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EESOLUTION NO. 00210

A RESOLUTICN ADCPTING CITY OF EAST PALO ALTO
PERSOEHEL POLICIES AND PROCEDURES

WEERRAS, the City of East Palo Alto was incorporated as
general law city of the State of California on July 1, 1983; an¢ -

WHERBAS, subsequently, the City has increased the number ¢
individuals hired to serve the needs of residents of this City ¢
authorized in the Program Budgets adopted by the City Counczl;
and

WHEREAS, Section 45,000 et seq. of the California Governmer
Code authorizes local governments. to adopt a personnel system 2z
the legislative body determines to be in the best interests ¢
the public serv1ce, and : o '

HBERE&S, the purposes of the City of East Palo Alt
Personnel Policies and Procedures are to specify policy
-establish equ1table and uniform personnel procedures to assur
effective service to the public, and to define the obligations
rights, and standards for employees in order toc preserve equa
treatment and encourage effective working relationships betwee

all classes of employees.

HOW, THEREFORE, BE IT RESCLVED by the City Counc11 of th
City .of East Palo Alto to hereby adopt the City of East Palo Alt
Personnel Policies and Prccedures‘attached hersto as "Exhibit A"

PASSED AND ADOPTED this 28th day of August 1885, by th
followxng vote: .

" AYES: ABRICA, BLAKEY,.MOUTON, SATTERWHITE,'WILKS

NOES: = = NONE
ABSENT: NONE

s Foklnn £ G

Barbara A. Mouton
Mayor

ATTéii%45::;;:><jzé;;é;:;’é£%i:)
c L

Frederic A.“Howell
City Clerk
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| PERSOMNMEL POLICIES AND PROCEDURES ‘ Revised:
Subject: o ‘ _ Page 1 of 4

GENERAL PROVISIONS

3.1.01

3.1.02

3,1.03

ApOPTICR OF PERSONNEL POLICIES AND PROCEDURES

These Polxcxes and Procedures have been adopted by the City
Council by Resolution. Various city employees partlclpated
in their ©preparation and they supersede all previous
Personnel Policies, Rules, and Procedures. . =

PURPOSE OF PERSCHNEL POLICIES AND PROCEDURES

The purposes of the.Personnel Policies and Procedures are to
specify policy, establish equitable and uniform personnel
procedures, and assure effective service to the public. They
define the obllgatlons, rights, and standards for employees,

‘except - as ‘exempted in Section '3.1.06, to preserve egqual
“treatment and encourage effective working relatlonshlps, In
- the event of ‘a conflict between these Polices and Procedures

and a Memorandum of - Understanding in effect, the Memorandum

iof Understandlng shall prevall

AMENDMENTS OR 'REVISIONS TO _rnx PERSONNEL ' POLICIES AND

PROCEDURES

. The Personnel Officer shall prepare and: pfesent'to the Coun-

cil for ‘its con51derat10n proposed amendments or revisions to
these Rules. Except in emergency situations, when proposed
c¢hanges “and amendments directly relating to matters within
the scope of representation as defined by Government Code
Sec. 3500 et seg (the- Meyers—Mlllans Brown Act) are being
considered ~for presentation to the Council for adoption,

‘reasonable advance written notice shall be given to employees

and affected recognized employee organizations who shall have
an opportunity to meet and consult, In that event, organiza-
tions still shall be advised and may meet within a reasonable

time thereafter. At the time of consideration by the Coun-

cil, any interested party may appear and be heard. All pro-

..posed -amendments or revisions shall become effective only
“upon approval by Resolution of the Counc1l



City of EBast Palo Alto, California | Number |Effective Date:. 3529ﬁ35
o R e 3.1 Issved: 9/7/85
PERSONNEL POLICIES AND PROCEDURES ~ |Revised: i
Subjectr T Page 2 _of 1

GENERAL PROVISIONS

3.1.04 THE PERSONMEL CFFICER

3.1.05

'_ The Personnel Offlcer shall 1ssue such addzt1onal adminis~ ,3

3.1.06

‘The City ‘Manager ‘shall be. the Personnel Officer; his/her
‘duties shall be as stated in Ordinance No. 13-83, as amend-

ed. . The Personnel Officer shall adminlster and enforce the
provisions . of  these - Pollc1es and Procedures, and all
ordinances, resolutions, regulations and laws relating to
personnel matters and employer~employee relations. The City
Manager may delegate any of the powers.and duties conferred
upon hxm/her as the Personnel Offlcer.

‘ADHIHISTRAEIVE REGBLATIUHS

trative memorandum as ‘he/she deems necessary to implement

“these Polzcles ;and Procedures. ‘Such additional admini~

strative. memorandum shall be .in. wrltzng and be made available
to ‘employees and employee organlzatlons. Departmental rules
and regulations shall become effective upon approval of the
Personnel Officer if not in conflict with these Policies and
Procedures . or applicable ‘laws, ordinances,; resclutions orx
relevant Memoranda of Understanding.. Employees and -
recognized employee organigzations shall be advised of and
have. -an .opportunity. to discuss such proposed policies and

'_procedures which are :within  the scope of representation,

within a. reasonable time . prior to the. proposed effective

- ‘dat=z ':uﬂle 'S an  &rzrgency Or urgency . sitiszion creTulres
aenactment without prior notice. In that event, organizations
-s8till shall be adv1sed and may meet within a reasonable time

thereafter.

_Eksin SERVICE .

 Except as‘otherWise'pzovidéa in this section, the provisions

of these Policies and Procedures shall apply to all employees

- in the: City Service. - They shall not apply to the following

classes which shall constltute the Exempt Service:
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(A} - The City Manager and the Manager's assistants;

{B) ’Electlve offlcers- - A

(C) Members ° Of H—appolntlve boards, commissions  and
committees; h | |

{D) All department heads;

{E) Persons engaged under cont:act to. supply expert, pro-
o fessmonal, technical or any other services,

(F)  all Councxl-appomted City officers;

(G) Employees who do not have permanent ‘or probationary

status in authorized permanent positions;

(H) Emergency employees who are hi:ed to meet the immediate
reguirements of an emergency condition, such as extra-
ordinary €£ire, flood, or earthquake which threatens
life or property.

The provisions of the Personnel Policies and Procedures':elatlng to
attendance and leaves shall apply only to .the lncumbents of the full-
time exempt pOSltlonS in A, D, and F above, '

3.1.07

3.1.08

CLASSIFIED SERVICE

“The provisions_of these Policies and Procedures shall apply
" to all employees in the City Classified Service. All classes

in the City Service not listed in 3.1.06 shall be classified
positions. . _

NON-DISCRIMINATION

There shall be no discrimination by the City, recognized
employee organizations, or anyone employed by the City for or
against any employee or applicant for employment, promotion,
demotion or discharge, because of race, religious creed,
color, ancestry, national origin, sex or sexual preference,
marital status, political opinions or affiliations, or lawful
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3.1.09

'_If any. . prov151on of these. Pollcies and Procedures, or the

employee organization activities; and to the extent prohibit-
ed by applicable State  and Federal ‘law, there shall be no
discrimination because of age. There shall be no discrimi-
nation against any handicapped person- soclely because of such
handlcap unless that handicap prevents the person from meet-

ing the minimum standards established for .the position for

which he/she is applying.
SEVERABILITY

appllcatlcn of such provision to any person or circumstances
shall. be -held invalid, the remainder of these rules, or the

~application of such provision to persons or circumstances
-other than those as to whlch it is held invalid, shall not ba

| affec ed thereby.
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.LDEFINITIONS '

The following terms, whenever used in these Policies and Procedures
shall ‘have the meanlngs 1nd1cated _

- 3.2.01 ‘Aﬂnxvnnsanx DATE

Shall mean the annlversary of the date of the. employee's
initial date of hire unless adjusted as. provided in Section
. 3.7.08. ' . _

3.2.02 APPOINTING AUTHORITY

- Shall mean the City Manager, or ‘the City. Council as
applxcable.‘ . _ _ B .

3.2.03 AGTHORIZED POSITION T :

Shall mean a group of duties and responsibllltles set out by

©  the City Manager ‘and approved by the City Council requiring

the full-time or part-time employment of one (1) person. A
position may. be occupled or vacant. _

3.2.04 BASK PAY
| Shall mean the monthly pay range and stepstStablished by

: the City pay plan for each classification and shall exclude
ST . any addition or other special or premlum pays. _

3.2,05 CLASSIFIED SERVICB

'Shall mean all p051t10ns not desxgnated as exempt by the
City Council, ,

©3.2.06 COMPENSATION AND BENEFITS

- 8hall mean a current compensation and_benefits'as set forth
in an- applicable Memorandum of  Understanding, or
Compensation and Benefits Plan, whichever is appropriate.
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3.2.08

3.2.09

3.2.10

3.2.12

3.2.13

3.2 Issued:” 9/7/85
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- DEFINITIONS
3.2.07  CONTINUOUS SERVICE

Shall mean continuous employment in probationary and perma-
nent status which has not been Lnterrupted by a separation
from service. Lengta of continuous service shall be adjust-
ed by the entire period of any authorized unpaid -ledve of

absence. In the case of military leave, such adjustment

shall be made only for that portion which exceeds thirty
(30) days. Permanent part-time servxce shall be prorated on
the basis of actual hours worked.,

Shall mean the 01ty Council of the Clty of East Palo Alto.

DEPARTMENT RULES AND REGULATIONS =

:Shall ‘mean Rules and Regulatlons designed by a Department

Head . for the sSpecific needs and. operations of "his/her
department and approved by the City Managér as to conform-
ance with these Policies and Procedures, and sound manage-
ment practices. . :

CIT!

'Shall mean the Clty of East Palo Alto.ﬂ | .

CITY MANAGER _ :
Shall mean the City Manager of the City of East Palo Alto.
DAY |

Shall mean calendar.day'uﬁleés otherwise stated.

DIVISION

Shall mean a major unit of a department as determxned by the
City Manager.
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' DEEINITIONS .
3.2.14 EVALUATION DATE
Shall mean the date on whlch an employee recelves a perform-
ance evaluation and may receive a merit increase. For full-
time employees, this date generally deces not correspond to
. the annlversary of the Lnitlal date- of hlre.
3.2.15 . EXAMINATION PROCESS | R
Shall mean the process which“bEQiﬁsUWith submission of an
application for employment and is completed at the end of
_the probationary pezxod unless the appllcant is sooner
| dlsqualifled._ S ’
3.2.16 EXSMPT SERVICE
Shall mean all positions so deSLgnated by the City Coun-
_ c1l._ (See Sectlon 3 1. 06) :
- 3.2.17 .@HERAL E.MPLOIE_E_ .
Shall mean any non—safety employee. '
3.2.18  IMMEDIATE FAMILY o |
"“RelatlveS‘ qﬁ: C;ty ,eﬁpléyees shaiii not -be accepted Ffor
employment in nor assigned to work- in' the same department.
For  putrposes of this section, relative shall mean the
following: related by blood, marriage or adoption; spouss,
child, parent, sister, brother, uncle, aunt, nephew, niece,
grandparent, grandchild, and cousin. A
3.2.19  MANAGEMENT EMPLOYEE

Shall mean an employee desxgnated by the Clty Manager and

‘who- N
{A) -nas fespon51b111ty for using independent judgement in
administering and recommendlng the formulatlon of City
policies;.

(B} utilizes leadership ekills in'achiQVEing the goals of
the City; and ‘
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3.2.21

3.2.22

3.2.23

3t2.25

mandatory, and MAY 1s permlssmve.

3.2 Issued: 9§ £ 85
PERSOK?EL POLICIES AHD PROCEDURES L ReVISed..
: Subject. _ : o Page _4 of 5
- ' DEFINITIONS S
(C) has authority to effect personnel actlons directly or
by recommendation. :
©3.2.20 'fpansonnsn CFFICER :

Shall mean the City Manager of the City of East Palo-Alto or

his/her designated representative with the approval of the
City Council.

n_PERSONHEL CQHMISSIOH

} Shall mean ‘the East Palo ‘Alto 'Personnel Commission as

established by ordinance of the Cxty Council..

PREMIUM PAY ;
Shall mean the following pay: increments, plus such others as
may be established as additional ‘compensation for special
duties or working conditions: standby pay, pay in lieu of ¢
holiday, call-back pay, court- t1me pay and shift different-—
ial pay. ‘ o - .

RECOGHIZED EMPLOYEE ORGANIZATION

Shall mean an employee organlzatlon that has been formally

recognized as representing specified jOb classes by the
~Employee Relatlons Officer (C1ty Manager)

‘*RULES

Shall mean the’ Personnel Pollc1es and Procedures of the City
unless- otherwise stated. .

SEHIORITY

.Shall mean contlnuous servxce as deflned in this Rule.

SHALL AND MAY

When used,'these words have the- follow1ng meaning: SHALL is
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DEFINITIONS

3.2.27

3.2.28

3.2.29

STRATGET TIME PAY

Shall mean the employee's base pay for the applicable
standard work week plus educational incentive pay, special
assignment pay, special qualification pay and acting pay, if
applicable. -

SUPERYISOR

Shall mean any employee, regardless of job description or
title, having authority in the interest of the employer to
hire, transfer, suspend, layoff, recall, promote, discharge,
assign, reward, or discipline other employees or responsible
to direct them or to address their grievances or effectively
to recommend such action if in connection with the fore-
going, the exercise of such authority is not of a merely
routine or clerical nature but requires the use of inde-
pendent judgement. = :

SWORN SAFETY EMPLOYER

‘Shall mean Sworn Police employees.
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PERSONNEL RECORDS o

3.3.01

3.3.02

PERSONNEL FILE

A persconnel file shall be established and maintained in the
Personnel Office for each employee. - It shall be. considered
official information on the status, pay, performance and
'employment history of the employee. Do T

COHFIDERTIALITY

Personnel files shall be confidentlal and access to the file
or specific information therein shall not be available to
the public or -unauthorized employees without the written
approval of the subject of the file. Responses to credit or
employment references shall be limited to verification of
name, position title, dates of employment, and salary range
unless the employee authorizes otherwise in writing. The

" home - address  and phone ‘number of an emplyoee shall not be

3.3.03

released except on the written authorization of the employee
or in. an urgent situation as determlned by the Personnel
Officer.

ACCESS TO PERSCNNEL FILE

An employee may review his/her own personﬁel file (with the

exception Jf investigative data pertaining to a possible

criminal offense and letters of reference) when Personnel
Office stafEf are available, The employee may also, by
his/her written authorization, permit his/her representative
to review his/her personnel file under the supervision of
Personnel Office staff. An employee may request in writing
that the Personnel OQOfficer remove allegedly derogatory or
erroneous data from his/her £ile and the Personnel/Officer
shall give his/her decision as to the removal of such data
within 10 calendar days, (Sections 3.8 and 3.14 set forth
the procedure for insertion of information in personnel
files). The ability to remove and review items in an
employee's personnel file shall apply only to City personnel
files and not to department files. .

-10-
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PERSCNNEL RECORDS ,

3.3.04

PERSONNEL ACTION FORMS

. Personnel -action forms, in a form prescribed by the Person-~

- 3.3.05

3.3.06

nel Officer, shall be utilized to initiate appointments and
accomplish. all changes in status or pay. A change does not,

become effective until the personnel action form is approved
by the City Manager. A copy of each approved personnel
action form shall be filed in  the personnel file of the
subject employee and a’ copy glVen tc the employee.

PERSONNEL gosten-canns

A“rceter;cafd shall be established and maintained for ‘each

employee and shall be his/her official permanent record of.
employment. It shall contain: a complete record of employ-
ment history, department to which assigned, job titles, pay,

status, and other pertinent information, as well as current
address, telephone number and whom to contact in case of
emergency.

DESTRUCTICN OF RECORDS

Personnel roster cards shall be kept permanently. All other

personnel records may be destroyed in accordance with State

and Federal laws. . - 7 -

-11-
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CLASSIEICATIOH PLAN :
3.4.01 DEFINITION

"3.4.02

3.4.03

3.4.04

‘The ‘Classification Plan shall consist o0f a” list of the

titles of classified and exempt classes in the City Service
and ‘a written job specification for each classi- Classifi-
cation shall be based on the principle that positions with
similar duties, authority and responsibility, and similar
qualifications, shall be grouped together in common classes
for purposes of equity of standards in selection, transfer,
demot;on, promotion,_and pay. - :

ADEIHISTRATION OF THE CLASSIEICATIGN PLAH

The Personnel Offlcer shall administe: the Classification
Plan and review and allocate each position to its proper
class and salary range in accordance with these Policies and
Procedures. He/She may recommend amendments or revisions to
the Classification Plan which shall be submitted %o the
Council for consideration and 'shall become effective upon
adoptlon by the Council. Before p;esentation to the
Council, employees and any ' affected recognized employee.
organxzation 'shall be -given reasonable notice and have an
opportunity to meet on matters dlrectly relating to the
scope of representatlon.

CLASSIFICATION,DEFIHED

A classification (or c¢class) may include a single position or
group of positions which are sufficiently similar in theirx

duties, functions, and responsibilities that they may be.

identified by the same job tltle, job specxflcatlon, and pay
range.

- JoB Ti*rms

The job title shall be the OfflClal means of designating the
class to which an individual position or ¢ oup of positions
is assigned. - Its meaning shall be described in the Jjob
specification and it shall be utilized on official records
to identify the position an employee cccupies,

T
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 CLASSIFICATION PLAN

3.4.05  JOB SPECIFICATIONS

A job spec1f1catlon shall be a written statement providing
the title and definition of a class, examples of the duties
to. be performed and the minimum qualifications. The content
. of the specification is illustrative and shall not be con-i
strued to be. comprehensive or ‘to limit the authority of the
City Manager to assign, direct and control the work of:
employees.Jf Duties, responsibilities :and functions of any’
position may be reassigned -at any time by or pursuant to
order of the City Manager after consultation with. the
affected department head subject to Section 3,4.07 of these
Rules, . General  qualifications :.commonly required of all
employees, such as good judgment, honesty, and physical and
mental abllltY' to  perform the job .shall be deemed to be
included. . in ‘the.  minimum qual1flcations of each class _
speCifiqat;on,j' : . : . . o

3.4.06  MEW cnassxexcarxom
ﬁRequests for creatlon of a new class shall be made to the
Personnel Offlcer by the department. head, or. may be ini-

-_tlated by the Personnel’ Offlcer,.-and -shall include the
following information: o '

(A} A full description of the proposed dutiee, functions
and responsibilitiesz of the position(s!s; :

{B) Suggested qualifications;
'1(CJ A. suggested title;
(D) A suggested salary range,
(E) A statement, where pertinent, regarding the effect the
creation of the new c¢lass will  have on. existing

classes; and

(¥) Sﬁeheether-informetion as may be neceSsary to determine:
the need for the new :lass. : .

-1 7T
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CLASSIFICATION PLAN 3

. The Personnel Officer shall conduct any studies he/she deenms
.reguired to consider such request and shall approve or dis-

 3.4.07

‘approve the request. In the event of his/her approval, the

Personnel Officer shall submit the new job specification,

‘class title, .and salary range to the Council to be consi-

dered for addition to the Classification Plan. The new
class shall become officially established upon adoption by
the Council. = - - oL o .
RECLASSIFICATION

If 'therg is evidence to indicate that a position is not
assigned to an appropriate class, a request may be made

- through the departament head to the Personnel Officer that a

3.4.08

classification study be performed on the position. The
Personnel Officer shall determine whether a study shall
proceed and acknowledge the request accordingly within ten
(10) working days. A study shall be concluded within ninety
(90) calendar days unless it involves more. than cne c¢lassi-

fication or the ‘services of an outside consultant are
required. : '

The Personnel Officer may initiate and conduct studies of
any position at any time to determine if such position is
properly classified. Said studies may include investigation
of pertinent departmental records, consultation with
employees regarding duties, functions and responsibilities
of a position, and the collection of any other .relevant
information the Personnel Offlcer deems necessary.

Recommended reélassificatiohs shall be submitted by the Per-
sonnel Officer for consideration to the Council and shall
become effective upon approval by the Council.

FILLING A RECLASSIFIED POSITION

Upon reclassificatien of a position, a permanent employee
incumbent in that reclassified position may,. at his/her
option, be appointed to the position 1f, in the opinion of
the Personnel OQOfficer, he/she has demonstrated the ability
to successfully perform all the duties of the position for a
period of no less than six (6) months. A permanent employee
who does not meet the minimum qualifications for the posi-

-14-
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CLASSIFICATION PLAN - o

tion or the six (6) months successful-peEEOrmance inCumbency'
requirement may transfer to a vacant position in the former

‘class or if no vacancy exists, the appropriate layoff proce-

dure shall apply. . Bowever, an incumbent may be retained
until a probationary/permanent appointment to the position
occurs. - o o :

A vacant reclassified position may be filled by internal
personnel actions or from an employment list established for

" that class.

-] G
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SELBECTICH PRCCESS AND RECRUITMENT . - :

3.5.01

AHNOUHCEHERTS

--Announcements for positions in the City Service for which no
~employment list exists, shall be" prepared and distributed by

the Personnel Officer. Annocuncements shall be placed in the

. City's off1c1a1 newsletter, and in any other locations which
- will assure  employee knowledge of position openings.

Announcements also’ shall be sent to any affected recognized

‘employee organlzations for their 'Lnformatlon. Additiconal

3.5.02

3.5.03

'CONTENT OF ANNOUNCEMENT

recruiting may  be -conducted as deemed necessary by .the
Personnel Officer ‘to assure that approprlate labor markets
and the community “ate aware of the announcement. High
priority shall be given to the utilization of local sources
to- ensure - maximum dlsseminatlon of announcements in the
local community.

COOPERATIVE RECRUITMEHTS AND EXAMIHATIOHS
The City may elect to part1c19ate in cooperative recruit-

ments - and- examlnatlons with other’ publlc Jurisdictions
provided processes’ which are not in“conflict with these

Policies and Procedures ‘are agreed upon by all participating

jurisdictions.

At .a minimum, the position announcement shall state the
following information for the available position; %itls, pay
range, ‘description of duties, minimum qualifications requir-
ed, - any ‘limit on number of applications to be accepted,
requirements of ‘and relative percentage value of each
portion of the selection process, and, except for continuous
testing, the final filing date. Any SPeCIflC date stated in
the announcement regarding the selection ‘process  may be
postponed or revised at the dlscretlon of the Personnel
Officer - after <consultation with “the  affected department
head.:- The final" filing date may be extended, but not
shortened, and an. examination may be cancelled for good

cause at the discretion of the Personnel Officer.

-] A -
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SEIRCTION 'PROCESS AND 'RECRUITMENT i S,

..3.5.07

3.5.04

APPLICATICN

All applicants for position openings which have been
announced shall file a City application with the Personnel
Office; the form., and content to be as prescribed by the
Personnel Officer. Supplemental statements, documentation
of qualifications, work samples and/or resumes may be
required. In order to be accepted, completed applications
bearing an original signature must be filed with the Person-~
nel Officer on or before the final filing date indicated in
the announcement, or. postmarked no later than the final fil-

ing date 1f permitted in the announcement. Applicants may
- amend or modify incomplete: or defective information on their

applications prior: to the final filing date and time. -Names

_of applicants shall not be released prlor to the establish- -~

3.5.05

ment of the employment list.

ACCEPT%HCE OF APPLICATIDHS FGR FUTURE VECAHCIES

Appllcat10ns shall ‘he accepted only when position openings

- are announced. Interest cards may be accepted for future

3.5.06

frecrultments and kept on file for one (l) year or the next

applicable recuitment.

TYPE OF RECRUITMENT/SELECTION

Recruitment f£or position op rings shall be ope :-competitive,
promotional, or open-competitive/promotional as determined
by the Personnel Officer depending -upon the £field of
quallfled appllcants avallable. : . :

OPEN—COMPETITIVE RECRUITMEHT/SELECTIOHS L

_ Any appllcant who meets the minxmum quallflcatlons stated in

- .the announcement may 'compete in - the initial selection

process unless disqualified under Sectlon 3.5.18 of these
Policies and Procedures.. :

_17..
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SELECTIom“PRQCEss AnnfnxcnUITMENT ’

3.5.08

PRQMUTIOHAL RECRUITHEHT/SELECTIOHS

Only current permanent - employees who meet the minimum qua-
lifications specified in the announcement and have success-

- fully completed any probatlon may apply for a promotional
~position  opening. - Employees ‘on - extended probation or
;promotionalvuprobatlon shall not be eligible to apply.

| . Employees - may fulfill ' the -requirements for promotional

3.5.09

position . openings'  scheduled ' during regularly assigned

working hours without loss ‘of compensation provided that

advance -arrangements - have " been made with the employee's

.superv1sor and department head.-

roéow;coupeexr1v3/990ﬂ0r10m3n RECRUITHEET/SELECTIOE

TA p051t10n that 15 open to quallfled permanent employees and
- any other applicants who ‘meet the minimum qualifications

stated in the announcement. Two (2) employment lists will
result: 'a promotional and an open-competitive employment

. list.. The promotional list will be certified first and then
. the.ogen list.esap:ovided inesectiOn-3.7.04.

3.5.10 -

'couTInuoos RECRUITHENT/SELECTIONS

'.The .Personnel Offlcer may: establlsh a continuous open—

competitive recruitment  process for any class for which

“he/she determines - the need exists  in order to obtain

sufficient qualified applicants.  In the continuous
recruitment - process, . applications shall be continuously
accepted and reviewed on a periddic basis and assigned to an

‘open-competitive list for the class. A single employment

list shall. be-maintained to which the names of candidates
shall be added as they qualify by the overall ranking system
belng utilized.

-18-
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3.5.11

}CDHDUCT OF EXAHIHATIOHS

The Personnel Offlcer shall be responsible for the formula-
tion and conduct of the selection process. .

'4;(35_'The goal of the selection process for all positions

shall be to evaluate ‘the ability of candidates to per-
form the duties and accept the responsibilities of a
_specific position by utilizing job-related criteria in
-a -thorough -and- fair method.,: The Personnel Officer
--shall utilize the most effective method available to
assess the desired -abilities of the candidates after
~consultation with -the affected department head. An
evaluation of education, experience and skills shall be

a part of the selection process. The selection process

~ghall-consist of oraliinterviews and/or any combination

of written or practical demonstration tasks dependlng fff'
- upon ‘the: needs of the position.  Assessment centers and

.~ - other methods. may -be - utillzed ~when feasible and
des1rable. Toeviini, e nelTo TR i

(B) -Oral boards should be composed of three (3) persons, if

-+ practicable, whose experience qualifies them to judge
“the qualifications of the applicants being consi-
dered. Each interviewer 'shall independently rate the
applicants. : Names of persons serving on the oral board
shall not be given out in advance of the oral inter~
view. - When in the best interests of the applicant and
the City- Service, an: interviewer: may disqualify
hlmself/herself from rating an appllcant

(C) - The content of phy51cal aglllty tests shall be deter-

3.5.12

‘mined by the Personnel Officer after consultation with
the department head. ©Such tests shall be required for
approprlate POSltlons as quallfylng only. :

APPLICANT RATING

For skilled positions, unless otherwise provided_ in the
position announcement, applicants shall .be required to

attain a score of not less than seventy percent (70%) on

written portions of the selection process. Some portions of
the selectlon process may be de51gnated as quallfylng
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only and only a pass or fail score will be given. ' For
written tests, the -seventy percent (70%) fepresenting the
minimum score may be an adjusted score taking into conside-
ration the difficulty of the test, the quality of the compe-
tition, preference for local residency, and the needs of the
City Service., When the selection process is composed of

more than one 1ndependent test, the relatlve weight to the
_total score of each'of the tests shall be a531gned by the

~ Personnel Officer , or, in the case of Police Trainees and

3.5.13

3.5.14

Recuits, by the Chief of Pollce, and shall be stated in the
position announcement. . _ .

EEDICAL EK&HINBEIOHS

Offers of appoxntment to the Clty Service shall be contin-
gent upon and shall not be effective prior to passing a City

paid medical examination by 'a physician designated by the

City to assess the long term physical ability of the appli-
cant ‘to perform, the job being sought. Medical standards
shall be determlned by the City.

If a. candldate meets all of. the City medlcal standards

exoept for a. mlnor medical condition which is deemed by the

City physician to be ea51ly correctable, the candidate shall
be required to. 51gn an ' agreement that his/her employment

'shall be contlngent upon complylng with the physician's

requirements for correction of the condition within a
specified period of time and the maintenance of the condi-
tion at an acceptable level while employed by the City.
Medically dlsquallfled appllcants who disagree with the
physician's. findings may = discuss the . findings with the
Personnel Offlcer within five (5) worklng days after the
City. notice of disgualification as set forth in’ Section
3.5.18. The name of a medlcally dlsquallfled candidate
shall be removed from an employment llSt.

OTHER REQUIRED EXAMINATIONS

The Personnel. Officer may‘ requlre psychologlcal. or other
types of’ supplementary examinations ‘which will assist in
assessing qualifications for positions depending on the
needs of the City Service. Such other examinations shall be
stated on the examination announcement.

. W o T
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3.5.15

BOTIFICATIOH 0 APPLICANTS

'Appllcants shall be notified in writing of the results of

~ the. selection process.

3.5.16

REVIEﬁ“AmD'APPEAL BY APPLICANTS
At ‘the tlme ‘an examlnatlon is glven, appllcants will be
'notif1ed in. wrltlng of the appeal p:ocess, whxch iss

(A) Within £five ({35) worklng days after scoring of tha
written examination, a candidate may inspect his or her
own examination paper at the Personnel Office.

All written" examlnatlon . materlals shall remaln--ﬁﬁ
‘confidential and no copying of ‘questions or answers

from ‘any paper made available for inspection shall be
permltteﬁyﬂ Any candidate v101at1ng this provision is
subject to dlsquallflcatiOn from the written exami-
nation and possible dlsquallflcation from future
examinations; further, "on promotlonal examinations,
such violation may be grounds for disciplinary action.
fDecxslons regarding dzsquallflcatlon shall reside with
‘the Personnel Officer; decisions regarding disciplinary
action shall be processed in. accordance with Sectien
3.14 of these P011c1es and Procedures, and

(B} lthln ten (10) worklng dEYa follow1ng ‘any part of the

3.5.17

'-_examlnatlon, a protest or complaint as ‘to form, con-

" tent, or administration of ‘the examination may be filed

. in writing with the Personnel Officer whose decision
shall be final.,  Any reversal of a decision resulting
from an appeal shall not lnvalidate any appointment
prev10usly made.

PROBATION

The probationary period of an employee shall constitute the 
final part of the selection process and successful com-

pletion of the selection’ process shall occur with satis-
.factory completlon of the probatlonary perlod as set forth

in Section 3. 7.
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3.5.18 DISCUALIPICATION

Applicants may be rejected or applicants may be disqualified
from- competing at any state in the selection process for
reasons such as, but not limited to, the following;

(8} Failure to meet the minimum qualifications established
' for the class; U.S. citizenship may be required for
certain classes; ‘

(B) Physical or mental inabilitf to perform the duties
required of the class to which appointment is sought;

= (C) An incomplete or defective application;

(D) Conviction of‘any public offense which would render an
- individual unsuited for the job for which application
is made;. .

(E) Intentional false statement. or deception or fraud on
the application or in the examination process;

(F) Request by applicant to withdraw from consideration;

(G} Unsatisfactory results from investigation of employment
history and references; :

(H) Failure to reply'dithin ten (10) working days after
mailing of a notice to the candidate's last known
address advising availability of employment;

(I} Refusal to sign, 'unamended, the ocath of office as
reguired by State law; .

(J) Failure to appear for a scheduled part of the examina-
tion process;

(K) -Addiction to or habitual excessive. use of drugs or
intoxicants,

Within five (5) working days after receipt of notice of
digsqualification, disqualified applicants may appeal to the
Personnel Officer for reconsideration. The decision of th
Parsonnel QOfficer shall be final. :
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3.6.01

3.6.02

3-6-03

3.6.04

BSTABLISHMENT GF EMPLOY%ENT LISTS

After completlon. of the selectlon process, the Personnel
Officer shall prepare and maintain lists consisting of the
names of candidates who qualified for the position. The
effective date of an employment list shall be the date it ' is
approved by the Personnel Offlcer. :

COOPERATIVE USE QF EHPLO!MENT LISTS :

In the event that no employment list ex1sts, the Personnel
Officer may elect 'to request a list of names from a list for
a comparable class from other public jurisdictions., Simila-
rity of ..job - specifications - and . ‘employment- selection
standards shall be assessed to. determine comparablllty.

,TYPES OF EMPLD!MEHT LISTS

(A) Open—Competltlve Employment List: Shall mean a list of
names of persons who have been recruited on an open-
competitive basis for a class in’ the City service and
have quallfled.

(B)--Promotlonal Employment Llst. .- Shall mean a list- of
names of qualified current employees who have taken a
promotional examination for a class in the City Serv1ce
.and have qualified. .

(C) ‘Reemployment List: Shall mean a list of employees laid
. off from the City Service who are entitled to reemploy-
ment_in'vacancies in the class_from which laid off.

(b} Reinstatement  List: Shall mean a list of former
employees who resigned from the City service in good
standing . and who are currently eligible for reinstate-
ment in accordance with Section 3.7.10.

DURATION OF LISTS
(&) Open competitive lists shall remain in effect for a
period of one (1) year from the date approved by the

Personnel Officer or until tne Personnel Officer termi-
nates the list as provided in Section 3,6.05. When an

nfy
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open-competitive list is composed by continuous test-
ing, the date of placement of each name on the list
shall be noted and names shall remain on the list for
‘not more than -one (l) year unless the list is extended
as provided in (C) of thls sectlon.--'

(B} Promotlonal 1ists shall remain in effect for a period
(1) year from- the date approved by the Personnel
Officer or until the Personnel Officer terminates the
list as provided in Section 3.6.05.

(C) The Personnel Officer may extend thé effective date of
-+ .an' open-competitive or  promotional "list £for one (1)
f.addltlonal year beyond the orlginal expzratlon date.

{D} - Reemployment llStS shall remain in effect for a period .
. of two (2) years from date of establishment unless such
list has been exhausted. The establishment of reem-
ployment lists -is set, forth in Section 3.13, Separa-
tions from Service and layoff Procedures. _

TERMINATION OF LIST

The Personnel Officer may terminate employment lists for the

following reasons, except reemployment lists which are
-governed by Sectlon 3. 13. o s -

- (A) Insuff1c1ent candldates in accordance with Section

3.7.04.

(B) Insuff1c1ent candldates w1111ng to be corsidered for

vacant positions or accept offers of employment; or

(C) Mlnlmuquuallflcat;ons of a position are revised.

In - the event that -the Pefsoﬁnel Officer terminates an
employment list, candidates remaining on the list will be

notified in writing and adyised of the process to reapply.
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REMOVAL CF CANDIPATE FROM EMPLOYMENT LIST

The Personnel Officer may remove the name ©f any candidate
from an employment list for any of the reasons stated in
Section 3.5.18 or any of the following:

(a)

(B)

{Cy

(D)

(E)

The candidate requests in wrltlng that his/her name be
removed;

The candidate fails to appear £for an interview or
declines two (2) offers of employment; :

Appointment of a candidate to probationary status in a

" permanent position in the class for which the list was
. established;

-Termination 0f ' an employee- whose name appears on a

promotional 1lst, or

Failure of a candidate to meet medical or other supple-
mentary standards required.
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3.7.01 EILLIHG VACAHCIES

Vacancies in the cla531f1ed service may be filled from open-
competitive, promotional or reemployment lists established
and certified by the Personnel Officer, as well as by trans-
fer, demotion or reinstatement. "~ In the absence 0f persons
so eligible, temporary appointments for a limited duration
may be made pendlng the establlshment of & new employment

list,

METECD OF FILLING VACANCIES ff

(A)"Whenever a vacancy An the classifxed service occurs,.
 the department head shall. notify the. Personnel Office
and/or submit a request for certification., Regquests
_shall be .in. the form prescribed by the Personnel Offi-
cer. The Personnel Officer shall determine whether a
vacancy may .be filled - through- in-service personnel
action before'certifying an employment list.

(B} Prlor “to certifylng -a llst or otherw1se fllllng a posi-

© tion the Personnel Officer shall evaluate the position

' to. assure that it is assigned to the proper classifica-

tion, approprlately assigned within the organlzatlonal

structure, and adeguately funded. He/She shall’ also
evaluate the contlnued need for the posxtlon

THE RULE OF THE LIST DEFINED

The Personnel Officer shall certify .the top seven highest-
rated elxglble candidates from .the approprlate employment
list to the department head to. Lntervlew to £i1ll available
positions in a class. In the event nc one is selected and
appo;nted or, is selected and fails the required medical
exam, the. Personnel Officer shall certify the next seven
highest rated candidates until such list is exhausted, In
case of reemployment lists, seniority provisions of these
policies and procedures shall govern.
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The Personnel Officer shall certify employment llsts in the
f?llow1ng order to department heads to £ill vacant posi-
tions: '

-l(A) Reemployment Lxst

(B) P:omotxonal Llst

3.7.05

(C) Open—Competitlve Llst, including Reinstatement List

Where both open-competltive and promoticnal lists exist, the
promotional list 'shall be certified first. If a Llist
consists of fewer, than seven (7) names, . these candidates .
shall’ be certified to the requesting department “head, whc
shall ‘interview thenm. After._such consideration, . the -

-department head may request that the. Personnel Officer

certlfy or establlsh a new 115t as appropriate°
ALTERNATE cnnmxrxcarxou HBTHOD o

In the absence of an open—competltlve, promotlonal employ-

.ment “or reemployment list for a classification in which a
"vacancy “‘exists, the . Personnel Officer may certify an
employment list for another’ classification having similar

“duties or higher quallflcations and employment standards.
Appointments made in this manner. shall be as valid in all

3.7.06

I*SPE"tq 23 an appointment from a list for t1e zlazssifica-
tion in which the vacancy occurred.

APPOINTMENTS

The department head shall 1nterv1ew candldates from the em-
ployment list certified by the City Manager and then shall
recommend hls/her selection to the Personnel Officer.  The
Clty Manager is the final authorlty to approve or disapprove
a recommended app01ntment and. shall take action on such
recommendation within five worklng days. Upon acceptance of
an offer of employment, a person shall present himself/ her-

self to the Personnel- Officer for processing and orienta-

tion. Employment offers to the City Service shall be con- .
tingent upon successfully passing a medical and any other
examination required.

-27-
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3.7.07

TIPES oF APPOIRTEENTS

App01ntments shall be 1n the categories deflned below-

. (A)

(B8)

'Permanent. An authorized full-time 9051t10n for which

permanent appointment  cccurs after successful comple-
tion' of the prescribed probationary period aad conti-
nued employment has been appreved by the City Manager.

Probationarz. A probationary appointment to an
authorized full-time or permanent part-time position is
the final phase of the selection:prcocess, Probaticnary

.. employees: shall not. compete in promotional selections

@

®)

or - be promoted: except from an open—competitive list.
The - probationary period shall be for the period
specified_for'theﬁclass. All wvacant permanent posi-
tions -shall . be .. filled by  probationary appointments
unless otherwmse ~provided . by these Policies and
Procedures.:~ R S GO

_Permanent Part—t1me “AAn authorléed part-time position

which has work reqularly scheduled for at least twenty

" (20). hours per week but less than full-time. Pay shall

be -at the hourly rate for hours worked; over-time shall
not be permitted ‘without the written approval of the
City Manager. . Fringe benefits-.available shall be for

wwvacation, sick. leave and;paid.official holidays, pro-

rated for actual hours worked. Accrual of such bene-
fits shall occur only while the employee consistently
occuples an authorized position which requires at least
half ~time work.

Part—tlme tempcrarv An appomntment to a p051t10n which

regularly scheduled to work less than twenty (20) hours
per. week and. is. paid at the straight-time hourly rate
only for hours worked. . Neither fringe benefits ncr
senlorzty accrue to part-time employees, however, step
pay increase may be considered annually on the basis of
satisfactory .performance. Total hours shall not exceed
1040 in any fiscal year.

g
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3.7.08

(E)- Temporary. Appointment for a limited duration, not to
exceed one (l) year, to a full—time or part~t1me, non-
permanent posztlon created.

; (l) for a spec1al purpose,

{2) to meet seasonal needs, 6f

(3)-- to fill a vacancy due ‘to illness, vacation, or

pending establishment of an employment list for

the class.

lefquuch appointments shall be made from existxng, appro-
. priate employment lists, “if available; in the absence

"of a list other. resources may be. utilized. Temporary

employees must meet the ‘minimum qualifications for the

~class., Pay shall .be atthe straight-time hourly rate.

E for - hours. - worked,  overtime ‘or compensatory time off
© shall not ‘be. permitted - without the written approval of
the City Manager. Fringe benefits and seniority shall

not be accrued. A temporary employee may be terminated

~-at any time without:right of appeal or recourse to the
rgrievance: procedure. - No: person shall achieve proba-
* tionary:-or permanent-status as a result of appointment
“‘to ‘a temporary ‘position and such service shall not be
counted as fulfillment of any' part .of probationary
requirements in the event of subsequent-appointment to
avpermaneac  ositiorn by tne City Mane::z. .

- ANNIVERSARY DATE

Shall mean the date of lnltlal employment in ‘the Clty Ser-

~yice and shall be used - for the purpose of computing leave

accrual and seniorlty - for permanent and probationary

3employees.; The anniversary date shall be adjusted when an

employee - ls ‘absent for thirty (30) ‘con' ative calendar da,s
or more in no-pay status including lez =~ of absence without
pay and layoff., The anniversary date £ il be reestablished
by reducing time in service by the ..me absent from pay

status on a day-for-day basis. An anniversary date shall
not be changed for any period of paid leave, authorized

industrial injury leave, or military leave.

-209~
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3.7.09 _PRQBAEICHAR! PERICD

(A)

“(8)

_Permanent appolntment to a, full—tlme or part-txme posi~
_tion on - initial employment or promotion ghall be sub-
ject to 'successful completion of the probationary

period designated for the class. The probationary
period shall be regarded as .the final stage of the
selection process and. shall be utilized for closely

 observ1ng the employee's. work, for securing the most
effective adjustment of a new: employee to the position

through counseling and.evaluation.

-Length of Probationarz Pericd. ‘The pfobationary pericd

for” General full-time employees shall be for a period

‘of not less than 'six (6) months of actual service angd

for permanent part-time employees not less than twelve

(12) months of actual service.  Certain job classifica-
‘tions in the City" serv1ce may have probationary periods
up to 18 months. = The probatlonary period for police

trainees and pollce recruits shall be 18 months of

;pollce serv1ce._ The - probatlonary period for lateral
‘and prior serv1ce police offlcers shall be no less than
12 months. ' . A

- The’ probatlonary perlod after a promotlon shall - begin
‘on the date the employee is appointed to the new class

and before the length of time stated above. The need

. For probation or ‘an evaluation period following trans-

()

fer, reinstatement, or demotion shall be at the discre-
tion of the- department head and approved by the Person-
nel Offlcer. ' o

Provisions regarding probatlon after reemployment are
set forth in Sectlon 3. 13 25.

Performance evaluations and merit increases during
probation shall be as set forth in Section 3.8,
Performance Evaluations, and Section 3.9, Compensation
and Hours. '

Completion and/or Extension of Probationary Perioed:

The Personnel Officer shall notify the department head
at least one and a half (1-1/2) months prior to the
completion of an employee's probationary period. The
department head shall submit to the Personnel Officer a

- I 2 T
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)

performance evaluation no less than fourteen (14)
calendar days {Thirty (30) calendar days is recommended
if a department head has concerns about an employee)
‘prior to the final date of probation indicating whether
the service of the probationary employee has been suf-

“ficiently satlsfactory to justify a permanent appoint-

ment. The Personnel Officer may, on the written
recommendation. of a department head, extend the
probatlonary perxod up to, and not to exceed, an addi--
‘tional three (3)° months. The employee shall receive a
copy ‘of such request as set forth in Section 3.8.12.
Employees on extended probation accrue sick leave but
not service credit toward merit increases. An employee
shall: not compete in  any promoticnal recruitment .

. process whlle ‘on. extended probatlon.

Re]ectlon ~of Probationarx Eaplovee:. . During . . the -

probatlonary periocd, an employee may be rejected at any

time without the rlght of appeal or recourse to. the

,grlevance procedure.. Notlflcation of termination shall
be in. wrlting to. the employee at least five (5) working
days prior to termination. _Probationary employees may
be pald for the five (5). working days in 1lieu. of
receiving notice if it is determined to be in the best
1nterests of the City."_ :

"An employee rejected durlhg'e promotional or transfe}

probaﬁlonary period shall be reinstated to a vacan®
posi.-on, if avallable, in.the class from which he/sh:
was promoted or transferred, unless rejected on the
basis of charges leading to discharge. If no vacancy
exists, the employee may exercise displacement proced-
ures set forth in Section 3.13. Probatiocnary rejection
shall not be subject to appeal; however, charges which
may lead to discharge of a permanent employee shall be
subject to the provisions of Section 3.14, Discipline.
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3.7.10

3.7.11

BEIHSTATEMENT

A permanent employee who resigns in good standing, upon
written request. and the submission of a current employment
appllcatlon, may be considered for reinstatement to a vacant
position in the same or comparable class in the City Service
without examination’ within twelve (12) months of the effec-
tive date of such reslgnation (refer to Section 3.7.04 for

certificaton pr1or1ty) ~Final approval of any reinstatement

shall reside with the Personnel Qfficer; it shall not be
mandatory to reinstate a former employee. ‘

Reinstatement. shall be contlngent'upon successfully passing
a medical ‘examination as reguired by Section 3.5.13. If

‘reinstatement is to a position other than previously

occupied, 'a probationary or evaluation period may be
required as set forth in Section 3.7.09. . Reinstated,emplcy-
ees shall not receive credit for former employment "in com-
puting pay, benefits or seniority except after reinstatement
from military leave (see Section 3.12.16; Section 3.8.09
sets forth requirements for evaluations follow1ng reinstate-
ment- also Sectlon 3. 7 04 for certlflcatlon priority).

TRANS?ER

:Upon approval by the Personnel OfflCer, an employee may

transfer or be transferred from one p051t10n in a class to a
vacant pos;tlon in the same class or a comparable ‘class.
For transfer purposes, a comparable class is one with the
same pay range and similar duties. The employee must meet
the minimum qualifications.

The transfer of an employee from one department to another
shall be made with the consent of the employee and the
approval of the department heads concerned; however, the
Personnel Officer has the £final authority to authorize a
transfer, and may reassign employees as set forth in these
Rules and City Codes. _ _

Transfers shall not he used to effectuate a promotion,
demotion, advancement, or reduction, each of which may be
accomplished only as provided in these ©Policies and
Procedures and shall not result in a loss to the employee of
any earned benefits or seniority within the class.
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3.7.12  PROMOTION
A promotion is an appoinﬁment, subject to the probationary
period, to a position in a class with a higher pay range
‘than the one previously held and may be made from a promo-
tional or open~competitive employment 1list. Probationary
employees -are not eligible for promotion except on appoint-
ment from an open-competitive list..  (Probation, performance
evaluations, compensation after promotion shall be as set
forth herein and in Sections 3.8 and 3.9)
3.7.13 DEMOTION o .
(A) Yoluntary Demotion: Upon an. employee's request, and
- recommendation of the department  head, the Personi °
Officer may demote an employee to a classification wi
a lower pay range for which the employee meets th_
minimum qualifications. and in which the employee has
previously served.. Assignment to a pay step in th
lower range shall be as set forth in Section 3.9.093. '
(B) Involuntari Demotion: An eﬁployee_may be demoted to a
" class with a lower pay range for disciplinary purposes,
or for continuing failure to satisfactorily perform
required .duties. No employee shall be demoted to a
classification for which he/she does not meet the
minimum gqualifications. {(This. procedure is set forth
in Section 3.14 Discipline, Section 3.8, Performance
Evaluations and Ssction 3.3 Compensatica and Hou.s.)
(C} Notice: Advancé'written_hoﬁicé of demotion and the
effective date shall be provide to the employee.
() Probation: ProbétiOQ after\&emotion may be required as
set forth in Section 3.7.09. : .
3.7.14 LOYALTY OATH

All sworn police department personnel shall comply with

~state law requiring‘an oath of office.
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3.7.15

FINGERPRINTS AND PHCTOGRAPHS

Any person being considered for or employed in the City
Service may be finger-printed and a fingerprint record check
made of each person. The findings shall be reported to the
Personnel Officer in the manner prescribed by law. Employ~-
ees may be photographed for identification purposes.

BIRTH CERTIFICATES

Any person appointed to a position may be required to submit
a birth certificate to the Personnel Officer. If such is
not :available, a certificate of baptism or other evidence
satisfactory to the Personnel Officer indicating date and
place of birth may be accepted. Such documents shall be
returned to the employee. ' :
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PERPORMANCE EVALUATICNS

3’-8-01

PURPCSE

The ‘primary purpose -of evaluation of work performance is to
provide both the employee and management of the City with an
assessment of’ the "individual's ‘development over the employ—
ee's entire period of employment. Evaluations record
significant facts about but not limited to, the quality and
quantity of work performed, work habits, attendance, initia-
tive -and judgement. demonstzated, and other pertinent factors
which indicate the value of the employee to the City. Per-
formance evaluations are a contxnuzng record of an employ-

. eals performance and "progress and are a. consideration in

‘merit increases,: promotions, reinstatement, disciplinary

' actxons, and other approprlate personnel actions.

3.8.02

PRDBATIO%ARI PERIQD

Employee shall be evaluated at the end of each month for the
first three (3) moriths of actual service but may be evaluat-
ed at any other time as ‘well as during initial or promotion-

,fal probation. - At the time of each evaluation, employees
~shall be advised . verbally and in ertlng ‘by- the evaluating

supervisor of any 1mprovement ‘required’ and specific sugges-
tions . for .such- 1mprovement _ Thereafter evaluatlons shall
occur as follows: - - :

(A) General full~time employees who successsfully complete
the first ~ree {3) months shall be reevaluated - at
least four..zn (l4) calendar days before the end of the
probationary- period, i.e. six (6) months of actual

- service. In ~addition, permanent part-time employees
shall be evaluated at least fourteen (14) calendar days
before twelve (12) months of actual service whica shall
be the end. of their probationary period. Evaluation
shall- occur thirty: (30)' calendar days before end of
probationary -period - is recommended if department head
has satisfaction concerns about an employee.

(B) During police.academy training, a police trainee shall
be. evaluated by the academy ‘as mandated by POST.
: Durlng Police Field Training, a police recruit shall be
evaluated in accordince with the East Palc Alto Police
Department Fleld Training Manual and at least once
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each employee work week. After release from field tralnlng
police recruits will be evaluated every three (3) months and
shall receive a final evaluation at least fourteen (14)

- calendar. days before ‘the end of probation, which shall be 18

months of . police serv1ce.

{C) Lateral and prior servxce pOlice officers shall be
evaluated at least every three (3) months while on
probatlon which shall be 12 months of police service.

'_pThe evaluatlon completed at or- before the end of probatlon
'shall state successful or unsuccessful completion of proba-

©3.8.03

: '3.8,C4

tion and shall be accompanied by a personnel action form
recommendlng a permanent appointment, separation, or, in the

‘case of a promoted employee, demotion as set forth in Rule.

3.7, Appointments and Probation, Section 3.7.09.

AEXEENSION OF PROBHTIDN

In the. event that an extensz.on of 1n1tial or promotional
probation is required as provided ‘in. Section 3.7.09, an
‘employee . shall be evaluated and .counselled monthly by the
process set forth in this Rule. The date of the last per-—

formance. evaluation in an extended probationary period shall
be the new evaluation date unless separatlon or demolitien

results.

'SAT;SFACTCﬁ! PERFORMAWCE EVALBATrJNS AND MERIT INURBASES

Performance evaluatlons are conducted regularly over the

entire period of : employment for ‘each employee. Merit

increases and. employment are 'contingent upon continued

satsifactory performance -evaluations.  Upon the completion

of not less than six (6) months of actual initial or promo-
tional probationary -service' full-time employees shall. be
evaluated .and when a satisfactory performance evaluation is
received, a-merit increase to ‘the next higher step in the
pay range shall be granted to elidible full-time employees

if .the employee was’ appointed at the first step cf the

salary ‘range in the class to which appornted. The date of

such :increase shall be the evaluation date. Ea-a twelve
(12) months of actual service thereafter, employees shall be
evaluated regardless 'of step in  pay range. When the

performance evaluation is satisfactory, any applicable merit
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increase shall be granted to the next hlgher step. ﬁpon

completion of the probationary period, permanent part-time

employees shall be evaluated each twelve (12) months of |
actual ‘ service “and ' shall be granted applicable merit |
increases to the next hlgher step in.the Pay range as stated .
above when- a- satlsfactory evaluation is received. The date |
of such increase shall be the. evaluatlon date,

" Police Trainees and Recrults shall be evaluated during

attendance ‘at “an a551gned police academy and Field Traxnlng
Program and upon .satlsfactory evaluation shall recaeive

_ increases 4as set forth in Section 3.9. 04. Advancement to

3.8.05

3.8.05

3.8.07

the Police -Officer job class shall occur upon satisfactory
evaluations in and successful completion of. the Field
Training Program. Thereafter, evaluatlons shall occur as
set forth above.j"_ o ST U

ﬂﬂSﬁEISFACTORR PERFORMAMCE EV&LUATIONS—AND BERIT INCRREASES

In the event that ‘an employee recelves an unsatlsfactory
performance ‘evaluation .after completlon of probation on

“his/her evaluatlon date any appllcable merit 'increase shall

be withheld. - Said employee shall be counseled and reeva-

- luated - ‘each- thlrty (30) calendar .days of actual service

thereafter until a satisfactory evaluation is achieved. The
new evaluatison date shall be established on the date of the
satisfactory evaluation and a merit increase, if applicable,
shall be granted as of the new evaluation date. An employee
who ‘does not- achleve a. satlsfactory evaluation within a
reasonable period shall be subject to disciplinary proceed-
ings as apptoprlate.

PERFORHANCE EVALUATION AT SEPARATIGH

An employee separating from the service of the City shall be
evaluated for his/her performance from the last evaluation
date to the effective date of separation.

PRRFORMANCE EVALUATIONS FOLLOWING DEMOTION

In the event that an employee is demoted, his/her evaluation

date shall be adjusted to the effective date of the demo-
tion. The evaluation date of a voluntarily demoted employee
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3.8.09

shall be unchanged. An employee who has successfully held
position in the lower class generally shall not be required
to wundergo additional performance evaluations. However,
probation, and/or evaluations may be required at the
department management's discretion if for disciplinary

“Keasons, or ‘general incompetence or, if. -voluntary demotion

is requestea to avoid involuntary demotlon or other disci-
plinary action. : _

PEBEOR%ANCE EVALUATIONS FGLLOWING PRGHOTION

The new evaluat1on date ahall be the effectlve date of
promotion and shall be .as set forth for probaticonary

'employees in Section 3.7.

PERFORHAHCE EVMUATIQKS FOLLOWING (ERTAIH CTHER PERSOMHEL
ACTIONS (TRANSFER, REIESTATEMEHT LE&VE OF ABSENCE)

- An employee s annual evaluation date shall not change fol-

low1ng transfer, however, at the department head's discre-
tion, monthly performance evaluations may be required  to

“det'ermine  ‘the employee's progress if :job duties differ

‘substantially. Employees who are reinstated shall have an
"evaluation date established on the anniversary of the effec-

tive'date of’reinstatement; performance. evaluations may be
required ~at. the department head's discretion. or if the

- reinstated employee has . been  absent for one (1) year.
_ Employees who are absent from service on leave or layoff for

3.8,.10

thirwy {30) or more consecuative calendar days shall have

their evaluation dates adjusted to reflect actual time in
service since the last evaluation date 'in accordance with
Section 3.7.08, except employees on authorized industrial
disability leave who shall receive service c¢redit for such

leave,

OTHER USES OF PERFORMANCE EVALUATIONS

If, in the opinion of a supervisor, an employee is not in
compliance with employment standards and has not responded
to counseling, then a formal evaluation process may be ini-
tiated to officially.document ‘an unsatisfactory condition

| which requires correction. The employee shall be notified

in wrltlng of the fregquency with which evaluations shall be

—-38=~
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 PERPORMANCE EVALUATIONS

scheduled and the conditions under .which disciplinary pro-
ceedings may be initiated if correction does not occur.
This process may occur at any time deemed appropriate by the
supervisor, department head, and/or Personnel Officer. A
performance evaluation also may be prepared at the request

of an empléyée.__*'

3.8.11

3.8.12

SIGNIFICANT INCIDENT REPORTS.

Any .significant substantiated incident, either positive or
negative, relating to an employee's job performance shall be
documenited on the Significant Incident Report, and forwarded
to the Personnel Officer after review with and signature by
the employee, supervisor, and department head. Refusal to
sign shall be noted, initiated and witnessed. Such inci-
dents are to be incorporated in the employee’s next perform-
ance evaluation. Undocumented incidents shall not be ussad
to substantiate proposad personnel actions. Employees shall
receive a copy of such reports and may file a statement in
rebuttal within thirty (30) calendar days.

PERFORMANCE EVALUATION PROCESS

Each employee evaluation shall be disciussed by the supef—
visor with the employee and signed by the employee being
evaluated at the time of counseling and evaluation. Appro-
priate department management shall review and sign the form
before routing it to the Personnel Officer for review. Aan
employee's refusal to sign shall be noted, initiated by the
employee, and witnessed. An employee who disagrees with
his/her evaluation may £file a rebutting statement within
thirty (30) calendar days after the evaluation which shall
be placed in the employee's official personnel file with the
performance evaluation to which it refers. The .original
copy of the evaluation shall be filed in the employee's
official personnel file. A copy of the.approved performance
evaluation forms shall be provided te the employee.
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All performance evaluatzons shall be completed and forwarded

to the Personnel Officer within ten (10) working days after

the employee's evaluation date . except performance

evalua-

,-tlons during probation which shall be processed as set forth
in Section 3.8, Evaluations shall be on forms and in the

manner prescribed by the. Personnel Offlcer.

A M~
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COMPENSATION AND HOURS | —
TEE PAI PLAN

The - current Clty Pay Plan adopted by the Councll shall
.establish. the- pay range and steps. assigned to each classifi-
cation -in the City Service. The purpose of the pay plan
shall be to provide -fair and equitable rates of pay for City
employees. ' ‘Salary for each class shall be consistent with
the work as'outlined in the class specification and@ shall be
based . on - the principle. that comparable salaries shall be
paid for comparable duties and responsrbilites.

ADHINISTRATIGH OF TEE PA! PLAN
The - Personnel OEficer shall recommend the pay plan annually

to the City Council for consideration. The pay rates estab-
lished - by - the meet and confer process shall be included.

" The - Personnel- Offlcer may -also recommend pay plan modifi-

'-cations at any other time to the Council. Such recommenda-

3.9.03

tions shall ' be subject. to the meet and confer process.
Recommernided’ adjustments shall become effectlve upon adoption
by the Councxl S

PAY UPON INITIAL APPOIHTHENT e :

- Inltlal pay for an employee in the Clty Service shall be at

3.9.04

the first step of the salary range in effect for the class
to which ap901nted eggeggﬁ that the City Manager may

‘authorize appointment at. a higher step within the salary

range of : the class whe ines that eguity. and
the interests o e City will best be . served.

m‘*—_ . e

g NERIT IHCREASES

(A) Upon the completion of six (6) months of actual 1n1tlal
- or promotional probaticnary service after rece1v1ng a
satisfactory performance evaluation, a merit increase

to the next higher step in the pay range shall be
granted to eligible full-time employees who were
-glnltlally appointed to the Ffirst step of the salary
range ‘in effect for the class to which -appointed. The
date of such increase shall be called the evaluation
date. Employees app01nted to the second step and above

are eligible to receive a merit increase upon recelving

i
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COMPENSATION AND HOURS

a Satlsfactory preformance evaluatlon after twelve {(12)
months of actual service. - Each twelve {12) months of
actual service thereafter, each employee rece1v1ng a
satisfactory performance evaluation shall receive a
merit intrease to the next: higher step until the top
-8tep of the pay . range for the -job class has been

reached. An employee =shall not receive a merit
increase beyond . the maximum step established for the
- job - classificatlon.-k .Permanent. ~part-time employees

"shall be entitled to merit increases upon the satis-
~Eactory completion of not less than twelve (12) months
. of actual service in each step of the range.

Police Trainees shall be appointed at the first step ¢
the pay range, except: that' the City Manager ma, =
authorize appointment at  a ‘higher step within the. =
_salary range of the ‘¢class when it is determined that
“equity and the interest of. the City will best be
1served.;'Advancement to. first step police officer may
‘occur - upon successful completion of a police basic
-training academy.._ Police officers shall receive a
‘salary step increase upon - the - completion of the
probatlonary period. ‘

{B) In the event 'that an employee does not receive a
satlsfactory performance rating on the evaluation dat¥;
the provisions of Section 3.8.05 shall apply. When a

-~ satisfactory rating is achieved, effective on the date
. of that rating, said . employee shall' receive a merit
" increase to the - next. ‘higher: step:in the salary range,
"-‘provn.ded such merit increase does not exceed maximum
step established for the job classification. Merit
increases delayed due to .the unsatisfactory performance
rating or extended. probatlon shall not be retroactive
and shall cause an adjustment to the evaluation date. -

3.9.05 WORK IN A HIGEER CLASS

An employee who is designated officially by management to
perform all or substantially all of the duties of a vacant’

: pOSltlon or an absent employee 'in a higher-paid classifica-
- tion shall be paid at the first step of the higher pay range
or at the 'step which is not less than five percent (3%) more

—-47~
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3.2.086

than his/her current base pay rate after ten (10) consecu-
tive full workdays or in accordance with the provisions of

- the current appllcable Memorandum of Understanding.

A management employee ass1gned offlclally on an acting basis
to a higher-paid classification shall be paid at the First
step of the higher pay range or at the step which is not
less than five percent (5%) more than his/her curraent base

. pay rate, provided:

(1)

the assignment is of thirty (30) calendar days or more
duration .- and. for purposes other than vacation

'~_replacement; and

(2)

‘all of the duties_ of the higher~-paid c¢lass are

performed...

PAY FOR HORK OH OFFICIAL HOLIDAES

(x

(B)

(C)

Ellglble full—time employees not normally requ1red to
work on official holidays shall be compensated at the
rate of one and cone-half times the straight rate of pay
for hours worked in addition to the usual straight-time:
for official -holidays. This provision does not - apply
to General employees designated as standby. L
Eligible .full—tlme employees whose work schedules
normally require work on official holidays shall be
compensated with additional pay as provided in the
current applicable Memorandum of. Understanding in lieu
of holiday leave except as provided in (B) and (C) of
Section 3.9.07. If in his/her opinion, sufficient
personnel are schedule, the department ‘head may grant
time off on the official holiday; employees so excused

.for the holiday shall not reCelve addltlonal compen-—

satlon.

All sworn employees and non-sworn law enforcement
personnel in the Police Department, with the "exception
of management personnel, shall be compensated for work
on holidays as follows: Co

Y 2. DN



City of East Palo Alto, California Rumber Effective Date: 8/29/8%

'| PERSCRNEL POLICIES AND PROCEDURES . Revised:

3.9 Issued: 9/7/85

Subject:

S ’ Page 4 of 10
OOHPENSATIGN AND HOURS : .

3.9.07

3.9.08

For the City's 12 official holidays during the calendar
year, six(6) days taken as days off, and full pay at
straight time - for six days; prorated for those
employees who work for only a portion of the calendar
year. Payment for the above will “be on the first
' payday after July lst and January lst of each year, for
three holldays or twenty—four (24) hours straight time

pay.
PAY FOR OFFICIAL HOLIDAYS

(A} Permanent and probationary full—tlme employees shall
receive straight-time pay based upon an average of the
actual hours worked durlng the preceding month or as

specifled in the terms of their employment, whichever -

is greater, for each official holiday. Permanent part~ -
- time employees who regularly work at least twenty (20)
hours per week shall receive stralght—tlme pay for one-
half of the hours included in each official holiday.
Other . employees shall ' not be eligible for paid
holidays. - . B ' '

(B) Employees on approved leave with pay (i.e., vacation,

sick shall receive straight-time pay but not additional
pay on an official holiday and such time shall pbe
recorded as a paid hollday for payroll purposes unless

- provided otherwise in the current appllcable Memorandum
of Understandlng.

(c) Employees- on - approved leeve- of absence without. pay
shall not receive-compensation for official holidays.

PAY FOLLOWING PROMOTION

An employee promoted to a hlgher—pald classification shall
be assigned to the first step in the new pay range or. at the

.step which equals no less than a five percent (5%) increase

over his/her current base pay rate, whichever is more, pro-
vided the maximum pay step for the new range is not -
exceeded, Consideration shall be 'given to any merit:
increase expected soon in the former class. A new
Evaluation date shall be establlsheﬁ as set forth in Section

3.8.08.
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3.9.09

'3.9.10

3.9.11

PAY rbmomne DEMOTION

An employee demoted involuntar1ly to a lower-paid classifi-—
cation shall be assigned to--a step in the new pay range
recommended by the. department head and approved by the City

‘Manager. . An employee demoted voluntarily shall be paid at
'the step of the new pay range closest to the employee's base

pay in the’ higher-paid classification but not exceeding the
maximum step in'the range, Evaluatxon dates shall be as set

-forth ln Sectlon 3 8. 0?.

pu rom.owmc; ansmra :

An employee transferred to a position within the same
classification or to another classification with the same
pay range shall retain the same: rate of base pay and the

- same " evaluation- ‘date.” A merit increase. shall not be
~applicable -at “the successiul completlon of any probation or
evaluation perlod requlred as a result of a transfer.

ADJUSTMENTS

The Clty Manager may authorlze step adjustments within the
pay range of a classification when he/she determines that

equlty -and the 1nterest of the Clty W1ll best be served —

"PAI FOLLOWING RECLASSIFICATIOH

An employee whose positlon is reclassified to a higher-paid

~glass' and who is appointed to the reclassified position,

©3.9.13

shall be assigned to the first step in the new pay range or

" the step which closest to but not lower than the

employee's current base”pay in the former classification.
An employee whose position is reclassified tc a lower-paid
class and who is appointed to the' reclassified position,
shall be Y-rated and receive no change in base compensation.

Y-RATING

The pay of the employee is said to be Y-rated when an

employee is appointed to a classification in lower pay range
‘e to reclassification, elimination of a position, or

reorganization and retains his/her current base pay until

Lre
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3.9.14

the maximum step of the new range equals or exceeds his/her
base pay. He/She .then becomes eligible for pay increases
wiaich do not exceed the maximum step of the new pay range.

*qERTIME :

Lt is the pollcy of .the City that overtlme work is to be
alscouraged. All overtime, in order to be compensable, must
be authorized by the department head or his/her designated
representatlve' in. advance of being worked. If prior
authorization is not. feasible because . of emergency condi-
tions, a confirming authorization must be obtained on the
next regular working day following the date on which the
overtime was worked. Unautho:ized overtime shall not be

_pald. : _ PRI B _q; S ‘ i_g,

(A) ;Eligibllitg - Permanent and probationary full-time nonw”

f ‘management employees -are eligible for overtime Pay .«
Management employees,, shall not be eligible for overtimé "
except as author1zed in writing. by the City Manager.
Exempt and permanent part-time employees shall be paid
for all work at the established:straight-time rate of
pay for the appropriate class except as authorized in
writing by the Clty Manager.

(B) Overtlme P g - An ellglble employee who is required to
work in excess of the reqgular working hours during any
one (8)}..eight hour -day shall be: compensated by overtime
pay as set Fforth in the current applicable compensation
and. benefits .adopted by Council Resolution. The
decision to grant overtime :leave shall be made by the
department head with due . consideration for employee
prefe:ence, budgetary constraints, and staff schedul-
1ng. General employees assigned- to standby status or
in call ‘back status shall be compensated for overtime
as set forth in the current applicable Memorandum of
Understanding. For sworn police personnel, see Section
3.9.25(A).

~46=
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3.9.16

3.9.15

PAY IN A CIVIL DISASTER OR E:smmmzcz |

Overtlme provxslons shall be suspended in . a’ disaster or
emergency when by law all employees. automatically become

“civil defense workers. “In . such "event, compensation

 procedures shall be. determlned by the City &anager based .on
'*the c1rcumstances. ' _ _ _ _

"WCALL BACK PAI FOR GENERAL EﬁPLOIEES

fEligible employees called back for prevzously unscheduled

* working during off-duty hours shall be paid as set Fforth in

309017

‘the current applicable compensation and. benefits adopted by

Council Resolution. Pay shall include hours worked only and
shall exclude travel time.  This provision does not apply to
employees called back to work whlle assxgned to standby

status..

EHERGENCY CBLL—BACK PAY

:Sworn Police called ‘back to work in an emergency situation
':shalls_be paid as set fo:th in _the current applicable
- compensation and benefits approved by Council Resolution.

3.9.18 .

3.9.19

STANDBY PAY FOR GENERAL EMPLOYEES

-—

Employees de51gned for standby status shall be compensated

‘as set forth in the current appllcable compensation and

benefits approved by Counc11 Resolution,
COURT TIME PAY

Sworn Police Officers subpoenaed to court as an officer of
the CltY during off-duty hours shall be compensated as set

“forth in the current applicable compensation and benefits

approved by the Coun01l Resolution.

- T
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Upon submission of proper documentation and approval by the

:City Manager, " Sworn Safety non-management employees shall

receive educational incentive pay in addition to base pay as
set forth 'in the current applicable compensation and bene-
fits approved by Council Resolution., Proper documentation
shall include diplomas, transcripts, and certificates of
completion. The effective date. shall  be. the date of suc~
cessful completion, provided initial probation has been.

* successfully completed and documentation is submitted within

_3.9.21_

six (6) months, which shall be ‘the maximum pericd of retro-

. activity. ' Retroactive educational incentive pay shall not
be paid if claimed after employment ceases with the. City.

SPECIAL ASSIGNHEHT/QUALIFICATIGN PAI ;:~f

Upon submission of proper documentatlon and approval by the
City Manager, Sworn Safety non-management. employees shall
receive special a551gnment/qualif1cat10n pay in addition to
base pay as set forth in the current applicable compensation

"and benefits approved by Councll ‘Resolution. Additional
. compensation- shall ‘be only for the duration of the

- -performance of such duties.

3.9.22

PREMIUM PAY

Premium pays shall be as set forth in the current applicable
' compensatlon and ° benefits  approved by the Council

3.9.23

Resolution.
COMPOUNDING OF PREMIUH PAY

In the event ‘that an employee beccmes eligible for two or
more premlum pays for the same hours in addition to his/her
straight-time rate of pay, the. straight-time rate of pay
shall be paid and in addition, only the highest one of the
premium pays which apply. Premium pay shall be based on the
straight-time rate of pay when computed.
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3.9.24

3'9 ‘25

‘Employees required to wear, purchase, and/or ‘maintain

uniforms shall be provided uniforms or .a uniform allowance

"as set ‘forth' in the current -applicable-. compensation and
‘benefits approved by Council/Resolutlon.

WORX ﬁEEK.AND ECURS OF WORK

Unless otherwise approved in writing by .the City- Manager,

“the work week,” work day or shift, and work schedule for

employees shall be as: follows-.“

(A} ‘General and Police employees.' The standard work week
for full-time non publlc—safety employees shall consist
of forty (40) hours in a seven (7) day work pericd.
The standard work day shall be eight (8) hours,
exclusive of meal periods. The standard work day for
‘sworn police officers and other "law enforcement

- personnel shall’ be up to 12 hours but no less than 8
hour shifts, .

- (B) Management employees shall be considered to work the

minimum established work week on the schedule required
to carry out their responsibilities to the satisfaction
of the City:- Manager but generally no less than forEy
{(40) hours. : ,

{C) Employees who work less than full-time. The work hours
and schedules ' for part-time employees shall be
established by the department head w1th the approval of
the Clty Manager. '

(D} Offlces of the City except those for which special
regulations are requlred, shall be open for business on
the days of the year from 8:00 a.m. to 5:00 p.m.,
except Saturdays, Sundays and official holldays.

Y.
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3.9.26

(E) The City Manager shall establish the hours of work with
due  regard for the best interests of the public and

. compliance with the law. He/She. shall -have the
obligation and the right, when the needs of the City

Service clearly require, to. establish working hours on _ .

'a regular continuing basis different from those here
defined.

ATTENDANCE

Employees shall be in attendance at their work in accordance

" with "the rules regarding  hours of work, holidays, and

leaves. Daily attendance records shall be kept by the

.Gepartments and reported as . prescribed by the Personnel

"Officer.

3.9.28

3,9.29

PAY PERIODS

'The'?pérlods on which pay checks shall be based are the
-twenty—sxx bi~-weekly fiscal accountlng periods established
by the Finance Director. _ ,

PAY DAIS

ePay days shall normally be the Frlday after the ending date

of the most .recent pay period, unless, due to holidays and
other c1rcumstances, the City Manager authorizes an earlier.

pay day.

'DEDUCTIONS

‘beduciions from empldyeeei: paychecks . shall be made in

accordance with prevailing laws, contracts, and

~administrative rules and regulations.
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3.10.01

OFFICIAL HOLIDAYS

- Ihe follow1ng offlcial holrdavs are observed by. the Citvy:

'-New !ear S Day, January 1 , . e

'Martin Luther King Day, 3rd Monday in January -

,'L1n001n s Birthday, February 12 o,

Washington' 5 Blrthday, February 22 or its 1egal substltute
(thlrd Monday: in February)

-Memorlal Day, May 31 or its 1egal substltute (last Monday in

| 0 May)

3.10.02

Independence Day, July 4

Labor Day, first Monday in September

_Callfornla s Admrssron Day, September 9

'Veteran s Day, November ll

Thanksg1v1ng Day, fourth Thursday in November
Day after Thanksg1v1ng, fourth Friday in November
Christmas Day, December 25.

When any day recognized as a holiday falls on a Sunday, the
holiday shall be observed on the following Monday. When any
day recognized as a holiday falls on a Saturday, the holiday
shall be observed on the preceding Friday.

CTHER HOLIDAYS

Any other holidays given shall be .as set forth in the
applicable current compensation and benefits approved by
City Council Resolution, The City Council may approve a day
without work on a special day proclaimed by the President or
Governor for public observance.
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C1tj of East Palo Alto, Callfornla. Number | Effective Date: 8(29535

3.10 Issued:z 9 85

PERSCNHEL POLICIBS AND PRDCEDURES — .| Revised: " "

Subject:

o Page 2  of :2
BOLIDAYS , ' - —————

3.10.03

3.10.04

OTHER RELIGIOUS EOLIDAYS

An employee may request in advance to be excused from work
for the observance of a bona fide religious holiday subject
to the approval of the department head and the Personnel
Officer. If approved, such time off shall be charged to the
employee’s unused -available leave which the employee may
designate. Approval of time off is subject to the needs of
the City Service and if not ‘approved, ‘no pay or other time
off shall be glven in lieu thereof. '

' ERFECT OF OTHER LEAVE ON HOLIDAYS:

. When a day designated7as a holiday.in Section 3.10.01 cccurs -

3.10.05

during an employee's vacation leave, for payroll purposes:-____f_%,:_‘

the day shall be charged as a hollday instead of vacation.
Sick leave shall not be ‘approved for official holidays. An .
employee in no-pay status shall not receive or accrue
holiday leave. - S ST K

PAY FOR HOLIDAYS AND PAY FOR WORK ON HOLIDAYS

See Section 3.9, Compensation and Hours.

R~ J
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3.11.0%

INTENT

Sick leave shall be allowed and used only. in cases of actual
personal sickness or disability, medical ~or dental treat-
ment, or. as. authorized for funeral/emergency Jleave, family

"]illness and .injury; and as ‘an income supplement to workers?

3.11.02

3.11.03

‘compensation payments.  Sick leave.shall not be considered
"as a right which an employee may use at his/her discretion,

but shall be allowed ‘only in case. of necessity as describegd
herein. .

Employees shall notfbe.entitlod.to sick leave for:

(A) Disability afiSing'from or caused by willful misconduct
‘- or non~C1ty;employment“of the disabled ‘employee;

(B) Sickness or lnjury durlng 1eave of absence without pay,
; and . .

(C) Absences caused by intoxication or excessive use of
intoxicants or drugs, except as authorized in
accordance with Section 3.11.07.

ELIGIBHE EMPLOYEES .

Only permanent and probatlonary employees shall be eligible
to "accrue and use sick leave as provided in this Section.
Other employees shall not be eligible - to receive this

benefit." : s K S :

ACCRUAL

Permanent and;probaflohéry fﬁll ~time employees shall accrue

sick leave at the rate of three and seven-tenths {3.7) hours

per bi-weekly pay period of actual service. Permanent part-—

time employees who regularly work at least twenty (20) hours
per week shall accrue sick leave on the basis of actual

'“hours worked each blnweekly pay perlod..

R~
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An employee who is in pay status at. least one-~half of
his/her reqularly scheduled work hours in a pay period shall
accrue one-half of the regular monthly sick leave for that
pay pericd. An employee who is in pay status less than one-
half of his/her regularly scheduled work hours in a pay
pericd shall accrue sick leave for that pay pericd. For
defxnltion of pay period, see Section 3.9. There shall be

_ no maximum limit on accumulatlon of unused sick leave.

3.11.04

 pRoBAmIomaRz EMPLOYEES

Probationary employees shall .accrue and may use earned sick
leave. from the date of initial appointment in accordance

~ with prov151ons oﬁ thls Rule.

3.11.05

3.11.06

_CHAREE FGR USE OF SICK LEHVE-

‘Eligible employees shall be charged. for sick 1eave used to

the nearest half hour commensurate with hours of absence.

USE OF SICK LEAVE

'(A') In order to ‘receive s:.ck leave compensatlon, an em-

ployee who is unable to report -to work due to illness
or injury .shall notify his/her immediate supervisor
prior to or within one (1) hour after .the time set for
reporting to - work. Police Department policies in
- effect upon adoptlon of these Rules,. .which differ from
. the foregoing, due to service needs, shall continue in
practice unless changed pursuant to Government Code
3500 et seq. Failure to notify without-good reason may
result in the period of absenceé being considered unau-
thorized leave which shall not. be compensated. The’
determination in this regard ‘'shall be made by the
- department head subject to flnal approval of the City
_Manager. “ S . _ ‘

'(B) It shall be the respons;blllty of . the employee on sick

leave +to inform his/her. immediate supervisor or
department head on a daily basis of his/her condition
and anticipated date of return ot work. When an
employee's period of absence on sick leave exceeds two
{2) calendar weeks or an extended period of absence is
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anticipated at the beginning of the leave,  the emplovee
shall contact his/her . immediate supervisor or depart-
ment head at least once per week or .as frequently as
‘instructed to advise of his/her condition, whereabouts,
"and probable date of return to work.

- (C) If an employee has not recovered by the time his/her
accumulated sick leave is exhausted, upon receipt of a
written = request accompanied by the attending -
physician's certificate . that additional time is

. required to.  effect sufficient recovery, the City
‘Manager may grant the employee a leave of absence
without pay pursvant to provisions for such leave or
may permit use of other accrued leave. available. MNo
employee shall take sick leave with pay in excess of
accrued leave. .. ' . Lo

3.11.07 EFERTAL HEALTH, DRUG ANMD ALCOEOL REHABILITATICH

The City Manager, upon recommendation of the department
head, may approve use of sick leave, other available leave,
or a leave absefice without pay, as appropriate, to enable a
permanent employee who requests such leave to participate in
programs and facilities for mental health, drug or alcohol
rehabilitation, and may refer the employee to appropriate
counseling or rehabilitation resources when:

kl) the employee requests such referral;'and/or

(2) an employee's documented work performance indicates to

. the City Manager that such assistance may be of value

in resolving the employee'’s problems affecting such
work performance. . : R

An ‘employee shall not be required to participate in such
activities, however, any employee who requests and/or
receives such leave and/or referral shall be expected to
effectively <correct work performance problems in a
reasonable period of time or he/she may be subject to
disciplinary action,. including.discharge, in the same manner
and .by the same standards "as an employee who has not sought
or received such leave and/or referral.

=
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3.11.08

3.11.09

CERTIEICATIDH OF CAUSE

An employee who is absent on 51ck leave three (3) or more
consecutive working days shall file with the Personnel
Officer, through department management, a physician's
certificate or personal affldavit explaining the cause of
such absence.

When an employee's period of absence exceeds two (2)
calendar weeks, the City Manager may reguire submittal of
periodic reports from the attending physician concerning the
employee's condition and ability to return te and continue

work and may require the employee to submit to an
‘examination by a City designated physxcian. ‘

Nothing here1n .shall prohiblt the department head or
Personnel Officer from requiring a. physiclan S certlflcate
for each absence, regardless of duratlon.
ABUSE CF SICK LEAVE e T

Frequent use of sick leave,  if not - corrected after

counseling, may be considered abuse of sick leave. Abuse of

3.11.10

3.11.11

sick leave shall be just cause for disciplinary action. If
it is substantlated that an eligible employee has received
paid sick leave in violation of the provisions of this Rule,
the City Manager shall require restltutlon and shall revoke
any further paid sick leave durlng the same period of
absence. : : .

HEDICAL AND DENTAL APPOINTMENTS

Employees ' shall schedule - medlcal and dental appoxntments
during non-working hours whenever possible, In the event
scheduling during working hours is unavoidable, advance
approval of the department head or his/her designee is
required except in cases of .accident or acute illness.

'EAHILY SICK LEAVE

Subject to the approval of the department head an eligible
employee may utilize up to the equivalent of three (3)
working days annually of unused sick leave to care for

~56-
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members - of his/her immediate household who have suffered an
illness or LnJury.' This provision includes attendance on
date of spouse's childbirth, surgery, and urgent medical- :

‘attention for household members. Upon written request from
.an ,.employee, the City Manager may approve in advance an

extension ‘of this provision ‘to ‘other menbers of the

3.11.12

immediate famlly when c1rcumstances warrant.
SICK LEAVE DURING VACATICN AND oe-orrrcram HOLIDAYS

If an- ellglble employee becomes " 1ll or injured whrle on

authofized ‘vacation leave, the City Managér may approve

3.11.13

3.11.14

charging the period of - incapacity to sick leave upon written

‘request and presentation of a doctor's certificate stating
the extent, and dates of the illness or injury. Sick leave
;shall not be approved for 0ff101&l holxdays,_' '

USE OF MEDICATIUN HHICH AFFECTS PERFORMAHCE

In the event an employee, for medlcal reasons, is required
to take medication 'which may affect his/her -ability to
perform his/her regqular duties (e.g. driving, operating
machinery), thé employee shall so advise his/her supervisor
to enable appropriate assignment of duties. A doctorls
confirmation of. the need for such medlcatlon may be required
in cases of sustained or frequent use.--

REQUIRED ABSENCE DUE TO PHYSICAL OR MENTAL UNFITNESS

Whenever the _department head or the City Manager has
reasonable ‘cause  to  believe that by his/her presence an

employee's physical or mental condition may be an immediate

health and safety hazard to.-the employee or other employees,

the employee may -be . required to absent himself/herself and
charge the  absence to unused sick leave or other unused
leave which he/she may designate; an employee who has-
insufficient leave available or who chooses not to charge

leave shall be required to take leave without pay. An
employee-who disagrees with the decision shall be required

by -the City Manager to submit himself/herself to an
examlnatlon/evaluatlon by aCity - desrgnated physician at
City expense.
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3.11.15

Under these conditions, only a written medical release from
the City designated physician shall permit the employee to
return to work. Instances of required absence shall be so

noted and may not be  a basis for charges of sick leave

misuse or excessive absenteelsm, however, refusal of an

‘employee tao comply with this sectlon shall be just cause for
‘disciplinary action. _ ‘

MEDICAL BX&MIHATIGN/EVALUATIOH

The City Manager may, .at: Clty expense, authorize a mediealr
=examination/evaluatlon of employee ‘health/fitness  when

:Cdetermined to be in-the City s best interests. The purpose;
~of the examination  shall 'be to determine an employee's

fitness to - perform- the - requirements of the job. If
requested, in writing by the’ employee, the’ phy51cal examina~-
tion forms will remain . with the examining phy5101an.
However,  any: recommendations - by - the physician to the
employee to cofrect any physical problem determined outside
"normal limits" by the 'physician for that 1nd1vidua1 shall

. he forwarded to the Personnel Offlcer.r-

3.11.16.

HEDICAL RELEASE

An. employee who has ‘suffered” an “illness or injury of
potentlally serious consequences shall be required to submit

‘to the City Manager a medical release from his/her attending
- physician prior to returning to any part of his/her regular

duties especially when the illness or injury may affect

-adversely the  health.--or safety of the employee or other

employees by a premature return to- work. The City Manager
also may require -an-employee to undergo’ an examination by a
City designated phy51cian,.and may disapprove the employee's
return to work if, in the oplnlon of the City physician, the
employee constltutes a liability risk. The Clty Manager may
order -an employee to return to work if the City designated
physician reports . the employee is capable of doing so.

An employeeﬂabsenf foraaﬁy period OE-timejdue to an injury
on which a worker! s'compensatlon claim was submitted shall

be reguired to submit a medical’ release before returning to
work. -
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23.11.17

3.11.18 .

3.11.19

PAIHEET FOR UNUBED SICK LEA?E

R T8 fThe rate of pay to be used in calculatlng the payment

for such' leave shall be the rate of pay at the time of

" accrual, - and - not the rate of pay at any subseguent

time,” 'Sick leave shall be consumed with that first

. accrued being first used ‘thereby allowing those days

~accumulating: last (with the highest rate of pay) to be

calculated for ' the. purpose -of termination. That

portion  of an employee's unused sick leave for which

- payment is not provided shall be cancelled and shall

.. not -be restored if the employee is reinstated (See
-Section 3. 13 21). -

‘B. When termlnatlon is caused by death of the employee,

said payment for unused sick leave shall be paid to the
beneficiary ‘designated most recently in writing by the
employee. Such written designation shall be notarized
by the City Clerk and filed with\ the Personnel

- Qfficer.  ‘In the event an employee has not designated a

-_beneflciary, ‘the payment shall ‘be made to the estate of
the’ employee.

PREGNANCY DISABILITI LEAVE

See Sectlon 3 12 18..

INDUSTRIAL DISABILITY LEAVE

An employee who |is unable to work due to an injury or

1llness, arising out of and in the course of his/her duties,
which is declared to be compensable under the State of

. California Workers' <Compensation Law, shall be granted

industrial disability benefits, subject, however, to the
prov;szon of Sectlon ll 20, as follows._

"A. A Sworn. Safety employee shall be granted industrial

-dlsablllty leave and temporary disability benefits in

accordance. with Section 4850 of the California Labor
- Code. - Temporary disability payments shall be endorsed
- to the Clty durlng such leave. i
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B.

F.

A.

'i_law.-

A General ‘permanent ‘employee ‘shall be granted leave
with full compensation £or the initial three (3)
months, Use of sick leave shall not be required during

. that perlod, however temporary disability and long term
_ idlsabllity payment shall be integrated and endorsed to
. the City. Fringe benefits shall be continued as usual,
. After the initial three (3) months, until the employee
.. is recovered, or determined permanent and stationary or
'Tpermanently disabled, . ‘workersa' compensation and long

term disabllity benefits  may ‘be integrated with unused

sick. leave. to assure no loss of pav. The employee

.shall be responsible for payment of the cost of
" continuance of any health, life, disability or denfﬂl

coverage which he/she desires to retain.

'f:Af General _ non—permanent employee shall recelVe;

temporary . dlsabxllty payments in accordance with t

_:jEmployee reﬁurﬁing.:from 1ndustr1al disability leave
~must - submit - a medical release . in compliance with

Section 3.11.16 before the: first day at work.

In the event that an ‘employee's: c¢laim of industrial
disability is disallowed, any time off work for the
disallowed disability shall ‘be charged to sick leave,

- or if the employee so requests may charaged to other

avallable leave or deducted from pay.

Employees shall be subject to llght duty requlrements
Ln Sectlon 3. 11 20. 7

o 3.11.20 fLIGET PUTY

'Industrlal Disabllltles 'In the event that an employee

on 1industrial dlsabll;ty leave is medlcally certifled
able to return to work with specific restrictions,

- he/she may request or be required by the City Manager

to return-to. a temporary work assigmment which compli

‘with ~medical restrictions: ~ Such temporary wc--

assignments: may - be to the. same class the employe. '
normally occuples or to another class, division, or

I

_60_
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=6e§artmént; as the needs of the City require, Medical

release provisions of Section 3.11.16 shall apply and be

ﬁ’complied with before the first day at work. An employee on.

a temporary light duty assignment shall be paid at his/her
current pay rate regardless of assigned duties. In case the

”;person is not working full-time, available sick leave .or

other accrued leave may be used to offset reduced pay or
integrate with other benefits if necessary. General
employees who. have exhausted  paid industrial disability
provisions 1n Section 3 11. 19 ahall be pald for hours worked
only. _ : : : el : L

nght ‘duty assmgnments shall be during periods of recupeara-
tion or until an employee s condition -is declared permanent
and stationary. Doctor’ s.certificates shall be required at
two (2) week intervals to evaluate progress and enable a
return to full duties as soon as medically approved.

B. MNon—Indugtrial Disabilities ~ Employees who  are
- medically certified able to return to -work with
specific restrictions, may request a temporary work
assignment which complies with medical restrictions.
Such requests shall be granted or denied at ‘the
discretion of the City Manager depending -on the nature
and severity of the disability and the needs of the
City. Placement in work assignments, and submittal of
regular medical reports shall be as stated in A of this
section. Employees who are working less than full-time
shall be compensated at their current pay rate £for
hours worked only. In case the person is not working
full-time, available sick leave or other accrued leave
may be used to offset reduced pay or integrate with
other benefits if necessary. ‘

c. Employees on temporary light duty assignments shall be
off duty on official holidays.

D. Light duty assignments shall be evaluated regularly and

shall requlre the written. approval of the City Manager
for periods in excess ofhfourteen {14) caleq@ggwgggg

ol



——

City of Bast Palo Alto, Callfornxa Number | Effective Date: 8/28/8%

PERSOH}EL ponxcms AND Pmms 17 Revized:

-3.11 Issued: " 9/7/85%

Subjects

_HEALTH POLICIES AND SICK AHD
DISABILITY LEAVE o .

-'3.11.21

Nothing herein shall require the City Manage: to

E‘
L approve 1lightduty assignments nor -shall- give an
-employee- the right to refuse an assignment which
' complies with medical restrictions. Such refusal may
. subject -an employee ‘to loss of benefits and/or
?disciplinary action. - . '
ADHINISTRA?IOH

=The Clty Manager ‘shall establlsh necessary' controls and

procedures for the 'administration of sick and disability
leave provisions. Each department head is responsible for
- insuring.that sick and disability leave benefits are neither
~abused” nor misused. ~ In case of doubt as to the proper

“application of this. Sectlon the City Manager shall make the™

flnal determlnatlon.:;_

- -
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When eligible; pefmanéht and probafiona:y employees shall
- accrue and use vacation leave ag provided in this Section,
Other employees shall not be eligible to receive thig

¥ 3.12.03 - ACCRUAL |
| - Permanent ang probatiohary employees shall accrue vacation
leave at the rates set forth in the cuzren: applicable

compensationfand benefits, or'Memorandum of Understanding,
apprcved?by.the‘Council..' o o '

is in pay status less thanVOne—hélf'df'his/her regularly
Scheduled work hours shall accrue vacation leave on the
basis_of actual hours worked, - '

3.12.04 ACCROAL DURTNG PROBATION

During the initial”six'(ﬁ)_months of actual service, proba-
tionary _employees may neither accrye NOr  use vacation
leave. Upon successful completion of the initial siyg (6)
months of actual service, vacation shall be deemed accrued
from the original date of appointment. In the event orf
extension of bProbation beyond gix (6) months Ffor General
employees, vacation shall be deemed accrued upon successsfyl
completion of probation, Permanent part-time employees
shall accrue ang may use one-half of full-time vacation
leave for the c;ass,upqn successful.comPIEtion of proba-

-3~
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, ~.3.12.05 VACATION ACCUMULATION Tl Seckion

...+ - An employee shall not accumulate more than the equivalent of
\5h65§g%&wyﬂ 18 (eighteen) months of annual vacation accruals. On the
e Yearly anniversary of employees, unused accrued vacation in
L) XD axcess of 18 (eighteen) months of annual vacation accruals
pu . shall be forfeited. An employee shall received reascnable
Dee LSO notice of the amount  of accumulated . vacation leave in

_ 1%3% advance of each anniversary date. . :

Department heads shall give- employees reasonable advance
notice if vacation leave will conflict with the "department
needs and shall advise the City Manager if vacation denial
is the reason for an employee's deferral request. Reque 3
for deferring. vacation use must be presented to the C. . .
Manager sixty (60) calendar days before the end of ¢t._°
calendar year in which ‘the vacation leave was to be taken
In granting deferrals, the City Manager may specify a tin
within which such excess vacation leave must be used,"
Failure to .use such exceéss vacation leave within the time
specified by the City Manager shall cause the excess to be
forfeited. . PR SR _

. 3.12.06 CREDITING VACATION -

Full-~time 'eﬁployéees, " excluding seasonal and part-time
temporary, shall be credited with vacation leave as follows:

S L. Management Emplovees

a. - Vacation will be accrued at the rate of 3.08

' ~hours - of continuous service . each bi-weekly pay
period. .. R _ - ‘

'b. . Management léave will be accrued at the rate of

1.54 hours of continuous service for each bi-
- weekly pay period.. ) -

”2;  General Unit/Police~Embloveas\
a.  Vacation leave ‘shall be _éccrued.‘ at the rate
~. 3.08 hours of continuous service for each bi~-
- weekly pay period. '

o~ a
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3.12.07

the -employee.

USE OF VACATICN

The time at which an employee may use vacation leave and the
amount to be taken at any one time shall be determined by
the department head with particular regard for the needs cf
the City and, insofar as possible, considering the wishes. of -
Except  in unusual circumstances, use of

" vacation leave shall be scheduled and approved in advance of

the first day of absence. Approval of use of vacation leave

WShall-be”in”g form and manner prescribed by the Personnel

3.12.08

3.12.09

- regular schedule.

3.12.10

Qfficer. -

USE OF VACATION INCREMENTS

As an aid in achieving the stated intent of vacation leave,
it ‘is- desirable for employees to .use vacation leave in

.incremgntsfqi'at'least_fiva (5) consecutive working days,

use. - vacation leave in
Sworn Police
with

However, employees shall ' not
increments of less than one (1) working day.
employees shall use vacation leave . in compliance
Government Code Sections 53250 and 38634, respectively.

WORK DURING VACATICN .

‘Employees shall not work for the City' or be called back

during vacation leave except in. an emergency as determined
by the department head and approved by the City Manager. An
employee requried to work shall not be charged for vacation
leave and shall be compensated as 1if working on his/her

VACATION PAYMENT AT TERMINATION

A, An eligible employee who has successfully completed the
- initial six (6) months of actual service (twelve (12)
months for permanent part-time employees) and termin-

ates employment will be paid in a lump sum for unused
accumulated vacation at the time of termination. 1In

the event of extension of probation beyond six (6)
‘months  for General employees, payment for vacation
shall occur only upon the successful completion of

) probation. " Payment for unused vacation shall be made
at the rate of pay in effect for such employee at the
time it was accrued. Vacation days shall be used

£
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3.12.11

commencing . with those_first_earned, thus vacation days

left for calculgtion of payment of unuseq vacation at

‘When termination is caused . by ~the death of the
”employee};said payment‘fo:-unused=vacation leave shall
be’'paid to the beneficiary;the employee hag designated
‘most ‘recently ‘in writing, notarized by the City Clerk

"~ and ‘filed with the Personnel Officer. In the event an

" employee has not designated a -beneficiary, the payment

shall be made to the estate of the employee. .

SICK LEAVE DURING VACATION

-Upon”éh émp1oyee’s5ré§uest to the'Ciﬁkiﬂanager, such time as
is- medically certified in accordance. with Section 3.11
_Health?Pclicies;anﬂ,Siqk_and_Disability-Leaﬁe, shall not bei.

~ charged to vacation leave.

3'- 12 -12

3.12.13

EOLIDAYS DURING VACTION LEAVE

Employees shall not be. charged vacation: leave fér.official

holidays that occur during vacation. Such time shall be

recorded as a paid:holiday for payroll purposes.

LSAVE OF ABSENCE

AL

When' determined to be in the best interests of the
employee and the City, the City Manager may approve a
leave of absence without Pay to a permanent or
Probaticnary employee for -a period up to six months.
Such leave is a privilege, not a right, and must be

requested in writing by - the - employee, stating the

reason and requested dates, and must be recommended by
the " departmert. head. . The ‘request shall include the

address and the phone number where the employee may be
contacted during .the leave, if approve, ‘

‘Leave foﬁ;6néi(1)?¢alendar:week_or less may be grante
by the. department head upon his/her determination thav
“'such leave is justified. o
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VACATICN AND CTHER LEAVES

B. Employee benefits shall not be continued during leave

= in excess of one (1) calendar week unlesgs any insurance

contract provisions permit and the employes agrees in

writing to pay the total monthly cost or a portion

. thereof, " as. appropriate, by a method satisfactory to

~the Finance Director. Benefits not paid as agreed

shall terminate. Employees on leave of absence without

' pay in excess of one (1) calendar week shall not accrue

leave nor service credit, but shall retain unused

accruals as of the date leave began. Employees on

o _ o leave - in excess of thirty (30) calendar days shall
T return City property as set forth in Section 3.13.08%.

C.. ‘An- employee returning to the same classification from
- which he/she took leave shall be paid at the current

-~ rate in the same step and range of the class in which

- employed. i : ' e : °

D. An . employee on leave shall confirm in advance of the
leave expiration date his/her intentioh to return. An
employee who fails to report promptly at the expiration
of his/her leave without sufficient cause shall be
subject to disciplinary action and possible termination
of his/her right to continued employment. A leave of

_ , absence .may be revoked by the City Manager upon a
- R determination that the r¢ son for leave was not ==
' - stated and did not serve th. City's best interests.

in;eitherﬂdase, the émployeé shall be notified by certified
- mall; permanent employees shall be given an opportunity to
‘respond as set forth in Section 14, Discipline.

3.12.14 UHAUTECRIZED ABSENCE

Except in extraordinary circumstances, an employee who is
unable to report for work shall notify his/her department
head or supervisor prior to or within one {l) hour after the
time set for reporting to work. Failure to do so may result
in the period of absence being considered as unauthorized
leave. Any unauthorized absence shall be considered to be
without pay and- an employees pay shall be reduced accor-
e - @inglye- - Unauthorize--absences -and/or “failure to return to
work within twenty~four (24) hours after being so instructed
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3.12.15

may constitute grounds for disciplinary action, which may
include -discharge. - An employee absent without leave for
forty-elght (48) hours shall be deemed to have‘automatically
resigned . and waived all rights under these Policies and
Procedures and the Personnel Ordinance. ' -

FUNERAL/EMERGENCY LEAVE

Employees shall be entitled to up to three (3) calendar days
of paid- leave for each occurrence of death or serious
illness or accident ‘determined to possibly lead to death in
the immediate family unless provided otherwise in a Memoran-—
dum of Understanding. In the event three (3) calendar days
may be:granted and any werking days shall be charged to;

" employee's sick leave and/or vacation time, as designated

the employee. ‘Additional days may be approved by the Civy
Manager and charged to the employee's . available unus
leave.  This Jleave shall not be accumulated and is ;
addition to sick leave and vacation benefits except where
additional time off is taken as provided.above.

'RequeSt; forj.funeral/emergency leave muyst be in writing,

state the relationship of the family member, and be approved
in advance by the department head and City Manager. In
special emergencies, an employee may request formal approval
after the fact; if approved, leave records shall be adjusted

" accordingly.: Death following a serious illness shall

generally be regarded as one (1) occurrence, however,
department heads shall be responsible for recommending
otherwise when, in their judgemernt, the nature or severity

. of the illness and/or lapse of time warrants.

3.12.16

MILITARY LEAVE

Military leave shall ‘be granted in accordance with the
Provisions of California State Law (Military and Veterans
Code Section 3%5 et seg). The employee. shall furnish the
Personnel Officer with copies of the military orders and
shall give the 'department head and the City Manager ! =
opportunity, “within the 1limits of military necessity -
regulations, to determine when such leave shall be take.
An employee returning from military leave may be reguired to
pass a medical examination and shall be required to subm!
proof of actual service before returning teo work.
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3.12.17 JURY DUTY AND COURT APPEARANCES

A, Permanent and probationary employees required to report
- for. jury duty during regularly scheduled work hours
. shall notify the department head as scon as possible

.and shall be entitled to leave with pay .until released
by the court; provided the employee remits to the City

within five (5) calendar days after receipt, all fees
-excepting those 'specificallyj'alqueﬂ for mileage and

- 'subsistence,

B '-Ah_e&ployevehowisfsubpdenaed to appear in court during

“regularly scheduled working hours, solely as a result

- of employment:with the City shall receive full. pay for
such appearance. until released by the court; provided
the employee remits fees received by the City in the
manner specified for jury duty. An employee subpoenaed
to appear in court in a matter unrelated by his/her
City employment, shall be permitted time off without
pay unless the employee chooses to utilize available
unused leave.

c. An employee shall advise department management when the

.court releases him/her and department management then

shall determine when the employee shall return to-

complete regularly scheduled work hours giving due

- consideration to the court schedule of the employee in

- the preceding twenty-four (24) hours, and department
staffing and service needs.

The employee 1is responsible for keeping his/her
department head informed of his/her court schedule.
Department heads shall be responsible for assuring
compliance -of  employees with these provisions and
seeking an exemption through the City Manager from jury
officials when an employee's absence shall seriously

impair City operations. -

Y -~ o DN
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» 3,12.18 MATERWITY LEAVE AND PREGNANCY DISABILITY

Pregnant employees may reqguest leave without pay as provided

. . in Section 3.12.13. If an employee is medically certified
=+ . .  disabled and unable to work as a result of pregnancy,
' - childbirth or related medical conditions, she shall be
.. entitled to use, .as medically required, up to Ffour (4)
months of the permitted maximum.of six (6) months leave of
absence. - During such period of disability, the enmployee

shall be subject to the same ‘conditions and rights available

to other employees who are temporarily disabled and unable

 .to work for -reasons other than . industrial disabilities.
This  includes the  right to use accrued sick and ‘vacation
...leave " or other accrued leave; otherwise leave shall -

- without pay. ; ST L A
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3.13.01-

DEFINITION

Separation. from . the City = Service shall be considered

' 'permanent except in the case of layoff,

3.13,02

RES IGNATICH
An employee who wished to resign shall submit his/her writ-

ten resignation to the department 'head. at least fourteen
(14) calendar days 'in " advance ~of the resignation date,

Written notice shall include the effective date of and-the

. reason for resignation and shall be forwarded to the Person-

nel Officer. The failure of an’ employee to give the requir-
ed timely notice may be 'cause for -denying future employa-
ment. Written resignations'maygbe'withdrawn'only~with the
approval of the City Manager upon the recommendation of the
department head. e o

‘When. an employee resigns to avoid disciplinary charges or

discharge, the effective date of his/her termination ehall

be ‘set by the department head with' the approval of the City

- Manager. . The employee may -work the remaining scheduled

hours or be paid in lieu of working, as determined to be in

the best interest. of the City.

$3.13.03

3.13.04

REINSTATEMENT

An'émployeé ﬁho requests to return to City employment within
twelve (12) months after resignation may be considered as
provided- in ‘Section 3.7.10. e

RETIREMENT

Employees who. are eligible ‘and desire to retire from the
City Service shall advise the department head and initiate

1”arrangements with the Personnel Office at least ninety (90)

~calendar days under normal circumstances, in advance of the

planned retirement date,

D I
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3.13.05 pISCHARGE

accordance with ‘Bection 3,7, Discharge sha1) usually
constitute a bar to future_employment.

3.13.06 RETURN OF Crry PROPERTY

3.13.07 EERFORHAHCE'EVALUATIGN AND EXIT;INT?RVIEW]

 An_ employee who_is:separating or laid off from City Service
shall,be-evaluated.beforg the,effective_separation date and.
.the performance. evaluation'fprocess;_in accordance with
Section 3.7, -vThef'department ~head. shall state on the
per formance “evaluation whether a ‘Separation - is i good -
standing, An. exit interviey generally shall pe Scheduled
with the Personnel Offfice Prior to the last day of work; an
employee's refusal to be interviewed shall be noted in
his/her bPersonnel file, Employees_ being 1aig Ooff shall

. complete a medical Checklist ap 34 - _

of' any workers!' compensation injuries, unless under treat-
ment, the details of which shall be noted,

3.13.08 PAYHEHT/REIHBURSEHENT-OF.LEANE AND BENEFITS
-, Bmployees who  are terminated shail~ feééive pPayment fron
' and/or reimburse the City'for.leave-or-other benefits ipn

accordancewith'current'applicable;compensation and benefits
Plans and these'Rules;_ h5_ _ o e )

~72-
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SEPARATIONS/LAZOFF PROCEDURES

3.13.09

. -3.13.10

=

DEFINITION OF LAYCFF

iThe.separatibn of employees from the active work force due

to -lack of work or funds, organizational or duty changes, or
the abolition of positions by the Council. The City Manager
shall designate the number and depositicns for layoff as

approved by the COuncil;

ORDER OF . LAYCFFS

In the event of the need for layoffs, employees will be laid
off in the-following order: _ L

l) Temporary
2) Permaﬁent Eart-time
3). ?rdbagioﬁéry |
4) Pefmanent |

Layoff shall be based on seniority in class, which shall be
defined as the employee's total continuous time of permanent

and. probationary employment in .the class in which employed

unless the applicable Memorandum of Understanding provides

otherwise. - Total continuous time shall include military

leave in.accordance with State law. In the event two {2)

. employees have identical seniority, the: employee who had the |

3.13.11

highest ranking on the employment list for the position
currently held shall have precedence. .. In the absence of a
list, the .drawing of lots shall decide which employee is
senjor. - No probaticnary nor permanent employee shall be
laid 'off while any temporary employee occupies a position in

the same . class. The Personnel Department shall provide

seniority lists before layoff ' notices are prepared.

NOTICE TO EMPLOYEES

Permanent and probationary employees shall receive written
notice“{to“be”hand=déIiVéréd”bY“tﬁémdepartment management
whenever possible) stating the reason for layoff a minimum
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of thirty (30) calendar days prior to the date of eXpectagd
layoff. Similar notice .shalg be‘provided,to any affecteg
recognized - employee organizationg fepresenting the
classes, As g matter_of'courtesy, Written Notice wily be
given at the earliest possibie date ‘but jip N0 event Jagg
than.thirty;(30) d@YSVto,exempt employees who will be laig |
OEfw'?ﬁwith-SuCRgpdtiCe,_theremployee Shall bhe informed of
the procedure tg be'fgllowed:and the rights o which he/she
- is entitleq, Department heagg shall :make every effort to
allow employees Who are to be laid off_:easonable time off
. to seek other employment, -Pay  for such'time'off shall pe
Provided to full~time Permanent ang Probationary employeas
only. - _ TR I -

. 3,13.12

3.13.13

'tempdrarily may waive the increaséd7requirements if previous
Successful pPerformance ig documented and  provided the
fequirements are met within a Leasonable tipe,

-4
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on. total actual time in- service in

“The- seniority in the new ‘class of a laid off éméloyee who

has successfully displaced ancther employee shall be based
~the class unless an

| .applicable Memorandum of - Understanding provides otherwise, -

Employees identified for layoff who have displacement rights

. to equal or lower;paying”classificatiqns must declare their
. intention .to exercise these “rights at least twenty . (20)
«calendar days prior to layoff, otherwise displacement rights

willuaqtomatically‘terminate;«_Employees of another repre-

" sentation unit may not © be' displaced.. (An employee who

.declares 'displacement rights “may ‘not "also eclaim priority

employment .rights.- for other ‘vacant positions pursuant to

 sectIon;l3.16)eHEmployeesflaid“oﬁf*asfa result of another
employee's. exercise of ‘displacement ‘rights shall. not be

entitled to an additional thirty (30) calendar days notice,

"__'but:pheiminimum_notice-shall_be fourteen (14) calendar days.

3130140

PAY FOLLOWING EXERCISE OF DISPLACEMENT RIGHTS

An employese who is displaced to énother classification shall
be assigned to a pay step in. the current range of the new

- classification :which represents the : least loss in base

. " pay. An employee displaced to a position in the same

3.13.15

-classification‘shall_retainathe:samg*base'pay;

PRIORITY BMPLOYMENT RIGHTS WITHIN REPRESENTATION UNIT

‘After all employees have eﬁhaustea their displacement right

provided by the Memorandum of Understanding of their respec-
tive represeéntation unit and/or Section 3.13.13, any vacant

positions remaining in the unit may ‘be filled by displaced
-unit employees.with the most total-unit-seniority, who meet

the minimum  qualifications for the . vacant positions.
However, no employee shall £ill a vacant position which is
at a higher: salary range than that from whicb he/she was

originally laid off. .

<14
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FRIORITI EMPLOYMENT RIGHTS CUTSIDE REPRESENTATION UNITS

 ,If-alI7diSplaé§d members in a unit have‘filled-vacant posi-

tions. under - the -abovesrprOVisicns,;*and vacancies remain,

- employees who are laid off in other representation units may

request priority employment rights for such vacant positions
which have no reemployment list and for which they meet the
minimum requirements of the-pOSitionq-VHowever, such minimum
requirements-may-be"waived«by the Personnel Officer provided

the. employee  meets the ~educational ‘requiremetns for the

position. and. has ‘the capacity,” ‘adaptability and special

Skills needed to perform:the duties of the Position. ‘Such
employees fshallr;be.'offerea%cp:ioritY‘”employment rights. >
vacancies- for which the employees are qualified for a per.
beginning with notification of layoff and ending ninety (9u;
calendar days  after ‘layoffs' occur, Priority employmen
rights may not be utilized to move to a classification in .

- higher salary range than that from which the employee was

3.13.17

3.13,18

originally laid ofEf,

PAY FOR EMPLOYER EXERCISING PRIORITY EMPLOYMENT RIGHTS

An employee exercising priority employment rights to occupy
an available position shall be paid at the current range for
that classification and at a pay step recommended by the
department head -‘and approved by the City Manager.

REEMPLOYMENT ‘LISTS =

Permanent -and ‘probationary  employees who are 1laid of £,
demoted,’ or who have exercised ‘employment rights set forth

"in this Rule in lieu of layoff shall have their names placed
~on ‘reemployment . lists for ..the classification from which

laid off’and ‘any ¢lassificatiqn previously held in order of
total continuous time served in probationary and permanent
status in the City Service. ' :

Y7
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3.13.19

©3.13.20

LIFE OF REEMPLOYMENT LIST

‘Layoff reemployment lists remain in effect for twenty~four

(24) months from the date of establishment ang shall take

‘precedence over other employment lsits. The list shall be

terminated at the end of twenty-four (24) months,

STATUS OF A LAID OFF EMPLOYEE

Layoff for permanent and prdbationary emﬁioyees is not

~considered separation. - Separation occurs at the end of ‘the

3.13.21

life of a reemployment list, unless the employee chooses to
separate in lieu of being placed on a reemployment list, or
requests . in writing to be removed from the reemployment

FRINGE BENEFITS

:-In‘the-eéent‘of layoff, '‘a full-time permanent or probatison-

. ary employee may’' continue to participate in the employee

benefit plans if premiums are paid in full by the employee
and- any insurance .contract. permits. Agreement to pay pre-
miums . must be in writing and by a method agreeable to the

Finance Direcgtor. —_—

Other - fringe benefits such as workers' compensation and
unemployment insurance shall cease on the 1last day of

-payroll. - Leave accruals will cease on the last day of

payroll. Any unused accrued discretionary and floating
holiday leave should be used within the thirty (30) calendar
day notice period as such leave cannot be ‘paid or carried as

an accrual, _ '
Cohtkibhtiané tc-thérReﬁireqent System will cease on the
last day of payroll. - N :

~7 7~
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Emnployees. who have less than five (5) years service may
~apply . for a refund or:leave funds on deposit for one (1)
year. These .options are subject to .contract provisions and
details should be obtained from the Personnel Officer.

Payment shall be made in a lump sum’of unused accrued sick
leave to permanent employees either at the time of layoff or
at the end of the life of the reemployment list, unless

separation occurs sooner, as follows:

Years of Service _ o - ' % payable
-0-4.99 . . . . L0 )
5-9.99 . - 25 ¢
“10~14.99 ' 50
15-19.99 : 15
20+ | ‘ 100

Employees electing to receive payment in accordance with the
above .schedule at the. time of layoff or separation shall
forfeit the unused accrued: sick leave ‘balance. However, an
employee who -is . reemployed during the: life'of the reem-—
ployment: list may also elect -to repay the amount received
and - have the full amount of unused acérued ‘sick leave
reinstated as it was at the time of layoff or separation. __

Payment . for unused vacation time shall be made in a lump sum
~ upon layoff unless - the employee chooses to take his/her

vacation-.pay-ina lump sum at a later time during the life
. of the .reemployment list. ' i

3.13.22 RECALLING LAID OFF EMPLOYEES -

The City shall notify laid off employees when positions are
~available which have effective reemployment lists. The
status (e.g. permanent, part-time, full-time, etc.) of
positions to be filled shall be at the sole discretion of
the City Manager based on the needs of the service.
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3.13.23 HOTICE OF REEMPLOYMENT OPPCRTUNITY

3.13.24

The City shall send notice of reemployment by certified mail
to the last address of record, but has no responsibility to
Aattempt to trace an emloyee if such notice is not delivered
by the Post Office. It is the responsibility of the employ~
ee who has been laid off to keep the City informed of his/
her current address and telephone number. Employees have
ten working days from the mailing date in which to notify
the City Personnel Office regarding their intention to
return to a position offered. If at the end of ten (10)
working ‘days” from the date of mailing, no response has been
received from the laid off employee, the City shall f£ill

_positions in the following order:

(A) The: laid Off employée next in 1line for recall, if
‘available - for work, ‘until - the reemployment 1list is
exhausted, and then; ' ‘

(B) By the hqrmal recruiting process.
If aﬁ.empioyea-bn”layoff fails to respond within ten (10)

working days of mailing of two (2) separate written offers
.of reemployment sent by certified mail, the employee shall

- forfeit the right to reemployment and his/her name shall be

removed from the reemployment list. An employee on layoff
shall not otherwise forfeit the right to reemployment wor
his/her place on the list by a refusal of an offer of reem-
ployment.

In order to expedite the reemployment process, the City may
notify more .than one employee simultaneously, indicating the
order of priority to each person.

The right to reémployment is contingent upon the ability of
the employee to meet the physical and other reguirements of

" the position to which the employee is being recalled.

STATUS OF REEMPLOYED EMPLOYER
A permanent or probationary employee reemployved in a perma-

nent or probationary-position-within-twelve (12) months fol=
lowing layoff shall receive credit for prior service for

ey
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SEPARATIONS/LAYOFF PROCEDURES

3;13.25

'PROBATION FOR REEMPLOYRD EMPLOZEE

purposes of vacation accrual and seniority, Benefits shall
not be accrued during the layoff_period-however, an employee
reemployed - in a probationary Or - permanent pogsition shall
retain the sick leave balance on record at the time of lay-
off. - o e : o -

If PERS funds have been withdrawn, the employee must reach
an agreement with PERS as to appropriate arrangements for
reinstatement to the retirement system.

" A probationary périQd of the length usually required for

that class shall be required for an employee reemployed i:
a classification not previously occupied. A1l provisio;

 Eor brobationary enployees shall apply eXcept in the case or‘;

3.13.26

3.13.27

3.13.28

rejection, the employee's name would remain on the reemploy
ment lists for other classes. o

ANNIVERSARY DATE OF REEMPLOYED EMPLOYER

" Layoff time which exceeds thiity (30) calendar days shall
- cause the anniversary date of the employeée to be adjusted

commensurate. . with the length of absent from pay status
consistent with Section 3.7.08, .. : : —

EVALUATION DATE OF REEMPLOYED EMPLOYER

Layoff tiﬁe which exceeds thirty'(30) calendar days shall
cause the evaluation date of the employee to be adjusted
commensurate with the length of absence from work.

PAY OF REEMPLOYED EMPLOYER

(A) An employee reemployed into the classification from
which originally laid off shall ‘be paid at the currer
rate for that classification  -and at the pay step hei
at the time of layoff., . — ";,;”,_,j,m”,w_mwwr
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3.13.29

3.13.30

(B) An employee reemployed into a classification previously
held but nect that from which originally laid off shall
.. be paid at the current rate for that classification and
~ . at the pay step which most closely approximates, but
does not exceed, the pay step held in the classifica-

. tion from which originally laid off. S

(C) An employee reemployed into a classification . not pre-

~ viocusly held shall be paid at the current rate for that

classification and at a pay step recommended by the
department head and approved by the City Manager.

MEDICAL EXAMINATION FOR RECALLED EMPLOYEE

Any employee, to be reemployed, must pass a 'meéical
examination administered by a City designated physician,

. EXCEPTIOR

The City Manager may approve’ deviations from seniority in
layoffs, or demotion in lieu of layoff, in ‘those cases
where, because of the specifics or unusual demands of a
given position, the application of seniority alone would
result in the assignment and retention of employees without
special skills and/or training to maintain a satisfactory
level of performance within a reasonable training time. In-
such cases, the affected employees shall be given written
notice of the determination and the reasons therefor.

g
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3.14.01 POLICY
The City may feprimahd;fsu$peﬁd, demote, or éischarge any
employee "in the City Service.  Cause shall be established
- for  permanent . classified employees. The disciplinary
- process shall provide counseling and warnings as needed to
an affected employee before a- disciplinary action ' is
taken. However, immediate action may -be taken or an
employee relieved from duty pending investigation in case of
emergency oOr when  a matter is of sufficient magnitude as
required. S S '
3.14.02 CAUSES FOR DISCIPLINE

Employees in the City Service may be;discipiined for reasons
which include, but are not limited to, the following:

(A) Excessive absenteeism, tardiness, or absence without

aqthcrized leave;
(B) Incoﬁpetence,.inefficiency, 0;;negIe¢t[6f duty;

(C} Under the influence of alcohol, ‘drugs, or other
intoxicants while con duty; e e -

(D) Furnishing false information to secure gppoihtment;

. (E) Falsificatioh of time sheets - or any.fofficial City

records;

(f) Disclosure of confidential info:mation t¢ unauthorized
. source; S = :

.(G) Negligent démagel_to or waste of éubiic property,

- equipment or supplies; .'or unauthorized usé of public
- property, supplies or equipment for persocnal or private
purposes; L ' g B o

{H) 'InsubOrdihation which.shall mean“féfusal or failure to
© Ecllow a direct lawful order which the employee is

capable of following; '
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(J) cbnviction of any felony or_misdemeanor in accordénce

‘(x)-'Sgﬁjéctinggﬁh¢ICitY to ;epgatéd atpachment of wages;

'(L)“'RéfﬁSal_tc:take-andHSubSCribé_to any oath Or affirm-
 ation which--is*.rEquired- by law in Connection witp

: {MJ"Conduct either during or cutside. of duty hours which'

(N) Violation of.City'Pe:sonnei_Polibies-and Procedures;

ghdmihistrative‘“ Rules, Departmental Rules and
' RegUlations, Safety Rules, Resolptions, Ordinances, and
Codes, .. ' = oy L ) | ,

In the event that qﬁy'“of the above. causes are declareg
unconstitutional' or'-legally void,  the remainder shall‘
continue in effect, N C

3.14.03 warmiNgs amp Rzrhzﬁamns_ .

-ing. Reprimand for'specifiqfincidents-shall be given by the
same_p;oceSSs  The_nqtiCE'and hearing PIocesses required jp.
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3.14.04

this Rule shall not apply to warnings and reprimands. Fail-
ure .to correct deficiencies and improve work or conduct may
result in further discipline including demotion, suspension
and/or discharge. . - C

DEMOTION

An eﬁployée may be demdtea to a lower-paid class as a disci-

. plinary action as set forth in Section 3.7, Appointments and

Probation; Sectionh3.8,_Perfcrmance-Evaluations, and Secticon

‘-3.9, Compensation and Hours. A raticnale for demotion as a

disciplinary acticn_is_stated-in-Sectios'3,7, Appointments

-and .Probation.

3.14.05 .

SUSPERSION
An eméloyee may be suspended without pay or benefits as a
disciplinary action for up -to thirty (30) calendar days.

Suspensions generally shall occur after pre~disciplinary
hearings. However, suspensions of five (5) working days or

. less may occur immediately after notice at the. discretion of

the Personnel Officer; the employee may respond or request a

 hearing ‘during the suspension or within & reasonable time
thereafter. . S -

3.14.06

.DISCHARGE

Empioyees may be discharged by ‘the City Manager. Permanent
classified employees shall be discharged only after appro-

~priate disciplinary proceedings. as set forth in this Rule.

Discharge shall uswally constitute a bar to future employ-

‘ment. Employees discharged for cause are not eligible for

3.14.07

payment of unused accrued sick leave per Section 3.11.17.
WHO MAY INITIATE DISCIPLINARY ACTION

Diéciplinary action may be taken by a department head with
the concurrence of the Personnel Officer or by the City

HéﬁégéfT““CEﬁEﬁfféﬁdémﬁéymbé'bbféinéd after the fact when
immediate action is required.

gy
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. DISCIPLINE

3.14.08 FINAT, APPRQVAL OF nrscxpnxﬁanz ACTION

3.14.09 EMPLOYER REPRESENTATION |
An  employee may have . represehﬁative of his/her choicé
- Present at all stages of the disciplina:y“process.

3.14.10 ELIGIBILITY FOR EEARING AND ArpEar, .

b3

3-14.11 NorIce o PROPOSED pISCIPLINE
' Except ipn Cases of emergency or- when immediate action isg
, 'requiredf=notice”$hall.be;givenvby the départment‘head to
. .the .affected émgldyee:not less than-five 5) working days inp
. .advance of the: date of a4 ‘proposed Suspensicn, demotion Br
diScharge. Notice shall be given by Personal delivery
acknowledged by a signegq Feceipt, o Certifieg by return
receipt mail ang Shall be deemeg given when deposited with
the U.s. Mail, A copy shall pe field with the Personne]
Officer Prior to delivery to the employee. fThe nNotice shall

- contain the follqw1ng.ipformation: o

L [ .

(a) The'actiop”p:dPOSed_and“Effédtive date intendedq,

(B} A statement of the, rule(s)' and/or regulation(s)
: allegedly'violated. o o
(C)  The specific chéfgés'aéﬁinét the employee,

: (DJ““Availabilitg of-recbfds-éhd dpcumentapion on which tra
_---4__Qggposgd.action~isfbased; ' L .

P
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| DISCIPLINE

3.14.12

3.14.13

3.14.14

3.14.15

| PERSONAL APPRARANCE

(E) The employee's right to respond in writing or reQuest a
hearing, to whom, where, and the date by which a res..
ponse or request is requried. If a hearing is request-

- ed the employee shall be advised of the place, date,
and tima,,and;thewemplcyEef51rightlto have a represen-
- tative of his/her choice present. o ~

TEE 'HEARING

‘The hearing is an informal meeting at which the employee has
an opportunity to rebut the charges ‘against him/her or to
state any mitigating circumstances. The. department head
will ‘hear and consider the facts presented by the enployee.

EFFECTIVE DATE OF DISCIPLINE

Disciplinary action shall be effected dﬁjtﬁe date stated in

the notice to the employee unless otherwise extended by the

_ Personnel Officer. .

An - employee  shglL._appearzﬁpersonally'fatj*any disciplinary
hearing and/or appeal of which he/she is the subject unlese
he/she” is physicially incapacitated‘gnd incapable of doing
Soo " ‘

NHOTICE OF DECISIOM

Following receipt and consideration of the written response

. or facts stated at the hearing, or following no response by

the required date, the department head shall -prepare - a
notice of the action to be™taken, its:  effective date, an
appeal rights, and file a copy with the Personnel Officer.
The notice shall be delivered or sent by certified mail to
the employee. o ' i E

-85~
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ponse, the decision may be appealed in writing tp the City.
-Manager“within Seven (7)'calendar'days from receipt of the
department head's decision eXcept where the City Codes or
Rules ang Regulations Provide . another appeal  .process.
Within seven (?7) "calendar days from the £filing of the
appeal, the City Manager_shgllihear-the.matter. The City

;“ﬁgnager_shqll have“the*power-tp::

R 1). éoméel.the attendqnc§:¢fiw;tnéssé$; 

'2)' Ireéﬁire the bProduction of evidence by‘subpoena;'and

3) administer ‘oathg to'witneséés;

Subpoenas shali. pe issued;”ip_ the name of tpe City "and
attested by . the City Clerk.'_arrangements Shall be made for
' recording Proceedings Upon request of the City or the
employee at a Cost to the requesting Party. Within Seven
(7) calendar days after the_conc1USion of ‘the hearing, the
City Manager shall give “his/her written decision to the
employee., . The decision of the City Manager shall be final
and . binding, . -Chapter 9.7, Title l, Division 4 (SectiBn
3300#3311)_of the(CalifOrniamGovernment Code shall Prevail
- for peace officers, = - _ _

3.14.17 MO RETRIBUTICH FOR APPRATL _ :
No employee shall pe penalized in any way for availing

himself/hersels ofuthg'disciplingry appeal process.

-.3.14.18__ADMIHISTRATIVEfPROCEDUREST'

. B
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3.15.01

POLICY

" This grievance procedure is intended to assure that every

reasonable effort will be made to resolve problems as near

V'as possib;e_to_the point of origin.

3.15.02

ELIGIBILITY TO FILZ A GRIEVANCE

A permanent classified emﬁioyée or the representative of-
his/hg;_:ecognized_empLoyee‘q:ganization may submit a Adig-
pute -according to this procedur=. A recognized employee

organization may -utilize this procedure in. the event a

dispute is not directly related to an individual employee

-< wand~qpmp;;§s=with‘a11 tquprovision$ of this Rule,

'3.15.03

'DEFINITION

A grievancé is defined as a dispute involving the inter-

:pretaﬁion;=applica;ion;p:.alleged_viola;ion of:

(A} A current Memorandum of ‘Understanding between the City
and - a recognized employee organization representing
~‘classified employees; or - = -
(B) The City Personnel =Ordinances and Personnel Rules
- affecting classified employees where the provision in
- ‘dispute is within the scope of representation.

 No dispite ‘shall ‘be considered a grievance that does not
~conform to this definition, unless provided otherwise in a

current applicable Memorandum of Understanding. Where the
City Codes or Rules and Regulations provide another appeal

process, an ‘employee or recognized employee organization

shall choose which process  is to be used but shall not use
‘both. " S ' ) ’

.
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| GRIEVANCE PROCEDURE

3.15.04

proceed to step 2.

GRIEVANCE PROCEDURE

Step 1. Informal Discussion. Within seven- (7) calendar
days of the occurrence of an. act in. dispute, an employee
shall discuss it with his/her immediate supervisor, who
shall investigate and attempt to resolve the matter. The
supervisor shall give the employee an oral reply within
seven (7) calendar days after . the discussion. If the
employee is not satisfied .with the response, he/she may

Step 2. Division Head. Any dispute not resolved at Step 1,

may be submitted to the division head in writing citing the

specific provision ©of ‘rule .in. dispute and stating *“e
;desire&.solutionjwithin_sevgnu{7);calendar days after )i

supervisor's response. A copy shall be provided to £
immediate superviser ‘and the Personnel Officer. Withi,
seven (7) calendar days thereafter, .a meeting shall

scheduled with the employee by the division head who shall
attempt to resolve the matter. The division head shall give

_the ‘employee a written reply within seven (7) calendar days
after such meeting: and file a copy with the Personnel

Officer. If the employee is not satisfied with the res-

- ponse, he/she may proceed to Step 3. ‘Employees who are

~ supervised diréctly by their department head shall by-pass

Step 2 and proceed directly to Step 3.

Step 3. Department Head Any dispute not resolved at Step

2, may be submitted in writing to the department head within
seven (7) calendar days ~of the division head's response,
with a copy to the immediate supervisor and the Personnel
Officer. With seven (7) calendar days .thereafter, a meeting
shall be scheduled with the employee by the department head
who ‘shall attempt to. resolve the matter. The department

. head shall give the employee a written reply within seven

{(7) calendar days after the meeting and file a copy with the

'PerSOnnel”Officer.' If the employee is not satisfied with

the response, he/she may proceed to Step 4.

Step 4. Final level of Review. Any dispute not resolved

'Step 3, may be submitted in writing, with copies of Step -

and Step 3 responses, within seven (7). calendar days--after -

the department head's response, by mutual agreement ¢t
either the City manager, or advisory fact-finding.

-G
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(A) Submittal to City Manager: In the event that a dispute

is referred to the City Manager, he/she shall schedule

a meeting within seven (7) calendar days with the em-

. ployee to discuss the matter. After consideration of

the facts, the City Manager shall give his/her written

decision to the employee within seven (7) calendar days

after the meeting. The decision of the City Manager
shall be final and binding. . '

(B) Submittal to Advisory Fact-Finding: In the event that
- ~a dispute is referred to advisory fact-finding, ‘the
/ - parties shall mutually agree upon an individual or a
.group, not to exceed three (3), to hear the facts of
the case. If the parties cannot mutually agree as to
the fact: finder(s) within fourteen -(14) calendar days
after referral, the matter shall be referred to the
California State Mediation and Conciliation Service for
advisory fact-finding and any costs divided equally
-between the two parties. The advisory fact-finding
body shall render its recommendations to both parties
within thirty (30) calendar days after referral. With-
in seven (7) calendar days after receipt of the adviso-
ry recommendations, the City Manager shall consider
them and give his/her written decision to the employ-—
ee. The decision of the City Manager shall be final

and binding. ' - :

3.15.d5 SETTLEMENT OF GRIEVANCE

Any grievance shall be deemded settled which is not appealed
to the next step within the specified time limit unless an
extension of time to a definite date has been matually

-agreed upon.
3,15.06 REPRESENTATICH

An employee may have a representative of his/her choice
- present at all stages of the grievance procedure.

3.15.07 ®NO RETRIBUTICHN

An emplofée éﬂéiihﬁof be.penalized in any way for availing
himself/herself of this procedure.

Go
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3.16.01 EMPLOYMENT CONTRACT .

In accepting employment with the City, each employee agrees
to. comply - with ' the "City Ordinances ana - Resolutions,

 Personnal - Policies ~and® Procedures, Administrative Rules,

Procedures and Policies established-b “the City Manager and

- rules regulations and directives of the department in which

3.16.02

3.16.03

3.16.04

3.16.05

he/she is employed.

CIVIL DE¥ENSE

~By.S8tate .law, every employse holdihd an appointment in the

City Service automatically becomes a civil defense worker in
an emergency or disaster. Assignments for each depar tment

; are stated in the City Emergency Preparedness Plan.

SAFETY PRACTICES -

”ﬁéch émﬁioyée'is expected to perform his/her assigned work

in. such a way-as to brevent damage to property or injury to
himself/herself or others and to report observed hazards to
his/her supervisor. : :

CHANGES OF EMPLOYEE ADDRESS OR STATUS

It 1is the responsibility of an employee to keep his/her
immediate supervisor and the Personnel Office -informed of
changes: in  address,  telephone’ number, marital status,
beneficiaries, military status, person to contact in case of
emergency and his/her telephone number, and any other

-pertinent information. Notification must occur within
.-fourteen (14) calendar days after the change.

RESIDENCE REQUIRRMENTS

_Reasonable requirements for'tesidency_may be established in

departmental ‘Rules and Regulations depending on the service

needs of the department. Any changes in practice in effect
~upon adoption of these Rules will be made. .pursuant-—to...

Government Code Section 3500 et seq.

-91-
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MISCELLANEQUS

3.16.06 GRATUITIES

An employee in the City Service shall not solidit nor accept |
.. .any gift to the employee or other employees, whether in the |
. -form of money, thing, favor, loan, or promise that would nmot
o beﬁoﬁfered:or”givenuif:the.employee were not in the employ

 of the City. R

3.16.07 UNIFORMS

o ... Bmployees required to wear uniforms while on duty sﬁall
. adhere to departmental. and City policy. s

3.16.07 USE OF CITY IDENTIFICATION

In no event shall City uniform, badges, identification car

or official insignias be worn while engaged by any employer
- other:than the City nor shall an enployee permit the loan to
-or use by an unauthorized person of such items.

3.16.09 POLITICAL ACTIVITY

. The -political-'activities ‘of City ‘employees shall be  in
) compliance with State and Federal law. In addition, City
employees shall not.be. permitted to: -

(A) . Participate - in political activities during working
" hours; and ' Co - '

(B) Participate. in activities or solicit during working

- hours for any ballot measure affecting pay, hours,

retirement, personnel system, or other ' working
-conditions. : -

An employee elected to the governing body or appointed to an
- official’ advisory body of thae City shall be required e
- relinguish his/her appointment ' to ‘the City Service. S

-9 =
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©3.16.10

3.16.11

3.16.12

3,16.13

UNAUTEORIZED SOLICITING GN CITY PROPERTY

Employees shall not sclicit for any purpose on City pProperty
whether during on-duty or off~-duty hours without the written

permission of the City Manager,

OTHER EMPLOYMENT

Employees may engage in other employment or enterprise
provided that: : :

(A) Such employment does not interfere with required duties
or conflict with the City interests; and

(B) Such empldyment is approved in writing by the depart-~
ment head and a copy filed with the Personnel Officer.

Approval may be denied or revoked for non-compliance with
the provisions of (A) and (B). Approvals are subject to
review by the City Manager. ’

EMPLOYXENT OF RELATIVES

Shall mean: the following: related by blood, marriage, ot

‘adoption; spouse, child, parent, sister, brother, uncle,

aunt, nephew, niece, grandparent, grandchild, and cousin.

EMPLUYEE USE OF CITY FACILITIES

If available, City facilities may be used by employees with
the prior approval of the City Manager. Applicable facili-
ties permit requirements shall not be waived although,
depending on the nature of the' use, the City Manager, in
his/her discretion, may waive fees. Activities described in
the Employer-Employee Organization Relations Policy are
excluded from this section. -

I o R I
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-effzctive sarvice to the public, and to define tha cbligations,

- treatzent and enccurage effective working Talationahips between

|} City Clazk

_ RRE0OLTTICH B0, 00210
A HISOLUTICH ADOPTING CITY OF EAST PATD AL
. PERSCHNRL POLICIES ARD PROCEDUZES

ERX233, the City of Zas:t Palo Alto was incorporatad -
genaral law city of the State of California en July fi 1333, izda

©  EEEREAS, subsequantly, the City has xnc:ahzaé the number of
individuals hirad to sezva the neads of rezidanta ©f thia City az
authorized in the Program Budgats adoptad by the City Councii;
and ' o : T .

WERIRAS, Section 43,000 et.z2g. ©f the California Governmant
Ccda authorizes local governments: to adept a rFersonnal aystem as
the legiazlative bedy dateraines to be iz tha bast interasts of
the public sarvica; and : =

mmzamga, the purpczas of the City e zéat fpalo Alto
Personnal Policias’ and Preceduzea dre to spacify policy,
eatablish egquitabla and uniform perscnnel procedures to assure

rights, and standards for employaes in ordar go Pragzerve equal

all clasazes of employass,

- EOW, TISXAPCHE, WS IT BESCLYED by the Clty Council of the
City of Zast Palc Alto to harsdy adept tha City of Ras:t Palo Alto
Personnel Policies and Precadures attached herato as *Bxhibit A%,

PASSED AND RCOPIED thls 28th day of Auguat, 1983, by the
follewing vota:s , -

ArzS: ABRICA, BLAXZY, HOUTON, SATTERWHITE, WILKS
' NOES: ~ NONE
ABSZNT:  NONE

Barbara aa-ﬁcutcn_'
Mayor

ATTES?:






