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SECTION 13 
 
INDEX 
 
A 
 
Abandonment of employment, 7-6 
Access Request Form, Forms Section 
Accident, 2-8,  
ACTC Map, 1-2 
Actions Against the District, 2-12 
Adoption, 4-5 
Additional assignment, 6-1 
Additional duties, 6-1 
Address change, 5-5, 6-1 
Advanced salary placement, 4-2 
Adventist Hospital, 4-15 
Affidavit for Enrollment of Domestic Partners (Blue Shield), Forms Section 
Affidavit for Enrollment of Domestic Partners (Kaiser), Forms Section 
Affirmative Action Policy, 2-2 
AFLAC, 4-5 
AIDS policy, 2-3 
Alternate Transportation Stipend Reimbursement Form, Forms Section 
Americans with Disabilities (ADA) policy, 2-2 
Anniversary date, 4-3, 4-4, 6-5 
Annual performance evaluation, 6-5 
Appeal of disciplinary action, 6-7 
Application for employment, 3-1, Forms Section 
Application for Unpaid Leave of Absence, Classified Employees, Forms Section 
Assault policy and procedure, 2-6 
ATM/Cash machine, 10-1 
Audio Visual and Media Services, 10-1 
 
B 
 
Battery jumps, 10-16 
Beeline, 4-17, 10-2 
Beneficiary, 4-3, 5-5 
Benefits, 4-5, 10-5 
Bereavement leave, 7-3 
Bi-Monthly Pay Warrant, 5-3 
Bilingual pay, 5-5 
Blue Shield HMO, 4-6, 4-10 
Blue Shield PPO, 4-6, 4-7 
Bookstore, 10-2 
Building access, 4-17 
Building key issuance, 4-17 
Bus pass, 4-17, 10-2 
Bus schedules, 4-17, 10-2 
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C 
 
California School Employee’s Association, 10-6 
CalPERS, 9-2, 10-2 
Campus map, 1-1 
Campus Operator, 10-17 
Campus Police, 2-7, 2-8, 10-16 
Card key, 4-17 
Career Center, 10-3 
Carpooling, 4-17 
Cash machine/ATM, 10-1 
Catastrophic Illness/Injury Donation Form, Forms Section 
Catastrophic illness/injury leave, 7-4 
Catering, 10-11 
Child care leave, 7-5 
Child Development Center (CDC), 10-3 
Child Development Center Enrollment Application Form, Forms Section 
Claims Against the District, 2-12 
Classifications, 3-2 
Classified Council, 10-4 
Classified Employee Evaluation, Forms Section 
Classified Resignation Form, Forms Section  
COBRA, 4-5 
Coffee cart, 10-11 
College courses, 8-5 
Community Service Education, 10-4 
Compensation, 5-3 
Complaint, 2-10 
Computer Assisted Learning Lab, 10-14 
Computer Center, 10-4 
Computer and Communication Technology Use Policy, 2-9 
Computer labs, 10-4 
Computer software, 10-5 
Conference reimbursement, 8-3 
Confidentiality, 2-9 
Credit Union, 10-6 
Crime reporting, 2-8 
Criminal behavior, 2-8 
CSEA, 10-6 
Culinary Arts Department luncheons, 10-11 
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D 
 
Delta Dental, 4-14 
Demotion, 6-6 
Dental insurance, 4-14 
Dependents, 4-5, 9-1 
Differential, bilingual, 5-5 
Differentials, night, 5-2, 5-5 
Differentials, weekend, 5-2, 5-5 
Direct Deposit, 10-7 
Direct Deposit Account Verification Form, Forms Section 
Direct Deposit Authorization Form, Forms Section 
Disabilities (ADA), 2-2 
Disciplinary action, 6-6 
Disciplinary appeal, 6-7 
Disciplinary causes, 6-6 
Discounts, 10-7 
District medical providers, 4-15 
District physician, 7-6 
Divisional chair chart, 1-4 
Divorce, 4-5 
Domestic partner, 4-5 
Dress code, 2-10 
Driving, 2-11 
Drug-free Workplace, 2-3 
Duplicating, 10-8 
 
E 
 
Early retirement program, 9-1 
Earnings Statement (pay stub), 5-3, 5-4 
Email address access, 4-17 
Email and passwords, 10-9 
Emergency phones, 10-8 
Emergency procedures, 2-8 
Employee classifications, 3-2 
Employee Complaint Form, Forms Section 
Employee selection, 3-2 
Employee testing, 3-2 
Employee type, 3-2 
Endowment program, 10-12 
Enhancement study leave, 7-5 
Equal Opportunity Policy, 2-1 
Errors, Payroll, 5-6 
Evaluations, 6-5 
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E 
 
Evaluation, unsatisfactory, 6-5 
Evaluations, unscheduled, 6-5 
Evening escorts, 10-16 
Expiration of leave, 7-6 
Extended illness leave, 7-6 
 
F 
 
Facilities, 10-9 
Family medical leave, 7-5 
Faxes, 10-17 
Federal withholding, 4-3, 5-5 
Fingerprinting, 4-1 
Fiscal year, 3-2, glossary 
Fitness lab, 10-10 
Fleming & Associates, 4-15 
Flex time, 4-17, 5-1 
Flex Workweek Contract, Forms Section  
Food services, 10-11 
Foundation Office, 10-12 
 
G 
 
Glendale Area Schools Federal Credit Union Form, Forms Section 
Glendale Beeline, 4-17, 10-2 
Glendale Community College Employment Application, 3-1, Forms Section 
Glossary, 11-1 
Governance Office, 10-12 
Grievance, 2-10 
Group Discount, 10-6, 10-7 
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H 
 
Harassment, Sexual, 2-5 
Hartford Life Insurance, 4-14 
Hazardous Materials, 2-8 
Health Center, 10-13 
Health Insurance, 4-6,  
Help Desk, 10-5 
Hiring, 3-1 
HIV, 2-3 
Holidays, 5-2, 7-2 
Hours of employment, 5-1 
Human Resources, 3-1, 4-1, 6-1, 10-7 
 
I 
 
ID Cards, 10-13 
Illness leave, 7-1, 7-3, 7-4, 7-6 
Industrial accident/illness leave, 7-3 
Information Technology Services (ITS), 10-5 
Initial probationary period, 4-4 
Initial salary placement, 4-2 
Injury leave, 7-4 
Insurance, dental, 4-14 
Insurance, health, 4-6 
Insurance, life, 4-14 
Insurance, supplemental, 4-5 
Insurance, vision, 4-14 
Insurance, worker’s compensation, 4-15 
Internet server dial-up, 10-5 
 
J 
 
Jeanne Clery Disclosure, 2-6 
Job announcements, 3-1 
Job applications, 3-1 
Job postings, 3-1 
Joint Employee Management Committee (JEMC), 6-3 
Jury duty, 7-3 
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K 
 
Kaiser Permanente Insurance, 4-6, 4-13 
Key Cards, 4-17 
Keys, 4-17 
 
L 
 
Lab, Computer, 10-14 
Lab, Language, 10-14 
Lab, Writing Center, 10-18 
Learning Center, 10-14 
Leave types, 7-1 
Library, 10-14 
Life insurance, 4-14 
Live scan fingerprinting, 4-1 
Lock-out access, 10-16, 4-17 
Longevity, 5-2 
Lost and found, 2-12, 10-15 
Lunch period, 5-1 
 
M 
 
Mail Room, 10-15 
Maps, 
  Main campus, 1-1 
  ACTC/Garfield campus, 1-2 
Maternity leave, 7-4 
Maternity Leave of Absence Request Forms, Forms Section 
Media Services, 10-1 
Medical condition, 2-1, 6-1 
Medical coverage, 9-1 
Medical insurance, 4-62, 9-1 
Medical examination, 3-2 
Metrolink, 4-17 
Mileage reimbursement, 2-12, 4-17, 8-6 
Military leave, 7-6 
Monthly warrants, 5-3 
MTA, 4-17 
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N 
 
New Employee Orientation, 4-3 
Night differential, 5-5 
Night shift, 5-2 
Non-Discrimination Policy, 2-1 
Nontraditional workweek, 5-1 
Nontraditional workweek holidays, 5-2 
Nontraditional workweek lunch periods, 5-1 
Nontraditional workweek request, 5-1 
Nontraditional workweek rest periods, 5-1 
Notification of employment, 4-3 
 
O 
 
Off-Duty Work Policy, 2-9 
Open enrollment period, 4-5 
Operator, 10-17 
Organizational chart, 1-3 
Orientation, new employee, 4-3 
Out of class pay, 5-5, 6-1 
Overtime pay, 5-3 
 
P 
 
Parking, 2-11, 4-16, 10-15 
  Authorized visitor parking, 4-16 
  Card keys, 4-17 
  Disabled staff parking, 4-16 
  On-campus parking, 4-16 
  Voucher parking, 4-16 
Pay, 5-3 
  Bilingual pay, 5-5 
  Errors, 5-6 
  Monthly warrants, 5-3 
  Night differential, 5-5 
  Overtime pay, 5-3 
  Weekend differential, 5-5 
  Working out of class pay, 5-5 
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P  
 
Payroll, 5-1 
Paystub, 5-4 
PBX, 10-17 
Performance evaluations, 6-5 
Personal Information Change, 5-5, 6-1 
Personal Information Change Form, Forms Section 
Personal leave, 7-5 
Personal necessity leave, 7-2 
Personnel records, 6-1 
Phones, emergency, 10-8 
Police, 2-7, 2-8, 10-16 
Policy 
Affirmative Action Policy, 2-2 
AIDS Policy, 2-3 
Americans with Disabilities Act (ADA) Policy, 2-2 
 Claims and Actions Against the District Policy, 2-12 
Computer and Communication Technology Use Policy, 2-9 
Confidential Nature of Work Policy, 2-9 
Damage/Loss to Vehicles While on District Property Policy, 2-11 
Disposition of Lost Money or Goods Policy, 2-12 
Dress Code Policy, 2-10 
Drug-Free Workplace Policy, 2-3 
Emergency Procedures Policy, 2-8 
Employee Complaint Policy and Procedure, 2-10 
Employee Grievance Policy and Procedure, 2-10 
Employee Safety Policy, 2-7 
Hazardous Materials Control Policy, 2-8 
Non-Discrimination and Equal Opportunity Policy, 2-1 
Off-Duty Work Policy, 2-9  
Parking and Traffic Regulations Policy, 2-11 
Reimbursement of Mileage and Parking Claims Policy, 2-12 
Reporting Criminal Behavior Policy, 2-8 
Sexual Assault Policy, 2-6 
Sexual Harassment Policy and Procedure, 2-5 
Smoking on Campus Policy, 2-11 
Workplace Violence Policy, 2-4 
Probationary Employee Evaluation (2 Month), Forms Section 
Probationary Employee Evaluation (Final), Forms Section 
Probationary period, 4-4 
Professional growth units, 8-5 
College courses, 8-5 
Conference, 8-6 
Seminars, 8-6 
Stipends, 8-6 
Workshops, 8-6 
Promotions, 4-4 
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Q 
 
Qualifications, minimum, 3-2 
Questionnaires, reclassification, 6-2 
 
R 
 
Reallocation, 6-4 
Reclassification, 6-2 
Recycling, 10-16 
Reemployment, 7-6 
Reference checking, 3-2 
Reimbursement 
Conference, 8-3 
Mileage, 2-12, 8-4 
Tuition, 8-1 
Reorganization, 6-4 
Request for Transfer Form, Forms Section 
Resignation, 6-7 
Rest period, 5-1 
Retirement, 9-1 
Return to work procedure, 7-6 
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S 
 
Safety, 2-7 
Salary placement, 4-2 
Advanced, 4-2 
Initial, 4-2 
Screening, 3-1 
Selection, 3-2 
Seminars, 8-6 
Sexual Assault Policy and Procedure, 2-6 
Sexual Harassment Policy and Procedure, 2-7 
Sick leave, 7-1 
Snack bars, 10-11 
Skelly Hearing, 6-7 
Smoking Policy, 2-11 
Staff Development Office, 8-1 
Staff Development Plan of Action, Forms Section 
Staff Diversity Plan, 3-2 
Staff lunchroom, 10-115 
State Withholding Tax, 4-3, 5-4 
Step placement, 4-2 
Stipends, 8-6 
Bilingual 
PGU 
Working out of Class 
Supplemental medical coverage, 4-5 
Switchboard, 10-17 
Swap Meet , 10-17 
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T 
 
Tax Withholding, 4-3, 5-5 
Telephone extensions, 10-17 
Telephone number changes, 5-5, 6-1 
Termination, 4-1, 4-5, 7-6 
Testing, 3-2 
Threats, 2-1, 2-4 
Physical 
Verbal 
Time off, 7-1 
Time reports, 5-3 
Transfer procedure 
  Voluntary, 3-1 
  Involuntary, 3-1 
Translation services, 10-17 
Tuberculosis testing, 4-1 
Tuition reimbursement, 8-1 
Tutoring Services, 10-14 
 
U 
 
Unauthorized leave, 7-6 
University courses, 8-5 
Unlawful Discrimination Complaint Form, Forms Section 
Unsatisfactory evaluation, 6-6 
Unscheduled evaluations, 6-6 
 
V 
 
Vacation leave, 7-2 
Vehicle Damage/Loss Policy, 2-11 
Verdugo Hills Hospital, 4-15 
Verdugo Hills Urgent Care, 4-15 
Vending machines, 10-17 
Violence in the Workplace Policy, 2-4 
Vision insurance (VSP), 4-14 
Vocational training, 8-6 
Voicemail system, 10-17 
Volunteer and Service Learning Center, 10-18 
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W 
 
W-4 Withholding Declaration Form, Forms Section 
Website, 10-18 
Weekend differential, 5-5 
Weekend work hours, 5-2 
Withholding, 4-3, 5-5 
Witness leave, 7-3 
Work schedule, 5-1 
Workers compensation insurance, 4-15 
Workshops, Staff Development, 8-6 
Working additional assignments, 6-1 
Working out of class, 5-5, 6-1 
Workweek, 5-1 
  Holiday, 5-2, 7-2 
  Lunch period, 5-1 
  Non-traditional work period, 5-1 
  Regular night shift, 5-2 
  Regular workweek, 5-1 
  Rest period, 5-1 
Writing Center, 10-18 
 
Y 
 
Y-rating, 6-4 
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