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What We Do At Sutter County

Welcome

My Background

 https://www.dropbox.com/sh/c3txmzvpvflhjda/A

AAXNlR9iklnMworx33kmgaWa?dl=0
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W-4/W-2
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DE-4
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Statutory Deductions

 Classified

 CalPERS  (Retirement)

 Medicare (1.45%)

 OASDI/Social Security (6.2%)

 State Disability (SDI) (.9%)

 Certificated

 CalSTRS (Retirement)

 Medicare (1.45%)

 No OASDI / Social Security

 No State Disability (SDI) 
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CalPERS and CalSTRS

 Employee Rates

 CalPERS (Classic 7%) (PEPRA 6.5%)

 CalSTRS (2% @ 60 10.25%) (2% @ 62 9.205%) 

 Working Retirees?  See Shawna Crocker

 CalPERS-limited to 960 hours a fiscal year

 CalSTRS-limited to an actuarially set amount.  For FY 2017/18 it is $43,755

 Mandatory Membership Qualifications

 Full Time = Mandatory STRS/PERS

 Part Time Certificated = Mandatory STRS after 100 complete days in fiscal year 

 Can elect membership any time during employment

 Part Time Classified = Mandatory PERS after 1,000 hours in a fiscal year

 Once a member = Always a member

My.Calpers.ca.gov My.CalSTRS.com
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403(b)/457

Envoyplanservices.com 13



FSA Plan HSA Plan

Pre-tax payroll deduction

(receive the tax benefit immediately) 

Pre-tax payroll deduction (receive the tax 

benefit immediately) or on your own 
(receive the tax benefit when taxes are filed) 

Elect up to $2,600 annually for Medical 
$5,000 for dependent care

reimbursement 

Elect up to $3,400 for an individual and       

$6,750 for a family annually for Medical 

reimbursement

Any employee is eligible 

to participate

Employees  must be on a 
high deductible Health plan

Use it or lose it Balances roll over year to year

Federal and State tax deductible Federal tax deductible

Reduces Social Security and Medicare TaxesReduces Social Security and Medicare Taxes

Flexible Spending Account (FSA)

Health Savings Account (HSA)
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Sun Life 

Beneficiary
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Payroll Department Team

 Barbara Henderson, Director, Internal Services

 Barbara.Henderson@suttercoe.org 530-822-2927

 Catherine Hawes, Payroll Coordinator

 Catherine.hawes@suttercoe.org 530-822-2942

 Shawna Crocker, Payroll Specialist

 Shawna.crocker@suttercoe.org 530-822-2940

 Chelsey McGraw, Payroll Specialist

 Chelsey.mcgraw@suttercoe.org 530-822-2943

 Becky Whitaker, Payroll Specialist

 Becky.Whitaker@suttercoe.org 530-822-2941

 Shawna Williamson, Payroll Specialist

 Shawna.Williamson@suttercoe.org 530-822-2944
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Human Resources 
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In-House Application 

Process

CTA Unit Members (Article 9, Reassignment / Transfer)  

• Transfer form goes out to staff by March 20th

• Initial deadline to return is April 20th

• May update transfer form with “wish list” any time throughout the year

• Forms maintained in the HR Department

• In-house candidates are considered prior to opening to the public

• Interviews may be conducted if more than one unit member requests the 

same position.
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In-House Application 

Process
CSEA Unit members (Article 8, Reassignment, Transfer, and Promotions):  

• All openings are posted “in-house” for 5 working days to unit members 

(via email)

• In-house candidates are considered prior to opening to the public

• Use EDJOIN to submit application (advertisement password protected)

• Application packet consists of: 

• Letter of Interest 

• Resume
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https://login.frontlineeducation.com/login?signin=6562f8801b9063eb76a702dcb220a167&productId=ABSMGMT&clientId=ABSMGMT#/login


Absence Reasons 

 Employee Sick 

 Dr. appointments, personal illness 

 Family Sick 

 Children/Spouse/Domestic Partner/Parents 

 Dr. Appointments, illnesses, emergencies
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Absence Reasons 

 Personal Necessity 

 Illness of a member of immediate family

 Accident involving employee/employees immediate family’s  property

 Imminent danger to the home/property

 Child Adoption Procedures

 Court Appearances 

 Compelling Personal Leave 

 “Don’t ask, don’t tell” 

 Must have prior approval 

 Vacation 

 Must have prior approval 
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Leave of Absences 

 Medical & Personal 

 Doctor’s note to Supervisor/HR ASAP 

 Fill out Request for Leave form (HR) 

 Contact Ashley Carr for Leave Benefits 

 Make sure a calendar has been turned into HR 
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Health Benefits
Certificated Employees (CTA Unit Members) 

CALIFORNIA’S VALUED TRUST - CVT
 Open Enrollment – September (Effective Oct. 1st)

 Enrollment forms are filled out Electronically (online)

Classified & Management Employees – (CSEA Unit Members) 

TRI-COUNTY SCHOOLS INSURANCE GROUP - TCSIG
 Open Enrollment – May (Effective July 1st)

 Enrollment forms are filled out on paper (we send them in)

 When adding (you have 30 days to enroll your dependent), dropping dependents or 

have a name change, we do need to be notified and you will have to complete the 

required enrollment form.

Lark Sanchez

larks@sutter.k12.ca.us

530.822.2902
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TB Renewal
• All employees must have a current TB test on file.

• TB tests are good for 4 (four) years.

• HR tracks all TB test dates for all employees and will send out a 

notification before it will be expiring.  Your supervisor is also notified of 

this information.

• HR sends you to our clinic  - free of charge

• If we do not have your results in by the expiration date, you will be sent 

home without pay until taken care of.
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Credentials
All certificated staff must have a valid California credential to be qualified to 

teach.

All certificated teaching assignments must be filled with the appropriate 

credential.

Two Types of general credentials:
Preliminary

Clear

If you have a preliminary credential, or need a credential to match your current 

assignment, you will need assistance as soon as possible.

Point of Contact for any credentialing or certificated assignment changes:

Kathy Tamez

kathyt@sutter.12.ca.us

530.822.2904
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Human Resources
Wendy Bedard HR Director

wendyb@sutter.k12.ca.us 822-2905

Lark Sanchez – HR Assistant 

larks@sutter.k12.ca.us 822-2902

Ashley Carr – HR Assistant 

ashleyc@sutter.k12.ca.us 822-2903

Kathy Tamez – Credential Analyst

Kathyt@sutter.k12.ca.us 822-2904

Jenny Gibbs –Substitute Services

jennyg@sutter.k12.ca.us 822-2908

Leann Pinkston- Director of First Impressions 

leannp@sutter.k12.ca.us 822-2901
39
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New Employee 

Orientation
California Teacher’s Association 

(CTA)
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CTA Union Information

Officers

 President – Mike Greer mikegparadise@aol.com

Cell 530-864-6644 Work 530-822-2415

 Vice President – Lynnette Ristine Work 530-822-2414

 Treasurer – Peter Cremer Work 530-822-2409

 Secretary – Vacant

 Membership Chair – Vacant

 Grievance Chair - Vacant
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CTA Union Information

Negotiations Team  

 Lynnette Ristine

 Suzanne Myers

 Kathleen Wankmuller

 Wendy Lawson 

 Rebecca Miller-Scott
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Union Information

Meeting Dates

Aug 14, 2017 Jan 22, 2018

Sept 18, 2017 Feb 26, 2018

Oct 16, 2017 Mar 19, 2018

Nov 13, 2017 Apr 16, 2018

Dec 15, 2017 (activity) May 21, 2018
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New Employee 
Orientation

CSEA – California Schools 
Employee Association
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Contract 

 Article 1 – Wall to wall Classified Positions

 Article 2 – Current Term July 1, 2017, June 30, 2020

 Article 3 – Union Dues – deducted Sept – June – 1.5% of with an annual 

maximum of $472.50 plus local dues of $2

 Article 4 –Association Rights – use of facility for Chapter meetings – last 

Tuesday of the month – 3:30 p.m. and 5:15 p.m.

 Article 5 – Personnel Files – employee may examine

 Article 6 – Evaluation – Purpose – provide employee with timely 

feedback - Probation Period of 9 months with evaluations at 4 and 8 

months

 Article 7 – Grievance Procedure
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Contract cont.
 Article 13 – Vacations

 Student attendance day Unit Members – paid as part of salary

 All other members request thru Aesop

 Article 14 – Leaves

 Check balances on Aesop/Frontline 

 No Tell – Compelling Personnel Necessity – 5 of the 7

 Family School Leave – up to 40 hours per year (maximum 8 hours 

per calendar month) for participation in child/grandchild’s 

school/child care activities.  Use Vacation, Personal Necessity or 

comp time.

 Catastrophic Leave

 Article 15 – Extended School Year Assignments

 Voluntary Basis – apply internally

 Earn 2 hours of sick leave for every 10 days worked
46



Contract cont.
 Article 16 – Safety Conditions of Employment

 PPE – Personal Protective Equipment

 Custodial, Maintenance and Food Service - $150/annual safety 

boots/shoes – authorized first by immediate supervisor –

 Vehicles assigned to classrooms/sites for CBI to student will be 

equipped with cell phone

 Article 17 – Specialized Health Care

 Para-Educator - Annual Stipend after training with nurse

 Article 18 – Disciplinary Action Procedure

 Article 19 – Layoffs

 Article 20 – Training/Staff Development

 Classroom Staff – 2 workdays 

 Article 21 – Community Based Instruction

 Para-Educator – Annual Stipend 47



Contract cont.

 Article 22 – Probationary/Permanent Status

 9 months

 Article 23 – Reclassification

 October 1st for Fall consideration

 March 1st for Spring consideration

 Definition and Glossary

 Addendums and Appendices

 Salary Schedules

 Mileage Chart

 Collaboration Report

 Para-Educator Report

 Evaluation Forms

 Extra Hours Request/Authorization Form

 Reclassification Forms
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Benefits of Membership
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 Job Stewards/Site Representative

 Contract Copy

 Meetings

 Victory Club

Additional Information

50



Executive Board Members – Chapter #634
January 2017-December 2018

 Lisa Scott, President

 Marilee Miralrio-Perez, 1st Vice President

 Heather Murray, 2nd Vice President

 Robin Midkiff, Treasurer

 Laura Munoz, Secretary

 Jessica Diaz, Communications Officer

 Angie Gresham, Chief Union Steward

 Kim Leverett, Site Rep Coordinator

 Stephanie Graham, Past President

 Demetrio Mendez, Sergeant at Arms 
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New Employee 

Orientation

Internal Business Services

All forms referenced are available at 

www.sutter.k12.ca.us > Departments >  Business Services > Business Forms 
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Inventory Tracking

 Inventory- Items that cost over $500 will need to be tagged. Please forward 

purchase information to Account Specialist (Yosa Figueroa).

 PO number, price, location, etc.

 Check out to employee reports- Sent out in August and April.

 Review, sign, and return to Account Specialist (Yosa Figueroa).

 Used for MIS and Budget Development Calculations
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Petty Cash

 Petty Cash ($200 limit) 

 The use of Petty Cash reimbursement 
is not intended to supersede the 
normal requisition/purchase order 
process or the personal claim 
reimbursement process

 Petty Cash cannot be used to 
reimbursements made with a Credit 
Card/ATM card

 Planned expenditures such as catering 
and conference costs should be 
processed through Accounts Payable’s 
Pre-Payment Process

 Be sure to include Budget Code &
Authorizing Signature prior to 
submitting request

 Lost funds are the responsibility of 
the staff person who received the 
Petty Cash

 Submit Petty Cash forms to Laura 
Crowninshield, Account Specialist II 54



Use of Copy Machine
 Business Copies

 Departments/Programs are given id codes/passwords for the use of the 

copy machines located at Sierra Building, Building 300, One Stop, FRA & 

the main building located on Klamath Lane. 

 Please be sure to use the code you are given appropriately to ensure 

proper accounting for the use of the equipment. 

 Personal Copies

 Copies for personal use can be made at our Klamath Lane Building Copy 

Room using ID Code: 6000 Password: 4953

 Use the Personal Copy Log Sheet provided in the Copy Room to track 

copies made

 Each quarter, if personal copies were made, employees will receive an 

email with amount due. Contact Account Specialist II (Laura 

Crowninshield) for more information or to make payments.

 Amounts due are payable within 30 days of notice. At Fiscal Year end 

(June 30th) payments must be made by June 28th. 
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Request for Invoice

 Invoicing

 From time to time, 

departments need to invoice 

other vendors, districts, etc. 

for services rendered, 

reimbursement of supplies or 

other expenditures paid by our 

organization. Invoices are 

created and maintained by the 

Business Department.

 Submit Request for Invoice 

forms to Laura Crowninshield, 

Account Specialist II
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Reimbursements

 Authorized purchases made on behalf 

of the agency

 Detailed receipts from purchase are 

required to process reimbursement

 Submit all reimbursement within 30 

days from date of purchase

57



Staples

 Double check the packing slip to make sure that all the items that you 
received are correct

 Back-ordered items may not receive a packing slip when you do receive them.

 Have the packing slip authorized to pay > Turn in to Accounts Payable

 If there is no packing slip, wait to receive the invoice.

 Once you receive the invoice, have the invoice authorized to pay and then turn in 
to Accounts Payable

 Keep a copy for your records. Paperwork may get lost in transition from site 
to site.

 We have a contract with Staples, so purchases should be made from Staples 
whenever possible unless they do not carry the product needed.

 If you have any urgent issues with Staples, contact Jaicee Thompson in 
Accounts Payable
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Travel Policy

 Meal Limits

 Breakfast: $10

 Lunch: $15

 Dinner: $25

 *The total allowed does not include tax, 
tip (up to 20%), or drink*

 Overnight travel and lunch 
reimbursement

 If the event was not overnight and you 
would like to get reimbursed for your 
meal, you will be taxed on the 
reimbursement

 No alcohol reimbursements (and other 
common sense prohibitions)

 Submit each reimbursement within 30 
days
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Purchase Order Process

 What is a Purchase Order?

 Authorization to purchase 

 Purchases over $50 must have a Purchase Order (PO)

 Steps to create a PO

 Requisition (RQ) – Approval – AP to Print POs – Reference/Attach to invoice for payment

 See Accounts Payable Account Specialists (Jaicee Thompson or Marianna 

Lamb) for further details on requisitions of POs.

 For training on the Requisition Process, please contact Grace Morey, 

Administrative Secretary (GraceM@sutter.k12.ca.us)
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Vendor Lookup

1

2

3

1)Select Vendor Lookup

2)Type * (vendor name)

3)Select binoculars or 

enter
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Methods Used to Purchase
 Pre-Payment Request

 Planned expenditures such as catering for 
an event or conference costs can be 
submitted for payment prior to the event; 
eliminating out of pocket expenses needing 
reimbursement

 Final receipts are required to be turned in 
after the event to balance pre-payment 
request

 Credit Cards

 Management have CalCards for certain 
purchases

 Before Employees make any purchase, 
check to see if the CalCard can be used 
instead of the Employee’s personal credit 
card or cash

 Reimbursements

 Employee uses their own cash or credit card 
and submits receipt(s) and Request for 
Reimbursement Form to Account Payable
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A/P Warrants

 Warrants are printed twice a 

week: Tuesday and Thursday

 Lost warrants must be reported 

to A/P

 The employee will need to sign 

a document called an Affidavit 

of a Lost Warrant promising they 

will not cash the warrant if it’s 

found
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Miscellaneous Items

 Gift Card Tax– If you are awarded a gift card from the office, you will be 

taxed on your “winnings” (this is not our rule). To assess the tax, any 

employees receiving a gift card will need to sign a form stating that they 

understand the tax will be taken. Employees may refuse the gift card and 

they will not be taxed.
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Internal Business Services
 Barbara Henderson, Director Internal Business Services

 Barbarahe@sutter.k12.ca.us 822-2927

 Maria Crocker, Internal Business Coordinator III

 MariaCr@sutter.k12.ca.us 822-2926

 Jaicee Thompson, Accounts Payable

 JaiceeT@sutter.k12.ca.us 822-2920

 Marianna Lamb, Accounts Payable

 MariannaL@sutter.k12.ca.us 822-2981

 Yosa Figueroa, Account Specialist I

 YosaF@sutter.k12.ca.us 822-2916

 Laura Crowninshield, Account Specialist II

 LauraC@sutter.k12.ca.us 822-2919

 Jay VanDuzer, Accountant I

 JayV@sutter.k12.ca.us 822-2918

 Brenda Spannbauer, Accountant I

 BrendaS@sutter.k12.ca.us 822-2923

 Dawn Heraty, Accountant II

 DawnH@sutter.k12.ca.us 822-3007

 Susan Miller, Accountant II

 SusanM@sutter.k12.ca.us 822-2917
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Services Provided

Software

Financial (QSS/QCC)

CALPADS/Aeries

Web Pages

 Hardware/Network

 Internet (Districts)

 Internet (SCSOS)

 Email

 Server/Desktop Repair

Phone Systems

Classrooms
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Acceptable Use Policy

County Owned Technology

 Laptops/Desktops/Tablets

Information Property of SCSOS

Cell Phones & Email

 Social Media
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Public Owned Information

Most Data is Publicly Available

Public Records Requests

Information Property of SCSOS

Computers & SCSOS Owned Tablets/Cell Phones

Recent Legal Changes

Lawsuits & Disclosures
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Wireless (WiFi) Access

 Internal Networks

Primary devices

Conference Networks

 Special Ed/Districts

Recent Legal Changes
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SCSOSconf Connection Instructions
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SCSOSconf Connection Instructions
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SCSOSconf Connection Instructions
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SCSOSconf Connection Instructions
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Email/Financial System/Aeries

 Forms/Password Updates

Mobile Devices
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Financial System (QSS)
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Student Information Systems
CALPADS/Aeries
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Miscellaneous Systems

 Fax

Copiers vs Main Staff

 Fobs
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Tech Work Orders

 IT Work Order System

Web Link -

http://www.sutter.k12.ca.us/Departments/AdminS

ervices/TechWorkOrder.shtml

Different from FMO Work Orders

 Initiators differ among programs

Tech Help Number - 822-2999
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Information Technology Team

 Charlie Osborne, Director 530-822-2962

 Chris Archuleta, Network/Web Pages 530-822-2975

 Maria Carbajal, Student Systems 530-822-2966

 Lisa Scott, Financial Systems 530-822-2924

 Rick Graham, Financial/Laserfiche 530-822-2980

 Jeremy Boone, Servers/Tech 530-822-2964

 Brandi Burnsed, Tech Support 530-822-2963

 Jamie Scheidmantel, Tech Support 530-822-2983

 Tech Support Hotline 530-822-2999
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New Employee 

Orientation
Facilities, Maintenance, 

Operations & Fleet
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Definitions

 Facilities directly performs all planning, management and implementation of 

projects that involve the procurement, construction, renovation, 

modernization and deferred maintenance of major building and grounds 

components and fixtures. 

 Maintenance handles the day to day upkeep and repair of the buildings and 

grounds.

 Operations tends to the day to day needs to keep business open, such as 

utilities, supplies, custodial services, room scheduling, etc.

 Fleet manages the organization’s fleet vehicles, including maintenance, 

procurement and surplus. 
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Key difference in Facilities & 

Maintenance

 Maintenance operates from pre-determined preventive maintenance schedules, 

responds to repair requests from our clients (you!), as well as performs the 

majority of work that falls within the facilities scope. 

 Facilities works directly with the Superintendent, Cabinet and site administration 

to develop and implement short and long-term strategies to keep our buildings 

and grounds in premium condition.

 Facilities planning requires a great deal of time. Schedules and budgets are 

committed every January prior to the next fiscal year. 

 Facilities work is performed per a strict schedule and budget. The priorities are 

determined from a long-term, thirty year rolling schedule.

 This includes ongoing deferred maintenance tasks such as painting and flooring.
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Maintenance work order requests

 To request a work order, notify your supervisor or their respective secretary of the 
request via email. Be sure to include the building, room number, and a detailed 
description of the task. Upon approval, the request is forwarded to the FMO&F 
administrative secretary to process. The FMO&F team then prioritizes and assigns 
the work.

 Understanding the difference in facilities and maintenance is important when it 
comes to making work order requests.

 Work orders should not be created for tasks that would fall within the facilities 
planning, such as new paint or replacing flooring. These requests should be passed 
onto your supervisor, to be included in planning sessions.

 Work orders are welcomed for:

 Building and grounds components not working correctly, damaged or broken.

 Assistance tasks, such as moving heavy objects, hanging pictures, reaching up high, etc.

 Fleet vehicle needs, such as washing, low tires, etc.

 Your feedback and requests are important to us. We have a limited crew and can’t 
be everywhere. We rely on your eyes and ears to help us, so don’t hesitate to tell 
us!
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Maintenance request approval, planning 

& prioritization

 The administrator at each site approves each work order before it comes to 

maintenance. 

 All work order requests are processed through ‘Maintenance Direct’ software 

from School Dude.

 Work order requests may take up to 24 hours to process into the system

 Work order requests are reorganized by priority each day. Work orders are not 

performed on a first come first served basis, nor are they prioritized by the 

status of the requester. Priority is determined by the nature of the request 

only.

 Dependent upon the nature of your request versus other requests received, it 

may take some time before we are able to get to you.
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Prioritization paradigm
Priority levels and paradigm

Step one – Determine level of/verify administrative approval and funding source of the request.

Step two - determine the level of urgency:

#1 - Fire/Life/Health Safety & Accessibility.

#2 - Any repair which will have a short or long term impact on the life of the facility and the components, including 

preventive maintenance.

#3 - Standard repairs (all other work orders) and client requests.

#4 - Projects, upgrades, and improvements (Facilities)

Step three – Determine the level of and ability to provide the request.

Need Want Wish

Step four – Choose method of delivery to determine the Who, What, When, Where, Why and How.

FAST High Quality

Inexpensive

Can only have two
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Special Education & the SELPA Facilities 

Model

• Special Education classrooms are located on District sites throughout the 

County. The District in which the classroom is located is termed “Host”.

• The ‘host’ District is responsible for the day to day maintenance and 

operations of the classrooms located on their sites.

• Maintenance request procedures vary by District and site; check with your 

supervisor for the appropriate protocols

• SCSOS facilities and maintenance perform functions for the Special Education 

‘program’ that fall outside of the routine maintenance and operations; 

request protocols for these tasks follow the SCSOS procedures as stated on 

previous slides.
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Meeting and Conference Rooms

 There are multiple meeting and conference rooms available for use.

 Typically your site Administrator’s assistant is well versed in this and able to book 
reservations for you, similar to the work order request process.

 If you are looking to do this yourself, please follow these steps:

 Access to our room schedule is available through the SCSOS website:

 www.sutter.k12.ca.us

 Go to “Departments”

 Go to “Facilities and Maintenance Ops.

 Look for “Scheduling” under “Resources on the right side of the page.

 Click the Rental Booking Site which will take you to “myschoolbuilding.com”

 Register for an account, or login if you already have one

 Click on the “Schedule Request” tab at the top

 Choose normal schedule

 Fill out the form

 If you have any questions in the process, please contact FMO&F at 822-2921 to assist.
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Fleet Vehicles/Driving for work

 You may be required to drive in the course of your duties. In that case, you 

must 

 Provide a copy of your current driver’s license and insurance information.

 Be advised that your information may be submitted for a DMV driver’s license pull 

to verify your driving record. 

 The SCSOS has fleet of vehicles for use distributed among departments. See 

your supervisor if you need a fleet vehicle.

 Ensure to review and follow fleet procedures. Non-compliance to procedures 

may lead to disciplinary action. Here are a few highlights to keep in mind:

 California law applies at all times.

 Calif. is a hands free State. Use of a cell phone (including holding the phone) in 

any vehicle at any time while not parked in a legal manner constitutes a moving 

violation and non-compliance to procedures.

 Always obey speed limit laws in school zones. As a representative of the SCSOS, 

compliance is non-negotiable.
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Thank you!
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