
RESOLUTION NO. 2012-59

A RESOLUTION OF THB CTTY COUNCIL OF THB CITY OF ROHNERT PARK
APPROVING AND ADOPTING A MEMORANDUM OF AGREEMBNT WITH THE

SERVICE BMPLOYEES' INTERNATIONAL UNION, LOCAL 1021 (SBIU)

\ryHERBAS, on April 70,2012, the City Council approved a tentative labor agreement
with the Service Employees' International Union, Local l02l (SEIU), which had been ratified by
the membership of SEIU; and

WHEREAS, staff has prepared a final Memorandum of Agreement with SEIU in
accordance with Cotmcil direction;

NOW, THBREFORE, BE IT RESOLVED by the City Council of the City of Rohnert
Park that it does hereby approve and adopt the Memorandum of Agreement for the Service
Employees'Intemational Union, Local 1021 (SEIU), which is attached hereto as Exhibit "4."

BE IT FURTHBR RESOLVED that the City Manager is hereby authorized and
directed to execute documents pertaining to same for and on behalf of the City of Rohnert Park.

DULY AND RBGULARLY ADOPTED this l2th day of June ZOt2.

CITY OF ROHNBRT PARK

ATTEST:

AHANOTU:âV€ BELFORTE: {I,IL CALLINAN: f}VE STAFFORD: A./T MACKENZIE, ftrVEAYES:($ ) NOES:(S )ABSENT:(p )ABSTAIN:(p )

JH-S:05-d



Exhibit A

ioq{:,*I

!¿ffiiqr}

MEMORANDUM OF AGREEMENT

BETWEEN THE

THE CITY OF ROHNERT PARK

AND THE

SERVICE EMPLOYEES INTERNATIONAL UNION
(s.E.r.u.) LocAL 1021 MATNTENANCE WORKERS

EFFECTIVE July 1, 2OL2- June 30, 2013
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MEMORANDUM OF AGREEMENT

Pursuant to Government Code Section 3500 et. seq., the Service Employees lnternational Union
(S.E.|.U.) Local 1-02L and the representatives of the City of Rohnert Park have met and conferred and
hereby submit their joint recommendations for compensation and benefít adjustments for represented
Rohnert Park City employees in the Department of Public Works.

1. Hours of Work

1.1 Regular Workweek
The regular workweek for all employees shall consist of consecutive workdays, Monday
through Friday. With agreement between an employee and his/her supervisor, the
employee may volunteer for a regular work schedule other than defined in this section.

L.2 AdditionalShifts
ln the event the City establishes additional ongoing shifts, i.e. swing or graveyard shifts,
City agrees to meet and confer with S.E.l.U. to develop a program for shift differential pay.

1.3 Temporary Alternate Work Schedule
The City may, from time to time, need to schedule work at times otherthan the regular
workweek. ln such instances, the City will establish a "temporary alternate work
schedule," that wíll not exceed two months in duration. The City will publish the work
assignment and temporary alternate work schedule at least seventy-two (72) hours prior
to schedule implementation. Supervisors may request and employees may voluntarily
agree to work according to a temporary alternate work schedule. The decision by any
employee to not volunteer to participate in a temporary alternate work schedule shall
not be cause for any disciplinary action by the City. Among employees that voluntarily
agree to a temporary alternative work schedule, preference and priority of assignment

. will be made on a seniority basis. The City agrees to pay employees that volunteer for a

temporary alternate work schedule at a rate equalto one and one half (I%l times the
employee's regular hourly rate for all hours worked except the City agrees to pay
employees two (2) times the employee's regular hourly rate for all hours worked between
midnight (12:00 a.m.) and 6:00 a.m., and any hours worked on any Saturday, Sunday or
holiday as defined by this agreement.

2. Overtime

2.L Overtime Compensation Rate

Overtime compensation at the rate of one and one-half (1%) times the employee's regular
hourly rate shall be paid for all hours worked;

(a) ln excess of forty (40) hours in any workweek.

(b) ln excess of employee's regularly scheduled shift, as may apply in accord with Section
L above, in any one workday;

(c) On any Saturday or Sunday, or Holiday (with certain exceptions listed below in this
Section) as defined by this agreement.

Overtime compensation at the rate of two (2) times the employee's regular hourly rate
shall be paid for all hours worked;

(a) Between midnight (L2:00 a.m.) and 6:00 a.m. o¡q a weeknight or weekend.
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2.2

2.3

2.4

2.5

2.6

2.7

(b) On Easter Sunday, Thanksgíving Day, Christmas Day or New Year's.

Compensatory Time
A maximum of one hundred twenty (120) hours of compensatory time off may be accrued
by an employee by mutual agreement of the employee and the Assistant City Manager.
Accrual and/or utilization of compensatory time may not be unreasonably denied.

CallBack
Employees who are called back to work after having left the work site shall be entitled to
a minimum of two (2) hours pay at the overtime rate. Callback is when an employee is
requested to respond and does respond to a Public Works assígnment between the
employee's normal quitting time and normal starting t¡me.

Weeknight Stand-by Pay

Employees scheduled to be immediately available on weeknights (Monday through
Friday) shall be considered to be on weeknight stand-by duty and shall be paid at a flat
rate of 530.00 for each four hour shift while on stand-by duty and available for handling
calls.
(a) Employees assigned to weeknight duty shall be responsible for lock-up of the

Corporation Yard (not to exceed 30 minutes) which is determined to be compensated
as part of the weeknight stand-by pay.

Weekend and Holiday Stand-by Pay

Employees scheduled to be immediately available on weekend and holiday stand-by duty
shall be considered to be on stand-by duty and, in order to comply with the Fair Labor
Standards Act, shall be paid at a flat rate for a twenty-four hour period. The rate shall be
SSO.OO for each four hour shift .

Stand-by Duty Work Assignments
Employees on weekend and holiday stand-by duty shall be required to perform certain
routine assignments including but not limited to the routine inspection and maintenance
of facilities, such as wells, sewer plant, parks, swimming pools, buildings, etc. Routine
assignments shall not exceed one (1) hour, which is determined to be compensated as
part of the standby pay.

Stand-by/Call-out Minimum Pay

Public Works stand-by/call-outs are subject to a one (1) hour minimum, except that:

(a) Stand-by/call-outs on the weekend, between the hours of 12:00 a.m. and 6:00 a.m.,
are subject to a two (2) hour minimum, with a limit of six (6) hours per day; and

(b) Stand-by/call-outs at any time on Easter, Thanksgiving, Christmas Day or New Year's
Day are subject to a two (2) hour minimum.

(c) Any Public Works employee on stand-by who is required to work shall be
compensated at one and one-half (1, L/21 times the employee's base hourly rate,
except that:

(¡) Any Public Works employee on stand-by who is required to work on a
weeknight, between the hours of midnight (12:00 a.m.) and 6:00 a.m., shall be
compensated at two (2)times the employeels base hourly rate;

(¡¡) Any Public Works employee on stand-by who is required to work on the
weekend, between the hours of midnight (12:00 a.m.) and 6:00 a.m., shall be
compensated at two (2) times the employee's base hourly rate; and
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(¡¡¡) Any Public Works employee on stand-by who is required to work at any time on
Easter, Thanksgiving, Christmas Day, or New Year's Day shall be compensated at
two (2) times the base hourly rate.

2.8 Eligibility for Stand-by/Call-out
All employees living within twenty (20) minutes of the Maintenance Yard, based upon
MapQuest estimates, shall be eligible for stand-by duty.

3. Holidays

3.1 Observed Holidays

Employees will receive the following thirteen and one-half (I3%l holidays annually,
specifically:

"New Years Day", January L
The third Monday in January, "Martin Luther King, Jr. Day"
Friday proceedíng "President's Day"
The third Monday in February, "President's Day"
The last.Monday in May, !'Memorial Day"
"lndependence Day", Julr¡ 4

The first Monday in September, "Labor Day"
"State Admission Day", September 9th

The second Monday in October, "Columbus Day"
"Veteran's Day", November 1L

The fourth Thursday in November, "Thanksgiving Day"
Day after "Thanksgiving"
1-2:00 Noon to 5:00 p.m. on Christmas Eve, December 24 (a total of four paid holiday
hours)

"Christmas Day", December 25

Every day proclaimed by the President, Governor or Mayor of the City as a public holiday
and made applicable to City employees.

Each day that the Governor declares a day of mourning or special observance as a holiday
for State employees if the declaration makes ít applicable to City employees.

3.2 Holidays for Regular Part-Time Employees
lf a scheduled or observed holiday falls on a regularly scheduled day off, the part-time
employee shall be entitled to the pro-rated number of holiday hours, which may be taken
as time off in the pay period in which the holiday falls.

4. Annual Leave Program

4.L Accrual
Effective July i., 20L1- employees shall accrue monthly the following Annual Leave:

Length of Service Monthly
Annual Leave Hours

Yearly
Annual Leave Hours

0 to 2 vears 12.67 Hours L52 Hours
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3 to 5 vears L4 Hours l-68 Hours
6 to 10 vears l-6 Hours L92 Hours
l,L to 15 vears L8 Hours 216 Hours
16+ vears 1,9.33 Hcurs 232 Hours

4.2 ResidualAccrued Sick Leave

Effective July 1-, 20LL, employees shall not accrue any form of sick leave or disability
wage, non-industrial or industrial. However, employees who have accrued fully-paid
hours under either the sick leave or disability wage program for non-industrial illness
and injury shall retain the balance of such hours accumulated as of July 1,201,1,. Half -

pay hours accumulated as provided by the disability wage plan will be converted to
fully-paid hours (balance divided by 2), and credited to the balance of each employee
covered by the disability wage plan. Employees in the disability wage plan who have not
received their 2011 anniversary allotment of 40 hours of full-pay disability wage at the
time of conversion will receive this additional 40 hours upon conversion. Paid leave for
approved absence due to injury or illness may be charged against this balance at the
employee's discretion. Upon retirement from the City of Rohnert Park, an employee
may convert any remaining sick leave balance to service credits pursuant to CaIPERS

regulations and procedures.

4.3 Accrued Vacation Conversion
Effective July 1-, 201-1-, employees shall not accrue vacation. All existing accumulated
vacation shall be converted to Annual Leave.

4.4 Annual Leave Administration
Annual leave hours may be used to provide paíd time off for any approved absence,
including but not limited to vacation and illness. When annual leave is used for sick

leave purposes, the City may require the employee to submit substantiating evidence of
illness if there is a demonstrable pattern of abuse.

(a) Accrual Cap

An employee may accumulate annual leave credits up to a maximum of 500 hours of
annual leave. Accrual shall cease until the annual leave balance falls below the 500
hour annual leave cap.

(b) Cash Out
Accumulated annual leave shall be converted to cash upon separation from City
service.

(c) Seniority Preference
Preference for leave scheduling will be on the basis of seniority within classification
and/or as has been past practice.

4.5 Short Term Disability
The City will provide a short-term disability insurance program which includes income
replacement of 6O% and benefits coordination to employees.
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5.

6.

Military Leave
The City grants military leave and any related benefits maintenance, job seniority and retention
rights to all employees for service in a uniformed service in accordance with state and federal
law. The employee must notify his/her supervisor of upcoming military duty as soon as he/she
becomes aware of his/her obligation.

Other Fringe Benefits

6.1 Fringe Benefit Administration
City reserves the right to select the insurance carrier(s) or to self-administer any of the
fringe benefit programs provided during the term of this agreement. ln the event that any
offered health plan is no longer offered, the City agrees to provide a suitable replacement
health plan that is substantially comparable and will agree to meet and confer regarding
same.

All benefits provided under this section (Section 6) are subject to the characteristics of
each individual benefit program.

The value or availabilíty of the benefits provided in this Memorandum of Agreement as

originally worded or as amended from time to time may depend on their tax treatment by
the State or Federal government or the decisions of other government agencies or
departments, such as, but not limited to, the Public Employees Retirement System. The
City will endeavor to obtain the most favorable treatment legally possible from these
other governmental entities. However, the City makes no representation concerning the
value of such benefits to unit members or how they will be taxed or otherwise treated by
other agencies or departments. The City's obligations under this Memorandum of
Agreement are limited to the direct cost of þroviding the salary and benefits as described
in this Memorandum of Agreement. The City shall have no additional financial obligation,
even if the tax or other treatment of such salary or benefits by other agencies or
departments reduces or eliminates their value to the employee.

(a) The City will continue all employee benefits and pay the appropriate premiums, as

specified in the applicable section(s) of this agreement, due for an employee out on an
author¡zed leave while an employee is being compensated by annual leave time,
compensatory time, and/or residual sick leave time.

(b) Employee may continue certain employee benefits during an authorized leave without
pay for the period of the authorized leave by making payment to City for said benefits.

6.2 Catastrophic Leave

Leave benefits shall be provided as outlined in the Amended Catastrophic Leave Program,
a copy of which is attached hereto, approved by City Council Resolution No. 2001-270
adopted December 1,1, zOOt.

6.3 California Family Rights Act and Family Medical Leave Act

Employees may request a leave of absence under the California Family Rights Act (CFRA)
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6.4

and/or the Federal Family Medical Leave Act (FMLA). Requests for family and medical

leave shall comply with the requirements of the CFRA and/or the FMLA.

Temporary Light or Limited Duty

Employees injured or ill from either on-the-job (industrial) or off-the-job (non-industrial)

causes may, at the City's sole discretion; be assigned to light, limited, or modified duty.
Such assignments may involve duties that differ from the normal work duties of the
employee. Requests for permanent job accommodations shall be handled through the
interactive process required by state and federal law.

Americans with Disabil¡t¡es Act
The City and S.E;|.U. recognize that the City has an obligation under law to comply with
the Americans with Disabilities Act (ADA).

Payment to Beneficiary
Upon death of an employee, any unused vacation and compensatory time shall be paid to
the employee's surviving spouse or beneficiary. ln the absence of a spouse or beneficiary,
any unused vacation and compensatory time shall be paid to the primary beneficiary

specified by the employee on the employee's enrollment/beneficiary card for City
provided Life lnsurance.

lnsurance Coverage

The City shall provide the insurance programs described in this Section. The City

reserves the right to provide these insurance programs by self-insurance, through an

insurance company or by any other method which provides the coverage outlined. Any
premiums paid by the employee eligible for Section 125 will be deducted from the
employee's pay on a pre-tax basis. These provisions will remain in effect during the
term of the agreement unless the parties by mutual agreement agree to different
insurance coverage including "cafeteria" style benefits plan. The Parties will work
together through the Joint Labor-Management Committee to discuss options to develop
and implement a "cafeteria" style benefits plan under the provision of lnternal Revenue

Code 125. Absent mutual agreement to an earlier date, the parties will target
implementation by July 1, 20L3 during negotiat¡ons for a successor MOA.

(b) Health lnsurance
The City shall offer employees and their eligible dependents, a health insurance
program under the terms set forth below:
i. For the term of this agreement employees will have a choice of Kaiser

Permanente (Traditional Plan and HSA) or Anthem Blue Cross Prudent Buyer

Plan (Traditional Plan and HSA) or any other appropriate health plan offered
by the City.

i¡. The City agrees to contribute towards medical insurance premiums an

amount equal to 8O% of the lowest cost health plan at the employee's

enrollment level, excluding the Health Savings Account plans.

6.5

6.6

6.7
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iii. The City shall provide a copy of the summary description of all health care

programs offered by the City to each employee upon request.

iv. Regular part-time employees may elect to participate in health insurance
plans and the City will contribute a pro-rata amount (based on the allocation

of the position) towards the premium. The part-time employee will be

responsible for the balance of the premium through payroll deductions. lf
the part-time employee does not select coverage, no cash payment will be

made in lieu of the insurance.

6.8 Alternate Benefit
Eligible employees who provide proof of health insurance coverage from a source other
than the City may receive an alternate benefit of 5350.00 per month. This benefit shall

be provided as outlined in City Council Resolution No. 2007-178, adopted October 23,

2007.

6.9 Dental Coverage

The City shall offer employees and their eligible dependents, a dental insurance
program under the terms as set forth below:

(a) The City shall pay the applicable monthly premiums and any increases during the
term of this Understanding. Premiums will be set by the insurer, or if self-insured

by the Cíty, using fiscally prudent methods. The City shall provide a copy of the
summary description of the dental program offered by the City to each employee

upon request.
(b) ln general, the program includes basic dental insurance coverage of payment to

network dentists of the indicated percentage up to the maximum of 52,000 for
each eligible person per year for the following benefits:
(i) One hundred percent (L00%l of the cost of diagnostic and preventative

care.
(i¡) Eighty-five percent (85%l of the cost of basic dentalservices.
(ii¡) Eighty-five percent (85%) of the cost of crowns and restorations.
(iv) Fifty percent (50%) of the cost of prosthodontics.
(v) Two thousand dollar (S2,OOO¡ maximum benefit for dental services per

person per year.
(vi) Fifty percent (5O%l of the cost of orthodontics with a one thousand five

hundred dollar (51,500) lifetime maximum benefit per person.

6.10 Vision Coverage

The City shall offer employees and their eligible dependents, a vision insurance program

under the terms as set forth below:

(a) The City shall pay the applicable monthly premiums and any increases during the
term of this Understanding. Premiums will be set by the insurer, or if self-insured

by the City, using fiscally prudent methods. The City shall provide a copy of the
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summary description of the vision insurance program offered by the City to each
employee upon request.

(b) ln general, the program includes an eye examination once each twelve (12)

months, lenses once each twelve (12) months, and frames once each twenty-four
(24)months. An employee may purchase contact lenses in lieu of the benefits
summarized above.

6.11 Adoption Benefit
That the City provídes a six hundred dollar ($0OO¡ per child cash benefit to employees
adopting minor children to help offset the cost of adoptions. This cash benefit does not
include the cost of adopting stepchildren, i.e. children of present spouse.

6.12 Death/Bereavement Leave

(a) A regular employee shall be paid up to three (3) days of bereavement leave when
there is a death in their immediate family.

(b) Additionally, a regular employee may, subject to approval of the supervisor, use two
(2) additional days of the employee's accrued sick leave if the employee must travel
out of the area, i.e. at least two hundred and fifty (250) miles one way.

(c) lmmediate family in this case means: spouse, father, father-in-law, mother,
mother-in-law, brother, brother-in-law, sister, sister-in-law, child (including
step-children), step-parents, aunts, uncles, grandparents, grandparents-in-law,
grandchildren, relationships in loco-parentis, and close personal relationships with the
approval of the City Manager or his/her designee.

6.13 Funeral Benefit

City will provide fifty percent (50%) co-payment, not to exceed two thousand dollars
(52,000), for funeral expenses for an employee or their spouse only. This funeral benefit
will be considered secondary to and shall be coordinated with any and all other funeral
benefits that may be payable to employee or spouse.

6.14 Long-Term Disability lnsurance

The City shall provide, at no premium cost to employees, long-term disability income
protection insurance coverage. The basic benefit shall be sixty six and two thirds percent
(66-2/30/ù of the employee's monthly base pay with a maximum benefit of five thousand
three hundred thirty three dollars (55,333). ln no event shall the employee receive more
than full salary. The benefits provided under this section are subject to the characteristics
of the indívidual program.
(a) The waiting period for the above long-term disability benefits plan shall be ninety (90)

days.

6.15 Life lnsurance
(a) The City will cont¡nue to provide, at no premium cost to employees, fifty thousand

dollars (550,000) life insurance coverage provided to employees and one thousand
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dollars (51,000) for dependents, and which coverage includes accidental death and
d ismem berment benefits.

(b) The City will allow, subject to the insurance carrier's approval, any employees to
purchase, at their own cost, additional life insurance coverage under the City's group
program.

6.16 Deferred lncome

The City will continue to make available to the employees a deferred income program,
now being administered by Nationwide and lnternational City Management Association
(ICMA) or a similar program with another institution acceptable to City.

6.17 Retired, Deceased andlor Permanently and Totally Disabled Employees

The language in this section has been revised from the MOA between the City and SEIU,

Local 1021, effective July L, 2007 through June 31, 2009 only for the purposes of
administrative cla¡:ification, and does not represent a change in benefits provided.

(a) The City agrees to make a medical insurance premium contribution toward the
applicable early retirement premium or Medicare-eligible premium as outlined in the
attached "Appendix A: lnsurance Premium Contribution Rate Schedule." Coverage
will extend to eligible dependents. The City will provide such contributions only:

1. To regular full-time and regular part-time City employees hired before June 30,
2007 who have at least fifteen (15) years of continuous service with the City and
who retire upon reaching retirement age or thereafter and are receiving a

retirement allowance from CaIPERS. Said employees shall be referred to as
"Retired Employees.rr

. a. Employees with less than L5 consecutive years of service with the City receive
no City fringe benefits, i.e. medical, dental, vision, life insurance at retirement

b. Calculation of premium will be prorated for regular, part-time employees.
c. Employees must retire concurrent with termination of service with the City to

be eligible for this benefit (no vesting).
d. The City's share of the premium costs for all retirement benefits as described

herein shall not exceed the amount described in the attached "lnsurance
Premium Contribution Rate Schedule", and shall not include payment of
Medicare B premiums

2. To regular full-time or regular part-time employees hired before June 30, 2007
who:
a. Have at least ten (10) years of continuous service with the City, and;
b. Are retired forthwith from the City of Rohnert Park service into CaIPERS at the

time of permanent or total disability, and;
c. Are permanently and totally disabled from their occupation and unable to

perform with reasonable continuity the material duties of their own occupation.
After twenty-four (24) months if gainful employment is obtained in an
occupation in which the material duties are reasonably fitted by education,
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3.

4.

5.

6.

7.

train¡ng, experience and compensation to the occupation at the time of
disability, the employee shall no longer be considered permanently and totally
disabled from their occupatlon. ln such circumstances, benefits shall be
discontinued.

d. Said employees. shall be referred to as "Retired Employees" except for the
circumstance noted above ín which the employee is no longer permanently and
totally disabled. Coverage will extend to eligible spouse, registered domestic
partner, and dependents.

To the surviving spouse, registered domestic partner, and legal dependents of a

regular full-time or regular part-time employee hired before June 30, 2007 who
died while a City employee after ten (10) or more years of continuous service with
the City. Said employee shall be referred to as a "Deceased Employee."
The City agrees to provide/offer and pay to regular full-time or regular part-time
employees hired before June 30,2007, the premium(s) as provided for active
employees at time of retirement for life insurance, dental care, and vision care
benefits for retired employees and eligible dependents. Calculation of premium
will be prorated for regular, part-time employees.
Benefits provided under this section shall be coordinated with Medi-Care,
Medi-Cal, and any other welfare program available of which said benefit coverage
shall be considered primary and City provided coverage Ín turn considered
secondary.
All benefits provided under this section are subject to the characteristics of each
individual benefit program. The life insurance to be provided will be the life
insurance plan amount in effect and in accordance with the provisions of the life
insurance program as of the date of employee's retirement.
The benefits provided under this section will continue for such retired employees
and their spouse, registered domestic partner, and legal dependents, if any, while
said retired employee is alive. ln the event of the retired employee's death,
coverage will contínue for the spouse or registered domestic partners until the
spouse or domestic partner dies, remarries, or forms another registered domestic
partnership. ln addition, the benefits provided under this section will continue for
said retired or deceased employee's legal dependent children who qualify as an
lnternal Revenue Service dependent until said children reach the maximum age
limit specified by state or federal law, or the spouse or registered domestic partner
marries, or forms another registered domestic partnership whichever occurs
earliest.
Continuous City service is defined as being continuous regular full-time or regular
part-time City employment only for calculating length of continuous service under
this section. Part-time (non-benefited) employment and approved unpaid leaves

will not be used in calculating length of continuous service under this section. Any
separation from City employment will void any previous accrual towards length of
continuous service for purposes of this section, unless otherwise waived by the
City Manager and due to extenuating circumstances. Layoffs with subsequent
restoration and approved City paid or unpaid leaves do not constitute separation

8.
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from City service (and therefore will not void any previous accrual towards length
of continuous service) for the purpose of this section.

9. Any retired employee who, after retirement from the City, becomes employed
elsewhere and is covered by medical, life insurance, health, dental or vision care
benefits by his/her new employer, said coverage provided by the City to the
ret¡red employee will be considered secondary to the coverage provided by
his/her new employer, his/her new employer's coverage shall be considered
primary.

L0. Any spouse or registered domestic partner of a deceased employee or deceased
retired employee who is receiving benefit coverage as provided under this section,
becomes employed and is covered by medical, health, dental or vision care
benefits by his/her employer, said coverage provided by City will be considered
secondary to the coverage provided by the spouse's or registered domestic
partner's employer, and his/her employer's coverage shall be considered primary.

(b) Regular City employees hired after June 30, 2OO7 shall be eligible for the benefits
described below in lieu of the benefits described in Sections 6.17 (a) above:

1.. The City will contribute 575.00 per month for active employees in paid status to a

Retiree Health Savings Account (RHSA).

The City's contribution to an employee's RHSA shall be considered vested as to an

employee terminating City employment with ten (10) or more consecutive years of
City service.

Calculation of contribution wíll be prorated for regular part-time employees.

6.18 Clothing Allowance

(a) The City will provide an employee with reimbursement not to exceed two hundred
dollars (5ZOO¡ per occurrence for clothing or personal equipment used during the
course of employment (excluding jewelry) that has been destroyed or made otherwise
non-usable. The City will provide an employee with reimbursement not to exceed fifty
dollars ($50) for the replacement of a watch that has been destroyed.

(b) For the term of this agreement, the City will provide each employee with
reimbursement, not to exceed three hundred dollars (S:OO¡ per fiscal year, for the
cost of work boots upon submittal to the City of a paid receipt for the boots. City shall
establish voucher payment system for boots.

(c) Coveralls - For the term of th¡s agreement, the City agrees to provide and replace
when necessary appropriate coverall's to those City employees the City deems
required to wear them in the performance of their duties, i.e. Maintenance Worker
Painter, Equipment Mechanic, Senior Equipment Mechanic, and employees required
to work in the sewer system. Said coveralls are and shall remain the property of City.

6.19 Education and Training

(a) The City will provide an education and training assistance program to prov¡de
reimbursement to employees for tuition and book costs only for attending and

2.

3.
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completing, with a satisfactory grade (C or better), courses in the adult high school
program, at Santa Rosa Junior College, at Sonoma State University or any other
educational institution acceptable to the City. All courses or classes for which
reimbursement will be requested must be previously approved by the Supervisor and

the City Manager prior to the start of said classes and approval requested on the
appropriate City for"m. The maximum allowed amount reimbursable for tuition is one

thousand dollars (S1,000) per instructional period plus books and materials, with a

total reimbursable amount not to exceed three thousand dollars (53,000) per calendar
year.

6.20 Longevity Pay

The City will continue to provide longevity pay to employees, based on continuous years

of service (as defined in Section 6.20 (¡)) as follows:

Completed Years Pay Percentage

of Service lncreases
' 

5 years 2o/o

For each year thereafter 1/2%

The maximum longevity pay percentage to be paid shall be ten percent (10%) of base pay.

The "completed years of service" will be determined on January Lst and July Lst only and
not on an employee's employment anniversar:y date.

For regular employees hired after O5/L2/g8, the longevity program as outlined above

does not apply.

(a)Educational lncentive Pay - For regular employees hired after 05/1,2/98, which are not
eligible for longevity pay as outlined in Section 6.22, the following educational pay benefit
shall be provided:

Stipend Level l -S75

L. An approved Technical Certificate awarded by Santa Rosa Junior College (SRJC), or
other accredited college, that relates to employment in one or more public works
functions.

2. A two-year Associate of Science (AS) or Associate of Arts (AA) degree in a subject
area not related to public works functions.

3. An approved Technical Certificate awarded by the City, based upon a course of
study completed at the SRJC.

Stipend Level !l - 5100

t. A two year AS or AA degree with course study related to Public Works. Technical

Certificates earned as part of an AS or AA degree are included in this category.
2. A two year AS or AA degree in any subject area, and an approved Technical

Certificate.

MOA - S.E.I.U. Maintenance Workers o July 1, 2012 through June 30, 2013 16



Stipend Level lll - S135

L. A Bachelor of Science (BS) or Bachelor of Arts (BA) in any major course of study,
awarded by an accredited college or university.

2. A two year AS or AA degree with course study related to Publ¡c Works, and two (2)
Technical Certificates in a subject area related to Public Works. Technical
Certificates must be at least thirty (30) units.

The Stipend payments provided above are not accumulative, i.e. only one of the two
degrees is paid (cannot receive both stipends; only one stipend is paid per employee).
ln no event shall an employee be paid for more than one degree.

The Stipend payments are authorized only for AS, AA, BS, and BA degrees from an
accredited college or university. A copy of the degree must be provided for validation
and approval of payment.

6.21 Retirement Programs

(a) Effective July L, 2007, the City will provide the California Public Employees'
Retirement System (CaIPERS) two and seven tenths percent (2.7%) at fifty-five (55)
retirement program to miscellaneous member employees.

(b) Effective July L, 2011 the City will provide the California Public Employees'
Retirement System (CaIPERS) two percent (2.O%) at fifty-five (55) program to
miscellaneous member employees hired on or after July L, 2011.

(c) Beginning August I,2OLL, employees shall contribute 100% of the required member
contribution.

(d) The City wíll continue to provide the "single highest year compensation" optional
provision in its contract w¡th CalpERS.

(e) The City will modify the CaIPERS Annual Cost-of-Living Allowance lncrease (Section
21335) to provide for a 2.0% annual maximum cost-of-living increase for employees
híred after December 3L,2OO7. Employees hired prior to December 31,2007 shall
be eligible for the 5.0% annual maximum cost-of-living allowance increase as defined
in Section 2L335.

6.22 Dependent Care Assistance Program

City will continue to provide the Dependent Care Assistance Program (DCAP) as

authorized by the lnternal Revenue Service for the set-as¡de of employee pre-tax dollars
for childcare as approved by the lnternal Revenue Service (lRS) and the California
Franchise Tax Board.

6.23 Health Care Tax-Free Dollar Account Program
City will continue to provide the Health Care Tax-Free Dollar Account Program as
authorized by the lnternal Revenue Service for the set-aside of employee pre-tax dollars
for the cost of monthly health care premiums as well as eligible unreimbursed medícal
expenses, as approved by the lnternal Revenue Service (lRS) and the California Franchise
Tax Board.
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6.24 Hearing Aid Benefit

The City shall reimburse employee only eighty percent (80%) with a lifetíme maximum of
nine hundred dollars (SSOO.OO¡ for a hearing aid device.

Agency Shop and Payroll Deductions

7.L Agency Shop

City acknowledges that S.E.l.U. Local 1021 is the exclusive representative for certain
classifications listed below and that an agency shop arrangement as authorized by State
law (Government Code Section 3502.5) was established pursuant to an election held
during a previous contract period. The agency shop shall apply to all regular full-time and

regular part-time Public Works employees except seasonal and temporary employees
including Equipment Mechanic, Senior Equipment Mechanic, lnstrumentation Technician,

Electrician, Arborist, Meter Technician, Maintenance Worker ll, Maintenance Worker l,
and Maintenance Worker Trainee. Public Works' positions designated managerial by City,

if any, shall not be subject to this Agency Shop Agreement.

SEIU Dues Deduction

S.E.l.U. will be provided with monthly payroll deduction of dues, service fees and
premium amounts for insurance programs sponsored by the employee's organization at
no cost to the employee organization.

Employee Listing

S.E.I.U. will provide the City Manager with a listing of deductions to be made from
represented employees. Said listing will remain in force until amended by S.E.l.U. in
writing. S.E.l.U. will hold the City harmless from any liability for errors resulting from
errors on the listing provided by S.E.l.U.

SEIU Paycheck Deduction

All S.E.l.U. deductions will be taken from the mid-month paycheck and promptly
forwarded to S.E.l.U.

SEIU Membership - Service Fee

Employees covered by this Memorandum of Agreement shall join and ma¡ntain
membership in S.E.l.U., or at the employee's option (1) pay a monthly service fee equal to
a percentage of monthly dues paid by S.E.|.U. members, or (2) pay monthly to a

non-religious, non-labor, charitable fund exempt from taxation under Section 501(c) (3) of
the lnternal Revenue Code, a sum equal to the monthly dues paid by S.E.l.U. members.
Said percentage will be established on an annual basis by S.E.l.U. in accordance with
Hudson procedures. Option number two (2) is only available to an employee with a bona
fide religious objection.

7.6 Hold Harmless

S.E.|.U. agrees to indemnify and defend the City, its officers, employees and agents and

hold it harmless against any and all suits, claims, demands and liabilities that shall arise

7.2

7.3

7.4

7.5
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directly or indirectly out of any action that shall be taken or not taken or on behalf of the
City, its officers, employee and agents for the purpose of complying with the foregoing
sections.

7.7 FairRepresentat¡on

S.E.l.U. agrees that it has the duty to provide fair and non-discriminatory representation
to all employees in all classes covered by this Memorandum of Agreement regardless of
whether they are members of S.E.l.U. This paragraph shall not be construed to create
rights greater than those contained in applicable State and Federal law.

7.8 SEIU Required Membership
All S.E.l.U. members who had S.E.l.U. deduction authorizations on file with the
Auditor-Controller or S.E.l.U., or who may thereafter authorize in writing the deduction of
their S.E.l.U. dues, shall remain on payroll deductíon for the term of this Memorandum of
Agreement or so long as they are members of the representative units. S.E.l.U. members
may term¡nate payroll deductions of dues at the expiration of this Memorandum of
Agreement by giving written notice to S.E.l.U. during an one-month period between
ninety (90) and sixty (60) days prior to the expiration of the term. S.E.I.U. agrees to
indemnify, defend and hold harmless the City, its officers, agents and employees from any
claim, liability or damage arising from this provísion.

8. Safety & Work Equipment

8.1 Safety ltems
City will continue to furnish employees with necessary safety items including equipment,
tools and appropriate rain gear. Any items furnished by City shall remain the property of
City.

8.2 UV Protection
City will reimburse for sunglasses providing UV protection, not to exceed $1SO.OO per
employee per fiscal year.

8.3 Basic Tool Kit

City agrees to, based upon need, provide and maintain for all full-time regular employees
covered by this Memorandum of Agreement a basic tool kit. All items provided in the
basic tool kit are and shall remain the property of the City.
(a) City agrees to replace stolen or damaged City owned tools in a reasonable time period
(i.e.within one (1) month (unless an unusual item) and with the approval of a Public Works
supervisor.
(b) tt is understood that it is the employee's responsíbility to take reasonable care in
avoiding the loss or theft of City-owned tools/equipment.

9. Salary Adjustments & Miscetlaneous Pay
9.t SalaryAdjustments

Salaries will not be subject to a general wage adjustment during the term of this
Memorandum of Agreement.
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9.2

9.3

Pay Day
City shall distribute paychecks to employees by noon on payday.

Fiscal/Budgetary lmpacts
(a) lf the State of California experiences a fiscal crisis and substantialfunds are extracted

from the City or sales tax revenues or other major revenue sources decline to a point
where the City must consider a reduction ín staffing, S.E.l.U. agrees to re-open this
agreement and meet and confer to address and discuss salary issues.

(b) The City and S.E.l.U. agree to clarify how Section 2L, Layoffs and Section
Reinstatement in City Manager's Administrative Policy No. 1-, Personnel Rules

Regulations shall apply to S.E.l.U. members.

Total time employed by the City, not including temporary employment assignments,
shall be used to determine the seniority of a given employee. Part-time employment
shall be credited on a prorated basis. For example, half time employment during two
weeks will be credited as one week of employment when determining seniority.

ln the event of a lay off, the City agrees to lay off employees accordíng to seniority.
The layoff order of employees within a given classification will be as follows: the
employee with the least seniority will be subject to lay off first, the employee with the
second least seniority will be subject to lay off second, and so on. The employee with
the most seniority will be the last employee subject to lay off within a gíven
classification.

ln the event of employee reinstatement, the City agrees to re¡nstatement according to
seniority. The reinstatement order of employees within a given classification will be as

follows: the employee with the most seniority will be reinstated first, the employee
with the second most seniority will be reinstated second, and so on. The employee
with the least seniority will be the last employee to be reinstated within a given

classification.

9.4 Certification and License Program

A schedule of stipends for maintenance employees obtaining job-related certificates and
licenses has been established and will be provided as described in Appendix B of this
MOA.

(a) The history of this program is as follows: ln July 2005, the City of Rqhnert Park and

SEIU established a schedule of stipends for maintenance employees obtaining job-
related cert¡ficates and licenses. ln July 2006 and July 2007, the Lead Worker Stipend
and the Senior Lead Worker Stipend were increased to 2.I% of salary and 5.0% of
salary respectively. During negotiations for a successor MOA in 2007 between the City
and SEIU Local L021, the program was further modified, creating three levels for
stipends and increasing the amount for "lead worker" and "senior lead worker." On

March 26, 2008, the City and SEIU agreed in a side letter to the following in
transitioning to the modified Certification License Program:

22,

and
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il.

An employee receiving the Lead Worker Stipend or the Senior Lead Worker
Stipend on June 3t,2OO7, will receive the respective increase (from 2.1%to
2.6% for the Lead Worker, from 5.0% to 6.O% for the Senior Lead Worker) less

any applícable deductions or taxes, retroactive to July L,2OO7.

lf during the period between July L and December'J,,2007, an employee, as a

result of obtaining applicable certificates or licenses, would have become

eligible for the Lead Worker Stipend or the Senior Lead Worker Stipend under

the program criteria in effect prior to July L, 2007, the employee will receive

the increased stipend amount retroactíve to the date eh/she become eligible,
less applicable deductions and taxes.

An employee that, as a result of the modification to the stipend criteria
qualified as of December 1., 2007 for a higher stipend, shall receive an amount

equal to the difference between the stipend amount received and the amount
they were qualified for, retroactÍve to December 'J.,'2007, less applicable
deductions and taxes.

The stipends will be designated as Level I Stipend, Level ll Stipend, and Level lll
Stipend in Appendix B of the MOA.

With the exception of employees that retired between July 1-, 2007, and the
date of this side letter, employees that may have been eligible for additional
stipend pay that have terminated employment with the City shall not be

entitled to any retroactive payment. Calculation of retroactive payments for
retirees shall be on salary only, less applicable deductions and taxes, and shall

not include vacation or other "payouts" that the retiree may have received at
the time of retirement.

Alcohol
The City and S.E.|.U. agree to continue to work together to assist any ernployees who have an

alcohol or alcohol related, drug or substance abuse problem. lt is mutually acknowledged that
continued cooperatíve efforts would give employees a much better opportunity to recover
from this very serious health problem.

Since Public Works employees are required to drive City vehicles, use various types of power

equipment and tools, and perform their work in locations such as streets and trenches, and it is
known that drinking alcoholic beverages or taking certain drugs may slow a persons reflexes

and ability to think clearly. The probability of having an accident is increased after drinking
alcohol or taking certain drugs. The City recognizes that this situation could place the employee
as well as co-workers and the public at risk of injury.

10.1 Alcoholic Beverages or Other Drugs

Alcoholic beverages, or other drugs which affect an employee's ability to drive or function
safely, shall not be used by employees during their assigned regular work day, nor while
on assigned standby duty.

iii.

tv.

10.
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LL.

10.2 Off-duty Hours

lf an employee who has been drinking alcohol or using a drug which may impair the
employee's ability to drive or function safely receives a call to return to work during off
duty hours, the employee must decline the request to work.

10.3 Prescription Drugs

' Employees using prescription drugs, which affect the employee's ability to work safely,
must inform their supervisor and may be assigned to other appropriate duties or required
to take sick leave.

Smoking
S.E.l.U. acknowledges that the City intends to hire employees with the clearly expressed
condition of employment that they refrain from smoking. S.E.l.U. acknowledges the City's
right to take appropriate disciplinary actions should any such employee hired after the
effective date of this agreement violate the agreed upon conditions of employment. Prior
to final disciplinary action being taken, City will refer the employee to the employee
assistance program for consultation and referral.

GASB Workgroup
The parties agree to establish a workgroup to address the City's unfunded liability associated
with GASB 43 & 45. The workgroup shall review opt¡ons including alternate insurance carriers
and plan designs for benefit delivery, funding vehicles that reduce overall liability and benefit
entitlements for existing employees and retirees as well as future employees.

t2.

(a)

(b)
(c)

(d)

The workgroup shall be chaired by the City Manager or his/her designee and comprised
of at least one, but no more than 2, members from each bargaining Unit and up to an

equal number of management representatives.
The workgroup shall begin meeting within 60 days after ratification of this Contract.
The City agrees that the Unit representatives will serve and participate on the
workgroup without loss of compensation.
The City, and the workgroup, will cause a study to be prepared for review by the
workgroup, and the workgroup shall prepare within six (6) months or no later than
February 2O12, a report to the City Council identifying possible means to address the
City's GASB liability.
The final report shall not be issued to Council without input from the bargaining unit
participants on the workgroup.
The CÍty agrees to provide administrative services and other resources to support the
workgroup's charge and stated time lines.
The above report is intended to serve as an informational document and does not
constitute the City's position or any participating bargaining unit's position during
negotiations over this issue.

The parties agree to reopen the agreement to negotiate changes to address the City's
GASB liability or before July 1-, 201-2. The parties agree that negotiations will be

completed by June 30, 20L3 and changes will go into effect July L, 2013.

(e)

(f)

(c)

(h)
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15.

13.

14.

16.

t7.

Grievance Policy and Procedure
Both S.E.l.U. and City agree to comply with the grievance procedure as outl¡ned in Resolution

No.79-22, adopted February '1.3,1979, a copy of which is attached hereto. Failure to meet any

time line or specifically comply with any other requirement of the grievance procedure

constitutes a specific waiver and is a bar to further consideration of the grievance.

Use of City Facilities
Employees and their eligible dependents (as defined by City policy), will be allowed to
participate with no fee imposed in open gym time and use the weight room and locker room

facility at the Sports Center when such facilities are open and also participate in the Lap Swim

Program conducted at the City's swimming pools. ln the event that the City determines that
such use of the Sports Center by dependents of employees adversely impacts the public's

access to the Sports Center facilities, the parties will re-open this Section L4. Other activities

requiring payment of a fee can be discussed with the City Manager for consideration of a

waiver of part or the entire fee.

Management Rights

Except as limited in this Memorandum of Agreement and applicable State laws, the exclusive

rights of the City shall include, but not be limited to, the right to determine the organizat¡on of
city government and the purpose and mission of its departments and agencies, to determine
the nature, levels and mode of delivery and to set standards of service to be offered to the
public; and through its management officials to exercise control and discretion over its

organization and operations; to establish and effect adm¡n¡strative regulations which are

censistent with law and the specific provisions of this Memorandum of Agreement; to direct its
employees and establish employee performance standards and to requíre compliance
therewith; to take disciplinary action; to discharge, suspend, reduce in pay, reprimand,
withhold salary increases and benefits, or otherwise discipline employees subject to the
requirements of applicable laws; to lay off its employees whenever their positions are

abolished, or whenever necessary because of lack of work or lack of funds, or other legitimate
reasons; to determine whether goods or services shall be made, purchased, or contracted for;
to determine the methods, means, and numbers and kinds of personnel by which the City's

services are to be provided; including the right to schedule and assign work and overtime; and

to otherwise act in the interest of efficient service to the City; and to take all necessary actions

to protect the public and carry out its mission in emergencies.

Work Curtailment (No Strike Clause)

Under no circumstances shall the Union or any of the employees it represents individually or
collectively cause, sanction, honor or engage in any strike, sit-down, stay-in, sick-out,

slow-down, speed-up, work to rule or any other type of job action, curtailment of work,
restríction of production or restriction of service during the term of this agreement.

Personnel Rules and Regulations
City Agrees to meet and confer with Union regarding any updates or changes to its Personnel

Rules and Regulations.
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18. Term of Agreement

18.1 Effective Date

This agreement is to become effective on July 1-,2OI2.

18.2 Termination Date

This agreement w¡llterminate on June 30, 2013, unless extended by mutual agreement of
the parties.

Succeeding Agreement
Negotiations for the period commencing July 1-, 2013, shall begin on or before February L,2OI3,
by which time S.E.l.U. shall submit its proposals to the City Manager. Said submittal shall

include an estimated percentage decrease or increase in the cost of same compared to the
provisions of this agreement:

lnvalidation

20.1 Suspension of Agreement

lf during the term of this agreement, any item or portion thereof of this agreement is held

to be invalid by operation of any applicable law, rule, regulation, or order issued by

governmental authority or tribunal of competent jurisdiction, or if compliance with or
enforcement of the item or portion thereof shall be restrained by any tribunal, such

provision of this agreement shall be immediately suspended and be of no effect
hereunder so long as such law, rule, regulation, or order shall remain in effect. Such

invalidation of a part or portion of this agreement shall not invalidate any remaining
portion, which shall continue in fullforce and effect.

20.2 Replacement

ln the event of suspension or invalidation of any article or section of this agreement, the
parties agree, that except in an emergency situation, to meet and confer within thirty (30)

days after such determination for the purpose of arriving at a mutually satisfactory

replacement for such article or section.

Non-Discrimination
City acknowledges that in receiving the benefits afforded by this Memorandum of Agreement,

no person shall in any way be favored or discriminated against to the extent prohibited by law

because of political or religious opinions or affiliations, or because of racial or national origin, or

because of age, sex or sexual preference, or physical or mental disability.

Personnel Files

Employees or their duly authorized representative have the right to inspect his or her personnel

file maintained on him or her by the City. Employees have the right to respond in writing to
anything contained or placed in their personnel file and any such responses shall become part

of the personnel file.

19.

20.

2t.

22.
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24.

23.

25.

26.

27.

Employee Performance Evaluations

23.1 Performance Evaluation

Employees shall be provided with a copy of his/her performance evaluation twenty-four
(24) hours prior to the evaluations intervíew.

23.2 Employee Response to Performance Evaluation

Employees have the right to respond in writing to the evaluation report should they so

desire. Said responses should be submitted to the reviewer no later than thirty (30) days

after the evaluation interview.

SEIU Officers
The City agrees to authorize two (2) job stewards and one (L) alternate to attend to S.E.l.U.

business. ln no event shall more than two (2) S.E.l.U. representatives attend to S.E.l.U. business

meetings. Total time spent shall not exceed forty (40) hours in aggregate in any fiscal year.

S.E.l.U. shall provide a monthly reporting to the City the names and hours used by S.E.l.U.

officers during City hours. ln all cases, the S.E.l.U. officers shall secure permission from their
supervisor before leaving a work assignment.

Scrap Metal Fund

A scrap metal fund is authorized by the City for all proceeds received from the sale of scrap

metal pulled from the garbage by employees. Said proceeds will be used for the purpose of
sponsoring employee picnics, birthday celebrations and other functions approved by the
employees and the City. Proper accounting shall be kept on all receipts and disbursements from
said fund.

S.E.l.U. acknowledges that all garbage/trash, salvage, scrap and scrap metal collected by

employees, is the property of the City. Employees are not entitled to any garbage/trash,

salvage, scrap or scrap metal collected during the course of their work for City.

Transfer Rights

Should the City decide to establish a full-time fire services section staffed with full-time
permanent personnel, the City will extend transfer ríghts to those employees who meet the
qualifications of the position so they can apply for same.

Labor Management Committees

27.1 Joint Labor Management Committee - Ad Hoc

The City and the Union support the creation and the utilization of a joint Labor-Management
committee. The Labor-Management Committee shall be comprised and function in the
following manner:
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The Committee shall be made up of no less than two (2), nor more than four (4)

members each from the Union. A City representative or Union committee member
trained in facilitation or group problem solving may serve as a facilitator.
The Committee meetings and related training shall be deemed City business for
compensation purposes; however, it ¡s the intent that Committee meetings and/or
trainings be held during the regular workday and will not result in overtime

ïi::Till,oå" r.u be continued, modified or expanded by mutuat agreement of the
pa rticipants.
The Committee may review, discuss and make recommendations on a variety of
departmental issues of mutual concern.
The committee is encouraged to brainstorm possible issues and problems, prioritize the
possible issues in general order of importance, and select the high priority issues of
mutual interest to review. The Committee is encouraged to define the issues carefully,
study and evaluate the most promising solutions, and make a recommendation with the
supporting documentation to the Department Head with a copy to Human Resources

and the Union.
The Department Head shall evaluate the proposed solution, make a decision on the
Committee's recommendation, and report back his/her decisions.
The Committee does not replace nor replicate the meet and confer process, and has no

author¡ty to bargain, modify or add to existing provisions of the Memorandum of
Agreement or other agreements between the Union and the City that are subject to
meet and confer or meet and consult.

27.2 loint Labor Management Comm¡ttee - Workload/Scheduling

A Labor-Management Committee ("LMC") will meet quarterly during the term of the
MOA to discuss what elements of the workload or scheduling the public works
department may be modified to reduce the current need for temporary workers. The
purpose of the LMC is to allow SEIU to discuss with City Management any advisory
suggestions, recommendations and ideas. The parties understand that SEIU's and the
City's suggestions, recommendations and/or ideas from the LMC will not be considered
meet and confer under the MMBA so that SEIU's rights under the MOA are maintained
and similarly the City's management ríghts are maintained. However, in the event that
SEIU and the City reach mutual agreement at the LMC during the term of the MOA, the
parties may enter into a side letter to modify current terms and conditions of
employment subject to the ratification of SEIU members and approval of the City

Council.

Complete Understanding
The terms and conditions contained in this MOA represent the full, complete, and entire
understanding of the parties of matters within the scope of representation. This MOA

terminates and supersedes all practices, agreements, side letters, procedures, traditions, and

rules and regulations inconsistent with any matters specifically covered in this MOA. During the

(a)

(b)

(c)

(d)

(e)

(f)

(e)

28.
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The following are incorporated in this Agreement by reference:

. Appendix A: lnsurance Premium Contribution Rate Schedule 7lLlL2-6l3OlL3

. Appendix B: Certificat¡on & License Program

. C¡ty Council Resolution No.79-22, adopted February L3, L979 - Employee Grievance

Procedure

. C¡ty Council Resolution No. 80-140, adopted August 11, 1980 - Permanent Part-Time

Employees' Fringe Benefits,

r City Council Resolution No.2007-178, adopted November 26, L996 -Alternate Benefit

Program 
{

. C¡ty Council Resolution No. 2001-270, adopted September tO, LggT - Catastrophic Leave

Program

. City's Personnel Rules & Regulations

¡ Side Letter - Reduced Work Week, effective 7lLlL2-6l3OlL3
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APPENDIX A: Retiree Medical lnsurance Table

PREMIUM CONTRIBUTION RATE SCHEDULE FROM 7/7/72 THROUGH 6/30113

EMPLOYEES HIRED PRIOR TO JULY 1, Lgg3 who retire Uetweán ù:iltZ'an¿ 6l3}lt3,.

*10-19.99 years of service for permanently and totally disabled ret¡rees and deceased employee
survivors only.

City contribution
formula at time of
retirement is:

80% of the lowest
cost premium.

Lowest employee-
only premium cost
at time of
retirement

Lowest
employee+L
premium cost at
time of
retirement

Ongoing
monthly C¡ty

contribution to
retiree
premium:
Enroll ret¡ree
onlv.

Ongoing
monthly City
contribution to
retiree premium:
Enroll retiree +
eliqible others.

80Yo, s512.43 S1,024.86 f,,'i#'$ffinöÈi.$ài

Years

of
Service

15.
1999t.

% of City
contribution

based on
Years of
Service

'.. ,,9Q9/5. :t,

City
contribution
formula at
time of
retirement:
80% of the
lowest cost
premium.
' ,¡ '

'": ''
¡' :',.1.,, : $Q.9/s t.,,'. ;,;;

Lowest
employee-
only
premium
cost at time
of
retirement

isrz.qz

Lowest
employee+L
premium
cost at
time of
ret¡rement

Sx.,024,86

Ongoing
monthly
City

contribution to
retiree
premium:
Enroll ret¡ree
only

.ff Tif '*l'.. ir",r;;.-;ifëi'i,ti;Æ#ffi g';S:'.'fi

Ongoing
monthly
City
contribut¡on to
retiree
premium:
Enroll retiree +

eligible others.

5s12.43 S1,024.86
ìl l ;\:ç.llì.i:ìrì4 S
ll' '1.'::?À)'*)Ej'¿

25+ ¡|.1ß0/o: 8ïo/o 5sL2.43 5L;024.86

i.:år¡;]rH'àrÉä;ìUi iì:.ir'.4,ì$i ii
I i,ia:.Þf¡lll¡i:: l: i:¡ .l \ '.¿.rr l

;;",ifgfòs.Ca.{$i{ii
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APPENDIX B: Ceftification and License Program

The purpose of this Appendix is to describe the City's Gertification and License Program. The City and the
Union recognize the value to the City of highly qualified employees and to that end has established a

schedule of stipends for employees that obtain certificate and licenses. There are three designated levels
for stipends:

Levell Stipend:
Level llStipend:
Level lllStipend:

minimum of 7 points
minimum of 14 points
minimum of 20 points

2.6% oÍ base pay
4.5% ol base pay
6.0% of base pay

The certifications and licenses listed below are general descriptions. Some certifications provided by trade
groups may not meet minimum City standards and will not be counted as valid certification. Final
determination of applicable licenses and certifications shall be made by the Gity Manager or his/her
designee.

Certif ications/Licenses Point Value
OSHA Certified Trainer
PoolOperator
Certified Playground lnspector
HVAC CeÉified Technician
Certified Master Mechan ic
Backflow Gertification
Hazwoper GeÉification
Water Distribution 1 License
Sewer Collection 1 license*
Class A or B Drivers License
Journey-level Trade Training
(e.9. electrician, plumber, carpenter)
Water Treatment 1/Distribution 2 license
Sewer Collection 2 license*
Water Treatment 2/Distribution 3 license
Sewer Gollection 3 license*
Water Treatment 3lDistribution 4 license
Sewer Gollection 4 license
Water Distribution 5 license

3 points
3 points
4 points
3 points
3 points
3 points
3 points
3 points
3 points
7 points
2 points

4 points
4 points
7 points
7 points
10 points
10 points
13 points

* California State standards are pending on sewer collection licenses. This license may change based on
final standards and will need to be updated at a future date.
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RESOLUTION NO. 79.22

EMPLOYEE GRIEVANCE PROCEDURE RESOLUTION

BE IT RESOLVED BY THE COUNCIL OF THE CITY OF ROHNERT PARK

ARrcle I- Geruennl PnovtstoNs

Secrron¡ 1 SrnreMENT oF PuRposE

It is the purpose of this Resolution to insure:

a. Employee Grievances are heard and resolved fairly and promptly

b. City employees are treated fairly and that their rights are maintained.

c. Grievances are resolved in an effective and orde¡ly manner to insure
uninterrupted city services to the public.

Secron 2 Den¡¡rroHs
As used in this Resolution, the following terms shall have the meanings indicated:

a. Appropríate Unit means a unit of employee classes or positions, established
for the purpose of collective representation.

b. City means the City of Rohnert Park.

c. Employee means any city employee, regardless of status.

d. Grievance means a complaint or dispute by an employee, group of employees,
or a recognized employee organization concerning the interpretation or
application of any matter falling within the scope of this grievance procedure.

e. Grievant means the party who has initiated a grievance procedure either
informally or formally

f. Immediate Supervrsor means the individual who immediately assigns,
reviews, or directs the work of an employee.

g. lntermediaúe Supervisor means the supervisor next above the immediate
supervisor as determined by the department head.

h. Recognized Employee Organization means an employee organization which
has been formally acknowledged by the city as a recognized employee
organization representing employees in an appropriate unit.

i. Working Days means those days on which the city administrative offices are
open for conduct of normal business.

Secno¡r 3 Scope

a. This grievance procedure pertains to application, interpretation, and
noncompliance with memorandums of agreement, council resolutions, city
ordinances, and departmental and city rules, regulations, and practices
governing wages, seniority, written reprimands, hours, safety, and other terms
ãnd conditioné of employment which the city has authority to change and for
which no other appeals procedure is provided. lssues excluded from the scope
of this grievance procedure include those matters which the city has no
authority to change and matters for which alternative appeals procedures have
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b.

c-

d.

e.

been provided such as performance appraisals, demotions, suspensions, and
dismissals. Disputes concerning exclusive city rights with respect to mattes of
general legislative or managerial policy do not constitute gtievances under this
procedure. The nature of these exclusive city rights are described in Section
3.e. below.

A grievance may be initiated by an employee, jointly by a group of employees,
or by a recognized employee organization.

Employees who are in units represented by a recognized employee
organization may choose to represent themselves or be represented by the
recognized employee organization at any stage of this grievance procedure.
Employees who are not in a represented unit may choose to represent
themselves or be represented by any layperson or employee organization.
Neither the grievant party nor the city may be represented by legal counsel.

No employee or recognized employee organization shall be interfered with,
intimidated, restrained, coerced, or discriminated against for exercising these
grievance rights.

Nothing in this grievance procedure shall be construed to restrict any legal or
inherent exclusive city rights with respect to matters of general legislative or
managerial policy, which include among others: The exclusive right to
determine the mission of íts constituent departments, commissions and boards;
set standards of service; determine the procedure and standards of selection
for employment; direct its employees; take disciplinary action; relieve its
employees from duty because of lack of work or for other legitimate reasons;
maintain the efficiency of governmental operations; determine the methods,
means and personnel by which government operations are to be conducted;
take all necessary actions to carry out its mission in emergencies; and exercise
complete control and discretion over its organization and technology of
performing its work.

ARr¡cle ll - lrupoRMAL GnrevnrucE PRocEDURE

GerueRal

It is the mutual responsibility of employees, employee organizations, and
management to resolve griev-ances informally and af the lowest practicable
level of management, whenever possible.

b. lnformal procedures must be exhausted prior to initiation of the formal
grievance procedure.

Srep O¡re - lmueonre SupeRvrsoR

The grievant shall first present the grievance orally to his/her immediate
supervisor in an informal meeting. The grievant may request such a meeting at
any reasonable time, and the supervisor shall meet within five (5) working days
after such request. ln the meeting the grievant shall fully explain the grievance
and the solution desired. The supervisor shall present an informal, verbal
decision with reasons therefore to the grievant within five (5) working days after
the meeting.

Any grievant whose grievance is not resolved to hisiher satisfaction may
institute a formal grievance procedure. Such formal procedure shall conform
with the steps and provisions prescribed in Articles lll and lV.

Secro¡¡ 4
a.

SecnoH 5

a.

b.
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Secnoru 6

a.

Secr¡o¡¡ 7

a.

Secroru 9

a.

Secno¡r 10

a.

b.

ARrIcIe III- FOnMAL GRIEVANCE PROCCOURT

GerueRnl

All the formal grievances shall be in writing. A supply of grievance forms shall
be maintained in each department and shall be readily accessible to all
employees and recognized employee organizations.

Each level of management upon receipt of a formal grievance shall notify the
recognized employee organization (if any) which represents the employees of
the unit from which the grievance originates concerning the times and places of
all grievance proceedings. The highest level of management involved shall
notify the appropriate recognized employee organization(s) in writing prior to
implementation of any grievance settlement which affects the rights or
conditions of employees they represent.

Srep Two - l¡¡reRrvreonru SupeRvtsoR

The grievant may appeal the immediate supervisor's decision by completing
Section 2 of the grievance form and filing it with the appropriate intermediate
supervisor within five (5)working days.

The intermediate supervisor shall within ten (10) working days investigate the
grievance, discuss the grievance with the grievant and/or representative as
requested, render a decision in writing on the grievance form together with the
reasons therefore, and return the form to the grievant.

b.

Secnoru I Srep THner - DepeRrr¡e¡¡r Heao

a. The grievant may appeal the intermediate supervisor's decision by completing
Section 3 of the grievance form and filing it with the appropriate department
head within five (5) working days.

The department head shall within ten (10) working days investigate the
grievance, discuss the grievance with the grievant and/or representative as
requested, render a decision in writing on the grievance form together with the
reasons therefore, and return the form to the grievant.

Srep Foun - C¡ry MauceR
The grievant may appeal the department head's decision by completing Section
4 of the grievance form and filing it with the City Manager's office within five (5)
working days.

The City Manager or his/her representative shall within ten (10) working days
investigate the grievance, discuss the grievance with the grievant and/or the
grievant's representative as requested, render a decision in writing on the
grievance form together with the reasons therefore, and return the form to the
grievant.

Sree Frve - GR¡evaruce Appeels Corrrrrvrrree

The grievant may appeal the City Manager's decision by completing Section 5
of the grievance form and filing it with the Personnel Office within ten (10)
working days.

b. Upon receipt of a Step Five appeal, the Personnel Office shall notify the
members of the Grievance Appeals Committee. The Grievance Appeals
Committee shall then schedule the appeal.for hearing not later than ten (10)
working days from the receipt of the grievance and shall forthwith notify the

b.

b.
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grievant and his/her representative of the time and place at which the appeal
will be considered.

ïhe Grievance Appeals Committee shall conduct a hearing, and shall hear all
witness, testímony and evidence from both sides and shall render a written
decision on the grievance form together with reasons therefore and return the
form to the grievant, through the Personnel Office, within ten (10)working days.
A complete tape recording and/or transcript shall be kept for all Grievance
Appeals Committee hearings. The cost of any transcript or transcript of any
tape recording shall be paid for by the requesting party.

A majority decision of the Grievance Appeals Committee shall be final and
binding unless such decision binds the city to a financial expenditure which can
be authorized only by the City Council. ln such case the City Council may
review the record and affirm, reverse, modify, or refer the matter back to the
Grievance Appeals Committee for further hearing. Such action shall be taken by
the City Council only on a review of the record and a finding that the decision of
the Grievance Appeals Committee was not supported by the record.

ARr¡cue lV - RUIES oF PRoceouRe

Seclo¡¡ 11 Corvra¡Nrr,¡c GR¡evnnces
An employee shall include all current grievances in one grievance procedure. ïo the degree
practicable, grievances shall not be duplicated. lf several grievants wish to present
grievances which are the same or substantially similar, such grievances shall be joined in one
proceeding by mutual agreement of the grievant or grievant's representative and the
Personnel Department. Where there is no mutual agreement to join grievances, the same or
substantially similar grievances shall be processed sequentially, by appropriate unit, in the
order filed and time limitations will be held in abeyance pending complete processing of
earlier complaints.

Secno¡¡ 12 Wervrr,ro Levets or Revrew
Any steps in the grievance procedure, other than steps one and five, may be waived when
the grievant or grievants and all levels of management involved in the steps waived mutually
consent to such procedure in writing on the grievance form.

Secr¡o¡¡ 13 True Lrurnnorus

a. Time limits established by this procedure may be extended or shortened by
mutuaf agreement in writing on the grievance form by the grievant or grievants
and the level of managemenVGrievance Appeals Committee involved in that
step.

b. Failure by a grievant to appeal a decision within the time limits prescribed shall
be deemed a resolution of the grievance, unless the grievant is unable to
appeal for cogent reasons. Failure of management to meet with the grievant or
to render a decision within the time limits prescribed shall justify appeal to the
next step of the grievance procedure.

Secro¡¡ 14 Trrr¿e Orr
a. When practicable, proceedings shall be held within the employees' normal

working hours. lf held at other than the employees' normal working hours, the
employee shall be entitled to an equivalent number of hours off on an hour for
hour basis

c.

d.
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b. Reasonable time off from usual duties shall be accorded to employees for the
purposes of meeting with employee representatives, preparing and
investigating grievances, presenting grievances, serving as a representative of
a recognized employee organization at a grievance procedure, or representing
a grievant, provided that before leaving his/her usual duties the employee shall
obtain permission from the immediate supervisor involved. Such permission
shall not be unreasonably withheld.

Secro¡¡ 15 PRrvacv
All grievance procedures shall be conducted in closed sessions, except that specified
observers may be admitted by mutual agreement of the parties involved.

ARTTcLE V - Gn¡evANcE AppeRls Gon¡ulrrer

Secnoru 16 Cor,¡posrroN AND SetEcrro¡¡
The Grievance Appeals Committee shall consist of three members. Each committee member
shall serve for two (2) years and until selection of a successor. Committee members shall be
selected as follows:

a. One city employee selected by recognized employee organizations acting
jointly.

b. One city management member selected by the City Manager.

c. One lay chairperson selected by recognized employee organizations and the
City Manager acting jointly.

Secno¡¡ 17 AlreR¡¡ere Me¡¡eeRs
An alternate for each of the three (3) principal Grievance Appeals Committee members shall
be selected to serve for the same-period as that of their respective principals. Alternate
members shall be selected in the same manner as principals except that no alternate
member shall be from the same city department or appropriate unit as his/her respective
principal. Alternate members shall serve in the place of their respective principals when the
principal is unavailable, when the principal abstains from serving, and when the principal is
from the same city department of appropriate unit in which the grievance originates.

Secno¡r 18 Gourvrrree PRocEouRE

The Grievance Appeals Committee shall meet on call of its chairperson or of the Personnel
Office. Deliberations of the committee shall be informal and shall provide a full and fair
hearing of the grievance and proposed solutions. The city shall provide the committee with
suitable facilities and reasonable secretarial support. Each party shall bear its own costs for
any expenses involved in calling witnesses or producing desired evidence.

RTTCLE vl - MISCEIIANEOUS PROVISIONS

Secno¡r19 Cor.¡srnucrro¡¡
This resolution shall be administered and construed as follows:

a. Nothing in this resolution shall be construed to deny to any person, employee,
organization, the city, or any authorized officer, body or other representative of
the city, the rights, powers and authority granted by Federal or State law.
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b. This resolution shall be interpreted so as to carry out its purposes as set forth in
Article l.

Secno¡¡ 20 SeveRlerLlry
lf any provision of this resolution, or the application of such provision to any person or
circumstance, shall be held invalid, the remainder of this resolution or the application of such
provision to persons or circumstances other than those as to which it is held invalid, shall not
be affected thereby.

DULY AND REGULARLY adopted this thirteenth day of February, 1979.

CITY OF ROHNERT PARK

/s/ Warren K. Hopkins
Mayor Hopkins

AYES: (5) Councilmen Beary
Carbone, Roberts,
Stewart and Hopkins

NOES: (0) None

ABSENT: (0) None

ATTEST:

/s/ Sandra Faus
Deputy City Clerk

Re{yped January 2003
jdc
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) nnsor.urrou No, 80-140 )
RESOLUTION OP ÎtIE COI,'NCIL OF. THE CITY OF

ROHNERT PARK.OUTTJINING POLICY FOR PROVISION OF FRINCE
BE¡TEEIIS TO PERI{ANE¡{T PART-IIME EMPIOYEES .

!$IEREAS, the Cou¡cil finds and detãr'nines that it is appnopriate to extend
aio fninge benefits tc pemanent part-tine employees who are employed on a
¡ornd basis, and

IIHEREAS, the CorDcil diffe:rentiates betneen pelDanent part-tine empLoyees
rork yean nornd and seasonal part-tiroe eûployees who a¡e employed for six
rc¡ths or less, and

H¡IEFEAS, the Cor.ucil:recognizes the cityrs cbligation as a responsible eroployer
the fringe benefits on a pro-rata basis to permanent part:time enployees

work yean r9u¡d.

NOW, TIIEREFORE, BE It RESOLVED by the Council of the Ciry* of Rohnert Park
effective immediately the City Hanager be and is hereby authorized to extend

p€nnanent part-tine employees who u¡ork yean r:ound cenÈain fuinge benefits subject
the folloûri¡g:

1. Enrollment Ín the Public Euployeesr Retiremer¡t Systenr (P.E.R.S.)

2. Vacation on a pro-nata basis.
3. Sick leave on a pro-rãta basis.
4. Holiday pay on a p:ro-rata basis.
5. Vision ca¡re on a pro-rata basis.
6. Residenry bonus on a pro-rata basis.
7. Non-smoking pnemir.un on a prÞnata basis-
8. Salary continuation-Stanila¡d Life Insurance Company-cn a p¡o-rata basis.

S. Life i¡lsr.nance-Standard Life Insu:rance Company-on a pro-rata basis.

lO. Heatth and medLcal colrerage and life insr¡rance-REMl.P-on a pro-rata basis.

11. Dental care benefits on a pro-r'ata basis.
L2. Pro-pata basis will be deter'¡ninex by the anor.nt of tine that the eÍtPloyee

regulately works. Pr"eraticn shaJ.J- be done on a one-half or three-fotrths
basis only with pernanent part-time employees having to Put in at least
20 hou¡s weekly minimu¡n on a r.eguJ-an ba.sis to get the half-ti¡ne contri.butl.on
tovrards fuinge benefits and emPloyee having to put in at least 30 hot¡s
weekly ou a negularbasis to quãlify fon the three-fourths city contni.bt¡tion
towa¡ds fuinge benefits.
Pertnanent part-tine erployees working regularly less than one-half tine,
that is less than 20 hor.urs pen weekr sþ¡ì l ¡6f, be entitled to fringe
berrefits.

t3. Fo:r itels I th¡ough 11 above, pn;nata basis means the city v¿ilf. contlibute
towa¡¡ds the pnenium cost fon these fuinge benefits on a ratio basls
dete¡'mined by the anou¡t of ti¡re tlre enployee regularly wo¡iks as set
fo¡th above. For example, for a o¡¡e-haJ.f tine employee (20 hotus a
week) the city will. contribute 50% of the pneruiurn P4fment for fiinge
benefits iterE I through IL.

Employee en:roll¡nent in ar¡y on all of said health fuinge benefÍts (itens
I through It) r¡iII be at the eEployeers option. At the enployeers ðiscretion'
the cityrs aggregate dotlan cont¡ibution fon said fringe benefits may

be aPpLied towa¡ds the cost of any of the fuinge benefits nather than
all of ther¡. Fon exampJ.e' an enployee can opt to fonego the dentalt
Life and saJ-aq¡r continuation covenage fuinge benefits and have the cit¡rrs
contrí-bution applfed toward tJ¡e health a¡¡d ¡nedical coverage' thus ¡educing
the part-tiæ erployeers required dolla¡ contribution to same. ADy

excess rr¡used cityts dollar cont¡ribution will reÍBin the cityrs. EuPloyee
health and nedical ar¡d dental cove¡?age p:remiurns r¿iIL be calculated based
on the nruber of enrployeers èepTl+Fnts cor¡ered.

BE I1 FUR1TIER RESOLVED that the the city policY of not
extending fringe benefits to
fo¡ six (6) ¡pnths o¡r less.

elE loyees r¡ho a¡e eÍDIoYed

DI',LY AND REGULARLY ADOP1ED th t, 1980.

AYES:
NOES:

ABSENÎ:
AT1ESl:

(3) Ca:rbone, CavaJ.Ii 6
(0) None
(2) Hopki ¿- re¡ITtore



RESOLUTION NO. 2007.178

RESOLUTION OF THE COUNCIL OF THE CITY OF ROHNERT PARK
RESCINDING RESOLUTION NO.96.203 AND ESTABLISHING AN

ALTERNATE BEiTEFIT PROGRAM FOR ELIGIBLE ACTIVE EMPLOYEES

\ilHEREAS, the Cþ provides health insurance for eligible, active employees
and contributes towards medical insurance premiums for health insurance; and

WHEREAS, some eligible, active employees have health inswance coverage
from a source other than the City, resulting in dual coverage; and

WHEREAS, the City Council adopted Resolution No. 96-203, establishing a dual
health insurance premium reimbursement program policy for employees who have health
insruance from a source other than the City; and

WHEREAS, the City wishes to continue providing an alternate benefit program
to eligible, active employees who have health insurance from a source other than the City
to benefit both the employees and the City; and

WHEREAS, the Cþ and representatives of its employee groups have
deter-mined to def,tne the amount of the alternate benefit viithin memoranda of agreement.

NOW, THEREFORE, BE IT RESOL\IED that Resolution No. 96-203 is
rescinded.

BE IT FURTHER RESOLVED that

the alternate benefit arnount shall be established in memoranda of
agreement or outlines of certain conditions of employment that govem
employees' compensation and benefits.

the alternate benefit amount is not salary or compensation and the benefit
may only be directed into an employee's deferred compensation account,
toward CaIFERS service credit, or for the purchase of supplemental life
insurance and/or any other eligible benefi.t program approved and
authorized by the City.

the City and eligible, active employees are subject to all applicable laws,
rules and contacts of third parties such as the IRS, CaIPERS, and health
insurance providers. Eligibility and continuation of the Alternate Benefit
Program is subject to compliance with applicable laws, rules and
contracts.

1)

2)

3)



BE IT FURTIIER RESOLVED that the City hereby establishes this alternate

benef,rt program effective December 1,2007 and the City Manager is authorized to

administer said program.

DLLY AND REGULARLY ADOPTED this 23'd day of Octobet,2007 '

CITY OF ROHNERT PARK

,3

BREEZE: AYE MACKENZIE: AYE SMITH: AYE STAFFORD: Æ VIDAK.MARTINEZ: AYE
AYES: (5) NOES: (0) ABSENT: (0) ABSTAIN: (0)

Mayor



RESOLUTION NO. 20A1 - zta

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ROHNERT PARK
AMENDING THE CATASTROPHIC LEAVE PROGRAM FOR ELIGIBLE,

ACT¡VE EÍT4PLOYEES

WHEREAS, the City has established a system and pool whereby employees of
the City of Rohnert Park may donate and use vacation hours to allêviate financial
hardship in catastrophic circumstances; and

WHEREAS, the City wishes to expand the program to include the donation of
compensatory .hours; and

WHEREA,S, the City agreed in the ¡neet and confer
groups to establish a Catastrophic Leave program.

process with employee

CITY OF ROHNERT PARK

NOW, THEREFORE, BE lT RESOLVED that the City Council of the City of
Rohnert Park hereby adopts and approves "Exhibit A" hereby ãttached as it's Amended
Catastrophic Leave Program for eligible active employees.

BE lT FURTþJER RESOLVED that the City hereby establishes this Amended
catastrophic Leave Érogram and that the city Manäger ir årih;;åã ìã"å;inister said
program.

DULY AND REGULARLY ADoprED this 11th day of December, 2001.

CITY

REILLY: á,\t
AYES: (5)

SPIRO: AI'D VTDAK-MARTINEZ: AYE
NOES:'(0) 

- 
ABSENT: (0) ABSTA:Ñ (0)

ITLORES: AYD MACKENZIE:AYD



r :" RESOLUTTON NO. 2004 - 2e9

A RËSOLUTION OF THE CITY COUNCIL OF THE CITY OF BOHNERT PARK
APPROVING REVISED PERSONNEL RULES AND REGULATIONS

wHEREAS, the City Council initially approved Personnel Rules and Regulationson April 11, 1966 with the rules and regulations being presente<l as City Manager,sAdrninistrative policy No. 1; and

WHEREAS, the Ciìy Council approved revisions to the personnel Rules andRogulations on April 25, 1983; and

WHEREAS, the City Council approved further revisions fo the personnel Rulesand Regulations on November 12,1gg1; and

WHEREAS, the existing Personnel Rules and Regulations require updaling tobe in compliance with current state and federar raw; and

WHEREAS, the City consulted with McDonough Holland & Allen, the law firmrepresenting the City's legal interests, to provide recommendations on drafting revisedPersonnel Rules and Regulations compliant with exisling state and reoeÀl laws, and

WHEREAS, revisions are proposed to the existing personnel Rules andRegulations to ensure legal compliance, provide greater JirË"ti* to ói,, 
"r"o"uã""regarding the City's personnel policies,'and iniude policies enacted by the CityCouncil since 19g1; and

WHEREAS, the revisions have been discussed with the employee organizationsas required by the meet and confer laws of the State and the revisions have receivedapproval by the employee organizations; and

WHEREAS, the City Council has been presented the revisions lo the personnel
Rules and Regulations and has found them saiisfactory.

NoW' THEREFoREÌ BE lT. RESOLVED by the Rohnert Park City council thatthe Personnel Rules and Regulations presented u. iuuisJ-""dä,ää November 9,2OA4 are hereby approved.

DULY AND REGULARLY ADOPTED this gth day of

NERT PAR

Irll)RE9:4üE MÀCI(FÀZID,: ÀI-rSF.l|l. SpRâDL!N: 
^yF]Ðr)/\X-M.,\Rrtxr:2, 4IE--ñ,nr¡xi Ãlr--"' 
__

^yEs: 
(4) NoF,S: (0) añ-,wr, 1r¡ ,rrçihn, 1o¡

ATTEST:

Deputy City Clerk



)r
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B.

CllYOl: R0l lN[lìI P^lìt(
, f )cr -sorrnt) I f ìr¡les an<l I ìr:<.¡ulaliorr:;

ctTY or- fìo¡tNt:R'f I)ARK
Personrlel Rules and fìegrlalions

1. Elective officers in tlrr.r pr:rfonnanc() of
oomrn¡ssions aDrl t:or¡trniilcr¡s.

rcgular full-tinle crnployecs, rec.;ular piril
ol lhe City. cxcept;

tlr*ir r:lec:tive rJuties anri rvre:mbers or appoinrerJ rro¡¡rds,

or (lay who do rrol meet lhe <lefinilion of regular part_tirne

s Ë_qr_!Q_ xl_lNlßApucItaN
Pruposc- llrcl Cily M;llritl¡<lr, íls l)orsorrncl Officer lor lhe City r:r l¡ìs/lrer rlesigncle, is r:lrargerl wilh thcies¡ronsibility of tlte city's prlrsortttcl prit<:ti<:es. ln r¡rtJr:r to estabúsh arr er¡uital.llc ¿lnrJ,rriforn ¡rrocetJure lortìt:; ling wilir persoltrìcl tÌlílltcrs antj lo íìllracl to rnurricipðl st:rvice ll¡e tresl ;¡n<J m<lsl cornpel()r)l J)ersorìsavailable' lo ¿ìsstlre lttal ;r¡r¡.roilrtnrent ¡¡n<l Jlrornolions <lf ¡rersgns will be baseirl r>n merit anrl filnr.:ss and loprovitle a re¿¡so¡lable tltlç.¡ree of securily for r¡ualilìerJ em¡>loyees, the following rules an<l re(Jr.,lalions areest¿¡blisherJ.

Coveraee - 'l'he.se rules ¿-¡ntJ rc+er¡lalions a¡r¡:ly to all <iflices, all
lime employt¡ns, ¿,rrltJ alr ¡l'sirìons anrr c:nrpr,ynlcnrs in rh. sr:rvice

c-

?" Persons engagetl un<ler conlrílcl lo supply r.:xperl, professional, lec.hnical or olber services.

3' Voltrnleer personttel, stlch as vo[rnteer auxiliary firefiglrters ;.lrrd public safety re.servc oflìcers.

4. Cily lVlanzrger anrj City Âflorney.

5. F)robirrionary cmproyees, exc()pt as exprcssry provicrecJ herein.

6' LimitetJ Service PersonneJ (i.e. lemporary or_season¿)l enrployees employe<t by tlre cìty not r¡ore thansix (6) rnonlhs <luring¡ the fiscal year for special prrr¡:oses)

7. Part-time ernployees pai<t by the hour
employees.

General Provisions -

1 'rhe city expressly prohibits <lisc¡imination irr em¡rloymerrl on the basis of race, religious cree<,, c.lor,¡rational or elhrric origin, anceslry, rnenlal or pf,ysiczrt ctisability, merlicat con<Jitiãn, ,iárl.or slalrs, sex,scxt¡al preference, polilicarl opinion, þolitical aililiãt¡on or on th; Las¡s that an incJivirJual is age forty (40)or over, t>r any other basis proteciert by fecterar, state or rocar law.

2' An employee's work performaÀce will be ev¿¡lualerl by their immecJiate supervÍsor or lhe supervisor,sdesignee al leasl once a year on a lorm prescribecl uy tne eersonnel Officer. Supervisors will rjiscr¡ssllreir evaluations in full with each employee, oulline çroals ancl expectalions, and point out where lhecmployee has ctone an otJlslan(,ing joi: an<J suggest ways in which job performance car.¡ be enlranced.

3' All regtrlar appointmenls incluoe a probationary period as provi<Jed herein of not less llran lwelve (12)morrlhs for miscellaneous employees, not .Íess lhan rwenly-Iovr (24) .""ür" låi managernenremployees, nol less than eighleen (1B) monlhs for dispatcn employees,'und nor-tes5, lhan eighleen(-lB) months for public Safely sworn empÌoyees.

a' Pron'¡otion¿¡l appointmenls incbde a probertionary periocl of nol less than six (6) monlhs for non-supervisory employees ond twelve (r 2) mónihs for supervisors linctùoLs managemerrlclassif icalíons).

4' Employees must be physically and menti.rlly able to perform the essential funclions ol tire job, with orwilhor¡t reasonilble ar;conr¡norlalion
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ct'rY ol: fìor'tNErì'l PAR}(
f)ersonncl lìules and lìegurltrtions

Ihe Cily reserves the righl lo amenrl these rules an(.l i.rgrees lo rneet ¿¡nct confr:r witlr repre:;entatives
of recognized employee orgarrizalions on lhose ch;rnges thal ¿re wilhi¡r lhe s(;ope of re¡trescrttaliorr.

Nolhing herein prevents or reslricts lhe City's righl lo conlracl for perforrnance of expert, professional,
technical or any olher serviÇes.

Nothing herein prevenls or reslricts a Supervisor from issrring rleparlrnenlal nlles. policies of
regulalions needed lor the elficient operation of a Cily tleparlmenl.

'Ihe <lefinilions applicable thtougltoul tlrese rr¡les are sel forlh in lhe attaclied Glossary ancl rtre lrcrelry
incor¡roraied by relerence.

D. 9?rqainínq Units - lf any oulline of conditions of employmenl or mc.:rnorandr¡rn clf agreernerìt belween a
recognized employee organizalion an<J lhe Cily conflicls wilh lhe provisìons <¡f ll'lese rgles, ll'len the
provisiorrs of lhe memorandum of agreemcnt will ¡rrevail.

E. Personnel Records - ln lhe case of personnel records, the term "personrrel recor<Js" meotìs any lile
maintained under lhe int1ividual's name by his or her employirtg¡ agency containing recorcts relating lo
personal tJ¿¡ta, including marilal slatus, lamily menrbers, e<Jucalional and ernployrnent hislory, or similar
inform¿¡tion, ¡nedical hislory, election ol employee benefils, and employrnenl ¿rdvancemerrl, appraisal, or
discipline.

2.

The City mainlains personnel fìles for all employees which contain all records, f iles ¿¡nd rJocrrrnentation
r¡se<l lo delermine the employee's quallicalíons, perforn'rance, promotion, ad<Jitional compensalion, or
lerminalion or ollrer disciplinary action.

a. Each employee must prornplly nolily llre Human Resot¡rcc's Department of any'clranges in
relevanl personal information, irtcluding but nol limile<l to; mailing address; lelephone number;
name(s) of dependent(sh and persons lo conlacl in ¿rn ernergency, ellong witlr contacl
informalion.

b. Personnel files are <Jeemed conficJential unless tl're employee.consenls to a ctisclosure in writing
or the City is ret¡uired lo disclose srrch maler¡al by law. City per.sonnel lrave access lo
confidenlial personnel files only on a "need to know' basis for legitimate business reôsons.

The City mainlains a confidential file for all employees which conlains all me<iical inlorrnalion about an
ernployee or applicant. lnformalion in this confidential file is oblained and mainlainetl in accordance
with stale and federal law (e.g. the California Confirlentialily ol Medical lnformation Act and the le<Jeral
Health lnsurance Portability and Accountability Act ("HIPAA"). City personnel have access to
confi<lential medical liles only on a "need lo know" basis for legitimilte business reasons.

All inquiries frorir outside agencies, firms, or indivicJuafs concerning personnel will be referred lo lhe
Human Resources Departrnent for handling and response. 'fhis includes, bul is nol limite<l to,
inquiries concerning employee performance or evaluation in conneclion wilh new emplo¡rmenl
opportunities and employment verificalion checks for financing purposes. 'This procedure applies to
bolh former and present employees.

a. Absent a written release lrom the employee, lhe Human Resources Deparlmenl provictes only
dates ol hire and lermination, posilion litle, anrl pay range.

b. lnformalion disseminated lo inquiring parties will be exlrãcled from the personnel files in üre
l'luman Resottrces Departtnenl- The City's wrilten response to inquiries will be rnatJe a parì of
lhe employee's personnel file and will be available for his/Ìrcr scrutiny.

CI Y OF ROIINERT PARK
Personnel Rriles antJ Regulalions

{}.

¡-
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.c¡rY ()i: Rot tNtitì , p^,ìt(
. P<.x s;t¡nnt: I f ìules ;¡rrti lì egtrlirliol.r:;

1.

CTTY OF ROIINEfì PARK
l)ersonncl Rules and Reeulations

Any t;rn¡rloyt-'(l wllo wisl'rcs lo rcvielw his or lrer pr:rsonnel recorrls ¡;Ìroul<J corrrar;l rhe l.lumanlìcsrltrrr;cs [)c¡rarlrtrcrll an(J sel u¡r art ;lp¡roirìlmerìl Íìl a rrtrrlrrally agrecrt r.¡l)orr ti,y]e. .Ihe 
review muslb. tJorlr-' irt tlte prt:st)r'ìo() of lhe l'lilrn¿ln iì'u*u,,r,"r" As;sisranr n, í.'i"ñro, r)csignc:c ¡rr rlr. roc¿.¡ljo' wr)er(rlhe' f ile is st<¡red antJ at nc¡ loss of co.rìp*,')salio^ lo lhtl errrproyee. An t:nrproycr) rníry re(rrJcst a copy ofatly <ltrt¡llrlyrr¡enl-rt:latt:tJ tJoctrlnenl lhíìl heislì(ì tras signcil :Ihis 

sr,tlsecticrn tloes nor apply lo thosc
:ilTl:ii"t 

r;ov(:¡ett by lhc: Pr.rblic safnly officcrs'Proðerturat t:ìiil ol Rights ((:iovernrnent'cooc5s:too

An enrployee is nol entitled to inspect reiortls set forlh in Lat¡or cocle sectiorr 1198.5(d) as il may,frorn lirne to lirne' l¡e arnendetl' lmpact records relarinl¡ to the investig¡ation of a crinrinal oflenseor lclk:rs ol refererl<;e.

l) An employee is nol enlilletl l<i i'specl complaints, or invesligalion of complainls, c.ncernlng aneverll cir transíìctiorl in which llte e'tployeó *z¡s lnvolved or ¡rarricipaterl to lhe extent tl.lat thecìisclostlre r¡f sut:h illfornration wouki con:;litlrle an unwarranletJ invasion of personal privacy.

5' Ëmployees h¿rvc lllerþht to res¡ronrJ.in.wriling to any evalualion repoit placed in rheir personrrel lile.Sttclt resporrstls nttrsl l¡e submiriecl wilhin lhirty (ao) éalen¿ar clays of the evalt¡ation interview ¿rnrj willbe inducJe<J in the person¡lel lile recorrls.

F' Uestruction of Rec -'fhe employee personnel recorrls ?rre co'sid(:red a perrnanenl recor<J ancJ allpersonnel lilc: <Jo<:t¡rneints are relai¡red by tlre city for rhe rjurati<.ln of tlre ernployce's ¡reÍiorJ of employrnent;¡ncl fo¡ ilny subser¡urtnl pcriod reqrrire<) úy law.

a' J llt: recr:rcls ol f<¡rnler employees ¡lre relainetl i¡r acr:or<lance willr tht: sclreriule eslal¡lishe<l inlìesoh¡lioll g0- 161

b' 
3ålï$il"t 

<Jestrovs personnel records lhat have rei¡ctrect the time timit esrabtished in Resolution

f.¡

Classification plan

creation of classificatìons. The city Council, upon recommendalion by rhe personnel officer, shallcreate a classific¡¡lion ¡rlan fot city employees- Each position shall be allocatecl to a class iJenlified byclass tille' Posiuons shall have út" satnL class title when ttrey coÁiorm ro rhe sarne specificarion orwhen the posilions'descriptions are sufficienlly.similar T t; ,¡úoiiilarions, erjucalional requiremenls,responsibililies, level of srrpervision, ancl oiher characterislics.

specification of classes' A class may inclu-<Ie more lhan one position. Each class will have aspecificalion' which includes: rì concise, <lescriptive tille, a brief oefinit¡on, a <lcscription of the essentíaljob tJulies anct responsibilities' a slalemenl of speeiai ,u,¡uirur"nt*, ancJ a slatement of tlesirableqt¡alificalions. ' orr(¡ (f srdtefrlent oI

Reclassilication' The Personnel officer is respo.nsible for reviewing the clulies ancl responsibililies ofpositions antj recomrnentling to lhe city council the creation of iew classes and lhe abolition ofexistirtg classes' The Personnel oflÍcer shall review classiricátiáns and make deterrninations in thef ollowing silt¡ations;

íì' l'lpon the recommen<lalion of the supervisor or rrpon the: rer¡rrest of an employee, lhe l>ersonnelofficer has the rigttl..lo realtoc¿tle á posirion lo a <Jifferent-clas" wtenever its rlulies clrangematerially, provirle<'l lhe reclassification can .be accomplisheJ wilhin budgel limilations. ThePersonncl olficer lras the <liscretion lo <lerermine wn'en the dúties have malerially changed which

A.

2

a
',
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CI-IY OF IìOI.INER-T PARK
Personnel Fìules anrl f ìcAulalions

warrant a reclass¡fic¿rtion. To process recl;:lssificalìons ¡rì a tinrely manner, lhe lollowìng process
will be followe<J:

i. Supervisor or employee .submits a re(ì(jesl of rc.classific¿.¡tion to the l-|trman Resources
Departmenl.

tt- Within fifleerr (15) working days, the lluman Resources Departntenl rylakes an inilial
determinalion whethcr the employee's ongoing job rlulies arr<ì responsibilities warrar-ìt a
position reclassilicalion. Once complete<j, lhe Humalr Resourccs Deparlørent forwards ils
recornmenrJalions t<¡ llre f)ersonnel Oflìcer.

iii. Wilhin lifteen (15) working¡ clays lhe Pers<¡nnel Officer:¡ffirrns or rnorlifìes the l-lumarr
fìesotlrce Departmenl's ¡ecommendations. As er general grrideline, lhe Personnel Officer
will provìde the following conclt.¡sions to tlte employee anrl his or her srrpervisor: re-assig¡
work dulies so lhc ernployee is no Ìonger workíng oulsirie of classificalion, appoint employee
lo exisling classification with greater responsibility, or creale a new classificalion thai more
accuralely rellects lhe employee's ongcling iob dutìes and responsibililies.

When the tJuties of a position so clìange llìal r)o appropriate class fqx il exisls, llre personnel
Officer mr¡sl prepare an appropriale class specilicalion for il and sr¡bnrit il to lhe Cily Council for
approval-

c. Reclassificalion ol a position may nol be usecl to circtllnvenl the rutes and reg¡trlalions contqrning
demotion, promolion or compensalion.

B. Salarv Ranqes. Plans and Compensalion

1- Meet and confer. The City will meel ancl confer regarding chanl¡es lo salary rates or salary ranges
aflecting existing employees represenlecl by a recognizecl employee organizaiion. Afrer meõtlng ãn<t
conferring, the Personnêl Ollicer will prepare the pay plan, which establiihes a llat rate or salary range
for each class.

Changes to salary ranges, When lhe City Council charrges a salary range for a class, all employees'
salaries in the class wilÌ be acljusled to lhe corresponcJing step in the new rânge.

Transfer, to another class. An employee whose posilion is moved from one class lo anolher class
that has tlre same salary range does not receive a change in salary. When an employee is movecl
frorn one class to a class with a higtrer maximum salary, the ernployee's salary in the higher class will
be lhe minimt¡m salary for tlìat class, unless thal rninimum is lower ìhan, or the same as, lhe
employee's salary at lhe time of llte move. ln lhat event, tlre enrployee will receive lhe nexl higher step
wilhin lhe pay range of lhe higher class. Employees receiving a prornotion will receive al least a 5Zo
increase in salary unless limiletJ by the salary range maxirnum. The new review date lor promoled
eñrployees is the dale of promolion or in six (6) months if the employee in placed al Step A.

Dernotions. When an employee is clernoled, (rnoved frorn one ctass lo a class wirh a towei rnaximum
salary), lhe Personnel Officer wìll set the employee's salary within the range of the class to which the
employee has been demoted. ln this event, lhe employee's anniversary rlale will l¡e the same as the
effeclive dale of demotion for purposes of condurcting performance reviéws and making corresponcling
salary adjuslmenls. The employee's original hire dale will continue lo delermine histr her eligibilily
for other types of benefits and leave accruals.

Rectassilications. An employee whose position is reclassifiecl from one class to a class with a lower
maximum salary retains lris/her original anniversary date. A reclassified employee retains the salary
of the higher class if the . employee's salary at the tîme ol reclassification tjoes not exceed ll-¡e
riraximt¡m salary lor posiiions of the lower class. lf that salary_ does excee<J llral maximt¡m, the

C¡TY OF ROHNF:RT PARK
Personnel Rules antJ Regulations

2.

I

4,

5-
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C.

ClIY C)lr IìOl lNl: lì'f frAfìt(
' l)tÌr :;Or'¡rx-'l lìr¡l<;s and lìegrrlationS

CITY OIJ RO}.INEIìT PARK
Per sonnel lìt¡les and Re.r¡llalions

rlm¡rloyee will conlint¡rl to receive lris/her present s¿ìlary rìnl¡l sr)ch rirre íis the rnaximurn 5¿¡l¡¡¡y for theclass excoe(js hisil¡er r¿rle of pay. \'v 'r\' rr'(r^¡'¡'('¡'r

E_¡t-fhe¡r<.lrform¿tr¡<:tlr')ví¡ltr¿¡tion¡lrclt:essisinlr'¡ntJerJtt>
irnprovc ¡>rocltrt:livily an<i fosler .utn^u]ñãIãil6err&,,'' r,rpåruiroi*ììn,t e,nptny*es, ¡--varualions s''r¡rtJ bet;on<Jt¡clccl âl least arrnr'rally in ¿lcco¡tJance willr lhe schedule set forllì for (llåt énrprqu"u;f-;¡ cl¿rssification;rncl shot¡ltj be basetl uporì posilion-specific perlorrnance elernents and r,vork stanrj¿¡r<ls. -l.l¡e 

evalu¿¡tionnltrsl in<ii<;i¡lc clearly wlrelher overall perfornrance is superior, sarisfar:lory, or suSstanr;arr1_ The reviewr)ro()ess mtlsl rlrovide lor ernployee feedb¿¡ck an<J face-lo-iace cornmunicalion. Resulrs of tlre performa'cereview will be utilized to <Jetermine employee's ûaining an<t rlevelopnlent noetrs.

1 satary adjustmenls' fìesults of tlre enployee's current performance r<lview will l¡e 
'sed 

lo r,eternirresalary adjustmetrls on the employee's ari.iversary traie. fmproyees whose,ãr¡'pàrro,nrance issalislaclory will be eligilile lor atlvarrcemenl to tlìe irexl higlrer sÌep (not lo exceerl llrt nraxirnrrrn) rfthe salary ranS¡e. Employees wlro receive a less than s¿"¡tisfaclory ratirtc¡ rrray nol be elir¡iblc: lor asiìlary a(Jví)ncenlenl on lheir aDnivers¿lry date.

2 Employee review.anct.response. Employee will be providert wiilì a copy of his/l-¡er performanceevalualion lwenty-fotlr (24) hours prior lo lhe evah.ratk¡n inlerview, r*brovu"-r-nz,* rr.,u riglrt loresponrJ in writìng lo lhe evalualion report sl.roukl tlìey so desire. sairt responses shoultJ be submittedIo the ¡eviewer no.later thalr llrirty (30) days aller lhe ev¿¡hlation interview. conlenls of an employee.sperformance r:varuarion are nor subjeót ro the grievance procetìure.

3' copies kept in personnel file- The employee's complele, origirral, zrniJ signecl perlormancec';valt¡¿¡liort * inclu<ling any written c<¡mments provicjed uy ítre ernptoyee - is file<l in tlre ern¡rloyee,sofficial pers'nlrcr lire kept in rhe H'man Resource Deparrment. 
"'t¿'vtev ¡r t'¡ç\' rIt r'

PÍl}r Period - The pay|ei,-o.l for.all ernploye.es is bi-monilrly on lhe lsth a¡r<ì the last day of the monlh.when lhe 15,'or the lãst ctay of ttle moÁtnin¡1" on a weekeÁd or ruri<lay, paychecks will be avaìlable theprìor Friday' All pavchecks are lo be disrribute<l lo lhe deparrlments and delivereci to rlre ernployee by noonon the 1Sth or llre tait oay of the monlh 
'!v ¡,'v \¡vH<,'(¡,,u¡¡rr c¡r¡(¡ usilvereu ro Ule efnpt

1' Time cards' All employees are requirecl to keep a tilnecarcl antl accr¡rately recor¿ all horrs worke<J.

iì' 
;:li:i" 

emplovees. tìegular fulllime employees win be paí<l for rhe prior two-week perio<t

b' Part-time emptoy-ees. Regular parl-time and .lrourly part-lime erployees ¡nusl submil theirlimecards lo lhe Finance Department on the 5"' arrd ä0ti-"r' inu month and will be paid lhefollowing payclay for the lime submilted.

Direct deposit Any employee wishing lo lrave their paycheck <Jirectly tlepositerl may tlo so bycontzlcting the Finance Departrnent anrr firing ot¡r rhe reqJire<! documenrs.

D.
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F.

CITY OF ROI.INFIì'I PAIìK
Personnel lìules arrd lìegulâli()ns

Overtime Overtime h<lurs musl be approved in ¿l<lvance try lhe employee's direcl supervisor or
Deparlrnenl l-leaqJ. Overlime is lo be kepl lo a r¡inimum consislenl with rn¿¡ir¡tenance cf essenliarl City
services. All ¡'¡olt-exentpt ernployees will be paid overlinle ;rs requiretj by ilp¡rlicable law antl in accordance
wilh any provisions in applicable memoranda of agreemetlt.

Compensatorv Time Off - Sutr.iect to ap¡rlicable memorarl(,um(s) ol agreemenl or llìe outlinê of certain
employment condilions for non-represelrlecj employees, compensatory lirne oll may be t¡ranlecl in lieu ol
overtirne pay lor overlime work perlormed by eligible employees. Contpensalory lime off is subject lo llre
accrual cap in lbe relevant memorandum of agreement.

1. Approval of overlime. Employees must oblain pre-approval liefore working any overlime. 'Ihe
Supervisor will aulhorize suclr overtime work and will notify lhe Personnel Officer upon such
authorization. 

-Ihe Supervisor is responsible lor arranging his/her deparlrnent so lhat compensatory
time oll can be laken.

CTO for exempÌ employees. Management employees arnd any bc¡na lirle exempl personnel will
receive administrative leave, as qualified under FLSA, in-liet¡ of lhe compensatory l¡nle off . All exempl
personnel must recorrl leaves ol for¡r hours or more trsing the City's "Employee Absence Report" and
subrnit ¡l lo the appropriate immediate supervisor.

City reserves the riglrt to pay overtime in lieu of accruing CTO. At lhe discretion of the Cily,
certain personnel rnary be paitl for all or a porlion of overtime wo¡ked in lieu <¡f accruing CTO. The City
can elecl lo pay ernployeeb for overlime worked il it ls <letermine<l llìal an employee cannol
reasonably lake the CTO wilhout hindering tl're performallce of esserllial City lunctions.

Pay-out of accrued CTO. The City retains lhe right to pay oul unuserJ CTO at all limes selected by
lhe City. The currenl memorandt¡m(s) ol agreement or oulline of ceriain conrJitions oi employmenl will
rellect accrual informalion, time, and manner in which any paymenl for unused compensalory lime will
be rnade.

Payment upon separation. Upon separali<¡n, all employees will be paid a lump strrn for all
outslanding approvecl anrl accrrre<J compensalory time and/or adminlslralive leave.

Use of CTO. Employees who wish to use CTO musl oblaín prior atrllrorizalion of lheir Supervisor or
Deparlmenl HeatJ. The City's policy is to permil lhe use o'f CTO within a reasonable period after lhe
requesl lor t¡se is made. Use ol CTO on lhe specific dates requesterJ by an employee wlll be
permitle<J as much as reasonably praclicable taking into ¿¡ccounl the operational needs of the
deparlrnent. To facililate schecluling, employees are encorrrage<l lo provide as rnuch advance nolice
as possible of lhe dales they cÌesire lo use CTO.

SECTION 3 - BENEFITS

À. Holidàvs -

1: Scheduled holidays. The Cily Council establishes'tlre lrolidays lo be observecì by lhe City for each
calendar year, subject lo modificalion by any applicable MOA- Generally, lhe Cily observes as
holidays lhose days proclaimed by llre Presidenl of lhe Uniled Stales, the Governor of the Sìale of
California, ancl/or lhe Mayor of lhe City of Rohnerl Park lo be public lrolicJays. Addìtionally, tlre Cily
trsually observes any day declarerl by lhe Governor lo be a day of mourning or special observance for
Slate employees.

2. Weekenct holidays. Generally, wlren a holiday falls on a Salurclay, it shall be observed on lhe
preceding Friday. When a holiday lalls on a Sunday, it shall t¡e observed on the lollowing Monday. lf

. a holiday falls on an employee's regularly scl¡eduled day otf, the applicable rnemorandurn of

CITY OF ROI-INERT PARK
Personnel Rules ond Regulalions

2.

a,).

rl.

5.

Ð.
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cr I Y'OF lì()ÌJNtalt t PArìK
l )(,'¡sonncl lìt¡les an<l Iìegulalions

agreenlenl will tJr:termine wl.ìcther lÌìo employe(: is paitl lroliday pay or givcn comperls¿rloÍy lirne off . lfany ottlline of contJilions of entploymc;nl or mernor:lnrJt¡nr of ,rg,.r.u'u,,,i conflicls wilh lhis suÞseclion,the provision ol lhe concJitiorls ol cntJ:rloymenl r¡r rrlo¡ìloranrlLlln ol aer(jeùì(.)rrl will pr.vail.

3- Floliday pay. Iìc5¡tllar fuìl-tirne ancl rt:gtrlar ¡rarl-lirrre ernployees ¿:rc: elrlillgcl to rer:eivc tirr¡e off withpay at lhcir regttlar ral(¡ ol pay for the lrolitlay. Re1¡ular parl-tirnr.l ern¡rloyçes; rqceiv* eithr.;r {igyo or75o/" ol lhe holi<Jay pay ¿ìs <leterminetJ by llie nrrùe, of hours. ¡;er week the em¡rloyee ìs nornrirllyschedtlled lo work An errrployee wlro rcsien,s may nor seli¡ct a holitlay as tlrr: t:nrployce,s lasl ¿ay ofernployrnenl.

4' Requiretl work on holiclay' An t:m¡rloyee whose job perforrnance is essenlial lo rnirinlai' prblicservices may be reqtrired to work on a holitlay. ln su<;h ,rá.os, thcl a¡>¡rli<;atrle MoA will s¡recify llre payan<l/or tre.efirs receivecr for lhe work ¡rerfornretl orr lrcridays.

B. Vacation

1' Vacation policy. Âll rel¡rlar lull-time antl regular p¿ìrl-lime enrplgyees arc e¡lilled to var:alior¡ liln* offwork with pay' Eligible regtrlar parl-tiûte employr:es accrue vacation ¿ìl lhe rírt(Ì ol 50% or 7s% of theallotrnent eslablished for ftrll-time employees as tJeterrnineri ny rrte iri,nìrrn,'ni'rìr.,,, rhe part-limeemployee is regtrlarly schetJuled lo work. Eligible employees wiriaccrut: va.ài¡,ü, r,,,r" the rlale-of-l¡Lebut rnay nol take ¿rccrt¡ed vacalion unlil the cornpietiân of six (6) monlhs of cor.llirit¡ors service.However' upon complelion of six monlhs of service, he/she will be eligible to reqrrest a schedulecJvacalion- This vacalion policy ìs subiect to mocJifìcation throu.r¡h arr apilicable lr¿on to. represènte(lemployees.

?. Vacation accruat. Vacalion accrues lor regtrlar
schedules establislred in ilre applicable MOÃ,s or. Confidential Unils.

use of vacation' An employee's scheclulecl vacalion musl be approve(l by lrìs/her s,¡rervisor. -Ihe
smallestamounlof vacaliontimethatmaybeusecl is Yol'totr (rslnir:utes)- Anindivi<trral rnayhavet¡nused annual vacalion leave carried over to ltre following càleniri,r year. lf rn¿¡xilnun¡ acc^rz¡l isreachecJ, ftlrtl'¡er vacation ¿¡ccru¿¡l will slop-' wlren the empiáyee usãs paitJ vacation lime a'4 bringstlrc available amot'lnt below the cap, vacalion accrual will rest¡me al the regular montlrly accrral. Thecity rnay make an exceplion lo the vacation accrr¡al cap in extraor<ìinary circunlst¿lnces wlrere, <Jue lothe requiremenls of city service, an employee is rer¡uÍretl lo forego a vacâtion during the parlicularcalendar year' ln such cases, the affectecl employee may apply tJ il," pers,rnnel officer to increasehis or l¡er vacation auq.ly the number of tlays lhe emplóyee'was not permiile<l to take as vacationdays' Tlre Personnelofficer may, in his or hei sote t]iscietián, grnnr ri,.li i",1,Ài.'rrorn'rì,iãro ri."-
vacation at terminalion- upon termination, an employee shall receive ir lump sum payment lor thebalance of accrt'ed vacation hours. Payment l<rr un séd vacalion shall be made at tr," iot" of pay inelfect for such employees at the time oi lerminalion. When lennination is cause<J by l¡e cìeat¡ of lheemployee, pay for unused vacalion shall be paid to the same beneficiary riiu urplovue hasdesignated for Life lnsurance benefits- Beneliciary designalion oü,e*iso, shall be in writing, sig¡neclby the employee and filed wilh tbe Finance Departmenr, Èayrott orii.". vo""tion accrrals irã not pai<tto ernployees who are employed by the Cily.less lhan six mônths.

Holidays falling during vacation. when a day clesignaled and observe<J by the city as a lroli¿ayocctrls on a tJay on which an employee ¡s tak¡ng uu.ãl¡o,l, sudr empfoyee shall rrot l¡e clrarged asusing vacation for lhat day. The employec's comper)saliorr for ttraí oáy shall tre r,ori,l y*pay an.rhe/she shall not be paicl or charged for vaôation. 'fhis holiday po[cyì.s subject to mortificatiárr tlrroughan applicable MOA for represenied ernployees.

ftdl-time ernployees a<;corrJinq to tlre following
Outline of Bencfìts for ll¡e Managernerrt and

4-

CTTY OF ROIJNER'I PAIìK
f 
)ersonrlel Rr¡lês ¿¡nd tìeç¡ulirlion.s
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crrY oË RoÌ tNErì'f PAtìr(
Pcrsonnel lìr¡les and lìr.:gr.rlalions

CI]Y OF ROI-INERT P/\RK
Pe¡sonnel Rúles and Regulations

!llness tluring vacalion. lf an employec becomes ill or is injurerÌ while on vacalion, llìe time off will
still be¡ counted as vacalion tirne ¿rrr<l nol sir;k lirne.

'l . Vacalion accrt¡al duling leave ol absence. ErnÞloyees who are olf work on
conlinue lo accrue vacaliolr <Jurìng the leave perio<j. Employees who are off work
shall no lonrler accrue vacalion after ninely (90) calendar tlays.

C. Sick Leave -

a paid leave sl¡all
on an unpaicJ leavc

2.

J-

Eligibility. Regular full-tirne erntl regular part-lime enr¡rloyees are eligible for slck leave in accordÍ¡nce
with the applicable MOAs. [/nrepresenlecl, conficJential, an<t manageryìent employees' eligibilily for
sick leave is specifietl in lhe applicalrle Cily resolutiorì outlining lheir conditions of emitoymenl,
benefils ancl salary arljuslmenls.

Accrual. Sick leave sh¿¡ll Lre ¿¡ccruerl in accorclance witlr the applicable MOA,s or Oufline of Benefits
for the Managernent and Cortfidential Units.

Use of sick leave.

To qualify for sick leave, the employee musl reporl hisiher illne'ss or injury lo his/lrer supervisor al
lhe beginning of arry sick leave periocl and t.laìly therealler unless otñerwise arranged. The
supervisor may require a writlcn slatement f¡om the employee's health care provideì verifying
that lhe etnployee is or was incapacilaletl anct unable lo perforrn his/her <Juties. Any absence of
five (5) days or mortl for sick leave wìll reqrrire a ce¡tification from a health care provióer.

Sick leave rnay be laketì lor an ernployee's personal, non-induslrial illness or injury. Acl<Jitionally,
the employee may (¡se up to one-lralf his/her yearly paid sick leave accrual (UasóO on calendar
year) to altend to an illness of a child, parenl, spouse, or ctomeslic parlner of t'he employee or lhe
child of the employee's cJomestic parlner.

An employee may use sick leave lor merJical examinalions and appointrnents provide¿, however,
lhat such le¿¡ve time may be limile<l to lour (4) hours in any one working day ar tfre employee's
supervisor's discretion.

An employee rec¡uesting lo use paid Sick leave must specify whether the use is for personal
illness or lo care for a family rnember. ln llre event thal an employee exhausts his/her paid sick
leave, he/she may be entitlecj lo adclitional unpaíci leave under tñe Family and Medicat leave
Policy.

a.

b.

(1.

t

c).

e. Any employec wlro is ;¡bsenl from work on sick leave shall not engage irl work or olher activities
at any time thal wot¡ltl be in conflict witlr lhe inabilily lo report for woik and to perform the dulies
assignecl. tf an ernployee violates lhis policy, appropriale óisciplinary action wili be laken. 

-:

Sick leave accrual during leave of absence. Employees who are ofl work on a paid leave shall
conlinue to âccrtte sick leave during lhe leave period. Employees who are ofl woilt on an unpaid
leave shall no longer accrue sick leave alter ninety (g0) calenrlar days.

Accurnulation. AccruecJ sick leave may be accumulaled lo the limits described in the applicable
Memotandum of Agreement.

Sick leave and Workers'compensation <Jisability payments. An employee receiving lemporary
disabilìty payments untler lbe Workers'Compensalion Laws, may use accurnulaled sick leãve in order
lo conlinue to maíntain his/her regttlar incc¡me. Under such circumslances, lhe employee slrall be paid
(oul ol his or her sick leave balance) lhe tJifference belween his/her full salary ìn iroporrion to the
amount of his/her full salary paid by the cily during such period of rlisatrility. : '
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Bereavemenl Le;rvn -

1 l¡r lhe case of tjeath within lhe inlmetiiale family ol an enrploycr:, lhc r:rnploy<:e r;Ì¡;.:rll l¡e enliile<J lr>three (3) days of ¡riritl lei:lve. Ar¡ ¿¡<J<J¡tiorat rwo (2) ilays ol ilr[ u,. vat:atk>' leiivc r.ny ¡e l.kr;n upo'apptovatl oi lhe etrtþloyee's str¡rervisor if thc eirrr¡rloyc<i rnu.sr rr¿rvcl out of ¡le iìre¿r'iui'',]À,2s0 milesone way).

?-' lmrnediale farnily irr lhis r:ase rÌìe¿ìns. spoì.,so, <Jomeslic partrler, far¡er, lather-in-l¿¡w, molher,rnolher-in-law, t¡rolher, br<¡lher-in-law, sisler, siste.r-in-law, chil<t (inclrrr)it.,r¡ 
"t"prlrìiilìen), stepparents,¿¡t¡nls' uncles, grandparclnls, granrJ¡ratertl-in-li¡w, grandchildren anrJ relationships in loco-parenlis anclclose p<':rsoni:l rr:lalionships. with llxl a¡rProval of tire city Manager or hìs/hr:r .lesigrree.

Jilili#:,i*"ïi::î::r rnarv re<¡trirc ptoor tr tlearlr or the person(s) tor wrronr rtre ernployee is

E. Militarv Leave -

1' Eligibility 'rhe.City granls rriililary leavtl tr: all crnJrloyccs lor servlce in ¡ie,niformerJ s.ervices inaccorr!¿¡nce wilh kltleral an(l stale law.

2' Notice 'l'he employc'e mt,sr notify his/her supervisor of upconring nriliterry (tury ¿¡t soon as he/shel¡ecomes aw¿lre of his/her obliS¡ation ant.l ¡rrovide a copy ol trlsiher riitnry oríl"rr.'
3' Compen'sation' L:rnployees on lenrporary military leave will tre paitl lheír norm¿ll salary for lhe firstthirly (30) calen<Jar rJays wlrile engagetl in llre pérlormance ol ordered rrrìlitzrry rJuty. pay for suchprrrposes shall not exceecJ 30 days in each liscai year. lf lhe employee's mìlitary l"-ouu 

"xc"u¿s 
thirlyclays' lhe city will conlinue to pay the difference béMeen rhe employee's normal salary a¡d the total oflris/her mililary compensat¡on if the employee is calle<J to aclive dtrty as a resull ol a tjeclaration ofemergency' war' or as necessary k¡r homelantl security as <ieclareú uy tr,e eiãsitlenl of the unitedstales' secrelary of Defense, secrelary of Ìlomelan<J Sóctrrity or the Góvernor of California. ln suchcases' the employee shall sulrmit hislher mililary earning slaternenl to the Finance Department,Payroll office to assisl in calculating the employeo', .oi,rry. rn no event wilt ine ernployee becompensate(J in excess of ltis/her ¡ronn¿¡l cily salary. All other military leave is unpakl excepl wherenecessary lo mainl¡¡i'r exempl statrs ,n<Jer the Fa¡; Lar>or stancJ,rror n"ì. i;;;;""" mlry elect louse any oll.¡er accrtred pakt leave time (e.g. vacation) clrrring unpaicl military leave,

5#,tJ;Ïñi"[î::t- 
anv meril antlior <¡ene:ral salarv increases for whictr rrìey become etisibte

4 Benefits.

CI]Y.ÒF IìOI INEIìI Í)AIìK
f)t¡rso¡'lnr¡l [ìules antl Iìr:<)ulahons

b.

CITY ÕF ROI}NEÍIT PATìI(
Personnel Rt¡les anct Regulatiorrs

a. Health insurance' All heallh insurance benefits-will rem;¡in in place while lhe employee is in apaid military leave status as indicatetl in Section 3- o?ou.o.. 
^f 

o, erplOy"es in a non_pay slatus, allheallh inst¡rance benefits will continue for a periott of 12 workw"ui. on lhe same terms andconclilions as if lhe employee were not on a leave of absence. 'ln¡e n workweeks would becalculated based on the begìnning of non-pay status. Thereafter, lhe employee has llre option loconlinue his/her heerrth pran benefits, at thé employeo'" u"puÀ.u, roi up ro eighteen monrhs.

For employees both in a pairJ an<j unpaicl stalus,. lhe benefits shall be provided in accordance willrthe city's applia:ble agreemenìs, or¡llines, rules, policies an<J ¡rrocertures and all stare an<lferJeral l¿¡ws. srch benerfirs may be subjecr io inciivirJr¡ar pran proviiions.

Pension plan benefilt, D^*jlg jly Reriod ol 
.paitl leave, rhe city wiil pay llre employer andemployee conlribt¡tions to calpÈns. AdcJilionally, employees retriining from military leave areenlilled lo pension t¡enefils ltral accruect tluring mililary ioói"u unJ tá ony calpËRS conlriLrutions
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CITY OF RO}INEIì'T PARK
f)ersollnel Rr¡les antj lìe<¡ulalions

lhal wotrl(, lrave been rnzxJe if lhe employee ha<J nol l¡eerr absenl (Jue. lo nrilìtary leave Military
leave is nol consitJereltJ a break in service f<lr purposes of pension benefits

. o. Vacation benefils. V¿lcation benelits conlinire lo accrrre cluring paid military leave. Employees
relurning from rnililary leave are enlitled lo begin accruing vacalion al lhe rate lhe ernployee
would lrave ¡ìil¿)ine(l il tlrc ernployee had not taken military leave.

tl. Seniority. Employees returning from mililary leave are enlilled to llre seniority an<J ollrer righls
and benefits deter¡nineti by seniority tlral llrey would have atlainecl witl'l reasonable cerlainty had
lhe employee not taken a rnililary leave.

5. Reinstàtemenl. [:nr¡lloyees will l¡e reinstaled ilr accor<Ja¡rce w¡tlì all applicable.laws. Upon
cotnplelíon ol rrrilitary leavt:, lhe ernployee is required to furnish the l'jt¡mall Resources Deparlrnenl a
copy of lris/her nrilitory sep;:ralion docur¡ent. Reinslatemerrt will not tre tJenie<j or delayed if the
irllorrnaliorr <Joes ¡rot yel exist or is not reattily availatrle, however, lhe employee is require¿ lo provide
llre inlornration 2ìs soon as il is avail¿¡ble. fìeinstalemer¡l will be rJenietl only when legally permissible.

Feder¡¡ì law proviries lor lhe loll<>wing reirrslatenlent periotl:

a. f:or military leave of less tlran 3'l days, lhe employee rnust reporl for reernploynrenl al lhe
beginning of lhe first regularly sr:hedulecl workclay thal would fall eighl hours aller llc or she
reltrrns lr<¡nre, troless reporting willlirr such lime franre is impossible ancl then the employee musl
report as soorl as possible.

b. For milirary leave of more than 30 days but less than 181 days, lhe employee musl report for
teernployment will'ìir) 14 calendar days following completion of service, unless reporting wilh¡n
such lime frame is impossitrle and then the employee must reporl as soon as possible.

c. For mililary leave greater than 181 clays, the employee must appiy for reemployment wilhin g0
days of complelion of tlre service.

F. Familv And Medical L.eave

1. Eligibilily. Family antJ merlical leave ("FML") shall be granled in accorclance wilh the provisions ol' slale and federal law. All employees who meel lhe eligibilily crileria stated in this policy are entìtled to
take an unpaìd FML_

To qualily for FML, an employee must have been employed by lhe Cily for a period of twelve months
and have worked for at leasl 1250 lror.¡rs cltrring the 12-monlh periocJ immedialely preceding the leave.
FML rnay be granted lor the following reasons: (1) the birth of a chikJ to an employee or piacemenl ol
a chiltJ with an employee in connectiorr wilh lhe actopìion or foster care; (2) to care for a child, parenl,
spouse or domeslic parlner who has a serious heallh conrJition; or (3i for lhe employee's own serious
health condition lhal makes lhe employee either unable lo work al all or unable to'perform one or more
of lhe essenlial lunclions of the position assigned.

Amounl of FML. Eligible employees are enlitled lo FML lolaling lwelve (12) weeks within a 12-month
period- The 12-monlh period wilhin which the leave musl be taken begins on the dale lhe emptoyee's
Ìeave begins and concludes 12 monlhs after lhal dale- This leave shall be concurrenl *itn 

"nydisability leave associated with pregnancy, childbirth, or relaled pregnancy condilions as provided in
lhe City's Pregnancy Disabitity Leave (PDL) poticy.

lnlermitlent teave. When medically necessary {as certilied by a health care provider), leave may be
taken on an inlerm¡ltenl or redt¡cerl leave sche<iule. "lnlermillent leave" is. leave taúen in separate
blocks of lime due to a single evenl, rather than for one conlinuous period of time, ancl may include
periods of not less lhan 1/4 of arr hour and up to several weeks. ,The City may recluire an employee

CITY OF ROI.INERT PAIìK
Personnel Rr¡les and Regulalions
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CTTY OF ROIJNERf PAÍìI(
Personncl lìules and Regulalions

5.

wlio is orl a r(:tttrced wolk s<;hc<lt¡le or intcrrnitlr:rrt le¿;¡ve lo t(ìnìporarily lransfer lo an allernaliveposit¡on, with tht¡ sâme l)ay alld trerrc'lits. il the ¿¡lternative ¡ro:;ition úatt,.,, 
",,.rrrnrlro<ìates 

tlre rec¡uirr.:ttwork s;clr<¡rJule lhan tlìe employec'r; usu¿¡l posilioll_

Notice ol leave' Arr etnploy<lt: ntusl ¡rrovitlc al ìr:asl thirty (i]0) rl:rys irtlvarrce wrillcn notice of lherrcc<J for Flvll- wher'¡ever ¡:ossible- lf thirty (30) clays notlcé ¡i not pássiute, lbe ernploygg must givenc¡lic'e as soolì ?ìs ¡rossiblt'. lf lhc: crnployee tãits lo 1¡ive rrririy 1s0¡ rlirys artvi:ncr: notice forforesceablg evel'll.s willroul arìy re¿ìsonable-excusc for ihe rleÌa¡ the Cily reserves lhe riglit lopoSlponellreleaveul¡lilalleasttlrirty(ll0)rjayszlllt:rlhewritlennot¡óãwas*ú"¡"ðil'

stalement of health care provi<ler. when the leave is for a serious l'le;¡llh colrrjition, a l-¡ealllr careprovitler ntusl prOvide writlen cerlificalio¡r to str¡>porl tlre rcquest lor lczlve. The statenlent lor anernployee's seriotls lteaJth corrdition shall specify tlre cr¡mrner:óL'rne¡.Ìt (lale of the evcnt whiclr prevenlslhe t:mplOyee from ¡retlorntiD5¡ tlre fu¡n<:lions of l¡is/lrer prlsilion, llte anticipatecj cJu¡¿¡lio¡r of llre leave,and ¿r statement llì¿ìt the ernployee is unable lo perforrrr the ess;ential lt¡nctions of his or her position.'Ihe statcmolrl fr.¡r the employt>e to altend to a lelnily menlber shall stare lhc dale 
'l com¡nencement <¡fthe seriot¡s health colrrJition; lhe probable rhlr;¡tion of the co¡rrJition; arr c:stirna¡te of t¡e alnount of lirnethal llre healllr care provitJer believes the ernployee rree<Js rt¡ t¿lt<e irr orrler to care for ihe-ia;ii;member; ¿rntl lhal lhe serious health cor¡clilion warranls lhe participario¡l r¡f ll.le employee.

lf the FML re(ìuest is for lhe employee's own serious lre:alllr cc>rrr!ìrion, tlre City rnily rc:quire, irt ilsexpcnse, ¿¡ second opinion fronr a healllr <;are provirler designatetl by the Ciíy. ír.,u Éu"lrn 
""r"provider <lesignalecl by the city will r¡ol bc o¡re wlio is enrployeã on a rcgular basis by the Cily. lf thesècon<l opini<¡n <Jiffers from tlrc lirst opiniorì, the cily rnay réquire, at its experrse, tnât tne-ernployeeobtain a llrird opinion by a trealtlr .or" proui,lu, approueá joinuy Ìly the cily an<J llrg employee. Thethird opinion shall be consitlered rinar an<J binrrino on ilre ciiy unir ttíe emproyee.

A new slalernenl lrr¡m 
.a hcalth care ¡irovider may be rec¡uirecl il tlre employee requests an exrensionto lhe leave requested in lhe original slalcmenl.

The.city tioes lrol reqrlìre the certilic¿¡tir¡n <Jisclose tlre r.rnrierlying rliagnosis wilhor¡l conser.ìt from theemployee.

Pay during leave. FML is unpaitt excepr lo rhe exrent lhn cmproyee erecrs ro strLrstitute accrued paidIeave lime' An employee may use accrt¡e<J sick leave wtleri rtíe FML is for the employee,s or theemployee's family member's serious health condilion. Alr ernployee may srrbslilrrle accnrerl vacalionleave, compensatory time off anrl/or paicl a<Jrninistrative leave toí any rtr¿1. rne substitt.¡lion of paidleave lime does nol exlenrl üre l2-week maximr¡m leave lime.

lnsttrance benefi! premiums cluring FML. An employee is eligibte for ilre same insurance benefilsantJ premium paymenls for eaclr benelìl <turing FMI- as if lhe"employee were nol on leave, for arnaximt¡m of lwelve (1Z)-weeks. An employee on unpaid leave: bey'on<i the twelve (12) weeks is noIonger consi<Jere;d on FML antl; thereforé, if lhe employee wistG to continue healllr insurancecoverage he or slrc may do so at his or her expense, at lhe Ciry's grotrp rates..-rhe employee muslarrange lor payment of his/lter premitrm conlribution, in aclvance. nìapse in insurance iovérage wi¡occur if a prernium payrnenl is more than 30 clays late.

other beneJits cluring FML Dtrring any porlion of FML for which an employee substilules other pa¡dleave benefits, lhe employee will conlinue lo accrue paid reave beneliis ii.e., sick leavl, vacat¡onleave), seniorily, antJ other t¡enefìts lo lhe sarne exlenl ilral the employee wou¡l accrue lhose benelilsif nol on FML' Employees on FM[. ¿rre not eligib]e for boliday pai (e.g. paid lor holidays workec!) lorholidays tl.ìat fall rJrrring FML

Reinstatemenl' Except as providett i¡'¡ section 21 .3.7, an ernployee who lakes.FML sliall be eligiblefor reinslalemenl to lhe employee's lormer posirion ar the forrner ?ate ot;";. ú;;;"i' ji'irie"position

u.

8.
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is rtol availatrle due to business necessily, llre City may it'ìslea(J oller lhe empÌoyee a iob thlrt is
coÍllpar¿ìble in ternrs of pay antl clrrties Alr ern¡:loyee relains ll'¡e same rigbt to ern[)loytïrenl as if nol
o'1 l:M1..

lf an ernployee ta¡ls to reporl to work'promptly at lhe encl of I-ML, lhe employee will tre assurne<J lo
h¡¡ve i¡bancloned his/her employrnenl (rnless arJdilional leave has beerr a¡rprovetj.

10. Reinstate¡nent for key employees. ll reinslatelnent of a key employee carlses a sr¡bslanlial and
grievotts economic hardslrip lo tlre City, lhe Cily mzry cleny reìnslalement of lhe key employee to lhe
positiott lrel<l at tl¡e time FML was requested. A key employee is cìefined as an employee wl-ro is paid

. on a salary basis anrJ is among lhe lrighesl paid l0 percenl (10%) of all Cily ernployees as determined
at the lirne of the requesl for leave.

11. Statement regarrling return to work. ll tlre ernployee lakes FML leave fo¡ his or ller own serious
healtlr con<Jition, the Cily requires a slatenìent by tlre employee's heallh care prr>vi<Jer tlìat lhe
ernployee is lit to return Ìo his/her job.

12. Other work. The City shall take appropriate disciplinary action if it determines tlìat an employee has
cltgztgetl in other work dtrrirrg a FML llìal is ¡nconsislent wilh lhe ernployee's use of FM¡.

13. Delinition of health care provider. A health care prov¡der as usect herein means a person lroìdìng
t:ilher a pltysician's and surgeon's cerlificale under applicable California law or an osleopathic
physìcian's and surgeon's cerlifìcate under appìicable California law or any olher indivirJtral <July
licensed as a physician, surgeon, or osteopatl'ric physician ör surgeon in another stale or jurisdiction
wlto tJÍectly lreats or supervises the lreatment of serious health condilions or any olher person who
meels the definilion of olhers "capable of providing heallh care services' as set lorlh in the federal
Family and Medical Leave Act and its implementing regulations.

G. Preqnancv Disabililv Leave -

1. El¡gibil¡ty. Any employee who is rJisabled from working (trre !o orugnunry, chilclt¡irth or relaled
medical concJilions is eligible for Pregnancy Disability Leave (pDL).

2. Amor¡nl of PDL. PDI- will be allowed for lhe period of <Iisability bul not to exceed four (4) months (BB
working days lor full-lime employees and pro-rala for part-lirne employees). PDL may be laken on an
inlerrnillent or reduced hour basis when determined medically advisable by the employee's health care
provkler, e.9., for morning sickness, prenatal doclor's appointmenls. The smallesl incremenl of lime
lhal can be used for such leave is 114 ol an hour. The City may require an employee who is on a
redt¡ced schedule or intermillenl leave lo lemporarily lransfer to an allernative position if lhe
allernalive position belter accommodales lhe requiect work schetJule-

3. Notice of PDL, Whenever possible, an employee must provide at leasl lhirly (30) days advance
wrilten nolice of lhe need for PDL. lf thirty (30) days nolice is nol possible, not¡ce mrlsl be provitled as
soon as possible.

4. Transfer privileges. Employees who are pregnant or have a piegnancy-relaled me<lical condition
may request a lransler lo a less slrenuous or'hazardous posilion or lo less slrenuous or hazarÇlous
duties, if such a lransfer is medically advisable ancJ can be reasonably accommodaled. Where
lransfers are made based on the employee's heaÌth needs, the employee will receive lhe pay sBecifieti
lor the alternate position and/or duties.

5. Statemenl by health care provider. An enrployee requesting PDL shall provicle the Human
Resources Department witlr cerlification from her lrealth care proviðer slating lhe anlicipated delivery
dale and estimated dates and duralion of lhe disabillty. ll lhere is a change in diagnosis, and lhe dales
¿ìre eilher acceleraled or delayeri, nolification from thá health care provitlär is ràlJit"o.

CTTY OF ROFINËRT PARK
Personnel Rules and lìegulations
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7.

CITY OF IìOI.INERT PAIìK
l>ersonnel Rr¡les antl lìe(ìulations

I

A lrctllllr c¡¡rc ¡rrovitlcr's slaternortl mrJSl be subrrrillc:<l verif yinr.¡ tlle nr:r:tl fur lrrcr.¡narnr:y tlisabilily leelve
t>r for lranslcr, :;laling tbe followin.t¡:

¿1. -l-h<; 
tl¿rte olr wlì¡ch tlte t:nl¡:loyc:c; t¡ccanlt: rJis¡¡blctJ tlur: to pregrlancy, clrildl¡irtlr or relaterl rnerji<;:¡l

co¡xliliorr tlr ìlrt: tlalc on which lhe nccrJ for a lr¿llts;ktr bt)r::lrÌlr) rnertit:ally aclvisal>le;

l¡ I htl probable cJuri¡tiort of tlrt: ¡>r.lriorl or ¡rerirxls of tlisirbility rlr Ilre nced for transfer; ¿¡rl

c' A sl¿¡terntlnl lhal, rìr.le to lhe <Jisabilily, the employee is un¡¡ble lo pelfornr one or rnore of llìe
essenlial ftrnctions ol hcr posilion without ulr<lue risk to herself anrl, ihe srrccessfsl cornptetion of
her pregnirrrcy, or llìal lransfc'r is merlically arjvisal¡le-

A nt:w slalerrlcnl nray be reqtrire<.! if lhe enrployee re(ìucsts ¿¡n exlr.:nsion ol tinre br:yorxl lhal
s¡lecilierl il'r Ilr<l ori1.¡inal staternerit.

Any clran5¡es i¡¡ tht¡ informaliort t;clnlainecl in lhe healtir care provirter's .slalernent mt¡sl t¡eprornplly repOrled by lìre employee lo the lJunralr Resourccls Deparlmenl.

Use of accruecl leave while on pregnancy <lisability leave. An employee may rrse any combinalion
of accnJed ¡rzrid le:lve tluring tlre tlur;¡lion of PDL. -the 

substilrrliorr oi paict leave rJoes not exten<l rherr¡¿lxinlum lerrg¡lh of a PDL.

lnst¡rancc benefit premitrms dtrring PDL. An employee will receive lhe same ilrst¡rílllce benelitsalld pretnitrrn paymelìls dtrring PDL ¿rs il lhe employee werc nol on le?)ve, for a mi¡xirnurn of lwelve(12) workweeks. An erï¡rloyee on urr¡raid PDL beyon<l this peri6rl mzty conlirrtre heall¡ insurance orolher benefit coverage íil owrì her expense, at the City's grorlp rales. 'ihe employeu r¡,,ri ãrrongo to,
Paymenl of the prernit¡m corllrìbtllion in a<lvance- A lâpse in insurance coverage will occur if aprernium payrnenl is rnore than 30 days lale.

olher benefits <luring PDL. l)rtring any porlion of PDL for which an employee substitules olher paiclleave benefils, ttre employee will conlinr)e to accrue paid leave benelits (i.e-, sick ¡eave, vacalion
leave), seniorily, an<l olher berrelils lo lhe same exlenl lhal lhe employee woul<J accrpe thosc, trenefitsif ntrl on PDL- Employees on PDL are nol eligible for holiday puy 1i.e. pay for holirlays workecl) forIrolitlays that fall tluring the pDl..

Reinstatement. An tlrnployec; who takes PDL shall be elig¡ible lor reinslatcmerrl to her former position
¿¡t her former r¿¡le of pl:y. Ilowever, if the same positiòn is no longer available c]ue to bgsinessnecessily, llte Cìly ntay irrslead offer a job lhal is comparable in terms oi pay anrt <t¡tieì. 

-

lf an employee fails to reporl lo work promptly al lhe ençl ol PDL, tlre employee will be assr¡mecJ tohave abandr¡ned lrer employmenl unless addilional leave has been approveci.

slaternent regarding rett¡rn lci work- The City requires an employee rerurning írgm plll lo provide
a slalemenl from a health care provider that cerlifies lhe employee's'litness for ¿uty_

Other work. 'Ilre City shall lake appropriate<iisciplinary aclion if il tJetermines that an employee has
engaged in olher work during â PDL that is inconsislenl wilh the employee's use of pDL.

Definilio¡r of health care provicler. A heallh care provitler as usecl herein me¿¡ns a person holclingeither a physician's and surgeon's certilicate rrnder applicable California taw or ån osreopathicphysician's and strrç¡eort's certificale rrncter applicable California law or any other intlivirjual dulylicense<J as a physick)n, surgeon, or osteopathic physician or surgeon in anoiher slale or ¡trrisoicuonwho tiireclly lreals or supervises llre lreatment of seriot¡s heallb ãon<Jitions or any olher päson wnomeels the <le{inition ol others ]capable of providino he¿¡ltJr care services" as set forllr in lhe fe<JeralFarnily an<l Medical Leave Act anrl its irnplementing iegrrlalions.

10.

11.

12
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H. Work-Relate<J lniurv Ancl lllness Leave -

1. Eligibility. All City employees are covore(J
employees are eliç¡ible lor industrial sick leave
of agreement.

by Workers' Compensarlion lnsur¿rnce. All regular
as provicìerl in tlre current applicarble rnemorandum(s)

Reporling accidents and injuries. An employee wlro is injurc:cl or becomes ill i¡r the course ol
ernployment must immediately reporl the incident lo the employee's supervisor- -Ihe 

srrpervisor musl
provide an Employee's Claim for Wo¡kers' Compensartion Benefits lorm tci the injured/ill employee for
completion as soon as possible. Wilhin 24 hours of receipt flom the employee, lhe supervisor musl
sr¡bmil the compleled strpervisor's reporl of injury ìo lhe l-luman Resor¡rces Departmenl. An employee
who lails to prom¡ltly report a work-incurred injury or illness to lris or her supervisor may be subject lo
<lisci¡rline, up to and including termirration.

Temporary clisability benefits. An employee eligible for lernporary <iisabilily payments únder the
Workers' Compensation Law will receive the amounl as provitled by lhat law.

Salary continuation integration with accrued leave. Employees receiving temporary clisability
payments under lhe Workers' Compensalion Law may elect lo use ¿¡cc¡ue<J paid leave benefils at lhe
same lirne lhey are receiving temporary disability, bul only rJp lo an amounl which, when combined
wilh ternporary disabilily píìymenls, does not excee<J one hunclred (100%) percent of lhe employee,s
normal salary- Accrued leave hours shall be charged to the exlenl ol wages paiti by tlre Cily to the
employee.

Termination after worþrelalecl injury or illness. Unless ollrerwise prohibile<l by law, an employee
may be terminated after the lreating physician's finding that the employee's condilion is 'perrnanent
ancl stalionary" and thal the disability precludes the employee from doing the essenlial functions of the
job.

Anniversary clate. A regular employee wlro is absent from work as lhe resull of a work-incurrecì injury
or illness shall retain his/her anniversary dale. An employee who has nol completed ihe probalionary
period is ineligible for certification lo regular slatus during leave lor a work-relatecl injury or illness ancl
ll're dale fclr cornpletion of lhe probationary perio<j will be exlentjetJ to reflect the amount ol time absent
<¡n such leave.

Witness Dutv -

An employee who is rec¡uirecl lo appear as a wilness or to otf¡erwise parlicipate on behalf ol the Cily in any
iutlicial or z¡drninistralive proceeding shall receive pây as thouglr al work for time spent in lhe proceeding_
The employee nlusl remit any wilness fees receivetJ to the Finance Deparlmenl, Payroll Oflice.

An employee subpoenaed to appear ìn a proceeding in which lhe City is not a party shall be granted leave
without pay during lhe lime required for that appearance, excepl where necessar.y to maintain the
employee's exempt slalus untler the Fair Labor Slandards Acl- The employee may useaccri:ed vacation,
administrative leave or compensalory time for this purpose,

Jurv Dutv -

All regular and probationary ernployees called lo jury rJuty will be granted a paict leave. A copy of the jury
summons musl be gíven to lhe Human Resources Departmenl. The employee shall receive fuli pay for thã
time served on jury duty, provided lhe employee remils to the C¡ty all fees as soon as receiveú by the
employee for suðh duties. Compensation for mileage o¡ subsislence allowances slrall nol be considered as
a fee and slrall be retained by the employee.

J.

5.

6.

J.
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ål,iT;i:i:|flÎääiili:,|î:]|H'¿ïil;,ïj'|i:ir", ex(:er)r where ncc;essarv ro rï]í,irìrain rrre ernproyc,,s

ll atr t':rrl¡>loycc is rt'-tltrire<J to rt:porl lo jrlfy <hrty wiÌltirr 2 horrrs Of rhc, s<:hedulerJ sl¡üt of the wo¡krlay, tlret:tnploycltli:;t.tol rer¡trirc<ltort:porl towoikat thesrartof tllc:workday,.l>rrr shall ,"pu,i',1ìri,.,uytojurydrrry. lfân entplctye<.1 is rtlleased frorrl itrry <luty wiltr nrorr: lha'o¡rc-rlalf of his/trei ,urr..ì^y renrainin<¡, 
're

employee is reqtrired to re¡rorl to woik lo conrpkrte llre regularly schcrl¡led wolkrJay.

K. Unr¡aid Ad¡ninístrative LeaYg _

1' Eligibility u¡>olr wille'requesl of an employe(), rlìe personner.offrcer may approve i^ writirrg i:nunpaid reave of al¡se .rce wiüro.t pay for a perioit not tu ur*",r sìx (6) montlrs.

2' Reason for leave' urrpait! AcJminislralive Leave will be grarrlecl for lhe followin<¡ prrrposes:

¿)' Scl¡ool visil leave An entployce.who is a p¿)rerìt, -t¡ranrlparenl, or tluly apr)ointed g'ardian wit¡cuslotlv of a chiltj irt ir licensc,xl <lay care facitiry oi in kirrdergarren rhrough ;2';; lr,ïåä'ïri"il"gratttecl trp lo 40 l-¡otlrs in;¡ 12-monlh perio<J 1nãt to exceecJ B hours in or-le monlh) to visit rìreschor¡l sile' il reasonaLrle prior notice is given lo rlre Pcrsonner orlrce, ï,Ìlitionally, íì parenl,5¡ranrlparenl' or guarclian of a chil<j may tale time ofl io o¡rpuo, ¡rr a scrrool in connecrio' wirh rhesttspension 
'f a clrilcl' 'Ihe ernployee may use u..ruoJ reave for r.rroàr uìriil. u accrre<J reave ist:xhatrsled' lhe Personrrel oflicei roy állo* Ùle employee to w'rk i¡n alternalive schedrle loaccornmorlate the le¡¡ve or pr<>vicle leave witlrout pay.

wrilten prool ol llìe díìte ¿¡n<J li¡nt: c¡f the visit signetl by ern appropriale school official may bert:r¡uired to be provided to the personner orf icer oñ retr¡r¡r ro ure job_

t)- voling teave Any ernployee, if he or she rloes not have srlficient lime oulside of working lrotrrslo vole' rnay reqtlest trp lo lwo (2) hours of accruert paid leave e¡ttle, át-ü,J úLginning or end ofsclredule<J workinc¡ hot¡rs lo enabie the emptoyee ro 
-uàte. 

rf rrre emproy";;; no accrued paitlle¿lve' lirne <¡ff shall be ¡¡ranletl .with"l pãv 
"r"upr 

*here necessãri 
" 

al,ntu¡o exemprionsunder applicable state íln<l feder¿rl *agu orì,I í.,ou, låws-

c' Domestic violence leave- An ernployee who is tl¡e victinr of 
,<lomestic violence may lake unpairJle¿¡ve or use any availal¡le paid time oif benefirs lo ensr¡re his/lrer health, safely or welfare, of lhatof his/lrcr chiltl, by olllaíning a tem.porary reslraining c¡rder, a reshaining order, or ol'er courlassislance' Acitlilionally, arr employee may rake"reave ro seek meãical or psychorogicarlrealrv¡enl, to oblain necessafy sociaiservices, an<vor-to participate in safety planning or lakeollrer aclions lo increase safeíy.. The employuå -urr-prouide reasonable notice of the nee<l forsuch leâve and shall provìde evktence sarisraJory ,o irã p"rr-nel officer of participation in oneor more of the activilies specified in the precedinj sentence.'The amounioilår" provi<Jetl shallbe in accorrJance with l_abor Code seclion 23O.1.

d. Crime victim assistance teave. An employee who is the. victim of a crime, the immediate familymember ol a vicli¡n, a registered domestil pârtner. ot a vicrim, or the chikl oi'a règistured domesticpartner of a victím mav tíìke an rrnpaid téave or any avaitåute p;k;;; åriiununr. ro atten<tjudicial proceec.lings relaled to thal crime.

e' Emergency duty and lraining !eave.. Volunleer firefighters an<l other emergency personnel maylake ¿rn urrpaid leave or use ãccrued leave lo purroim emergency rJuly. Volunteer fìrelightersmay take up to-14 tlays leave per calenclar yéar to engage-in trainìng. Ilre employee mustprovide reasonabte notice ro the Þersonnef Offilåi oi'if,J nee<l for such leave anO shall provide tolhe Personnel olficer szrtisfactory evkfence of participatiãn in the ernergeocy rìtrty or haining.

CITY OF ROIINEIìT PARK
Personnel Iìules anrl Regulzrìions
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Pe¡sonnel Rules l¡ntj lìegullrtions

Misceltaneor¡s leave. ln addilion lo the lc:aves (Jescribe(, above, llre Personnel Olficer m-ay

approve olher rr:qrrests for urrpaid ìe'¿lve ¿¡l hls/her <iiscrelìon.

L. Health lnsurance Benefits -

2.

Benefils. Tlie Cily provìdes group rneclical, dental, ¿ìnd vision insurance to eligible employees and
their dependenls ar¡<! <Jomestic parlners (eflective January 1,2005) as delailed in lhe applicable
MOAs ¿rnd City Courrcil resolt¡lions oullining contlitions of ernployme¡rl and benefits. 'fhe Personnel
Officer shall mainÌain recorcls ol llre ten¡ls and conditions ol the heallh insurance and other benefil
conlracts, benefit levels, and adminislralion procetJures. More delailed informalion regarding these
benelils is sel lorll¡ in lhe ollicial plan documents and insurance poÌicies that govern lhe plans. lf there
ís any aclual or apfrarenl conflicl belween lhe brief summaries conlained in lhis policy and the lerms or
Iirnil¿rìio¡rs of official plan documents, lhe provisions of lhe olficial pliln documenls will prevail.
Entployees who wish lo ¡nspect tlrose documerìls may make ¡¡n appoinlment with the Personnel
Officer for lhat purpose. Due lo changes in MOAs, lerms, contJitions, beneflt levels and
administration rec¡uirements may be adjusled from time lo time.

Commencement of benefits. The benefils clescribe<J i¡¡ lhis seclion slrall begin lhe fìrst of the month
lollowing the first day of employmenl or orr ll'¡e date-of-lrire il il occurs. on lhe firsl of the month.

Heallh insurance waived by cerlain employees. The City provi<les eligible employees alternatlve
medical benefils when lhe employee has coveraS¡e from another sorrrce and the employee waives
berrefits under lhe City's plan. These allern¿rtive benelits are <Jescribed in Resolution No. 96-203.

C.O.B.R.A. 'Ihe Consolidated Omnibus Buclget Reconcilialion Acl ol 19SS (COBRA) requires the City
to ofler employees ancl lheir eligible dependenls an opporlunity for a temporary extension of heallh
coverage upon separalion of employmenl or loss ol dependency status. The speciflc provisions and
reslriclions of lhe Acl are available from lhe Human Resources Deparlmerll.

M. Miscellaneous Em-plovee _Bellglits -

'l . Disability wage plan. The City provides a disabilily wage plan lo regular full time and part-time
employees. Benefils and condilions ol ll're plan are more specifically described within lhe City's
Disabilìty Wage Plan documenl available upon requesl from lhe l-luman Resources Departmenl.

2. Long-term disability insurance. City provides long-lerm disability insurance lo regular full-time and
regularr parl-¡ime employees. The purpose of LTD insurance is lo provide eligible employees with a
percentage of normal income when an injury or illness occurs on or olf the job- The Cily provides two
different LTD plans. The terms of the specific plan can be found in the applicable MOA or applicable
resohrlion outlining conditions ol work and benefils. 'Ihe lerms and conditions of lhis benefit may be
modilied from lime to time in the event thal the Cily changes carriers.

When an employee is. receiving benefits from olher sources, lhe lotat amounl of compensation
received by lhe employee, including LTD benefils, shall not exceed one hundred percent (1007') ol
the employee's normal monthly income.

3. Catastrophic leave prograrn. The cataslrophic leave program provides acJ<Jitional paid leave time lo
eligible employees suffering lrom financial hardship and who oll-¡erwise meel the criteria ol the
program. Please reler to Resolulion 01-27O for lhe delails of lbis program.

4. Employee Assistance Program (EAP). The City provides, at no cost lo all regular lull-time and all
regular, 12-month partlime employees, legal dependents, and domeslic parlners (per AB 205
elleclive January 1,2005) an employee assistance program. The program provides access lo
professíonal cor¡nselors and therâpisls to assisl employees in resolving slress resulting from personal

.issr¡es, substance ajbuse, grìef or work-reÌaled issues. Any informatìon providetl to a counselor or

CITY OF fìO¡..INËR'T PARK
Personnel Rules anrJ Regulations
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lhclri'rpis;l is t;orrfìcjenlittl. No inlorrvration is provide(, lo the city rr:gardlng an Olir¡ibk: rnemb(ìr,s \ìse olllle l':AI:'' Io nrake an appoinlnretll with ¿ì corrnsolor oall ciona tili:havio]al rrcaili at (B8B) .J7 
1-112{).l:r>r rnore ìnrorrnarion, <;onr¿rcr rhe r-hl¡'ilrr Resourcr:s Departrnenr.

{i }lcallh care'fax-free tlollar accounr program.-Ilris progr;.ul allows porïrarìgr-ìl f'}l-rrn¡ti or parr-rirneerrt¡lloyees lo set ilsi<Je a nt¿rxin¡uitr oi $á,OOO p<lr iateìirta, yeilr of before tax wages lor rnerJicalprernittnts, co-paynlclìts, or c¡ul of pockel medical costs, as autlrorize<J by ilre lr)leÍ)íjl [ìc.:venueSt:rvices alrrj lhe c¿rlifornia l:r;¡ncllise rax Board. n reguta, <lmployee l>ecornes cligible o. riale ofhire f:nrploytltl parlicipation irr lhis program is coorrJinatétl lhrouglr t-he Finance De¡r:rrtrnt:nt. Ihe laxtjelerr;-ll lirnils ¿¡re subjecl lo clrange rlue tc¡ changes in federal and/or sli¡le law.

0 Depenclent care Assistance program. This program allows eligible full-lirne or ¡r::rl-lim. employeesto sel aside a maxirnt¡n¡ of $5,000 per calendar year before lÍ)x wag()s for chilil carc (ixpens(r<ì asatrlliorizerJ by llre l¡rterrral Rt>venue servìces nn,l r¡tu california Fånchisc r¿¡x Boarr, A rt:gularentploycle l¡t:cornes eligible on <Jale-of hìre. Enrployce parlit:i¡riltiorr in tr.,ii-profrorn is coortlinatert

l[ï|]|',,iïJ;':ìï]:i"i:t¡¡rrment. 
rhe rax <rereriatii'ité u,o sur.riecr ro crrairse.'rrue ro r;lransr:s in

7 ' Delerrecl incotne program. ^l-he city parlicipates in a cJeferrecl inconre progranì now beingadrninlslered by NaliorraÌ Delerred 
"19-l^cyl rhis program allows eligible fuil-tinre or parl-timecim¡rloyees lo set asiqle a ¡naximum of $13,000 per caten<tii year ($14,0001n 2005, s15,000 in 2006)' of bt:fore lax w¿lges for posl-reliremenl income as aulhorizcrl by ihe lrrternal Revenue Services anrJthe c;llifornia Franclrise Tax tJoar<J. A regular employee becomes eligible on date-0f-hire. Employeellarli<;ipaliorr ¡n tÌìis progr¿ìm ìs co<¡rr!inatõd throtrç¡tr úre Finance Depãrtmerrt. '1.,o t"" <Jeferral limitsare subjecr ro change rrt¡e to clranges in fecter¿¡r and/or srate raw.

8 Ììepatilis B program. fJelow is an explanalion of lhe City's llepalitis 13 f)rogram.

' Etployt:es who may lrave to perform first aid as a regular jot¡ duty or are in positions wlriclr mightcxpose lirem lo bo<Jily llrrids neecJ lo be ollered the He-patitié g lmmunizar;; d;;ór",r, per rhe city,sÉlloorJ- borne pailrogens program.

'Ihese job classilicatìons ¿¡re:

Public Safety Officer
P.S. Sgr.
P.S. LI.
P.S. Division Commander
Director of Public Salely
Cornm unily .Services Offìcer
Ëvitjence Technician
Propeily Specialisl
Vol. Auxiliary Firefightir'Reserve 

Officer
Seasor¡al Mainlenance Assistant
Mainlcnance Helper
Maintenance Worker I
Mainlenance Worker il
Public Works Services Supervisor
Recrealion Strpervisor

Al lhe lime of the pre-employment physical, lhe can<liciate has ¿¡ bloo<J tesl tlrat lels rhe city know iflhey have the l-lepâtilis B arntibo<Iy- Ât the employmenl orienlalion, lJurn¿ìr) Resorrrces Deparlrnentprovides lhe rlew employee (if lhey are in one of tñe jobs classes risterl above) irrformarion on wllall-lepalilis B is and a check-off form, '¡v¡¡s¡1 incJicates whelher or nol llìey wislr lhe 3-shol immunizalionprosJrarlì. lluman Resources (l rR) rogs in the emproy""'r ,urponr"'in ¡r. safery records.

crrY oF fìot.tNHì'f PÀRK
l)ersc¡nncl Rules antl Íìr:gutalions
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CITY OF ROHNERT PARK
Persc¡nnel Rtrles and Regulations

Entployees who wish the 3-shol l-lep. B series SJo get their shols, inform l-lR wlren llrey receivetJ eacb
sÌìol, ¿ìlì(i lttrn in theìr receipl for reirnburserrlenl. Employees wilh Kaiser insurance car) gel llrem lree
d charge lhrough l(aiser as preventative c¿ìre â¡ìd necessary (,ue lo lheir job class. Ernployees wilh
[Jh¡e Cross insurance are insl¡Ucled to get lheir shols at the County l-lealth Dept. and submit lheir
receipl for reinrbursemenl- lt ls importanl lhat llre employees nol miss an appt. for a shol as they
might ltave to repeal the'series. There are specific timeframes for each shol.

lf an expostrre incicJenl occurs al work, under workers' compensalion, lhe Cìly has the employee
lcslc<J antl if necessary they are given a l-lep. ß booster shot lor addilional proteciion.

sEcTtoN 4 - IN-HOUSE RECRUTTMEIIT

TransJer - ll an employêe is quaÌified, lhe Pe¡sonnel Officer may approve llre transler of an employee from
one posilion in the City to anolher position in lhe s¿¡me class or lo anolher position in a <Jifferent class with
lhe same maximum salary.

1. Types of transfers

¿r. Volunlary requesl for lransfer initiated by c.leparlment supervisor antJ/or employee.

b lnvoltrrttary lransfer iniliate<t by the Personnel Officer ro better serve lhe neec]s ol the City.

c. Transfers for disciplìnary reasons are subjecl to lhe provisions of Section B-

d- Tbe Personnel Olficer may lransfer an employee to a class with a lower maxirnum salary wilh lhe
conseni of tlre employee, provirtecl lhe employee possesses lhe desirable qualifications for lhe
posilion lo which he/she reassigned.

2- Process for transfers. Transler process and approval is ma<le as follows:

a. Al least two weeks prior lo ll.¡e transfer, a notice will be sent lo lhe affected employee(s) ancl
bargaining unil(s) slating the nah¡re of the transfer and an explanation as lo why lhe lransfer is

, necessary.

b. The enrployee has a riglrt to respond in wriling within live (5) workdays from date of notice.

c. The employee has a righl, lhrough lheir bargaining unil, to lile a grievance wilhin the time limits
established in thr: grievance proce<lure.

Promolion -

1- Qualifications. A person may be moved to a class with a higher maximum salary only if he/she has
tìrc desirable qualilìcations for the higher class. These tJesirable qualifications are ascertained on the
l¡asis of informalion obtained lrom application lorms, tests, examinalions, inlerviews, past performance
reviews or evalualions, and/or input fiom an employee,s supervisor_

2- lnternal/exlernal recruitment. ln filling vacancies for posilions above entry-level, consi<Jeration will
firsl be given to existíng Cily ernployees. Fìowever, the Personnel Oflicer may recruil lrom outside
when lhe Personnel Olficer rJetermines llrat appropriately qualilied City employ"ãs are not available to
fill lhe vac¿¡ncy Tf9 Cily reserves lhe r¡ght lo contJuct an open recruiimeni process to fill a vac€incy in
a higher-level posilion or to fill the vacancy by aclvancemenl of a qualifiert employee that currently
occrrpies a lower-level position.

B.
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Re<¡trcst for eligible clnployees. wllen a vacan(;y (x)crrrs, thc Srrpervisor may re(ìt,esl a list olrrarÏìes of Ì)ersorìs in Cily t:mploy who quirlify for prornolion lo lhc víìcarìt posirion lu'c<]nsiclerarionl¡orn lhc l-h¡rn¿tn lìcsor¡rccs Dep:rrlrlt:nl.

Determining pay for prollrotect entployces. Iìcfcr lo Íitlr;tiorr ')- -. ltr¿y l)larr:; ¿rrrrl Conrpensali.n, p¿¡rt
R, St:clicln 3.

c Trainee Proc¡ranl - ln i¡n elfort lo ¡rrovitle rrpwzrrtt rnobilily o¡rporlr.rnilies for cu¡rr:nl City ernployees antt loprovide empl()yrncnl opporltrnilics to ìhe gerreral public, Ìire ije,sonnel olf icer c¿¡n adJ ille word "Trainee'lo any classiflcalion, wilhin lhe linant:i¿¡l ability ol tlre City, except thoso reprcsenlecl by a bargairring unil,elmployed by the City antl lo recruil ¿rn<J seklcl inrlìvi<Juz¡ls lo fill påsitions as rJcernerl appíoprrite.

1' The lrairring proqr¿ìln provides an op¡rorltrnily for a crrrrerìt ertr¡rloyr:r: lo <¡ain i.¡<tclition¿ll skills by:

a. acldilioni¡l expcrierrce in a <Jiff<ircrlt classilir:irtiorr.

2.

b. ac1ditior¡al scliooling;

c. completion of an appropriatc examinatiorr;

(l- oblaining a Srale cerrilìcate or Ìicelrse in il specilìc t:lassilir:arior.l

lìe.crtlilrnenl for these posilìons nray be promotional or opcn as ileemcr] appropriate by tlre personnel
ofli<;er ¿rn<J lht: lnitial salary w<¡ul<i l¡e up to thirty l)eroerlt (30%) Ì:erow ttre treginninçj orine estaol¡strc¿salary ralnge. - -r" -"" ")
-rransilion 

from tr¿¡iDee classification rnay occur ars. ei.rrly as six (6) rnonl¡ìs bt¡l rro laier llìan lwo (2)years from the date of appointment. Minimum qualificaiions tor ttlá position must be a¡ainá6 prior tolransl(ion. -rra¡rsilion may occur rrpon recommenrJation of the s,rp"iui"or'-ãr,ã""pprä"ä of thePersonnel Officer.

Apprenticeshio Proqratr - Tlre cily may eslablislr an apprenticeship proeram in partnership with a localschool distric't, Sonoma slaÌe university, Sanla Rosa Junior college, or an accrr:rjited trade sclrool. Thisprogram woulrl be con<lucle<l in coo¡reration wirh the applicarble bar5iainìng unils.

Probationarv Period. 'fhe probalionerry pnriods set fr.¡rth in Seclion 5 also apply to ¿rll placementsresulling froln the in-horrse recrr.ritmenl process. - -'-'v !'¡'r¡' rv (

Annot¡nçement of Vacancieg - Notices of employment opporlunilies in the cily will be first announced inhot¡se, via electr<¡nic mail, allowing crrrrenl employees ihe opportunity to ap;ly toi tne pos¡r¡on. Theannouncemenl will also.be posled in the Cily offices and publicized in any oll'rer ways necessary to attractllre best qualified canrJidates.

open recruitment- The Personnel ollicer h¿¡s the ciiscrclion to begin open recruilment outside of Cily

:fiß* 
when lre/she knows that tlre cily does nol have emptoyuã. ,itl', rhe requirert Liiã'¡*¿gu o,

Notices' strch notices list the ctasses in whiclr vacancies are anlicipated, specily lhe class liue, salaryrange, fringe benefits, the rralure r¡f work performetl anct lhe qualifiôalions requirecl for employment inlhe class, lell when and where to lile applicalions for emplóyment,:antt give inforrnation about theteslirrg, scorin¡¡ antJ seleclion procedure to l¡e tlsecl.

D.

E.

A.
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B. AppllcaliSlg * Every applicanl respondins) lo a City reoruilmenl shall file an oflicial Cily applicalion forrn.
Applicatiorrs shall be ilv¿)ilÍìble in lhe Cily's l-luman Resc¡urcris ollice. Applications and su¡:porling
rlocurnenlation f rle<J wiìlì the City are lhL' f)roperly of lhe C¡ly. Any irrlormation on lhe application r,vill not be
made public

2.

Applicatíon lornr. -Ibe forrrt tiy which a person applies for a posilion wilh lhe cily is prescribed by lhe
Personnel Ollicer ar)d requires informalion about the applicant's lraining, eiperience, qualifications
and any zrddilional informalion lhe Personnel Oflicer deems pertinenl to an evaluation of the
applicant's lilness for ar position.

Deadline lor fiting applications. Applications and al¡ ret¡uiretJ tJocurnenls mÌÌsl be filerJ in lhe Human
Resources L)eparlmerrl on or belore lhe final liling date arld time specified in lhe posilion
í)nnouncement.

Re.iection of applications. Ihe Personnel Officer rnay disapprove arì application, <lisc¡ualify an
applicanl in a¡r ex:.lrnirration, refuse lo place a name on arn eligibilily list for any of the reasons lisled:

a. lacks ltrry t>l llre requireme¡rls estzlblished for lhe examinalion clr posilion lor which applicalion
lras been made,

excessively uses narcolics and/or intoxicating liquors lo lhe extenl that lhcy are unable lo perform
the essential funclions ol the position;

att enrployee that ìs not pltysically andlo¡ mentally able to perlorm the essential ft¡nctions of lhe
job. wilh or wilhot¡l reasonable accomnrodation;

has made any lalse stalemenl or omiss¡on of any signifìcanl fact, or has practiced or atlempted to
praclice cleceplion or frau<I in lhe applicâlion, in declaralions, or in securing eligìbility or
appoinlmenl;

Ìtas tlirectly or indireclly obtained informalion regarding the content of an examination to which an
applicarrl is not entitletJ

previously beer¡ dismissecl for cause from any public or privale employment or resignecl lo avoid
such disrnissal;

has laile<I to submit a complete and/or signed application wilhin the specilìc lime limits;

has lailed to reply wilhin five (5) working rlays from the dale mailing, lo communicalions
concerning availability for employmenl;

i. has matle himself/herself unavailable lor emplo¡¡menÌ by requesling lhat his/her name be
wilhheld from consideralion.

for any material cause which, in the judgment of the Personnel Officer, would render lhe applicant
unfit lor lhe parlicular posilion, including a prior resignation from Cily services accepted w¡th
prejudice.

Criminal convictions- Convictions (including pleas of guilly and nolo conlentJere) may disqualify an
applicanl lrom employrnenl by lhe City. Crimirial convictions do nót necessarily disqualify inclivicJuals
from ernployment wilh lhe City. ln determining whether an inclividualwilh a conviction is disqualifiecl,
the Personnel Oflicer will consider the lollowing factors:

a- lhe employment classificalíon lo which the person is applying, including its sensitivity

C¡I'Y OF RO}INER'T PA¡ìK
Pe¡sonnel Rt¡les and Regulations

g.

h.
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b. n¿Ìlr)rc i)rì(J soriouslx)ss of llìt: (:on(.lu(;1,

c. tlre lenglli of tin)o sili<:e lllr¡ corì(Jrr(:|,

(1. lbe l;r1¡c: of lhe inrlivirl,;rl ;ll llrt: lir'r: of (;()n(]rÌol,

c. cirr;urnst¿.r¡l<)e.:s strrrclrrn<Jit-rc¡ lhe conrjUcl,

f . corrrribt.¡tirrg soci'l or erlvironrne'rar colrtJirio's, an<J

{l llre ¡rteserrce or abse¡tce of reh¿rbililalion or eflorls at rehabìlitatiorì.

5' Employment of relalives. A pos¡lion within lhe city will not be lillerl by ¿l¡ individual, where lhatindìvi<itnl would be strbiecl lo.supervision, ev¿rhlalion, rtiscipline, or decisions regarding cornpensalionby a close rtllalive. No person will sc:rve irr a deparrmcnt ilhere thcl Supervisor is a close relative or irra rjivisiorr wtlere lhe division hc¿l<J is a close ielative. For a clcfinition of "close relalive," see theglossary of lerms at llre conchlsion of lhese rules.

6' Noiificatio¡l of cjisqualilicalion- lf an applicanl is deeme<J disqualifierJ for any of the ¿¡bove reasons,lhe Personnel olficer will nolify lhe applicirnt or eligible in wriling at his/her losí tÁorn ad<Jress, of theaclion lz¡ken' An applicanl h¿rs lhe ri<¡lrt lo res¡>oncl"orally or in *ìitìng 
"irrti" 

ii"à isiwort<ing riays fromrhe tlare of rnairirr<¡ to rhe pc^;onrrer òfficer, rith uo furtñer righr to appear.

c- selglllglryggsdlIg-"Ihe nrelho<J used.lo sclect employees slrall be impartial an<l shall relale to tlrosesttbjects whiclr fairly measl,re lhe ¿¡bilities lo execule the <ír¡lies anrl responsibiliries of the classific¿¡ìion inwhich tlre vacancy exists. selection proce<ltrres c;onsisl of one or more of the methods lisled below_ Thesame mcrhorJ slrail be ap¡>ried et¡utrlry in a single exami'ation.

1' Application lnforlnalion lhe applicanl supplies on lhe city's apprication form, ancl any allachmentslherelo will be reviewed under llre strpervision ol the l-luman Resources nss¡.råni o, his/her cJesigneeand lhe apÞlicable tleparlrnenl supervisor. The same criteria antl poinì-sysiäÀ i. utilizecJ for allapplicanls for llre same position.

2' Examinations' Ihe seleclion lechniques use<J in the examÍnalion process will be imparlial, praclical,a¡rd relale<! lo those subjecls whiclr fairty measure rne rerãriue-cõr;;,iÈ;; ,h"ä=pJ¡""nt examined roexect¡te lhe ¡jtrties antJ responsibililíes of llre class'to whiclr they seek to be ãppãiritu.l. Examir¡alionsmay consisl of, but are nol limiled to, st¡ch lechniques as wriilen lesls, personal inìerviews, skills anrlperformance lesls, assessmenl centers, review oí performance evaluai¡ons, evaluation of tlaily workperlormance, evalualion of work samples.

3' Docul¡entary evidence' Applicants for. posilions are reqtrired to provicle docsmenlary evicjence ofeducalion, training, or experience. The city reserves the riint to re-test rrrã"xiil"ï] of any applicant.

4- scoring and rating- Ihe Personnel olficer will establ¡sh the relative weights of.exarnination anr1othe|componenls of a posilion. The basis ol the linal score will Ë" i""lrã;.if'ilï;
3:?r"Jff:,äiftj:*'"n 

an<l ralins svslems may be numericat o, non-nu*",¡"ãl å*,l"r",minecr by rhe

a' Appointment preference on open/promolional recruitmenls will be extencJed to any regular cityemployee. Regular city ernployees will be granled fhe following:scoring prefêrence: 1% for eachyear of service, with a maxirnum ptefetencá ol 1o"/o. Dependi"ng on tlre scoring establishêd forlhe cl¿rssificalion recruilmenl, lhe prelerence may be expiessed as an addÍlional percenlaç¡e oradclitional points. See example beiow for rletailetiexplanåt¡on- 
-

ctry oF ROItNËR'r frAtìK
I)ersonnel fìules an<l Regulalions
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CITY OF ROHNERT PARK
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PERCE NTAGE EVALUATTON lsarnr¡le)
limployee's Total Score = B0%
Years of City Service as a Regular Em¡rloyee =, 10 (cal<;ulates to an a<Jrlitional 10%)
E mployee's Arljuste<J -Iotal 

Score = B0% +' 10o/o = g0%'

POìNT EVALUATTON lsampte)
Employee's Total Points = 125 otrt of a possible 200
Years ol City Service as a Regular Ernployee = 10 (calctrlates to an arJditional 20 points 1200 x
1oo/o = 201
Employee's Adjuslerl Tolal Score = ,l75 .l 20 = 195,

'The comtlination of an employee's performance in the exan'linalion process arrrtJ years of servìce
rnay give the employee a higher score lhan lhe maximum possible. ln such o caró, lhe employee
sltall receive the actual scôre câlcr¡latecl above lhe maximum anrJ be rankerl accorclingly.
Specifically, for the exanrples lisled above, llre employee achieving. lhe maximum score on lhe
percentage evalualion would receive a total scere of 100% i 107o = 110olo; and on the poinl
evaluati<¡n receive a tolal score of 200 + 20 = Z2O.

[-r. ln accordance with Resolt¡tion 2001-271, lhe Cily <Joes not granl preferential status to any select
group of persons when applying for a position.

I n t_e_ rylgy_]ù og.e sS -

1. lntcrview boards. The Personnel Offìcer will assemble and appoínt inlerview boards. 'Tlrese boards
may be comprised of privale citizens, experls in the field, members of anolher aqency, City officers,
City ernployees,'and/or bargaining unit represenlat¡ves.

2. lnlerviewers remarks. lnlerviewers mark on forms provided the degree to which, in lheir judgmenl,
each candidate possesses the desired qualifications. The interviewer's remarks will be translated inlo
a nurnerical score- Scoring sheet and interviewers' remarks are con¡dential.

Eliçlibilitv Listq - After each selection procedure has been complgled, the Personnel Olficer or his/her
designee will prepare an eligibilily list containing lhe names ol applicanls who qualify for appointrnent lo
positions in a parlicular class.

1. Ranking- Place tlre names of the qualified applicants ("eligibles") on the eligibility list in the order of
lheir final ranking, as delerminetl by the selection process, with lhe highest rãted étigiute at tlre lop of
lhe list. lf more lhan one person has lhe same score, the names will be placed in atphäoetical order.

2. Duration of lisl. The eligibility lisl remains in effect for a period of six (6) mo¡lths, unless the- 
Personnel Officer extencls lhis period, for a period not to excee¿ (1) year. lnà Þersonnel Officercan
reduce lhe period if lhe lisl contains less lhan 5 names- ln lhe evenl oi early cancellarion of an eligible
lisl, lhe Personnel Officer will notify each person. whose name appears on such list to lhis effecl via
mail Io his/her last known address. This notice is to include an explanal¡on as lo why lhe time frame
has been changed.

3. Removal from list. An applicant may be removed frorn a given eligibility lisl by the personnel Oflicer
for any ol the lollowing reasons:

a. appo¡ntment lo the classification for which the eligible list was originally eslablished;

b. requesl try lhe applicânl for removal from the list;

c. failure lo continue to meet any of lhe minimum slandards established for lhe position lor whicl¡
the eligible lisl was prepared;

E.
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4' Vacancies wllen il ví)cancy occrrrs in ¿l class for which there is an eligibility list, the l:)ersc¡nnelofficer will lransnlil lhe rra¡nes, and ,¡¡ll supporling <Jocuments, of ¿ill canìJirJatls ,itr, llre lop fiveranking scores on rlre eligibility lisl to the supervisor for conskieration.

Appointmgnt Process -- All ll¡r¡;ointrnents lo
rules an<l regr.rlalions. Tlre power to íìppoint
(Personnel Officer).

l vacancy. 'Ihe vacancy wilÌ be filled by appointmenl of an eligible caruJidale from an approprialeeligibilily list, exce;¡rt as provirJe<l in 2 below.

2. Exceplions.

a' No eligibility list. The Personnel Oflicer may make a provisional appointnrent to a posilion ifllrere is no eligibility list for lhe class and if the needs of lhe service requirè lhat the position befilled btllore ¿r selection process can be cornpleted. A provisional appointée *,,ii.
¡ Meel the reqtrirenrents of lrainil'rg anrt experience establishe<i for the posilio¡;

ii' Nol conlinr'¡e for m<¡re than lbirty (30) days in lhe provisional appointmenl after an eligibilitylisl lor the position has been establishe<l unless lhere are no eligibles on such eligilrilily listwho are available lor or who wisl'r lo be considerec! for appointruit to Ûre pás¡rion;

iit- The Supervisor may stlbmit a wrillen requesl and justification lo the personnel officer toexlentj the provisiorral appointmenl in six (6) monilr incremenls. i.to moã rhan two (2)exlensionsnraybegranlecJloreachprovisionalappoinlment

b' Emergency- .lr¡ an emergency wltich threalens life, property, or the operalìon of necessarymunicipal services, lhe Personnel officer may employ an intJiviciual nor on ihu 
"rigio;hry 

list for notmore lhan tbirly (30) calenclar days.

3' Pay' A new appoinlee shall receive lhe minilnum salary for the class to which the posilion isallocated, except lhat:

t.

ll.

ln cases of exlreme dilficulty in filling a position, the Personnel officer may approveappoinlmenl at a salary above lhe minirnum.' Ìn su,ch cases, all incumbent 
"*otrv""Ji"iÅäclass lo wlrich lhe appointment is made shall be jrlaced on at feasr tne same step of thesalary range.as tlìe new appoinlee; or

ln hiring exceptionally qualifietl personnel, lhe Personnel officer may approve appointmenls
al a salary above lhe minimum for the class.

G' conditional oller ol Empiovment - An olfer of employmenl is conlingenl upon the resulls of the followinç¡:

1' Reference checks. Prior lo con<.lucting reference inc¡uiries a prospective employee will 5e rec¡uired tosign zr release allowint¡ lhe City to zrcr¡uire inforrnation about tl're applicant trom tc,rrer employers.

(J' l¿lilurt: lc¡ collti)(:l llre f)(;rs;onrtel Officer withir¡ five (5) workinr; cìays lrorn the tlate.'f nolice of anirrlervì<:w or olfcr ol a¡r¡roinlrnerrl:

tlelernlirratiorl by Ìhe l)(lrsonr'lel Offìcer thal tlìe applicarrr has violalt:tj or.ìc or morr: ol lheprovisions ol Sr:<;liolr 5.fJ.4

posilion vacancies will be rnacle in accortjance willr lhese
anrl clismìss City employees ís vesterJ in tlre Cily Manaeer
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2. MerJical examination. Applicants who have been oflered a regtrlar posifion wilh ltre City are requirerl
to participate in a pre-ernploytnent pbysical.

Eaclr job classilicalion has specific physical standarcls an<J ¿lrc reasonably relatecl to job requirernents.
l-he cit¡t is notified only thal the prospective employee is medically qualifìed, conrlitionaily c¡ualifre¿ or
disc¡ualilìecl; no other metÌícal informalion will be releasecl.

3. Fingerprints and criminal backgroulrd check. All persons employed by tlìe City will be
fingerprinted and law enforcement recorcls checked for past criminal 

"onui.t¡ona. 
lnformalion lhus

obtained will be confidential. Employment of, ancl contiuualion of service of employees wilh a criminal
conviction musl have lhe approvat of lhe Personnel Oflicer as staled ¡n Secr¡on b B.¿.

H. Probation Period - The purpose ol probaliorr is lo permil lhe employer to observe the employec on rhe iob
and lo evaluale performance. Probalioll is parl of the prornotional, lraìning, lesting t¡nd seleclion process.
The probalion period begins on the cJate of appoinlrnenl. ll is lhe responsibility ol tlre supervisor lo
communicate with the employee in reg¡ards to l¡is/her progress.

1. Duration of period. The probalionary period is not less lhan lwelve ('l 2) monlhs for miscellaneor¡s
employees, riol less lhan eighteen (18) nronths for dispatchers, nol less lhan eighleerr (1B) months lor
sworn Public Safety employees, and nol less than twenìy-four (2a) months for Management
employees. Employees wl¡o receive promotÍonal appointments mr¡st serve another probationary
period of al least six (6) monlhs for non-supervisory ernployees ¿¡ntJ twclve (12) months lor
supervisory employees (includes rnanagement classilications).

2- Leaves of absence during probation. lf an employee is absenl fronl work lor longer lhan five (5)
working days during lhe probalionary þeriod, the City may extentJ lhe probalionary period an amouni
of tirne equal to lhe days missed if necessary in order lo properly evaìuale an employee.

3. Exlension of probation period. All efforls will be made to sulficiently evaluate lhe probationary
employee dtrring lhe assigned period- An extension of the probationary period may, lrowever, be
recommended by the supervisor and/or Personnel Officer wlren cause exisls. lf adclitional time is
needed to evaluale the employee, llre supervisor or Personnel Olficer can exlend the probationary
period for an addilional period not to exceed three (3) months.

'a. Extension of proo-ationary perìod will be based on the written performance revìew.

b. The performance review will take place len (10) working clays prior to the enrl ol the inilial
probationary period-

4. Rejection cluring probalíon period. During lhe probalionary period, an employee may be rejected al
any time for any reason by lhe Personnel Officer. Employees who are dismissed during lheir
probationary period have no right to Ìrearing or appeal. Nolification of rejection musl be serverj lo lhe
probalionary employee in wriling.

5. Promoted employees. A promoled employee who cìoes not sr¡ccessfully complete the probationary
periocl will be reinslaled to his or her former position or lo a comparable posilion. ll, however, lhe
employee is clischarged for cause, lhe employee has no righl to reinslalement.

6- An employee who successfully completes a probalion periorl achieves regular slatus in his/ber class
and is known as a regular employee-

CITY OF RO¡-JNERT PARK
Personnel Rules an<J Regulations
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sEcTtoN 6 - sEpARATtON AND RETNSTATEMENT

Arl errl¡rloyee rïay be scparirletl.from-ernployDìenl by resiç.¡nalion, ctisnriss¿,ì|, r(rliromerlt, or layoff orì íìccorrnt ()l
l;-rck ol work t>r lack of ftlrxls. 'l he <Jismissal lor cause <il regular errrployties will t¡e ilr irccor(l¿¡n<:e wilh thr.:
¡;rovisions of Sccti<>rr B- Olher s(lpílration ¡>rocerlures ¿lntl reirrst;¡terncrrl ¡rroc:edtJr(.)s iìre sel klrllr lrelow.

A' Separation an<l/or Resiclnation - An ernployee w¡slìing to resign is rcquiretl to notif y hisihcr srrpervisor inwriting at le¿rst two weeks prior lo their intende<] leave from Cily employrnenl- Á .upy of lhe wrillgrr
resignation will be given to lhe Personnel Officcr and lhen placed in the empioyee's persgnneÌ file.

1' An employee. who has resigrre<.l in writinç¡ may willrdraw hisiher resi5¡nation prior ro the linal tlate
slatctl on the letter of resignalion. The wilh<Jr¿rw¿ll letler will ¿rlso ue placðd in lrisiler personnel file.

2- Arr employee who leaves employmenl without so filirrg a written resig¡nation antl givin<.¡ lwo {2) weeks
nOlice, as ret¡r'riretf abovc, will lrave lhis facl notecl in his/her lìle antl may be tie¡riei] lutirre empioymcrrr
by rhe City.

B- Rejnstatement - Upon application of a lormer regular ernployee, wlro has property resignetl, thefrersonnel officer rnay, al his/her sole discretion, Àpprove reinstalemcnt ol tlie i,r¡n,r, employee asprovirle<l below:

1' An employce separatecl from the Cily's employ for six (ô) months or less may l>e reirrstalerJ without
compelìllve examinalion lo llre positlon helcl al date of separalion, cir lo any oiher position w¡thirr ù¡e
same classifit:¿¡lion for wltich lhe employee wor¡l<t have been eligible at rime of separalioq. Former
re(¡ular ft¡ll-tirne City ernployees returning lo Cily service wilhin lhe six (6) monlh perìod will be granled
lhe full benefits lhey were receiving at lime of separalion as if tlrcre *"r no breaú in servìcc.

2. An employee separaletl lront lhe City's employ for over six (6) monlhs who is reinstated slrall be
lreated as a new employee.

3' The Cily will reinslate into the position from which he/shc' has been promolect any ernployee who fails
rlrrring a pronrolion to which he/sl¡e has been promoterl.

Any employee wlro resigns wilhout proper nolice or resiens during an invesligaticln or disciplinary
action will nol be eligible for reinstatemenl_

5' An employee wlio is granted an aulhorized leave lo which he or she is entillecJ un<ler a federal, stale
or local law requiring reinslalemenl shall be reinslatetJ lo his/her former posiliorr as pàvidecl by law.

c' Layoff - whenever il becomes necessary ro ,e,Juc" the rrumber of employees due lo lack of work,
economic consideralions, changes in mission, lechnological changes, or as <Jélerrnined by the personnei
officer base<J on other factors or when a position iñ the clasðified services is to be temporarity or
þermanently abolished, the Personnel Olficer will notify lhe !ìuman Resot¡rces Deparlmenl the number ofemployees lo be laid off o¡ lhe names and number of posilions to be abolisheå. The purpose of theprocedures set lorth below is lo establish equitable slan<lar<Js lo regulate such layofts. rhe Ciiy's rlecisionlo reduce ils work force is a managernenl righl, thus no clrre process or gríevanóe procerlures apply, ancllhe decision is not subject to "meet and confer" requiremenls. These [roceot,rei apply only lo'rãgular
employees (fttll or parl time) ern<J probationary employees (initial or promotional/lranslerj.

1' lclentification. fhe Personrlel Officer"on the basis of the a<lminislralive needs of the Ciry delermines
the deparlments anrJ positions subject lo layoff-

¿- Order of layolf:

CTTY OF ROIìNER-f PAÍìK
Personnel Rules and Regulations
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a. Within a classificalion, th<¡se ernÞloyees wìro ¿¡re probationí)ry enrployees in their initi¡¡l
probationary period will be laid off firsl, followe<J by employees irr a promoliorìal or lransfer
protralionary perio<J.

b. -Ihe orcJer of layofl lor regular ernployces within a departrnent will be determinecJ by considering
business necessity, each employee's job perlorrnance and cornpelencc, ¿¡ncJ seniorily.

i. "Seníority" for purposes of lbis Section slrall be rlelerrninecl by ad<ling logether aìl time sperrt
. in City service, in whalever capacity, expressed in terms of years, nronlhs, and days- -ilrc

seníorily calculatìon slpll not incltlcle disciplinary limc.: olf wilhout pay or lime spent on unpaid
leave (unless federal or slale law require! il lo be inclu<le<J ìr¡ lhe seniorily calculalion).

ii- Once seniority clelcrminat¡ons naue been made, layoffs are ma<le irr reversr: seniorily orcler
(i.e. the most junior ernployees are laid olf firsl).

tii. Ties in senìority shall be resolverl by the Person¡rel Office¡, laking ¡nlo ¿)ccotrnt the pasl
performance, rlisciplinary aclions (il any), supervisor recomlnerrdalions, and st¡clr olher facls

' as will result in the City relaininJ¡ lhe most qualified and elficient ern¡rloyees.

3- Notice. Employees shall be given at lt:asl ten (10) business days'written nolice prior to lhe eflective
date of the pending layoff. A copy ol lhe notice shall be relaine(t in lhe ernployee's personnel file.

4. Exclusions. ln certain instances, there may be exceptions made irr lhe order of layoll or¡llined above-
. -fhese 

exclusions would be macle when:

a. specialty position when qualificalions for the posiiion cot¡ld not tre easily obtained lhrouglr a short
orienlalion or.familìarization period.

b. lransfer in lieu of layolf. Wilhin the affected cleparlnrenl or deparlmenls, íì regular employee who
is scheduled for layoff may be offeretJ a volunlary reduelion in classification to a lower level job
classilìcalion provided he/she meels the minimum qualilications, andlor oblairi proficierny
lhrough a shorl orientalion perio<J.

c. a vgluntary recluction by laking early relirement and/or "ç¡olden lnnd shake".

5- Relreat rightslvoluntary demotion in lieu of layoff.

a. An employee who would otherwise be laid off has lhe righl to relreal lo â vacanl position which he
or she previously held, proví<led lhe employee meels llre currenl nrinìmum c¡ualifications for the
posilion.

b- An employee who woukJ otherwise be laicl off has lhe right lo relreal to another posilion in lhe
same classificalion series or lo any posilion lhe employee hâs previously lrelti and for which the
èmployee is c¡ualilied that ¡s occup¡ed by an employee of lesser senior¡ty. The result is that the
more senior employee "bumps" lhe junior employee, who then is entilled lo lhe relreaudemotion
rights sèt forlh herein.

c- An employee who would otherwise be laid ofl may re<¡resl to be temporarily demoled to any
vacant position for which the employee is qualified.

d. An employee who wishes lo exercise any oT llìe rights set forlh in thii'subseclion 5 musl so notily
the Personnel Officer in wriling within five (5) business days ol receiving tlre rrotification ol
pending layoft-
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7.

e An cmplOyee wlro rclrc¡als or is tJen¡oled to a posilir>n as provir)ert llr:rcin nrust serve th(.)
¡rrobationi'rry period applicablt: lo lhe new ¡rosition r¡nless the em¡:ìoyee prcviously ,n¡1pt,rruo rt.,"probationary period in lbat position.

Reinstaternent lists' '[lre lrames ol regul;u er.rrployces who bi¡vtl been laid off, inclutlíng th'se whcrhave acceptecl a rlemotion or retreated io anolhcr positiorr are lo be ¡rlacecl on a layoff ,Jinsrote,n"ntIist by seniority wlthin lhe classificalion from wtrich ihe ernployces weie laid olf . An Lrprofoo's .,ororemains on lhis list for a. periot! of orrc (1) year lrorn rJ¡¡te of layoif, an emplclyt:e,s ,Ìílme may beremovecJ for any ol the lollowirìg re¿ìsons:

iì. Reappointrnent of the em¡rloyee to his/her former classification

b' Nolification lrorn employee that he/she i.s no longer i¡rtere¿slecl in reltrrnir.rc¡ l<l lhe ()ity

c' ltrability to Çor)tact llte ernployee by mail or ¡:horre at lhe employee's lasl kr.lown atjtlress in lheem¡rloyee's official personnel lile.

tl' lìejeclion by the employee ol an olfer of ernploymenl within lhe same job ctassilication. Failrre toresponrl within five (5) business <Jays of the ofler sh¡¡ll t¡e deerrretj a rejecliorr

offer of reinstalement' lf lhe posilíon previorrsly held by a lajcl ofl employee becomes vacanl, or ilanollrer posilion within lhe same classificalio¡l series becomei v¡lconl,'thán lhe *rnployeu. wilh lhemosl seniority on applicable reinsl¿¡lement l¡st slrall be oflererl the vacant position.

Resloration of benelits upon reinstatement. when an employee is reinslated lo employmenl aflerlayoff,. all his or her prior service shall be counled lowarct lhe e;irlcul¿¡tion of leave accnlals an<lseniorily' Any untrsetl sick leave which the enrployee harJ accruerl al the liryre or-rrr'f]i srmrr ue¡eslbrecl' lf an employee.is reinilaled lo ¿¡ position in wlriclr he or she was serving a prgbalionaryperiod at lhe time of layoff, all lime on probaiion previousty comprerert prior to i"v"iiËiìåritîcot¡nted
toward clete¡mining when lhe probalionary perio<l ends-

A' lncompatible Activity - Certain activities erre Íncompatitrle wilh ethic¿¡I, elfective employment w¡tlì the c¡lyAll City employees are piohibitecl from:

1' Parlicipating in irnproper political aclivity prohibitecl by the federal Hatch Act or perlinent
State Law inclutling the California Goveinment CotJe;

2' using for private gain or atlvanlage the influence of a City position or the facililies, equipmenl andsrrpplies of the City;

3. Soliciling any favors or gifts from persons, concerns
business contacts w¡th the C¡ty,

4' .Accepting any favors or gifls lrom persons, concerns or corporalions who have, or seek lo have,business contacts- with the City in excess of thr¡ conflicl of lnterest gtridelines established in theRohnert Park Municipal Corle Cñapler Z.OO;

5' Divulgíng conlidenlial inforination lo onyone lo whom issuance of suctr infonnalion has nol beenaulhorized; or

6- Parlicipating in any employment or other aclÍvity, which will prevent an employee from clging his/hercity job in an efficient and capable manner, is iifegal ¡rrrrstrairt ro srírle or fe<Jeral law, or which mighl

oìl'Y ot: IqoilN[fìT PARI(
I:'elrso¡ ¡¡lt:l lìulr.:s an<l Iìetlr¡li.ltions
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provisions of

or corporalions who have, or seek lo have,

iCONFLI
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resuÌl in a conflict of irrteresl belwee¡r llre enrployee's private inleresls an<J his/her official duties and
respcr-rsibilitins.

B. Outside Emplovment - City employe(;.s are expecfe(J lo work for llrc City's bests interests ¿rnd to devote
lheir besl enetgies and skills lo their posilions. For this reason, City employees are prohibitecl lrom
accepting oulside employmertt thal could conflicl with lhe best inlerests of the City or Ínlerfere with the
employee's ability lo perlorrn his or her Cily position. Examples of such prohibitett outsirJe employmcnt
include, but are nol lirnited lo:

1. jobs/business con<Jucled during the employee's work hol¡rs wilh f he City;

2. johrs/business lhat prevenl the employee from being availaLrle for necessary overlime or emergency
work period oulsi<Je his or her norrnal workiùfJ hot¡rs wl'len srlch overtime or emergency <luly is a
regular ¡lart of lris or her job;

3. busìness conducte<i using Cily facililies, resources or et¡tripmenl (including telephones, corrprrters,
supplies, etc.)

SECTION B - DISC¡PLÌNARY ACTION

Cily employees are expected ìo meet certain slandarcis of job performance, inlerpersonal interaction, and
conducl. The Cily rnay discipline any employee whose conducl or perforrnance lails lo meel reasonable Cily
slandards, i.e. for câuse. Disciplirre may be imposed lor a single incident or for a pattern of concJucl. The
specific <liscipline imposed is íntended l<¡ focus lhe allention ol tlte employee on the performance or conduct
problem and, except in cases of discharge, lo encourage changes in behavior-

Disciplinary actions include but are nol limited lo: counseling, oral reprimand, writlen reprimand, reduclion in
pay, suspension without pay, reassignment, demolion, ancl discharge. Allhough the City generally applies the
concept of "progressive cliscipline," disciplìne may include any one or any combinalion of actions, and the'actions need nol necessarily be applied in a definecl order. lnslead, the discipline imposed will be determined
according to llìe severity ol lhe infraclion(s), regardless of whelher prior discipline has been imposeci.

Only regular employees who have successfully compleled their probationary period have lhe right a to hearing
and appeal as described in tlris section. An employee not covered by this Section may be disciplined without
reference lo these provisìons; such an employee has no prolected property inlerest in his or her enrploymenl.

A. Causes for Disciplingry-Action - Any regular employeq may be disciplined for "good cause". Good cause
is defined as reasons including, bul not limited to, lhe following:

1. Frautl in securinç¡ employment;

2. lncompetence or inefficiency;

3. Failure to mainlain require<! licenses, credenlials, certilicales or other conditions for employmenl as
specified in assigned classilicalion;

4- lnsubordination;

5. Dishonesty;

6. Neglect of duly, or i¡ratlenlion to/dereliction of dulies;

7- Violalion of Cily or Deparlrnenl rr¡tes and regulalions, policies, procedures or general orclers, whelher' oral or wrilten;
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B. Disclost.rre of cortlicleinlial personal ìnfornlalion ol anollr<.:r ern¡rloyr>e;

I Ne(lli9enl or willful <!amaç.¡e to r¡r wasle <lf public ri<¡uiprnenl, properly or srrppligs;

'l 0. lmproper r.¡r un¿¡ulhorized use ol City vehicles or equipmcrrl;

1 1. Misapproprialíon, lhefl, or err¡bezzlement of Cily prop(ìrty antl/or funds;

12- Unlawful harassmenl or discrimination, or tl¡e laìlurr-: lo cooperâÌe with lhe investigaliorr of lrarassmenr,
discrimination or other unlawful aclivities;

13. Fossession of an open container, use of, or bein<¡ unrJe¡ lhe influerrce of al<:ol¡ol, rrorr-¡lrcscriptiorr or
tlnat¡lhorizecl narcolics or conlrolled subslances durirrg work lrours;

'l 4. [:xcessive lardiness or absences, excepl in lhe ca.se of approverJ leave;

15. Absence wif hout leave, not returning¡ lrorn ¿rn lrp¡irovecl leave-of-absence or obtairring¡ a leave-of-. absence unrler false pretense;

16. Soliciting any lavors or gifts lrom persons, concerns or r;orporalions who have, or seek lo have,
br¡sìness conlacls with lhe Cily;

17. Accepting arry favors or gifts from persons, concerns or corporarions
business contacls wilh the city in excess of tlrc conflict of lrìterest
Rohnerl Perrk Municip¿¡l Code Clrapter 2.60,

1û. Failure to observe safety regulalior'¡s anrJ practices, inclu<Jing the use of
equipment;

19. Discourleotrs, r.tnprofessional or '.rbusive trealmenl of lhe public or olher enrployees;

20. Use of abusive language;

21- Actt¡al or lhrealened physícal violence;

22. Conviclion (including by plea ol guilty or nolo contenclere) ol a felony or any crìmr: ilvolving rnoral
turpilude;

23- Conviction ol a misdemeanor (including by plea of guilly or nolo conlendere) thaì is of a nature as lo
adversely affect lhe employee's ability to perform lhe duìies and responsibililiós of his or her position.

B' Minor Disciplirie- - All stlpervisors are aulhorized lo implemerrl minor tiisciplinary meas(rres. Minor
disciplinary acl¡ons are nol spbjecl to appeal. Examples of minor clîscipline include theiollowing:

1- oial reprimand- An orat atJmonilion lo an employee whose con<tucl oi performance musl be
improved and which delails lhe areas for improvement, lhe degree of improváment reguired, and a
rlotice that faih¡re to improve coulcl resull in more serious discìplinary ucìion. oral reprimancls are
noted by lhe supervisor, but are nol tlocrrmented in the employeeis perionnel file.

2- Documented counseling. A wrillen memorandurn showing lhat the supervisor Ìras mel with the
employee lo disctrss a specilic problem(s) or rleliciency and whiclr sets forth the recommendalions
given to lhe employee to a<ldress lhe problem(s) or cieficiency in <lrder to irnprove perlormance.
Altltough â copy may be senl to the employee's personnel file, tlocunenle<t counseling memoranda
are lypically maintaineó in tlte supervisor's lile tint¡l they are included by not;rtion in tlù em¡rloyee's
formal performance evaluations.

who have, or seek lo have,
guitlelines establishetl in the

assigne<l personal prolective

C¡TY OF ROI.INETì'T PATìK
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3. Written reprirnantl. A form¡¡l wrilten notìce lo an crnployee slaling the specific delails concerning the
subiec;l oi llre tellrirnantl, sumnrarizing previous relatetJ disciplinary aclion, il any, ancl describing the
plan for improvement. A wrillt;lr re¡>rintand shaìl inch¡rle the d¿rte of llre reprint¿¡nd antt a slalemenl
advisinç¡ the employe(t ll.Ìat continuetl con<Jr¡cl or performance al such levels may restrlt in more
serious tJiscipline, trp to and inclurling dischar<¡e. At the lime a wrillen repriman¿ is issued, lhe
employee is enlille<J to bring a representative ol his or lrer clroice. The employee shall review lhe
reprinrand and sigrr it anrl lhen shall be given a copy of it. Wr¡tten repriman<ls are not subjecl lo
appeal, etlthough iln employee has lhree (3) working tlays following llre date of a reprimancl lo submil
his or her own rebullal commenls, which shall accompany the reprimand in the employee's personnel
file.

4. Rernoval ol minor discipline records. At lhe rer¡uesl of lhe employee, records of minor discipline
will lie rerylovecl from the entployee's personnel lile llrree {3) years aller the <lale of the wrilten
reprimand or cloctlrlelrle<J courrselinl¡. Records will be remove(t providecl lhe employee lras receiverJ
salisfaclory perfortnatrce reviews irì lhe suþsequerìt llìree (3) yc,ar periocl from tjate of lhe wriilen
reprimand/tlocut¡lenle<J counsclirrg írnrl no lurther discipline has been in¡tiated. The employee shalt
ìniliale lhe re<¡uesl lo remove recorrJs of r¡inor <Jiscipline llrrough his or her Department Flear1. The
employee's Deparlment l-lead shall coordinale llris requesl througlr lJuman Resources lo ensure lhe
appropriate criteria has been met lo rernove the records. Notlring in lhis seclìon is intended to prevenl
cJocr¡nrentation of progressive discipline.

C- M¿¡ior Discipline - Major tiist;ipline miry orrly be ìmplemenled by Deparlmerrl l-leacJs. Types of major
cliscipfine incft¡de lhe following

1. Suspension. The lemporary removal of an employee lrom the Cily service without pay for one (1) or
more working dalys. "W<lrking days" slrall be delermined by relerence lo the affectecJ employee's
normal wo¡k Schedule.

Meril decrease. A pay slep redtrction where performance falls shorl of lhe normal stan<Jards or where
perlormance is clearly inadequale in one or more crilical iob rJulies-

Demotion. 'f he retnov¿tl of an ern¡rloyee lrorn one posilion ancl reassignmenl lo one of lower grade or
classificalion.

4. Discharge. Tlre rem<¡val of an employee lrom Cily service when il has been cJetermined the
employee has been given a reasonable opporlunity to conform his or her concluct to required behavior
or performance slandards and lìas failed lo rlo so, or where an employee has committed one or more
serious offenses lor which no olher tJisciplinary measure is appropriale.

D' Disciplinarv*Process -Marjor Discipline. Any imposiìion of major discipline musl follow the procedures sel
lorth below.

1- Nolice- A wrillen Nolice of lnlent lo Díscipline ("Nolice ol lntent'') shall be prepared by the Deparlmenl
Flead in consullalion wilh lhe Fluman Resources Depârlmenl. The Nolice of lnlent shãll state:

a- Tlre specific lype ol <Jisciplinary aclion pioposed;

b. The effective dale ol the action;

'the specific reason(s) or catrse(s) for tlre acliòns:

A copy ol all wrillen materials rrpon which the action is based, and

Notice that, prior to the irnposilion of the major discipline, the employee has the right to respond
orally or in writing al an inforrnal lrearing¡ to explain wlry lhe employee UelieveJthe proposecl

C¡TY OF ROI{NERT PARK
Personnel Rules and Regulalions
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l)e¡sonnel fìulcs i¡ntl fìcAr]l¿rtion:;

major disciplinc shoultl llol be irn¡:os;c;tl. Â rt':<¡tre.st lr>r r;uclr a lìcÍ)rirìg rnrr:;l b(.) surbmiüecl ínwriting willrin tcn (10) workin<¡ tlays of rrlcr:ipt of the Notice of lntçnt.

2' lnfor¡nal hearing (i-e. Skclly hearing). ,Al the tlnll),oyee's ro(ìrr(ìst, ¿¡rr irrfornlal hcaring¡ will be helclprior to lhe ilnposilion of rnajor <Jiscipline. Ihis lreilrirr<¡ is nol ¡¡n óvid<lntiary ¡earing, 5ut rather anopportunily for lh<l em¡:loyee lo ¡lrcsc:nl inf<lrrnation íls to why the proposed rnájor disclpline should notbe irnposetì. Except by slipulalior¡ of lhe City :iricl tlre em¡iloyee., rhe hearinli sn¿¡tt taxe place wilhinlcn working (10) <lays ollhe em¡:loy(]e's re(lrJest for lrearing, ãnd it nray oe rðsctletluìe,iJÅry;¡lä';i
lhe ernployee's reqtresl. Ilte folÌowing f)ar¿)rnet(rrs apply to tile inlormal hearing:

a' 'Ihe hearing shall be contlucte<J by;r rr:s¡ronsible persorr tlesignzrter.t by rhe personnel officer.

l) 'Ilrc hearing slrall ir¡clucie llre em¡rloyt:r:, tlre ernptoyee's r;hoserl ref)resentative(s) -(rea.son¿¡ble
number), and others as rJirected by llrc: hc;:rinq oflicef . Absent extôntratint circumstances, lhe
ernployce's f¿liltlre lo appeal w¿lives his or lrer rigtrt to s¡ch ¿¡ lre¿ring.

c' -fhe 
heariti.t¡ shall btl lape recor(Jerl or slt:noç;raplricalÌy recorrJe<J, arn<l a copy of the lape

recordinc¡ or lranscripl shall be provi<le<j lo tlre cnrployee rJÞon rec¡uest.

d' Al the hearirrg, lhe employee shall be 1¡iven iln opporluriily, ei[ier orzrlly or in writing, or bolh, tobring lorward facts or circunlslantns wlri<:h nl¡]y car.)se lhe charges to bá rcvised or tJisrnissecl. lfllre ernployee's information is prcscntetl by his or trer re;presentalivr:, ¿¡ll slalements macle by therepresenlative sh¿¡ll l¡e altributccl lo tltc t:rnployeo as il marte by ìrirn or her personaìty, anj it islhe employee's oirligation lo ()orrect any rlisstaiement(s) by rtre rãpresentàrivJ.

e' Followìng llte hearirlg, lhe hearing olficer will r¡ake a w¡ilten recomrncntlalior¡ lo lhe DepartmentIlead wl'¡o isst¡ed lhe Nolice of lnlenl as lo whelher ther ¡rro¡rosett discipline slro¡16 be imposed,
modif ied, reduce<l or <iisrnisse<J

3- Notice of discipline- Following lhe infornal lrezrring, il requeste<t, tlre same Departmenl HeatJ whoissued lhe Notice ol lntenl shall consider lhe lrearing olficer's recomfllendalion lo determine ¡ow toproceed. lf he or slrc decides lo tjismiss lhe proposéd cliscipline, written noticc of lhe <Jismissal shallbe provided lo lhe employee as soor) ¿ìs practicable. lf lhe <Jecision is to irnpose disciptine eit¡er asproposed or in some modified or reclt¡cerl forrn, ¿l wrilten Notice ol Discipììne'slrall be prepared. TheNotice of Discipline shall state:

â. The specific lype of riisciplinary aclion ilìal wìll l¡e im¡rose<l;

b' The specific reason(s) or catrse(s) for tlre aclions, setling forth specific facts lhat form the basislor the decision;

c. The effeclÍve clale of the action; antl

d' The applicable appeal rights av:rilabìe lo lhe employee pursuant to lhese personnel Rules.

Disciplinary action becomes eflectivc on llre cJate stated in tlre Notice of Disciplinary Aclion,notwilhstanding an employee's limely re(lr¡esl f or an evi<Jenliary hearing before the personnel officer.

E' ApÊeal from Maior Discipline - Atty employee or) wlrom major discipllne has been imposecl shall be
entitle<J lo an appeal hearing as set forth below.

1' Timing. An employee wishirrg to exetcise lhe appeal righls provic.leci in this Seclion must deliver ¿¡writlen Notice of Appeal lo the Personnel ofli<;er withinìen (i0) working oãvr-,Ji*r tlre date of rheNotice ol Discipline.

CTIY OF RO}INERT PARK
Personnef Rules i¡n<l lìe0ulations
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?

Employee representation. Employees rnay represenl lhemselves or be represenletl by legal counsel
or repret;enl¿)tive(s) of the ernployee's recognizerJ ernployee organizalion.

Evidentiary lrearing- An evicienliary hearing b'eforc a neutral hearing oflicer shall be arrzrnged for by
the Assislanl Cily Manager or his/her designee antJ shall, âbsent extenuating circumslances, be helcJ
wilhin llrirly (30) working days of lhe receiving lhe Nolice of.Appeal. The hearinç¡ shall be closed and
confidenti¿¡l. Prior to lhe hearing, the Assislanl Cily Manager or his/her desiç¡nee shall súpply the
hearing oflicer with (1) the Nolice of lntenl and any allacl¡¡nents, (2) the Skelly hearing officer's wrillen
recornmendation, íìnd (3) lhe Notice of Discipline arrr! any altachmenls. Olher hearing procedures are
as lolk-¡ws:

'l hr: employee's presence is required. Failure to appeilr al the appeal hearing unless p¡ysically
u¡lable to <Jo so shall be deerne<j a withtlrawal ol the appeal and a waiver ol any furlher riglrl of
adrninistrative appeal.

Tlre lrearing shall be stenographically recor<lerl.

Any atnd all wilnesses olher lharr lhe City's representative shall be exclu<JerJ from lhe proceecling
unlil callecl to lestify, excepl as mutuerlly agree<J to by the employee and lhe City's representalive.

Order of hearing shall be.

i. 'Ihe Cily's representalive, followed by llre employee, may make prelìrninary openìng
stalernenls.

'i- 
-fhe Cily's represenlalive may present oral or documenlary evidence, or both, in support of
the Citys posilion; the employee may cross-examine all witnesses called b! the City.

iii. The employee may present oral or documentary evidence, or both, in supporl of the
employees position; lhe Cily's representative may cross-examine alt witnesses calted by the
employee.

iv. The Cily's represenlalive, followecJ by lhe employee, may make a closing slatemenl.

The hearing slrall be conducled in an efficient manner conducive to clelermining lhe issues,
however, the technical rules of evidence do nol apply- Any relevant evidence may be a<Jmitted if
it is the sorl of eviclence on which responsible persons are accustomed to relying in the conduct
of serious affairs. Oral evidence shall be taken only upon oath or affirmalion- Hearsay evidence
may be trsed lor various purposes; however, hearsay standing alone ancl properly objeclecl to
sball nol be competenl to prove a charge- lrrelevant ancl unduly repetitious evidence may be
exclude<J, as shall evidence lhal would violate other employees' righls lo privacy and
confidenli¡¡lity of lheir personal information. The hearing officer (wilh advice.ol appoinled
counsel, if necessary) shall rule on any objections made lo the admissibility of evidence or
olherwise relaling to lhe conducl of lhe hearing.

Following lhe conclusion ol lhe hearing, lhe hearing offìcer shall prepare wri¡en lindings and
recommendations and provide lhem lo lhe City Manager. The hearing officer may recomrnend
changes lo the proposed discipline. However, il lhe hearing offìcer lìnds ìhat the un<Jerlying faels
giving rise to the cl'rarge(s) are proved by a prepontJerance of lhe evidence, lhe hearing-offìcer
may nol recommend a reduction in discipline if reasonable mincls could differ as to the proper
level of discipline. lf llre hearing olficer recomrnends a reduction in discipline, he or s¡e must
make a specific lincling that reasonable mincJs c¡uld nol differ as to lhe appropriale level ol
tliscipline and sel forlh lhe facts upon which he or she based such linding- ll lhe irearing oflìcer
t¡nds lhal no¡re of lhe charges are supported by lhe evidence presenteð, lhe recommãndalion
shall be llrat no disciplinary action be taken.

t)

d.

t.
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City Manager's Determinalion. -Ihe
forwar<lcd to llie Cily Mainager for
rccolnntentJ¿rli<¡ns of llre lrearir-rg olficer
al)(¡:ìc(J llis or her <Jiirxelion

lrearin¡¡ olficc¡'s finrjiriOs ¿rn<l ret:omnrr.:nrlalion:; shall behis or l'rer rt:view. Tlre City Mirnal¡er will lollow the
rJnless lie o¡ srr. c¿l' srrow cars(-) trìai rlre heari'1¡ OffiCer

'l he City M:tnzl<¡er slrall revit':w lhe r:ltlirc rccorrJ (irrcluding tlre Nolicc of lntr:nt, lhe recor<J <¡fSkelly ¡rroceedings, lhe Skelly oili<:er's written recornrncntiat¡on, the Notice of Disci¡rline, theevidence anrl record al thc evitJertliary he:.rrirrg, and the a¡rpear lrearing officer.s ,iitreå finciirgs¡rnd reconlmenclations).

I he City Manager shall issutl a de:cision imposin.c¡ the <lisciplirrary action lre or she deemsappro¡>ríirle arrd in lhe best interests of the City.

'Ihc city Marral¡tlr's tJecision shall be in writinr¡ and shall be linal. ll shall inclu<le a copy of theappeal, hearirlQ oflicer's findirtgs an<l recornmeî<latio,,s ¡rn.J .iuil'¡o'r¡ro,r ers a ¡rermanent recorifirr lhe <:rnplerycc's ¡tersonnel filc.

Nolice of the city Marrager's_.tk:cision, alon<¡ with a copy ol both lhe city Manager,s <Jecision andlhe appeerl ltearing officcr's findiry¡s ònri reèommenrJations, shali be serve<J on lhe employee bypers<xtal servìce or by registere<l or certifiecJ rnail. '[he nolice shall also inclLlde a slalemenl ofllre- ernployee's rìght to seek ju<licial review within g0 clays ptrrsuar-lt io cotle of civil procerlure
1094.0.

use ol pai<ì aclmiDislraliv.e.leave. Nolhing Ìn lhis s()ctic¡n is inlerrdecl to abrogate the c¡ty,s right lo placean enrployee on pakl a<Jrninistrative leave tluring the invesligatiorr of circumst¿¡nces lhâl could lead to theimposilion ol discì¡rrine or for any othrlr reasoir lrùt ¡s ¡n rtre city's trest interests.

Disciplinary Àction for specific emproyees of rhe Department of pubric safety,

under california Governmenl code section 3300, the State of calilornia enacle(l the publìc salelyofficers'Procedural Bill of Rights (PoBRA). As deline<i uncler califorrria Gsvernment corje Section 3301,lhe positions wilhin llre ciry thai are coíered by the POBRA are the following: public safety offìcerTr¿¡inee, Prrblic safety oflicer,-Pr-¡blic safety sergeanl, Public safety supervisor (LT), public salety Divisionconrmantler, i¡n<l Director of Public safety lt ðhâlt be the poticy är-trre city ro exiencl t¡Lse same righrsand privileges to all non-safely members of the Rotrnert paik pubtic safety off;;'À;s;;iation, excepllhose that by llreir very nalure coulcJ only apply to peace officers an<J/or firefìghlers. All subsequentrevisions lo california code sections 3300 et .ser¡ anrt court interprelations of these slatules shall also bebinding on the Cily wilh respecl to non-safety mernbers of rh'e Roluert park p"nìi" éãr"ry"d;ì;:":Association.

For safety and non-safely.employees alike, lhe phrase'locker, or other space for sÌorage that may beassigned lo him" as use<J in Governmenl code Section 3309 shall include, h¡ut is not limiterl to, a publicsalety entployee's assigned cily vehicle andlor lhe encloserl spaces of an employee,s arssigned desk oroffice area' Nothing in lhis seclion shall preclutle the c¡ty tror-rlrporurily re-assigning a departmenlalassel lo rneet a necessary operalional requirem.enl.

l¡

tl
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GLOSSARY - DEFtNtTtON QIF TERIVTS

ADMINISTRATIVE LEAVE - At¡sence wilh full pay an(J benefits, orrJererl by a Departrnent l-tead or the City
Man:rger, uvhen the cily's interesls rec¡uire lhe employee lo be awây from the job.

ANNIVERSARY DATE - The date, which signifies the complelion of each year of service by a regslar employee
in a posilion and/or the date an employee starls his/hcr probalionary period for eilher orig¡lnal, prornotionaÌ, or
change in classification appointments.

APPLICANT - A person who has successfully compìeter) and submitletl an employmcnt appl6align lor a
posìlion for wl¡ich the City is currenlly recruiting.

APPOINTMENT - The selection of, arul acceplance by, an applicant lo a posiliorr in the city service in
accorrlance with lhese rt.¡les.

AVERAGE SCoRÊ - Means the coml¡ined average of all-relevanl, converletl, and weiglrte<.t scores otltaine<J by
a can<jirJ¿rle lor a given classificalion or position litle.

CALENDAR DAYS - Consecutive <lays within a specific time frame ancJ shall include weeken<ts ancl holidays.

CÀNDIDATE - An applicant for City employmenl who meets tne minimtrnr qualilications ol the position applying
for arld lias beerr selected to begin the lesling process or a person on an eligibitity list.

CFRA - California Family Rights Act, slale law eslablished in 1gg3, and is a<Jministered by lhe California
Departmenl of Fair Employment ancl Housing.

C¡TY COUNCIL - -the 
duly etected governing bocly of the city.

clrY MANÀGER - The individual appointecl by the city councit lo manage
policies and rules-

ClïY SERVICE - The er.ntire emptoyment syslem of the City.

CLASSIFICATION - A group bf positions sufficiently similar in respecr lo duties and responsibilities, thal lhe
same descriptive classification tille may be used to designale each position allocated to tllal class_ The samerninimum qualifications may be required of incumbents of positions in lhe class, and the same examinalions
rnay tre used to choose qualified employees.

CLASSIFICATION SERIES - A group of classifications sharing similar functions but rliflering as to levet ofcomplexity, rlilliculty and responsibilily.

cLoSE RELATIVE - Relative-shall mean spouse, falher, falher-in-law, mother, mother-¡n-Jaw, brolher, brolher-
in-law, sister' sister-in-law, child (including stepchildren), slepparenls, aunts, uncles, gran<lparenls, gran<Jparent-
in'law, grandchildren and relationships in loco-parentisland close personal relationghip", ríÛ, rhe approval of lheCily Manager or his/her designee.

coMPENSATIoN - Any salary, fee, or allowance paid to an employee for perlorming the duties and exercising
lhe responsibilities of a pos¡lion_

DlsclPLlNARY AcrloNS - Actions taken with lhe objective of obtaining employee compliance with rules,orders, procedtrres, standarcls of conduct andlor expeciect job perlormanðe wnei non-di.scipllnary corrective
aclions do nol achieve compliance, or a parlicular evenl is serious enouglr lo warran[ <tisciplinaly action on itsown.

C¡TY OF ROHNERT PARK
Personnel Rt¡les anrl Regulations

all City operations, deparlments,
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DOMESTIC PARTNETi - 'Iwt¡ 
atJtrlts who have cho.sen t<,, sh¿lre onc ¡¡norher's rivos i, arr irrinrare an(Jcorvlrnilted relalio'ship..ol mr¡tual cirring. ro bc elìgible oãrtì pàrties rnusr lile a l)e<:rarari'n clf t.)ornesrir:Parlnershi¡r wiltt thc Calilorni¡¡ Slecretary"of Stafe.

ELIGIBLE .- A ¡;{:rr;r>n wlto:;e narne is on an erir¡lloyrnr:rrt ìist.

ELlGlBlLlry Llsr -- A list llìal cc¡rltains lhe nantes of qualified c¡rrt]ìr]ates, ror a specific classifir:arion, who havecotnpleletl all exarnitralion proçe)sses an<l arc ranketl, in orcrer of lhe score or rarin<¡ receiveri.

EMPL0YEE - Ariy person appoinled to fill an aulÌrorizecl employrnent position irr t¡e city service. Electedofficials' vr¡lt¡rllecrs' unpait! inlerns, and lhose oppoirrtecl to actvis6íy boar<ls, coryrmilrees, an<l commissions arenot em¡rloyr.:es. J'he t;alegorit:s of ernployees are:

Regular: A regtllar ernployee is ont: who lras pirsserl probalion zrnd holtJs a regularly ar¡lhorizr:tl posilion
irllir,S*r""ll'" 

ll*g¡trlar t:rn¡rloyees ntay only be tliscìplinerr ror carse. r here ¿rró 3 rypes of rei¡rrar

1' Regtrlar full-tirne: a l)crsorì who holds a.burJgeted (40) forty-lrotrr per week posiliorr, with dulies anc,responsibilìlies that do nol e'd i'a specific tirñe periàd,'un.tr"tro is enriile<J roîJiùener¡ts wirlr rhe cirypursuanl to lhc zrpplicable MemorancJum ol Aç¡reemenr or applicable ouiline of Renclíls for lhelvlanaç.¡ontent and ConfidelltìaÌ Units.

2' Iìegular part-tirne: a pefson who hc¡lds a bu<lgete<l positiorr, with rjuties antt responsibililies lhar do r¡olencl in ¿¡ specilic tirne period, works for a speCific number oi hou,*, as <ln¡rie,i-å,itl fills out a timecarcl,receives at salary iln<l l¡cnelit package, proporlionerl lr¡ thcir a$reecl l¡"..r *orL'ralios (20 hours perweek reccives 50% r¡elrefirs; 30 l.rours per week receives 75% benefits).

3' Specially-funde<J: a person who works in a regular full- or parl-time position funded by sources otherthan,Cily revenues (e.g., federal or state grants).

nîi:i;lîJråJr;::i1"3::ffil,'jï,îå:someone in a resurar rur- r,r parr-rime posirion who is servins a

special: A speci.l ern¡;loyee is one hiretl lor a special prrrpose to meet rhc nee<Js of rhe ciry. specialemployees inclutlc:

1' Provisional ernployees - i'e. an employee who meets the rninimum qualificaliorrs for a position and

2' Seasonal emn]oL9es -.4 temporary employee appoirrte<l to positions of lirnited rjuration of nol morethan six (0) monlhs witlìin a twelve (.t2) montfi påiio,f iu"sonal emptoyees clo nor partìcipate in lheCily's benefil pro()rarns.

3' Emergency employces - employees hire<J to meel the rec¡uiremenls of a <leclarerl emer¡¡ency whichthreatens life' property, or lire generaÌ welfare of Ure ôiiv nn,i. whose posirion ceases when rheernergency ceases.

::::::t"""tt 
ancl special Employees may be disnrisse<J from such positions or <JisciptiDed wirh or wiilrour

ENTRY LEVEL - 'Ihe 
ir¡itial position ir a class series.

EXAM¡NATION - The process ufilized to evah¡ate the relativeprospeclive t:mploylnenl or curretlt employee who has :rpplied for
skills anrl knowle<lge of an applicanl for

a change in cla.ssific¿:tion anrt/or promolion.

CITY OF ROIINEIIT PATìI(
Personnet Rules antt fìegulatiorrs
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Techniqu-es utilized may cons¡sl of, bul not limìled lo any ol lhe lollowing. trer<Jilional paper and pencil tests,
perf{rrrnance tesls, skills lesl, or oral assessrnent.

EXEMPT -An ernployee ¡n a specifìc classilicalion wlro, acco¡rjing to the Fair l..abor Slirn<J¿rrds Acl (FLSA) is
exempt lrorn lhe Cily's overlirne policies and is compensate(l lor overlinte through Administrative Leave,
accumulated per specificalions outlinecJ in the lv'lOA's írn(llor Oullinc' r¡f lJenefits ór lhe Management and
ConficJential Unils.

FAMILY AND MEDICAL LEAVE POLICY - Provides for cmployee leave tJrrring times of illness or family
emergencies. ln compliance with C¿¡lifornia Family Rights Act and Ferjeral Family n¿èO¡cal Leave Act_

FMLA - Family lt4edical l-eave Acl, lederal law eslal>lishett in 1993 an<J a<jminislerecl by lhe f)epartmerrt cf
Labor.

GRIEVANCE - A c<lmplaínl by zrn employee relalino to wíllres, hours, an<l working¡ conr]ilions. Disciplinary
action canr)ot be grieved.

LEAVE-oF'ABSENCE WITHOUT PAY - Time away frorn work, which tlre ernployee has requestetj, and lhe
City Manager or his designee lras approved, for which lhe employee is nol ¡raid an<t h¿¡s the righl to relurn lo lhe
same position held before the leave was granled.

MEMORANDUM OF AGREEMENT (MoA) - A binding¡ allreement on wl)ges, hours, benelits, and other
condilions of ernployment for tlesignaled classes between the barl¡aining uniis and the Cily llral have been
adoplecl by the City Councit

NOLO CONTENDERE - Latin for "rto conlesl." ln a crirninal proceecling, a defentianr may enler a plea of nolo
conlendere, in which he does nol accept or cleny responsibility for the charges bui agrees to accept punishmenl.

NON-EXEMPT - An employee in specific classifications who, accorcling to the Fair La'bor Stan<jards Act (FLSA)
is to receive overlime pay at 1 % times norrnal pay for hou¡s worked over g, g, 10 ina'24 hr. periocl andior anyhours worked over 40 hours in a 7 day period, as oulline<J in lhe MOA's an<J/or Or¡tline of Benellts for lhe
Management and Confidential Units.

PDL - Pregnancy Disability Leave, California law eslablisherl in 1994, ancl arlmir¡isterecl lry the California
Departmenl ol Faìr Employment and Housing.

PERSONNEL OFFICER - ls the City Manager, and is responsible for tlre a<Jministration of all personnel Rules.
Thror.rghoul these Personnel Rules, the lerm "Personnel Oflicer' <Jenoles lhe City Manager or his or her
tJesignee.

POSITION - Aspecific office Or employment provicled by the budgel, whether occupie¿ or vacanl, calling for thepeformance of cerlain dtrlies, Positions may be regular lull-time, regular part-time, seasonal, hourlyl and/or
temporary-

PRoBATIoNARY PERIOD - A working tesl period during which an employee is reguìred lo <Jemonslrate fìtness
for the position to which appoinled by aclual perlormance in llre posilion.

PROMOT¡ON - The rnovemenl of a qualifierl employee from one class to anolher class wilh a lrigher maximum
rale ol pay and greater job responsibililies.

REINSTATEMENT - The re-employmenl of an employee who has regular or probationary stalus in a class, who
has been laid off, is returning from an approvecl leave requiring reinslalemenl, or who has resignecl in good
slanding and wlro is entitled to prelerence in appoinlmenl to vacancies in lhat class.

CITY OF ROI.INER-T PARK
Personnel llules and Regulations
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. Pcrsonncl lìrk:s ar¡rl fìegtrlations

fìPEA - Iìohnc:rl Plrrk Ërn¡llc,yees'Ass(x)ií)rion- Tlrt: leriror b;rr1¡arinìrrr¡ lrncl rcprtlserrt.lio, (.lnil for;¡tJr,i,islrarive,l<:chnical an<i s;rrpporl ern¡>loyees- rr<¡r'\"r \'¡r

RPPSoA '- [ìohntlrt P¡¡rk l,ublit: saf<:ly officers' Àssot:i:ltiorr. 'l lrr'- labr¡r bar5.¡;rirrirrg; ílntl r{.r¡:rr:s..rar¡on urì¡t lorPtrl¡Ìic safety scr5ìcârtts, Ptrl¡li<; Salilty olfice¡s, Prblic Safetf Dlspatclrðrs, (],rmr'r,,ricalior¡s Supervisor,Comrnttrrily Se:rvi<;tls of lit:t:rs, Parl-rime bispatchers. anrJ pr¡lrlic Safc;ry officrlr Jrairrer.:s

RULES - The I)ersorlrlel fìtlles arrtl Regrrlalions r¡f lhe ciry of Rohne¡l park as cont¿rinr.:<j irr'lhis r¡oc,¡rlr:nl.

SALARY -- A tegtrlzrr employt:e's trase pay as ap¡xovetl by tlre cily cot¡ncil in the cl¿¡ssifir;alio, anti salary ¡rlani.e. pay r¡¡les ¿lr<l r¿rnges, compute<l on a monilrly basis.

SALARY RANGES - The rate(s) assil¡ned lo ¿r classifici¡lkin in llìe !)ay r;ìtes an(t rirngcs

SEIU - Servicc Ernployees l¡tlr.lrnational Union Local 707. .l-he 
li¡l>or bargairtin<¡ Lrn<! re¡;resenlaliorl unit forcr:rl¿rin City enrployees in thc Departmcnt of uublic Works.

l:i,ï"i$,t",lrî:"t"',itMENÏ 
- An appointnrenl or limiletJ tJuration in rhe abserce 'r ¿¡vairabre crisibre

ÏERMINATIoN - The ending of ;rny ernployment relationsbi¡> berween an enrployee anrl ç.ìe city.

TRANSFER - A chaní.¡e of eut crnployee from onc posilion to another position in the sanìe class 
'r anolher classItaving t:sstltrtially the lnaximt¡nt salelry lirnits, anct involviDg the perlornrance <¡f sjmiÌar dt¡lir.:s.

WORKDAY - ls a lwer'lty-four (24) hotrr period.beginrring al llle sarne lirr¡e ear:h calenclar rl;ry.

woRKWEEK - Means. arty forly (40) hour period wirlrin seven (7) consec¡t¡ve dilys slarti'g with the samecalen<Jar <lay each week.

RESOLUTIONS EFFEGTING PERSONNEL POLICY

RESO 79.22
RESO 92-78
RESO e2-79
RESO 93-38
RESO 99-01. RESO 9r-192
RESO B7-'t17
RESO 00-10
RESO 03-71 

.

RESO 03-235

EMPLOYE E GRIEVANCE PROCEDUfìE
EOUAL OPPORTUNITY EMPLOYE R
POLICY AGAINST DISCRIMINAIIoN BASED oN DISABILITY _ AD/\AGAINST I-IARIìSSMENT
ELECTRONIC MEDIA USE
ANTI-DRUG POLICY
DÊPENDENT CARE ASSIST/\NCE PROGRAM
EMPLOYEE COMPUTER PURCHASE PROGRAM (PERMANEN'T AS OF 2OO4)PROVIDING FOR CON'IINUATION OF SALARY AND BENEFTTS FOR ELIGIBLEcl-rYEMPLoYEESCALLEDToAC.IlVEMlLlTARYDUTYoRTRANlÑê
OUTLINE OF TI-IE CITY'S COMPLIANCE WITH TFIE HEAL'H INSURANCEPORTABILITY /\ND ACCOUNTABILITY ACT OF 1996

CITY OF RO}INER'r P/\RK
Pe¡sonnel lìulcs an<l lìegulations
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