 

Community Roots School Food Services 
Agency 

Associate Member Local Education 
Agency (LEA) 

By: ____________________________ By: ____________________________ 
Name: Samuel KoneffKlatt Name: Richard Young 
Title: Executive Director Title: Executive Director 
Date: ____________________________ Date: ____________________________ 
 LEA: SAEL 

 

Community Roots School Food Services 
Agency 

Associate Member Local Education 
Agency (LEA) 

By: ____________________________ By: ____________________________ 
Name: Samuel KoneffKlatt Name: Jonathan Molnar 
Title: Executive Director Title: Director 
Date: ____________________________ Date: ____________________________ 
 LEA: Bitney Prep High School 

 

Community Roots School Food Services 
Agency 

Associate Member Local Education 
Agency (LEA) 

By: ____________________________ By: ____________________________ 
Name: Samuel KoneffKlatt Name: ____________________________ 
Title: Executive Director Title: Superintendent 
Date: ____________________________ Date: ____________________________ 
 LEA: ____________________________ 

 

88



Community Roots School Food Services Agency
Confidential Classified Salary Schedule

Fiscal Year 2026-2027

Range Classification / Step 1 2 3 4 5 6 7 8 9-11 12-14 15-17 18 +

A Administrative Services Technician
Development Coordinator $24.84 $25.83 $26.87 $27.94 $29.06 $30.22 $31.43 $32.69 $34.00 $35.36 $36.77 $38.24

B Administrative Services Analyst
Community Engagement Specialist $29.81 $31.00 $32.24 $33.53 $34.87 $36.27 $37.72 $39.23 $40.79 $42.43 $44.12 $45.89  

4.00% Increments between Steps
1.00 FTE is 8 Hours Per Day
Positions are considered Classified & Confidential and participate in the California Public Employees' Retirement System (CalPERS)
Maximum Step Placement upon hire is Step 8
Sub rate will be placed at step one of position subbed for

Annual Health & Welfare Benefit Contributions: Annual Holidays: Annual Vacation: 10 Month 11 Month 12 Month
Employee Only $9,492 10 Month 12 0-4 Years 10.0 11.0 12.0
Employee plus Children $12,588 11 Month 13 5-9 Years 12.5 14.0 15.0
Employee plus Spouse/Domestic Partner $14,676 12 Month 15 10-14 Years 15.0 16.5 18.0
Employee plus Family $16,776 15+ Years 17.5 19.0 21.0

Monthly Accrual Guidelines by Contracted Work Days

10 Month 180-210    
11 Month 211-229
12 Month 230-260

July 1, 2025
Approved By:  Samuel Koneffklatt, Executive Director Board Approved Date Effective Date

Notes:
7/16/25 - Increased benefit cap to match NCSoS 25/26 rates; added sub rate for driver/assistant/cook & assistant
2/19/26 - Move positions to confidential salary schedule

June 16, 2026
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Community Roots School Food Services Agency
Classified Salary Schedule

Fiscal Year 2026-2027

Range Classification / Step 1 2 3 4 5 6 7 8 9-11 12-14 15-17 18 +

A Driver/Warehouse Assistant
School Site/Production Assistant $18.00 $18.72 $19.47 $20.25 $21.06 $21.90 $22.78 $23.69 $24.63 $25.62 $26.64 $27.71

B Production Cook
School Site Lead $20.70 $21.53 $22.39 $23.28 $24.22 $25.18 $26.19 $27.24 $28.33 $29.46 $30.64 $31.87

C Warehouse Coordinator $24.84 $25.83 $26.87 $27.94 $29.06 $30.22 $31.43 $32.69 $34.00 $35.36 $36.77 $38.24

4.00% Increments between Steps
1.00 FTE is 8 Hours Per Day
Positions are considered Classified and participate in the California Public Employees' Retirement System (CalPERS)
Maximum Step Placement upon hire is Step 8
Sub rate will be placed at step one of position subbed for

Annual Health & Welfare Benefit Contributions: Annual Holidays: Annual Vacation: 10 Month 11 Month 12 Month
Employee Only $9,492 10 Month 12 0-4 Years 10.0 11.0 12.0
Employee plus Children $12,588 11 Month 13 5-9 Years 12.5 14.0 15.0
Employee plus Spouse/Domestic Partner $14,676 12 Month 15 10-14 Years 15.0 16.5 18.0
Employee plus Family $16,776 15+ Years 17.5 19.0 21.0

Monthly Accrual Guidelines by Contracted Work Days

10 Month 180-210    
11 Month 211-229
12 Month 230-260

July 1, 2025
Approved By:  Samuel Koneffklatt, Executive Director Board Approved Date Effective Date

Notes:
7/16/25 - Increased benefit cap to match NCSoS 25/26 rates; added sub rate for driver/assistant/cook & assistant
5/13/26 - Removed confidential positions to separate salary schedule
6/16/26 - Added Lead II in Range C

June 16, 2026
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