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CHAPTER T

GENERAL PROVISIONS

1.01 Adoption and Amendment

The following Personnel Rules and Regulations have been adopted by the City Council by
Resolution, putsuant to Section 2.44.020 of Chapter 2.44 of the Gonzales Municipal Code (G.M.C)).
These rules may be amended only by the adoption of Resolutions of the City Council.  The
provisions of these rules and regulations are fo be read in conjunction with any Memorandum of
Understanding (M.O.U.) governing positions or classes covered by these rules. Where conflicts arise
between these rules and any such M.O.U,, the provisions of the MOU shall control.

102 Purpose

The purpose of these rules and regulations is to facilitate effective and economical services to the
public and to provide for a fair and equitable system of personnel management in the municipal
treatment for applicants and employees, and define the obligations, rights, privileges, benefits and
prohibitions placed upon all employees in the municipal service, except as otherwise indicated
herein. They are intended to indicate the customary and the most reasonable methods whereby the
airns of the personnel program of the City of Gonzales can be carried outin all City departments,
under the direction of the Ciry Manager,

1.03  Personne] Policy

The following staternents are hereby declared to be the petsonnel policy of the City of Gonzales,
and these rules and regulations shall be administered and mterpreted in terms of this policy:

Al By law, as well as pursuant to G.M.C. Section 2.44.020, it is the duty and obligation of the
- City Manager to supervise all personnel and administer these rules and regulations, and the
City Council shall not allow employees or individual members of the Council to interfere
with that daty.

B. Employment and promotion by the City of Gonzales shall be based on merit and fitness for
duty withour regard to race, ethnicity, ancestry, national otigin, sex, disability, sexual
orlentation, marital status, political affiliation or religious creed. These rules shall be
administered 1n such a manner as to systematcally work towatd the elimination of
discrimination by breaking down barriers of habit, attitude and training which prevent the
recognition of individual medt. '

C. The California Fair Employment Practice Act shall govern all City employment and
employment practices.
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D. The tenure of employees covered by these rules and regulations shall be subject to good
behavior, satisfactory work performance, necessity for the performance of work and the
avatlability of funds.

E. The City of Gonzales 1s an equal opportuntty employer and shall comply with all laws
prohibiting discrimination in employment and employment practices.

F. The sole reason for the existence of the City 1s to provide services to citizens; therefore, all
actions and activities of employees shall be viewed in terms of this fact,

G. These rules and regulations shall apply to all offices and positions in City service except:

a) The City Manager
b) The City Attomey

¢} Elective offices and members of appointed boards and commissions.

dy Volunteer personnel who receive no compensation for such service from the City.
e) Persons under contract to supply expett, professional, technical or other services,
f) Classes of employment for which these rules and regulations establish exemptions

from a provision or provisions.

Notwithstanding the above, the City Manager, in the exercise of his/her discretion, or based
upon prior history, may apply any provision or provisions of these rules to any employee or
position exempted from these rules by this sub-secton,

1.04  Administration and Interpretation of Rules and Regulations

The City Manager shall adminsster and interpret these rules and regulations as Personnel Officer of
the City.

105 . Employment Constitutes Acceptance

In accepting employment witl the City of Gonzales, each employee agrees to be governed by and to
comply with these personnel rules and regulations, administrative rules, policies and procedures
established by the City Manager pursuant hereto, and regulations and directives of the department in
which s/he 1s employed. All employees holding a position in the municipal service on the effective
date of these rules and regulations shall thereafter be subject in all respects to the provisions herein,
except as indicated herein.
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CHAPTER 2

CLASSIFICATION PLAN

2.01 Statement of Purpose

Every position in the municipal service shall be assigned to an appropriate class based on the duties
and responsibilities of such position. The purpose of the Classification Plan is to standardize titles,
each of which is indicative of 2 definite range of duties and responsibilities, and has the same
meaning throughout the municipal service.

202  Composition of Classification Plan

The Classification Plan shall assign to specific classes those positions which are approzimately equal
i difficulty and responsibility, which call for the same general qualifications, and which can be
equitably compensated within the same range of pay under similar working conditions. Fach such
class shall have a specification which shall include: 2 concise, descriptive title; a description of the
duties and responsibility of positions in the class; and a statetnent of the mimmum desirable
qualifications for filling such positions.

203 TJse of Classes

Class titles are to be used in all personncl, accounting, budget, appropriation and financial records.
No person shall be appointed to or employed in a position under a title not included in the
Classification Plan. Class specifications, however, ate to be interpreted in their eatirety and in
relation to others in the Classification Plan. Particular phrases or examples are not to be isolated
and treated as a full definition of the class. Specifications are deemed to be descriptive and
explanatory of the kind of work performed, and not necessarily inclusive of all duties performed.

The Classification Plan may include specifications for classes designated as “exempt” from the Fair
Labor Standards Act (F.L.S.A) or provisions of these rules and regulations. A given class
specification shall clearly state that it describes an “exempt” class or position.

2.04 _ Adoption and Amendment of Classification Plan
The City Manager shall prepare and recommend to the City Counctl a Classification Plan. The City

Council shall adopt a Classification Plan by Resolution. The Classification Plan may be amended
from time-to-time by Resolution of the City Council, upon recommendation of the City Manager.
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CHAPTER3

EMPLOYMENT

301 Statement of Policy

‘The stated Employment Policy of the City of Gonzales is to hire, train, promote and retain the best
qualified personnel available. The best qualified personnel shall mean those persons who can most
etfectively perform the specific functions of a given position. Applicants are to be evaluated only in
terms of those factors which affect their ability to perform on the job. Employees are to be
evaluated only 10 terms of their effectiveness in the position.

3.02  _ Citizenship

Employment 15 open to qualified men and women who are citizens of the United States, or to
qualified non-citizens who are residents of the State of California and are either a) aliens lawfuolly
admitted for permanent residence, or b) aliens authorized to be so employed by the Immigration
and Naturalization Service.

3.03  Residence Requirements

Employment shall not necessarily be limited to residents of Gonzales; however, in the cases where
residents and nonresidents are equally qualified for particular positons, residents shall receive {irst
consideration in filling such positions.

In order to assure public safety employees” availability for the protection of life and property and to
otherwise serve the health, safety and welfare of the community, all public safety employees, as a
condition of employment so long as they work for the City of Gonzales, shall be required, by the
end of their respective probationary periods, to establish and maintain continuous residence at a
locatton which is not more than twenty-five (25) road miles from the City limits of the City of
Gonzales; provided, however, that employees hired before July 1, 1984, who as of August 1, 1990,
had their principal residence at a distance greater than that specified above, may continue to
maintan said residence untl such time as they elect to move, whereupon they shall be subject to the
foregoing residence requirement.

All City employees are strongly encouraged to live within Gonzales during their employment with -
the City.

Notwithstanding the foregoing provisions of this section, the public safety employees’ residence
requirement may be waived by the City Council if it finds that in a particular case, because of specizl
circumstances peculiar to the work involved or the imited availability of persons qualified o
perform the work, 1t 1s to the best interests of the City to do so.
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3.04  Recroitment

Individuals shall be recruited from a geographic areas as wide as is necessary o assure obtaining well
qualified candidates for the vatious types of positions. The City Manager shall prepatre recruiting
notices for the vacant positions to publicize vacancies and to provide to candidates.

The City Manager, in his/her discretion, shall use all means necessary to provide adequate notice of
the vacancy to as many qualified persons as possible.

In the case when the vacancy has been filled by a temporary employee who has been tested by the
City prior to appointment, and the performance of that temporary employee during his/her
temporary employment has demonstrated that s/he is qualified for the position, the Department
Flead may recommend to the City Manager that the tempotary employee be appointed to fill the
vacancy. The City Manager may determine, at his/her discretion, if an appointment of that
temporaty employee as a regular employee shall be made. In such case, no external recruitment

shall be held.

Recruiting notices shall be circulated to employees of the City for a period of four working days
tiof to being sent to external agencies, other recruiting sources and/or the various publicity media.
p & 2 . g P

305 Promotions

Employees of the City are encouraged to apply for those vacant positions for which they are
qualified and in which they have an mterest. In the event that a Department Head has determined
that current City employees are fully qualified and capable of performing the duties of the vacant
position, s/he may recommend to the City Manager that the vacant position be filled through an
internal recruttment. With the Ciry Manager's approval, the vacancy may be filled internally without
an outside recruitment.

Applicants for promotion shall have their performance evaluations and service ratings considered by
the City Manager in determining individual merit and fitness for the

position m question. In addition, the City Manager may require 2 curtent ernployee to be tested for
the vacant position to detexmine if s/he is fully qualified. In the event that no City employee is
found to be gualified for the position, a recruitment for external candidates shall be held.

i the City Manager initially determines an external recruitment should be held, City employee
applicants for promotional opportunities shall compete with all other external candidates for vacant
positions; however, they shall be given preference for promotional opportunity when an employee is
jadged to be at least equally well qualified with an external candidate.

A regular appointee, when promoted, shall receive an increase to the minimum step of the new
salary range which 1s equal to or greater than his/her cugrent salary.

306  lob Applications

All candidates for employment shall file an applicaton with the City Managex’s office on an official
City apphcation form.

Page 5 of 108



3.07 Selection Process

Selection techniques used in the examination process shall be impartial and shall, in the opinion of
the Personnel Officer, fairly measure the qualifications of candidates to perform the essential job
functions of the class to which they seck to be appointed. The selection process shall include
personal interviews and may include, but shall not be limited to, such recognized selection
technicques as assessment centers, aptitude tests, performance tests, evaluation of previous work
performance, work samples, physical agility test whereby candidates demonstrate their physical
CAPACItY 1O perform a task or series of tasks directly related to the essential functions of the position
applied for, review and investigation of personal background and references, driving record
checking, finger printing and criminal history check. Subsequent to a conditonal offer of
employment, but before permanent appointment, all selected candidates shall provide the City
Manager with the results of a preemployment examination performed by a doctor acceptable to the
City, and a controlled substance test, and which examination and test shall be paid for by the City.

Upon a determination of the examining physician that 2 condition exists which would impair an
applicant's ability to petform the essendal duties of a given position, and for which no reasonable
accommodation can be made, the applicant may be disqualified.

Selection techniques shall be impartial and shall relate to those areas which, in the opinion of the
City Manages, shall adequately and fairly indicate the relative ability and quality of candidates under
consideration to execute the duties and responsibilities of the position to which they seek to be
appointed. Because of the unique characteristics of the population within the City, it is desirable
that applicants be capable of fluently communicating in both English and Spanish.

Upon completion of the selection process, the City Manager shall make appointments from those
candidates who, on the basis of their performance in the selection process, appear best qualified for
the position under consideratiorn.

No selection for any employment within the scope of these rules shall be made in any manner
affected or influenced by political, fratemal, or religious opinions or affiliations. Any employee who
has secured a position through the use of fraud shall be removed by the appointing authority and
shall be meligible for further employment by the City.

308  Authorization to Work

Foliowing selection, but before appointment, the Ciry Manager or his/her designated tepresentative
shall request documents from the candidate establishing his/her identity and evidence of his/her
authorizatton to work in the United States. Before the candidate can be appointed, s/he must sign 2
form under penalty of pesjury, attesting that s/he is either a citizen of the United States or an alien,
either lawfully admirted for permanent residence or an alien authorized to be hired for such
employment in the United States.

The selected candidate must provide any of the documents listed below that establish both his/her
identity and evidences his/her authorization to work in the United States or two documents, one
establishing identty and the other evidencing authorization to wotk in the United States.
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Those documents that establish both identity and authorization to work are as follows:

A United States Passpott;
B. Certificate of United States Citizenship;
C. Unexpired foreign passport that contains an appropriate, unexpired endorsement by the

Attorney General authorizing individual employment in the Unites States;
D. Resident Alien Card or other alien registration card, if the card contains:

1. A photo of the individual or other such wdentfying information relatng to the
individual as the Attorney General finds, by regulation, sufficient; and

2. Is evidence of authorization of employment in the United States.

Those docaments that establish identity of the individual are as follows:

A A current driver's license or similar document issued for purposes of identificadon by a
State, if it contains 2 photograph of the individual or such other personal identfying

information relating to the mdividuals as the Attorney General finds, by regulation,
sufficient;

B In case of a State that does not provide for the issuance of an identification document (other
than a driver's license) documentation of personal identity of such other type as the Attorney
General finds, by regulation, provides a reliable means of identification;

ne A milizary identification card.

"Those documents that evidence employment authorization are as follows:

A, A social security account number card {other than such a card which specifics on the face
that the issuance of the card does not authorize employment io the United States);

B. Certificate of Birth i the United States or establishing United States nationality at birth,
which cettificate the Attorney General finds, by regulation, to be acceptable;

C. Other documentation evidencing authorization of employment in the United States which
the Attorney General finds, by regulation, to be acceptable.

Upon presentation of the required documents, the City Manger or his/her designated representative,
serving as the authorized City representative, shall mitiate a copy of the Attestation of Identty and

Employment Authorization form.

All forms and document copies shall be kept 1n the employee's Personnel File,

Page 7 of 108



Nesther the forms nor the copies appended thereto or the information contained therein may be
used for purposes other than enforcement of the Immigration and Nationality Act, as amended.

The City Manager or his/her appointee shall sign the same form, under penalty of perjury, attesting
to the fact that the documents provided by the candidate are sufficient to meet relevant statutory
requirements and appear to be genuine on their face. Without the execution of the form, the
candidate shall not be hired and is disqualified from employment.

The appointment shall become effective on or after the date the selected candidate has signed al
official papers requited by the City, and when those papers bear the appropriate signatures

confirming the appointment.

3.09  Ineligibility or Disqualification

The City Manager may withdraw anyone from counsideration whose appointment shall be deemed
contrary to the best interest of the City. Reasons for disqualifications may include, but shall not be
limited to, the following deficiencies:

A Lack of any of the requirements established for the examination or position for which s/he
applies.
B Where, based upon 2 bona fide occupational qualification and business necessity, the

applicant 1s physically or psychologically unable to perform the essential functions of the
position applied for, and no reasonable accommodation can be made of such disability.

C. Use of intoxicating lquoss to excess to the detriment of work performance or unlawful use
of narcotics or drugs.

D Conviction of 2 felony, or a plea of guilty or no contest to a felony, ot conviction of 2
misdemeanot involving moral tuzpitude or a plea of guilty or no contest to a misdemeanor
mvolving moral tarpitude.

B Infamous or notoriously disgraceful conduct.

F. Dismissal from any position for any cause which would be cause for disrmissal by the City.

G. Resignarion from any position to avoid dismissal.

H. Deception or fraud in making the application or in any other representations to the City.

I Request by applicant that his/her name be withdrawn from consideration.

}. Faflure to reply within reasonable time to communication concerning availability for
employment.
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K Failure to accept appointment within two days after notification or to report for duty within
the time prescribed in the offer of employment.

All applicants disqualified shall be notified immediately. All records related to disqualified applicants
shall be maintained for a period of at least one year.

3.10  Categories for Appointmeny

The following categories of appointment may be made to the municipal service in conformity with
the rules established and exclusions indicated in this section and in subsequent sections and
chapters.

A.  Regular Appointments

Regular Appointments are subject to the rules and regulations and received all benefits and rights as
provided by the rules and regulations, except as excluded herein. Such employees, except part-time
employees working at less than one-half (12) time, are eligible for insurance and retirement benefits,
as indicated in the specific policies and programs. Patt-time Employees working at less than one-
half (V2) time are ineligible for insurance and retirement benefits, excepr as statutorily required.

Regular Appointments cannot be made to positions funded in whole ot in part by the Federal
Government or for periods of twelve (12) months or less. Categoties of employees assigned to
regular appointments are:

L Regular Employees: A regular employee works full-ime and on a
contmumg (indefinite) basis.

2. Part-Time Employees: A part-time employee works less than 2 normal work
week, but on a regular and continuous {indefinite)
basis.

B. Temporary Appointments

Temporary appoinmments are subject to all the rules and regulations and receive all benefits and
rights as provided by the rules and regulations, except as excluded herein. Temporary appointments
may not exceed thirty six (36) months. Such employees are ineligible for insurance and retirement
benefits, except as statutorily required. Employees appointed to temporaty positions shal serve at
the pieasure of the City Manager, and are not afforded the rights pertaining to grievances ot
disciplinary procedures established in these personnel rules and regulatons. Methods of selection
shall be as determined by the City Manager. Categories of employees assigned to temporary
AppoINtments are:

i Seasonal Employees: Seasonal employees work either full or part-time
during a specific season of the year, and they shall be
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laid off at the close of the season for which they have
been employed.

2, Student Employees: Student employees are hired for the purpose of
affording students an opportunity to gain actual work
experience through service to the City. Students are
employed for a definite period of time, not to exceed
twelve (12) months.

3. Emergency Employees: Emergency employees are hired to prevent stoppage
of public business or loss, or serious Inconvenience to
the public. Sach employment must be authotized by
the City Manager.

4. Limited Term Employees: Limited tezm employees ate hired for a specific
period of time to handle a specific project or projects
that require additional employees, or to fill in for an
employee on leave of absence.

5. Program Employees: Program employees are hired for a lmited pertod of
time and have their positions funded more than one-

half (2} time by other than City funds.

311 Probationary Period

The probationary period shall be regarded as part of the selection process. It shall be utilized for
closely observing the employee's work, for secuting the most effective adjustment of a new
employee to his/her new position, and for rejecting any probationary emplovee whose performance
does not meet the acceptable standards of work.

All original and promotional appointments to municipal service shall be tentative and subject to
successful completion of a probationary period. Management employees shall serve a probationary
petiod of not less than twelve (12) months of actual service. All othet non-sworn employecs,
wotking at or more than one-half time, shall serve a probationaty petiod of not less than twelve (12)
months and not mote than eighteen (18) months. Police (swora) Officers, working at or more than
one-half time, shall serve a probationary period of eighteen (18} months.

Time on leave totaling more than thirty (30) calendar days for any reason is not counted toward
completion of the probationary period. Additionally, when the duties of a position, as set forth in
the job description, require licensing or certification by any public or private agescy, ot the
completion of any course of training given by any such agency, the employee shall be on probation
from the date of hiring untd the date on which such Lcensing or certification is obtained, or course
of training s satisfactorily completed, and thereafter for the full probationary period specified above.
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Employees shall be notified of the extension of, or their failure to successfully complete, the

probationary period no later than fourteen (14) calendar days in advance of the date of the normal
expiration of the probationaty period.

3.12 _ Probationary Emplovee Performance Reports

A performance report of each probationary employee shall be made by the Department Head
according to the rules established by the City Manager. Upon the completion of the employee's
third month of service, the Department Head shall meet with the employee to discuss his/her
performance. The Department Head shall identify in writing any specific perfotmance problems
observed to date duning the probationary period. The Department Head shall formally evaluate the
employee's performance, using the City's standard evaluation procedure, at the end of the
employee's sixth {Gth) month and, if still applicable, at the end of his/her probationary period,

3.13 _Dismissal of Probationary Emplovee

A probationary employee may be suspended, demoted or terminated at any time by the Department
Head, or City Manager, without cause and without the right of appeal or to submit a grievance at
any tune during the probationary period. Notfication of rejection shall be served in writing on the
probationary employee, with 2 copy to be maintained in the City Manager's office.

3.14  Reappointments

Reappointment after termination shall be considered as new employment.

3.15 Continued Employment

Continued employment of employees with the City of Gonzales shall be subject to good behavior,
satisfactory wozk performance necessary for the position, and availability of funds.

2.6 Emolovee Performance Hvaluation

An "Employee Performance Bvaluation” program shall be initiated and unless unusual
circumstances exist, such performance evaluation shall be conducted no more than once every six
(6) months nos less than annually for any employee.

Any employee, if agreement cannot be reached with the evaluator on any given performance report,

shall have his/her written comments attached to said "Employee Performance Evaluation” as record
of his/her challenge made to any portion(s) of said evaluation.

3.17 Service Ratines

‘The City Manager, n cooperation with the Deparment Heads, shall establish a system of service

rating based on standards of performance. The standards shall have reference to the quality and
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quantity of work done, the manner in which the service is rendered, and the faithfulness of the
employees to their duties. The ratings shall be so developed so they can be used as 2 guide in
determining layoffs and promotions. Service rarings shail be shown to each employee, but shall be
contidential between the Department Flead, City Manager and employee. All service ratinps shall be
reviewed with employees and shall be signed by the employee indicating that s/he has seen it and
receved a copy.

3.18 _ Hiection or Appointment of Fmplovee to Office

Pursuant to Government Code Section 53227 an employee of the City may not hold office as an
elected or appointed member of the City Council unless he or she resigns as an employee. If the
employee does not resign, the employment shall be automatically terpinated upon his or her being
sworn into office. Section 53227 does not apply to volunteer firefighters .

319 Nepotism

No employee shall be appointed or promoted to a posttion i which s/he will be supervised in any
capacity by 2 member of his/her family. No members of the family of City Council Members shall
be apponted as an employee of the City duting the Council Member's term of office. In the eventa
Council Member is elected to office and o member of his/her family is alteady employed by the
Caty, the employee may retain his/her position, but may not be promoted, reassigned or rehired (in
the event s/he leaves his/her position with the City) during the term of office of the Council
Member.
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CHAPTER 4

SEPARATION FROM SERVICE

All separation of employees from positions in the classified service shall be designated as onc
of the followiag types: resignation, dismissal, reduction in force, demotion and retirement,

4.01 Resimation

A non-management employee wishing to leave the services of the City in good standing,
either by resignation or retirernent, shall give his/her Department Head at least two (2)
weeks notice. Said Department Head shall be responsible for notifying the Personnel
Otficer of the pending separation within one (1) working day of receipt of said notice. A
management employee wishing to leave the services of the City in good standing, either by
resignation or retisement, shall give the City Manager at least thirty (30) days notice.

4.02 Dismissal

An employee in the city service may be discharged for cause at any time by the City Manager
pursuant to the provisions of Chapter 10 of these rules. Any regular employee who has been
discharged shall be entitled to receive a written statement of the reasons for such action and to a
hearing if he/she so requests, as provided herein.

403  Reduction in Force

Whenever, in the judgment of the City Manager, it becomes necessary to reduce the wotkforce in
the mterests of economy, or as the result of a reorganization or reclassification, or because the need
for a given position no longer exists, the City Manager may abolish any positon of employment in
the city service and the employee holding such position may be laid off without taking disciplinary
action and without the right of appeal. Regular ernployees shall receive written notice of the
pending lay-off at least two (2) weeks prior to the effective date of their dismissal. Lvery effort shall
be made to notify temporary employees fn writing of scheduled lay-offs at the earliest possible date.
The order of layoff shall be as follows:

A. ‘Temporaty appointees in the order to be determined by the City.
B. Probationary employees in the order to be determined by the City.
C. Regular appointees in the order determined by the following formula:

1. Compute a performance evaluation scote by averaging the last three evaluations
received by each employee for service in the affected classification. A performance
evaluation to be done for all employees being considered at the time of the layoff is
to be included.
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Outsranding

a. = 5 points
b, Exceeds Job Standatd = 3 points
<. Meets Job Standard = 1 point
d. Improvement Needed = { pomts
e. Unsatisfactory = -1 pont
2. Hstablish a seniority point scote by years of service in 2 classification as follows:
a. One 1o three years = 1 pomt
b. Three to five years = 2 points
c. Five to ten years = 3 points
d. Ten years or more = 4 points
3. Add seniorty and performance point scores.
4. Employec with the lowest point score to be laid off first.
5. Employees with equal point scores shall be laid off in the order as determined by the
City Manager.
6. Transfer to another department is authotized upon approval of the Department

Head if there 13 a vacancy and the employee meets the minimum job fequirements.

4.04  Recall from Layoff

The names of regular and part-time employees laid off shall be placed upon reemployment lists for
one year for those classes requiring substantially the same qualifications, dutles and responsibilities
of the class from which the layoff was made. When the work force is increased within one year after
a fayoff, tegular appointees on layoff within the needed classification shall be recalled according to
the highest point score as specified above. Persons who refuse re-employment shall be dropped
from the recall list. Persons re-employed in a lower class shall be continued on the recali list for a
one year petiod.

4,05  Rehue

Former employees of the City who have been terminated due to a layoff and are not subject to recall
from layoff (as described in 4.04 above) and those who have resigned with required notice are
eligible for rehire; however, positions subsidized by State and Federal employment programs shall

meet the terms and conditions of rehire so specified in such programs.

4,06 Non-disciplinary Demotions

All demotions must be approved by the City Manager. An employee may be demoted to a posidon
of lower grade for which s/he 1s qualified for any of the following reasons:
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A

C.

When an employee would otherwise be laid off because his/her position is being abolished,
reclassified to a higher grade, for lack of wotk, lack of funds, or because of the refurn to
worlk from authorized leave of another employee to such a position in accordance with the
rules of leave,

When removed during probation.

When an employee voluntarily requests such demotion.
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CHAPTER 5

COMPENSATION AND HOURS

501  Implovee Compensation
Each class in the Classification Plan shall be assigned a salary range ot a tate established in the salary
schedule, which shali be approved annually by the City Council. All persons employed by the City

shall be compensated in accordance with the plan then in effect, except as provided below.

5.02  Administration and Review of Emplovee Compensation

At least once each year, the City Manager shall recommend to the City Council an appropriate salary
range for each class. In case the salary range for a class is changed by the City Council, all
employees whose positions are allocated 1o this class shall be adjusted to the corresponding step in
the new range {L.e. step 5 old range, step 5 new range).

5,03 Application aand Use of Salary Ranges and Rates

All initial appointments to classes assigned a pay range in the City Classification Plan shall be at the
first or second step of the salary range, provided that the City Manager may make an appointment to
a position at an appropriate higher salary step when in his/her opinion it is difficult to obtain
qualified personnel at the starting salary or when it appears that the education and experience of a
proposed employee is substantially superior to that required of the classification and justifies the
beginning salary in excess of the first or second step.

Advancement within 2 given pay range is not automatic. An evaluation of eligibility for step adv
ancement to the next step shall occur coincident with the anniversary of the date the employee was
appointed to his/her current position, except that the evaluation of probationaty employees shall
take place as provided in Section 3.12.

A Regular appointee shall be consideted for salary advancement it accordance with the following
PLOVISIONS!

Advancement to Step 2 (ot the next step if initial appointment was higher than Step 1) in the salary
range shall be based upon evaluztion, improvement and efficient and effective

services, as recorded by a written performance evaluation. Employee shall be eligible for the step
increase on the first day of the payroll period duting which an employee has completed one (1) year
of service 1n the appomnted classification. Such merit advancement shall be made only upon the
recommendation of the Department Head, with the approval of the City Manager.

Advancement to the next step and above i the salary range shall be based on evaluation, contnued
improvement, and continued efficient and effective services by the employee in the performance of
his/her duties as recorded in his/her performance evaluation. Employees shall be eligible for said
merit advancement on the first day of the payroll period during which the anniversary date of
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his/her appointment to the classification falls. Such merit advancements shall be made only upon
the recommendaton of the Department Head, with the approval of the City Manager.

Nothing herein prohibits the granting of 2 menit salary advancements prior to the normal tme
interval as established in the employee Classification Plan, with the approval of the City Manager.

Retroactive merit advancements shall be provided should an oversight or error occur which results
in an untimely mesit advancement. It shall be incumbent on the employee to notify his/ her
supervisor prior to his/her anniversary of performance evaluation for consideration of a merit
advancement.

Mernit advancement at the established review dates, and as provided above, shall not exceed one
step. Once the top step of the range has been reached, the emaployee is not eligible for further merit
advancement in that classification.

Performance evaluation conducted preceding consideration for advancement to any step of a salary
range shall consider all disciplinary action taken against the employee during the twelve (12) month
period of evaluation immediately preceding such consideration.

S04 Standard Work Hours

The standard work week shall begin at 12:60:07 a.m. on Saturday and end at 12:00:60 midnight on
the following Friday. Within that work week the standard work schedule shall be forty (40) hours.
Scheduling of working hours within the standard work week shall be done by the Depattment Head
for all departmental employees.

505  Artendance

An employee shall be in attendance at regular work hours in accordance with these rules and general
departmental regulations. All departments shall keep daily attendance records of its employecs,
which shall be reported to the City Manager upon request.

506  Pay Penods

The pay period for all employees shall be bi-weekly and salaries shall be paid every other Priday.
When the regular payday coincides with a holiday, pay checks shall be issued on the work day
mamediately preceding such holiday.

Except for employees being terminated, salaries shali be paid only on regular paydays. Employees
leaving the municipal service shall normally be paid on the regular payday following the date of
termination and upon wrutten clearance from the Department Head, that said employee has returned
all City tools, clothing, keys and equipment.

‘The method of distribution of payroli checks shall be established by the City Manager.

5.07 Computaton of Hourly Rate
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The salary rates for all authorized positions are set forth in the Classification Plan. In the conversion
of monthly salaries, hourly rates are computed as follows:

Monzthly salary divided by 173.33 hours per month.

508  Overtizne Policy

It is the policy of the City that overtime work is to be kept to a minimum consistent with the
protection of life, property, and the efficient operation of the departments and activitdes of the City,
and that overtime be compensated as provided herein. Overtime wotk for all eligible employees
shali be defined as any time worked beyond the standard work schedule, as provided in Section 5.04
herein.

Overtie compensation shall not apply to exempt management and mid-management personnel {as
defined by the Classification Plan).

5.09 Chvertime Computation-call ont

Employees who are called to work overtime from their day off or other off-duty hours shall be
compensated for a minimum of one hour of work, at the rate set forth 1 Section 5.10, except as
otherwise provided in these rules and regulations. Overtime shall commence at the time an
employee reaches the place where s/he is directed to report and shall continue until s/be is released
or the work i1s completed, whichever is earlier.

510 QOwvertime Compensation

Excepr as provided below, all work performed in excess of forty {(40) hours in one week which hag
received City Manager approval shall be compensated at one and one-half (1-1/2) times the
employee's regular houtly rate of pay.

5.11 Orvertime in Disaster Conditions

In case of disaster, state of extreme emergency or [ocal pertl, the overtime procedures herein
established shall not be in effect and compensation procedures shall be determined at that time for
such conditions,

512  Metheds of Overtime Pavment

Al For non-exempt employees, employees performing overtimme duties may select and be
credited with cash compensation at the rate of one and one-half {1-1/2) times the
employee's basic hourly rate of pay (excluding extra pay incentives) for each such hour
wotked,

B. With the approval of the City Manager or Department Head, an employee may be credited

with compensatory time off at the rate of one and one-half (1-1/2) hour for each hour of
said overtime, Use of compensatory time off shell not interfere with the normal operaton
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of the City. Use of compensatory time by employees shall not be denied by the City without
reasonable cause. A maximum accumulation of compensatory time of forty (40) hours shall
not be exceeded unless a higher accumulation level has been approved by the City Manager
or is negotiated per applicable MOU. The City may choose, at its discretion, to buy some
postion of an employee's accumulated unused compensatory time. Upon separation of
setvice, 211 employee is entitled to receive the cash value of all accrued compensatory time,

5.13 Administrative Leave Policy

Employees exempt from overtime pay or compensatory ime off pursuant to the Fair Labor
Standards Act, including executive, admintstrative and professional employees, shall be authorized a
specific number of Administrative Leave houts per fiscal year, as designated by City Council
Resolution.

Fach exempt employee shall be credited wich the authorized number of hours of Administrative
Leave tme as of July 1"of each calendar year. Leave usage shall be monitored by having each
eligible employee subimit 2 leave request to the Department Head or City Manager as far in advance
of the date of said leave as is possible. Ali such requests are subject to the sole approval of the City
Manager. Admunistrative Leave usage must be identified and recorded on the official time card for
the period during which the leave was taken.

Residual Administrative Leave houss as of June 30% of each calendar year shall be forfeited, and the
employee shall not have rights to payment of said unused hours. Residual hours may not be carried
forward beyond June 30* of each year. In the event an eligible employee terminates employment
while having an unused credit of Administrate Leave hours, employee is not eligible for any payment
in liew of unused hours, For eligible employees hited during the year, leave credit shall be applied a
monthly prorata rate for the time remaining from the date of employment through June 30™,

514  Deductions

Deductions from employees’ pay shall be made in accordance with prevailing laws, contract and
administrative rules and procedures established by the City Manager. Such deductions may include,
but are not hmited to federal withholding tax, state withholding tax, CalPERS deductions, union
dues, etc.

515 Travel Allowance

Oceasionally, employees and elected or appointed officials shall be required to travel on City
business. If the employee or official uses his/her own car while traveling, the City shall make a per
mile reimbursement at the standard mileage rate currently set by the Internal Revenue Service. The
current mileage reimbursement has been set at §.31 per mile. If the employee or official travels by
alr, the cost of the airline fare shall be paid by the City in an amount not to exceed the regular coach
fare.

If it is deemed by the City Manager that a rental car is required for travel by the employee or official,
the acteal cost of the car rental, insurance and gas charges shall be paid by the City. The actual cost
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of lodging shall be paid by the City. Meals and incidental expenses shall be covered by a per diem
expense advance which is equal to the upper limit of the standazd rate for meals and incidental
expenses cusrently set by the Internal Revenue Service. Expenses beyond the per diem advance may
be rexmbursed if approved by the City Manager. Current per diem expenses have been set ar $50
per day. I travel is for less than a full day, a pardal advance shall be given as follows: $10 for
breakfast, $15 for lunch and $25 for dinner.

516  Termingtion Pay

At the time an employee terminates employment with the City, s/he shall be compensated for all
accumulated vacation and overtime. In addition, where it is deemed appropriate, upon
recommendation of the City Manager and approval of the City Council, the employee may be given
up to two weeks of termination pay at the employee's current rate of pay.

517  life Insurance

The City shall provide term life insurance for each eligible employee. The amount of covesage shall
be $25,000 per employee.

5.18 Health, Dental and Vision Insurance

The City shall pay 100% of the cost of health iosurance premiums for an eligible employee's
medscal, dental and vision coverage. Insurance coverage for dependents, if any, shall be determined
by City Council Resolution or by approved Memorandums of Understanding with recognized
bargaming units.

519  Bilingual Pay

The City shall designate certain job classifications which requite the ability to speak Spanish and
English. If an employee assigned to one of these classifications successfully demonstrates, by
passing a test designed and administered by the City, the ability to speak and write both Spanish and
English, s /he shall be eligible for bilingual pay. The amount of bilingual pay shall be determined by
City Council Resolution or approved Memorandums of Understanding with recognized bargaining
units.

5.20 Retirernent Benefits

The City shall participate m the California Public Employees Retirement Systers (CalPERS) and
make the retirement prograim availlable to all permanent, full-ime swormn Police Officers dﬂ‘ilgﬂa&ﬁd
as Safety Employees and Miscellaneous Employees. The City shall contzibute the "Employer's™
Premium, as set annually by CalPERS, for employees participating in the program.

The City shall also make available to all employees a 457 Deferred Compensation Program.
Employees may malke voluntary contributions to this program through payroll deductions.
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CHAPTERS

SICK LEAVE

6.01 Staternent of Policy

The purpose of sick leave is to provide an employee time off without loss of pay due 1o iliness. It is
provided 1n recognition of the fact that a sick employee is not fully productive and that time off to
zest shall allow such an employee to recuperate more rapidly. Additionally, sick leave is provided so
that employees who have illnesses which may be contagious shall not expose other employees or
members of the public. Sick leave shall not be considered as a privilege which an empioyee may use
at hus or her own discretion, but shall be granted only upon the recommendation of the Depattment
Head. Sick leave shall be allowed and used only in the case of necessity and actual personal sickness
or disability, medical or dental treatment or in the case of any emergency iliness in the immediate
family. Immediate family shall mean the spouse, parent, child, brother, sister, or a close relative
residing in the household of the employee.

6.02  Accrual

Sick leave shall be accrued monthly, beginning with the first full month of employment, provided
the employee has been in pay status for fifty percent (50%) or morc of the first month. Sick leave
shall be accrued at the rate of eight (8) hours per month for all permanent emplovees, and eight (8)
hours or less, proportional to the houts on pay status during the month, for eligible part-time
employees

603 Dligibility

In order to receive compensation while absent on sick leave, the employee shall notify the head of
his/her department of his/her absence prior to the designated starting time, and in no case later
than the end of the first hour. When an employee is absent due to illness or intury for mote than
three work days, a physician's certificate or personal affidavit may be required. Prior to the
resumption of normal duties the employee may be tequired by his/her Department Head to file a
physician’s certificate or personal affidavit stating the cause of the absence and attesting to the
employee's ability to resume work. 1f the certificate or affidavit is not filed, the employee is not
entitled to be paid for sick leave unless the Personnel Officer grants a waiver.

In the case of frequent use of sick leave, or where a pattern of sick leave abuse is suspected {i.e. ill

on Mondays once a month), the City may require that an employee provide a physician's certificate
to documnent that the employee was too ill to work on a given day or days.

FPage 21 of 108



6.04  Deductions

Sick leave with pay shall be granted for periods no shotter than one hour. Appointments with
medical, dental, or other similar health practioners duting working hours shall be considered sick
leave, and the employee shall be charged with using a minimum of one hour of sick leave for each
absence from work, However, on an annual basts, each employee shall be aflowed to take up to a
mazimum of four (4) hours of leave without deduction from accrued sick leave, for the purpose of
obtaming cancer screening and/oz testing. The City Manager shall determine the appropriate means
of substantiating that such testing has been sought and obtained by a given employee. Beyond the
first hout, sick leave shall be deducted hour for hour based on the absence of the employee.
Benefits under this provision shall be granted for matemity cases during the period the employee is
physically unable to work, as certified by the atrending physician or practitioner.

Upon termmation, employees shall receive no compensation for unused sick leave except as
provided in Section 6.07. 1f a permanent employee is terminated for reasons that are not a discredit
to him/her, and re-employed within twelve (12) months, s/he may be eligible for any unused sick
leave, with pay, existing at the tme of this termination, unless s/he resigned of his/her own volition.

6.05 Pregnancy Disability Leave

A, An employee disabled due to pregnancy, child birth or related medical condition, may take
an unpaid leave of absence of up to one hundred-twenty (120} calendar days. Said policy applies to
all employees, including regular, temporary and exempt, whether they have completed their
probationary periods, Said leave shall be called a "Pregnancy Disability Leave." Employees are
required to request Pregnancy Disability Leave at least thurty (30} days before the leave is to
commence unless the need for leave is not foreseeable. If the need for leave is not foreseeable, the
employee must give as much notice as possible. Included with said request shall be a Physician’s
Certificate certifying the pregnancy, estimating the delivery date, and providing a ptospective
calendar date for the recommended start of leave. Employee may select to use any accrued paid
leave prior to requesting an unpaid leave of absence.

B. A loager leave of absence may be granted where extenuating circumstances exist. An
employee may be permitted to continue working beyond her eighth (8th) month of pregnancy, if not
in conflict with the date provided by her physician in Section A above, upon her written request,
accompzanied by a statement from her physician stating in writing that:

1. She 1s physically able to continue with the normal duties of her job and stating what
these duties are;

2. Setting forth any restriction upon activity;
3 Providing an exact calendar date upon which maternity leave is recommended to
commence,
C. The returning emplovee must present 4 release from her physician to retumn to work.
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D An employee who fails to retuen to work at the termination of her matesnity leave, or any
extension thereof, shall lose her seniotity, and her employment shall be terminated.

E. In addition to leave due ro disability related to pregnancy, child bitth or related medical
condition, an cligible employee may be entitled to additional Family Care Leave. All impacted

employees should consult with the City Personnel Officer for further information in this regard.

606  Donation of Siclk Leave

In the event an employee is prevented from working for a minimum of six (6) weeks due to serious
illness or mjury, other Ciry employees shall be allowed to donate to said employee sick leave hours
not to exceed 2 maximum of three hundred-sixty (360) houts total. Said donation by employees of
sick leave hours 1s voluntary. Notwithstanding the above, the City Manager shall be granted the
discretion to allow for the donation of sick leave houts to an employee who is prevented from
working for less than the stated maximum of six (6) weeks. In exercising said discredion, the
Manager shall consider such factors as the availability of acerued sick and vacation leave and
disability payments to the potential recipient of donated sick leave hours.

6,07 Conversion of Accurnulated Sick Leave

Any employee who retizes or resigns from City services with a minimum of fifreen (15) years of
service shall be entitled to convert unused sick leave as provided below:

An employee who is at least fifry-five (35) years old and has completed 2 minimum of twenty (20)
yeats of service shall be entitled to convert fifty percent (50%) of his/her unused sick leave to paid
time off.

An employee who is at least fifty-five (55) yeats old and has completed a roinimum of fifteen (15)

years of service shall be entitled to convert twenty petcent (20%) of unused sick leave to paid time
off,

An employee who is under the age of fifty-five (55) and has completed a minimum of fifteen (15)
years service shall be entitled to convert ten percent (10%) of his/her sick leave into pay at the tme

of tesignation.

Such paid time off shall be used immediately preceding the employee's retirement date. Fanployees
terminated by the City are not eligible for the provisions provided herein.

0.08___Workers' Compensation - Public Safety Employees

An employee of the Police Department who is entitled to the benefits of Labor Code Section 4850,
who s absent from work by reason of an injury or illness covered by Worker's Compensation; shall
be allowed up to one (1) year leave of absence, as required by his/her conditon, with the City
supplymg the difference between the employee’s regular rate of pay and the total of Workers'
Compensation, Social Security benefits, and the City paid disability insurance benefits. The
tollowing conditions appiy:
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Al A sworn Peace Officer employee of the Police Department who is absent from work by
reason of an injury or iliness covered by Workers' Compensation, shall accrue sick leave and
vacation benefits and consideration for normal salary increases as though s/he were not on leave of
absence; but shail not recerve credit for holidays or paid days in Heu of holidays,

B. Whenever such disability of an employee continues for a period beyond one (1) year, the
leave of absence may continue utilizing his/her accrued sick leave, vacation and previously accrued
compensating time off for overtime and paid days in lieu of holidays, calculated to the nearest one-
half (V2 day, with compensation at the employee's regular rate of pay.

C. When it appeats that the employee cannot return to work by the expiration of the
allowances mentioned in (B} above, disability retirement shall be requested by the City, to become
effective at the expiration of these allowances unless the employee applies for or consents to his/her
retirement as of an earlier date at which time s/he may be compensated for his/her accrued benefits
at his/her regular 1ate of pay.

D. No swotn Peace Officer employee of the Police Department shall be paid any disability
indemnnity under an insurance program paid by the City concurrently with wages or salary payment
paid by the City amounting to more than his/her regular rate of pay at any tme during his/her leave
of absence.

E. No sworn Peace Officer employee of the Police Department shall receive wages and salary
payments from the City after a peziod of five (5) years from the date of injury, for any oae (1) injury.

6.09  Workers' Compensation: Non-public Safety Employees

Any employee, other than sworn Peace Officer personnel, who is absent from work by teason of
any injury or illness covered by Workers' Compensation shall continue in pay status under the
following provisions:

A The difference between the amount granted pursuant to such Workers' Compensation and
the employee's regular rate of pay shall be paid to the employee for a period of thirty (30) days.

B. Beyond the initial thirty (30) days, the difference between the employee's regular rate of pay
and the total of Wotker's Compensation, Social Secutity benefits, and City paid disability insurance

benefits, such difference to he deducted from the employee’s accumulated sick leave, compensatory
time, and, whea authorized by the employee, vacation days.

C. Such an employee shall continue in pay status and receive his/her regular rate of pay untild
his/her accumulated sick leave, compensatory time, and vacation days have been depleted to the
nearest one-half (¥2) day.

D. During this time the employee is in pay status while absent from work by reason of injury or

illness covered by Workers' Compensation, s/he shall continue to accrue sick leave and vacation
benefits as though s/he were not on leave of absence; but shall not receive credit for holidays.
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E. Any employee, other than Police Department (swotn Peace Offices) personnel, who
depletes his/her accumulated sick leave, compensatory time, holidays, and vacation days to maintain
pay statas while absent from worl by reason of an injury or illness covered by Workers'
Compensation, shall be removed from pay status. Upon depletion of accumulated sick leave for an
injury or iilness and upon recommendation of the employee's Deparement Head, an employee may
be placed on medical leave of absence without pay for a period not to exceed sixty (60) days. If the
employee is unable to return to work at the end of this period, s/he must request further medical
leave which shall be subject to approval of the City Manager. If further leave is granted, the
employee must notify the City of his/her intent to return to work every thirty (303 days. If further
leave is not granted, the employee's service with the City shall be considered terminated.

G618 Use of Sick Leave to Care for Members of Immediate Pamily

Notwithstanding policy statements or language to the contrary set forth in this Chapter, in any
calendar year, an employee may use accrued and available sick leave, in an amount up to that which
would be accrued during six months at the employee’s then current rate of sick leave acerual, to
attend to the illness of the employee’s child (biological, foster or adopted child, stepchild, legal ward,
or child of an employee standing in loco parentis), parent (biological, foster, or adoptive parent,
stepparent, or legal guardian) or spouse. All conditions and restrictions established by this Chaptes
for the use of sick leave, including but not limited to the gotification and physician’s certification
requirements set forth in Section 6.03, shall apply to the use of sick leave to attend to the illness of
an employee’s child, parent or spouse. Use of sick leave pursuant to this Section shall siot extend
the maximum period of leave to which an employee is entitled under Section 12945.2 of the
Government Code or under the federal Family And Medical Leave Act of 1993, City expressly
agrees that 1t will not deny an employee the right to use sick leave in accordance with this Section ot
discharge, threaten to discharge, demote, suspend or in any manner discriminate agalnst an
employee for using or attempting to exercise the right to use sick leave in the mannet set forth
herein. The City Manager shall have the authority to allow the use of sick leave in excess of that
which may be accrued in 2 six-month period based on the circurmnstances of a given request.
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CHAPTER 7

VACATION LEAVE

7.01  Statetnent of Policy

The purpose of annual vacation leave is to enable each cligible employee to take a break from
his/her work and return mentally and physically refreshed. For this reason, it is the intention of the
City that vacations be taken, in-so-far as possible, i incretnents of one week ot more.

702  Vacation Accruoal

Vacation shall be acczl}e‘d and credited on a monthly basis begmning with the first full month of
employment, provided a permanent employee has been in pay status for fifty percent (50%) or more
of the work days in the previous month. Each eligible employee shall accrue vacation at the
following rate of continuous service performed in pay status:

A. Less than three (3) yeass - For employees completing less than three (3) yeats of continuous
service, six and two- thirds (6.66) houts for each month of service. (T'wo {2] wecks per year).

B. Three (3) years or more, but less than ten (10) vears - For employees completing three (3} oz
more years, but less than ten {10} years of continuous service; ten {14} hours for each month of
service. {Three [3] weeks per year).

C. Ten (10) or more years, but less than fifteen (13) vears - For employees completing ten (10} or
more years, but less than fifteen (15) years of continuous service; eleven and two-thirds (11.66)
hours for each month of service. (Three and one-half [3-1/2] weeks per year).

D, Fifteen {15) or more years - For employees completng fifteen (15) or more years of continuous
service; thirteen and one- third (13.33) hours for each month of service. (Four [4] weeks per year).

7.03 Maximum Vacation Accrual Limits

Vacation accrual for all eligible employees may not exceed a maximum level equal to the amount of
bours credited to the employee within the last twelve (12) months, The City shall teview the level of
each employee's accrued vacarion at the end of each calendar year. If, as of December 31 of any
year, ait employee's vacation accrual level exceeds the numbet of vacation hours credited to that
employee within the past twelve (12} months, all hours over the maximum level shall be forfeited,
and the employee shall have no rights to payment of the unused hours, Accrued vacation hours
beyond the maximum level may not be carried forward beyond lanuary 1 of each vear, except as
provided below.

If an employee has 2 vacation scheduled within the first thirty (30) days of the calendar year and that
vacation leave shall reduce his/her accrued vacation balance to a level at or below the number of
vacation hours credited to the employee in the past twelve {12) months, s/he may submit a written
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request to the City Manager for a one (1) month extension to the year-end review date. However, if
the vacation accrual level is not reduced by February 1 of that year, all hours over the maximum
level shall be forfeited, and the employee shall have no rights to payment of the unused hours.

If an employee is prevented by his/her supervisor from taking vacation during a calendar year due
to operational necessity, s/he shall be given a reasonable time period to reduce his/her vacation
accrual level to 2 level at or below the number of hours earned in the last twelve (12) months. The
tme period shall be set by the City Manager, but cannot exceed six (6) months. If the vacation
accrual level is not reduced by the end of the approved time period, the employee's leave balance
shall be reduced to the level credited in the last twelve (12} months and the employee shall have no
tights to payment of the forfeited hours.

"Operational necessity” shall apply if the employee has submitted at least two (2) requests for
vacation within the last stx (6) months, which were denied by his/her supervisor because the
employee was needed on the job (Le. staff shortage, departmental or City emergency, etc.). Denial
of 2 vacation request because one (1) or more employees in the same department have previously
submitted and received approval for time off duting the same period requested by the employee
shall not be deemed "operational necessity.”

7.04  tlse of Vacation

Employee shall complete six (6} months of continuous service before becoming eligible to use
accrued vacation leave.

Request for vacation shall be processed within one (1) week of submittal or request. All requests
must be submitted to the Department Head on the proper form.

Every effort shall be made to accommodate requests for vacation provided that the employee has
accrued sufficient vacation time. Operational necessity, as determined by the Department Head, is
cause for a denial of a request. Denial may be appealed to the City Manager within ten (10} days of
receipt of dendal by employee. If two or more employees submit a request at the same time for the
samne vacation days, semiority and job assignment shall be the determining factors in granting the
request.

Once an employee's request for vacation leave has been approved, said approval may not be
withdrawn by the employee's supetvisor within thirty (30) days of the first day of the requested
vacation, except i the case of a City emergency as determined by the City Manager. An unexpecred
reduction in work force within the departunent may be considered an emergency. Changes within
the thirty (30) day period may be made with the agreement of the employee.

Eroployees shall not work for the City during their vacation in order to earn double compensarion.
Vacation shall be granted in full workday or shift increments only.
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7,05  Holidays Falling During Vacation

I the event a City holiday falls within an employee's vacation period which would have excused the
employee from work, and for which no other compensation is made, said holiday shall not be
chatged as a vacation day.

7.06 _ Vacation Pay Upon Termination

Employees leaving the municipal service after at least six (6) months service, who bave accumulated
vacaton leave, shall be paid the amounts of accrued vacation to the date of rermination. An
employee whose service is terminated for the convenience of the City shall be paid for his/her
accrued vacation leave,

7.07  Bifect of Extended Miklitary Leave

An employee who interrupts his/her municipal service because of extended military leave shall be
compensated for accrued vacation at the time the leave becomes effective.
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CHAPTER 8§

HOLIDAYS

8.01 Statement of Policy

Permanent employees shall receive eight (8) hours of holiday pay for each approved City holiday.
Permanent part-time employees working fifty percent (50%%) or more of a regular full-time position's
schedule shall receive holiday pay in proportion to the number of howrs regularly worked .
Temporary employees shall not be paid for holidays.

8,02  Civ Holidavs

The following holidays are recognized as municipal holidays and all non-police employees eligible
for holiday pay shall have these days off, except as provided herein.

A. January first (New Year's Day)
B. Third Monday in January (Martin Luther King fr. Day)
C. Third Monday in February (Washington's Birthday)
D. Last Monday in May (Memorial Day)
E. July 4 (Independence Day)
F First Monday in September (Labor Day)
G November 11 (Veterans' D;gv} v

H. Foutth Thursday in November (Thanksgiving Day)

L Fourth Friday in November (The day following Thanksgiving)

1 December 24 (Christmas Eve)

K December 23 (Christmas)

L. Floating Holiday: As of January 1 of each year, each Permanens full-time employee shall be

credited with an eight (8) hour Floating Holiday, The Floating Holiday may be taken any
tme throughout the year. Sufficient notice must be given to the employee's immediate
supervisor and the request must be approved prior to the use of the Floating Holiday.
Scheduling of the Holiday may not interfere with the work schedule of the Ciry. The
Floating Holiday must be taken as one-day (8 hour) leave prior to December 31 of each year
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or the employee shall forfeit the Holiday and shall have no rights to payment of the unused
hours. Part-time employees are not eligible for a Floating Holiday.

M. Ewery day appointed by the President of the United States or Governor of the State of
California as a holiday shall be considered and may be granted as a City holiday upon the

City manager's recommendation and the City Council's approval.

8.05  Compensation for Work on Paid Holidays

Employees assighed to work on holidays shall receive whatever holiday pay is due them in
accordance with Section 8.01 above, plus time and one-half (1-1/2) for each hour worked on said
holiday.

8.04 _ Holiday Pay for Sworn Public Safety Employees

Paid holidays shall not be granted to sworn Peace Officer personnel. Permanent employees shall
accrue seven and one-third (7.33) hours of additional overtune, in lieu of paid holidays, for each
month in pay status fifty percent (50%) of the time or more. Part-time public safery employees shall
not accrue paid holiday leave.

8.05  Holidays Falling on Weekends

For employees eligible in accordance with Section 8.01 above, holidays falling on 2 Saturday shall be
taken on the preceding Friday, or immediately prior to any intervening holiday, Similarly, holidays
falling on a Sunday shall be taken on the following Monday, or immediately following any
intervening boliday.
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CHAPTER 9

OTHER LEAVES OF ABSENCE

901 Leave of Absence Without Pay

A leave of absence without pay, defined as five (5) or more consecutive days, may be granted in
cases of emergency or where such absence would not be contrary to the best interests of the City.
Such leave 15 not a right, but a privilege. Employces on authorized leave of absence without pay
may not extend such leave without the expressed approval of the City Manager. A leave of absence
s not considered a break in service of employment; however, no vacation or sick leave benefits shall
be used for flness occurting dusing such leave nor shall any such benefits accrue. All requests for a
leave of absence without pay must be submitred in writing to the City Manager, who shall approve
or disapprove, based on the merit of the case. Such leaves shall not exceed twelve (12) months
duration. Fatlure of an employee to return to duty upon the termination of authorized leave of
absence shall be cause for discharge.

9.02  Unauthorized Leave of Absence

An unauthorized leave of absence shall be without pay, and reductions in the employee's pay shall
be made accordingly. Absence without leave for more than one (1) day may result in discharge.
Such discharge shall not be subject to appeal, although an impacted employee shall be provided with
notice of the intent to discharge and the right to be heard at 2 non-evidentiaty heating before the
discharge may be mmposed.

G983  Teave of Absence for Death Within the Immediare Family

Leave of absence with pay for a period not to exceed three (3} dags may be granted to a permanent
employee by the Depattment Head, with the approval of the City Manager, in the event of death of
an immediate family member. Beyond that time, an emplovee may use accumulated sick leave,

9.04  Teave of Absence for Death QOutside the Immediaie Family

Leave without pay may be granted a permanent employee by the Department Head in the event of
death of a family member other than one of the immediate family. Such leave is granted in
accordance with Section 9.01,

9.05  Mihtary Leave of Absence

State and other applicable laws shall govern the granting of military leaves of absence and the tghts
of employees returning from such absence. (See The Veteran's Reemployment Rights Act, California
Militaty Code Sections 395 et seq.)
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9.06  Voune Leave

Time off with pay to vote at any general, ditect primary, or presidential primary election shalf be
granted as provided in the State of California Elections Code, and notice that employee desires such
time off shall be m accordance with provisions of said Code.

9.07 Tury Duty

Employees required to report for jury duty shall be granted a leave of absence with pay from their
assigned duties until released by the Coutt, provided the employee remits to the City all fees received
for such duties other than mileage and subsistence allowance within thirty (30} days from the
termination of his/her yury service. If jury duty permits, an employee is expected to work a partizl
day. Part-time employees shall not be entitled to jury leave with pay.

9.08 . Subooenas

Permanent employees who are subpoenaed to appeat as witnesses on behalf of the State of
California or any of its agencies may be granted leave of absence with pay from their assigned duties
until released. The employee shall remit all fees for such appearance(s) to the City within thirty (30)
days of the termination of his/her services. Compensation for mileage and subsistence allowances
shall not be considered as a fee and shall be retamned by the employee.

909 Workers' Compensation Hearines

Employees who have been mjured in the course and scope of their employment with the City and
who are required, as a result of such injuty, to be absent from duty to take physical examinations
required by the City's Workers’ Compensation insurer ot the Industrial Accident Commission, or to
attend hearnngs of the Industrial Accident Commission, rmay be granted leave with pay for such
absences by the City Manager when s/he determines such absences are in the best interest of the
City, and only if the employee is in pay status at the fime of the scheduled examination or hearing.

9.19 Family or Medical Leave

Employees are entitled to leave for family and medical purposes pursuant to the Family and Medical
Leave Act and the Califomia Farmily Rights Act. Computation of such leave, whick may also be
coordmnated with leave for pregnancy related disabilities, can be exceedingly complex. The following
policy provides general rules and guidelines. Any employee wishing to make use of available leave
provisions should confer with the City Personnel Officer for further guidance and specific details.

A City employee with more than one (1} year of continuous service who has worked more than
1250 hours in the previous year and who meets all requirements of this section, may be entitled to
take up to a total of four (4} months in 2 twenty-four (24) month petiod for uapaid family care or
medical leave. This policy applies to all employees, including regulat, temporary or exempt, whether
or not they have completed their probationary perods.

Family care or medical leave may be requested under the following circumstances:
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A Leave for reason of the birth of a child of the emplovee, the placement of a child with an
employee in connection with the adoption of the child by the employee, ot the serious
iliness of a child of the employee.

B. Leave to care for a parent or a spouse who has a serious health condition.
C. Leave to attend to the employee's own serious health condition.

Serlous health conditions means an lliness, injury, impairment, or physical or mental condition
which wattants the participation of a family member to provide care during a period of the
treatment or supervision and involves either inpatient cate in a hospital, hospice, or residential
health care facility, or continuing treatment or supervision by a health care provider,

An employee taking family care leave may elect, or the City may require the employee, to substitute
employee's accrued vacation leave or other accrued time off during this period. The employee shall
not use sick leave during the period of family care leave unless mutually agreed to by the employer
and the employee.

Any employee taking leave pursuant to this section shall continue to be entitled to participate in
health plans, pension and retirerent plans, and supplemental

unemployment benefit plans to the same extent and under the same conditions as apply to an
unpaid leave taken for any purpose other than family care. The City may require the emplovee to
pay premiums, at the established group rate, during the period of leave not covered by any accrued
vacation or other accrued time off. However, the nonpayment of premiums by an employee shall
not constitute a break in service, for purposes of longevity, seniority under any collective bargaining
agreement, or any employee benefit plan. In some instances, City shall pay employee’s share of
premiums in order to insure full benefits, although employer is entitled to recover such monies once
employee returns to work,

The City shall not be required to make payments for an employee to any pension and/or refitement
plan, and the leave period shall not be required to be counted for purposes of time accrued under
the plan. However, an employee covered by a pension plan may continue to make contributions in
accordance with the terms of the plan during the period of the leave.

During a family care leave the employee shall retain employee statas with the City, and leave shall
not constitute a break in service. An employee retutning from leave shall return with ao less
seniority than the employee had when the leave commenced, for purposes of layoff, recall,
promotion, job assignment, and seniority-related benefits.

1f the employee's need for a leave is foreseeable, the employee shall provide the employer with
reasonable advance notice of the need for the leave.

The City may require that an employee's request for leave to care for a child, a spouse, or a parent
who bas a serious health condition be supported by a certification issued by their health care
provider of the mdividual requiring care. The certification shall include: the date on which the
serious health condition commenced; the probable duraton of the condition; an estimate of the
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amount of time that the heaith care provided believes the employee needs to care for the individual
requiring the care; and a statement that the serious health condition warrants the patticipation of a
family member to provide care duting a period of the treatment ot supervision of the individual
requiring care.

Upon expiration of the titne estimated by the health care provider, the City may require the
employee to obtain recertificadon in accordance with the procedure provided in the above

paragraph.

The City shall not be required to grant an employee family care leave which would allow the
employee and the other parent of the child family care leave totaling more than the amount
specified, nor to grant an employee family care leave for any period of time in which the child's
other parent is also taking family care leave from employment ot is unemployed.

The City may refuse to grant a request for family care leave if necessary to prevent undue hardship
to the operations of the City.
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CHAPTER 10

DISCIPLINARY ACTION

10.07  Statemnent of Policy

Whenever an employee's performance, attitude, work habits, or personal conduct at any time falls
below a desirable level, supervisors are expected to inform employees proraptly and specifically of
such lapses and give counsel and assistance. If, in the opinion of the supervisor, a reasonable period
of mme for impsovement is appropriate and justified, said period may be allowed before initating
disciplinary action. In some instances, a specific incident may justify severe disciplinaty action in
and of itself; in determining the action to be taken, the supervisor may consider the seriousness of
the mcident and the whole pattem of the employee's past performance and conduct. Any instance
of disciplinary action shall be documented in the employee's personnel file. As used in this chapter
"disciplinary action" shall mean discharge, demotion, reduction in salary, disciplinaty probaton, ot
suspension. '

1002  Causes for Disciplinary Agtion

Causes for disciplinary action against any employee may include, but shall not be limited to, the
following:

Al Failure to meet prescribed standards of work, morals, and ethics to an extent that makes an
etnployee unsuitable for any kind of employment in the City service;

B. Theft or malicious destruction of City propesty, or negligence or willful misconduct which
has caused damage to or waste of public property or supplies;

C. Incompetence, inefficiency, or repeated negligence in the performance of duty;
D. Insubordmation, willful discbedience or dishonesty;
L. Conviction of a felony, or a plea of guilty or no contest to a felony, or conviction of a

misdemeanor ivolving moral rurpitude or a plez of not guilty or not contest to a
misdemeanor mvolving motal turpitude;

F. Notoriously disgraceful personal conduct;
G. Unauthorized absences or abuse of leave privileges,
H. Acceptance of any valuable consideration which was given with the expectation of

nfluencing the employee in the performance of his/her duties;
L Falsification of records or fraud in secuting employment;
I Use of official posttion for personal advantage;
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K. The use, possession or consumption, or acting under the influence, of an alcoholic beverage
during the work day or at eny time while ar the workplace or in 2 city uniform, EXCEPT 45
authormized m the line of duty; the use, possession, consumption ot sale, or actng under the
nfluence, of dlegal drugs or narcotics (not lawfully prescribed) at any time;

L Unlawful harassment, sexual harassment or discrimination;

M. Discourteous treatment of the public or other employees;

N, Improper political activity as defined by Federal and State laws;

Q. Violation of any of the provisions of these rules and regulations, policies or departmental

rules and regulations, including adopred safety rules;

P Other fathure of good behavior either during or outside of duty hours which is incompatible
with or mymical to City service,

Q. The off-duty or off work-site consumption of alcohol or illegal drugs or
narcotics while operating City machinery or a City vehicle while attending a  seminar, conference,

training ot meeting as a representative of the City,

10.03 Adminustration of Disciplinary Action

A. Oral and Written Reprimands. With tespect to oral or written reprimands, an employee's
supervisor may orally or in writing communicate to an employee any conduct ot performance not in
compliance with the causes for action for discipline set forth in this Chapter, or any other
appropriate unlisted cause of action, which must be improved and may detail the areas of
improvement, the degree of improvement required, and notice that failure to itnprove will result in
more serious disciplioary action. If the reprimand is put in writing, it shall be made 2 part of the
employee's official personuel record, and may be considered pertinent evidence or information in
subseguent disciplinary matters. An employee shall have ten {10) days within which to file a written
response to any written reprimand and said response shall be placed in the employee's official
personnef record.

B Other Types of Disciplinary Action. For 2ll disciplinary actions other than oral or written

- reprimands, the City Manager or any Department Fead may take disciplinary action AZAINST 21y
emnployee under his/her contol for one or more of the causes for discipline spectfied in this
Chapter, or any other appropriate unlisted cause of action, by notifying the employee, in writing,
within 2 period of two (2) to ten (10) calendar days prior to the proposed action, of the following:

1. Nature of the proposed disciplinary action.
2. Statement of reasons for the proposed acnion.
3 Statement indicating the proposed effective date for the disciplinary action and that

the employee may respond ogally or in writing prior to thar dare.
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The notice should also include copies of all documentation or materials upon which the proposed
disciphinary action is based. The notice shall be served upon the employee either personally or by
Certified Mail, return receipt requested.

€. Informal Predisciplinary Hearing, The employee shall be given, within five {5} working days
from the date of receipt of written notice of proposed disciplinary action, an opportunity to respond
either personally at an informal hearing, in writing, or both, to the individual proposing the intended
discipline. The involved hearing is not adversarial and the employce does not have the right to
cross-examine witnesses. At the hearing, the employee shall be given the opportunity, cither oraily
or in writing, or both, to bang forward facts or circumstances which may cause the charges to be
modified or dropped. Following the hearing, the heating officer {cither the party recommending
discipline or their designee) will determine whether it is appropriate to impose the recommended
discipline, or to modify or drop the same. If the proposed action is to be suspension or discharge,
the employee may be relieved of duty while continuing to recetve pay and other benefits vntil the
disciplinary action is effected by the City. If no tesponse to a notice of proposed disciphnary action
is received, then either the City Manager or Department Head may carry our the disciplinary action.
Wytten notice of the final discipline shall be in the form set forth below.,

If an employee chooses to respond to the notice of proposed discipline, written notice of the
disciplinary action, if any, shall be served on the employee not later than five (3) days after receipt of
the employee's response, or in instances in which an informal hearing is requested, within five (5)
days of the conclusion of the hearing. The notice shall be served upon the employee either
personally or by Certified Mai, and shall inclnde:

A. A statement of the nature of the disciplinary acton;

B, The effective date of the penalty;

. Statement of the causes thereof;

D. A statement 1n ordinary and concise language of the admissions upon which the causes are
based;

L. A statement advising the employee of his/her tight to appeal such action.

If no discipline is imposed, a notice to that effect should be served.

10,04 Right of Appeal

Any regular employee shall have the right of appeal to the City Manager for any disciplinary action
taken under Section 10.03B. Such appeal must be fled with the City Manager within ten (10)
working days after receipt of written notice of such disciplinary action; failure to file an appeal
within such time constitutes the waiver of the right of appeal. The appeal must be in writing, must
be verified before a INotary Public, or must be made under penalty of perfury, and must state
specifically the reasons upon which it is based. In instances in which the appeal is taken for
disciplinary action imposed by the City Manager, the City Manager shall appoint an individual to
process and handle the appeal. The City Manager, or his/her appointee shall cause such appeal to
be investigated and shall conduct a hearing as provided in this Chapter. Neither the provisions of
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this section nor this Chapter shall apply to reduction and force reductions in pay which are part of a
general plan to reduce or adjust salaries and wages.

10.85 Hearing

The City Manager ot his/her appointee shall, with the assistance of the City Attorney, schedule and
conduct an evidentiary hearing on an appesl filed in accordance with previous Section 10.04 within
thirty (30) days after receipt thereof. The City Manager or his/her appointee may continue the
hearing either for the convenience of the City or upon written application of the appellant, for a
petiod not to exceed an additional thirty (30} days from the receipt of the appeal. Written notice of
the time and place of the hearing and any continuance thereof shall be given to the appellant. Such
hearings need not be conducted in accordance with the technical rales relating to evidence or
witnesses. Reference to the provisions of Government Code Sections 11513 and 19580 may be
made for guidance as to appropriate heating procedures. All costs of said hearing shall be shared on
an equal basts by the City and the involved employee.

10.06  Representation

The appellant may represent his/herself or may be represented by a designated representative ia all
matters of discipline other than reprimands.

10.07  Notice to Witnesses

The City Manager or his/her appointee shall issue notices for the appearances of witnesses for the
appellant upon his/her written request and at his/her cost. City Manager or his/her appointee may
require such cost to be prepaid.

10.08 _ Failure of Employee To Appear At Hearing
Failure of the appellant or his/her representative to appear at the hearing shall be deemed a

withdrawal of his/her appeal and the action of the City Manager 2nd/or Department Head(s) shall
be final.

10.09  Decisions

The City Manager or his/her appointee shall tender 2 written decision within fifteen (15) days after
concluding the hearing. A copy of such decision shall be forwarded to appellant. If a disciplinary
action taken against the employee s reversed or modified by the City Manager or his/her appointee,
the employee may be compensated in whole or part, for lost time, if any. The City Manager or
his/her appointee's determination in this matter shall be final.
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101G Effect of Certain Disciplinary Actions

A Oral Reprimand - Employees receiving oral reprimand should have it noted in their
departmental record by the Deparmment Head.

B. Wetten Reprimand - Employees receiving a written reprimand shall have a copy of their
reprimand filed in their employment record. Such record may be considered as pertinent
evidence or information in any subsequent disciplinary action. Each employee's permanent
record 1s in his/her personnel file kept in the City Manager's office. City shall comply with
all applicable provisions of the Public Safety Offices Procedural Bill of Rights Act
(Government Code §§ 3300} prior to placing a written record of discipline in the file of 2
public safety officer.

C. Disciplinary Probation Period - Employees placed on disciplinary probation shall not receive
a salary review while on such probation, and the rules governing the regular probationary
period shall govern; however, they shall accrue vacation, sick leave and earn time towards
their next salary review,

D. Suspension) - Employees suspended from the municipal service shall forfeit all rights,
privileges, and salary while on such suspension with the exception of group health and life
insurance benefits.

E. Demotion - Employees subject to demotion shall be assigned to any designated step in a

lower pay range which is at least one (1) step less than the dollar amount received in the pay
range from which the employee is demoted.

E. Discharge - Eimployees terminated for disciplinary reasons shall be paid salary accumulated
to the effective date of termination.

1011 Bffect of Disciplinary Action

Disciplinary action taken against an employee shali be considered in the performance evaluation
process that reviews the period of tme in which the event giving rise to the disciplinary action
occurred, including the salary review process involving that same period. Disciplinary action
occugting in any particular titne period may also be used in subsequent disciplinary matters.

16,12 Clarification of Terms Used in This Chapter

Throughout this Chapter reference is made to date of notification by and receipt of notification
from employee or employer.

Whenever reference is made w notification by a particular party, this means the date the notfication
was made. This date is the later of a) the date the written notice is personally handed to the party; b)
the date on the letter or ¢) the date the letter was mailed as verified by the later of the postmark or
the date of mailing on the mailing certificate.
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Whenever reference is made 1o receipt of notification from employee or eraployer, this means the
date the notification is recerved by the party or their agent. This date is the eatlier of a) the date the
written notice 1s personally received as verified by the earlier of 2 date stamp applied by the recipient
or the date of delivery or date of attempted delivery on the mailing certificate.

Where no modifying term such as "working" or "calendar” precedes a reference to a specific
number of days, it will be assumed that the reference is to "caleadar days".
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CHAPTER 11

GRIEVANCE PROCEDURES

1101 Swotement of Purpose

Gtievance procedures for employees are provided herein:

A. Te ensure that employees receive fair and equitable treatment.

B. To promote improved employer-employee relations by establishing grievance procedures on
mattets that are not otherwise exempted from grievance and for which appeal or heating is
not provided by the rules and regulations.

C. To afford employees, individually or through qualified employer organizations, a systematic
means of obtaining further consideration of problems after every other reasonable effort to
resolve such problems has falled.

D. To provide that grievances shall be settled as near as possible to the point of orgm.

E. To provide that grievances shail be heard and settled as informally as possible.

11.02  Mazsters Subject to Grievance Procedures

Any City employee shall have the right to present a grievance regarding interpretation or application
of personnel policy, or rules or provisions of employee-employer agteements or working conditions.
The grievance procedure shall not be used to resolve any complaint concerning any disciplinary
action involving discharge, demotion, reduction in salary, disciplinary probation or suspension
without pay exceeding two (2 days, or resolution of any complaint concerning any aspect of the
performance evaluation process.

In order to ensure the prompr, efficient zesolution of all grievances, employees must comply with
each of the deadlines described in this policy, unless the Petsonnel Officer has agreed to extend the
employee's deadline in writing. If any employee does not submit a grievance within the time period
required by this policy, the employee will have waived the right to submit the grievance.

1103  Grevance Procedure

A. Informal Discussion.

Prior to an employee initiating the grievance procedure, the employee with a grievance shall first
discuss the matter with his/her immediate supervisot within five (5) working days after the matter
compilained of first arises i an aftempt to resolve the matter. Fvery effort should be made to find
an acceptable solution to the identified problem by informal means at the most immediate level of
supervision. An informal discussion is a prerequisite to filing 2 grievance. The immediate
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supervisor shall have five (5) working days in which to respond to a request for an informal
discussion. 1f the employee is not in agreement with the decision reached through informal
discussion, he/she shall then have the right to file a formal grievance in writing within ten (10)
calendar days after recetving the informal decision of his/her supervisor.

B. Steps in Grievance Procedure

Step 11 A formual grnevance shall be prepared in writing by employee and presented to the
employee's Department Head who shall discuss the gtievance with the employee, his/her
representative, if any, and with other appropriate persons. Any grievance presented in accordance
with this step shall include a detailed factual basis of the nature and date of the occurrence giving
nise to the grievance, identification of informal efforts to resolve the grievance, identification of rule,
regulation, policy or sections of the relevant Memorandum of Understanding on which the
grievance Is based, and the remedies sought by the grievant. The Department Head may meet with
the grievant, and shall thereafter render a decision and comments in weiting and return them to the
employee within fifteen (15) calendar days after receiving the grievance. If the employee does not
agree with the decision reached, or if no answer has been received within fifteen (15) calendar days,
the employee may present the grievance in wtiting to the City Manager. Failure of the employee to
take futther action with ten (10} calendar days after receipt of the decision, or within a total of
twenty-five (25) calendar days from the receipt of the grievance by the Department Head if no
decision 15 rendered, will constiture & withdrawal of the grievance.

step 20 Upon recerving the grievance the City Manager shall discuss the grievance with the
employee, his/her representative, if any, and with all other appropriate persons within ten (10} days
of receipt of the grievance. The City Manager may designate an individual not in the normal line of
supervision to advise him/her, or to conduct whatever investigation he/she deems appropriate,
concerning the guevance. The City Manager shall render a decision in writing to the employee
within twenty (20) calendar days after recetving the grievance.

Step 3 if the employee is not satisfied with the decision of the City Manages, the employee may
then take the appeal, in writing, to the Employee Grievance Board within ten {10) calendar days of
the written decision of the City Manager as served on employee,

The Grievance Board will hear the grievance withia thirty (30) calendar days of its
appeintment in accordance with Secrion 11.04, At the conclusion of the heating the Grevance
Doard shall, within ten (10} calendar days, prepare and file a written decision including its findings
and conclusions.

The Grievance Board may affirm, reverse, or modify the decision of the City Manager.
All Board hearings on grievance mattets shall be conducted 1n an expeditious manner and
need not be conducted according to technical rules relating to evidence and witnesses, The

Chatrperson shall retain final authority to rule on procedural matters or on other poiats which might
impact the length and conduct of the hearing.
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11.04  Gonzales Emplovee Grievance Board

The Gonzales Employee Grievance Board shall have a non-permanent status and shall consist of
three (3) members, 1o be appointed on an as-needed bzsis. The City Manager shall appoint one
member and the appropriate employee organization shall appoint one member, each within ten (10
calendar days of the date of appeal. The third appointee shall be selected by the two appoiniees.
The City's and Employee Organizaton's appointees shall submit a list of three potential appointees
for consideration. The third appointee shall be selected from these lists.

If the appointees cannot agree on the third, they shall submit the candidates list to the City Clerk for
submittal to the City Council at the first available opportunity for selection of the third appointee.

11,05  Miscellaneous

Al The time Lmits specified above may be extended to a definite date by mumal written
agreement of the employee and reviewer concerned.

B. Employee shall be free from reprisal, discrimination, and coescion for using the grievance
procedure.
C. Compliance with the foregoing gtievance procedure shall be considered as mandatory to the

exhaustion of administrative remedies.
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CHAPTER 12

INJURY AND ILLNESS PREVENTION PROGRAM

12.01  Starement of Policy

It is the policy of the Ciry of Gonzales to provide z safe and healthy wotk environment for all
employees and to comply with the State and Federal laws governing workplace health and safety.

the City's Injury and [liness Prevention Program (PP} contains many components that work
together in making the City's work sites safe places of employment. Fach employee plays a critical
role in implementing the program and in ensuring its success. The main components of the
program are as follows.

Al The program document that outlines specific employee safety responsibilities.

B. The City's Manager or his/her designee shall be designated as the Program
Admnistrator and shall administer the program outlined herein.

C A system of scheduled safety inspections and evaluations.

. Safety traming of new or transferred employees shall be conducted by the Program
Adminstrator,

E. Implementing a means of communication allowing employees to tepott hazardous

conditions. It is the policy of the City that reporting hazardous conditions is
encouraged and no employee shall be disciplined for repotting such 2 condition.

F. Posters displayed at each work site to convey safety information.

Through this policy and an actve role played by all employees, the City's goal is to provide the safest
and healthiest environment possible.

12.02  Safety Rules and Practces

It is the responsibility of all employees to follow safe work practices in carrying out theit job
assignments. Specific safety practices for each position shall be the responsibility of the on-site
supervisors and managers, as it would be impractical to detail safety rules for each posttion. The
general safety rules and practices listed below shall apply to all employees, regardless of their
pPOsSIon.

A Employees must immediately report unsafe conditions, work practices ot hazards by

completing the Hazardous Condition Report Form or calling the Program Administratot, as
designated on the Hazardous Condition Repost Form.
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.

All employees may refuse to perform an assignment under potentially unsafe conditions.,

All employees should utilize proper safety techniques whes lifting, moving oz stacking
objects.

All employees should immediately report damaged ot broken machinery to their supervisor,

Employees should utilize proper care when using staies or walking on potentially slippety
surfaces.

Employees should not stand on furairute or other items not designated for standing.
No employee should attempt to move heavy furniture or other large items.

No employee should engage in "horseplay," defined as physical conduct and activity
unrelated o work duties, while at worlk,

To ensure that all employees practice the safety guidelines published in this HPP, the following
policies have been established:

Al

12.03

Supervisors and managers shall be responsible and accountable for the safety of all
employees under their direction. This includes reminding employees to worl safely,

Appropriate disciplinary action. may be taken against individuals who are not following the
IPP gwidelines. Disciplinary acdon shall also be initiated against individuals who retaliate

against an employee who has made a report about an unsafe condition or practice.

"The City Manager may give appropriate recognition to employees whose performance
consistently demonstrates compliance with the IIPP.

"The City Manager may propose additional policies or amendments to ensure compliance
with ITPP guidelines.

Inspections

The Program Administrator shall conduct regular semi-annual inspections of City facilities.
Employees are encouraged to be proactive when inspections are conducted and point out any
potential hazards. Safety hazards shall be documented on the "Safety Correction Schedule® and
shall be rracked untl the hazard is corrected.

12.04  Hazard Communication

During the year, hazards may periodically arise. Therefore, employees shall be encoutaged to
complete a "Hazardous Condition Report” form in the event they come across a potential safety
hazard. The form should be completed and returned to the Program Adminsstrator. The hazard
shall be mvestigated and acted upon accordingly.
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12,05 New Bmployee Training

All new employees, as part of their inital otientation shall be trained on safety and other ITPP
guidelines by his/her Department Head. Each part of the program shall be covered and the
employee shall be required to acknowledge said training, To assist in this process, a "New
Employee Safety Training Checldist” has been developed. The checklist shall provide an outline of
safety issues and both the Department Head and the new employee shall sign the checklist verifying
the 1ssues have been covered. The checkdist shall then be placed in the [IPP tzaining folder
maintained by the Program Administrator.

12,06 Emervency Procedures

The following information is provided to assist employees with general, common sense approaches
to emergency sitnations. 1t would be impossible to document every possible
emergency scenario, yet the changes of injury or liness shall decrease by following these guidelines.

A, Fire Afarm: Fvacuate - immediately stop what you are doing and proceed to the nearest exit.
Hach City facility shall have a designated area or escape routes which shall be covered in the initial
traming. Exit cautously. Use altetnate routes if smoke, flames, or hot doors block the closest exit.

Aud employees or building occupants with special needs or disabilities. Remain calm, assess
the situation and act quickly.

B. Larthquake: During an Earthquake - if you are inside, stay there. DO NOT RUN
QUTSIDE. Take cover under a desk orin a doorway and stay away from overhead glass. Stay
there until the earthquake subsides.

Hyou are outside, stay there. Go to an open area away from trees, building walls or power

lines.

If you are driving, pull over to the side of the road and stop. Avoid overpasses and power
lines. Stay inside the car until the shaking is over.

After an Farthquake: Remain calm. If necessary and when it is safe to do so, evacuate the
building and go to an open area away from building walls, trees or power lines. Assist co-workers if
necessary.

Check for fires. Do not simoke, use matches or lighters. ONLY USE THE TELEPHONE
FOR EMERGENCY CALLS.

C. Bomb Threat: General Procedures: If a bomb threat is received by phone, the employee
should remain calm and get as much nformation as possible. Tty to document the following
information,
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1. Bxact time call was received.
2. When is the bomb going to explode?

Where is the bomb?

[

4. What kind of bomb is it?

5. What does the bomb look liker?

6. ‘Whom do you represent?

7. Why did you place the bomb?

8. Try to record the exact words of the individual.

9. Document a description of the caller. Male/Female, accent, slang, emotional state,
background noises.

10, immediately notify the City Manager or his/her designee. Follow directions given.

D. Proper Lifting Procedures

Most back mnjuries result form improper lifting. Listed below are proper back lifting
techniques.

1. Get a firm footing. Keep your feet apatt for a stable
base; polat toes out.

2. Bend your knees, Don't bead at the waist. Keep the
principles of leverage in mind at all tmes. Don't do
more than necessary.

3. Tighten stomach muscles. Abdominal muscles support your
spine when you lift, offsetting the force of the load.

4. Lift with your legs. Let your powerful leg muscles do
the work of lifting, not your weaker back muscles.

5. Keep the load close. Don't hold the load away from your
body. The closer it 1s to your spine, the less force it

exerts on your back.

6. [Keep your back uptight, Whether lifting or putting down
the load, don't add the weight of your body to the load. Avoid twisting.
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CITY OF GONZALES
HAZARDOUS CONDI{TON REPORT

Route to: , Program Administrator

Name {Optonal):

Directions: Please fill out the following information when encountering a hazardous condidon n or
around your department or location. Your assistance in creating a safe environment is greatly
appreciated. Please return completed form to the City Manager's Office.

Date:

Location (please be specific):

Descrption of hazard:

What is the cause of the hazard:

Has an injury resulted from this hazard? Yes No

Has an Hllriess resulted from this hazard? Yes No

if yes, describe:

Suggestion for mproving safery:
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CITY OF GONZALES

EMPLOYEF SAFETY TRAINING CHECKLIST

Employee Name: Date:
Job Title: Date of Hire:
General Safety Guidelines: Reviewed:

1. Review of Safety Policies and Procedures

2. Organizational Stracture of City

3. Familiazization of Working Area

4. Location and Use of Safety Communications
5. Location of Restroom Facility

6. Posted Areas, Signs and Other Information
7. First Aid Supplies

8. Inpury Reporting

I have been instructed on the safety information above:

Employee Signature: Drate:

Trained By: Diate;
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12,07 Citv-Wide Safety Cotnmittee

A Function: The City-Wide Safety Comsmittee shall be advisory only, so as not to conflict with
the Department Head's direct responsibility for safety. The Safety Committee shall fulfill its
advisory role by recommending the adoption of overall safety policies; participating in developing
safety training programs; reviewing accident statistics and injury reports in order to identify accident
trends and make recommendations for correction and reviewing specific injury case histoties where
warranted.

B. Membership: The City-Wide Safety Committee shall include the City Manager or his/her
designee, a representative from the Police Department, a representative from the Public Works
Department and a tepresentative of clerical staff.

C. Meetngs: The Ciry-Wide Safety Committee shall meet as determined by the City Manager
and on call of the Committee Cooxdinator.

1208 Accident Reporting Procedures

The primary reason for specifying a precise procedure for reporting an accident is to protect the
employee by ensuring that s/he received all available benefits under the State Workers'
Compensation Law. Failute to follow the prescribed accident reporting procedures outlined in this
section may result in the employee being required to pay medical expenses which otherwise would
have been covered by Workers' Compensation.

Al Emplovee Injury: When an employee becomes injured on the job, it shall be his/her
responsibility to promptly seek out adequate medical treatiment, as indicated by the following
guidelines:

1. Injunies of a minor nature requiring first-aid treatment only shall be treated
immediately by the employee him/herself or a fellow employee, and reported o the employee's
supervisor as soon as possible. In all cases an accident of this nature must be reported to the
supervisor on the same day it occurs. The supervisor shall then determine whether the injury is
serious entough to require medical attention from a physician.

When it 1s determined that a physician's care is necessaty, the injured employee shall
be refereed to a physician at the Gonzales Medical Group.

2. An employee involved m an accident causing a serious injury shall be referred
immediately by the employee him/herself or 2 fellow employee to the duty physician at the

Gonzales Medical Group or the nearest hospital.

The employee's supervisor shall be notified immediately concerning the accident and
the condition of the injured employee.

Duning the hours from 8:00 AM to 5:00 PM, Monday through Friday, an injured
employee necding a physician’s attention shall be referred to the Gonzales Medical Group.
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3 Sworn Police Officer employees who develop conditions that are presumed to be
caused on the job, shall notify their supervisor immediately after receiving such a diagnosis from the
treating physician. After receiving such notification, the supesvisor shall report the employee's
condition to the City Manager.

B. Acadents Involving City Owned Mobile Bquipment: Such accidents shall be reported to the
Police Department immediately tegardless of the seriousness of the accident and the hour of the
accident. Regardless of the type of accident, no equipment is to be moved if at all possible until a
Police Officer arrives. The Gonzales Police Department shall take photographs of all such accidents
within their jurisdiction. :

After the police investigation reporr is completed, copies shall be sent to the appropriate
depactment and to the City Manager for filing after the case has been reviewed.
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CHAPTER 13

BLOOD-BORNE PATHOGEN PROGRAM

13.01  Sratement of Purnose

City personnel, in the course of normal duties, may become exposed to human blood, which may be
capable of transmitting fatal or debilitating diseases. It is imperative that personnel exercise universal
precautions (treating all human blood and all human body fluids as if known to be infectious for
HIV, HBV, and other blood-bome pathogens) in any setung that may result in contact with any
human body flud,

An occupational exposure means any reasonably anticipated skin, eye, mucous membrane or
parental (any act that plerces a mucous membrane) contact with blood o other potentially infectious
materials that may result from the performance of an employee’s duties. This includes any and all
body fluids 1 sitnations where it is difficult or impossible to differentiate between body fluids,
including unfixed human tissue or organs, whether living ot dead.

Several classifications of personnel are at risk of exposure to blood and other body fluds while
engaging mn assigned duties. To limit the adverse health effects that may result from an unprotected
contact with these fluids, personnel must wear the appropriate personal protective equipment.

13.02 ob Classifications That Have Occunational BExposure

A, Firefighters

B. Police Officers

C. Building Maintenance Workers
D, Arimal Control Officer

E. Street Sweepers

F. Parks & Recreation Workers
G. Street Workers

H. Sewer Maintenance Workers
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13.03  Protective Measures

Since contact with bodily fluids could occur without warning, personnel shall be provided, as a
minimurm, the appropriate protective gloves priot to commencing work in any of these service areas,
and if the need for additional personal protective equipment becomes necessary while performing a
task in these areas, personnel shall stop and don the appropriate additional protective equipment
before continuing. This may not be necessary if, in the employees professional judgment for that
specific instance, its use shall pose an increased hazard to the safety of the wotker or co-worker.
Exposure resulting from 4 failure to exercise universal precautions shall be followed up with a
written mvestigation of the incident.

Proper hand washing provides a first line of defense against exposure,

Al Remove gloves before contacting uncontaminated persons, articles or equipment.
B. Wash hands as soon as possible after temoving protective equipment.
C. 1f hand washing facilities ate not available, personnel shall use an appropriate antiseptic hand

cleanser in conjunction with clean paper towels. Hand washing should take place as soon as
1s feasible.

D, After hand washing has been completed, petsonnel shall dry their hands on paper towels.
Use of a community towel adjacent to the wash area is not recommended.

Persaonnel at risk shall exercise additional protective measures.

A, Personnel shall not eat, drink, smoke, 2pply lip balm ot make-up while in 2 potentially
contaminated setting.

B. Personnel shall avoid alf contact with his/her face or mucous membranes while i a
potentially conraminated setting,

C. Gloves and other protective equiptment shall be kept in each vehicle as part of the
appropriate work clothing,

D. Personnel shall use universal precautions during any clean-up operations where contact with
human blood or other body  fluids is likely (ie. sewer spills, working on or around drain cleaning

equiptnent, handling toilet fixtures, spills of infectious or unknown materials),

13.064  Types of Protective Equipment

Personnel shall wear the appropriate protective equipment based on their professional assessment of
the tisk of exposute. Pezsonal protective equipment shall be considered “appropriate” only if it does
not, under normal conditions of use, permit blood or other potentially infectious materials to pass
through of reach the employee's work clothes, street clothes, undergarments, skin, eyes, mouth or
other mucous membranes,
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A Latex or vinyl gloves shall be used in all cases.

B. In high risk situations, high-risk gloves shall be wom over latex or vinyl gloves.

C. Protective eye wear shall be worn if there 1s a potential of splash.

D. Masks shall be worn if there is a potential of splash or air horne transmitted exposure.

I Disposable covetalls shall be worn if there s & potential of splash that would contaminate
work clothing,

To limit secondary exposure to blood-botne pathogens, personnel shall not reuse one-time use
{disposable) protective equipment. If uniforms become exposed to blood products in the course of
the employee's job duties, the exposed employee shall remove the contaminated clothing, place ali
contaminated clothing m a marked and sealed plastic bag, shower using soap and water and dress in
a clean uniform. The contaminated clothing shall be taken to an appropziate laundry for washing, at
no cost to the employee. In any situaton where personnel come 1o ditect physical contact with
blood or other bodily fluids, they must wash the affected body part with soap and water at the
carliest possible time. In the most sertous exposure cases, this washing may include, but is not
limited to, gross decontamination procedures at the

scene of the exposure decontamination and an opportunity to seek a follow-up medical evaluation.

123,05 Vaccnation and Post=Exposure FEvaluation

The City shall make available the Hepatitis B vaccine and vaccination series to all employees who
have occupational exposure, and a post-exposure evaluation and follow-up to all employees who
have had an exposure incident. Vaccination and evaluation, as provided by a licensed health care
professional, shall be available at no cost to the employee.

The employee may refuse the vaccination in wadng, but this refusal does not prohibit the employee
from requesting the vaccination at a later date. Booster dose(s), if required, shzil be provided by the
employer.

In the event of an exposure, the employee shall inform his/her supervisor of the exposure and shall
fill out the appropriate On-The Job-Injury forms. All exposures shall be documented and shall
include the circumstances under which the exposure occutred, route of exposure and individual
source. The City shall make immediately available a confidential medical evaluation and follow-up,
including the above information and a test of the source individual's blood, when this information
can be ascertained, s soon as is feasible within the tequirements of the law. Post exposure can
mciude, if medically warranted, pzophylaxis, counseling, and, at the employee's consent, blood
evaluation. All results of any tests shall be provided to the employee, and shall be followed by 2
health care professional's written opinion within fifteen (15) days of the completion of the
evaluation.
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13.06  Tramine

Personnel shall be trained in precautions necessary to identify and protect themselves from an
exposure to hlood-bome pathogens.

A. Training shall be conducted anytime new procedures are established, or anytime
there is a change in job duties or tasks.

B. Training shall include epidemiology, modes of transmission, methods to reduce or
prevent exposute, protective measures, handling of contaminated personal
equipment, nformation on Hepatitls B, procedures of contact in the event of an
exposure, information on post exposure follow-up, explanation of signs and labels
for coding 1nfectious materials and interactive questioning.

13.07 Record Keeping

Medical and training records shall be maintained in the manner prescribed:

Medical: The City shall maintain an accurate record for each employee with occupational exposure.
This record shall inchude: Social Security number, copy of Hepatitis B vaccination status and records
on employee's ability to receive Hepatitis B vaccination; copies of results of exposure(s) and follow-
up testing and examinations; copies of health cate provider's written opmios; copies of mformation
provided to health care professional The City shall maintain the confidentiality of all medical
records and only provide this information to anyone with the employee's express written consent.
"These records shall be maintained for at least the duration of employment plus seven (7) years, To
the extent permitted by law, record keeping responsibilities may be delegated to an appropriate
entity or business.

Traming: All training shall be conducted by a qualified instructor(s) with knowledge of the subject
as it relates to the work place. Training records shall include date(s), contents of training sessions(s),
names and qualifications of trainer(s), names and job dtles of employees, and shall be maintained for
three (3) years. Records shall be made available to employee and inspector(s).
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CITY OF GONZALES

Hepards B Vaccine Declination

1 understand that, due to my
occupational exposure to blood or other potentially infectious matesials, I may be at risk of
acquiring Hepatitis B virus (HIV) infection. I have been given the opportunity to be vaccinated with
Hepatitis B vaccine, at no charge to myself. However, I decline Hepatitis B vaccination at this time.
T understand that by declining the vaccine, ] continue to be at tisk of acquiring Hepatitis B, a serious
disease. If, in the future, 1 continue to have occupational exposure 1o blood or other potentially
infectious materials and T want to be vaccinated with Hepatids B vaccine, I can receive the
vaccination seties at no chatge to me.

Employee's Signature

Date

Supervisor's Signature

Date
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A copy of this signed form shall be given to the employee, and the original shall remain part of the
employee's confidential file as required by 29 CFR Part 1910.1030.
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CHAPTER 14

EMPLOYEE DEVELOPMENT

14.01  Sratement of Policy

it is the policy of the City of Gonzales to foster and promote in-service training and other job
related educational activities of employees for the purpose of improving the quality of personnel
services rendered to the City, and assist employees to equip themselves for advancement m the
service.

14.02

Eiligibility for Hducational Cost Reimbursement

To qualify for educational reimbursement, the employee must be a regular appointee and the course
selected must be of such a nature that it benefits the City and better prepares the employee to catry
out the duties for which s/he was hired. Employees seeking college degrees shall be eligible for
reimbursement for courses that are directly related to their current duties.

Each eligible employee desiring to qualify must attend the course on his/her own time, complete the
course satisfactonly with a passing grade of "C," or its numerical equivalent or better, and must have
exhausted educational benefits under the G.I. Bill and/or the California Veterans’ Benefit.

If an employee voluntarily leaves the City service within one (1) year after the completion of any
course paid for by the City, the cost of such course shall be deducted from the employee's last pay

check.

14.03  Procedures for Obtaining Payvment

The tuition reimbursement policy covers courses taken at accredited colleges and universities and
approved cotrespondence courses. The policy also covers the cost of text books and other required
course materials.

The appropriate Department Head and the City Manager shall mutally agree that the requested
course 15 directly related to the employee's present duties and that the immediate benefit to the City
1s sufficient to warrant the expenditure of City funds. The request shall then be approved by the
City Manager.

Immediately upon completion of a course, verification of the grade received shall be sent to the City
Manager. This verification may be either in the form of a transcript, a letter from the class instructor
or other responsible member of the school staff, or a certification of satisfactory completion in the
case of correspondence courses,

A memo requesting payment, accompanied by confirmation of the grade received and a paid receipt
for the tuition, books and matertals, should be sent to the City Manager.
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Upon completion of the course, all text books and materials shall become the property of the
respective department, and become part of each department's library. A memorandum shall be
required from the Department Head certifying that the text books have been turned in to the
Department bbrary.

None of the preceding instructions shali be construed as applying to training courses which may be
taken by employees at the request of the City or which the City may designate as a required course,
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CHAPTER 15

EMPLOYER-EMPLOYEE ORGANIZATION RELATIONS

1501  Statement of Purpose

This Chapter implemesnts Chapter 10, Division 4, Title 1 of the Government Code of the State of
California (sections 3500 et seq.) captioned "Local Public Employee Organizations," by providing
orderly procedures for the administration of employer-employee relations between the City and it's
Employee Organizations. However, nothing contained herein shall be deemed to supersede the
provisions of State law, City ordinances, ot the other Chapters of these rules and regulations which
establish and regulated the personnel system, ot which provide for other methods of administering
employer-employee telations. This Chapter is intended, instead, to strengthen metit, personnel
system and other methods of admunistering employer-employee relations through the establishment
of uniform and orderly methods of communications between Fmployee Organizations and the City,

It is the purpose of this Chapter to provide procedures for meeting and conferring in good faith
with recognized Employee Otrganizations regarding matters that directy affect and primarily involve
the wages, hours and other terms and conditions of employment of employees in appropriate units
and that are not preempted by Federal or State law. However, nothing herein shall be construed to
restrict any legal or inherent exclusive City rights with respect to matters of general legislative ot
managernial policy, which include among others: the exclusive tight to determine the mission of its
constituent departiments, commissions and boards; set standards of service; determine the
procedutes and standards of selection for employmeny; direcr its employees; take disciplinary action;
refieve its employees from duty because of lack of work or for other legitimate reasons; maintain the
efficiency of governmental operations; determine the methods, means and personnel by which
government operations are to be conducted; take all necessary actdons to carry out its mission in
emergencies; and exercise complete control and discretion over its otganization and the technology
of performing its work.

15,02 Defimitions

As used in this Chapter, the following terms shall have the meanings indicated:

A "Appropriate Unit" means a unit of employees classes ot positions, established
pursuant to this Chapter.

B. "City" mean the City of Gonzales, and, whete appropriate herein, refers to the City Council
or any duly authorized City representative as herein defined.

C. "Confidential Employee” means an employee, who, in the course of his or her
duties, is required to develop or present management positions with respect to
employer-employee relations or whose duties normally require access to information
contrbuting significantly to the development of management posidons relating to
the City's administration of employer-employee relations.
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"Consult/Consultation in Good Faith" means 1o communicate orally or in writing for the
purpose of presenting and obtaining views or advising of intended actions; and, as
distinguished from meeting and conferting in good faith regarding matters within the
required scope of such meet and confer process, does not involve an exchange of proposals
and countes-proposals in an endeavor to reach agreement, nor is it subject to impasse
procedures.

"Day” means calendar day unless expressly stated otherwise.

"Employee Relations Officer” means the City Manager ot his/her duly authorized
representative.

"Grievance” means any dispute concerning the interpretation or apslication of an
" . t’ + .
agreement, or of miles and regulations voverning personnel practices or workin
2t g 2

conditicns.

B

K

L.

"Impasse” means that the representative of the City and a Recognized Employee
Otrganization have reached 2 point in their meet and confer in good faith process where their
differenices on matters to be included in 2 Memorandum of understanding, and concerning
which they are requited to meet and confer, remain so substantial and prolonged that further
meeting and conferring would be futile.

"Management Employee” means an employee having significant responsibility for
formulating, administering or managing the implementation of City policies or
programs, and/or having authority to exercise independent judgment to hire,
transfer, suspend, lay-off, recall, promote, discharge, assign, reward or discipline
other employees, or having the responsibility to direct other employees, or to adjust
their grievances,

"Mediation" means the effort by an impartial third party to assist in reconciling a

dispute regarding wages, hours, and other terms and conditions of emplovment between
authorized representatives of the City and Association(s) through interpretation, suggestion
and advice.

"Meet and Confer in Good Faith - Scope" means the City, through its representative, shall
meet and confer in good faith with representatives of formally recognized employee
organizations with majority representation rights regarding  matters within the scope of
representation including wages, hours, and other terms and conditions of employment
within the appropriate unit.

"Proof of Employee Support” means (1) an authorization card recently signed and
pessonally dated by an employee, or (2) a verified authorization pettion or petitions recently
signed and personally dated by an employee, or (3} employee dues deduction authorization,
using the payroll register for the period immediately prior to the date of petition is filed
hereunder, except that dues deduction authorizations for more than one (1) Employee
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Organization for the account of any one (1) employee shall not be considered as proof of
employee support for any Employee Organization.

The only authorization which shall be considered as proof of employee support hereunder
shall be the authorization last signed by an employee. The words "recently signed” shall
mean within one hundred eighty (180} days prior to the filing of 2 petition.

M. "Recognized Employee Organization” means an Employee Organization which has
been formally acknowledged by the City as the Employee Otganization that
tepresents the employees in an approptiate representation unit.

N. "Scope of Representation" means the scope of representation which shalt include all
matters relating to employment conditions and employer-employee relations,
including, but not limited to, wages, hours, and other terms and conditions of
empioyment. The scope of any meet-and-confer meeting shall not include City rights
with respect to matters of general legislative or managerial policy, which include
amonyg others: the exclusive right to determine the mission of its congtituent
departments, commussions and boards; set standards of service; determine the
procedures and standards of selection for employment; direct its employees; take
disciplinary action; relieve its employees from duty because of lack of wotk or for
other legitimate reasons: maintain the efficiency of governmental operations;
determine the methods, means and personnel by which government operations are
to be conducted; take all necessary actions to carry out its mission in emergencies;
and exercise complete control and discretion over its organization and the
technology of performing its work.

O. "Supetvisory Hmployee" means any employee having authority, in the interest of the
City, to hire, transfer, suspend, layoff, recall, promote, dischatge, assign, reward, or
discipline other employees, or responsibility to direct them, ot to adjust their griev-
ances, or effectively to recommend such action, if, in connection with the, foregoing,
the exercise of such authority is not of a merely routine or clerical nature, but
requires the use of independent judgment.

15.03  Filing of Recognition Petittion By Emplovee Croanization

An Employee Organization that seeks to be formally acknowledged as the Recognized Employee
Organization representing the employees in an appropriate unit shall file a petition with the
Employee Relations Officer containing the following iaformation and documentation:

Al Name and address of the Employee Organization;
B. Names and titles of its officers;
C. Names of Employee Organization representatives who are authorized to speak on

behalf of the organization;
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15.04

A statement that the Employee Organization has, as one of its primary purposes,
representing employees in their employment relations with the City;

A statement whethet the Employee Organization is a chapter of, or affiliated directdy
ot indirectly in any mannet, with a local, regional, state, national or international
organization, and, if so, the name and address of each such other ofganization;

Certified copies of the Employee Organization's constitution and by-Jaws;

A designation of those persons, no exceeding two (2) in number, and their
addresses, to whom notice sent by regular United States mail shall be deemed sufficient
notice on the Bmployee Organizaton for any purpose;

A staternent that the Employee Organization has no restriction on membership
based on tace, color, creed, religion, sex, mental ot physical handicap or national
origin,

The job classifications or titles of employees in the unit claimed to be appropriate
and the approximate number of member employees thetein;

A statement that the Employee Organization has in its possession proof of employee
support 25 herein defined to establish that a majority of the employees in the unir
claimed to be appropriate have designated the Employee Organization to tepresent
them in their employment relations with the City. Such written proof shall be
submitted for confirmation to the Employee Relations Officer or to a mutually
agreed upon disinterested third party;

A request that the Employee Relations Officer formally acknowledge the petitioner
as the Recognized Employee Organization representing the employees in the unit claimed to
be appropriate for the purpose of meeting and conferring in good faith.

The Petition, including all accompanying docurnents, shall be declared to be true, correct
and complete, under penalty of perjury by the duly authorized officer(s) of the Employee

Organization executing it,

City Response to Recognition Petition

Upon receipt of the Petition, the Employee Relations Officer shall deternuine whether:

AL

B.

There has been compliance with the requirement of the Recognition Petitions, and

The proposed representation umnit i an appropriate unit in accordance with Section 15.08.

If an affirmative determination is made by the Employee Relations Officer on the foregoing two
mattess, s/he shall so inform the petitioning Employee Organization and shall give written notice of
such request for recognition to the employees in the vnit and shall take no action on said request for
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thirty (30) days thereafter. If either of the foregoing matters are not affirmatively determined, the
Employee Relations Officer shall offer to consult thereon with such petitioning Employee
Otganezation, and, if such determination thereafter remains unchanged, shall inform that
organization of the reasons therefore in writing. The petiioning Employee Osganization may
appeal such determination in accordance with Section 15.10.

15.05  Ompen Perod for Filing Challenging Petition

Within thirty (30) days of the date written notice was given to affected employees that a valid
recognition pefition for an appropriate unit has been filed, any other Employee Organization may
fde a competing request to be formally acknowledged as the recognized Employee Organization of
the employees 1n the same or in an overlapping unit {one which corresponds with respect to some
but not all the classifications or positions set forth in the recognition petition being challenged), by
filing a petition evidencing proof of employee support in the unit claimed to be appropriate of at
least thirty percent (30%;) and otherwise in the same form and manner as set forth in Section 15.03.
If such challenging petition seeks establishment of 2n ovetlapping unit, the Employee Relations
Officer shall call for a heasing on such overlapping petitions for the putpose of ascerraining the
more appropriate umt, at which time the petitioning Fmployee Organizations shall be heard. There-
after, the Employee Relations Officer shall determine the approptiate unit or units in accordance
with the standards in Section 15.08. The petitions Employee Organization shall have fifteen (15)
days from the date notice of such unit determination is communicated to them by the Employee
Relations Officer to amend their petitions to conform to such determination or to appeal such
determination pursuant to Section 15.10.

15.06  Hlection Procedure

Alter receipt of a Recogmnon Petition, and in complance with the provisions of Sections 15.04 and
15.03, the Employee Relations Officer shall conduct or shall azrange for a secret ballot election to be
conducted by a party agreed to by the Employee Relations Officer and the concerned Employee
Organizauon(s), in accordance with its rules and procedures subject to the provisions of this
Chapter. All Employee Organizations who have duly subsmitted petitions which have been
determined to be in conformance with this Chapter shall be included on the ballot, The choice of
"no organization” shall also be included on the ballot. Employees entitled to vote in such election
shall be those persons who are regular appointees within the designed appropriate unit who were
employed during the pay period immediately prior to the date which ended at least fifteen (15) days
before the date the election commences, including those who did not work during such period
because of dllness, vacation or other authorized leaves of absence, and who are employed by the City
in the same unit on the date of the election. An Employee Organization shall be formally
acknowledged, as the Recognized Employee Otganization for the designated appropriate unit
following an election or run-off election if the number of valid votes cast in the election for it
constitutes a majority of all employees eligible to vote. In an election involving three (3) or more
choices, where none of the choices receives the necessary majority vote, a run-off election shall be
conducted between the two (2) choices receiving the largest number of valid votes cast; the rules
governing an mnite! election being applicable to a run-off election.
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There shall be no more than one (1) valid election under this Chaprer pursuant to any petition in a
twelve {12) month period affecting the same unit.

In the event that the pasties are unable to agree on the third party to conduct an election, the
election shall be conducted by the American Arbitration Association.

Costs of conducting elections shall be borne in equal shares by the City and by each Employee
Organization appearing on the ballot.

15.07 _ Procedure for Decertification of Recognized Bmployee Organization

A Decertification Petition alleging that the incumbent Recognized Employee Organization no
tonger represents a majority of the employees in an established appropriate unit may be filed with
the Employee Relations Officer only duting the month of January of any year following the first full
year of recognition or during the thirty (30) day period commencing one hundred eighty (180) days
prior to the termination date of 2 Memotandum of Understanding then having been in effect less
than three (3) years, whichever occurs later. A Decertification Petition may be filed by two (2) or
mote employees or their representative, or an Employee Organization, and shall contain the
tollowing information and documentation declared by the duly authorized signatory uader penalty
of perjury to be true, correct and complete:

A The name, address and telephone number of the petitioner and 2 designated representative
authorized to receive notices ot requests for further information.

B. The name of the established appropriate unit and of the incumbent Recognized Employee
Organization sought 1o be decertified as the representative of that unit.

C. An allegation that the incumbent Recognized Employee Organization no longer represents a
majority of the employee in the appropriate unit, and any other relevant and matetial facts
relating thereto. '

D. Proof of employee support that a majority of the employees in the established appropriate
unit no longer desires to be represented by the incumbent Recognized Employee
Crganization. Any written signatute constituting such proof must have been provided within
six months of the date upon which the petition is filed. Such proof shall be, submitted for
confirmation to the Employee Relations Officer oz to a mutually agreed upon disinterested
third party.

An Employee Organization may file a Petition under this section in the form of 2 Recognition
Peuation that conforms to the requirements of Section 15.03 i satisfaction of the Decertfication
Pettion requirements hereundet.

)

The Employes Relztons Officer shiall mitally determine whether the Decertification Petition or
Recognition Petition, if any, have been filed in compliance with the applicable provisions of this
Chapter. If his/her determination is in the negative, s/ he shall offer to consult thereon with the
representative(s) of such petitioning employees or Employee Organization, and, if such
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determination thereafter remains unchanged, shall return such Petition{s) to the employees or
Employee Organization with a statement of the reasons therefore in writing. The petitioning
employees or Employee Organization may appeal such determination in accordance with Section
15.10. 1f the determination of the Employee Relations Officer is in the affirmative, or if his/her
negative determination is reversed on appezl, s/he shall give written notice of such Decertification
or Recognition Petition to the incumbent Recognized Employee Organizaton and to unit
employees.

The Erployee Relations Officer shall thereupon arrange for a secret ballot election to be held not
less than fifteen (13) days nor moxe than thirty (30) days after such notice to determine the wishes of
unit employees as to the question of decertification, and, if an accompanying Recognition Petidon
was duly filed, and in the event decertification of the incumbent Recognized Employee
Organization is voted, the question of representation. Such election shall be conducted in
conformance with Secuon 15.06.

1508 Policy and Standards for Determination of Appropriate Units

The basic policy objectives in determining the appropriateness of units shall be the effect of a
proposed unit on (1) the efficient operation of the City and its compatibility with the primary
responsibility of the Ciry and its employees to effecuvely and economically service the public, and
(2) providing employees with cffective representation based on recognized community of interest
consideration. These policy objectives required that the approprate unit shall be the broadest
feasible grouping of positions that share an identifiable community of interest factors to be
considered shall be:

A. Similarity of the general kinds of work performed, types of qualifications required, and the
general working conditions,

B. History of representation in the City and similar employment; except however, that no unit
shall be deemed to be an appropriate unit solely on the basis of the extent to which employees in the
proposed unit have organized.

C. Consistency with the organizational patterns of the City.

D. Number of employees and classifications, and the effect on the administration of employez-
employee relations created by the fragmentation of classification and proliferation of units.

E. Effect on the classification structure and mapact on the stability of the employer-employee,
relationship of dividing a single or related classifications among two or more units.

Notwithstanding the foregoing provisions of this Chapter, management, confidential and
supervisory employees shall only be included in 2 onit consisting solely of either management,
confidential, or supervisory employees. Any supervisory unit shall not be represented by a
Recogoized Employee Organization that represents non-supervisory employees of the City.
Professional employees shall not be denied the might to be represented in a separate unit from non-
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professional employees. City employees who are full-time peace officers shall have the right to join
and participate in employee organizations which are comprised solely of such peace officers.

The Employee Relations Officer shall, after notice to and consultation with affected Employee
Organization, allocate new classifications or positions, delete eliminated classification or positicns,
and retain, reallocate or delete modified classifications or positions from units in accordance with
the provisions of this Section.

15.09  DProcedute for Modification of Established Appropriate Units

Requests by Employee Organizations for modifications of established approptiate units may be
considered by the Employee Relations Officer only during the period specified in Section 15.07.
Such requests shall be submitted in the form of a Recognition Petition, and, in addition to the
requirements set forth in Section 15.03, shall contain a complete statement of all televant facts and
citations in support of the proposed modified unit in terms of the policies and standards set forth in
Section 15.08.

The Employee Relations Officer shall process such petitions as other Recognition Petitions,

The Employee Relations Officer may on his/her own motion, propose during the period specified
in 15.07 that an established unit be modified. The Employee

Relations Officer shall give written notice of the proposed modification(s) to any affected Employee
Organization and shall hold a meeting concerning the proposed modification(s), at which tirne all
affected Employee Organizations shall be heard, Thereafter the Employee Relations Officer shall
determine the composition of the appropriate unit or anits in accordance with Section 15.08, and
shall give written notice of such determination to the affected employec organizations. The
Employee Relations Officer's determination may be appealed as provided in Section 15.10. 1f 2 unit
is modified pursuant to the motion of the Employee Relations Officer hereunder, Employee
Urganizations may thereafter file Recognition Peutions seeking to become the Recognized
Employee Organization for such new appropriate unit or units pursuant to Section 15.03.

15180  Appeals

An Employee Organization aggrieved by an apptopriate unit determination of the Employee
Relations Otficer may, within ten (10} days of notice thereof, request the intervention of the
California State Conciliation Service, pursuant to Goverament Code Sections 3507.1 and 3507.3, or
may, in lieu thereof or thereafter, appeal such determiration to the City Council for final decision
within fifteen (15) days of notice of the Employee Relations Officer’s determination or the
termination of proceedings pursuant to Government Code Sections 3507.1 or 3507.3, whichever is
later.

An Employee Organization aggrieved by a determination of the Employee Relations Officer that a

Recognition Petition (Section 15.03); Challenging Petition (Section 15.05} or Decertification or
Certification Petition (Section 15.07) has not been filed in compliance with the applicable provisions
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of this Chapter, may, within fifteen (15) days of notice of such determination, appeal the
determination to the City Council for final decision.

Appeals to the City Council shall be filed in writing with the City Clerk, and a copy thereof served
on the Employee Relations Officer. The City Council shall commence to consider the matter within
thirty (30) days of the filing of the appeal. The City Council may, in its discretion, refer the dispute
o a third party hearing process. Any decision of the Ci ity Council on the use of such procedure
and/or any decision of the City Council determining the substance of the dispute shall be final and
binding.

15.11 . Submigsion of Current Information by Recognized Emplovee Oreanizations

All changes in the information filed with the City by a Recognized Exmployee Organization under
Items {A) through (H) of its Recognition Petition under Section 15.03 shall be submitted in writing
to the Employee Relations Officer within fourteen (14) days of such change.

1512  Pavroli Deductions on B‘ehalf of Emplovee Organizations

Upon formal acknowledgment by the City of 2 Recognized Employee Ozganization under this
Chapter, only such Recognized fmploycc Organization may be provided payroll deductions of
membership dues and insurance premiums for plans sponsored by such organization upon the
written authorization of emplovees in the unit represented by Rc,cogﬂwed Employee Organization
on forms provided therefore by the City. The providing of such service to the Recognized
Hmployee Organization by the City shall be contingent upon and in accordance with the provisions
of Memoranda of Understanding and/or applicable administrative procedures.

It 1s understood and agreed that the City shall not be requited to deduct satd dues or to remit same
to the Association when any employee covered by this Agreement who has previously filed a written
authotization requesting such deduction requests in writing thar the City cancel said previously
authorized dues deductions.

it1s further agreed that the Association shall indemnify and save the City harmless against any and
all claims, demands, suits, or other forms of liability that shall arise out of ot by reason of action

taken or not taken by the City for the purpose of complying with the provisions of this Section.

1513  Frplovee Oreanization Activities - Use of Citv Resources

Access to City work locations and the use of City paid time, facilities, equipment and other resources
by Employee Organizations and those representing them shall be authorized only to the extent
provided for 1z Memorandurn of Understanding and/or administratve procedures, shall be inonted
to activities pertaining directly to the employer-employee rehaiiomhip and not such internal
Employee Orgamzauon business as soliciting membership, campaigning for office, organization
meetings and electons, and shall not interfere with the efficiency, safety, and security of City
operations.
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i5.14  Admunistrative Rules and Procedures

The City Manager is hereby authorized to establish such rules and procedures as appropriate to
implement and administer the provisions of this Chapter, after consultation with affected Emplovee
Ozganizations.

1515  Inigation of Impasse Procedures

I£ the meet and confer process has reached impasse, as defined in this Chapter, either party may
initiate the impasse procedutes by filing with the othet party a written request for an impasse
meeting, together with 2 statement of its position on all disputed issues. An impasse meeting shall
then be scheduled prompdy by the Employee Relations Officer. The purpose of such Impasse
meeting shall be:

A. To identify and specify in writing the issue or issues that remain in dispute; and

B To review the position of the patties in a final effort to resalve such disputed issue or issues;
and

C. If the dispute is not resolved, to discuss acrangements for the utilization of the impasse

procedures provided herein.

1516 impasse Procedures

Impasse procedutes are as follows:

Al 1f the parties agree to submit the dispute to mediation, and agreed on the selection of a
mediator, the dispute shall be submitted to mediation. All mediation proceedings shall be
private. The mediator shall make no public recommendation, nor take any public position at
any time concerning the issaes.

B. 1f the parties failed to agree to submit the dispute to mediztion or failed to agree on the
sclection of a mediator, or failed to resoive the dispute through mediation within fifteen (15)
days after the mediator commenced meeting with the parties, the parties may agree to
submit the impasse to fact-finding.

C. If the parties agree on fact-finding, they may agree on the appointment of one or mare fact-
finders. If they fail to so agree on one or more fact-finders, a fact-finding panel of three (3)
shail be appointed in the following manner: One member of the panel shall be appointed by
the Employee Relations Officer, one member shall be appointed by the Recognized
Employee Organization, and those two shall name a third, who shall be the chairperson. If
they are unable to agree upon 4 third, they shall select by agreement the third member from
one ot more kists of names to be provided by the Ametican Arbitration Association.
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The following constitutes the jurisdictional and procedural requirement for fact-finding:

A. "The fact-finders shall consider and be guided by applicable Federal and State laws,

B. Subject to the stpulations of the parties, the fact-finders shall determine and apply the
following measures and criteria in arriving at their findings and recommendations:

1. As relevant to the issues in dispute, the fact-finders shall compate the total
compensation, houts and conditions of employment of the employees involved in
the fact-finding proceeding with the total compensation, hours, and condidons of
employment of other employees performing similar services in public and private
employment in the same and comparable communities. "Total compensaton” shall
mean all wage compensation, including bur not limited to premium, incentive,
minimum, standby, out-of-class and deferred pay; all paid leave time; 2il allowances,
including but not limited to educational and uniform benefits; medical and
hospitalization benefits; and insurance, pension and welfare benefits.

2 The fact-finders shall then adjust the results of the above comparisons based on the
following:

a. Hquitable employment benefit relationships between job classifications

and positions within the City.

b. The pattern of change that has occusred in the total compensation

of the employees in the unit at impasse as compared to the pattern of

change in the average consumer price index fot goods and setvices,

commonly known as the cost of living index.

c. The benefits of job stability and continuity of employment.

d. The difficulty, or lack thereof, of recruiting and retaining qualified personnel.

3. The fact-finders shall then determine recominendations based on the comparisons as
adjusted above subject to the financial resources of the City to implement them,
taking into account:

a. Other, legislative determined and projected demands on agency
resources; and :
b. Assurance of sufficient and sound budgetary reserves; and
¢. Statutory limitations of tax and other revenues and expenditures.
C. ‘The fact-finders shall make written findings of fact and recommendations for the resolution

of the issues in dispute, which shall be presented in terms of the critenia, adjustments, and
limitations specified above. Any member of a fact-finding panel shall be accorded the tight
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to file dissenting written findings of fact and recommendations. The fact-finder or
chairperson of the fact-finding panel shall serve such findings and recommendations on the
Employee Relations Officer and the designated representative of the Recognized Employee
Organization. If these parties have not resolved the impasse within ten (10} days after
service of the findings and recommendations upon them, the fact-finder or the chairperson
of the fact-finding panel shall submit them to the City Clerk fot consideration by the City
Counal in connection with the Council's legislative consideration of the issues at impasse.

1. If the parties agreed to submit the impasse directly to the City
Council, or if the parties did not agree on mediation or the selection
of a mediator and did not agree on fact-finding or having so agreed,
the impasse has not been resolved though such mediation and/or
fact-finding, the City Counci shall take such action regarding the
impasse as it in its discretion decrmns appropriate as in the public
intetest. Any action by the City Council on the impasse shall be final
and binding,

1217 Costs of impasse Procedures

The costs for the setvices of a mediator and fact-findets or chairperson of 2 fact-finding panel
utilized by the parties, and other mutually incurred costs of mediation and fact-finding, shall be
borne equally by the City and the Recognized Employee Organization. The cost for a fact-finding
pancl member selected by each party, and other separately incurred costs shall be borne by such

pasty.

15.18  Memorandum of Understanding

When the meet-and-confer process is concluded between the City and a formally recogmzed
organization representing a majority of the employees in an appropriate unit, all agreed upon matters
shall be incorporated in 2 written memorandum of understanding signed by the City Manager and
by the representatives of the recognized employee organization. Said document will not be bindmg
unti! submutted to and approved by the Gonzales City Council.

15.19  Consouction

This Chapter shall be administered and construed as follows:

Al Nothing in the Chapter shall be construed to deny to any person, employee, organization,
the City, or any authorized officer, body or other representative of the City, the rights, powers, and
authotity granted by Federal or State law or City Ordinance provisions.

B. ‘This Chapter shall be interpreted so as to carry out its purposes as set forth in Section 15.01.
C. Nothing in this Chapter shall be construed as making provisions of California Labor Code

Section 923 applicable to City employees or Employce Organizations, or of giving
employees or Employee Ozganizations the right to participate in, support, cooperate or
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encoutage, directly or indirectly, any strike, sickout, or other total or partial stoppage of
slowdown of work. In the event employees engage in such actions, they shall subject
themselves to discipline up to and mcluding termination and may be deemed to have
abandoned thetr employment; and Employee Organization may there by forfeit all rights
accorded to them under this Chapter and other City law for 2 period up to one (1) year from
commencement of such activity,

1520  Severability

If any provision of this Chapter, or the application of such provision to any person or circumstance,
shall be held invalid, the remainder of this Chapter, or the application of such provision to persons
or dircumstances other than those as to which, it is held invalid, shall not be affected thereby.
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CHAPTER 16

PERSONNEL RECORDS

16.01  Personnel Records

The City Manager shall be the custodian of the official personnel records and files for all City
employees. The petsonnel files for all employees shalt be kept in the City Manager's office in a
locked cabinet. Only the City Manager or his/het designee shall have ditect access to the personnel
files. Information contained in the file shall be made available to appropriate supesvisory employees
on 2 "need to know basis," as detetmined by the City Manager.

The employee has a right to inspect his/her own personnel file; obtain a copy of any document
contained in his/her file; and file written response or rebuttal to documents contained i the file.

16,02 Access 1o Personnel Files by Employees

‘I'he following procedure shall be followed when an employee requests to inspect his/her personnel
file:

A Inspections shall be allowed only during normal business hours, 8:00 AM to 5:00 PM,
Monday through Friday.

B. Inspectons shall be allowed only on the employee's own time (breaks, lunch, before or after
work),
C. Employee shall request in writing an appointment with the City Manager to inspect bis/her

personnel file. This request must be made 2 minimum of twenty-four (24) hours in advance.

D. The following iterns shall be removed from the file before the file is given to the employee
for mspection:

L All Letters of Reference
2. Test Scores.
3 Documents relating to a criminal investigation
4. Amny other itern that was supplied ro the City by a confidential source
E. The City Manager or his/her designee shall be present during the inspection.
F. The City Manager or his/her designee shall log the date, time and location of the inspection

and shall note which documents were inspected and/or copied.

Page 75 of 108



16.03  Access to Personnel Files by Third Parties

No information contained within an employees' personnel file shall be released to a third party
unless a waiver has been signed by the employee. Only those documents which have been
specifically released by the employee as shown in the waiver shall be shown to the third party.

16.04  Access to Personnel Files Reaguested by Subpoenas

No information shall be released to any outside agency or person without proof that 2 notice of 2
subpoena was given to the employee and the employee had an opportunity to respond.

If a subpoena is recetved, the following procedute shall be followed:

A The City Manager or his/her designee shall accept the subpoena, but shall not release
information at that time. ‘

B. The subpoena must be accompanied by the signed notice documenting that the employee
has recetved a copy of the subpoena and has had an opportumity to respond. The time Limit shown
in the notice must have elapsed.

C. The City Attorney must be provided a copy of the subpoenz and the emplovee's notice.
No information is to be released without prior authorization by the City Attorney.

D. If authorization 1s received from the City Attorney, the information requested in the
subpoena should be removed from the employee's personnel file and provided to the requesting

agency for review.

. The City Manager or his/her designee shall log the date, time and location of the inspection
and shall note which documents were inspected and/or copied.

16.05  Contents of Personnel Files

‘The following iterns shall be kept in each employee's personnel fle:

Al Employment applications.

B. Results of any tests (non-medical) administered to employee to determine qualifications for
employment

C. Form [-9 Immigration 2nd Naturahzation Service).

D. All performance evaluations.

E. Documents recording any disciplinary action or proposed discipline.
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E Personal data including matital status, family members, education and employment history,
reference letters, or similar mformation.

G. Documents recording changes in employment status, reclassifications, promotions, salary
information notices of commendations.

16.96  Pavroll Records

Paytoll records shall be kept separate from the personnel files. The Finance Officer shall be charged
with the responsibility of maintaining the following payroll records in such a way that their
confidentiality is ensured:

Al Documentation of pay rate, including changes in pay.

B. Applicable tax documents.

C. Fringe benefits informaton.

D. Authorization for deductions or withholding of pay.

H. Leave records, including vacation and sick leave monthly reports.
E, Other pavroll documents.

16.07  Other Personnel Records

Due to thelr highly confidential nature, the following documents shall not be included in an
employee's personnel file: tecord of medical or psychological tests, medical and/or life insurance
forms, wotkmens' compensation and/or disability claims. The City Manager or his/her designee
shall be the custodian of such records which shall be maintained in 2 locked cabinet. Medical and
psychological tests for Police Department employees shall be maintained by the Chief of Police.

Allof the following iterns shall be kept confidential 2and maintained in a separate file: security
checks, credit references, background checks, internal investigations and official Complaints Agamst
an FEmployee. The City Manager shall be the custodian of such docaments which shall be kept in a
locked cabinet. Such records pertaining to Police Department employees shall be maintained by the
Chuef of Police.

In the event an investigation or complaint leads to disciplinary action, the documentation of such
disciplinary action shall be filed in the employee's personnel file,

16.08

Procedure for Placine Iterns in an Brmployee's Personnel File

To ensure that the information 1s kept confidential, any document which is to be placed in an
employee's personnel file shall be given directly to the City Manager or his/her designee. Such items
shall not be placed 1n an "in-basket" or any other open location that might jeopardize the
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confidentiality of the document, but shall remain in the possession of the supervisor until such time
itis given directly to the City Manager or his/her designee. Documents shall be given to the City
Manager or his/her designee for filing in an employee's personnel file in a tiely manner.

It is the responsibility of the supervisor to ensure that the emplovee has seen any item which is being
placed in his/her pessonnel file The employee must have been given the opportunity to obtain a

copy of the document and a chance to attach & written response or rebuttal

16.09  Retennion of Personnel Files

The City shall retain the personnel files of all previous employees for a period of five (5) years, At
the end of the five (5) year period, information contaned 1n the file shall be destroyed.

1610 Reference Checks Requested on a Current or Previous Hmplovee

In the absence of a signed consent/waivet from the employee, the information provided about a
curtent ot past employee shall be limited to the fellowing:

A. Venfication of dates of employment.

B. Job title and brief description of tesponsibilities (without reference to employee's ability to
perform job).

C. Confirmation of salary information (specific salaty information shall not be given - information
must be imited to confirmation or denial of salary amount quoted by the person requestng the
reference check).

If a signed consent/waiver is presented, the specific information noted in the waiver may be
provided. The following guidelines should be followed in releasing information on an employee
either currently or previously employed:

A. Make only statements that are based on relevant, observed and documented evidence.
B. Make no statement, whether true or false, with an intent to harm the employee.

C. Provide only factual information, not opinions.

D. Discuss only the employee's job performance and competence, not his/her personaliry.
E. Avold making negative statements about employees. Site only specific incidents without

making judgements about the employee's performance.
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16.11  Supervisor Files

A Department Head may maintin a file on employees within their depattment which shall not be
consideted the employee’s personnel file. The City Manager shall be made aware of such files and
the type of mformation contained in the supervisor's file.

It is the responsibility of each supetvisor to ensute that no documents are kept in his/her file on

employees without the employee's knowledge, The employee has the right to see, abtain copies and
respond or rebut any information contained within a supervisor's file.
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CHAPTER 17

MEMBERSHIP IN THE GONZALES VOLUNTEER FIRE DEPARTMENT

1701 Statement of Purpose

Tt is the intent of this policy to encourage employees of the City of Gonzales to serve as volunteers
of the Gonzales Volunteer Fire Department and to establish the procedutes and regulations to be
followed by City employee's responding to fire calls during normal working hours,

17.02 Admuaistration

The City Manager shall establish and monitor overall compliance with the policy. Individual
Department Heads shall be responsible for monitoring the activities of the members of their
Department who are serving as volanteer fire fighters for compliance with the policy.

17.03  Membership in Fire Department

A Employees of the City of Gonzales are encouraged to serve as volunteet fire fighters for the
Gonzales Volunteer Fire Department.

B. A City employee wishing to join the Gonzales Volunteer Fire Department must provide
prioz notice, (n writing, to his/her Departunent Head of the employec's intention to join the
Gonzales Volunteer Fire Department. The employee must also provide written verification of
his/het membership in the Fire Department priot to responding to any fire calls.

C. City employees serving as volunteer fire fighters shall be allowed to respond to fire calls
within the City limits and the Gonzales Rutal Fire District during normal working hours, pursuant to
the procedures established by each Department Head,

D. City employees are not authorized to respond te calls for emergency medical or highway
agsistance calls during normal working hours unless 2 second call for volunteers has been made.

E. Employees responding to fire calls during normal working bours shall be paid at their regular
gate of pay for the time spent during normal working hours serving as a volunteer fire
fighter. An employee who responds to a fire call during notmal wotking hours is
responsible for ensuring that any equipment needed for the job task s/he was doing when
s/he responded to the fite call has been returned for storape and that the job stte has been
left in a safe condition before going home for the day, If the employee must return to the
job site after the normal quirting time to put equipment away or prepate to leave work, s/he
shall not be paid any overtme for that tme spent after the nozmal working hous.

T City employees responding to a fire call must refurn to their work site immediately upon the
completion of the call.
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G Lach Department Head may establish written procedures which outline the terms under
which an employee may respond to fire calls dusing normal wotking hours. These procedures
should outline the following:

1. The maximum number of employees from any individual
Department who can respond to the same fire call and how it
shall be deterrined which emplovees shall
tespond {if there are several volunteers working in the same
Department).

2 The procedute for notifying a supervisor that the employee shall be leaving his/her
work assignment to tespond to 4 fite call and for notifying the supervisor of the employee's return
to work.

3. The circumstances when an employee is not anthotized to respond to a fire call, such
as an employee who has been assigned a work task that must be completed by a certain time due to
emergency response needs.

Fach Department Head who has employees serving as Fire Department volunteers roust subsmit
his/her Departmental procedures to the City Manager for review and approval prior to
implementing the procedures.
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CHAPTER 18

ICMA RETIREMENT LOAN POQLICY

18.01  Smtement of Purpose

It 1s the intention of this policy to establish a procedure whereby a full-ime employee of the City of
Gonzales {excluding Police Officers) may apply for a loan from his/her ICMA Retrement Plan.

18.02  Guidelines

An employee of the City of Gonzales may request a loan to be made from his/her ICMA Money
Purchase Retirement Plan if the following criteria have been met:

A The employee must have contuibuted to the Plan for a minimum of twenty-four (24)
months.
B. The employee can apply for a loan of up to seventy-five percent (75%) of the employee's

contributions to the fund. No funds contributed by the City shall be available for loan.
. The loan request must be for funds for one of the following reasons:
1. Down payment for a first-time home buyer.

2. Unforeseeable major medical expenses for the employee and/or his/her immediate family
(spouse and children), or loss of a spouse.

3. Loss of the employee's primary residence due to major catastrophe {fire, flood,
earthquake, etc.).

The employee must submit adeguate documentation to substandate the reason for the loan
1o the satisfaction of the City.

Proof that the loan funds were expended for the purpose for which they were loaned must
be submitted to the City within 2 specified time period, as established in the loan agreement.

D, The employee must repay the loan through monthly payments of princpal and interest
within a payment period determined by the City Manager. This repavment period shall not exceed a
maximum of five (5) years, and shall be set to facilitate the replacement of the funds into the
employee's Plan account as quickly as possible.

F.  Loan payments of interest and principal shall be made through payrell deductons.

F. The employee shall pay an interest on the principal loan amount equal to the average rate of
mterest paid in the previous twelve {12) months being on funds held in the ICMA Guaranteed Plan.
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G. In the event the employee tetminates his/her employment prior to the date the loan has
been repaid in full, the outstanding principal balance must be paid back to the Plan  prior to the
employee's last day of work with the City. In  the event that the employee requests that the amount
of retirement funds vested in his/her account be withdrawn, the outstanding principal balance shall
be deducted from the amount released to the employee.

18.03  Adminisrration

The City Manager has previously been established by Resolution as the coordinator of the JCMA
Rctn‘t,mﬁﬂt Plan. 8/he shall be responsible for the review and approval of all loans. If the City
Mznager determines that a loan request has met all of the criteria outlined above, s/he can fhen
approve the loan. A loan agreement outlining the specifics of the loan amount, interest, and
repayment obligations must be signed by the City Manager, the Director of Finance and the
employee prior to the release of funds from the employee's Plan account.

"The Director of Finance is charged with the responsibility of determining the applicable interest rate
and motitoring the repayment of the loan through payroll deductions.
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CHAPTER 19

DRUG FREE WORKPLACE POLICY

1901 Statement of Policy

To comply with Public Law 100-690, Subtitle D - Drug FFree Workplace Act of 1988, The Act,
enacted by the Federal Government, requires all federal government grant recipients to take specific
steps to ensure a drug free workplace. The policy 15 applicable to all City employees, regardiess of
their employment statas (L.e temporary, permanent, etc.).

1902  Oblectives

A, To elirninate the use of drugs and other controlled substances which could impair an
employee's ability to  safely and effectively perform the functions of his/ber job.  The use of
such controlled substances also threatens the safety of coworkers.

B. To encourage employees who have a substance~-abuse problem to seek assistance.

C. To emphasize that employees who demonstrate job performance problems as a result of use
of drugs or other controlled substances shall be subject to appropriate disciplinary action.

19.03  Procedures

Hmployees are expected and required to report to work in appropriate mental and physical
condition. 1t is the City's intent and obligaten to provide a drug free, healthful and safe work
enviranment.

The antawful manufacture, distribution, dispensation, possession or use of drugs or other contolled
substances on: City premises or while conducting City business off premises 1s absolutely prohibited.

The City recognizes chemical dependency as an llness and a major health problern. The City also
recognizes substance abuse as a potential health, safety and secusity problem.  Employees needing
help 1n dealing with such problems are encouraged to seek counseling,

Employees must, as a condition of employment, abide by the terms of this policy and report any
conviction undet a criminal drug statute for violations occurring on or off City premises while
conducting City business. A report of conviction must be made within five (5) days after the
conviction.

19.04  Controlled Substance and Alcohol Testine Paolicy

A Pumpose of Testing

The City of Gongzales has a paramount interest, legal responsibility and management
obligation o ensure the safety of the public it serves and to provide a safe working environment for
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its employees. It is imperative that employees remain free of controlled substances and alcohol in
otder to perform their job functions safely. This policy shall be administered when the City
Manager, or her/his designee, has individual reasonable suspicion that the job-related capability of
an employee 1s impaired by use of a controlled substance or alcohol.

In order to fulfill the purposes set forth above, the City will apply fair and appropriate
progressive discipline with respect to work related substance abuse. Such discipline shall include
suspension, demotion and where warranted, termination without progression through other steps of
the progressive discipline pelicy.

B. Substances to be Tested For

When controlled substance and alcohol screening is required under the provisions of this

policy, eithet blood or urine testing will be given 1o detect the presence of the controlled substances
histed, in the quantitics specified, in Attachment "A".
q P

. LEmplovee and Management Responsibilities

1. Emplovee Responsihilities,

2. Report to work able to petform his/her duties for the entire work
period;

b. Notify his/her supervisor when taking any kind of establishing or
potentially disabling medication;

c.  Abide by State laws tegarding controlled substance use.

2. Superyisor and Mapagement Responsibiliges.

a. It shall be management’s responsibility to provide training to , managers and
supervisors to provide them with appropriate skills to recognize an
employee’s use of a controlled substance;

b. Recommend that an employee submit to testing when there is reasonable suspicion
that the employee is under the influence of 2 controlled substance. “Reasonable
suspicion” shall be defined for the purposes of this policy as a belief, based on
objective, observed facts, sufficient to lend a reasonably prudent supervisor or the
City Manager to suspect that an employee is under the influence of any controlled
substance or alcohol. The City Manager or his /her designee shall be respansible for
taking all final action on recommendations for testing,

¢. Applying fair and approptiate progressive
discipline as situations warrant.
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D.

d.  Referring employee for counseling or other assistance when available and where

appropriate.

General Rules

City employees shall not use any controlled substance on the job or in such a way
that atfects job performance, uniess prescribed by a person licensed to

prescribe medicine. This prohibiton shall also apply to the use of alcohol or
controlled substances while off-duty or away from the worlk-site while operating City
machinery or a City vehicle while attending a seminar, conference, training or
meeting as a representative of the City. An employee who is required to take
prescription medicine which may affect ot impair his /her abilicy to safely perform
his/her job shall notify his/her immediate supervisors of such condition.

Supervisors and/or ather employees who have reasonable suspicion to believe that
an employee is under the influence of 2 controlled substance or alcohol shall
immediately report the facts and circumstances to their supervisor or City Manager
ot his/her designee. Such facts and circumstances shall be reduced to writing as
soon thereafter as possible.

An employee will be placed on administrative leave with pay pending the return of
controiled substance or alcohol testing results of 2 submitted specimen.

Controlied substance or alcohol testing results may be used for purposes of
determining whether discipline shall be imposed and shall otherwise remain
confidential.

Failare to comply with this policy will be used as grounds for disciplinary action, up
to and including termination.

[ob Applicant Testing: General Stapdard

All ob applicants, except for those persons currently employed by the City seeking

promotion or transfer to a new or different position, will be required to undergo controlled
substance and alcohol testing upon an offer of employment  and prior to final appointiment,

F.

Current FEmplovee Testing: General Standard

The City Manager or his/her designee may requite any curreat City employee to undergo

controlled substance and/or alcohol resting if there 1s some reasonable suspicion that the employee
is under the influence of a controlled substance or alcohol during working houts. Circumstances
which constitute a basis for determining "reasonable suspicion™ may include, but are not limited to:

a pattern of abnorral or erratic behavior;

nformation provided by a reliable and credible soutce;
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G.

H.

3. 2 work-related accident;

4. observable phenomena, such as direct observation of controlled substance or alcoho!
use or possession and/ ot physical symptoms of controlled substance and/ ot aleohol
use {1.e., glassy or bloodshot eyes, alcohol odor on breath, shurred speech, poot
coordination and/or reflexes.)

5. arrest or conviction from a controlied substance or alcohol related offense, or the
identification of an employee as the focus of  criminal investigation into controlled
substance possession, use ot trafficking; or

6. newly discovered evidence that an employee has tampered with a previous controlled
substance or alcohol test.

The City Manager ot his/her designee and/or Supervisors are required to detail in writing
the specific facts, symptoms, or observations which formed the basis for their determination
that reasonable suspicion existed to wartant the testing of an employee.

MNotice of Testing Policy

The City shall provide all employees and job applicants with notice of the City’s “Controlied
Substance and Alcohol Testing Policy,” and make copies of the same available for review to
all employees and applicants.

Consent

Before a controlled substance or alcohol test is administered, employees and job apphcants
will be asked to sign a consent form authorizing the test and permitting release of test tesults
to appropriate supervisors and the City Manager. The consent form shall provide space for
employees and applicants to acknowledge that they have been notified of the Ciry's drug
testing policy and to indicate current or recent use of prescription or over the counter
medication.

The consent form shall also set forth the following information:

1. the procedure for confirming an initial positive test result;

2. the consequences of a confirmed positive test result;

3 the right to explain a confirmed positive test result; and

4. the consequences of refusing to undergo 2 controlled substance and aicohol test.
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L Refusal to Consent: Applicants

A job applicant who refuses to consent to 2 controlled substance and alcohol test will be
denied employment with the City.

iE Refusal to Consent: Emplovees

An employee who refuses to consent to a controlled substance and alcohol test when
reasonable suspicion of drug or alcohol use has been identdfied is subject to disciplinary action up to
and including termunation. The City may consider the reason for refusing to submit to testing in
determining the appropriate disciplinary action.

K. Testing Procedure

i. Authorization

In the event that the City Manager, or his/her designee, and an employee’s
Supervisor believes there 1s a reasonable suspicion that an employee's ability to
perform his/her duties and responsibilities is impaired by a controlled

substance and/or alcohol, the City Manages, or his/her designee will order the
employee to submit to a blood analysis or urinalysis, or other recognized screening
method to determine the presence of such substances.

Prior to being tested, the employee will be given a copy of a "Chain of Custody
Protocol" document. A document is attached hereto as Attachment “B”, and made
a part hereof, as an example of the appropriate protocol. The City Manager, or
his/her designee, shall be responsible for notifying the designated vender that there
is a.blood draw or urine specimen that needs to be collected immediately.

This policy allows testing for any of the controlied substances ot alcohol set forth
on Attachment A which could impair an employee's ability to effectively and safely
perform the functions of his/her job.

2. Policy Conditions
The testing will be conducted under the tollowing conditions:

a. Management may choose blood or urine to be the primary choice for testing
depending upon the substance 1o be tested for. Two separate specimens will
be collected in all cases. Other testing procedures or mediums, mutually
agreeable to employer and employee, may be utilized.

b. In the event City chooses to use an intoxilzyer as the means of determining
the blood alcohol level of an employee, City shall allow at least fifteen (15)
minutes between the time a decision is made to test the employee and the
time the intoxizyer is utilized.
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. All costs of the blood draw, initial blood analysis,
urinalysis or other testing procedure shall be paid by

the City.

d. The blood draw, blood analysis and/or urinalysis shall be performed by a
teputable laboratory.

e. Strict chain of custody protocol will be followed,

£, If the first test screening result is “positive,” a second test will be performed

with the same specimen to confirm the positive result. Upon confirmation
of a positive test result, the emplovee or applicant shall be notified of the
tesults in writing by the City Manager. The letter of notification shall identify
the particular substance found and its concentration level.

g. An employee or applicant whose second test confirms the original positive
result may, at the employee or applicant’s own expense, request that testing
be conducted on the second specimen at a laboratory agreed upon by both
the City and the employee. For convenience, a list of acceptable Iaboratories
may be ptepared by the City and interested employees employee groups.

In the event of significant dispasity in the test results of the two laboratories,
no disciplinary action shall be taken against the employee.

h. Positive confirmed results shall be used for putposes of determining whether
discipline shall be mnposed and shall otherwise remain confidential,

4, Chain of Custody Pratocol

Strict chain of custody protocol will be followed. After the "Chain of
Custody /Requisition" document is completed, two blood or urine specimen will be collected.

The basic protocol is as follows:

a. Specimen collection: The blood specimen will be drawn by a licensed
vendor. Utine samples will be collected in the presence of an appropriate
management ot supervisor/employee, or laboratory personnel, tramed in the proper
collection procedures and protocols. All specimens shall be collected in a location
that shall, where at all possible, ensure the privacy of the employee being tested. To
ensure the integzity of the specimens, they will immediately be sealed and labeled in
the employee's presence.

b. Courier: The specimen shall be sent by courier to the designated laboratory
on the day the specimen is collected or the next normal business day.
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c. Laboratory: One specimen will be tested for controlled substances and/or
alcohol. The other specimen will remain in the custody of the laboratory
undl further notice and direction from the City.

5. Laboratory Requirements.

The laboratory to be used shall be licensed by the State of California's Department
of Health Services, in accordance with Title 17 of the California Administrative
Code, to perform forensic testing procedutes and shall maintain a strict chain of

custody, City retains the right to contract with the vendors and/or laboratory of its
choice.

3. - One specimen shall be divided into at least two parts, so that confirmation
testing may be carried out in the event of a positive result. All testing will be
based upon the cut-off concentrations set forth in Attachment A,

b, All specimens screened and re-screened "Positive” according to the
prescribed U.S. Department of Health and Human Services guidelines to
implement Executive Order 12564, must be retained, for identification
putposes, at the laboratory for a period of one year.

6. Laboratory Reports and/or Screening Results

Laboratory reports and screening results will be confidentially sent within seven (7)
working days of receiving the blood and utine specimens to the City Manager for
review. The City Manager may mform the City Attorney and
Supervisor/Department Head, or their designees, of negative and positive results, on
a strictly need-to-know basis, and shall provide the same to the tested employee.

Laboratory reports and/or screening resuits shall not appear in an
employee’s personnel file. Information of this nature will be contained in 2
separate confidential employee medical file that will be kept

securely under the control of the City Manager.

Disclosures, without employee consent, may occur when;

a. The information is compelled by law or by judicial or adiministrative process;

b, The information has been placed at issue in a formal dispute between the
City and employee;

c. The information is needed by medical personnel for the diagnosis or
weatment of the employee who is unable to authorize disclosure.

Consequences of a Confirmed Positive Test Result
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1. Applicants

Jjob applicants will be denied employment with the City if a positive test result has been
confirmed. Applicants shall be informed in writing if they are rejected on the basis of 2
confirmed positive drug test result.

2. Emplovees

If an employee’s positive test result has been coanfirmed, the employee is subject to
disciplinary action in accordance with the City’s disciplinary procedures, up to and including
termination. Factors to be considered in detezrmining the appropriate disciplinary response
include the employee’s work performance, history, length of employment, current ioh
performing, nature of work responsibilities, City policies on alechol in the work-place, and
the existence of past disciplinary actions. No disciplinary action may be taken against
employees who voluntarily identify themselves as haviog controlled substance and/or
alcohol abuse problems, obtain appropriate counseling and rehabilitation assistance, and
thereafter refrain from violating the City’s policy on controlled substances and/ot alcohol
abuse.
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Attachment A

INSTITUTE OF FORENSIC SCIENCES TOXICOLOGY LABORATORY
CONTROLLED SUBSTANCE TESTING PROCEDURES

How are controlled substances detected? All urine and blood specimens will be screened by
radiotmmunoassay (RLA} and thin layer chromatography (T1.C).

How are positive controlled substance screen tests confismed? All positive RIA controlled
substance screen tests will be confirmed by gas chromatography/mass spectrometry (GC/MS). All

posiive TLL controlled substance screen tests will be confirmed by either gas chromatography
(GC) or high performances iquid chromatography (HPLC).

Controlled Substance Classes and Drug Screen Cut-Off Concentrations

Controlied Substance Class

1. Cannabinoids: This class includes 11-nog-delta-9-THC-carboxylic acid, the primary
metabolite of tetrahydrocannabinol (THC).

Cut-Off Concentration: Blood N/A; Urine: 50 ng/ml

Confirmed Cut-Off Concentration:  Blood N/A; Urine : 15 ng/ml.

2. Cocaine: This class inchudes benzolyecgonine, the major metabolite of cocaine.
Cut-Off Concentration: Blood: 25 ng/ml,; Usine 150 ng/mL
Confirmed Cut-Off Concentration: Blood 25 ng/ml; Usine 150 ng/mL

3. Methamphetamioe/ Amphetamine: This class includes methamphetamines and
amphetamines.

Cut-Off Concentration: Blood 25 ng/ml; Urine 500 ng/mL
Confizmed Cut-Off Concentration: Blood 20 ng/eml; Urine 300 ng/mL

4. Opiates: This class includes morphine and codeine.

Cut-Off Concentration: Blood 50 ng/ml.; Urine 300 ng/mL
Confirmed Cut-Off Concentration:  Blood 10 ng/ml.; Urine 300  ng/mlL
5, Phencychdine: This class includes phencyclidine.

Cur-Off Concentration: Blood 5 ng/ml; Urine 25 ng/mlL
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Confirmed Cut-Off Concentration:  Blood 5 ng/mi.,; Urine 25 ng/mb

Alcohal:

Public safety officers and employees whose duties require the operation of  heavy
machinery - 0.00 percent, or more by weight, of alcohol in any individual’s blood.

All other employees: (.08 percent, or more by weight, of alcohol in an individual’s blood.
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CHAPTER 20

HARASSMENT POLICY AND COMPLAINT PROCEDURE

20.01  Statement of Purpose

The purpose of this policy is to establish a strong commitment to prohibit harassment in
employment; to define harassment; to inform all employees, officers and officials of the City of
Gongzales that harassment 1s illegal; to ensure that unprofessional bebavior that creates a hostile
work environment shali not be tolerated; and to set forth a procedure for investigating and resolving
internal complaimts of harassment.

20.02  Swatement of Policy

Lt is the City's policy to provide a wotkplace free of unlawful and improper harassment. Harassment
of an applicant or employee on any basis including, but not imited to, harassment on the basis of
race, religion, color, natlonal origin, ancestry, physical handicap, medical condition, matital status,
sex or age shall not be tolerated.

Any retaliation against a person for filing a hatassment charge or making a harassment complaint is
prohibited.

20.0%  Defimition

A "Harassment"” includes, but is not limited to:

1. Verbal Harassment - For example, epithets, derogatory comments or slurs on the
basis of race, religion, color, national orgin, ancestry, physical handicap, medical
condition, mazital status, sex or age. This might include inappropriate sex otdented
comments on appeatance, inchuding dress or physical features or race otiented
stories.

2. Physical Harassment - For example, assault, impeding or blocking
movement, or any physical interference with normal work or
movement when directed at the individuat on the basis of race,
religion, color, national origin, ancestry, physical handicap, medical
condition, marital statas, sex ox age.

This could be conduct in the form of pinching, grabbing, patting; propesitioning,

leering or making explicit or imphed job threats or promises in return for subrussion
to physical acts.
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3. Visual Forms of Harasgment - For example, derogatory posters, notices, bullefins,
cartoons, or drawings of race, religion, color, national origin, ancestry handicap,
medical condition, marital status, sex or or age.

4, Sexual Favors - Unwelcome sexual advances, requests for sexual
favors, and other verbal or physical conduct of a sexual nature which
is conditioned upon an employment benefit, unteasonably interferes
with an individual's wotk performance or creates an offensive work
environment.

Harassment on the basis of race, religlon, color, national origin, ancestry, physical handicap, medical
condition, martial status, sex or age is a violation of Title VII of the Civil Rights Act of 1964, the
California Government Code and Regulatory Guidelines of the Equal Employment Opportunity
Commission and the California Fair Employment and Housing Commission.

B. "Sexual Harassment" is defined by the Federal Equal Employee Opportunity Commission
(Guidelines as:

"Unwelcome sexual advances, requests for sexual favors and other verbal and/or physical
conduct of a sexual nature constitute sexual harassment when:

1. Submission to such conduct is made erther explicitly or implicitly a term or condition
of an individual's employment, ot

2. Submission to or rejection of such conduct by an individual is used as
the basis for employment decisions affecting such individual, or

3. Such conduct has the purpose or effect of unreasonably interfering with an
mdividual's wotk perfotmance or creating an intimidating, hostile or offensive working
environment.”

Sexual harassment includes coanaual or repeated abuse of 2 sexual nature including, but
not imited to:

1. Graphic commentaries on the victim's body;

2. Sexually suggestive objects or pictures in the wotrkplace;
3. Sexually degrading words used to describe the victim;
4. Propositions of a sexual nature.

Sexual harzssment also inchides the threat or insinuation that lack of sexual submission shall
adversely affect an employvee's employment, wages, advancement, assigned duties or shifts, or other
conditions that affect an employee’s ivelthood.
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20.04 Responsibilities

Hach employee is responsible to ensure that his/her conduct or actions do not violate the law or this
policy, and that s /he does not actively or passively condone any form of harassment.

2005  Complaint Procedure

A. Filing: An employee or job applicant who believes s/he has been harassed may make a
complaint orally or in writing with any of the following:

1. Immediare supesvisor, or
2. Deparmment Head, or
3. Ciry Manages.

Any supervisor or Department Head who received a  harassment complaint should
notify the City Manager immediately.

B. Upon notification of 2 harassment complaint, the City Manager shall:

1. Authonze the confidental investigation of the compliant and
supervise and/or investigate the complaint investigation, including
interviews with:

a. The complainant,

b. The accused harasser,

c. Any other persons the City Manager has reason to believe have relevant
knowledge concerning the complaint.

2. Review factual information gathered through the investigation to determine whether
the alleged conduct constitates harassment; giving consideration to all factual information, the
rotality of the circumstances, including the nature of the verbal, physical, visual or sexual conduct
and the context in which the alleged incident oceurred.

3. Report the results of the invesdgation and the determination as to whether
harassment occurred to approptiate persons including the complainant, the alleged

harasser, the supervisor and the Department Head,

4. If harassment occurred, take prompt and effective remedial action against the
harasser. The action shall be commensarate with the severiey of the offense.

5, Take reasonable steps to protect the victim and other
potential victims from further harassment.
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6.

Take reasonable steps to protect the victim from any retalistion as a result of
communicating the complaint.
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CHAPTER 21

POLICE RESERVE OFFICERS' REIMBURSEMENT

21.01  Statement of Policy

It 1s the intent of this policy to establish the minimum qualifications for 2 Gonzales Police Reserve
Officer and to establish the levels of reimbursement to be made to the City's Reserve Police Officers
for court time and uniform costs.

21.02 _ Administration of Policy
The City Manager shall establish and monitor overall comphance with the policy. The Chief of

Police shail enforce the policy with the Police Reserve Officers assigned to the Gonzales Police
Department.

21.03 -BEligibiligy
A Eligibility to Serve as a Gonzales Police Reserve Officer. The following factors shall be used

in determining whether an applicant is qualified for reserve status:

1. An applicant for service as a Reserve Officer shall submit to the Chief of Police a
completed City apphication. The Chief shall complete the appropriate background
checks on the applicant to determine if the applicant is qualified to serve as a

Reserve Officer.
2. The minimum requirements for service as a Reserve Officer shall be:
a. A citizen United States citizen,
b. Hold a high school diploma or equivalent,
<. At least 21 years of age at time of appointment,
d. No felony convictzons,
e. Successfol completion of Reserve Level I1 classes {or higher),

£ Capable of passing a pre-appointment physical exam,

z. Capable of passing a pre-appointment psychological
evaluation,
b. Capable of passing a pre-appointment drug screening,
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1. Capable of receiving a record clearance from D.O.], - F.B.L

3, An applicant for Reserve Officer shall participate in, and be deemed
to be qualified through, an Assessment Center for Police Officer L.
However, an applicant may begin service as a Reserve Officer prios
to the completion of an Assessment Center if approved by the Chief
of Police, in which case, the Officer shall participate i the next
scheduled Assessment Center,

a. If a Reserve Officer wishes to be considered for appointiment to any regular

position with the City of Gonzales, s/he must apply and compete against other candidates.

21.04 Reimbursement for Service

A

A Reserve Officer shall be required to provide all uniforms and equipment NECESSAry Lo
serve as a Reserve, including, but not limited to, uniform shirt, uniform pants, black shoes or
boots, webb gear and holster, handcuffs, and semi-automatic weapon., All equipment must
meet the standards of the Police Department. The City of Gonzales shall provide a safety
vest for the Officer's  use while serving as a Reserve,

A Reserve Officer shall be considered a volunteer and shall not be eligible for pay ot any of
the other nghts provided to the city's employees by the personnel rules and regulations
herein, unless otherwise specificd. The exception shall be that the Reserve Officer shall be
paid for his/her time spent testifying in court on behalf of the Gonzales Police Deparrment.
‘The court time shall be approved by the Chief of Police in advance. The hourly rate of pay
shall be equal to the hourly rate of the first step of the salary scale for a Police Officer.

A Reserve Officer shall be eligible to receive a one-time inidal refmbursement for uniform
costs in the amount of $300, if all of the following canditions have been met:

1. The Officer has continuously setved as a Gonzales Police Reserve for a
petiod of six {6) months; and

2. The Officer has served as a Gonzales Police Reserve 2 minimum of
thirty-two {32) hours per month during each of the six (6) previous
months.

A Police Reserve Officer shall be eligible for an annual reimbursement for uniform costs in
the amount of $100, if all of the following conditions have all been met;

1. The Officer has continuously served as a Gonzales Police Reserve
for the previous twelve (12) months, and

2. The Officer has served as 2 Gonzales Police Reserve a minimum of

thirty-two (32) hours per month during each of the twelve (12)
months.
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The reimbursernent of $100 shall be made at the end of the  twelve-month (12} period of
service as a (Gonzales Police Reserve, following the 1nitial six {6) months petlod (zeferred to
in "3" above; and at the end of each twelve-month (12) period thereafter.

At the recommendation of the Chief of Police and upon the approval of the City Manages,
uniform reimbursement may  be granted to 2 Reserve Officer who has not worked a full
thirty-two (32) houts in each of the previous twelve (12) months, if thete was good cause for
the reduction in hours served. The City Manager may require that a total of twelve (12)
months of service with a nunimum of thirty-two (32} hours per moath be worked prior to
the granting of the $100 uniform reimbursement,
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CHAPTER 21.A

CITY OF GONZALES VOLUNTEER FIRE DEPARTMENT-MEMBERSHIP AND
REIMBURSEMENT

21-A.01 Statement of Policy

It 1s the intent of this policy to establish the minimum qualifications for a Gonzales Volunteer Fire
Department member, the means of selection, and the method by which monetary and other benefits
may be provided to volunteers.

21-A02 Administration of Policy

The City Manager shall establish and monitor overall compliance with and enforcement of the
policies contained herein, with the assistance of the Fire Chief.

21-A.03 Ehgbiliry for Volupteer Setvice
A Applications for membership in the Gonzales Volunteer fire Department shall initially be

submitted to the Gonzales Volunteer Fite Department Executive committee. Said
Committee shall verify that an applicant meets the basic criterion for membership
established herein, and subsequently forward a written report, containing a recommendation
conceraing a given applicant, to the City Manager for consideration. The decision of the City
Manager thereon shall be final.

B. Applicants to the Gonzales Volunteer Fire Department must:

&) Be U.S. Citizens of good moral character who have expressed the desire to serve the
community as a volunteer firefighter.

b) Be notless than 21 years of age.

c) Have no felony convictions.

d) Be capable of passing a pre-appointment physical exam.

e) Be capable of passing a pre-appointment psychological examination.

f) Be capable of passing a pre-appointment drug screening.

) Be a resident of Monterey County. This rule may be subject to exception, at the
discretion of the Executive Committee.

by Be engaged 1n an occupation that will not prevent the member from attending fires,

deills or meetings.

C. In addition to the foregoing requirements, consideration of a candidate for membership n
the Volunteer Department shall be contingent upon his/ker daytime employment or
availability within the City limits unless at the fime of a vacancy there are twenty-five percent
(25%) of the members so employed or available. Daytime availability means being available
to respond to calls the majority of the time from 8a.m. to 6p.m. Monday through Fuday.
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. Before appointment to the Volunteer Department, all applicants must first complete a
physical examination. The city will provide a refetence of available doctors for said purpose.
The City will pay for the required examination.

E, All persons selected for membership in the Volunteer Department shall be placed on the
waiting list until a vacancy occurs in the Department, at which time they will become active
members in accordance with their position on the waidng hist. Available daytime fire fighters
may be moved up at the discretion of the City Manager and Chief.

21-A.04 Procedures For Reimbursements, Benefits and Nominal Fees

i. Hire Department Management Staff Disbursements.

Al Fire Department Management Staff will receive Monthly Disbursements in
accotdance with the City’s approved Budget and Disbursements Schedule, as per the
following:

1. Warrants will be issued to each mdividual with an Assigned Vendor Number.
Form 1099's wili be issued at the end of the Calendar Year to all individuals
who exceed the allowable amount as established by the Internal Revenue
Service.

3. Bach warrant shall indicate that it is a reimbursement or nominal fee being
paid to a City Volunteer Fire Fighter.

B. Disbursements will be a made on a monthly basis in accordance with the Finance
Department’s schedule for generating Accounts Payables (normally the Accounts
Payable for the first Council Agenda of each month)

. Backup documentation will also be provided with each disbursement request
detaifing all services for which the disbursement or nominal fee is being rendered.
This will include, but not limited to , copies of monthly meetings, copies of Training
and Drill Records, as well as copies of all Fire Dispatches.

2. General Fire Fighter Disbursements

A, In order to ensure compliance with all City, State and Federal Fire Fighter Rules and
Regulations pertaining to Volunteer Personnel, the Fire Chief will submit a request
to activate the payment of any new Voluateer Staff to the City Manager and Finance
Director. Staff will verify that all compliance issues regarding the appointmeat of
Volunteess by the Fite DDepartment have been met before disbursements are
mitiated.

B. Warrants will be issued per Fire Fighter via an assigned Vendor Numbert for services

rendered, in accordance with the disbursement request provided by the Fire
Department’s Secretary/ Treasure.
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C. Backup Documentation will also be provided with each disbursement request
detailing all services for which disbursement or nominal fee is being rendered. This
will include, but not be limited to, copies of monthly meetings, copies or Training
and Drill Records, as well as copies of all Fire Dispatches.

D. Form 1099's will be issued at the end of the calendar year to all individuals who
exceed the allowable amount.

E. Disbursements for services rendered will be made on an annual basis, normally no
later than the first Accounts Payable Run during the month of December. All
warrants shall indicate that payment is being made for reimbutsement or nominal fee
to a City Velunteer.

3. Audit Requirements

Any audit requirement for the City’s Volunteer Fire Department Organization is solely the
responsibility of the fire Department Organization and not of the City of Gonzales.

4. Bonding

The Volunteer Fire Department is responsible for determining the need of any bonding of any
designated personnel who handle cash on 2 regular basis.

21-A.05 Workers Compensation Benefits

All active membets of the Gonzales Volunteer Fire Department are covered by the City of
Gonzales’ Worker's Compensation Program. The intention of the City’s Program is to ensure
prompt payment and full provision of benefits to which injured volunteers are entitled. Such
benetits include medical treatment and hospitalization necessary to cure and relieve the cffects of
industrial injuries, temporary disability compensation. Wherever there continues to be any
permanent physical residual impacts following medical treatment, the available benefits will be
prescribed by State Law.

Any volunteer injured while in the service of the Departiment must immediately notify the Chief,
Assistant Chief or other available officer who will arrange for whatever treatment is necessary, All
such injured volunteers will also be required to file a report concerning hte injury with the Chief as
possible after the injury occurs.
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CHAPTER 22

USE OF CITY PHONES AND VEHICLES

2201 Long Dustance Phone Calls

In an effort to reduce costs, long distance phone calls should be made only when necessary. Calls
should be made only for the purpose of conducting City business. In the event of an emergency
which requires an employee to make a long distance phone call for personal business, that call
should be charged to the employee's personal phone credit card. If that is not possible and the call
must be charged to the City's bill, the employee should request authorization from his/her
supervisor priot to malking the call. When the phone bill has been received, the Finance Director
shall notify the employee of the amount of the charge for the call and the employee shall be
expected to immediately retmburse the City. Long distance phone bills shall be monitored by
Department Heads and the Finance Directot.

22.02  Celiular Calls

In an effort to reduce costs, cellular phone calls should be made only when necessary.

If a person autherized to use a City cellular phone finds it necessary to make a personal call {any call
not directly related to City business, including calls to his/her residence), the cost of that call shall be
reimbursed to the City. When the monthly cellular phone invoice is reviewed and approved, the
personal calls must be identfied, the total due to the City noted on the invoice and the amount due
paid to the City (either in cash or by check).

2203 Local Calls

Employees who are not stationed at a work site where 1 phone is available should make evety effort
to make local calls of a personal nature only during esmblished break times.

Office employees may use the phone to make local calls of a personal nature when necessary, but
the calls should be limited in aumber, be brief in duration and made at times when the notmal
operation of their office is not affected by their use of the phone.

It is the responsibility of each Department Head to ensutre that employees are not abusing the tight
to use City phones for personal business.

22,04 Department Procedures oo Phone Calls

Individual Department Heads can establish policies concerning use of the phones within their own
departments. (For example, requiring 2 written log of all long distance phone calls or establishing the
times puraoml calls can be made or a maximum number of personal calls to be made by employees).
These policies must be submitted and approved by the City Manager prior to implementation.
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2205  Persomal Use of City Vehicle

City vehicles are o be used for official City business only. Only employees who have the
authorization of their supervisor may take a City vehicle home.

No City vehicle may be used for personal business, either during or after work hours.

2206  Family Members in City Vehicle

Members of employees' families should not be in a City vehicle unless permission was requested and
recewved from the City Manager. The exception to this policy would be in the event the family
member is accompanying the employee to an official function and the employee has received
approval from his/her supervisor for the family member to attend.
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CHAPTER 23

MISCELIANEOUS

23.01 Agceptance of Compensation, Gifts, Entertainment or Setvices

No officer or employee of the City, or members of theit immediate families, shall solicit or accept
any compensation, gifts, entertainment or services from any individual or company doing business
with the Ciry, seeking business with the City or having pending action before any of the City's
legislative bodies. Notwithstanding this general proscription, gifts or services may be accepted when
authorized by the City Manager, after consideration of the following factors:

1. The gift or service provided 15 customary and gives no appearance of impropriety.
2. The gift or service 1s of nosminal value. (Under $20.00)
3. The gift or setvice cannot be viewed as extravagant, excessive, or too frequent considering

all circumstances.
4. The gift or service does not impose any sense of obligation on either the giver ot receiver.

5. The gift or service 1s given or provided without any effort to conceal the full facts by either
the giver or recelvet.

6. The gift or service is not considered a favot or pratuity for services required on the job.

7. Whether the gift or service 1s provided and avaflable to all membets of the City staff.

Apy employee or family member offered or provided compensation, gifts or services must request
authorization from the City Manager prior to acceptance. Failure to obtain such authorization shall
be grounds for discipline.

2302 Employees' Financial Affairs

Hmployees shall so arrange their personal financial affairs so as not to affect their employment or
bring discredit upon the City. Fatlure on the part of employees to meet their just obligations shall be

grounds for adequate and appropriate disciplinary action.

2303 Conflicts of Interest

No employee shall engage in any business transaction or shall have a financial interest, direct or
mditect, which Is incompatible with the proper discharge of his/her official duties in the public
mnterest o would tend to impair his /her independence of judgment or teaction in the performance
of his /her official duties.
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23.04  Use of Personal Propercy While at Work

Any employee wishing to bring any personal item of property to wozk, éither for purposes of
utilizing the same m job-related functions or for personal use while in City employ, shall first obtain
authotization from the City Manager. Any such request shall be accompanied by a complete
description of the item to be used, the manner in which it will be utilized, and the approximate value
of the item. Thereafter, the City Manager shall make a determination concernimg whether the item
may be brought to the workplace, ot used during officials duties, and whether the item shall be
covered by relevant City insurance policies. In some instances, the City Manager may allow an item
to be used only upon an employee's provision of 2 waiver of City liabiliry and indemnification for
any damage or harm resulting from the use of said item.

23.05  FluShots

Every employee may obtain one annual flu shot from the Gonzales Medical Group at the expense
of the City. Itis recommended that employees receive these shots to maintain their health and
correspondingly reduce sick leave.

23.06___Smoking Prohibited
Smoking is prohibited in all City buildings. If an employee wishes to smoke while at work, s/he
must smoke during regular breaks and outside of any building and/or enclosed space (i.e. vebicles).

Failure to comply is subject to disciplinary action.

2307  Press Releases/Comments to the Press

Unless they have received prior autherization from 2 Department Flead, no employee should make
statements concerning matters related to City business to the press. All inquiries from the media
should be referred to the appropriate Department Head. Department Heads should notify the Cicy
Manager of any information or statements given to the media.

23.08 Confdentiality

All employees shall have the duty to refrain from disclosing to fellow employees and members of
the public, either orally or in writing, information concerning City business or employment which
would be afforded some degree of confidentiality pursuant ro law. Such information includes
documensts place in or being considered for placement in an employee’s personnel file, which are
protected from disclosure pursuant to Government Code Section 6254 (including but not imired
to pexformance evaluations and all documents and information related to discipling), all documents
and mformation related to the personnel files of public safety officers, pursuant to Penal Code
Secton 832.7, and all documents and information related to alleged improper conduct of fellow
employees. Thus policy shall be applicable whete the information in question is provided directly to
a given employee or inadvertently disclosed through exposure to documents or conversations
concerning such matters.
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CHAPTER 24

DEFINITIONS

Adainistrative Personnel - Those positions as identified in the Classification Plan, adopted
annually by the City Councdil, including the followlag positions: City Manager; Assistant City
Manager; Chief of Police; Director of Public Works; Building Official; Administrative Assistant;
Admmistrative Services and Finance Officer; Assistant Planning Director; and Deputy City Clerk.
Allocation - The assignment of 2 position to its appropriate class in relation o duties performed.

Anmversary Date - The date on which an employee is hired.

Appeal - An application or review of an alleged grievance submitted or instituted by an employee to
higher authosity.

Applicant - An individual who has completed and submitted an application for employment with
the City.

Appointing Authority - The City Manager shall be the appointing authority.

Appomtment - The offer to, and acceptance by, a person or a position either on a regular or
temporary basis.

Assessiment Center - A series of tasks, examinations and/or evaluations for which applicants are
required to appear at a specific place for the purposes of participating in the Assessment Center.

Cernfication - An endotsement certifying that an applicant or employee meets the required
miramum standards for a position.

Class - A group of positions which are sufficiently alike in general duties and responsibilities to
warrant the use of the same title, class specification, and pay range.

Class Sertes - A number of classes of positions which are substantially similar as to the types of work
mvolved, and differ only in rank, as determined by the importance of the duties, and the desirable
quality in order to constitute a seties.

Class Specifications - A writtent description of a class consisting of a class title, 2 general statement of
the level of work, and of the distinguishing featutes of work, examples of duties, and the desirable
qualifications for the class.

Classification - The act of grouping positions in classes with regard to: {1) duties and responsibilities;
2y requirements as o education, knowledge, experience and ability; (3) tests of fitness; and (4)
ranges of pay.
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Classification Plan - The official or approved system of grouping positions into appropriate classes
consisting of: (1) an index to the class specification; {2) the class specifications; and (3) rules for
administering the Classificadon Plan.

Classified Service - All offices and positions in the service of the City which fall within the
Classification Plan.

Compensation - The standard rates of pay which have been established for the respective classes of
wotlt, as set forth in the Classification Plan.

Compensation Plan - The official schedule of pay as approved by the City Council, assigning one or

more rates to cach class titde.

Compensatory Leave - Time off from work in lieu of monetary payment for overtime worked,

Confidential Employee - An employee, who, in the course of his or her dudes, is required to
develop or present management positions with respect to employer-employee relations or whose
duties nommally require access to information contributing significantly to the development of
management positions relating to the City's administration of employer-employee relations.

Demotion - Assignment of an employee from one class to another which has 2 lower maximam rate

of pay.

Department - The primary otganizational unit which is under the immediate charge of the De-
partment Head who reports dizectly to the City Manager.

Iischarge - Separation from City employment for cause.

Eligibility List - The ranking of eligible persons for a vacancy in order of overall qualifications.
Eligible Person - Any person who has successfully met required qualifications for a particalar class.
Employee - An mdividuat who is legally employed by the City, and is compensated through the City
payroll for his/her services. Individuals or groups compensated on a fee basis are not included.

Synonymous with "incambent.”

Examination - The process of testing, evaluating, or investigating the fitness and qualifications of
applcants and employees.

Exempt Service - Those positions not covered by these rules as stated in the original code.

Hamily - Includes wife, husband, son, daughter, mother, father, brother, or sister of employee, and

S SRS ILE

close relatives through marriage whose relationship may be determined by the City Manager.

Layoff - The involantary non—discipﬁnary separation of an employee from a position.
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leave - An approved type of absence from work as provided for by these rules.

Mexit Pay Increase - An increase in compensation established in the Classification Plan which may
be granted to an employee for meritorious service and completion of minitmum prescribed periods
of employment in the class,

Qvertime - Authorized time worked by an employee in excess of his/her total normal working
houtrs per week. '

Pay Range - A specific dollar amount, expressed as either an annual rate, 2 monthly rate, or an
houtly rate as shown in the Classification Plan of the City.

Pay Rate - A specific doliar amount, expressed a either an annual rate, 2 monthly tate, 2 semimonthly
rate, 2 bi-weekly rate, or an hourly rate as shown in the Classification Plan of the Ciry.

Position - Any office or employment whether occupied of vacant, full-time or patt-titne, consisting
of duties and responsibilities as assigned to one mdividual by a competent authority.

Probationary Period - The working test or trial period of employment beginning with the date of an
employee's first appomtment to the classified service.

Promotion - Assignment of an employee from one class to another which has 2 higher maximum
rate of Pay.

Public bafery Emplovees - Those employees defined as public safety employees by the Public Fm-
plovees Retrement System,

Regular Appointee - An individual receiving a Regular Appointment in either the classified or
exempt service,

Regular Assignment - An appointment without time lmitation, or  special restrictions as to
continued employment to a permanent position authorized to be filled, and made as 2 result of a
certification as prescribed by these rules.

Removal - Separation of an employee on probation for failure to meet legal tequirements of employ-
ment.

Suspension - An enforced leave of absence for disciplinary pusposes or pending investigation of
charges made against an employee,

Temporary Appointee - An individual receiving a Temporary Appointment in the classified setvice,

Trapsfer - Assignment of an employee from one position to another position. Transfers can take
place within 2 department, between departments, between positions of the same pay range, between
posiions of the same class, or between positions of different classes.

Work Day - Scheduled number of hours that an employee is required to work per day.

FPage 108 of 108



