
...!. 

.. 

. . 

City Of East Palo Alto 

PERSONNEL 

POLICIES AND PROCEDURES 

AUGUST 1985 

• 
'· 



CITY OF EAST PALO ALTO 

City Council 

Barbara A. Mouton, Mayor 
James E. Blakey, Jr., Vice-Mayor 

Ruben Abrica, Councilmember 
Omowale Satterwhite, Councilmember 

Gertrude Wilks, Councilmember 

Personnel Commission 

Carmeleit D. Oakes 
David Pacheco 

Keisha Williams 
Sharifa Wilson 

Thomasyne Lightfoote Wilson 

Staff 

Frederic A. Howell, City Manager 
Robert W. Johnson, City Attorney . 

James E. White, Assistant City Manager/Finance Director 
Russell v. Averhart, Assistant to the City Manager 

Effective Date: August 29, 1985 



JiESOLtl'l'ION NO. 00210 

A RESOLUTION ADOPTING CITY OF EAST PALO ALTO 
PERSONNEL POLICIES AND PROCEDURES 

m:IEREAS, the City of East Palo Alto was incorporated as 
general law city of the State of California on July l, 1983; anc 

lli!BE.REAS, subsequently, the City has increased the number c 
individuals hired to serve the needs of residents of this City < 
author~zed in the Program Budgets adopted by the City counciJ 
and 

l!BEREAS, Section 45, 000 et.seq. of the California Governmer: 
Code authorizes local. governments, to adopt a pers.onnel system 2 
the legislative body determines to be in the best interests ·c 
the public service; and 

llBEJREAs, the purposes of the City of East Palo Alt 
Personnel Policies and Procedures are to specify policy 

· establish equitable and uniform personnel procedures to assur 
effective service to the public,· and to define the obligations 
rights, and .standards for employees in order to preserve equa 
treatment and encourage eff'!ctive working relationships·. betwee 
all c.la.sses of employees. 

!lbw, THEREFORE, BE IT RESOLVED by the City Council of th 
City.of East Palo Alto to hereby adopt the City of East Palo Alt 
Per s.onnel Policies and Procedures attached hereto as mExhibi t A• 

PASSED AND ADOPTED this 28th day of Augu'st, 1985, by tb 
following vote: 

AYES: 

NOES: 

ABSENT: 

AB!UCA, BLAKEY, AOUTON, SATTERlHltTE, WILKS 

NO:-.E 

NONE 

Barbara A. Mouton 
Mayor 

::~ 
City Clerk 
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Subject: Page l Of 4 
GENERAL PROVISIONS .. . . 

·3 .1. 01 AIJOP'l'ION OP' PERSONNEL POLICIES AND PROCEIJum:s· 

3.1.02 

These Policies and Procedures have been adopted by the City 
Council by Resolu~ion. Various city employees participated 
in their preparation and they supersede all previous 
Personnel Policies, Rules, and Procedures. 

l'ORPOSE OF PERSONNEL POLICIES AMO PROcmURES 

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 obligations, rights, and standards for employees, 
except as exempted in Section 3.1.06, to preserve equal 
treatment and encourage effective working relationships. In 
the event of a conflict between these Polices· and Procedu·res 
and a Memorandum· of Understanding in· effect, ·the Memorandum 
of Understanding shall prevail. 

3. l. 03 AMENDMENTS OR llEVISIONS TO THE PERSONNEL . POLICIES .AND 
PROCEDURES 

The Personnel Officer shall prepare .and· present to the Coun­
cil for its consideration proposed amendments or revisions to 
these Rules. Except in emergency situations, when proposed 
changes and amendments directly relating to matters within 
the scope of representation as defined ·by Government Code 
Sec. 3500 et ~ (the· Meyers-Milians-Brown Act) are being 
considered for presentation . to the Council for adoption, 
reasonable advance written notice shall b.e 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 advi"sed 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 Council. 

_,_ 
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3.1.04 THE Pll:RSONHEL·OFFICER 

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 admini-ster and enforce the 
provisions of these Policies· 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 him/her as the Personnel Officer. · 

"3 • l. 0 5 Al'JMINIS";t'RATIVE REGULATIONS 

The Personnel Officer shall issue· such additional adminis...: 
. trative ·memorandum as he/she deems necessary, to implement 
·these Policies and Procedures. Such additional admini­
strative.memorandum shall be .in writing and be made available 
to employees and employee o;ganizations. 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, r.esolutions or 
relevant Memoranda of Understandi.ng.. Employ"ees and 
recognized employee organizations shall be advised of and 
.have. an opportunity to discuss such proposed policies a11sl 
procedures which are within the scope of representation, 
within a reasonable time prior to. the proposed effective 
~ac2, unl~is an e~.~rgency or ~~gency sitJ~~ion re~~1re: 
enactment without prior notice~ In that event, organizations 
still shall be advi.sed and may meet .within a reasonable time 
thereaftir. · 

3 .1. 06 EXEMPT SERVICE 

Except as otherwise provided ih 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 constitute the Exempt Service: 

_.,_ 
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(A) The City Manager and the Manager's assistants; 

(B) ·Electiv.e officers; 

4 

(C) Members ' of. c··appointive 
committees; 

boards, commissions 

(D) All department heads; 

and 

{E) Persons engaged under contract to. supply expert, pro­
fessional, technical or any other services; 

(F) All Council-appointed City officers; 

(G) Employees who do not have permanent or probationary 
status in authorized permanent positions; 

(H) Emergency employees who are hired to meet the immediate 
requirements of an emergency condition, such as extra­
ordinary fire, flood, or earthquake which threatens 
life or property. 

The provisio_ns of the Personnel Policies and Procedures ·relating to 
attendance and leaves shall apply only to the incumbents.of the full­
time exempt positions in A, D, and F above. 

3.1.07 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. 

3.1.08 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 

-3-
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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 discr imi­
nation against any handicapped person solely because of such 
handicap unless that handicap prevents the person 'from meet­
ing the minimum standards established for . the position for 
which he/she is applying. 

3.1.09 SEVER.ABILITY 

If any provision of these Policies and Procedures, or the 
application 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 
oth~r than those as to which it is held invalid, shall not be. 
affected .thereby. 

•, 

-4-
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The following terms, whenever used in these Policies and Procedures 
shall have the meanings indicated. 

3.2.01 

3.2.02 

3.2.03 

3.2.04 

3.2.05 

3.2.06 

ANNIVEBSARY DATE 

Shall mean the anniversary of the date of the. employee• s 
initial date of hire unless adjusted as provided in Section 
3. 1·. 08. 

APPOINTING AOTHORITl! 

Shall mean the City Manager, or the City Council: as 
applicable. 

AOTBORIZED POSITION 

Shall mean a group of duties and responsibilities set out by 
the City M~nager ap.d appr9ved by the City Council requiring 
the full-time or part;-time employment of one (l} person. A 
position may be occupied or vacant. 

BASE PAY· 

Sh!lll meah the monthly pay· range and steps established . by 
the City pay plan for· each clas·si.fication and shall exclude 
any addition or other special or premium pays • 

CLASSIFIED SERVICE 

Shall mean all positions not designated as exempt by the 
City Council. 

COMPENSATION ANlJ BENEFITS 

Shall mean a current compensation and benefits as set forth 
in an applicable Memorandum of Understanding, or 
Compensation ahd Benefits Plan, whichever is appropriate. 
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CONTINUOUS SERVICE 

Shall mean continuous employment in probationary and perma­
nent status which h'ls not been interrupted by a ·separation 
from service. Leng 1:..1 of continuous service shall be adjust­
ed by. the entire period of any authorized unpaid ·leav·e 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 service shall be prorated on 
the basis of actual hours worked. · 

COUNCIL 

Shall mean the City Council of the City of East Palo Alto. 

DEPARTMENT RULES AND REGULATIONS 

Shall mean Rules and Regulations designed by a, Department 
Head . for .the specific needs and operations of . his/her 
department and approved by the City Manager as to conform­
ance with these Policies and Procedures, and sound manage­
ment practices. 

CITY 

Shall mean the City of East Palo Alto_. 

CITY MANAGER 

Shall mean the City Manager of the City of East Palo Alto. 

3.2.12 DAY 

3.2.13 

Shall mean calendar day unless otherwise stated. 

DIVISION 

Shall mean a major unit of a department as determined by the 
City Manager. 

-6-
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EVALUATION IJATE 

Shall mean the date on which an employee receives a perform­
ance evaluation and may receive a merit increase. For full­
time employees, this date generally does not correspond to 
the anniversary of the initial-date .of hire. 

EXAMINATION PROCESS 

Shall mean the proces·s which begins with submission of an 
application for employment and is completed at the end of 
the probationary period unless the applicant is sooner 
.disqualified. 

EJl'.EMP'l' SERVICE 

Shall mean all positions so designated by the City Coun­
cil. (See Section 3~1.06). 

3. 2 .1 7 . GENERAL EMPLOYEE 

3.2.18 

Shall mean any non-safety employee. 

IMMEDIATE FAMILY 

· Reiatives of City employees shall not ·be accepted for 
employment in nor assigned to work· in· the same departmenC. 
For purposes of this section, relative shall mean the 
following: related by blood, marriage or adoption; spouse, 
child, parent, sister, brother, uncle, aunt, nephe~, niece, 
grandparent, grandchild, and cousin. 

3. 2 .19 . MANAGEMENT EMPLOYEE 

Shall mean an employee designated by the City Manager and 
who: 

(A) uas responsibility for using indepehdent jcidgement in 
administering and recommending the formula ti on of City 
policies; 

(B) utilizes leadership skills in achieveing the goals of 
·the City; and 
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(CJ has authority to effect personnel actions directly or 
by recommendation. 

PEBSONNEL OFFICER 

Shall mean the City Manager of the City of East PalocAlto or 
his/her designated representative with the approval of the 
City Council. 

PEJRSONNEL COMMISSION .. 

Shall mean the East Palo Alto . Personnel Commission as 
established by ordinance of the City Council •. 

PBEMlUM PM 

,Shall mean the following pay·_increments, plus such others as 
may be 12stablished as additional compensation for special 
duties or working conditions: standby pay, pay in lieu of 
holiday, call-back pay, court-time pay and shift different-
ial pay. · 

RECOGNIZED EMPLOY.EE ORGANIZATION 

Shall mean an employee ·organization that has been· formally 
recognized as representing specified job classes by the 
Employee Relations Officer (City Manager). 

3 • 2. 2 4 ·· RULES. 

3.2.25 

3.2.26 

Shall mean the Personnel Policies and Procedures of the City 
unless· otherwise stated. 

SENIORITY 

Shall mean continuous service as defined in this Rule. 

SHALL AND MAY 

When used, these words have the following meaning: SHALL is 
mandatory, and MAY is permissive. 

-8-



City of East Palo Alto, California NUlillber Effective Date: 8/29/8' 
1.:.1. Issued: 9l'.7iBS 

l?ERSomlEL POLICIES AND l?ROCEl>URES Revised: 

Subject: 

3.2.27 

3.2.28 

3.2.29 

. ·. 

Page 5 Of 5 
DEFINITIONS 

STRAIGHT TIME PAY 

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

SUPERVISOR 

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, 
asslgn, 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· EMPLOYEE 

·Shall mean Sworn Police employees • 

-9-



City of East Palo Alto, California Ntlllllber Effective Date: 812918' 
.l:.J. Issued: 

PE.RSOONEL POLICIES AND Pl!OCEDURES Revised: 
91'.7C::85 

Subject: 

'' 

- 3.3.01 

3.3.02 

3.3.03 

. 

Page l of 2 
PERSONNEL RECORDS 

PE.RSONNEL PILE 

A personnel file shall be established and maintained in the 
Personnel Office for each employee. It shall be considered 
official information on the status, pay, pe_i;:_formance and 
employment history of the employee. 

CONFIDENTIALITY 

Personnel files shall be confidenti'al and access to the file 
or specific information therein shall not be available to 
the public or unauthorized employees without the writ ten 
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 author.izes otherwise in writing. The 
home address. and ph.one number ol an emplyoee shall not. be 
released except on the written authorization of the. employee 
or in. an urgent situation as determined by the Personnel 
O.fficer. 

ACCESS TO PE.RSONNEL FILE 

An employee may review his/her own personnel file (with the 
exception ol investigative data pertaining to a possible 
criminal offense and letters of reference) when Personncl 
Office staff are available. The employee may also, by 
his/her written authoriz.ation, permit his/her representative 
to review h.is/her personnel file under the supervision. of 
Personnel Office staff. An employee may request in writing 
that the Personnel Officer remove - allegedly derogatory or 
•rroneous data from his/her file and the Personnel/Officer 
shall give his/her decision. as to the removal of such data 
within 10 calend.ar a-ays, (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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PERSONNEL ACTION FORMS 

Personnel action forms, in a form prescribed by the Person­
nel Officer, shall be utilized to initiate appoin-tments 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 given to the employee. · 

PERSONNEL BOSTER CARDS 

A roster card 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. 

DESTRUCTION OF RECORDS 

Personnel roster cards shall be kept permanently. All other 
personnel records may be destroyed in accordance with State 
and Federal laws. 

~11-
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DEFINITION 

The ·classification Plan shall consist of a· list of the 
titles of classified and exempt classes in the City Service 
and a written job specification for each classc;· · 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 clas:;;es 
for purposes of equity of standards i.n selection, transfer, 
demotion, promotion, and pay. 

ADMINIS'!':RATION OP THE CLl\SSU'ICATICR PLMI . 

The Personnel Officer shall administer· the Classification 
Plan and rev.iew and allocate each pos·ition 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 to the 
Council for consideration and shall become effective upon 
adoption by the Council. Before presentation to the 
Council, employees and any· affected recog·nized employee. 
organization shall be given reasonable notice and have an 
opportunity to meet on matters directly relating to the 
scope of . representation .• 

CLASSIFICATION DEFINED 

A classification (or class) may include a single position or 
group of positions which are sufficiently similar in their 
duties, functions, and responsibilities that they may be 
identified by the same job title, job spec.ification, and pay 
range. 

JOB TITLES 

The job title shall be the official means of designating the 
class to which an individual position or s oup of positions 
is assigned. Its meaning· shall be described in the jot> 
specification and it shall be utilized on official record~ 
to identify the position an employee occupies. 

-12-
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JOB SPECIFICATIONS 

A job specification 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. Duties, responsibilities :~nd 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 ability to· perform· the job shall be· deemed to be. 
included in the minimum . qualiffcations of each class .---.... 
specification •. 

NEW CLASSIFICATION 

Requests for creation of a new class shall be 
Personnel Officer by the department head, or. 
ti ated by the Personnel· Officer, and· shall 
following information: 

made to the 
may be ini­
include the 

(A) A full description of the proposed duties, functions 
and responsibilitlea of the position(sJ·; 

(B) Suggested qualifications; 

(C) A suggested title; 

(D) A suggested salary range; 

(E) A statement, 
creation of 
classes; and 

where pertinent, regarding the effect the 
the new class will have on. existing 

(F) Such other information as may be necessary to determine. 
the need for the new :lass. 

-11·-
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The Personnel Officer shall conduct any studies he/she deems 
required to consider such request and shall approve or dis­
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 ~1.an. · The new 
class shall become officially established upon adoption by 
the Council. · 

RECLASSIFICATION 

If there is evidence to indicate t.hat a position is not 
assigned to an appropriate class, a request may· be :made 
through the departament head to the Personnel Offic.er that a 
classification study be performed on the ·position. The 
Personnel Officer shall determine whether a study shall 
proceed and acknowledge ·the request accordingly wi.thin ten 
(10) working days. A study shall be concluded within ninety 
(90) calendar days unless it involves more. than one classi­
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 investigatio.n 
of pertinent departmental records, consultation with 
employees regarding duties,· functions and responsibilities 
of a position, and the collection of any other .. relevant 
informa~ion the Personnel Off ~cer deems necessary. 

Reco!ll!1lended reclassifica tio.ns shall be subrni tted by the Per­
sonnel Officer for consideration to the Council and shall 
become effective upon approval by the Council. 

FILLING A RECLASSIFIED POSITION 

Upon reclassification of a .position, a permanent employee 
incumbent in that reclassified position may,. at his/her 
option, be appotnted to the position if, in the opini.on of 
the Personnel Officer, 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-
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tion or the six (6) months s.uccessful performance incumbency· 
requirement may ti;ansfer to a vacant position in the former 
class or if no vacancy exists, the appropriate layoff proce­
dure shall apply. . However, an incumbent may be retained 
until a probationary/permanent appointment to the position 
occurs. 

A vacant reclassified position may be filled by internal 
personnel actions or from an employment list established. for 
that.class. 
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3.5.01 ANNOUNCEMENTS 

Announcements for positions in the City Service for which no 
employment list exists, shall be prepared and distributed by 
the Personnel. Officer •.. Announcem.ents shall be placed in the 
City's o~ficial newsletter, and in any other locations which 
will assure · employee knowledge cif position openings. 
Announcements also shall be sent t~ any affected recognized 
employee organizations for their information. Additional 
recruiting may· be conducted as deemed necessary by . the 
Personnel Officer to assure that appropriate labor markets 

• and t.he community are aware of the announcement. High 
priority shall be given to the utilization of local sources 
to· ensure maximum dissemination of announcements in the 
local community. 

3.5.02 COOPERATIVE RECRUITMENTS AND EXAMINATIONS 

3.5.03 

The City may elect. to participate in cooperative recruit­
ments and· examinations with other· public jurisdictions 
provided processes which are not in conflict with these 
Policies and Procedures are agreed upon ·by all participating 
jurisdictions. 

CONTENT OF ANNOUNCEMENT 

At .a minimum, the position announcement shall state the 
following information for the available position: ~itla, 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 specific date stated in 
the announcement regarding the selection process· may be 
postponed or revised at the discretion 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. 
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APPLICATION 

All applicants for position openings which have been 
announced shall file a City application with the- Personnel 
Office; the ~orm 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 fi1ing date indicated in 
the announcement, or postmarked no later than the final fil­
ing date if 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 prior to the establish­
ment of the employment list. 

. . 
ACCEPTANCE OF APPLICATIONS FOR FU'l'tmE VACANCIES 

Applii::ations shall be accepted only when position openings 
are announced. Interest cards may be accepted for future 
recruitments and kept on file for one (1) year or the next 
applicable recuitment. · 

TYPE OF RECRUITMENT/SELECTION 

Recruitment f:ir position OF ~.ings shall be opF. .. -cornpeti':i.\•e, 
promotional, or open-competitive/promotional as determined 
by the Personnel Officer depending ·upon the field of 
qualified applicants available. 

OPEN-COMPETITIVE RECRUITMENT/SELECTIONS 

Any applicant who meets the minimum qualifications·stated in 
the announcement may compete in the initial selection 
process unless disqualified under Section 3. 5.18 of these 
Policies and Procedures. 
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PROMOTIONAL RECRUIT.MENT/SELECTIOl\tS 

Only current permanent employees who meet the minimum qua­
lifications specified in the announcement and have success­
fully completed any probation may apply for a promotional 
position· opening. Employees ·on extended probation or 
promotional probation shall not be eligible to· apply. 
Employees may fulfill the requirements for promotional 
position openings scheduled dur:ing regularly assigned 
working hours without loss of compensation provided that 
advance arrangements have been made with the employee's 
supervisor and department head. · 

OPEN-COMPETITiVB./PROMO'.rIONAL RECRUITMBN'l'/SELEC'l'IOl\1 

A position that is open to qualified 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 cer'tified first and then 
the open list as provided in Section 3.7.04. 

CONTINUOUS RECRUITMENT/SELECTIONS 

The Personnel Officer may establish a continuous open­
competi tive 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 periodic 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.~ualify by the overall ranking system 
being utilized. 
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CONDUC"t OF EXAMINATIONS 

The Personnel Officer shall be responsible for the formula­
tion and· conduct .of the selection process. 

(A) 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 po~ition by utilizing job-related criteria in 
a thorough and fair method. T~e Personnel Officer 
shall utilize the most effective method available to 
assess the desired abilities of the candidates after 
consult.ation with the affected department head. An 
evaluation of education, experience and skills shall be 
a part of the selection process. The selection pi:ocess _ 
shall consist of oral interviews and/or any comb.ination 
of written or practical demonstration tasks depending 
upon the·needs of' the position.· Assessment centers and 
other methods may be utilized when feasible and 
desirable. 

(B) 

(Cl 

Oral boards should be composed of three (3) persons, if 
practicable, whose experience qualifies th~m 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· Senrice, an interviewer· may disqualify 
himself/herself from rating an applicant. 

The content of physical agility tests shall be deter­
mined by the Personnel Officer after consultation with 
the department head. Such tests shall be required for 
appropriate positions as qualifying only. 

Al'PLICANT RATING 

For skilled positions, unless otherwise 
position announcement, applicants shall 
attain a score of not less than seventy 
written portions of the selection process. 
the selection process may be designated as 
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only and only a pass or fail score will be given. For 
written tests,. the seventy percent (70%) representing the 
minimum score may be an adjusted score taking into conside­
ration the diffi9ulty 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 independen.t test,. the relative we~ght to the 
total score of each ·-of the tests sha;Ll be assigned by the 
Personnel Officer , or, in the case ol: Police Trainees and 
Recui ts, by the Chief of Police, and shall be stated in the 
position announcement. 

BEDICAL EXAMINATIONS 

Offers of .appointment to the City Service shall be cont'in­
gent upon and shall not be. effective prior to passing a City 
paid medical examiJ!ation 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 determined by the City. 

If a· candidate meets all of the City medical standards 
except for a minor medical condition which is deemed by the. 
City physician to be easily correctable, the candidate shall 
be required to sign an agreement that his/her employment 
shall be contingent upon complying 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 disqualified applicants who disagree with the 
physician's~ findings may discuss the findings with the 
Personnel Officer within five (5) working days after the 
City notice of disqualification as set forth in· Section 
3.5.18. The name of a medically disqualified candidate 
shall be removed from an employment list. 

OTHER REQUIRED EXAMINATIONS 

The Personnel Officer may require psychological or other 
types of supplementary exarnina tions 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. 
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HOTIFICATION TO APPLICANTS 

Applicants shall be notified in writing of the results of 
the selection process. 

REVIEW MID APPEAL BY APPLICANTS 

At the time an examination is given:,. applicants will be 
notified in.writing of the appeal process, which is: 

(A) Within five (5) working days after scoring of the 
written examination, a candidate may inspect his or her 
own. examination paper at the Personnel Office. 

All written examination materials shall remain 
confidential and no copying of questions or answers 
from ·any paper made available for ·.inspection shall be 
permitted. Any candidate violating this provision is 
subject to disqualific'ation from the written exami­
nation and possible disqualification from future 
examinations; further, ·on promotional examinations, 
such .violation may be gr.ounds for· disciplinary action. 
Decisions regarding disqualification shall reside with 
the Personnel Officer; decisions regarding disciplinary 
action shall be processed in. accordance. with Sec ti-en 
3 .14 of these Polici.es and Procedures; and 

(B) Within ten (10) w.orking days following any part of the 
examination, 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 invalidate any appointment 
previously made. 

PROBATION 

The probationary period of an employee shall co.ns ti tute the. 
final part of the selection process and successful com­
pletion of the selection· process shall occur with satis­
factory completion of the probationary period as set forth 
in Section 3.7. · 

-21-



City of East .!?a.lo Alto, California Number Effective Date: 8/29/8' 
.l:..?.. Issued: 

PERSONNEL POLICIES AND PROCEDURES Revised: 
91::'.Zi:'.85 

Subject: 

3.5.18 

Page 1 Of 7 
SELECTION PROCESS AND RECRUITMENT 

DISQUALIFICATION 

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; 

(A) Failure to meet the minimum qualifications established 
for the class; U .S ~ citizenship may be required for 
certain classes; 

.. 
(B) Physical or mental inability 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; 

(Fl Request by applicant to withdraw from cqnsideration; 

(G) Unsatisfactory.results from investigation ~f employment 
history and references; 

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

(I) Refusal to sign, unamended, the oath of office as 
required 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 
disqualification, disqualified applicants may appeal to the 
Personnel Officer for reconsider at ion. The decision of th 
Personnel Officer shall be final. 
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ESTABLISBl!mN'l' OP EMPLOYMENT LISTS 

After completion of the selection process, the Personnel 
Officer shall prepare and maintain lists cons is ting 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 Officer. 

CCOPEBATIVE USE OP EMPLOYMENT LISTS 

·In . the event that no employment lis't exists, 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 comparability. 

TYPES. OF EMPLOYMENT LISTS 

(A} 

(B} 

(C) 

(I.>} 

Open-Competitive 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 qualified. 

Promotional Employment List: Shall mean a list· .Q._f 
names of qualified current employees who have taken a 
promotional examination for a cl.ass in the City Ser'vic.e 
and have qualified. 

Reemployment Listi 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. 

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 

(A) 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 
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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 this section. 

(B} Promotional lists shall remain in effect for a period 
(l·) 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 the effective date of 
an open-competitive or promotional list for one (1) 
additional year beyond the original expiration date. 

(D) Reemployment lists 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 ar-e 
governed by Section 3.13: 

(A) Insufficient candidates in accordance with Sect1on 
3.7.04. 

(B} Insufficient candidates willing to be corsidered for 
vacanf positions or accept offers of em~loyraent1 or 

(C) Minimum. qualifications of a. position are revised. 

In the event that ·the Personnel Officer terminates an 
employment list, candidates remaining on the li.st will be 
notified in writing and advi•ed of the process to reapply. 
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llEMOVAL OF CANDIDATE PROM EMPLOYMENT LIST 

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

(A) The candidate requests in writing that his/her name be 
removed; .. 

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

· (C) Appointment of a candidate to probationary status in a 
·permanent position in the class for which the list was 
. established; 

(D) . Termination ·of· an employee· whose name appears · on a 
promotional· list; or · 

(E) Failure of a candidate to meet medical or other supple­
mentary standards required. 
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FILLING VACANCIES 

vacancies in the classified service may be f ilied from open­
competi ti ve, promotional or reemployment lists established 
and certified by the Personnel Officer, as well as by trans­
fer, demotion or reinstatement. ·In the absence of persons 
so eligible, temporary appointments for a limited duration 
may be made pending the establishpient of a new employinent 
list. · 

BTBOD.OP' FILLING VACANCIES 

(A) ··Whenever . a vacancy in the classified service occurs,. 
the department head shall notify the Personnel Office 
and/or submit a request for certification. Requests 
shall b.e in the form prescribed by the Personnel Offi­
cer. The Personnel Officer shall determine whether a 
vacancy may be filled through in-service personnel 
act'ion before certifying an employment list. 

(B) Prior to certifying a list or otherwise filling a posi­
tion the Personnel Officer shall evaluate the position 
to assure that it is assigned to the proper classifica­
tion, appropriately assigned within the organizational 
structure, i:\nd adequately funded. He/She sha11· also 
evaluate the continued need for the position. 

THE RULE OF THE LIST DEFINED 

The Personnel Officer shall ceriify the top seven highest­
rated eligible candidates from .the appropriate employment 
list to t.he department head to. interview· to fill available 
positions in a class. In the event no one is· selected and 
appointed 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. 



City of Ea.st Palo AJ.to, California Nl.llllber Effective Date: 8/2S 18' 
h1.. Issued: 

PERSOHNBL POLICIES ARD PROCEDURES Revised: 
9,!7,!85 

Subject: 

3.7.04 

3. 7 •. 05 

3.7.06 

. 

Page 2 Of 9 
APPOINTMENTS AND PllOBATION 

CERTIFICATION 

The Personnel Officer· shall certify employment lists in the 
following .order to department heads to fill vacant posi­
tions: 

(A) Reemployment List 

(B) Promotional List 
.. 

(C) Open-Competitive List,. including Reinstatement List 

Where both open-competitive and promotional lists exist, the 
promotional list shall be certified first. If a list 
cons is ts. of fewer. than seven ( 7) names, . these candidates 
shall be certified to the requesting department head, whc 
shall interview them. After suc;:h consideration, . the 
department· head may· request tl:iat the Personnel Officer 
certify or establish a new list as appropriate. 

ALTERNATE CERTIFICATION METHOD 

In the absence of an open-competitive, promotic;>nal ernploy­
.ment or reemployment list for a· classification in which a 
vacancy exists, the Personnel Officer may c~rtify an 
employment list for another classification having similar 
duties or higher qualifications and employment standards-. 
Appointments made in this manner shall be as valid in all 
·r.:spe:::tiO .n an appointment from a list for t.1e ::las9 ifica­
tion in which the vacancy occurred. 

APPOINTMENTS 

The department head shall interview candidates from the em­
ployment. list certified by th.e City Manager and then shall 
recommend his/her selection to the Personnel Officer·. The 
City Manager is ·the. final authority to approve or disapprove 
a recommended appointment and shall take action on such 
recommendation within five working 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. 
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TYPES OF APPOIH'l'MENTS 

Appointments shall be in the categories defined below: 

. (A) 'Permanent. An author !zed· full-time position for which 
permanent appointment. occurs after. successful cc;imple­
tion of the prescribed probationary period a.1d conti­
nued employment has been approyed by the City Manager. 

(B) Probationary. A probationary appointment to an 
authorized full-time or permanent part-time positio~ is 
the final phase of the selection process. Probationary 

. employees· .shall not compete -in promoti'onal selections 
or be promoted except from an open-competitive list. 
Tbe probationary period shall be for the period 
specified for the class. All vacant permanent posi­
tions shall be · filled by probation~ry appointments 
unless otherwise provided by these Policies and 
Procedures. 

(C) Permanent Part-time An authorized part.-time position 
which has work regularly scheduled for at ~east 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 
vacation, sick leave and paid. official holidays, pro­
rated for actual hours worked. Accrual of such bene­
fits shall occ~r only while the employee consistently 
occupies an authorized position which requires at least 
half-time work. 

(D) Part-time temporary An appointment to a position 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 nor 
seniority 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. 

_.,o_ 
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(El Temporary. Appointment for a limited duration, not to 
exceed one (1) year, to a full-time or part-time, non­
permanent position created: 

(1) for a special purpose; 

(2) to meet seasonal needs; or 

(3) to fill a vacancy due to i:llness, vacation, or 
pending establishment Of ari employmept list for 
the class. 

Such appointments shall be made from existing, 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 at the straight-time hourly rate. 
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 
grievance procedure. No person shall achiev.e proba­
tionary or permanent status as a result of appointment 
to a temporary position and such service shall not J;>_e 
counted as fulfillment of any· part . of probationary 
requirements in the event of subsequent·appointment to 
a pe..:mane:.:... :isitioI: by tne City Man<-:;::. 

ANNIVERSARY DATE 

Shall mean t:.he date of initial employment in the City Ser­
vice and shall be used· for the purpose of computing leave 
accrual and seniority. for permanent and probationary 
employees •. · The anniversary date. shall be adjusted when an 
employee is absent for· thirty (30) con· ·1tive calendar da,s 
or more in no-pay status including lee. ·of absence without 
pay and layoff. The anniversary dat:e f · i.l 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. 
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PROBATICNAR:! PERIOD 

(A) P7rmanent. a.pi::ointment to. a full-time or part-time pos i­
·~1on on 1n1t1al employment or promotion .shall be sub­
Ject to s~ccessful 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 
observing the employee's work, for securing the most 
effective adjustment of a new: ~mployee to the position 
through counseling and evaluation. 

(B) Length of Probationary Period: The probationary period 
for General full-time employees shall be for a period 
of not less than six (6) months of actual service and 
for permanent part-time employees not less than twelve 
(12) months of actual service. Certain job classifica­
tions in the City service may have probationary periods 
up to 18 months. The probationary period for police 
trainees and police recruits shall be 18 . months of 
polic~ service. The probationary period for lateral 
and prior service police officers shall "be no less than 
12 months. 

( C) 

The probationary period after a promotion. shall· begin 
on the date the employee is appointed to the new class 
and before the length of time .stated above. The nee€! 
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 Officer. 

Provisions regarding probation after reemployment are 
set forth in Section 3.13.25. 

Performance evaluations 
probation shall be as 
Performance Evaluations, 
and Hours. 

and merit 
set forth 
and Section 

increases during 
in Section 3.8, 
3.9, Compensation 

Completion and/or Extension of Probationary Perioa: 
The Personnel Officer shall notify the department head 
at least one and a half (l-1/2) months prior to the 
completion of an employee's probationary period. The 
department head shall submit to the Personnel Officer a 
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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 satisfactory to justify a permanent appoint­
ment. The .Personnel Officer may, on the written 
recommendation of a department he.ad, extend the 
probationary period up to, and no.t 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 e.xtended probation accrue sick leave but 
not service credit toward merit increases. An employee 
shall ·not compete in any promotional recruitment 
process while on extended probation. 

(D) Rejection of Probationary Employee: During .. the · 
probationary period, an employee may be rejected at any 
t.ime without the right of appeal or recourse· to the 
grievance procedure. Notification· of termination shall 
be in writing to the employee at least five (5) working 
days prior to termination. Probationary employees may 
be paid for the five (5). working days in lieu of 
receiving notice if it is determined to be in the best 
interests of the City. 

An employee rejected during a· promotional or transfer 
probationary period shall be reinstated to a V·'lcarr~ 
pos1 .. on, i£ available, in t:ie c.i.a.ss from whic:1 r.e/sr:" 
was promoted or transferred, unless rejected on the 
basis of charges leading to discharge. I.f no vacancy 
exists, the employee may exercise displacement proced­
ures set forth in Section 3.13. Probationary 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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A permanent employee who resigns in good standing, upon 
written request and the submission of a current employment 
application, 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
t.i ve date of such resignation . (refer to Section 3. 7. 04 for 
certificaton priority).· Final approval of any reinst.atement 
shall reside with the Personnel 0£ficer; it shall not be 
mandatory to reinstate a former employee. 

Reinstatement shall be contingent upon successfully passing 
a medical examination as required 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 •. Rei.1stated. employ­
ees shall not rec.eive credit for ·former employment· in com­
puting pay, benefits or seniority except after reinstatement 
from military leave (see Section 3.12.16; Section 3.B.09 
sets forth requirements for evaluations following reinstate­
ment; also Section 3.7.04 for certification priority). 

3.7.11 TRANSFER 

Upon approval by the Personnel Officer, an employee may 
transfer or be. transferred from one position in a cl.ass to a 
vacant position 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 an~ City Codes. 

Transfers shall not be 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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PROMOTION 

A promotion is an appointment, 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 list. Probationary 
ernploye~s ·are not eligible for promotion except on appoint­
ment from an open-competitive list. (Probation; performance 
evaluations, compensatio.n after promotion shall be as set 
forth herein· and in Sections 3.8 and 3.9) 

' " 

DEMOTION 

(A) Voluntary l>el!llotion: Upon an employee's request, and 
recommendation of the department head, the Persom ' 
Officer may demote an employee to a classification w:i. · 
a lower pay range for which the employee meets tt._ ' 
minimum qualifications. and in which the. employee ha:? .• , .... 
previously served.. Assignment to a pay step in th:O'.t.::; 
lower ran9e shall be as set forth in Section 3.9.09. · 

(B}_ 

(C) 

(D) 

Involuntary Demotion: An employee 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 qualifications. (~his. procedl1re is set forth 
in Section 3.14 Discipline, Section 3.8, Performance 
Evaluations and Section 3 .3 Compensatic.1 and Ho1.;~s.) 

Notice: Advance wr i-tten notice of demotion and the 
effective date shall be provide to the employee. 

Probation: Probation after .demotion may be required as 
set forth in Section 3.7.09. 

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 PHOTOGRAPHS 

3.7.16 

Any person being considered fer or employed in the City 
Service may be finger-p~inted 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. 

BIR'l'Ii 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 ~mployee. 
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PURPOSE 

The ·primary purpose of evaluation of woi.k 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 peri.od 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 demonstrated, anCI other pertinent factors 
which indicate the value of the employee to the City •. Per­
formance evaluations are a continuing record of an employ­
ee! s performance and. progress and are a consideration in 
merit increases, . promotions, reinstatemen~, dis.ciplinary 
actions, and other appropriate personnel actions. 

PROBATIONARY PERIOD 

Employee shall be evaluated at the end of each month for the 
fi.rst three (3) months q~ actual service but may be evaluat­
ed at any o.ther time as well as during initial or promotion.­
al probation. At the time of each evaluation, employees 
shall be advised verbally and in writing by· the evaluating 
supervisor of any improvement required and specific sugges­
tions for such improvement. Thereafter · evall:lations · shall 
occur as follows: 

(A) General full-time employees who successsfully complete 
the first. :ee (3) months shall be reevaluated ·at 
least four •. an (14) 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) calend>r days 
before twelve (12) months of actual service whicn 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. 
During Police Field Training, a police recruit shall be 
evaluated in accord~nce with the East Palo Alto Police 
Department Field Training Manual and at least once 
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each employee work week. After release from field training 
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 service. 

(C) Lateral and prior service police officers shall be 
evaluated at least every three (3) months while on 
probation which ,shall be 12 months: of police service. 

The evaluation completed at or before, the end of probation 
shall state successful or unsuccessful completion of proba­
tion and shall be accompanied by a personnel action form 
recommending 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. 

EX'l'ENSION OF PROBATION 

In the event that an extension of initial or promotional 
pr,obation 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 separation or dernoli ti-en 
results. 

SATISFACTC~~ PERFORMANCE EVALOAT~JNS AND MERIT INCRBA3ES 

Performance evaluations are conducted regularly over the 
entire period of employment for each employee. Merit 
increas.es and , employment are contingent upon continued 
satsifactory perfoi;:mance 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 eligible full-time employees 
if the employee was appointed at .the fii:st step cf the 
salary range in the class to which appointed. The date of 
such increase shall be the evaluation date. Ea,.::i 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 mei:it 
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i.ncrease shall be granted to the next higher step. Upon 
compl.etion of the probationary period, permanent part-time 
employees shall be evaluated each twelve (.12) months of 
actual service and shall be granted applicable merit 
iocr.eases to t.he next higher step in the pay range as stated 
above when a satisfactory evaluation is received. The date 
of such increase shall be the evaluation.date. 

· Police Trainees and Recruits shall be evaluated during 
attendance at an assigned police academy and Field Training 
Program and upon satisfactory eva.luation shall receive 
increases as set forth in Section 3 .9 .04. Advancement to 
the Police .Officer. job class shall occur upon satisfactory 
evaluations in arid successful completion of the Field 
Train-ing Program. Thereafter, evaluations shall occur as 
set forth above. 

CNSATISFACTOR::l PERFOR.'ll!ANCB EVALUATIONS MID MERIT INCREASES 

In the event that ·an ·employee receives an· unsatisfactory 
performance evaluation ·after completion of probation on 
his/her evaluation date any applicable merit· increase shall 
be withheld~ .. Said employee shall be counsele.a and reeva.:.. 
luated each thirty (30) calendar days of actual service 
thereafter until a satisfactory evaluation is achieved. The 
new evaluation ·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 achieve a. satisfactory evaluation within a 
reasonable period shall be subject to disciplinary proceed­
ings as appropriate. 

PERFORMANCE EVALUATION AT SEPARATION 

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. 

PERFORMANCE 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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shall be unchanged.. An employee who has successfully held 
position in the lower class generally shall not be required 
to undergo additional performance evaluations.· However 
probation, and/or evaluations may be required at th~ 
department management's discretion if for disciplinary 
reasons, or general incompetence or, if voluntary demotion 
is requested to avoid involuntary demotion or other disci­
plinary action. 

. . 
PERFORHANCB EVALUATIONS FOLLOWING PROMOTION 

The new evaluation date 
promotion and shall be 
employees in Section 3.7. 

shall be the effective date of 
as set forth .for· probationary 

PERFORMANCE EVALUATIONS FOLLOWING CERTAIN O'l'HIS:R PERSONNEL 
ACTIONS (TRANSFER, REINSTATEMENT, LEAVE OF ABSENCB) 

An employee's annual evaluation date shall not change fol­
lowing transfer, bowever, .at the department head's discre­
tion, monthly· performance evaluations may be required· to 
determine the employee's progress if· job duties differ 
substantially. Employees who are reinstated shall have an 
evaluation date established on the anniversary of the eff ec­
tive date of reinstatement; performance evaluations may be 
required at the department head's discretion or if t-he 
reinstated employee has been absent for one (l) year. 
Employees who are absent. from service on leave or l~yoff f0c 
thi.o:":y (JO) or niece consec·..t;:ive 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 credit for such 
leave. 

OTEER 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 writing of the frequency with which evaluations shall be 
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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 
performanc:e _evaluation also may be prepared at the request 
of an employee. 

SIGRIFICA!ilT INCIDENT REPORTS 

Any . significant substantiated incident, either posit'ive or 
negative, relating to an employee's job performance shall be 
documented 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. su·ch inci­
dents are to be incorporated in the employee's next perform­
ance evaluation. Undocumented incidents shall not be used 
to substantiate proposed 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 discussed by the super­
visor with the employee and signed· by the employee· being 
evaluated at the time of counseling and evaluation. Appro­
pr iat'e department management shall review and sign the form 
before routing it to the Personnel Officer for review. A.n 
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 evaluat_ion 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 to the employee. 
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PROCED~S 

All performance evaluations shall be completed and forwarded 
to the Personnel Officer within ten (10) working days after 
the employee's evaluation date .. eitcept performance evalua­
tions 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 Off~cer.· 

.. 
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~ PAY PLAN 

The current City Pay Plan adopted by the Council shall 
.establis~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 responsibilites. 

ADMDIISTRATIOH OF THE PAY PLAN 

The Personn~l Officer snall 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· Officer may also recommend pay plan modifi-' 
cations at any other time to the Council. Such recommenda­
tions shall be subject to the meet. and co.nfer process. 
Recommended adjustments shall become effective upon adoption 
by .the Council. · · 

PM l;IPON INITIAL APPOINTMENT 

Initial pay for an employee in the City Service shall be at 
the first step of the salary range in effect for the class 
to which appointed, e..!Ccept that the City Manager may 
authorize appointment at a· higher step within the salary 
ran e of the class whe ines that e ui,ty ai:id 
the interes .s o City will best served. 

MERIT INCREASES 

(A) Upon the completion of six (6) months of actual initial 
or promotional probationary service after receiving 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 
initially appointed ·to the first 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 appointed to the second step and above 
are eligible to receive a merit increase upon receiving 
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a satisfactory preformance evaluation after twelve (12) 
.months of actual service. Each twelve {12) months of 
actual s.ervice thereafter, each employee ·receiving a 
satisfactory performance evaluation. shall receive a 
merit increase to the next _higher . step until the top 
step 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 classification. Permanen!;:. part-time employees 
shall be entitled to merit increases upon the satis­
factory 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. c~ 
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 tl)e interest of. the. City will best be 
.served. 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 
probationary period. 

In the event that an employee does not. receive a 
satisfactory perf~rmance rating on the evaluation date, 
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, 
provided such merit ·increase does not exceed maximum 
step established for the job classification. Merit 
increases delayed due to the unsatisfactory performance 
rating or extended. probation shall not be retroactive 
and shall cause ·an adjustment to the evaluation date. 

WORK IN A HIGHER CLASS 

An employee who is designated officially by management to 
perform all or substantially all of the duties of a vacant' 
position or an absent employee. 'in a higher-paid cl assi f !ca­
tion 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 
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tha~ his/her current base pay rate after ten (10) consecu­
tive full workdays or· in accordance with the prov.isions of 

·the current applicable Memorandum of Understand1ng • . 
A management employeec-assigned officially 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 current base 
pay rate, provided: 

(l) the assignment is of 
duration and for 
replacement; and 

thirty (30) calendar days or more 
purposes other than vacation 

(2) all · of the duties of the higher-paid class are 
performed. 

PAY FOR fiORX OR OFFICIAL HOLIDAYS 

(A) Eligible full-time employees not riormally required to 
work O!l official holidays shall be compensated at the 
rate of one and one,-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. 

(B) Eligible full-time 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 receive additional compen­
sation. 

(C) All sworn employe.es 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: 
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For the City's 12 official holidays during the calendar 
year, six ( 6) day~ taken as days off, and f~ll pay at 
straight time for• six days; prorated for those 
employees who work for only a portion o.f the calendar 
year. Payment for the above wil'l "1>e on the first 
payday after July 1st and January 1st of each year, for 
three holidays or twenty-four (24) hours straight time 
pay. 

PAl!' FOR OFFICIAL HOLIDAYS 

(A) Permanent and probationary full-time employees shall 
receive straight-time pay based upon an average of the 
actual hours worked during the preceding month or as 
specified 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 straight-time pay for one­
half of the hours included in each official holiday. 
Other employees shall · not be eligible for paid 
holidays. · 

(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 be 
recorded as a paid holiday for payroll purposes unless 
provided otherwise in the current applicable Memorandum 
of Understanding. 

(C) Employees on approved leave of absence without. pay 
shall not receive compensation for official holidays. 

PAY FOLLOWING PROMOTION 

An employee promoted to a higher-paid 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 established as set forth in Section 
3.8. 08. . 
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PAY FOLLOWING DEMOTION 

An employee demoted involuntarily 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. Evaluation dates shall be as set 
forth in Section 3.8.07. 

PAY FOLLOWING TRANSFER 

An employee transferred to a position within the same 
classification or to another classification with the s·ame 
pay range shall retain the same rate Of base pay and the 
same·· evaluation date. A merit· increase s.hall not be 
applicable at the success ~ul completion of any· probation or 
evaluation period required as a result of .a transfer. 

ADJUSTMENTS 

The City Manager may authorize step adjustments within the 
pay range of a classification when he/she determines that 
equity and the i.nterest of the City will best b·e served. 

PAY FOLLOWING RECLASSIFICATION 

An employee whose position is reclassified to a h~gher-paid 
class· and who is appointed to the reclassified position, 
shall be assigned to the first step in the new pay range or 
the step which is closest to but not lower than the 
employee's current base pay in the former classification. 
An employee whose position is reclassified to 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 
employee is appointed to a 
'ue to reclassification, 
reorganiza.tion and retains 

is said to be Y-r ated when an 
classification in lower pay range 
elimination of a position, or 

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

i: is the policy of .the City that overtime work is to be 
iiscouraged. All overtime, in order to be compensable, must 
be autborized by the department head or his/her designated 
representative 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 dattl on which· the 
overtime was worked. Unauthorized overtime shall· not· be 
paid. · 

{A) Eligibility - Permanent and probationary full-time non~ 
management employees are eligible for overtime pay.{\\: 
Management employees .. shall not be eligible for overtim~>,. 
except as authorized 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 City Manager. 

{B) Overtime Pay - An eligible employee who is required .t.G 
work in excess of the regular working hours during any 
one (8) eight hour d<1y shall be compensated by overtime 
pay as set forth 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 . consider.ation for employee 
preference, budgetary constraints, and staff schedul­
ing. 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-. 



' 

City of East Palo Alto, California Nlll'llber Effective Date: 8/29/85 
3.9 Issued: -PERSONNEL POLICIES AND PROCEDURES Revised: 

9{.7 {.85 

Subject: 

3.9.15 

3.9.16 

3.9.17 

3.9.18 

3.9.19 

' Page 7 Of 10 
COMPENSATION AND BOORS . 

PAY IN A CIVIL DISASTER OR EMERGENcY 

Overtime provisions shall be suspended in . a· disaster or 
emergency when by .law all employees automatically become 
civil defense w.orkers. · ·. -rrt such event, compensation 
procedures shall be determined by the City Manager based .on 
the circumstances.. · · · 

CALL BACK PAY FOR G3NE.RAL EMPLOYEES . : 

Eligible employees called back for previously unscheduled 
working during off-duty hours shall be paid as set forth" in 
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 while assigned to standby 
status •. 

m!ERGENcY CALL-BACK PAY. • -

Sworn Police called back to work in an emergency situation 
shall be paid as set forth in the current . applicable 
compensation and benefits approved by Council Resolution. 

STANDBY PAY FOR GENERAL EMPLOYEES 

Employees designed for standby status shall be compensated 
as set forth in the current applicable compensation and 
benefits approved by Council Resolution. 

COURT TIME PAY 

Sworn Police Officers subpoenaed to court as an officer of 
the City during off-duty hours shall be compensated as set 
'forth in the current applicable compensation and benefits 
approved by the Council Resolution. 
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EDUCATIONAL INCENTIVE PAY 

Upon submission of proper documentation and approval by the 
City Manager, Sworn Safety non-management employees shall 
receive educational incentive pay in addition to b~~e 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 sue...: 
cessful completion, provided initial probation has been. 
successfully completed and documentation is submitted within. 
six (6) months, which shall be the maximum period of retro­
activity. Retroactive educational incentive pay shal.l not 
be paid if claimed after employment ceases wi_th .tqe City. 

SPECIAL ASSIGNMEN'l'/QUALIFICA'l'ION PAY 

Upon submission of proper documentation and approval by the 
City Manager, Sworn Safety non-:-management employees shall 
receive special assignment/qualification pay in addition to 
base pay as set forth in the current applicable compensation 
and benefits approved oy Council Resolution. .Additional 
compensation· shall be only for the du.ration of the 
performance of such duties. 

PREMIUM PAY 

Premium pays 
compensation 
Resolution. . 

shall be as set forth in·the cur.rent applicable 
and · benefits approved by the Council 

COMPOUNDING OF PREMIUM PAY 

In the event that an employee becomes eligible for two or 
more premium 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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UNI I' ORMS. 

Employees required to wear, purchase, and/or maintain 
uniforms shall be provided uniforms or .a uniform allowance 
as set forth' in the current <1pp:ticable · compensation and 
benefits approved by Council/Resolution. · 

WRK Mmlt AND HOURS 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 pu~lic-safety employees shall consist 
of forty (40) hours· in a seven (7) day work period. 
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 consider.ea 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· forcy 
(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 with the approval of 
the City Manager. 

(D) Offices of the. City except those for which special 
regulations are required, 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 holidays. 
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(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. 

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 
departments and r~ported as. prescribed by the Personnel 
Officer. 

PAY PERIODS 

The periods on which pay checks shall be based are the 
· twenty-six bi-weekly fiscal accounting periods established 

by the Finance Director. 

PAY DAYS 

Pay days shall normally be the Friday after the ending date 
of the most recent pay period, unless, due to holidays and 
other circumstances, the City Manager authorizes an ea.rlier. 
pay day. 

DEDUCTIONS 

Deductions from employees' . paychecks . shall be made in 
ac.cordance with prevailing laws, contracts, and 
administrative rules and regulations. 

-so-
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3.10.0l OFFICIAL HOLIDAYS 

The following official holidays are observed by- the City: 

New Year's Day, January 1 

Martin Luther .King Day, 3rd Monday .in January 

Lincoln's Birthday, February.12 

Washington's Birthday, February 22 or its legal substitute 
(third Monday in February) 

Memorial Day, May 31 or its legal substitute (last Monday in 
May) . 

Independence Day, July 4 

Labor Day, first Monday in September 

California's Admission Day, September 9 

Veteran's Day, November 11 

Thanksgiving Day, fourth Thursday in November 

Day after Thanksgiving, 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. 

3.10.02 OTHER 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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3.10.03 QTBER :RELIGIOUS HOLIDAYS 

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 Servic.e and if not approved, :no pay or other time 
off shall be given in lieu thereof. 

~.10.04 EFFECT OF OTHER LEAVE ON HOLIDAYS 

When a day designated as a holiday in Section 3.10.01 occurs 
during an employee's vacation leave, for payroll purposes 
the day shall be charged as a holiday 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. 

3.10.05 PAY FOR HOLIDAYS AND PAY FOR WORK ON HOLIDAYS 

See Section 3~9, Compensation and Hours. 
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3.11.01 I!i'.L'ENT 

Sick leave shall be allowed and used only in cases of actual 
personal sickness or disability, medical -of- dental treat­
ment, or as authorized for funeral/emergenc¥ .leave, family 
illness and injury; and as ·an income supplement ·to workers' 
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 descr i.bed 
herein. -

Employees shall not .be entitled to sick leave for: 

(A) 

(B) 

(C) 

Disability arising from or· caused by willful. misconduct 
or non-City employment of the disabled employee; 

Sickness or 'injury during leave of absence without pay; 
and 

Absences caused by intoxication or excessive use of 
intoxicants or drugs, except as authorized in 
accordance with Section 3 .11. 07. 

3.11.02 ELIGIBLE EMPLOYEES 

Only permanent and probationary employees shall tie eligible 
to accrue and use sick leave as provided in this Section. 
Other employees shall not be eligible · to receive this 
benefit. 

3.11.03 ACCRUAL 

Permanent and probationary full-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
tirne employees who regularly work at least twenty (20) hours 
per week shall accrue sick. leave on the basis of actual 
hours worked each bi-weekly pay period. 
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An employee who is in pay status at least one-half of 
his/her regularly scheduled work hours in a pay period shall 
accrue one-half of the regular monthly sick leave for that 
pay period. An employee who is in pay status less than one­
half of his/her regularly scheduled work hours in a pay 
period shall accrue sick leave for that pay period. For 
definition of pay period, see Section 3.9. There shall be 
no maximum limit on accumulation o.f unµsed sick leave. 

3 .11. 04 PROBA'l'Ic::>NARX EMPLOYEES 

Probationary employees shall .accrue and may use earned. sick: 
leave. from the date of initial appointment in accordance 
with provisions of this Rule. 

' 3.11.05. CHARGE FOR USE OF SICK LEAVE 

Eligible employe·es shall be charged for sick leave used to 
the nearest half hour commensurate with hours of absence. 

3.11.06 USE OF SICK LEAVE 

{A) 

(B) 

In order to receive sick leave compensation, an em­
ployee. who is unable to report to work due to illness 
or injury . shall notify his/her irnrned iate super vis.or 
prior to or within one (1). hour after the time set for 
reporting to work. Police Department policies in 
effect upon adoption 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 absenc• being considered unau­
thorized leave which shall not be compensated. The' 
determination in this regard shall be made by the 
department head subject to final approval of the City 
Manager. 

It shall be the responsibility of the employee on sick 
leave to inform his/her iI1U11ediate supervisor or 
~epartment 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 employee 
shall contact his/her immediate supervisor or depart­
ment heap at +east 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 recove·i;-ed 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 pursuant to provisions for such leave or 
may permit use of other accrued leave. available. No 
employee shall take sick leave with pay in excess of 
accrued leave. 

3.11.07 .MENTAL BXALTH, DRUG AND ALCOHOL REHABILITATION 

The City Manager, upon recommendation of the department 
head, may approve use of sick leave, other available leave, 
or a leave absence without pay, as appropriate, to enable a 
permanent employee who requests such leave to participate in 
programs and fac;:ilities for mental health, drug or alcob.QJ. 
rehabilit.ation, and may refer the employee to appropriate 
counseling or rehabilitation resources when: 

(1) 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. 

An employee sh.all 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 CERTIFICATI~ OF CAUSE 

An employee who is absent on sick leave three (3) or more 
consecutive working days shall file with the Personnel 
Officer I through department management, a physician Is 
certificate or personal affidavit explaining the cause of 
such absence •. .. 
When an employee's period of absence exceeds two (2) 
calendar weeks,· the City Manager may require submittal of 
periodic reports from the attending physician concerning the: 
employee's condition and ability to return to and continue 
work and may require the employee· to submit to an 

· examination by a City designated ph.ysician. 

Nothing herein .shall prohibit the department .head or - · 
Personnel Officer from requiring a physician's certificate 
for each absence, regar·dless .. of duration. 

3.11.09 ABUSE OF SICK LEAVE 

Frequent use of sick leave, ff riot corrected after 
counseling, may be considered abuse of ·sick leave. Abuse of 
sick leave shall be just cause for disciplinary action. If 
it is substantiated that an eligible employee has receiv.ed 
paid sick leave in violation of the provisions of this Rule, 
the City Manager shall require restitution and shall revoke 
any further paid sick leave during the same period of 
absence. 

3.11.10 MEDICAL AND DENTAL APPOINTMENTS 

Employees ·shall schedule medical and dental appointments 
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. 

3 .• 11.11 FAMILY 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 
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members of his/her immediate household who hav.e suffered an 
illness or injury. This provision includes attendance on 
date of spouse's childbirth, surgery, and urgent medical-­
attention :t:or household members. Upon written request fr.om 
an employee, the Cit.y Manager may appro've in advance an 

·.extension 'Of this provision to other, members of the 
illllliediate family when circumstances ,warrant.' 

SICK LEAVE DURING VACATION MID CH OFFICIAL HOLIDAYS 
' . 

If an eligible employee becomes ill or injured while on 
authorized vacation leave, the City Manager may ·approve 
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 official holidays. · · 

CSE OF .MEDICATION WHICH AFFECTS PERFORMANCE 

In the event an employee, for medical reasons, is required 
to take medication which may affect his/her ·ability to 
perform his/her regular duties. (e.g. driving, opera.ting 
machinery), . the employee sh.all so advise his/her supervi'sor 
to enable appropriate assignment· of duties. A doctor..'...s 
confirmation of the need for such medication may be required 
in cases of sustained or frequent use. 

3.ll.14. REQUIRED ABSENCE DUE 'l'O PHYSICAL OR MENTAL UNFITNESS 

Whenever th·e 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 
examinat-ion/evaluation . by a City designated physician at 
City expense. 
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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 ... C\nd . may not be a bas is for charges of sick leave 
misuse or excessive absenteeism, however, refusal of an 
employee to comply with this section shall be just cause for 

·disciplinary action. 

!!!EDICAL EXAMIW\TION/EVALUATIOR 

The City Manager may, at City expense, authorize a medical 
examination/evaluation of emplo.yee health/.fi tness when 
determined 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 physical examina­
tion forms will remain . iorith the examining physician. 
However, any recommendations by the physician to the 
employee to.correct any physical problem determined outside 
"normal limits" by the physician for .that individual shall 
be forwarded· to the Personnel Officer. 

MEDicAL RELEASE 

An employee who has suffered an ·illness or inj ui::y of 
potentially 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 l;lealth · 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 physician,.and may disapprove the employee's 
return to work if, in the opinion of the City physician, the 
employee constitutes a liability _;risk. The City Manager may 
order an employee to return to work if the City designated 
physician reports .the employee is capable of doing so. 

;:-
An employee absent' for any period of time due to an injury 
on which a worker's compensation claim was submitted shall 
be required to submit.a medical release before returning to 
work. 
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3.11.17 PAYMENT FOR UNUSED SICK.LEAVE 

A. The rate of pay to be used in calculating the payment 
for such leave shall be the rate of pay at.the time of 
accrual, · and ·not the rate of· pay at any subsequent 
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 wh"ich 
payment is not provided shall be cancelled and sliall 
not be restored if the employee is reinstated, (See 
Section 3.l3.2lt. · 

When termination 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 
Officer. In the event an employee has not designated a 
beneficiary, the payment shall be made to the estate of 
the employee. 

3. ll .18 PREGNANCY DISABILITY LEAVE 

See· Section 3.li.18. 

3.ll.19 INDUSTRIAL DISABILITY LEAVE 

An employee who is unable to work due to an ln]ury or 
illness, ar !°sing 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 
provision of Section 11. 20, as follows: 

·"· 

A. A Sworn Safety employee shall be granted industrial 
disability leave and temporary disability benefits in 
accordance with Section 4850 of the California Labor 
Code. Temporary disability payments shall be end·orsed 
t() the City during such leave. 
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B. A General permanent employee shall be granted l,eave 
with full compensation for the initial three (3) 
months. Use of sick leave shall not be required during 
that period, however temporary disability and long term 

·disability payment shall be integrated and endorsed to 
the City. Fringe benefits shall be continued as usual. 
A.fter the initial three (3) months, -until the employee 
is recovered, or determined permanent and stationary or 
permanently disabled, workers' compensation and long 
term disability benefits may be integrated with unused 
sick leave to assure no loss of pay. The employee 

c. 

.shall be ·responsible for payment of the .cost of 
continuance of any health, _life, disability or dent-~1 
coverage which he/she desires to retain. 

A General .non-permanent employee shall 
temporary disability payments in accordance 
l~- . 

receive 
with th/'.-':.;, 

~.: ._ : ·~'. 

D. Employee returning from industrial disability leave 
must submit a medical release in compliance with 
Section 3.11.16 before the first day at work. 

E. In the event that· an employee's claim of industrial 
disability is disallowed, any time off work for t.fie 
disallowed disability shall be charged to sick· leave, 
or if the employee so requests may charaged to other 
available leave or deducted from pay. 

F. Employees shall be subject to light duty requirements 
in Section 3.11.20. 

3.11.20 LIGHT DUTY 

A. Industrial Disabilities . In the event that an employee 
on industrial disability leave is medically certified 
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 assignment which compl( 
with medical restrictions. Such temporary we -
assignments may be to the same class the employe~ 
normally occupies or to another class, division, or 
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·department, as the needs of the City require. Medical 
release provisions of Section 3 .11 •. 16 shall ·apply and be 
complied with before the first day at work. An employee on­
a temporary l'ight 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 in Section 3.11.19 shall be paid for hours worked 
only. 

Light duty assignments shall. be during periods of recupera­
tion or until an employee's condition is. declared permanent 
and stationary_. Doctor's certificates shall be requ·ired at 
two (2) week. intervals to evaluate progress and enable a 
return to full duties as soon as medically approved. 

B. Non-Industrial Disabilities Employees who are 
medically certified able to return to work with 
spec.ific restrictions, may request a temporary work 
assignment which complies with medical restrictions. 
Such requests shall be granted or den'ied at the 
discretion of the City Manager depending ·on the nature 
and severity of the disability and the needs of · t1'le 
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 iight duty assignments shall be 
off duty on official holidays. 

D. Light duty assignments shall be evaluated regularly and 
shall require the written. approval of the City Manager 
for periods in excess of fourteen (14) calendar days. 

GI 
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E. Nothing herein shall require the City Manager to 
approve light duty assignments nor ·shall- give an 
employee the right to refuse an assignment which 
complies wlth medical restrictions. Such refusal may 
subject an employee to loss of benefits and/or 
disciplinary action. 

3.11.21 ADMINISTRATION 

The City Manager shall establish 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 Section the City Manager shall malte the _ 
final determination. 

-62-




































































