RESOLUTION NO. 2017-035

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ROHNERT PARK
APPROVING AND ADOPTING A MEMORANDUM OF AGREEMENT WITH THE
ROHNERT PARK PUBLIC SAFETY OFFICERS’ ASSOCIATION (RPPSOA) FOR THE
PERIOD OF APRIL 2, 2017 THROUGH JUNE 30, 2021

WHEREAS, on March 28, 2017, the City Council approved a Tentative Agreement on a
Four Year Proposal with the Rohnert Park Public Safety Officers’ Association which had been
ratified by the membership of RPPSOA; and

WHEREAS, in accordance with the terms and conditions of the Tentative Agreement,
staff prepared a final Memorandum of Agreement with the RPPSOA that requires no further
approval by RPPSOA membership.

NOW, THEREFORE, 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 RPPSOA for the
Period of April 2, 2017 through June 30, 2021, which is attached hereto as Exhibit “A” and
incorporated herein by this reference.

BE IT FURTHER 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 & REGULARLY ADOPTED by the City Council of the City of Rohnert Park
this 28" day of March, 2017.

CITY OF ROHNERT PARK

Jdke Mackdnzie, Mayor : /

ATTEST:

Caitlin Saldanha, Deputy City Clerk

Exhibit A: MEMORANDUM OF AGREEMENT WITH THE ROHNERT PARK PUBLIC
SAFETY OFFICERS’ ASSOCIATION (RPPSOA)

AHANOTU: Aj{e BELFORTE: ~ H ( CALLINAN: 'A— 1 { STAFFORD: A ! e MACKENZIE: 54’ 267

AYES: ( T ) NOES: (O ) ABSENT: ( O) ABSTAIN: ((D) )



IVIEMORANDUM OF AGREEMENT

Between
THE CITY OF ROHNERT PARK
and the
ROHNERT PARK PUBLIC SAFETY OFFICER’S ASSOCIATION

(RPPSOA)

EFFECTIVE April 2, 2017 THROUGH JUNE 30, 2021

EXHIBIT A



TABLE OF CONTENTS

Page
1. HOUPS OF WIOTK suniussunsnsmnsensnssnunsnssnssissmss s s i s 65 508 5550 0455 854075 45 57 580 S8 V804 HoAaax 0SSR OHHT XA RSB F RS 1
1.1 Regular Work Period for EMPIOYEES ......cc.uuiiiiiiiiec ettt e et e e e e rae e e e e e e 1
1.2 WOTK SCREAUIES ...ttt et ettt she e sttt st b e bt e saeesaeeeneeeanean 2
1.3 Dispatchers SHift ROTAtION .......cuuiiiiiiiie ettt e e eree e e e e e e e ara e e e eabaeeeeenbaeaeeenneeas 2
1.4 Public Safety OffiCer TraiN@ES .....uiiicuiiieeiiee e e e s sbee e e e ssbee e e esaneeas 2
1.5 Police and Fire Training Drills ........coiiiiiiiiiie ittt et e e e rr e e e e bee e e e abae e e enbaeeeenarenas 2
1.6 Breaks and MEal Breaks . ssss s sssessssss svssuie sussssss sossmans 6 635 5us 5808 1858 665500845935 45 08 6445643 i o 00 G0 3
1.7 Y 0] @ o =Y oY= NSRRIt 3
1.8 FLSA KONVE IG5 .. s .55 56 005 50 5 A0 4 S 5 A0 45 S5 A 4 S8 P 4 S5 PR 8 S PR 4
1.9 Shift Change Day Light SaViNgS TiME ......cciciiiiiieiiiie ettt ecttee e e e stree e e e care e e e esrrae e s esnraeeeennes 4
1.10  Fire Division SChEAUIE .....c.ooiiiiiieee e st e 4
111 ShiftiSIBN=WP wuiisiosn svuoeissssmanan svnves soroes ooamsies cves ous o8 854063 6058000 45 5908 065 645947043 §597 048 65 55680 4 5909050 63 5907 48 0 RS 5
2. Contract Overtime/Compensatory Time/Call-Out/Stand-by/Court Appearances.........ccccceeveevveevrennenn 5
2.1 CONEFACT OVEITIME ..o et e s e e e s sne e e e s snn e e e s sneneessanee 5
2.2 COMPENSATOTY TiPNE cvivivcvmmsmmnsssssssassmsmmnsnanssssassssnsasssssssss sssnsanss sossmasmssassssssssmusmssamsssssnsamssassss aasmas 6
2.3 (01 L0 1 ¥ PO PUPOPPRUPRIOt 7
2.4 K] =Y o B 2 PSPPSRt 7
2.5 OH-DULY COUt ADPEATAIICE: PV uuunsciuaruniessuinnssnssaniiesssisnns i sasiiesssiinnssnsasiiedss ouessass s svasss issuss s snasssosss 7
2.6 OVErtime CanCeIIAtioN .....coiueiiiiiieet ettt st sae e ene s 8
3. OVertime CalCUlation .....cooueiieie et ne e s an e sree e nnees 9
4.  HOlAAYS: comoseommmmmmenmsmmmmeamsmmm o e oo o s e o R e S P S S S PP S S S 9
4.1 (0] 1YY V7=To I o [o] 1o -1V £ PRSP 9
4.2 [ Lo [Te =1 = YRR 9
4.3 Holiday Pay fOr DETECIVES ...cccviiieceiiee ettt e et e e e e bee e e e st e e e e e bae e e e sabaee e eeabeeas 10
4.4 [ [o][Te N - (YA - | PRSP 10
5. ANNUAI LEAVE PrOBIAM ciiiiiiiieiiiieeeceitte e stitee ettt e e sttt e e s sbtaaeesastaeessastaeessasteaessstaaessssneesssstaeessasseeessnnes 10
T |V [ L = T Y =T 1PNt 12
7. Other FriNGE BeNEFitS ..uiiiiiiiieiciii ettt e et e e e et e e e e et te e e e sbtaeeesateeesebtaeeesnreeeenanes 12



7.1 Fringe Benefit AdminiStration.........cceeiiiiiiii i e rae e e e e e 12
7.2 Regular Part-Time Employees Fringe Benefits ......ccocciiviiiiiiiciii et 12
7.3 INAUSErIAl INJUIY OF HINESS «.eeeiiiiieeiie ettt ettt et s e et e e st e e sbb e e sareesneeesabeeenns 12
7.4 CatastroPhiC [LEAVE uumsssvsssssss svnussponsvens vuvsassnasss nos s s o mss 155545 845 0595 H 088845 8 KSR ¥ AHE R M LB DR 12
7.5 PaterNitY LEaVe oo, 12
7.6 Family aNd METICAL LEAVE iui i isuisss s e s iainss ssaiase s saainss s aiai s iaainss o5 aasods sadinss i 2a5sao 4548055 65 2005050 3kt 13
7.7 (7= ol oY gl W[ o1 A=Y B D TV Y PSSP 13
7.8 Americans With Disabilities ACT.......coiiiiiiiiiiii ettt 13
7.9 Paymeint £0 IBENETICIATY susvssvissnrsnunss suwsvms marsss 1395w 575555 5 5539, 5555 5 535557 59400 559055570 SFRRRTH05 S0 55375 13
7.10  HEAlth Plan COVEIAZE ..ciiiiiiiiiiitie ettt ettt stt ettt ste e sttt e bt e s sbte e sbe e e sbae e sabeesabeeesabeesabaesnteesbeesans 13
2 R 01T o =1 W @01 =T == ISR PR 16
7512 ViSION COVEFABE wusuessswnssnssssnmnsnsswnssnsssssnsssossssansssssnsssosss vansssnssssssssssassssssass s asiaassssasssssasiaavsssasansennias 17
7.13  AdOPLION BENETit...uiiiiiiiiiecie e ettt e s ba e s bt e e s beeeane 17
7.14  Bereavement LEAVE ......oiiiiiiiiiiiiiic i e 17
7.15  FUNEFA] EXPENSEE BOUETIE s numesssnomnsessusssssnsesinssusss smssssisnes i e s ssass 158553 A oRaamass 1o 5s o83 SoAensnms s gsasasns 18
7.16  Long-Term Disability INSUIANCE ......ccuuiii ettt e e e tee e e e ebae e e e e areee e e aneeas 18
717 L@ INSUIANCE. ettt sttt ettt e she e s at e eabe et e s be e s bt e saeesaeeeateebeenbeesanesaeenas 18
7285 < Tb ) 7=1 5/ =To I [ alo T R 19
7.19 Retired, Deceased and/or Permanently and Totally Disabled Employees .........cccoeveeereerreeennenns 19

1. Definition Of TEIMS c.eeiiiiiiieeeee ettt et et st b e b b e sreesaeeeaeeennees 19

2. Retirement Health Benefits For Employees Hired Prior to July 1 2007.........cccoecvieeeecieeeeccieeeeens 20

3. Retirement Health Benefits for Employees Hired On or After July 1, 2007 ........cccceeeecrreeeecnneennn. 21
7.20  ClOthing AllOWANCE cueviii ettt e e e e e e et e e e e e e e e ssastaeeeeaeeeesansstaaaeeeeeeennnreanaeens 22
/2 5 N o [ o= Y d ToY o =T o o I I =Y 1 1o V=SSR 23
7.22 Longevity and Incentive Pay (P.0.S.T., Detectives, Motor Officers) .......ccccocvevveeeieeeccieecieeenns 23
7.23  RetireMent Pro@raiM...c s seisusss ssnsnsessessssss sasasesssinsessasesssssssinsessaierass s inasss dievavs s inas s dievava s sinan s aiovas 24
7.24 Dependent Care AsSiStaNCe PrOZram .....c..ciiiiciieiieiiie e cciiee e eetee e et e e st e e e eaeee s e ebae e e e aaee e e eareeas 27
7.25 Health Care Tax-Free Dollar ACCOUNt PrOZram ......cceiiieiiieiiiiiiiee et cetee e estee s esvee e e 28
7.26  Off-Duty EMPlOYMEBNT cicicimimissassossmmmmsissassmssssnsee sassssvansesss ssssss ssamsssss e s ss sans s svanssa svamsesssvanes 28
7.27 Reinstatement/SPecialty POSITION.......cccccieiiieiiee ettt ettt et e e re e saaesane e 28

Agency Shop and Payroll DEAUCTIONS ........oicciiiieiiiiee ettt e e e e e e e e e e e sarr e e e e enreeas 28
8.1 AGENCY SIOP 5mrsmesunswssnssnnnusnsunsnssnsssmnsssssussssosssssss 555458 s 5asausassssssss s sasausnssssassd s nsusnissssnd s uamsnsnivsvassios 28



8.2 D T=Ye [ Tt o oY Ky 30

8.3 (W a1 Y=o DT [¥ ot o o -3 PRSP 30
8.4 HOI HarmMIESS. .. ittt ettt et e sttt e e st e e sabeesabe e s sbbeesabaeebbeesaseesanaeesareennns 30
8.5 BargaiNiNg, WATE WOPK wsysss nsssesmsessnsusssnsssssnsmsss s s s 555 s s s 5 s s0 150 54 0y i SR 458 30

L T Y- 1Y 4 VA o VT o o T=T | USSR 31
9.1 Replacement EQUIPIEIT i oo i iuuinss st e s iaiass s aiase s iainss s et i s5aisss a5 545058 4548005 43 2545000 4545005 44 2005050 53 0oR 31
9.2 L Yo Yo 1B =t [V 1T o 4 =T o | AU SRS 31
9.3 UV Eye Protection (SUNGIASSES) ..cccueiiiiieiiieeciiie ettt e eteeestte e etee e stre e s te e e sbae e sbaeesaaeesaseesnaeesnseeenns 31
10. Salaries & MiSCEIANEOUS PAY suswssvmssnarosssevmsnmnimens s wesasa o7ss s 55 fosvas 738s 55559 595088 554555578 598581305 F60595 557379 31
10.1 Revised Classification Plan and Salary StruCtUIre ........cccueiiiiiiie i 31
(a) GENEIAI PrOVISIONS .eeiiiiiiiie ettt e ettt e e ettt e e e e tte e e e ettt e e e e eabe e e e e eaateeeeebeeaeesssaeeeeanseeeeesnsaeeeennsenas 31

(b) e B @ = T T o= [ S — 32

(c) SAlary/Pay SCREAUIES .....cveeeeiieiecte ettt ettt te et e ebe e be e s be e sabeeabeebeebeesbaesanesanenns 33
O Y1 =Y VY Yo [N 1 o =T o PRI 34
10:3 MONthIY SAlAFY SCRETIUIE .cxnssssnensnsmssnmssns s s msessssssiindsnsns s sus s 755585455 5455 THEH 03T R S NRE TS5 34
10.4  Incentive Pay Or ACtING Pay ..., 34
O TR = 1 SRR 37
10.6  Pay Change EffeCtive Dates .......ccciiiiiieeiiiie et ettt e e sttt e e e ate e e e e saaa e e e e eaaa e e s senbaeeeesnsaeeeeeanneas 37
10.7  SHift DIiffErential co.ceoeeeiieeieeec et s 37
IR = 11T T={ U= I o NSRS 37
O A ol o Yo =Yg Vo B B T U TSR 38
11.1  Alcoholic Beverages or Other DIUES .....ccoooccciiiiiiiee ettt e e e e e ectree e e e e e e e esarraae e e e e e e e e sansseaeeeaeeennns 38
11,2 OFff-dULY HOUIS ettt ettt e ettt e e e e te e e e ettt e e e e asseeeesasseeeeansseeaesnssseeeanssaeaeansseeeaan 38
0 S = 1Y of 1o 1 of o o I BT 1 =4 38
11.4  SPECial ASSIENMENTS . ..viiiiiiiiiie ettt ee et e e e e et e e e et e e e e esataeeessasaeeeesnsaeeeeansaeeeesnssaeesansseeeann 38
12. Physical and PsycholOgical FItNESS ......cccccuiiiiiiiiiie ettt ettt e e e rae e e e earreas 39
0 R o o V1Y For=Y I o [T SRS 39
A A A T o o ={ =1 o PSP P U PP N UPPPPUOPPTTN 39
12.3  PSYChOIOGICAl FIENESS iiiuusssmsmsmsssissssssnmsmomsassassssswisasssassaons swisesssasssiss sansesss sssass sane e o ssvass samsassovanss 39
2 S oS ol Ve [o] =4 Tor-1 I @YU g FY=Y [T = SRRSO 40

B T 0 1 o1 7= USRS 40
13.1 Employees Hited AFEET JUIY 1, 1993 .cuuumsiosussuruessssnssosusnsisansvnsssos s sunisan usssos sssnisansisnases sisnisansnnasasas 40



14. Grievance PoliCy and ProCEAUIE ........oii ittt et tte e et e e e e e tae e e e sare e e e e bae e e e sanaeeeeeaneeas 40
15. Use of Sport Center and Lap SWIimMmMIiNg Program ........ccccieiiciiiiieiiieeeciee e seree s ssiree s vree e s siaee e s 41
16. Management RIGITS .....coiiiiiiiieiii ettt st sab e st e e sbae e sabe e e sabeessbeesbbeesareenans 41
17. Work Curtailment (NO Strike ClaUSE) ....c.uiiiuiiiiii ettt sae e s save e s e e eaae e sbeeeans 42
18. Personnel Rules and REGUIALIONS .......ccciiuiiiiiiiiie ettt ettt eeare e e e bae e e e aaae e e e earaeas 42
19. Complete UNAEFSTANING iuseis meraseis ssninss ssamase s ssainss s aiase s iainss s et s sudinss i 545090 5548855 43 2545000 4548005 63 SHaR 00034000 42
20. Term Of AT EMENT....uiii i ettt e et e et e e e et e e e e sebaeeeeesateeeeeabsaeeeestesessastaseeastseeseassasaeanstesasanses 42
21, SUCCEEAING ABIEEMENT .eiiueiiiiieetie ettt ettt et e et e st e s bt e e st e e s be e s sbbeesabeeesbbeesabeesabteesabeessseessbeessaeanns 42
22 |NVALTHATION couscsvamsn snmsommunssmmsss oxevesam s oo mmssma. s 5505 /s v s i vav385 0785 55 SHR S SFRARR S5 FuR T S5 ARR NS S8 S5 43

22,1 SUSPENSION Of ABIEEIMENT.....uiiiitieiitie ettt ettt st e st e e sbe e e s bt e e sbae e st e e sbeeesabeesbaessnteesabeeenns 43

D N V=Y o] = Yol Y o 41T o | USSR 43
23. NON=DiSCriMTNATION: i csuwussssusuws svsvmvass sonsnwssssimunss vosvnusssssanses oo vsus s s0amaes 654858 56 S000EE 454868 58S 0EHEES 4454808 8 SRRERS S954E 43
24, PerSONNEL FIlES...uii ittt st sttt e s bt e e st e s bt e e sabe e s bt e e sabeesbee e nteesbeeene 43
25. Employee Performance EVAlUGtions ........ccuiiiiiiiiie ittt e e st e e e svtee e s ente e e e sntaeeesanes 44
26; NG ICONTTACLING QUL csusuanesimsunsrsmmmanesmesmsin s s mmss s s s s s 5 S o R S R A Fas SRR 44



MEMORANDUM OF AGREEMENT

The City of Rohnert Park (City) recognizes the Rohnert Park Public Safety Officers' Association
(RPPSOA) as the labor bargaining and representation unit for Public Safety Sergeants, Public
Safety Officers I-1V, Public Safety Dispatchers, Communications Supervisor, Community Services
Officers, Part-Time Dispatchers, and Public Safety Officer Trainees.

Pursuant to Government Code Section 3500 et seq., the representatives of the RPPSOA and the
representatives of the City have met and conferred and hereby submit their joint
recommendation for salary and benefit compensation for all members of the bargaining unit.

Public Safety Officer Trainees are included in this Memorandum of Agreement with limited terms
and conditions only as specified herein.

1. Hours of Work
1.1 Regular Work Period for Employees

(a) The FLSA work period for all sworn personnel assigned to the Police Division
consists of 28 days. The FLSA work period for all sworn personnel assigned to the
Fire Division, consists of 27 or 24 days. The FLSA work period for all non-sworn
employees consists of 7 days.

(b) Due to the differences in Work Schedules in Section 1.2 (shift structures and
FLSA work periods), actual hourly rates for sworn personnel assigned to the Fire
Division may be reduced, as pay for sworn personnel assigned to the Fire Division
will be adjusted in such a manner so that the agreed upon monthly wages for
each step in any class will be met. This will not result in any reduction in the regular
rate of pay for sworn personnel assigned to the Police Division. This adjustment
maintains pay parity between the Police and Fire divisions.

(c) In order to provide public safety services to the community at all times during the
day, the City will establish shifts. The City retains the authority to determine the
regular start and end times and days of shifts.

(d) An employee may petition their supervisor, the management designee or the

Director of Public Safety, in that order, for dispensation from mandatory overtime
on the basis of hardship or other unusual circumstances.

MP #4823-9628-9347 v13 1



1.2 Work Schedules

Four (4) consecutive work days of ten (10) consecutive hours followed by three (3)
consecutive days off; or twelve (12) hour shifts for patrol personnel as described in
Exhibit X consisting of three [3] consecutive work days of twelve [12] consecutive
hours followed by four [4] consecutive days off followed by four [4] consecutive work
days of twelve [12] consecutive hours followed by three [3] consecutive days off,
with an employee receiving an eight [8] hour "payback" once every FLSA work
period shall constitute the primary workweek for all employees of the bargaining
unit, except those assigned to the Fire Division on the Kelly Plan or "2x4" Schedules,
and Public Safety Officer Trainees. Under special or unusual circumstances,
alternate workweeks can be implemented by the Director of Public Safety through
a side-letter agreement with the RPPSOA following a Meet and Confer Process.
Such side-letter agreements shall contain a specific expiration date and shall not
establish precedent for future cases. The established work cycle shall commence at
12:01 a.m. on Sunday.

1.3 Dispatchers Shift Rotation

Shifts will be rotated among dispatchers in time intervals at the discretion of
the Director of Public Safety.

14 Public Safety Officer Trainees

Public Safety Officer Trainees' hours of work generally will be to attend and
participate in the Basic Police Academy. City reserves the right to make additional
work assignments.

1.5 Police and Fire Training Drills

Public Safety Sergeants, Public Safety Officers, and Community Service Officers are
required to participate in police or fire training drills unless on approved leave
or previously excused in writing by the Director of Public Safety. Sworn employees
participating in training drills during a scheduled shift shall be paid at his/her hourly
rate of pay in the Division of their shift assignment. If training does not occur
during the employee’s scheduled shift, the employee will be paid at the overtime
rate of pay calculated at the employee's regular rate of pay utilizing the Police
Division base pay and all applicable premiums.

MP #4823-9628-9347 v13 2



For training not scheduled during the employee’s scheduled shift, the Department
will notify an employee by 1700 hours the previous business day if his/her training
is cancelled. Notification of an employee’s training cancellation will be
accomplished via the text pager system and Department voice mail system. An
employee is required to check his/her Department voice mail at 1700 hours the
previous business day to the training to check if the training is cancelled. When
the training is cancelled by 1700 hours the previous business day, the employee
receives no compensation. When an employee’s training is cancelled after 1700
hours the previous business day to the training, the employee is entitled to two (2)
hours compensation at the overtime rate as described in Section 3.

1.6 Breaks and Meal Breaks

Public Safety Sergeants, Public Safety Officers, and Community Services Officers are
allowed two (2) fifteen (15) minute breaks and a thirty (30) minute paid meal
break during assigned shift, but work assignments are priority and paramount and
City is not obligated or liable in any manner for meal time or breaks not taken.

Dispatchers will be allowed a thirty (30) minute paid meal period during the shift,
however work assignments are priority and paramount and City is not obligated or
liable in any manner for meal periods not taken. Dispatchers are encouraged to
remain on the work site during their entire work shift. Unless specifically directed
to remain on the work site, Dispatchers may elect to leave the work site during the
paid meal period.

1.7 Shift Changes

(a) Employees shall receive at least seventy-two (72) hours (three (3) calendar days)
notice of involuntary shift changes for assignments of thirty (30) days or less,
except in instances of emergency declared by the Director of Public Safety or an
injury to an employee, which, in the City's opinion, necessitates a shift change.

(b) Employees shall receive at least one-hundred and sixty-eight (168) hours (seven (7)
calendar days) notice of involuntary shift changes for assignments in excess of thirty
(30) days, exceptin instances of emergency declared by the Director of Public Safety
or aninjury to an employee, which, in the City's opinion, necessitates a shift change.

(c) All work performed as the result of a shift change with less notice than required in
(@) or (b) above shall be compensated at the overtime rate until the employee
resumes his/her regular shift or the seventy-two (72) hour or one-hundred sixty-
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eight (168) hour required notice period has expired, whichever occurs first. Regular
shift as used here means the employee's normal hours worked prior to the shift
change.

1.8 FLSA Overtime

Any sworn employee assigned to the Police Division who works more than one
hundred seventy one (171) hours during any twenty-eight (28) day work period,
and any sworn employee assigned to the Fire Division who works more than the
hours per designated work period permitted by the Fair Labor Standards Act shall
be paid at time and one-half his/her regular rate of pay for each hour of work
performed in excess of these legally defined maximums. Any civilian employee
who works more than forty (40) hours during any seven (7) day work period shall
be paid at time and one-half his/her regular rate of pay for each hour performed in
excess of this legally defined maximum. Overtime payments shall be calculated at
the end of each work period, and shall be paid promptly. The paychecks provided
to sworn members working the Kelly Plan or "2x4 “schedule described below in
Section 1.10 will regularly include a specific amount of FLSA overtime per work
period as required by the schedule, and only overtime in excess of that amount will
be calculated and paid at the end of each work period. All hours in paid status
shall count as "hours worked" in calculating FLSA overtime.

1.9 Shift Change Day Light Savings Time

For shifts worked on the dates on which Day Light Savings Time is adjusted,
overtime will be paid for extra time worked if the City prolongs the shift as a
result of changing the clock. There shall be no deduction in pay if the City shortens
the shift as a result of changing the clock.

1.10 Fire Division Schedule

An adequate number of teams, consisting of no fewer than two (2) RPPSOA
members (Sergeants and PSOs) each will work either a 24-hour Kelly Plan or 2x4
schedule to provide minimum round the clock staffing of two (2) or more PSO staffed
fire stations. The City reserves the right to implement modified staffing in the event
of a declared emergency situation.

(a) Under the Kelly plan, the work period is a 27-day period. Each team is
scheduled for nine (9) 24-hour shifts during the 27 day work period. FLSA
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(b)

(c)

(d)

(e)

overtime will be paid for hours worked in excess of 204 hours for that work
period, as provided for in Section 1.7 above.

Under the 2x4 schedule, the work period is a 24-day period. Each team is
scheduled for eight (8) 24-hour shifts during the 24-day work period. The
pattern of the 2x4 scheduleis to work 48 consecutive hours followed by
96 hours off. FLSA overtime will be paid for hours worked in excess of 182
hours for that work period, as provided for in Section 1.8 above.

RPPSOA members working the Kelly Plan will receive 162.36 hours of FLSA
overtime per year.

RPPSOA members working the 2x4 schedule will receive 10 hours of FLSA
overtime per 24-day work period.

Use of annual leave, sick leave, and related benefit time off for employees
regularly assigned to the Fire Division shall be computed by a ratio of 0.71.

1.11 Shift Sign-Up

Patrol shift sign-ups will occur twice a year, generally once during the month of

February and once during the month of August. Sign-ups for all shifts will be

done by seniority basis by time in grade except when, on a person by person basis,

the Director determines a need to do otherwise.

2. Contract Overtime/Compensatory Time/Call-Out/Stand-by/Court Appearances

2.1 Contract Overtime

(a) City agrees that contract overtime (which includes both non-FLSA overtime, and all

FLSA overtime except regularly scheduled overtime resulting from the Kelly Plan or

the 2x4 work schedule) will be calculated as described in Section 3, and paid under

any of the following circumstances:

(i)

(ii)

MP #4823-9628-9347 v13

Work hours over the normal number of hours worked in a single workday
(See Section 1.2).

Work hours of a workday beyond the normal number of workdays in the
employee's regular work schedule (See Section 1.2).



(b)

(c)

(d)

(e)

(f)

2.2

(a)

(b)

(c)

(d)

(iii) All hours in paid status shall count as "hours worked” in calculating Contract
overtime.

Dispatchers in a part-time status shall receive compensation for all hours worked
over ten (10) hours in a shift at time and one-half the employee's regular rate of

pay.

That compensation as described in Section 1.5 will be paid for all mandated
fire drills conducted during employee's off-duty hours.

Compensation for off-duty full-time employees required to answer the fire service
alarm shall be as described in Section 3 with a minimum of three (3) hours call-
out pay.

For Public Safety Officer Trainees Only-Overtime shall be paid in accordance with all
applicable State and Federal laws.

All hours of authorized paid leave (e.g.,, Annual Leave, Sick Leave,
Compensatory Time Off, Bereavement Leave, Paternity Leave, Family Leave, etc.)
shall count as "work hours" and "hours worked" in calculating Contract Overtime.

Compensatory Time

That a maximum of one hundred and forty (140) hours of compensatory time off
may be accrued by mutual agreement of the employee and Director of Public
Safety.

An employee may accrue compensatory time for overtime worked, rather than
being paid for the overtime with the exception of FSLA overtime provided pursuant to
Section 1.10 (c) and (d) above. FSLA overtime provided pursuant to Section 1.10 (c) and
(d) will be paid in wages. All compensatory time accrued after the adoption of this
MOA will be recorded in the police compensatory time bank, regardless of assigned
home division.

The City, at its sole option, may pay off up to seventy-five percent (75%) of the
accrued compensatory time. Employees, at their sole option, may be paid for
accrued compensatory time.

An employee must request the use of compensatory time off in writing to his/her
direct supervisor, who will provide a written response within 24 hours, granting or
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2.3

2.4

(a)

(b)

2.5

denying the specific request. A supervisor may not approve a request from a sworn
employee to use compensatory time off in the event granting the request would
require the City to fill the employee's shift on an overtime basis. If the request is
denied, the sworn employee may resubmit the request for another date. The
sworn employee will be provided the opportunity to utilize the requested
compensatory time off within one (1) year of the date of the initial request, or the
City will pay out the requested amount of compensatory time at the end of the
calendar year in which the request was made.

Call-Out

That call-out for any City Public Safety function during off-duty periods shall be
compensated as described in Section 3 with a minimum of three (3) hours call-
out pay. Except as otherwise provided in Section 2.5, call-out time shall include
reasonable travel time to and from the employees' residence, appearance in court
in response to a subpoena in their off-duty time or other official hearings on City
of Rohnert Park business. Extension of shifts, at the beginning or end, will not be
considered call-out duty, specifically, thirty (30) minutes before or fifteen (15)
minutes after the employee's regular shift.

Stand-By

That whenever stand-by is mandatory, employees will be compensated as described
in Section 3 for each hour of stand-by, unless otherwise mutually agreed to by the
employee and representative of the City.

That no on-call restrictions or limitations are placed on employees on their off-
duty time unless specifically required or agreed to by employee.

Off-Duty Court Appearance Pay

Employees required to appear in court pursuant to a valid subpoena during off-
duty hours shall receive a minimum of three (3) hours pay at the overtime rate
of pay as described in Section 3, or overtime compensation as described in Section
3 for the actual hours worked, whichever is greater.

An employee shall only be considered on-duty for that time that he/she is actually
at court or activities related to court appearances such as witness preparation
conducted by the District Attorney’s Office or other prosecuting authority. Travel
time to and from a court outside of Sonoma County is paid only when court time and
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travel time exceeds the three hour minimum. There is no additional pay for per diem
allowances, transportation costs and/or lodging.

The Department will notify an employee by 1700 hours the previous business
day if his/her court appearance is cancelled.

Notification of an employee's court appearance cancellation will be accomplished
via the text pager system and Department voice mail system.

An employee isrequired to check his/her Department voice mail at 1700 hours the
previous business day to the court appearance to check if the court appearance is
cancelled.

An employee who is subpoenaed by a former jurisdiction is required to check with
that jurisdiction prior to 1700 hours the business day prior to the court appearance
to check if the court appearance is cancelled.

When the court appearance is cancelled by 1700 hours the previous business
day, the employee receives no compensation.

When an employee's court appearance is cancelled after 1700 hours the previous
business day to the court appearance, the employee is entitled to two (2) hours
compensation at the overtime rate as described in Section 3.

2.6 Overtime Cancellation

The Department will notify an employee 12 hours prior to a scheduled overtime
shift if his/her scheduled overtime shift is cancelled. Notification of an employee’s
scheduled overtime shift cancellation will be accomplished via the text pager system
and Department voice mail system. An employee is required to check his/her
Department voice mail 12 hours prior to the scheduled overtime shift to check if
the overtime shift is cancelled. When the scheduled overtime shift is cancelled by
12 hours prior to the overtime shift, the employee receives no compensation.
When an employee’s scheduled overtime shift is cancelled less than 12 hours
prior to the start of the overtime shift, the employee is entitled to two (2) hours
of compensation at the overtime rate as described in Section 3.
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3. Overtime Calculation

Overtime worked by an employee shall be calculated at the employee's regular rate of
pay utilizing the Police Division base pay and all applicable premiums.

4. Holidays

4.1 Observed Holidays
Employees will receive the following thirteen and one-half (13 1/2) holidays
annually, specifically:

"New Year’s Day,"

The third Monday in January, "Martin Luther King, Jr. Day," Friday proceeding
"President's Day”,

The third Monday in February, "President's Day," The last Monday in May,
"Memorial Day," "Independence Day,"

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

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

The fourth Thursday in November, "Thanksgiving Day," Day after "Thanksgiving
12:00 Noon to 5:00 p.m. on Christmas Eve

"Christmas Day,"

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 it applicable to City
employees.

4.2 Holiday Pay

Holiday Pay for the full calendar year will be paid once a year, on the first pay
date in December to those employees required to work holidays for the holidays
worked. Employees can be required to work as scheduled without any reference
to holidays. Holiday pay will be calculated on a straight time basis and
compensated at the rate of up to ten (10) hours only. City agrees that taxes
withheld for Holiday Pay checks will be annualized to reduce the tax impact on
individual checks. Regular part-time employees will be paid holiday pay based on
their designated pro-rata weekly work schedule. If an employee receives holiday
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5.

4.3

4.4

pay for a holiday and leaves City employment before the occurrence of the holiday,
the amount of the holiday pay advanced to the employee for the holiday not worked
shall be deducted from the employee’s final paycheck.

Holiday Pay for Detectives

Except at the direction of the Director of Public Safety, PSOs assigned to the
Detective Division shall utilize holiday paid leave and will not work and receive
holiday pay pursuant to Section 4.2 for the following four (4) holidays annually,
specifically:

1. New Year's Day

2. Thanksgiving

3. Day after Thanksgiving
4. Christmas

In the event that PSOs assigned to the Detective Division are ordered to work on any
of the four (4) holidays identified above, the employee will receive compensation at
time and one-half of his/her regular rate of pay in addition to the Holiday Pay for
his/her regularly scheduled work time.

PSOs assigned to the Detective Division may, at their option, volunteer to take-off
any remaining City designated holidays. Said employees will notify City by
January 15th of each year the designated holidays they anticipate working.

Holiday Pay Rate

All compensation paid to sworn employees due to the holidays identified above
shall be based upon the employee's regular rate of pay in the Police Division.

Annual Leave Program

(a)

Effective July 1, 2011 employees shall accrue the following Annual Leave:

Length of Service Monthly Yearly

As a Full-time Annual Leave Hours Annual Leave Hours
Employee

0 to 2 years 13.167 Hours 158 Hours

3 to 5 years 14.5 Hours 174 Hours

6 to 10 years 16.5 Hours 198 Hours

11 to 15 years 18.5 Hours 222 Hours

16+ years 19.83 Hours 238 Hours
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(b)

(c)

(d)

(e)

(f)

(g)

(h)

Effective July 1, 2011, 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 1,2011. 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 CalPERS regulations and procedures.

Effective July 1, 2011, employees shall not accrue vacation. All existing
accumulated vacation shall be converted to Annual Leave.

Annual leave hours may be used to provide paid 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 consistent with the City’s Personnel Rules if there
is a demonstrable pattern of abuse.

Effective April 2, 2017 [or at the beginning the first pay period after Council
approval of this Agreement if later], an employee may accumulate annual leave
credits up to a maximum of 550 hours of annual leave. Accrual shall cease until
the annual leave balance falls below the 550 hour annual leave cap.

Accumulated annual leave shall be converted to cash at the Police hourly rate
upon separation from City service. The cash value of the accumulated leave for
sworn personnel will be based upon the employee’s regular rate of pay in the Police
Division.

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

The City will provide a short term disability insurance program which includes
income replacement of 60% and benefits coordination to employees.

(i) Employees who are off work on a paid leave shall accrue annual leave
and maintain all other benefits to the extent consistent with the City's
existing Personnel Rules, with any changes to the City's Personnel Rules
subject to meet and confer.
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6. Military Leave

The City grants military leave and 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.

7. Other Fringe Benefits

7.1

p .

7.3

7.4

7.5

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. In 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 agrees to
meet and confer.

Regular Part-Time Employees Fringe Benefits

Regular part-time employees’ fringe benefits shall be as provided in City Council
Resolution No. 80-140, adopted August 11, 1980, a copy of which is attached
hereto.

Industrial Injury or lliness

Benefits for bargaining unit members who at any time during their employment
with the City have been classified as safety members may be eligible under
Section 4850 of the California Labor Code and/or City policies for job-related
injuries or illness. Sick leave and/or annual leave shall not be used for industrial
injury or illness under Section 4850.

Catastrophic Leave

Leave benefits shall be provided as outlined in City Council Resolution No. 2001-
270, adopted December 11, 2001 -Catastrophic Leave.

Paternity Leave

Regular employees may use up to three (3) days accrued sick leave or annual
leave for paternity leave, following the birth or adoption of a child.
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7.6 Family and Medical Leave

Employees may request an unpaid leave of absence under the California Family
Rights Act (CFRA) and/or the Federal Family Medical Leave Act (FMLA). Employee
request for leave shall comply with the requirements of the CFRA and/or the
FMLA.

7.7 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 shall be temporary. They may involve duties that
differ slightly from the normal work duties of the employee but shall be duties
substantially within the scope of those normally performed by other employees
with the same job classification. Such light or limited duty assignment shall not
affect the employee's job classification or retirement status (i.e., Safety vs. Non-
Safety Retirement). Such light, limited, or modified duty shall terminate when the
employee is physically able to perform all his/her normal work duties; when the City
is no longer able reasonably to accommodate the employee’s restrictions; or as
otherwise permitted by law.

7.8 Americans with Disabilities Act

The City and RPPSOA recognize that the City has an obligation under law to comply
with the Americans with Disabilities Act (ADA), and disability provisions of the
California Fair Employment and Housing Act (FEHA).

7.9 Payment to Beneficiary

Upon death of an employee, any unused annual leave and compensatory time shall
be paid to the employee's surviving spouse or beneficiary. In 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 Insurance.

7.10 Health Plan Coverage

The City shall provide the insurance programs described in this Section. Pursuant to
Section 7.1, the City reserves the right to provide these insurance programs by
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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.

(a)

Health Insurance

(i)

(ii)

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

Employees will have a choice of Kaiser Permanente (Traditional $20
Co-Pay Plan, Traditional $40 Co-Pay Plan and HSA); REMIF Self
Insured Plans, including Traditional $250 and $500 Deductible Plans
and HSA (also known as the Anthem Blue Cross Prudent Buyer Plan);
Sutter Health, or any other comparable health plan offered by the
City.

The City will contribute up to the following amount per month
toward the cost of employee medical insurance premiums at the
employee’s enroliment level:

Enrollment Level 7/1/16-6/30/18 2018-2019 2019-2020 2020-
-6/30/18 2021
Employee Only (Single) | $500 S500 $515 $530
Employee + 1 (Two Party)| $1,000 $1,000 $1,030 $1,060
Employee + 2 (Family) $1,400 $1,400 $1,450 $1,500

(b)
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(iii)

(iv)

The City shall provide a copy of the summary description of all
health care programs offered by the City to each employee upon
request.

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. If the part-time employee does
not select coverage, no cash payment will be made in lieu of the
insurance.

Alternate Benefit

Employees who opt out of medical coverage are eligible to receive an
alternate benefit in the amount of $350 per month (provided as specified
below) if they satisfy the following conditions:
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(c)

(d)
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1. The employee must provide proof of and attest to having minimum
essential coverage as defined by the Internal Revenue Service (IRS)
through another group health plan (or other plan deemed acceptable
by the IRS) for the employee and for all individuals for whom the
employee reasonably expects to claim a personal exemption
deduction for the taxable plan year to which the opt out payment
applies;

2. The employee must provide the City with proof of and attestation to
coverage every plan year. Such proof and attestation must be
provided at the time the employee first wishes to opt out of City-
provided medical insurance, and during Open Enrollment each year
thereafter, so long as the employee wishes to continue to opt out of
City provided medical coverage.

This alternate benefit shall be provided as a contribution to the employee’s
deferred compensation account or for the purchase of supplemental life
insurance and/or any other eligible benefit program approved and
authorized by the City. Public Safety Officer Trainees shall be excluded
from receiving an Alternate Benefit. The alternate benefit program meets
all requirements for exclusion from “regular rate” calculations.

Joint Commitment to Affordable Health Care

The parties are committed to providing quality and affordable health care for
all members. Ninety (90) days prior to open enrollment, parties will work
together through their Joint Labor Management Committee to review
preliminary health care rates and discuss any potential changes to plan
design to reduce costs. Any changes to plan designs, including providers, will
be made by mutual agreement during the term of the MOA. However,
changes necessitated by REMIF’s transition from fully insured plans to self-
insured plans are outside the scope of this agreement.

Re-Opener If Needed To Address Requirements Of, Or Changes To Affordable
Care Act

If, during the term of this Agreement, the legal requirements of the
Affordable Care Act, or its successor, have an impact on City rights and
obligations regarding health benefits for City employees that cause the
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provisions of Article 7.10 to be out of compliance with law, the parties agree

to re-open Article 7.10 in order to meet and confer over such impacts.

7.11 Dental Coverage

The City shall offer employees and their eligible dependents a dental insurance

program under the terms as set forth below:

(a)

(b)
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The City shall pay the applicable monthly premiums and any increases during

the term of this Agreement. 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 summary description of the dental program offered by the City

to each employee upon request.

In general, the program includes basic dental insurance coverage of

payment to Delta Dental PPO network dentists of the indicated percentage

up to the maximum of $2,000 for each eligible person (e.g., employee,

spouse/domestic partner, dependents) per year for the following benefits:

(i)

(ii)
(iii)

(iv)

(v)

(vi)

(vii

One hundred percent (100%) of the cost of diagnostic and
preventative care.

Eighty-five percent (85%) of the cost of basic dental services.

Eight-five percent (85) of the cost of the crowns and restorations.

Fifty percent (50%) of the cost of prosthodontics.

Two thousand dollar ($2,000) maximum benefit for dental services
per person per year.

Fifty percent (50%) of the cost of orthodontics with a one thousand
five hundred dollar ($1,500) lifetime maximum benefit per person.

Services rendered by dentists outside of the Delta Dental PPO
network (including Delta Dental Non-PPO Dentists) are covered at a
reduced rate; are subject to the limitation of Section (v) above and a
one thousand five hundred dollar ($1,500) lifetime maximum
orthodontic benefit per person.
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7.12 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 Agreement. 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 summary description of the vision insurance program
offered by the City to each employee upon request.

(b) In 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 framed lenses referenced above.

7.13 Adoption Benefit

The City will provide a six hundred dollar (5600) per child cash benefit to employees
adopting minor children to help offset the cost of adoptions.

7.14 Bereavement Leave

(a) A regular employee shall be paid up to thirty (30) hours for non-sworn personnel
and thirty-six (36) hours for sworn personnel of bereavement leave when there is
a death in their immediate family.

(b) Additionally, a regular employee may, subject to approval of the department
head, use twenty (20) hours of the employee's accrued sick leave (or annual leave
if the employee maintains no sick leave) if the employee must travel out of the
area, i.e. at least 250 miles one way.

(c) Immediate family in this case means spouse, domestic partner, father, father- in-
law, mother, mother-in-law, brother, brother-in-law, sister, sister-in-law, child
(including stepchildren), stepparents, aunts, uncles, grandparents, grandparents-in-
law, grandchildren and relationships in loco-parentis and close personal
relationships with the approval of the City Manager and or his/her designee.
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7.15 Funeral Expense Benefit

The City will provide fifty percent (50%) co-payment, not to exceed $2,000, for
funeral expenses for an employee or the employee's spouse. 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.

7.16 Long-Term Disability Insurance

(a) Employees represented by this Agreement will obtain his/her long-term disability
insurance coverage from a private PORAC sponsored long-term disability program.

(b) The City agrees to collect monthly insurance premiums from employees for private
PORAC sponsored long-term disability plan and remit the collected premium to
Myers-Stevens & Company. The City will accomplish collection of insurance
premiums by monthly deductions from the employee's paycheck. All employees
represented by this Agreement must have a signed insurance premium deduction
authorization form on file with the City’s payroll office. RPPSOA will hold the City
harmless from any liability or errors resulting from the collection and remittance
of insurance premiums.

(c) Employees represented by this Agreement shall join and maintain his/her long-term
disability insurance with the private PORAC sponsored long-term disability
program, subject to the provisions of the insurance plan.

(d) RPPSOA agrees to indemnify the City, its officers, employees and agents and
hold it harmless against any and all suits, claims demands and liability that shall
arise directly or indirectly out of any action that shall be taken by the City, its
officers, employees and agents from the discontinuance of the long-term
disability plan provided by Standard Insurance, for permitting employees
represented by this Agreement to establish a private long-term disability insurance
plan and pay for it individually through payroll deduction and for complying with
the foregoing sections.

7.17 Life Insurance

(a) The City will provide, at no premium cost to employees, $50,000 life insurance
coverage provided to employees and $1,000 for spouse, domestic partner and
dependents, and which coverage includes accidental death and dismemberment
benefits.
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(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.

7.18 Deferred Income

(a) The City will continue to make available to the employees a deferred income
program, such as that now being administered by Nationwide Retirement Solutions
and ICMA or a similar program with another institution acceptable to City.

7.19 Retired, Deceased and/or Permanently and Totally Disabled Employees

This Section 7.19 (including subsections) applies only to employees hired prior to
July 1, 2007, and providing continuous City service since that time. The language in
this section has been revised from that contained in the previous MOAs between
the City and the Association for the purposes of administrative clarification, and
does not represent a change in benefits provided to current employees or retirees.

1. Definition of Terms

(a) “Eligible Employee” means any regular full-time or regular part-time
benefited employee hired by the City before July 1, 2007, and who actively
participates in and contributes to the CalPERS Retirement System, and who
will be entitled, when eligible, to receive a retirement allowance from
CalPERS.

(b) “Retired Employee” or “Retiree” is a regular full-time or regular part-time
benefited City employee hired before July 1, 2007 who retires from the City
and thereafter receives a retirement allowance from CalPERS. Retirement
includes service retirement or disability retirement from the City of Rohnert
Park.

(c) “Continuous City service” is defined as being continuous regular full-time
or regular part-time benefited City employment for calculating length of
continuous service and service credit. 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
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(a)
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Manager and due to extenuating circumstances. Layoffs with subsequent
restoration and approved City paid leaves do not constitute separation from
City service (and therefore will not void any previous accrual towards length
of continuous service) for the purpose of this section.

Retirement Health Benefits For Employees Hired Prior to July 1 2007
Retirement Medical Benefits

Eligible Employees had the option to opt out of the retirement medical
benefit provided previously, and all employees hired before July 1, 2007 who
are currently in the unit elected to opt out, and are therefore covered by the
provisions below.

Eligible Employees hired before July 1, 2007 received the following
Retirement Medical Benefit, which is fully vested. Eligible Employees who
elected this opt-out option shall not be subject to any retiree medical cost-
sharing requirements (i.e., normal cost) during the term of their
employment.

(i) The City established a Retiree Health Savings Account (RHSA) (or
substantially similar individual investment account in the eligible
employee’s name) for the Eligible Employee. The City contributed
$2,500.00 per year of Continuous City Service for sworn members
into the RHSA and $2,000 per year of Continuous City Service for
miscellaneous members into the RHSA. For purposes of the service
credit calculation, eligible employees received service credit on a pro
rata basis by month and days of service as of January 1, 2015.

(ii) Upon retirement from the City, the City will provide the Retired
Employee with $500 per month for the cost of retirement healthcare
premiums and qualified health care expenses until the Retired
Employee reaches the age of Medicare eligibility. These funds shall
be provided to each member on a pre-tax basis (to the extent
permitted by law), through a Retiree Health Care Reimbursement
Account (RHRA). In the event of the Retired Employee’s death, the
benefits provided by the City to the Retired Employee under this
section will not continue for the survivors or dependent children of
the Retired Employee.
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(b)
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(iii)

Retired Employees may participate at their own expense in the
City’s group health insurance, subject to applicable group health
insurance plan requirements.

Dental and Vision Benefits For Eligible Employees

(i)

(ii)

(iii)

Upon retirement, City will provide/offer and pay on behalf of Retired
Employees, the premium benefit(s) as provided for active employees
at the time of retirement for dental care and vision care benefits
for Retired Employees and one eligible dependent until the Retired
Employee reaches the age of Medicare eligibility or elects to leave
the City dental and vision system. Calculation of premium benefit will
be prorated for regular, part-time employees.

In the event of the retired employee’s death, the benefits provided
by the City to the Retired Employee under this section will not
continue for the survivors or dependent children of the Retired
Employee.

Any Retired Employee who, after retirement from the City, becomes
employed elsewhere and is covered by dental or vision care benefits
by his/her new employer, said coverage provided by the City to the
retired employee will be considered secondary to the coverage
provided by his/her new employer, his/her new employer’s coverage
shall be considered primary. Retired employees are required to
notify the City’s Human Resources Department of any additional
insurance coverage from new employers.

Retirement Health Benefits for Employees Hired On or After July 1, 2007

Beginning July 1, 2014, Employees Hired on or after July 1, 2007, shall be

eligible for the following benefits:

(a)

Effective July 1, 2014, the City will contribute $100.00 per month
for active employees in paid status to a Retiree Health Savings
Account (RHSA). The monthly contribution will end upon the
employee’s date of retirement or separation from the City.
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(b) The City’s contribution to an employee’s RHSA shall be considered
vested as to an employee terminating City employment with five (5)
or more consecutive years of City service.

(c) Calculation of contribution will be prorated for regular part time
employees.

(d) Subject to the eligibility criteria of REMIF and/or insurance plans,
employees hired after July 1, 2007 may participate as retirees at their
own expense in the City’s group health insurance.

7.20 Clothing Allowance

(a) That the City will provide, to newly employed sworn personnel, an initial set of
uniforms (i.e., two (2) sets of Class B/BDU Uniforms Pants, two (2) Class B/BDU Long
Sleeve Shirts, two (2) Class B/BDU Short Sleeve Shirts; One (1) Wool/Class A Uniform Pants,
One (1) Wool/Class A Long Sleeve Shirt, one (1) ke Jacket; one (1) nylon duty belt and inner
belt; two (2) training shirts; two (2) fire T-shirts; Tie and Tie Bar and two (2) uniform hats)
to those employees required to wear them. The value of the uniforms provided to
newly employed sworn personnel does not exceed $900. The City will provide the
uniform maintenance allowance specified in (b) below, and will not otherwise
provide or pay to replace uniforms after the initial set (e.g., the City will not replace
or pay for damaged, worn out, or lost uniforms).

(b) The City will provide a Uniform Maintenance Allowance of $1,080 per calendar
year for sworn personnel, and $540 per calendar year for Community Services
Officers. The Uniform Maintenance Allowance shall be paid monthly, and the City
will comply with CalPERS’ requirements for reporting these allowances. Under
current CalPERS regulations, uniform allowances are to be reported to CalPERS only
for Classic members. The uniform maintenance allowances shall be prorated for the
2017 calendar year to reflect the effective date of the increase to the allowance
provided by this section.

(c) The Department will provide the necessary Academy uniforms for Public Safety
Officer Trainees.

(d) The City will provide required safety equipment, including but not limited to
firearms, duty belts, ballistic vests, fire turnout gear, fire station boots, and wild land
gear.
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7.21 Education and Training

(a) The City will provide an education and training assistance program to provide
reimbursement to employees for tuition and book costs only for attending and
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 Department
Head and the City Manager prior to the start of said classes and approval
requested on the appropriate City form. The maximum allowed amount
reimbursable for tuition is one thousand dollars ($1,000) per instructional period
plus books and materials, with a total reimbursable amount not to exceed three
thousand dollars ($3,000) per calendar year.

7.22 Longevity and Incentive Pay (P.0.S.T., Detectives, Motor Officers)

(a) City will continue to provide longevity pay to employees, based on continuous years
of service (as defined in Section 7.19 (1)(d) as follows:

Completed Years of Service Pay Percentage Increases
5 years 2%
For each completed year thereafter 1/2%

(i) 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
1 and July 1 and not on an employee's employment anniversary date.

(ii) For employees hired after 10/10/95, the longevity program as outlined above
does not apply.

(b) The City will provide a P.O.S.T. Certification Incentive Pay to Sergeants and Public
Safety Officers based upon receipt of Intermediate, Advanced, or Supervisory
P.O.S.T. Certification. The amount of the intermediate P.0.S.T. Certification
Incentive Pay will be four and one half (4.5%) percent of base salary per month. The
amount of the Advanced P.0.S.T. Certification Incentive Pay will be seven (7%)
percent of base salary per month. The payments provided above are not cumulative.
The amount of the P.0O.S.T. Supervisor Certificate (Sergeant Only) will be nine (9%)
percent of base salary per month. Only one of the P.O.S.T. Certification Incentive
Pays is paid per employee.
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(c) Detective Division Premium. The City will provide Incentive Pay to Sergeants and
PSOs assigned to the Detective Division (including, but not limited to the Gang Task
Force, Special Enforcement Unit, Computer Crimes Task Force, COPS Unit, and
Narcotics Task Force) of five (5) percent of base salary per month.

(d) Motorcycle Patrol Premium. The City will provide Incentive Pay to Public Safety
Officers assigned to motorcycle duty of five (5) percent of base salary per month.

(e) Community Service Officers who have successfully completed either/or both the
P.O.S.T. Field Evidence Technician and Field Evidence Technician-Advanced courses
shall be eligible for two and one-half (2.5) percent of base salary differential pay.

7.23 Retirement Program

(a) Effective July 1, 2007, the City will provide the California Public Employees’
Retirement System (CalPERS) three percent (3%) at fifty (50) retirement program to
local safety members and the CalPERS two and seven tenths percent (2.7%) at fifty
five (55) retirement program to Public Safety Officer Trainees, Community Services
Officers, and Dispatchers. Effective July 1, 2011, as agreed to by all miscellaneous
employees of the City, the City will provide the California Public Employees'
Retirement System (CalPERS) two percent (2.0%) at fifty-five (55) program to Public
Safety Officer Trainees, Community Services Officers, and Dispatchers hired on or
after July 1, 2011. The City will continue to provide the "one-year highest
compensation" optional provision in its contract with CalPERS per CalPERS
Section 20024.2 for employees in the programs listed above. Effective July 1, 2011,
or as soon thereafter as agreed to by all safety employees of the City, the City will
provide the California Public Employees' Retirement System (CalPERS) three
percent (3.0%) at fiftye five (55), highest three year average program to local safety
members hired on or after the date the contract with CalPERS is amended. Effective
August 1, 2011, all employees, regardless of program, will pay the required
member contribution; however, in no event shall local safety members contribute
more than 9% to CalPERS for their retirement benefits. Similarly, in no event shall
miscellaneous employees contribute more than 8% to CalPERS for their respective
retirement benefits.

(b) The required employee cost sharing of employer costs described in this Section 7.23
(b) (including all subsections), shall be implemented pursuant to Government Code
Section 20516 (f). The parties mutually recognize and acknowledge that these cost-
sharing provisions satisfy the maximum cost-sharing terms set forth in Government
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Code Section 20516.5, and that the cost sharing provisions will continue beyond the

expiration of this Agreement.

(i)

(ii)

(iii)

MP #4823-9628-9347 v13

Required Safety Employee Cost Sharing of Employer Costs Through June 30,
2018

Concurrently with the salary increases provided pursuant to Section 10.1
(effective April 2, 2017), and through June 30, 2018, local safety members
participating in the 3% at 50 or 3% at 55 retirement plan formulas shall pay,
through payroll deduction, the required 9% member contribution, and an
additional one percent (1%) of PERSable compensation for a total
contribution of ten percent (10%) toward the cost of pension benefits.

Required Safety Employee Cost Sharing of Employer Costs July 1, 2018
Through June 30, 2019

Effective July 1, 2018, and through June 30, 2019, local safety members
participating in the 3% at 50 or 3% at 55 retirement plan formulas shall pay,
through payroll deduction, the amounts described in subsection 7.23(b)(i)
above, and an additional one percent (1%) of PERSable compensation for a
total contribution of eleven percent (11%) toward the cost of pension
benefits.

Required Safety Employee Cost Sharing of Employer Costs Beginning July 1,
2019, and Continuing Thereafter

Effective July 1, 2019, and continuing thereafter, local safety members
participating in the 3% at 50 or 3% at 55 retirement plan formulas shall pay,
through payroll deduction, the amounts described in subsection 7.23(b)(ii)
above, and an additional one percent (1%) of PERSable compensation for a
total contribution of twelve percent (12%) toward the cost of pension
benefits. This required cost sharing requiring safety employees to pay 12%
of PERSable compensation toward the cost of pension benefits shall
continue and constitute the status quo ante for all purposes and state
statutes after the expiration of this Agreement on June 30, 2021.
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(iv)

(v)

(vi)

Required Miscellaneous Employee Cost Sharing of Employer Costs July 1,
2018 Through June 30, 2019

Effective July 1, 2018 and through June 30, 2019, miscellaneous employees
participating in the 2.7% at 55 or 2.0% at 55 retirement plan formulas shall
pay, through payroll deduction, the required member contribution amounts
(8% for 2.7% at 55 plan, and 7% for the 2.0% at 55 plan), and an additional
one-half percent (0.5%) of PERSable compensation for a total contribution
toward the cost of pension benefits of eight and one-half percent (8.5%) for
the 2.7% at 55 plan, and seven and one-half percent (7.5%) for the 2.0% at
55 plan.

Required Miscellaneous Employee Cost Sharing of Employer Costs July 1,
2019 Through June 30, 2020

Effective July 1, 2019 and through June 30, 2020, miscellaneous employees
participating in the 2.7% at 55 or 2.0% at 55 retirement plan formulas shall
pay, through payroll deduction, the amounts described in
subsection 7.23(b)(iv) above, and an additional one-half percent (0.5%) of
PERSable compensation for a total contribution toward the cost of pension
benefits of nine percent (9%) for the 2.7% at 55 plan, and eight percent (8%)
for the 2.0% at 55 plan.

Required Miscellaneous Employee Cost Sharing of Employer Costs
Beginning July 1, 2020, and Continuing Thereafter

Effective July 1, 2020, and continuing thereafter, miscellaneous employees
participating in the 2.7% at 55 or 2.0% at 55 retirement plan formulas shall
pay, through payroll deduction, the amounts described in subsection
7.23(b)(v) above, and an additional one-half percent (0.5%) of PERSable
compensation for a total contribution toward the cost of pension benefits
of nine and one-half percent (9.5%) for the 2.7% at 55 plan, and eight and
one-half percent (8.5%) for the 2.0% at 55 plan. This required cost sharing
requiring miscellaneous employees to pay a total of 9.5% and 8.5%
respectively of PERSable compensation toward the cost of pension benefits
shall continue and constitute the status quo ante for all purposes and state
statutes after the expiration of this MOU on June 30, 2021.

(c) New Employees Hired On or After January 1, 2013

MP #4823-9628-9347 v13

26



Effective January 1, 2013, the City will provide the following retirement benefits to
employees who meet the definition of a new member under Gov't.
Code 7522.04(f) and who are hired on or after January 1, 2013: CalPERS two
point seven percent (2.7%) at fifty-seven (57), highest three year average program
to new local safety members; and two percent (2.0%) at sixty-two (62), highest
three year average program to new miscellaneous members.

Effective, July 1, 2013, new local safety members and new miscellaneous members
hired on or after January 1, 2013, shall contribute at least fifty percent (50%) of the
normal cost rate to CalPERS.

Pensionable compensation does not include monies paid to new members for
bonuses, uniform allowance, overtime allowance or reimbursement for housing
and vehicles, or any ad hoc or one-time payments pursuant to Government Code
Section 7522.34(c).

(d) Except as otherwise specified in the cost sharing provisions of sections of this MOA
or negotiated in the future, the City will absorb any employer contribution rate
increases required by CalPERS.

(e) The City makes no representation concerning the value of this benefit or how it may
be taxed or treated by other agencies both presently and in the future. The City's
obligation under this section is limited to the direct cost of providing the benefit
as described. The City shall assume no further or additional financial obligation even
if an outside agency imposes or determines there to be a financial obligation for
the City or the employee.

(f) The City will modify the CalPERS Annual Cost-of-Living Allowance Increase
(Section 21335) to provide for a 2.0% annual maximum cost-of living increase for
employees hired after December 31, 2007. Employees hired prior to December 31,
2007 shall be eligible upon retirement for the 5.0% annual maximum cost-of-living
allowance increase as defined in Section 21335.

7.24 Dependent Care Assistance Program

City will continue to provide the Dependent Care Assistance Program (DCAP) as
authorized by the Internal Revenue Service for the set-aside of employee pre-tax
dollars for childcare as approved by the Internal Revenue Service (IRS) and the
California Franchise Tax Board.
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8.

7.25

7.26

7.27

Health Care Tax-Free Dollar Account Program

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

Off-Duty Employment

Members of the Unit will continue to be eligible for employment by third parties
during off-duty hours. The Association and the City will negotiate a side-letter
agreement on off-duty employment which will consist of various provisions,
including, but not limited to, the Director of Public Safety retaining discretion and
authority to approve of third-party employment and a mandatory release/hold
harmless/indemnification agreement to be executed by the outside employer in
favor of the City. The parties will negotiate the additional terms of the side-letter
agreement no later than December 1, 2017.

Reinstatement/Specialty Position

If an employee is removed from a specialty assignment or position due to the
elimination of the position by the City and/or the Department, the employee
shall be given the option to return to the position should the position be reinstated
within 18 months and if the employee has maintained any certifications required
for the position. If the employee declines to resume his/her duties in the specialty
assignment or position, the Department will follow existing protocols for filling the
position.

Agency Shop and Payroll Deductions

8.1

(a)

(b)

Agency Shop

The RPPSOA may, at its sole discretion, choose to adopt an Agency Shop pursuant to
Government Code Section 3502.5. If adopted, the City will recognize the Agency
shop as applying to all regular full-time and regular part-time employees
represented by the Bargaining Unit.

If the RPPSOA adopts agency shop in Section 7.1 (a) above, then the following apply:
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(i)

(ii)

(iii)

MP #4823-9628-9347 v13

It is recognized that RPPSOA owes the same responsibilities to all employees
in the representation unit, and has a duty to provide fair and equal
representation to all employees in all classes in the unit whether or not they
are members of RPPSOA.

All employees in the representation unit, excluding supervisory or
confidential employees who have chosen not to join the RPPSOA pursuant
to Government Code Section 3502.5 (c), shall, as a condition of continued
employment, beginning with the second full pay period after such effective
date and until the termination of the Agreement, either:

(1) Become a member of RPPSOA; or

(2) Execute a written declaration that the employee is a member of a
bona fide religion, body, or sect which holds a conscientious
objection to joining or financially supporting any public employee
organization as a condition of employment; and

(3) Pay a sum equal to the agency fee described in subsection 7.3 to a
non-religious, non-labor charitable fund chosen by the employee
from participating agencies of the United Way of Sonoma-
Mendocino-Lake. The employee shall furnish written proof to the
City and RPPSOA that this contribution has been made.

The condition of employment specified above shall not apply during periods
of separation from the representation unit by any such employee but shall
reapply to such employee commencing with the third full pay period
following the return of the employee to the representation unit. The term
separation includes transfer out of the unit, layoff, and leaves of absence
with a duration of more than two full pay periods. The condition of
employment specified above shall not apply to newly hired employees until
the beginning of the third full pay period of employment.

All represented employee members who had Association dues deduction
authorizations on file with the Auditor-Controller or the Association, or
who may thereafter authorize in writing the deduction of their dues,
shall remain on payroll deduction for the term of this Memorandum of
Agreement or so long as they are members of the representative units.
Members may terminate payroll deductions of dues at the expiration of
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8.2

8.3

8.4

8.5

(a)

(b)

(c)

this Memorandum of Agreement by giving written notice to RPPSOA during
a one-month period between ninety (90) and sixty (60) days prior to the
expiration of the term.

Deductions

The RPPSOA shall be provided with monthly payroll deduction of Association dues,
service fees, and premium amounts for insurance programs sponsored by the
employee's organization at no cost to the employee organization.

Listing of Deductions

The RPPSOA shall provide the City Manager with a listing of deductions to be
made from represented employees. Said listing will remain in force until amended
by RPPSOA in writing. RPPSOA will hold the City harmless for any liability or errors
resulting from errors on the listing provided by RPPSOA.

Hold Harmless

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

Bargaining Unit Work

The RPPSOA and City agree that the use of an auxiliary firefighter volunteer
corps, reserve peace officers, per diem and other temporary employees or
volunteers is intended to supplement and not supplant members of the bargaining
unit.

Available Sergeant overtime shifts shall be offered to members of the bargaining
unit to fill on a voluntary basis. Overtime shifts not filled by members of the
bargaining unit on a voluntary basis will be filled by members on a mandatory basis
as assigned by the Director of Public Safety or his/her designee.

Nothing in this section prevents the Director of Public Safety from making any
assighnments that he/she deems necessary for effective response to a natural
disaster or catastrophic emergency.
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9.

10.

(d)

The City retains the right to retain consultants for limited duration to conduct
training and/or render services that cannot be performed by members of the
bargaining unit.

Safety Equipment

9.1

9.2

9.3

Replacement Equipment

City will continue to furnish Public Safety Officers with replacement equipment as
needed for the equipment that the City is required to furnish per the Government
Code. Said equipment includes, but is not limited to, department-issued weapons,
holster, belt and ammunition, nightstick, handcuffs, safety vests, raincoats and rain
boots. Equipment furnished by City shall remain the property of City with the
exception of any personal purchases made by present officers.

Personal Equipment

City shall replace, with the Director of Public Safety's approval, any personal
equipment lost, destroyed or damaged beyond repair while used in the line of
duty. This Section 9.2 shall not apply to uniforms (see Section 7.20). Items shall not
be replaced if worn because of normal wear and tear.

UV Eye Protection (Sunglasses)

City will reimburse for sunglasses providing UV protection, not to exceed sixty-
five ($65) per employee per year, for use by Public Safety Sergeants, PSOs and CSOs
authorized to operate Public Safety vehicles and motorcycles.

Salaries & Miscellaneous Pay

[The job descriptions will describe the detailed requirements for the newly established
classifications.]

10.1

(a)

Revised Classification Plan and Salary Structure
General Provisions

Effective April 2, 2017 [or the first date of the first pay period after Council adoption
of this Agreement, if later], the City will implement a new classification and salary
schedule for employees in the bargaining unit, including the classifications and salary
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schedules set forth below and described in the related job descriptions. The City
and Association have met and reached agreement regarding the appropriate
classification and step placement for all employees currently in the bargaining unit,
and this determination is final and shall not be subject to challenge under the
grievance procedure.

The parties recognize that the City must comply with the law and CalPERS rules and
regulations regarding compensation reporting and related pension requirements. If
necessary during the term of this Agreement, the Association agrees to meet and
confer at the request of the City for the narrow and specific purpose of complying
with CalPERS rules, regulations, and directives pertaining to reporting
compensation.

(b) PSO I-IV Classifications

(i) PSO I: The PSO lis the entry level classification with the requirements as set
forth in the Public Safety Officer | job description.

(ii) PSO II: The PSO Il classification requires successful completion of probation
at the PSO | level and completion of the Fire Academy.

(iii) PSO Ill: The PSO Il classification requires all of the requirements of PSO Il
and the achievement of the Department’s qualifications to be a Fire
Engineer, including the following:

(2) Fire Engineer shall be defined as any employee who has been fully
qualified both mentally and physically capable to operate one or
more pieces of City-owned firefighting pumping apparatus.

(2) Each qualified Fire Engineer must receive at least ten (10) hours of
refresher training provided by the Department of Public Safety each
year. Any Public Safety Officer not completing the annual training will
be subject to demotion for failing to maintain his/her qualification.

(3) The required hands-on field-testing for Fire Engineer shall be done at
random by lottery, and at any time.

(iv) PSO IV: The PSO IV classification requires all of the requirements of the PSO
1l classification and completion of (1), (2), and (3) below:
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(1)

(2)
(3)

(c) Salary/Pay Schedules

Minimum of ten (10) years of full-time peace officer or firefighter

experience, of which a minimum of five (5) years shall be service
with the City of Rohnert Park, and

Possession of a P.O.S.T. Intermediate Certificate or higher, and

Any one of:

(i)

(ii)

(iii)

Associate of Arts degree or higher from an accredited college,
or

Actively seeking a Bachelor’s degree from an accredited
college, with a minimum of two years completed ("actively
seeking" means the successful completion of courses towards
a Bachelor’s degree in two of the three most recent
semesters or quarters, with a total of at least six (6)
semester units completed during that period), or

Assigned one or more of the Special Assignments listed below
within the past five (5) years. Special Assignments to be
considered for this program are: Field Training Officer;
Detective; COPS; Special Enforcement Unit; Gang Officer;
Police Canine Handler; School Resources Officer; Firearms
Instructor; Defensive Tactics Instructor; Driving Instructor;
Motors; Traffic; Malt; Field ID Technician; OES Coordination
Team, or other assignments deemed qualifying by the
Director of Public Safety.

Effective April 2, 2017 [or the first date of the first full pay period after Council
approval of this Agreement, if later], the hourly pay schedule for all represented

classifications will be set as follows:

Classification Step 1 Step 2 Step 3 Step 4 Step 5 Step 6
PSO | $33.41 | S$35.08 | S$36.84 | $38.68 | $40.61 | S$42.44
PSO I $34.25 | $35.96 | $37.76 | $39.65 | $41.63 | $43.50
PSO Il $35.45 | S$37.22 | $39.08 | $41.03 | $43.08 | $45.02
PSO IV $37.22 $39.08 $41.03 $43.08 $45.24 $47.27
Sergeant $44.85 | S47.09 | $49.44 | $51.92 | $54.51 | $56.97
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Classification Step 1 Step 2 Step 3 Step 4 Step 5
Dispatcher $26.99 $28.34 $29.76 $31.25 $32.81
Cso $23.65 $24.83 $26.07 $27.37 $28.74
Comm. Supervisor $34.01 | S$35.71 | S$37.50 | $39.37 | $41.34
Part Time Dispatcher | $26.99 | $28.34 | $29.76 | $31.25 | $32.81

The pay schedule set forth in this subsection (a) shall be known as the 2017-2018
Pay Schedule.

10.2 Salary Adjustments

(a) 2018-2019 Increase: Effective the first day of the pay period that includes July 1,
2018, the 2017-2018 Pay Schedule shall be increased by three percent (3%).
This revised schedule shall be known as the 2018-2019 Pay Schedule.

(b) 2019-2010 Increase: Effective the first day of the pay period that includes July 1,
2019, the 2018-2019 Pay Schedule shall be increased by three percent (3%). This
revised schedule shall be known as the 2019-2020 Pay Schedule.

(c) 2020-2021 Increase: Effective the first day of the pay period that includes July 1,
2020, the 2019-2010 Pay Schedule shall be increased by three percent (3%). This
revised schedule shall be known as the 2020-2021 Pay Schedule.

10.3 Monthly Salary Schedule

Wages are as shown in the City's Rates and Ranges document.
10.4 Incentive Pay or Acting Pay
(a) Field Training Officer (FTO) Pay

Employees who are qualified and regularly assigned by the Director of Public
Safety, as a Field Training Officer, shall receive a five percent (5%) of base salary
monthly Incentive Pay.

(i) A Field Training Officer shall be defined as a Public Safety Officer who has
been fully qualified to train newly-hired Public Safety Officers. To be eligible
to apply for FTO, the officer must currently be assigned to the Patrol Division
or due to return to the Patrol Division from a specialty assignment within
one (1) year or less; must be off probation; and have at least three (3) years
full- time experience as a peace officer in the State of California. Field
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(ii)

(iii)

(iv)

Training Officers will be selected through a three- phase testing process.
The process will include a written test, an oral examination, and supervisory
and command staff review. After a candidate has been selected, he or she
will be required to successfully complete a P.O.S.T. certified FTO School
before final appointment.

Any FTO who is assigned to a specialty position of Detective will
automatically relinquish his or her FTO status and pay incentive, and will
be required to re-apply for the position when he or she becomes eligible.
PSOs assigned to the Detective Division shall not be eligible for an FTO
assighment and the pay incentive.

Completion of a three-year term as a FTO shall be deemed as successfully
completing the FTO assignment. At any time after three years as a FTO, an
employee, at his or her option, may elect to discontinue the FTO assignment
by notifying the City in writing. If an employee exercises this option, the
employee will automatically relinquish his or her FTO status and pay
incentive. The exercise of this option by an employee will not be grounds for
any disciplinary action by the City.

The City reserves the right to exercise its regular and customary
management rights with regard to FTO assignments including, establishing
FTO performance standards, conducting an annual performance review of
the FTO and taking disciplinary actions subject to the requirements of
applicable laws.

[This is moved to Section 10.1(b)(iii) and will be incorporated into the job description as
previously revised.]

(b) Non-Sworn Training Officer Pay

(i)

(ii)
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Dispatchers, who are qualified and regularly assigned by the Director of
Public Safety in the training of new Public Safety Dispatchers during their
probationary period, shall receive a monthly Incentive Pay of five percent
(5%) of his/her regular base salary.

Community Service Officers (CSO), who are qualified and regularly assigned
by the Director of Public Safety in the training of new CSOs during their
probationary period, shall receive a monthly Incentive Pay of five percent
(5%) of his/her regular base salary.
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(c) Acting Commander Pay

The Association and the City have met and jointly developed SOP-9, a
Departmental policy outlining the criteria for members to serve in an acting
capacity for the rank of Commander. There is no requirement or obligation by the
City to permanently fill positions that are open.

(d) Acting Supervisor/Watch Commander Pay:

Public Safety Officers who have passed an eligibility testing process approved by the
Director of Public Safety shall be eligible to serve as an Acting Supervisor/Watch
Commander. As a specific decision-making role and authority is delegated with this
assignment, this assignment may be made for a period of any length, up to three
months. Continuous assignment for periods exceeding one pay period will be made
in writing. Acting Supervisor/Watch Commander assignments will be compensated
by a 5% acting pay for all hours actually worked as an Acting Supervisor/Watch
Commander. An Acting Supervisor/Watch Commander assignment may be
compensated by a 10% acting pay to ensure against loss of income to the assigned
Public Safety Officer if other assignment-based compensation is removed due to the
Acting Supervisor/Watch Commander assignment.

(e) Acting Commander Pay:

Public Safety Sergeants shall be eligible to serve as an Acting Commander. The
duration of such assignments may range from one pay period up to three months,
and will be made in writing. An Acting Commander assignment will typically be
compensated by a 10% acting pay for all hours actually worked as an Acting
Commander. This Incentive Pay may be adjusted upon assignment if necessary, to
ensure against loss of income to the assigned Sergeant if other assignment-based
compensation is removed due to the Acting Commander assignment. The exact
amount of the Incentive Pay shall be calculated to most closely match the Sergeant's
existing pay structure, and shall not exceed a maximum of 15%. A Sergeant receiving
an Acting Commander Incentive Pay may sign up for routine overtime offered to
all Sergeants but shall not be paid the Acting Lieutenant Commander Pay for such
overtime hours worked. Acting Commanders will receive overtime as required by
law for emergency holdovers, or for overtime work assigned by the Director of Public
Safety or his/her designee.
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10.5 Payday

City may distribute paychecks/Automatic Deposit Notices to employees
electronically on payday. Employees requesting a physical paycheck may pick it up
on break or lunchtime at the City Hall front counter on payday.

10.6 Pay Change Effective Dates

Any and all pay changes provided to employees, including but not limited to step
increases, special pay provisions, promotions, classification changes, or similar pay
increases shall become effective as follows: if the effective date of the change is in
the first week of the pay period the increase will be effective on the first day of the
pay period that includes the effective date of the change. If the effective date is in
the second week of the pay period the change will be effective the first day of the
subsequent pay period.

10.7 Shift Differential

(a) Dispatchers shall receive a five percent (5%) of base salary per hour shift differential
for all hours worked between four (4) p.m. to seven (7) a.m.

(b) Communication Supervisors shall receive five percent (5%) of base salary per
hour shift differential for all hours worked during a scheduled dispatcher shift
between four (4 p.m.) and seven (7) a.m. This is not intended to provide shift
differential for portions of regular work day shifts that may extend past 4 p.m. on
an overtime basis.

(c) Public Safety Officers, Community Services Officers and Sergeants shall receive a
five percent (5%) of base salary per hour shift differential for all hours worked
between seven (7) p.m. to seven (7) a.m. This Incentive Pay shall not apply to
employees while performing working in the fire Division, except for training.

10.8 Bilingual Pay

Dispatchers, Public Safety Officers, Community Services Officers and Sergeants
verbally fluent in the Spanish language are eligible for Bilingual Pay of $175 per
month. The City shall establish an evaluation process for designating and certifying
employee eligibility for bilingual pay such that officers have the skills to converse
in Spanish well enough to complete a basic investigation. Testing for employees
eligible for bilingual pay will be scheduled by the Director of Human Resources. A
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designated employee may be retested at any time at the request of the Director of
Human Resources or Public Safety.

11. Alcohol and Drugs

The City and RPPSOA agree to work together to assist any employee who has an alcohal,
alcohol-related, drug, or substance abuse problem. It is mutually acknowledged that
continued cooperative efforts would give employees a much better opportunity to recover
from this very serious health problem.

Since Public Safety employees are required to drive City vehicles and respond to
emergency situations, and it is known that drinking alcoholic beverages or taking certain
drugs may slow a person's 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.

11.1 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, or while on assigned standby duty.

11.2 Off-duty Hours

If 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.

11.3 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.

11.4 Special Assignments

The above sections relating to alcohol use may be accepted for those employees on
an approved and supervised special assignment by the Department of Public
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Safety. Said employee shall not drive a vehicle if employee is over the allowed blood
alcohol content.

12. Physical and Psychological Fitness

12.1

12.2

12.3

Physical Fitness

RPPSOA acknowledges the importance of employees maintaining proper physical
and mental condition in order to perform job duties in a manner acceptable to the
City.

Physical Fitness is a voluntary program available to safety employees and
dispatchers. Such employees wh o voluntarily enroll and successfully "pass" the
Physical Agility and Fitness Standards test shall receive twenty (20) hours of
physical fitness workout compensatory time.

The RPPSOA and City agree that compliance with physical fitness standards are
voluntary and do not carry an intention of the City to terminate an employee
solely for failure to meet physical agility and fitness standards. Fitness for duty
provisions under the Government Code and applicable case law would be the
determining factor on handling of employees determined to be unfit for duty.
City can, at any time, at its option and cost, require a complete physical examination,
a physical agility test, or a weight examination, for any or all employees to determine
job fitness.

This Agreement hereby incorporates Letter of Agreement on Physical Fitness, dated
January 27, 1998 and modified "Exhibit C" dated March 10, 2017.

Fitness Program

The City and RPPSOA agree that the "Fitness Program" used by City shall be
that as outlined in the attached "Exhibit C."

Psychological Fitness

RPPSOA acknowledges the importance of employees maintaining proper mental
condition in order to perform job duties in a manner acceptable to the City. City
can, at any time, at its option and cost, require a psychological examination for
any or all employees to determine job fitness. Fitness for duty provisions under the
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Government Code and applicable case law would be the determining factor on
handling of employees determined to be unfit for duty.

12.4 Psychological Counseling
Any employee who feels in need of counseling shall be provided same by City after
clearance from the Department Head or Human Resources Department, which
clearance shall be kept in strictest confidence. City at its sole discretion reserves
the right to establish a maximum counseling benefit.
13. Smoking
13.1 Employees Hired After July 1, 1993

RPPSOA acknowledges that the City, beginning July 1, 1993, hired new employees
with the clearly expressed condition of employment that they refrain from smoking.
Employees hired with a condition that they not smoke shall be required to remain
non-smokers throughout their employment. A non-smoker shall not smoke or use
any tobacco product either on or off-duty while employed. RPPSOA acknowledges
the City's right to take appropriate disciplinary action 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 (EAP) for consultation and referral.

14. Grievance Policy and Procedure

14.1

14.2

RPPSOA and City agree to comply with the grievance procedure outlined in
Resolution No. 79-22, adopted February 13, 1979, a copy of which is attached
hereto. Failure to meet any timeline 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.

The parties acknowledge the existence of "City Manager’s Administrative Policy
No. 1: Personnel Rules and Regulations" dated November 9, 2004, and incorporated
by reference in this Agreement. The parties acknowledge that Section 8
"Disciplinary Action" provides for substantive and procedural due process for the
members of the Association. For purposes of consistency of discipline, the Director
of Public Safety should consult with the Human Resources Department prior to the
imposition of "major discipline" as defined in Section 8.
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15.

16.

14.3 The “Employee Grievance Procedure Resolution” (Resolution No. 79-22),
incorporated by reference in this Agreement, provides for the processing of non-
disciplinary grievances. The parties are in the process of reviewing the grievance
procedure for purposes of achieving greater efficiencies and cost reductions as
well as enhancing communication between the City, the Association and Unit
members. The parties will continue working to revise the grievance procedure,
and changes agreed upon will be incorporated into this MOA.

Use of Sport Center and Lap Swimming Program

Employees and their spouse, domestic partner and eligible dependents (as defined by City
eligible dependent 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. In the event that the City determines that such use of the Sports Center
by spouse, domestic partner and dependents of employees adversely impacts the public's
access to the Sports Center facilities, the parties will re-open this Section. 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 organization 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
administrative regulations which are consistent with law and the specific provisions of this
Memorandum of Agreement; to direct its employees and establish employee
performance standards and to require 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
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17.

18.

19.

20.

21.

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 conditions or circumstances shall the Association 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 in any other type of job
action, curtailment of work, restriction or production or restriction of service during the
term of this agreement.

Personnel Rules and Regulations

The City will amend its Personnel Rules and Regulations consistently with the
requirements of Government Code Sections 3300 through 3312, the Public Safety
Officers Procedural Bill of Rights, and will apply to non-sworn members of RPPSOA. City
agrees to meet and confer with RPPSOA regarding any updates or changes to its
Personnel Rules and Regulations to the extent required by the MMBA.

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. RPPSOA
acknowledges that certain provisions of this agreement may conflict with resolutions
currently in effect regarding employee working conditions or benefits. The provisions of
this agreement supersede any previous resolutions or agreements that may be in conflict
with provisions of this agreement as of the effective date of this agreement. During the
term of this MOA, any new side letter between parties is required to be signed by an
authorized representative of RPPSOA and the City Manager or his or her designee.

Term of Agreement

This agreement shall become effective upon approval by the City Council, and will
terminate on June 30, 2021 unless extended by mutual agreement of the parties.

Succeeding Agreement

Negotiations for the period commencing July 1, 2021, shall begin upon receipt of notice
from either party to the principal of the other, specifically the President of RPPSOA and the
City Manager, however, absent an agreement to the contrary, in no event shall
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22.

23.

24.

negotiations commence later than February 1, 2021. Said submittal shall include an
estimated percentage decrease or increase in the cost of proposals compared to the
provisions of this Agreement. City shall, if requested, assist RPPSOA in a reasonable manner
in providing information to determine the percentage decrease increase.

Invalidation
22.1 Suspension of Agreement

If 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 full force and effect.

22.2 Replacement

In 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.

Personnel Files

Employees or their duly authorized representative have the right to inspect their personnel
file maintained 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.
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25. Employee Performance Evaluations

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.

26. No Contracting Out

The City and RPPSOA agree that no bargaining unit work will be contracted to a third-
party provider during the term of this agreement.
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CITY OF ROHNERT PARK ROHNERT PARK PUBLIC SAFETY
OFFICERS' ASSOCIATION

(RPPSOA)
Darrin Jenkins, City Manager Date Rick Bates, President Date
By
Jake Mackenzie, Mayor Duane Labno. Vice President Date

Resolution Number: 2017-

ATTEST:

JoAnne Buergler, City Clerk

Approved as to form:

Michelle Marchetta Kenyon, City Attorney

The following are incorporated in this Agreement by reference:

= City Council Resolution No. 79-22, adopted February 13, 1979 - Grievance
Policy and Procedure [Revisions under consideration by the parties.]

= City Council Resolution No. 2001-270, adopted December 11,2001—
Catastrophic Leave

= City Council Resolution No. 80-140, adopted August 11,1980 -Regular P/T
Employees' Fringe Benefits

= City's Personnel Rules & Regulations

- Exhibit C —Fitness Program — Dated March 10, 2017

= Exhibit X-Patrol 12 Hour Shift Schedule

= RPDPS SOP-18- Timekeeping for Departmentally Required Training, 4/4/13

= Extended Fire Academy Side Letter
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RESOLUTION NO. 79-22

EMPLOYEE GRIEVANCE PROCEDURE RESOLUTION
BE IT RESOLVED BY THE COUNCIL OF THE CITY OF ROHNERT PARK

ARTICLE | — GENERAL PROVISIONS

SECTION1  STATEMENT 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 orderly manner to insure
uninterrupted city services to the public.

SECTION2  DEFINITIONS
As used in this Resolution, the following terms shall have the meanings indicated:

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

b. City means the City of Rohnert Park.
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 Supervisor means the individual who immediately assigns,
reviews, or directs the work of an employee.

g. Intermediate 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.

o

SECTION3 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
and conditions of employment which the city has authority to change and for
which no other appeals procedure is provided. Issues 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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SEcTION4d

SECTION 5

a.

a.

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 grievances under this
procgdure. The nature of these exclusive city rights are described in Section
3.e. below.

A %rievance 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 its 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.

ARTICLE Il — INFORMAL GRIEVANCE PROCEDURE

GENERAL

It is the mutual responsibility of employees, employee organizations, and
management to resolve grievances informally and at the lowest practicable
level of management, whenever possible.

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

STEP ONE — IMMEDIATE SUPERVISOR

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. In 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 his/her satisfaction may
institute a formal grievance procedure. Such formal procedure shall conform
with the steps and provisions prescribed in Articles Ill and IV.
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SECTION 6

a.

SECTIONT

a.

SECTION 8

a.

SECTION9

a.

SECTION 10

a.

ARTICLE lll - FORMAL GRIEVANCE PROCEDURE

GENERAL

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.

STEP TWO — INTERMEDIATE SUPERVISOR

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.

STEP THREE — DEPARTMENT HEAD

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.

STEP FOUR — CITY MANAGER

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.

STEP FIVE — GRIEVANCE APPEALS COMMITTEE

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.

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

¢. The Grievance Appeals Committee shall conduct a hearing, and shall hear all
witness, testimony 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.

d. 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. In 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.

ARTICLE |V — RULES OF PROCEDURE

SECTION 11  COMBINING GRIEVANCES

An employee shall include all current grievances in one grievance procedure. To the degree
practicable, grievances shall not be duplicated. If 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.

SECTION 12 WAIVING LEVELS OF REVIEW

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.

SECTION 13 TIME LIMITATIONS

a. Time limits established by this procedure may be extended or shortened by
mutual agreement in writing on the grievance form by the grievant or grievants
and the level of management/Grievance 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.

SECTION 14 TIME OFF

a. When practicable, proceedings shall be held within the employees’ normal
working hours. If 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.
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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.

SECTION 15 PRIVACY

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

ARTICLE V — GRIEVANCE APPEALS COMMITTEE

SECTION 16 COMPOSITION AND SELECTION

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. Onel 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.

SECTION 17 ALTERNATE MEMBERS

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.

SECTION18 COMMITTEE PROCEDURE

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.

ARTICLE VI — MISCELLANEOUS PROVISIONS

SECTION 19 CONSTRUCTION
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 I.

SECTION 20 SEVERABILITY

If 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-typed January 2003
jde
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RESOLUTION NO. 2001 - 270

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ROKNERT PARK
AMENDING THE CATASTROPHIC LLEAVE PROGRAM FOR ELIGIBLE,
ACTIVE EMPLOYEES

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

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

WHEREAS, the City agreed in the meet and confer process with employee
groups to establish a Catastrophic Leave Program.

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

BE IT FURTHER RESOLVED that the City hereby establishes this Amended
Catastrophic Leave Program and that the City Manager is authorized to administer said
program.

DULY AND REGULARLY ADOPTED this 11" day of December, 2001.
CITY OF ROHNERT PARK

fzgst?a_J&;

ATTEST:

D%ﬂy’ g Y Cletk /1) &
~F

FLORES: AYE REILLY: AYE SPIRO: AYE VIDAK-MARTINEZ: AYE MACKENZIE: AYE
AYLS: (5) NOES: () ABSENT: () ABSTAIN: (0)
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3 RESOLUTION NO. B0-1u0 7

RESOLUTION OF THE COUNCIL OF THE CITY OF
ROHNERT PARK OUTLINING POLICY FOR PROVISION OF FRINGE
BENEFITS TO PERMANENT PART-TIME EMPLOYEES

WEEREAS, the Coumcil finds and determines that it is appropriate to extend
ain fringe benefits to permanent part-time employees who are employed an a
r round basis, and

% WHEREAS, the Cowmecil differentiates between permanent part-time employees
a work year round and seasonal part-time employees who are employed for six
i4) sonths or less, and

WHEREAS, the Council recognizes the city's obligation as a responsible employer
B, provide the fringe bemefits on a pro-rata basis to permanent part-time employees
o work year round,

HOW, THEREFORE, BE IT RESOLVED by the Council of the City of Rohpert Park

hit effective immediately the City Manager be and is hereby authorized to extend

s permanent part-time employees who work year round certaln fringe benefits subject
g the following:

1. Enrollment in the Public Employees' Retirement System (P.E.R.S.)
2. Vacation on a pro-rata basis.

Sick leave on a pro-rata basis.

Holiday pay on a pro-rata basis.

3

-

5. Vision care on a pro-rata basis.

-] Residency benus on a pro-rata basis.
.m

Heon~smoking premium on a pro-rata basis.
8. Salary continuation-Standard Life Insurance Company-co a pro-rata basis.
9, Life insurance-Standard Life Insurance Company-ob a pro-rata basis.
10. Health and medical coverage and life insurance-REMIF-on a pro-rata basis.
11, Dental care benefits on a pro-rata basis.

12. Pro-rata basis will be determinex by the amount of time that the employee
regularly works. Pro-ration shall be done on a one-half or three-fourths
basis enly with permanent part~time employees having to put in at least

5 20 hours weekly minimum ob a regular basis to get the half-time comtribution
towards fringe benefits and employee having to put in at least 30 hours
weekly on a regular basis to qualify for the three-fourths city comtribution

m towards fringe benefits,

Permanent part-time employees working regularly less than one-half time,
tbat is less than 20 hours per week, shall not be entitled to fringe
m benefits.

13, For items 8 through 1l sbove, pro-rara hasis means the city will contribute
towards the premium cost for these fringa benefits on a ratio basis
determined by the amownt of time the employee regularly works as set
forth above. For axample, for a one-half time employee (20 hours a
week) the city will coptribute 50% of the premium payment for fringe
benefits items © through 11.

¥

4

¥

Erployee errollment in any or all of said health fringe benefits (items

ﬂ\ 2 through 11) will he at the smployes's cption. At the emplevee's discretion
i the city's aggregate dollar contribution for said fringe bepefits may
be applied towards the cost of any of the fringe benefits rather than
all of them. For exampie, an enployee can opt to forego the dental,
2ife and salary continuation coverage frioge bevefits and have the city's
I contribution applied toward the health and medical coverage, thus reducing
f the part-time employee's required dollar comtribution to same. Any
excess unused city's dollar contribution will remain the city's. Employee
health and medical and dental coverage premiums will be calculated based
on the number of employee's Eﬁqﬁh covered.

BE IT FURTHER RESOLVED that the & Aoffirms the city policy of not
extending fringe bemefits to scason erployess who are employed
for six (6) months or less. '

DULY AND REGULARLY ADOPTED th ._.Fm.. dayrof A

; fhy=off -3

i
AYES: (3) Carbone, Cavalli & Rodert i FOHRES-FARK
NOES: {0) None Pr.,&. Bl rrn

ABSENT: (2 . - %hﬁﬁ?ﬂ

ATTEST: uty city Cle$y/
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SECTION 1 - INTRODUCTION
Ao Purpoese  The City Manager, as Personnel Officer for the City or hasiher designee, is charged willy the
respansibility ol the Cily's personnel proctices. In order 1o estabhish an equitable s urilorm procedure los
dealing with personnet motters and 1o allract o mumicipal service the best and most compelenl persons

available, o assune that appomtment and promalions of persons will be based on et and lilness and 1o

provide a reasonable degreo of security for gualified employees, the lollovang rales and requiations are

eslablished.
B. Coverage - These rules and regulations apply o all offices, ali regular full-time: employecs, regulor parl-

e employees, and all positions and employments in the service of he City, except;

1. EBleclive officers i the performance of thei eleclive duties and Memhers of appoinled boards,
commissions and commillees

2. Persons engaged under conlract o supply expert, professional, technical or other services.

3. Volunleer personnel, such as volunteer auxiliary firelighters and public salely reserve officers.

4. Gity Manager and City Atorney.

5 Probationary employees, except as expressly provided herein.

6. Limited Service Porsonnel {Le. lempurary or seasonal employces employed by the City nol more than
six (6) months during the liscat year for special purposes).

7. Part-ime employees paid by the hour or day who do nol meet lhe definition of regular part-time
employees.

C. General Provisions -

1 The City expressly prohibits discrmmmation in employment on the basis of race, religious creed, color,
natiorsal or ethnic ongm, ancesiry, memtal or physical disability, medical condition. marital slatus, sex,
sexual preference, political opinion, political affilialion or on the: basis that an individual is age forty (40)
orover, or any other basis protected by federal, stale of local Iaw.

2. An employee's work perfosmance will be evaluated by their immediale supervisor of the supervisor's
designee at least once a yoear on a form prescribed by the Personnel Officer Supervisors will discuss
their evaluations i full with each employce, oulline goals and expeclalions, and pant aut where the
employee has done an outstanding job and suggest ways in which job performance can be enhanced.

3 Allregular appointments include a probationary period as pravided herein of not less than twelve (12)
months for miscellaneous employees, nol less than lwenly-four (24) months for management
employees, nol less than cighleen (18) months for dispatch employees, and not less than elghleen
(18) months for Public Safety sworn employees
a. Promolional appointments include a probalionary period of not less than six (6) monihs for non-

supervisory  employees and  iwelve (12) months for  supervisors (includes  management
chassilications),

1 Ermployees must be physically and mentally able: 1o perform the essential functions of he job, wilh or
wilhoul reasonable accommodation,

CIEY OF ROHINER) PARK fPage 3 of 39
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% The Cily reserves the right 1o amend these rules and agrees lo meet and confer wilh represenialives
of recognized employee organizalions on those changes thal are wilhin e seope ol representalion

6. Nothing hercin prevents or restricts the City's right 1o contract for petlonmance of expert, professional,
lechnical or any other seryvices.

7. Nothing herein prevenls or restricts a Supervisor from issuing depatlmental roles, policies of
regulations needed for the efficient operalion of a Cily department.

8. Jhe definitions applicable throughout these rules are sel forth in the altached Glossary and are hereby
incorporated by reference

D Bargaining Units - If any outline of condilions of employment or memorandurn of agreement between a
recognized employee organizalion and lhe Cily conflicls wilh lhe provisions of lhese nles, then ihe
provisions of the memorandum of agreement will prevail,

F. Personnel Records - In \he case of personnel records, ihe term ‘personnel records” means any file
maiained under the individual's name by his or her employing agency conlaining records retating 1o
personal dala, including marital slatus, family members, educational and employment history, or similar

information, medical history, election of employee benefils, and employmenl advancemenl, appraisal, or
discipline.

1 Fhe Cily maintains personnel files for all employces which conlain afl records, files and decumentalion
used 1o delermine the employee’s qualifications, performance, promotion, additional compensalion, of
terminalion or other disciplinary action.

a  Each employee musl promplly nolify the Human Resources Department of any changes in
relevant personal information, including but pot limited 1o; mailing address; telephone number;

name(s) of dependent(s); and persons (o contact in an emergency, along with comact
information.

b Personnel files are deemed confidential unless the employee consents 1o a disclosure in writing
or the Cily is required to disclose such malerial by law. Cily personnel have access to
confidential personnel files only on a "need to know” basis for legitimate business reasons.

2. The Cily maintains a confidential file for all employees which contains all medical information about an
employee or applicanl. Informalion in this confidential file is oblained and maintained in accordance
with state and federal law (e.g. the California Confidentialily of Medical Information Act and the federal
Health Insurance Portabilily and Accounlabilily Act ("HIPAA™).  City personnel have access to
confidential medical liles only on a "need o know” basis for legitimate business reasons.

3 Allinguiries froim outside agencies, firms, or individuals concerning personnel will be referred 1o the
Human Resources Deparlment for handling and response.  This includes, but is nol limited to,
inguiies concerning employee performance or evalualion in connection with new employment
opportunilies and employment verification checks for financing purposes  This procedure applies lo
both former and present employees,

a.  Absent a writlen release from lhe employee, the Human Resources Departmenl provides only
dates of hwre and termination, position litle, and pay range.

b, Informalion disseminated to inquiring parties will be exlracled from the personnel files in the
Human Resources Departimenl.  The City's wiillen response lo inquiries will be made a part of
the: employee’s personnel file and will be available for his/her seruliny.

CITY OF ROHNERT PARK Page 4 of 39
Personnel Rules and Regulations



CITY OF ROVINT IR PPAJRK
- Persormel Rules and Regulabons

4

Any cmiployee who wishes 1o review his of her personnel records should contact e Human
Resources Deparimenl and se) LR an appointment at o mutvally ageeed upon e, The evicew muosl
be done i the presence of e | uman Resourcen Assistant or hisfer Hesignee ol the location where
e hile is stored and ot no loss of compensation 16 1he cployee. An employee may request o copy of
any employmenl related dociment that hefshe has signed  This subsection does not apply 1o those
employees covered by the Public Safely Officers” Procedural Bill of Rights (Government Code §3300
el seq )

a  An employee is nol entiled Lo inspeet records sel forlh in Labor Code section 1198.5(d) as it may,

from time to lime, bé amended. Impact records relating 1o the nvestigalion of a criminal offense
or letlers ol relerence.

b An employee is nol enlitled 1o nspect complaints, or vestigalion of complaints, concerning an
event or lransaclion in which the employee was involved or parlicipated to Ihe extent that he
disclosure of such information would conshitute an unwiarranted invasion ol personal privacy.

Limmployees have the right 1o respond in writing to any evaluation report placed in their personnal file.
Such responses musi be submitted within thirly (30) calendar days of the evalualion inlerview and witl
be included in the personmel file records

F. Destruction of Records - The enmiployee personnel records are considered a permanen! record and all
personnel file documents are relained by the City for the duralion of the employee's pefiod of employment
sl for any subsequent period required by law,

w

a The records of former employees are relained in accordance with the schedule established i
Resolution 90-161.

b, Shredding destroys personnel records (hal have reached the time imil estabiished in Resolution
O0-161 :

SECTION 2 - PAY PLANS AND COMPENSATION

Classification Plan -

Creation of classifications. The Cily Counel, upon recommendation by the: Personnel Officer, shiall
areale a clgssification plan for Cily employees. Fach position shall be allocoted Lo o class entified by
class lile. Posilions shall have the same class title when they conform Lo Ihe same specilication or
when the pusitions’ deseaplions are sufficiently simitar as 1o Qualificalions, educational requirements,
responsibiitics, lavel of supervision, and other characlerislics

Specification of classes A class may include more than one posilion. Each class will have g
specification, which includes: a concise, descriplive title, a brief definition, a descriplion of lhe essential

job duties and responsibiliies, a slalement of spedial requirements, and o stalement of desirable
gualificalions

Reclassification. The Parsonnel Officer is responsible for reviewing the dulies and responsibilities of
posilions and recommending to the City Council the creation of new classes and the abolition of

xisling classes.  The Personnel Oflicer shaill review classificalions and make determinalions in the
followng situations:

a4 Upon the recommendation ol (he Supervisor or upon the: request of an employee, the Pérsonnel
Olficer has the right 1o reallocate a position o a different class whenever its dulies change
inaterially, provided he reclassification can be accomplished within budgel timitations. 1 he
Personnel Officer has the discretion 1o delenmine when the dutics have materially changed which
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warrant a reclassification. To process rewassifications in a timely manner, the following process
will be followed

.. Supervisor or employee submils a reques! of reclassification to e Human Resources
Department

. Within fiteen (15) working days, the Human Resources Department makes an initial
determination whelher the employee's ongoing jub duties and responsibililies warramt @
position reclassilication. Once compleled, he Human Resources Depantment forwards ils
recommendations to the Personnel Olfice

1. Within fifteen (15) working days the Personnel Otficer affirms o modifies the Human
Resource Depariment’s recommendations  As a general guideling, the Personnet Officer
will provide: (he following conclusions to the employee and his or her supervisor: re-assign
work duties so the employee is no longer working oulside of classificalion, appoid employee
o existing dassilication with greater responsibility, or create a new classificalion that more
accurately reflects the employee's ongoing job dulies and responsibililies.

b, When the dulies of a position so change thal no appropriale class for it exisls, the Personnel

Officer mus! prepare an appropriate class specitication for it and submil it lo the Cily Council 1or
approval.

¢ Reclassification of a position may not be used 1o circumvent the rules and reguiations concerning
demotion, promolion or compensalion.

Salary Ranges, Plans and Compensation -

Meet and confer. I'he City will meel and confer regarding changes to salary rates or salary ranges
aflecting exisling employees represenled by a recognized employee organization. After mecting and

conferring, the Personnel Officer wilt prepare the pay plan, which establishes a flat rate or salary range
for each class.

Changes to salary ranges. When \he City Council changes a salary range for a class, all employees'
salaries in the class will be adjusted lo the correspanding slep in the new range.

Transfer to another class. An employee whose posilion is moved from one dass o anclher class
thal has the same salary range does nol receive a change in salary. When an employee is moved
from one class o a class wilh a higher maximum satary, the employee’s salary in the higher class will
be the minimum salary for thal class, unless thal minimum is lower than, or \he same as, the
employee's salary al the lime of the move, In that event, 1he employee will receive the next higher step
within the pay range of the higher class. Employees receiving a promotion will receive al least a 5%
increase in salary unless limited by the salary range maximum.  The new review dale for promoted
employees is the dale of promolion or in six (6) monlhs if the employee in placed at Slep A,

Demotions. When an employee is demoled, {moved from one class to a class with a lower maximum
salary), the Personnel Officer will sel the employee’s salary within the range of the class 1o which the
employee has been demoted In this event, the employee’s anniversary dale will be the same as lhe
efiective date of demolion for purposes of conducting performance reviews and making corresponding

salary adjustments. 1he employee's original hire date will continue lo determine his or her eligibility
for other types of benelils and leave aceruals,

Reclassifications  An employee whose position is reclassified from one class lo a class with a lower
maximum salory relains his/her original anniversary date. A reclassified employce retains he salary
of the higher class il the employee’s salary at the time of reclossification does nol exceed the

maximum safary for positions of Ihe fower class. If het salary does exceed thal maximum, the
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employee will conlinoue Lo receive his/her prasent salary unlil such time as e maxirnun salary for the
class exceeds histher rale of pay.

C. Employee Perlormance Review and/or Evaluation - 1 he perdformance evaluation process s intended o
Improve productivity and fosler communication belweoen supervisors and cinployees -valuations should be
conducled at least apnually in accordance wilh he schedule sel forh for that employee's job classification
and should be based upon position-specific perdormance elements and work standards. e evaluation
must indicale clearly whelher overall performance is superior, salisfactory, o subistxiard The 1eview
process musl provide lor employee leedback and face lo-face commurication. Kesiulls of the performance
review will be ulilized to determine employee's lraining and development needs

I Salary adjustments. Restills of the employee's current perlormance review will be used 1o delenmine
salary adjustments on the employee's anniversary date. Ermployecs wlhiise work pedormance is
satisfaclory will be eligible lor advanceinent to the next higher step (not 1o exceed the maximum) of
the salary range.  Employees who receive a less (han salisfactory raling may nol e eligible for a
salary advanicement on their anniversary dale.

Ry

Employee review and response.  inployee will be provided with o copy of his/her pedormance
evaluation twenty-four (24) bours prior o the evaluation inlerview. Employees have Ihe right to
respond n wiling to the avaluation repost should they so desire. Said responscs should be submitied
Lo the reviewar no tater than thirty (30) days aftes the evaluation interview  Conlents of an cimployee's
peromiance evaluation are nol subject lo the gricvarnce procedure.

3 Copies kept in personnel file. The employee's complete, original, and signed perfonmance
evalualion - including any writlen comments provided by he employee - is filed in he employee's
official personnel file kept in the Human Resource Departiment,

D.  Pay Period - The pay period for all employees is bi-monibly on the 15th and the lasl day of Ihe month.
When the 15" o the last day af the month falls on a weekend or holiday, paychecks will be available the

prior Friday. All paychecks are to be distributed (o the departiments and delivered to tha employee by poon
oithe 15" or the kst day of the month.

1 Time cards. All employees are required to keep a timecard and accurately record all hours worked

a.  Fuli-time employees Regular full-ime employees will be paid for the prior two week period
worked

b.  Parl-time employees, Regular part-time and hourly parl-lime employees must submil their
imecards to the Finance Deparlment on the 5™ and 20" of the monih and will be paid the
following payday for the time submitted.

<. Direct deposit. Any employee wishing lo have their paycheck direclly deposiled may do so by
contacling the Finance Depariment and filling 0w the required documents.
CIHY OF ROMNERT PARK Page 7 of 39
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E. Ovedtime - Overlime hours must be approved in advance by the employec's direcl SUPEIVISOr  Or
Departiment Head  Overlime is 1o be kepl lo @ minimum congislent wilh maintenance of essenlial Cily
services  All non-exempl employees will be paid overlime as required by applicable law and in accordance
wilth amy provisions in applicable memoranda of agreement

F. Compensatory Time Off - Subject lo applicable memorandum(s) of agreement or the oulline of certain
employmenl conditions for non-represented employees, compensalory lime off may be granted in lieu of
overtime pay for overlime work performed by eligible employees. Compensatory lime olf is subject 1o the
acerual cap in lhe relevant memorandum of agreerment.

1

6

Approval of overtime Employees must oblain pre-approval belore working any overtime,  The
Supervisor will authorize such overlime work and will nolify the Personnel Officer upon such

authorization. The Supervisor is responsible for arranging histher deparlment so thal compensatory
thne olf can be taken

CTO for exempt employees. Management employees and any bona fide exempt personnel will
receive adiminisiralive Jeave, as qualified under FLSA, in-lieu of the compensatory time off. - Al exempl
personnel muslt record leaves of four hours or more using the Cily's "Employee Absence Reporl” and
submil it lo the appropriate wnmediate supervisor

City reserves the right to pay overtime in lieu of accruing CTO. Al the discretion of the City,
certain personnel inay be paid for all or a portion of overtime worked in lieu of accruing CTQ The City
can elecl lo pay employees for ovenlime worked il it is delermined thal an employee cannol
reasonably take the CTO without hindering the performance of essential City tunclions.

Pay-oul of accrued CTO. The City retains the righl to pay oul unused GTQ at all limes selecled by
the City. The current memorandum(s) of agreement or oulline of certain conditions of employment wil)

reflect accrual information, time, and manner in which any paymenl for unused compensatory time will
be made

Payment upon separation Upon separation, all employees will be paid a lump sum for ali
outstanding approved and accrued compensalory lime and/or administrative leave

Use of CTO. Employees who wish 1o use C10 must obtain prior avthorization of their Supervisor or
Depariment Head. The City's policy is 1o permit the use ol C1O within a reasonable period afler the
request for use is made. Use of CTO on lhe specilic dales requested by an employee will be
permitled as much as reasonably praclicable laking into accounl the operalional needs of the
department. To facililate scheduling, employees are encouraged lo provide as much advance nolice
as possible of the dates they desire 10 use CTO,

SECTION 3 - BENEFITS

A. Holidays -

1

Scheduled holidays. The Cily Council eslablishes the holidays (o be observed by Ihe: City {or each
calendar year, subject to modification by any applicable MOA. Generally, the Cily observes as
holidays those days proclaimed by lhe President of the Uniled Slales, the Governor of the Stale of
California, and/or the Mayor of the City of Robnert Park to be pubtic holidays  Additionally, the City

usually observes any day declaced by the Governor 1o be a day of mourning or special observance for
Slate emplovees

Weekend holidays.  Generally, when a holiday falls on a Saturday, it shalt be observed on the
preceding Friday. When a holiday falls on a Sunday, it shall be observed on the follawing Monday. I
a holiday falls on an employee's regularly scheduled day off, the applicable memorandum of
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agreement will determine whelthrer the eoployee is paid holiday pay or given compensalory lime off. i
any oulline of conditians of employment or memorandum of agreement conflicls willi Ihis subseclion,
the provision of the condilions of crployment or memorandum of asgrecmaent will prevend.

S Holiday pay. Regulas ull-lime and reqular part-time uiptoyees are entitled (o tecan e ol with
pay al their regular rate: of pay for e holiday.  Requtar part-lime employees receive eilther 50% or
/9% ol the holiday pay as deletmined by the number ol hours per week (he cimployce s normally
scheduled 1o work  An employee wha tesigns may not seleci o holiday ais the employee's Ins) tay of
cnployment.

4. Required work on holiday. An cmployee whose job performance is essemial 10 raintain public
services may be required to work on a holiday. In such cases, the appheable MOA will speeily the pay
and/or benelits received for the work perfonmed on holidays,

B. Vacation -

b Vacation poliey. All regular (ull-ime and reguky pari-time employees are enlitied to vacalion ttme off
work with pay. Fligible regular parl-time employees acarue vacalion al the tate ol 50% o 75% of the
allotment established for full-time employees as detenmmed by the number of hours the part-time
cmployee 1s regulinly scheduled lo work. ligible employees will accrue vacation from the dite of-hire
hut may not lake accrued vacation until the complelion of six (6) months of conlinuons sesvice
However, upon completion of six months of sevice, hiefshe will be cligible (o fequest o scheduled

vacalion. 1his vacalion policy is subject to modificalion through an applicable MOA for tepresented
employees.

2. Vacation accrual.  Vacation accrues for regular full-time employees according o the following
schedules established in the applicable MOA’s or Oulline of Benelits for the Management and
sonfidential Units,

3. Use of vacation. An employea's scheduled vacation nust bie approved by his/hor supervisar, | he
smallest amount of vacation time that may be used is Y% hour (15 minutes)  An individual may have
vnused annual vacation teave carried over lo the following calendar year I maximom acerual 15
reached, further vacation acerual will stop. When the employee uses paid vacation lime and brnges
the available amount below the cap, vacalion aceroal will resume at the reguliar monthly acerual T he
City may make an exception 1o the vacation accrual cap in extraordinary circomstances where, due to
Ihe requirements of Cily service, an employee is required 1o forego a vacetion dunng e particulis
catendar year. In such cases, the affected employee may apply o the Personnel Officer 1o NCIease
his or her vacation cap by the number of days the employee was nol peraitted 1o ke i vacation
days. The Personnel Officer may, in his or her sole discretion, grant such equests rom time 1o linme

4. Vacation at termination. Upon terminalion, an employee shall receive 1 luinp sum payment for the
halance of accrued vacation hours. Payment for unused vacition shall be made ol he mile of pay in
etfect lor such employees at the time of termination When ternmination is caused by the dealh ol (he
employee, pay lor unused vacation shall be paid 1o the same beneficiory the employee has
designated for Life Insurance benefils. Beneficiary designation otherwise, shall be in wriling, signed
by Ihe employee and filed wilh the Finance Department, Payroll Office. Vacation accruals are nol paid
to erployees who are employed by the City less than six months.

ot

Holidays falling during vacation. When o day designated and observed by the City as a holiday
ocowrs on @ day on which an cmployee is laking vacation, such employee shall not be charged as
using vacation for that day.  The employee's compensalion for that day shall be holiday pay and
hefshe shall not he paid or charged lor vacation. 1'his holiday policy is subject to modification Ilretigh
an applicable MOA for represented employeaes,
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lliness during vacation. If an employee becomes il or is injured while on vacation, the time off will
still be counted as vacalion time and not sick lime

Vacation accrual during leave of absence, Employees who are off work on a paid leave shall
continue lo accrue vacation during the leave period Employees who are off work on an unpaid leave
shall no longer accrue vacation after ninely {90) calendar days.

C. Sick Leave -

1. Eligibitity  Regular full-time and regular part-ime employees are eligible for sick leave in accordance
with the applicable MOAs.  Unrepresented, confidential, and management employees' eligibility for
sick leave is specilied in \he appheable City resolution oullining their conditions of employment,
benefils and salary adusimenls

2. Accrual Sick leave shall be accrued in accordance wilh the applicable MOA’s or Oulline of Benefits
for the Management and Canlidential Units.

3. Use of sick Jeave.

a. Toqualily for sick leave, Ihe emnployee must report hisfher ilness or injury 1o histher supervisor at
the beginning of any sick leave period and daily therealter unloss olherwise arranged. The
SUPRIVISON Inay require a written statement rom the employee’s heallh ¢are provider verilying
that the employee is or was ncapacitaled and unable 1o perform his/her dutics. Any absence of
live (5) days or more lor sick leave will require a cerlification from o health care provider

b Sick leave may be taken for an employee's personal, non-industrial illness or injury. Additionally,
the employee may use up to one-half his/her yearly paid sick leave accrual (based on calendar
year) to altend to an illness of a child, paren, spouse, or domeslic partner of the employee or the
child of the employee's domestic pariner.

€. An employce may use sick leave for medical examinations and appointiments provided, however,
hal such leave lime may be limited 1o lour (4} hours in any one working day al lhe employee's
supervisor's discretion.

d  An employee requesting o use paid sick leave must specily whelher the use is for personal
llness or 1o care for a family member. |n the event thal an employee exhausts his/her paid sick
leave, helshe may be enlilled 1o additional unpaid leave under the Family and Medical Leave
Policy.

e. Any employee who is absent from work on sick leave shall not engage in work or other aclivilies
al any ime that would be in conflicl with the nabilily lo reporl for work and 1o perform the duties
assigned. Il an emnployee violales this policy, appropriate disciplinary action will be taken,

4. Sick teave accrual during leave of absence Employees who are off work on a paid leave shall
continue lo accrue sick leave during the leave period. Employees who are off work on an unpaid
leave shall no longer acerue sick leave afler ninely (90} calendar days,

5. Accumulation. Accrued sick teave may be accumulated to the limits desciibed in the applicable
Menoiandum of Agrecment.

6. Sick leave and Workers® Compensation disability payments. An employee receiving lemporary
disability payrments under 1he Workaers' Compensation Laws, may use accumulated sick leave in oider
o conlinue o maintain his/her regular income. Under such circumslances, the employce shalt be pald
{oul of his or her sick leave balance) he difference between hisfher full salary in proportion 1o he
amount of his/her full salary paid by the City during such period of disability.
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D.

Bereavement Leave -

1.

e case of death wilhin the immediate family of an employee, the enmployee shall be entiled 1o
three (3) days of puid leave  An additional lwo (?) days of sick or vacalion leave mnay be laken upon
approval of the employee's supervisor if 1he cnployee must lravel owt of the arean (ol least 250 miles
one: way),

hmmediate family in this case means spouse, domestic padner, father, father-indlaw, mother,
mother-indaw, brother, brother-in-law, sister, sisler i law, child (incivding stepehildren), slepparents,
aunts, uncles, grandparents, grandparent-in-law, grandchildren and relationships in loco-parentis and
close personal relationships, with the approval af Ihe City Manager or bisfhor desighee.

the employee's supervisor may require proofl of death of the person(s) for whom the employee is
laking bereavemenl leave.

Militany L eave -

2

Eligibility. The City grants military teave to all employecs lor service in (he uniformed services in
accordance with federal and stale law

Nolice. The employee must nolity histher supervisor of upcoming military daly ot soon as helshe
becomes aware of histher obligation and provide a copy of histher military orders. i

Compensation. | mployees on temporary nnlitary leave will be paid her notmal salary for the first
thirty (3Q) colendar days white engaged n the pedonmance of ordered militry duty. Pay for such
purpases shall nol exceed 30 days in cach liscal yeor N he employes's millary leave excoeds thirly
days, the City will continue (o pay the diference between the employee's normal salary and the tolsl of
hisfher mibtary compensation il the employee 15 called o aclive duly as a resull of o declaration of
einergency, war, or as necessary  for homeland securily as declyed by the President of the United
States, Secretary of Defense, Secrelory of Homeland Security or the Governor ol California. In such
cases, the employee shall submil his/her militaey eaming statement o the Finance Department,
Payrall Oflice: 1o assist in calcutiting the employee's silory  In no eventl will the cmployee he
compensated in excess of is/her normal Cily salary. Al other military leve s unpaid axcept where
necessary o mantoin exempl slatos under the Fair Labor Standards Act Employees may elect 1o
use any other accrued paid leave time (e.g vacation) during unpaid military leave

Einployees will receive any meril andior geneial salary increases for which they become eligible
during military leave,

Benefits.

a  Health insurance. All health insurance benclils will remain in place while he employee is in a
paid military leave status as indicated in Seclion 3above. For employees in o non pay status, all
heallh insurance benefils will conlinue for a periad of 12 workweeks on the same lenms and
condilions as if the employee were not on a leave of absence. The 12 workwoeks would be
calculated based on the beginning of non-pay stalus. Therealler, Ihe employee has the oplion lo
conlinue his/her heallh plan benefits, at the employed's expense, for up to eighleen months

For employees both in a paid and unpaid sialus, the benefils shall be provided in accordance wilth
the Cily's applicable agreements, outlines, rules, policies and procedures and all stale and
federal laws. Such benefils may be subject 1o individual plan provisions

b.  Pension plan benefils During any period of paid leave, the City will pay the employer and
enmployee conlributions lo CalPERS, Additionally, employees relurning from military leave are
entitled to pension benefils thal accrued during military service and to any CalPERS conlributions
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ihat would have been made il the employee hadd nal been absent due to military leave  Military
leave s not considered a break in service for purposes of pension benefits.

¢ Vacation benefils  Vacation benefils continue lo accrue during paid military leave. Ermployees
relurnimg from military leave are entilled lo begin accruing vacalion al the rate the ermployee
would have attained il the employee had nol taken military leave.

d.  Semiority Employees returning from mililary leave are entilled 1o the seniority and olher rights
and benefils determined by seniority [hat they would have attained with reasonable cerlainty had
the employee nol taken a military leave.

5. Reinstatement. Employces will be reinstaled in accordance wilh all applicable laws  Upon

cornpletion of military leave, the employee is required to furmish the Muman Resources Department a
copy of his/her military separation document.  Reinstalement will nol be denied or delayed il the
forrnation does nol yel exist or is nol readily available, however, the employee is required to provide
he information as soon as il is available. Reinstaternent will be denied only when legally permissible,

Federal law provides lor the {ollowing reinstatement period:

a  For miilary leave of less lhan 31 doys, the employee must reporl for reemployment al the
begnning of the first requlatly scheduled workday that would fall eigh! hours afler he or she
returns home, unless reporting within such lime frame is impossible and then the employee must
reporl as soon as possible

L. For military leave of more Whan 30 days but less than 181 days, the employee must report for
reemployment within 14 colendar days following completion of service, unless reporting within
such lime frame is impossible and then the employee must report as soon as possible.

¢ For mililary leave grealer than 181 days, the employee mus! apply for reemployment within 90
days of comptetion of the service.

F. Family And Medical Leave -

1. Eligibility Family and cdical leave ("FML") shall be granted in accordance with the provisions of

state and federal law Al employees who meel the eligibility criteria stated in this policy are entitled to
take an unpaid FML

To qualify for FML, an employee must have been employed by the Cily for a period of lwelve months
and have worked lor al least 1250 hours during the 12-month period immedialely preceding the leave.
FML may be granted for the following reasons: (1) the birth of a child o an employee or placement of
a child with an employee in connection with the adoplion or foster care; (2) 1o care for a child, parent,
spouse or domeslic partner who has a serious health condition; or (3) for the employee's own serious
health condition that makes ihe employee either unable lo work at all or unable to perform one or more
of lhe essential functions of the position assigned.

2. Amount of FML. Cligible employees are entitled 1o FML totaling twelve (12) weeks within a 12-month
period. The 12-month period within which the leave must be taken begins on lhe date the employee's
leave begins and concludes 12 months after that dale. This leave shall be concurrent with any
disability leave associated with pregnancy, childbirth, or related pregnancy condilions as provided in
the City's Pregnancy Disability Leave (PDL) Policy.

3. Intermillent leave  When medically necessary (as cerlified by a heallh care provider), leave may be
laken on an intermitlent or raduced leave schedule, “Inlermitlent leave” is leave taken in separale
blocks of lime due (0 a single event, rather than for one conlinuous peried of lime, and may include
periods of not less than 14 of i howr and up lo several weeks. The City may require un employee
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a.

Qo

who 1s on a reduced work schedule or intermiittent loave to lemporanly fransfer 1o an allernative
position, with the same pay and benelits, il Ihe altenmative position beller accommodates the required
work schedule thart the employee’s usual Posilion.

Notice of leave  An employee musl provide at least thirly (30) days advance written natice ol the
need for FML whenever possible. i thiny (30} days nolice is nol possible, the empluyee must give
notice as soon as possible. If the employee fails o give Ihirly (30) days advance nolice for
foreseeable events withoul any reasonable excuse for the defay, the Cily reserves Ihe right to
posipone the leave until at least thirly (30) days after the writlen notice was received.

Staleinent of health care provider  When the leave is for a serious health condition, a healily care
provider st provide wiitlen cerlificalion to support he request fos leave  The statement for an
employee's sedous heallh condilion shall specily Ihe conmencement date of the event which prevents
the employee from pertorming the lunclions of hisfhor position, the anticipated duration of the leave,
and a statement thal the employee is unable Lo pertonm the esseolial lunclions ol tis or her posilion
The statemen for the empleyee o allend lo a family member shall slale e date of commencement of
the serious health condition; he probable duralion of the condilion; an eslimate of the amount of time
thal Ihe health care provider believes the employee needs 10 lake in order 1o care for the family
mermber, and that the serious health condition warrants [he participation of the employee

If the FML request is for the employee's own serious henlth condition, he City may require, al ils
expense, o second opinjon from a health care provider designated by the City. The health care
provider designated by he City will not be one who s employed on a reqular hasis by the City. If the
second opmion differs from the first opinion, the Cily may require, al tts expense, thal e einployee
obtain i third opinion by a health care provider appraved jointly by the City and the employee, The
third ognion shiall be considered final and hining on the City and e employece,

A new stalement from a health care provider may be required if the employee requests an exlension
to [he leave requested in the original stalement.

The City does not require the cerlificalion disclose the underlying diagnosis without consent from the
employee.

Pay during leave. FML is unpaid except lo the exlenl the employee elects to subslilute acerued paid
leave lime. An employee may use accrued siek leave when the ML s for the employee's or the
employee's famity member's serious health condition. Asn employee may substilule accrued vacation
lcave, compensalory time oll andfor paid adminisirative leave for any FML  The substitulion of paid
leave lime does nol extend the 12-week maximom leave time.

Insurance benefit premiums during FML. An employee is cligible for the same insurance benefits
and premivm payments for each benciil during EML a5 if the employee were not on leave, for a
maximinn of lwelve (12) weeks, An employee on unpaid leave beyvond the twelve (12) weeks is no
longer considered ot FML and; therefore, if Ihe employee wishes 1o conlinue health insurance
coverage he or she may do so al his or her expense, at the City's group rates. The employee must
arrange for payment of his/her premiom conlribulion, in advance. A lapse in insuronce coverage will
occur if a premium paymenl is more than 30 days late.

Other benefits during FML. During any portion of FML lor which an employee subslitules other paid
leave: benefits, the employee will conlinue 1o acerue paid leave benelits (i.e., sick leave, vacation
leave), seniorily, and olher benefits 1o (he same extent thal the ernployee would acerue those benefits

if not on FML. Erployees on FMI are nol eligible for holiday pay (c.g. paid for holidays worked) for
holidays that {all duing I'ML

Reinstatement. Excepl as provided in Section 21.3.7, an employee who lakes FML shall be eligible
for reinstatement to the employee's former posilion at the former rale of pay. However, if the position
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15 not available due (o business necessily, Ihe City may instead offer the employee a job thal is

compatable in lerms of pay and dulies  An employce relains the same right to employment as il not
on Ml

If an employee fails 1o report 1o work promplly al ihe end of FML, the employee will be assumed Lo
have abandoned histher employment unless additional leave has been approved

Reinslalement far key employees  If reinslalement of a key employee causes o subslanlial and
grievous economic hardship lo the City, the City may deny reinslalement of the key employec o the
position held at the ime FML was requested. A key employee is defined as an employee who is paid

on a salary basis and is among the highest paid 10 percent (10%) of all Cily employees as delermined
al the time of the request for leave,

Stalement regarding return to work If Ihe employee takes FML leave lor his or her own serious

health condition, the Cily requires a statemenl by \he employee's health care provider thal the
employee is fil to return to his/her job.

Other work. The Cily shall take appropriate disciplinary aclion if it determines thal an employee has
engaged in other work during a FML that is inconsistent with the employee's use of FML

Definition of health care provider. A health care provider as used herein means a person holding
eilher a physician’s and surgeon's cerlificale under applicable California law or an osteopathic
physician's and surgeon's cerlilicate under applicable Calilornia law or any other individual duly
licensed as a physician, surgeon, or osteopalhic physician or surgeon in another slate or jurisdiction
who direclly treats or supervises the realment of serious health conditions or any other person who
meels the definition of others "capable of providing heallh care services” as sel forth in the federal
I-amily and Medical Leave Act and its implemeniing regulations.

G. Preqnancy Disability Leave -

1

(é2}

Eligibility. Any employee who is disabled from working due lo pregnancy, childbirh or relaled
medical condilions s eligible for Preginancy Disabilily Leave (PDL).

Amount of PDL. PDI. will be allowed for the period of disability bul not ta exceed Jour {4) months (88
working days for full-ime employees and pro-rata for pail-lime employees). PDL may be taken on an
intermittent or reduced hour basis when determined medically advisable by the employce’s heallh care
provider, e.g, for mormning sickness, prenatal doclor's appointments. The smallesi increment of lime
thal can be used for such leave is 1/4 of an hour. The City may require an employee who is on a
reduced schedule or inlermillent leave o {cmporarily lransfer to an alternative posilion if he
alternalive posilion better accommodales the required work schedie.

Notice of PDL. Whenever possible, an employee musl provide al least thirty {(30) days advance

wrillen notice of the need for PDL. If thirty (30) days nolice is nol possible, notice must be provided as
soon as possible.

Transfer privileges. Employees who are pregnant or have a pregnancy-related medical condition
may requesl a transfer 1o a less sirenuous or hazardous position or to less strenuous or hazardous
dulies, il such a transfer is medically advisable and can be reasonably accommodaled. Where

iransfers are made based on the employee’s heallh needs, the employee will receive the pay specified
for the alternate position and/or dities

Statement by health care provider. An employee requesting PDL shall provide the Human
Resources Department with certification from her heallth care provider slating the anlicipaled delivery
date and estimated dales and duration of he disability )f there is a change in diagnosis, and the dates
are either acceleraled or delayed, notificalion from the health care provider is required.
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11.

12.

A heallh care provider's stalement must be subrmitled verilying the nued for pregnancy disability leave
or for transier, slafing the Tollowing:

a Ihe date on which (he employce became disabled due to pregnancy, chitldbinth or related medicad
condition ar the dale on which the need for o ransler became medically advisahle;

b The prabable duralion of the period or periods of disability or (he need for transfer: and

¢ Aslalement thal, due lo the disability, the employee is unable to parform one o more of the
essenttal functions of her position without undue risk 1o herself and, the successiul completion of
her pregnancy, or that Iransfer is medically advisable.

A new stalenient inay be required il the employee requests an extension of lime beyond that
specilicd in the oniginal statement,

Any changes in the informalion contained in the heallh care provider's statement must be
promplly reported by lhe employee 1o the Human Resources Depaitimen|

Use of accrued Jeave while on pregnancy disability leave. An employee nay use any combination
ol acerued paid leave during the duration of PDL. The substilution of poid leave does not externs the
maximum lenglh of a 1PDL,

Insurance benefit premiums during PDL. An employee will receive the same nsurance benefits
and premium payments during PDL as if the employee were 1ol on leave, for a maximum of welve
(12) workweeks. A emnployee on unpaid PDL beyond ihis period may conlinue heallh insurance or
other benefil coverage al own her expense, al lhe Cily's group rales. The emplayee must arrange for
payment of the premivm contribution in advance. A lapse in insurance coverage will oceur if a
presmium payment is more than 30 days late.

Other benelits during PDL. During any potlion of PDL for which an employee substitules olher paid
leave: benefils, the employee will continue to accrue paid leave benalits (e, sick leave, vacalion
leave), senionty, and olher benelits o the same extent that the employee would accrue those benefits
il not on PDL. Employees on PDL are not eligible for holiday pay (i.c. a1y for holidays waorked) tor
holidays that Eal durmg e 12D

Reinstatement. An employee who takes PDL shall be eligible for reinglalement to her former position
at her fonner 1ate of pay. However, if the same position is no longer available due 1o business
necessily, the City may instead offer a job that is comparable in terms of pay and dulies.

Il an employee fails lo repait lo work promplly at the end of PDL, the employee will be assumed to
have abandoned her employment unless addilional leave hos been approved

Statement regarding return 16 work., The City raquires an employee retuming from PDL Lo provide
a statement from a health care provider What centifies the employee’s fitness for duty.

Other work. The City shall lake appropriate disciplinary action if it delermines that an employec has
engaged in olher work during a PDL that is inconsistent with the employee’s use of PDL

Definition of health care provider. A heallh care provider as used berein meons a person holding
either a physician's and surgeon's certificate under applicable Califorma law or an osleopathic
physicion’s and surgeon's cerlificate under applicable Californi law or any olher mdividual duly
licensed as a physician, surgeon, or osleopalhic physician or surgeon in another state or Junsdiction
who dircelly treals or supervises the Ireatment of senous health condiions or any ollier person who
meets the definition of olhers “capable of providing health care services” as sel forly in the federa)
Family and Medical Leave Act and ils implementing regulations
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1 Eligibility. Al Cily employees are covered by Workers' Compensation insurance. Al regular
employees are eligible for induslrial sick leave as provided in the current applicable memorandum(s)
of agreernenl,

2. Reporting accidents and injuries. An employee who is injured or becomes il in the course of
employment musl immediately report the incident to the employee’s supervisor. The supervisor musl
provide an Employee's Claim for Warkers' Compensation Benefils form 1o the injuredhll employee for
complelion as soon as possible. Wilhin 24 howrs of receipt from the employee, the supervisor must
submil the completed supervisor's report of injury 1o the Human Resources Depallmend  An employee
wha fails o proinptly repont a work-incurred injury or iliness 1o his or her supervisor may be subject to
discipline, up o and including termination.

4. Temporary disability benefits  An employee eligible for temporary disabilily paymenis under the
Workess' Compensation Law will receive the amount as provided by that law

4. Salary continuation integration with accrued leave  Emnployees receiving temporary disability
payrments under the Workers' Compensation Law may elect to use accrued paid leave benefils al the
same lime they are receiving temporary disability, bul only up 1o an amount which, when combined
with lemporary disability payments, does not exceed one hundred (100%) percent of ihe crployee's

normal salary. Accrued leave hours shall be charged to the extent ol wages paid by the Cily 1o the
employee.

5. Termination after work-related injury or illness. Unless olherwise prohibiled by law, an employee
may be terminaled alter the Wreating physician's finding that the employee's condilion is "permanent

and stationary” and thal the disability precludes the employee from daing the essential funclions of the
job.

6. Anniversary date. A regular employee who is absent from work as the result of a work-incurred injury
or illness shall retain his/her anniversary dale. An employee who has not completed the probationary
period is ineligible for certificalion 1o regular stalus during leave for a work-related injury or Miness and

the date for completion of the probationary period will be exlended lo reflect the amount of lime absent
on such leave.

I, Withess Duty -

An employee who is required lo appear as a witness or lo olherwise participale on behall of the City in any
judicial or administralive proceeding shall ieceive pay as Ihough al work for time spent in the proceeding.
The emnployee must remit any witness fees received Lo the Finance Departmen, Payroll Otfice.

An employee subpoenaed la appear in a proceeding in which the Cily is not a panty shall be granied leave
wilhoul pay during lhe lime required for thal appearance, excepl where necessary o maintain the
employee's exempt status under the Fair Labor Slandards Acl. The employee may use accrued vacation,
administralive leave or compensatory time for this purpose.

J. Jury Duty -

All regular and probalionary employees called 1o jury duty will be granted a paid leave. A copy ol the jury
summons must be given to the Human Resources Department. The ernployee shall receive full pay for the
time served on jury duly, provided the employee remils to the City all fees as soon as received by the

employee lor such dulies. Compensation for mileage or subsislence allowances shall nof be considered as
afee and shall be retained by the employee,
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All other employaes will be granted leave wilhaul pay excepl where necessary lo maintain the employee's
exempt status under he T air Labor Standards Act

It an employee s requined 1y renart 1o jury duly within 2 hours of the scheduled start of the workday, the
employee is not requited 1o report Lo work ol the stort of the workday, bul shall report di eClly 1o jury duty. If
an employec is released from jury duty willy more than one- il of his/her woilkday remaining, the
employee is required 1o repon 1o work 1o complete the regularly schaduled workelay.

K. Unpaid Administrative Leave -

1. Eligibility. Upon wiillen request of an employee, \he Personnel Officer may approve in wiiting an
unpaid leave of absence withoul pay lor a period nol 1o exceed six (6) months.

2. Reason for leave, Unpatd Adminisiralive Leave will be granted for the following purposes

a  School visit leave An employee who is a parent, grandparent, or duly appointed guardizmn willy
cuslody ol a child m o heensed day core lacility or in kindergarten through 12" qrade will be
granted up 1o 40 howrs moa 12-monih perod (nol o exceed 8 hours in one monih) 1o visit the
school site, 1l reasonable prior notice is aiven lo the Personnel Officer, Additionally, a parent,
grandparent, or quardian of » child may lake tlime off o appear at a school in connection with the
stpension of o child  The employee may use accrued leave for school visits. Il acerued leave is
exhausted, the Personnel Offices may allow the employee o work an allernative schedule 1o
accominodile the leave o provide leave without pay

Wiillen proof of the dute and time of the visit signed by an appropriate school offlicial may he
required to be provided 1o the Porsonnel Officer on return to the job.

b.  Voling leave Any employee, if he or she does not lave sullicient time oulside of working howrs
o vole, may request up o two (2) hours of acerued paid leave either at Ihe beginning or end of
scheduled working hours o enable the employee lo vote. Il the employee has no accrued paid
leave, titme ofl shall b gronted withoul pay except where necessary 1o maintain exemplions
under apphicable skale and federal wage and hour laws

¢ Domestic viclence leave Ap ermployee who is the vietim of domestic violence may Lake unpaid
lesve or use any available paid fime ofl benelils to ensure his/her health, safety or wellare, of that
ol his/her child, by ubtaining a lemporary restiaining order, o restraining order, or other cournl
assistance. Additionally, i employee may lake leave 1o sook medical or psychological
trealment, 1o oblnin necessary socnl services, andior o parlicipate in safety planning or take
other achons 1o ncrease silely. The employee must pravide reasonable nolice of the need for
such leave and shialt provide evidence satistactory lo the Personnel Officer of participation in one
or more of the activities specified in the preceding senlence. The amount of leave provided shall
be in accordance wilh Labor Code section 230.1.

d.  Crime victim assistance leave. An employee who is the viclim of a crime, the immediate [amily
member of a viclim, a registered domeslic partner of a viclim, or the child of a registered domeslic
partner ot a viclim may lake an unpaid leave or any avaitable paid lime off benefits 1o attend
Judicial proceedings relaled 1o thal crime

e¢.  Emergency duty and training leave. Volunteer firefighters and other emergency personnel may
take an unpaid leave or use acerued leave to perform emergency duly Volunleer firefighlers
may take up to 14 days leave per calendar year 10 engage in Wraiming.  The employee must
provide reasonable notice 1o the Personnel Officer of Ihe need for such leave and shall provide lo
the Mersonnel Officer salisfactory evidence of pathicipation n the cmerqgency duty o traiting
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| Miscellancous leave. o addilion 1o the leaves described above, the Personnel Officer may
approve olher requests for unpaid leave al his/her discrelion.

L. Heaith Insurapce Benefits -

Benefits  The City provides group medical, denlal, and vision insurance o eligible employees and
their dependenls and domeslic parlners {effeclive Janvary 1, 2005) as delailed in the applicable
MOAs and Cily Councit resolutions oullining conditions of employment and benefits. The Personnel
Otficer shall mainlain records of he lerms and conditions of the heallh insurance and other benefil
conlracls, benell levels, and adminislration procedures. More detailed information regarding these
benelils is sel forth in the official plan documents and insurance policies that govern the plans. If there
is any actual or apparent conllict between the brief summaries contained in his policy and the lerms or
limitations of official plan documents, the provisions of the official plan documents will prevail.
Employees who wish 1o inspect those documents may make an appointment with the Personnel
Officer for that purpose.  Due 1o changes in MOAs, terms, condilions, benefil levels and
administration requirements may be adjusted from lime 1o time. '

Commencement of benefits. The benefils described in this section shall begin the first of the monlh
tollowing the first day of employment or on Ihe dale-of-hire i il occurs on the first of the month.

Health insurance waived by certain employees  The City provides eligible employees alternative
medical benelils when the employee has coverage from another source and the employee waives
benelits under the City's plan, These allernative benelits are described in Resoiution No. 96-203.

C.0.B.R.A. The Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) requires the Cily
(o oifer employees and their eligible dependents an opporiunity lor a temporary extension of healith
coverage upon separalion of employment or joss of dependency slatus. The specific provisions and
restriclions of the Act are available from the Human Resources Department.

M. Miscellancous Employee Benelits

¥

Disability wage plan  he Cily provides a disability wage plan o segular full time and part-time
employees.  Benefils and conditions of the plan are more specifically described wilhin the Cily's
Disability Wage Plan docurnent avaitable upon request from the Human Resources Department.

Long-term disability insurance  Cily provides long-term disabilily insurance o regular full-lime and
regular part-time employees. The purpose of LTD insurance is to provide eligible employees with a
percentage of normal income when an injury or illness occwrs on or off the job. The Cily provides two
different LTD plans. The terms of lhe specilic ptan can be found in the applicable MOA or applicable
resolution oullining conditions of work and benefits.  The terms and conditions of this benefit may be
modified from time to time in the event that the Cily changes carriers

When an employce is.receiving benefils from other sources, the lolal amount of compensation
received by the employee, including LTD benefils, shall not exceed one hundred percent (100%) of
the employee’s normal monthly income.

Catastrophic leave program. The cataslrophic leave program provides additional paid leave time to
eligible employees suffering from financial hardship and who olherwise meel the criteria of the
program. Please refer lo Resolulion 01-270 for the details of this program.

Employee Assistance Program (EAP). The City provides, at no cost lo all regular full-lirne and all
reqular, 12-month part-time employees, legal dependents, and domeslic partners (per AB 205
elleclive January 1, 2009) an employee assistance program.  The program provides access (o
professional counselors and therapists to assist employees in resolving stress resulting lrom personal
issues, substance abuse, grief or work-related issues.  Any inforrmation provided o a counselor or
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therapist is confidential - No informiation is provided o the City regarding an cligible member's use of
the EAP. To make an appoinlment with a counselar call Cigna Behavioral Health a (688) 371-1125,
For aore infoanation, contact the |Hurman Resources Department,

5 Health Care Tax-Iree dolar account program. 1his program allows permanc i jull-ime or port-tine
employees 1o sel aside a inaximurm of 53,000 per calendar year of belore lax wages for medical
premiums, co-payments, or oul of pockel medical coslts, as autharized by the Inlernal Revenue
Services and the Califormia Franchise Tax Board. A reqular employce becornes ehgible on date of
hire. Employee participation in this program is coordinated through the Finance Department. 1he lax
deferral hmits are subject 1o change due o changes in federal andfor state law,

6 Dependent Care Assistance program. This program allows chigible ol tine o patl-hme cmployees
lo sel aside a maximuom of $5,000 per calendar year belore tax wages for child cine CXPENSes a5
sulborized by the Intemal Revenue Services and the California Francinse Tax Board. A riegulig
employee becomes eligible on dale ol hire, Employee parlicipation m his progran s coordinated
through the Finance Departient. The (ax defenal limits are subject 10 change due o changes in
federal andfor slale Jaw.

7. Deferred income program  he City parlicipales m o deferred income program now being
admimstered by NMational Delerred and 1CMA. This progiam allows eligible full-time ur parl-time
ciployees lo set aside a maxanum of $13.000 per calendin year ($14,000 in 2005, $15,000 in 2006)
ol belore 1ax wages for postrelirement mcome as authorized by the Inlermal Revenue Services nnd
the: California Franchise Tax Board, A requiar employee becomes eligible on date- of-hire. Employee
participstion my s program is coordinated through the Finance Department. The 1ox deterral limils
are subject 1o change due to inges in federal andfor stole law,

8. Hepatitis B program  Gelow is un explanation of the City's Hepatiiis B Program
Employces who may have o perform first aid as a regular job duty or are in positions which might
expose them lo bodily fluids need o be offered the Hepatitis B Immunization Program per the Cily's
Blood-borne Pathogens Program.

These job classifications are:
Fublic Safely Officer
P.S. 5q1.
125 LE
1’ S Division Comimander
Director of Public Safely
Communily Services Officer
Lvidence Technician
Property Specialis
Vol Auxiliary Firefighter
Reserve Officer
Seasonal Maintenance Assislanl
Maintenance Helper
Maintenance Worker |
Maintenance Worker It
Public Works Services Supervisor
Recreation Supervisor
AL he: time of the pre employment physical, the candidate has a biood test thal lets he Cily kiow if
they have the Hepatitis 3 antibody. At the employment orienlalion, Hluman Resources Department
provides the new employee (il hey are in one of the jobs classes listed above) information o whal
Hepatiis IV is and o chaek ofl fonm, which indicates whether or ot they wish the 3-shotl inmunization
program. Jluman Resources (HR) logs in he employee’s response in ils safely records
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Employees who wish Ihe 3-shot Hep. B series go get their shots, inform HR when they received each
shaot, and turn in their receipt for reimbursement Employces with Kaiser insurance can gel them iree
of charge through Kaiser as prevenlalive care and necessary due lo heir job class  Employees with
Biue Cross insurance are inslrucled to gel their shols al the County Health Dept. and submil their
receipt lor reimbursement. N is important (hal he ermployees not miss an appl for a shol as they
might have to repeat the series  There are specific limeframes for each shot

W an exposure incidenl occurs al work, under workers' compensation, the City has the employee
lesled and if necessary they are given a Hep B boosler shot for additional prolection,

SECTION 4 - IN-HOUSE RECRUITMENT

A Transler - I an erployee is qualified, the Personnel Officer may approve the transler of an employee from

one position in the Cily o anolher position in the same class or to anolher posilion in a ditferent class wilh
the same maximum salary.

1

Types of transfers.

a. Volumary request for lransfer inittaled by depariment supervisor and/or employee.

b Involuntary ransier initiated by the Personnel Officer lo beller serve the needs of the City
c.  Transiers for disciplinary reasons are subject (o the provisions of Seclion 8

d. The Personnel Officer may transfer an employee to a class wilh a lower maximum salary with the

consenl of the employee, provided the employee possesses the desirable qualificalions for the
position to which hefshe reassigned.

Process for transfers. Transfer process and approval is made as foltows:

a Al least lwo weeks prior 1o the lransfer, a nolice will be sent 1o the aflecied employee(s) and

bargaining unil(s) stating the nalwre of the ransfer and an explanation as to why the transfer is
nec:ress,;ssry.

b The cmployee has a right to respond in wriling within five (5) workdays from date of nolice.

¢, The employee has a right, Ihrough their bargaining unil, to file a grievance within the time limits
establishied in the grievance procedure

B. Promotion -

1.

Qualifications. A person may be moved o a class wilh a highes maximum salary only if he/she has
the desirable qualifications for the higher class. These desirable qualificalions are ascertained on the
basis of information obtained from application forms, tests, examinations, interviews, past performance
reviews or cvaluations, andfor inpul from an employee's supervisor.

Internallexternal recruitment. In lilling vacancies for posiiions above entry-level, consideration will
first be given lo exisling Cily employees. However, the Personnel Oflicer may recruit from outside:-
when the Personnel Officer delermines (hal appropriately qualified Cily employees are nol available 1o
W the vacancy. The Cily reserves the right lo conducl an open recruilment process 1o fill a vacancy in

a higher-level position or 1o fill Ihe vacancy by advancement of a qualified empioyee hal currently
ocCupies a lower-level position.
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C.  Trainee Program - in on effont 1o provide upward maobility oppartunities for current City employees and to
provide employment opporlunilies (o lhe general public, the Persormel Officer can add the word “Trainee”

1o any classilicatian, within the linancial ability of the City, excepl those represented by a bargaining unit,

employed by the City and 1o recruil and select individuals 1o fill posinons s deemcd appropriate,

1. The Iraining program provides an opportunity {or & current employee Lo gan additional skills by:

a.  addilional experience in o different classification,

b, addnional schooling;

c.  completion of an appropriale examination;

d.  oblaining a Stale cenificate or license in o specific classification

2. Recruitmenl lor these positions may be promolional or open as deemed appropriate by the Personnel
Officer and the Initial satary would be up 10 thirty percent (30%) below the beginning of the eslablished
salary range.

3. Transition lrom lrainee classification may occur as ewrly as six (6) months bul no fater than Iwo (2)
years from the dale of appointment, Minimum qualifications for the position musl be atained prior o
transilion. Transition may occur vpon recommendalion of |he Supervisor and approval of \he
Personnel Officer

D.  Apprenticeship Program - The Cily may eslablish an apprenticeship prograim in partnership with a local
school district, Sonoma Stale University, Sanla Rosa Junior College, or an accredited tratde school. This
program would be conducled in cooperation with (he applicable bargaining units.

E. Probationary Period. The probalionary periods set forlh in Seclion 5 also apply 1o all placements
resulling from he in-house recruitment process, »

SECTION 5 - RECRUITMENT PROCESS

A, Announcement of Vacancies - Nolices of employment opportunities in the Cily will be first announced in
house, via electronic mail, w@llowing current employees the opporlunity 1o apply for the position. The
announcement will also be posted in the City offices and publicized in any other ways necessary o allract
the: best qualified candidates,

1. Open recruitment. The Personnel Officer has (he discretion to begin open recruitment outside of City
employ when he/she knows that the City does not have employees wilh the required knowledge or
skills.

2 Notices. Such nolices list Ihe classes in which vacancies arc anticipated, specily the class tille, salary
range, fringe benehts, the nature of work perdormed and the qualifications required for employment in
the class, tell when and where 1o file applications for employment, and give information aboul the
testing, scoring and selection procedure o be used,
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3. Request for eligible employees. When a vacancy oceurs, the Supervisor may request a list of
names of persons in City employ who qualify for promotion o the vacant position for consideration
frorn the Human Resources Department.

4. Determining pay for promoted employees. Refar 10 Seclion 2 Pay Plans and Compensation, Parl
B, Section 3,
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B. Applications - Every applicant responding to a City recruitment shall file an official Cily applicalion fonn
Applicalions shalt be available in the Cily's Human Resources office.  Applications and supporting
documentation hled wilh the City are the property of the City. Any information on the applicalion will nol be
made public
1 Application jorm. The Jorin by which a person applies for a posilion wilh the cily is prescribed by the

Personnel Officer and requires information aboul the applicanl’s Iraining, experience, yualifications

and any additional information the Personnel Officer deems pertinent to an evaluation of the

applicant's fitness for a posilion

2 Deadline for liling applications  Applicalions and all required docurments must be filed in the Human
Resources Department on or before the final filing dale and time specified in the posilion
announcemant

3. Rejection of applications. The Personnel Officer may disapprove an application, disqualify an
apphcant m an examination, refuse o place a name on an eligibility list for any of the reasons listed:

a.  lacks any of the requirements established for the examination or position for which application
has heen made; :

b excessively uses narcolics and/or inloxicating fiquors to the extent that they are unable ta perform
the essenlial funclions of the position;

¢ an employee that is not physically and/or mentally able (o perform the essential funclions of the
job, with or withoul reasonable accommodation;

. has made any false stalemenl or omission of any significant fact, or has pracliced or atlempted lo
praclice deceplion or fraud in the applicalion, in declarations, or in securing eligibility or
appoinimeant,

& has direclly or indirectly oblained information regarding the content of an examination to which an
applicant is not entiled;

I previously been dismissed for cause from any public or privale employment or resigned to avoid
such dismnssal;

g. has falled lo submit a complele and/or signed application within the specific time limils;

h  has failed to reply wilhin five (5) working days from the date mailing, lo communications
concerning availability for employment;

! has made hirnselitherself unavailable for employment by requesting that histher name be
wilhheld from consideration.

i for any malerial cause which, in the judgment of the Personnel Officer, would render the applicant
unfit for the particular position, including a prior resignation from Cily services accepled wilh
prejudice.

4 Criminal conviclions. Convictions (including pleas of guilty and nolo contendere) may disqualify an
applicant from employment by the Cily  Criminal convictions do nol necessarily disqualify individuals
from empioyment with the City. In delermining whether an individual with a conviction is disqualified,
the Personnel Officer will consider the following faclors:

a.  the employmenl classification to which the person is applying, inciuding its sensitivily,
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2]

boaatwe snd scriousness of the condoct,
¢ heldength ol time since the condud,

dthe age of the indmdual at the ime of conduct

¢, circhmslances surrounding the conduct,
L contributing social or environmental conditions, and
Q. the presence or absence of rehabilitalion or efforts a1 rehabilitation

Employment of relatives. A position within the City will not be filled by an individual, where (hal
individual would be subject lo supervision, evaluation, discipline, or decisiong regarding compensalion
by a close relative, No person will serve in a department where the Supervisor is a close relative or in
a division where the division head is a dose relotive. For a definilion of “close relalive,” see the
glossary of terms al lhe conclusion of these rules

Notification of disqualification. I( an applicant is deemed disquatified for any of the above reasons,
the Personnel Officer will notify the applicant or eligible in writing at his/her last known address, of the
action taken. An applicant has the right 1o respond orally or in writing within five (5) working days from
the date of mailing to the Personnel Officer, with no further right lo appeal.

Selection Procedure - The method used 1o selec employees shall be imparlial and shall relale 1o those

subjects which fairly measure the abilities 1o execuie the duties and responsibilities of the classification in
which the vacancy exists. Selection procedures consist of one or more of the methods lisled below. The
same method shall be applied equally in a single examination,

%,

Application. Information the applicanl supplies on (he City's application form, and any altachments
iherelo will be reviewed under the supervision of the Human Resources Assistant or his/her designee

and the applicable deparliment supervisor.  The same crileria and point syslem is utilized for all
applicants for the same position

Examinations. The selection lechniques used in the examination process will be imparlial, practical,
and related to those subjecls which fairly measure the relalive capabililies of the applicant examined (o
execute the dulies and responsibilies of the class.o which they seek lo be appointed.  Examinations
may consist of, but are not limited (o, such lechnigues as written tests, personal interviews, skills and

performance tests, assessment centers, review of performance evalualions, evaluation of daily work
performance, evaluation of work samples.

Documentary evidence. Applicanis for positions are required lo pravide documnentary evidence of
education, training, or experience. The City reserves the right 1o re-lest the skill level of any applicant.

Scoring and rating. The Personnel Officer will eslablish the relative weighls of examination and
olher components of a posilion.  The basis of the final score will be included in the job

announcement. Scoring and rating systems may be numerical or non-numerical as determined by the
Personnel Officer.

a.  Appointment prefarence on open/promolional recruitments will be extended lo any regular City
eriployee.  Regular city employees will be granted the Tollowing scoring preference: 1% for each
year of service, with a maximum preference of 10%. Depending on the scoring established for
the classilication recruitment, the preference may be expressed as an additional percenlage or
additional points. See example belaw for detailed explanation.
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PERCENTAGE EVALUATION {sample)

Employee’'s Tolal Score = 80%

Years of City Setvice as a Regular Esnployee = 10 (calculates lo an additional 10%)
Employee's Adjusted Total Score = 80% + 10% = 90%*

POINT EVALUATION (sample)
Eimnployee's Total Points = 175 out of a possible 200

Years ol Cily Service as a Regular Einployee = 10 (calculates to an additional 20 points [200 x
10% = 20]

Dioployee's Adjusted Tolal Score = 175 + 20 = 195*

"The combination of an employee’s peiformance in lhe examination process and years of service
may give the employee a higher score than the maximum possible. In such a case, the employee
shall receive the actual score calculaled above the maximurn and be ranked accordingly
Specifically, for lhe examples listed above, the employee achieving the maximum score on the
percenlage evaluation would receive a lotal score of 100% + 10% = 110%; and on the poinl
evaluation receive a tolal score of 200 + 20 = 220

b, Inaccordance with Resolution 2001-271, the Cily does nol grant prelerential slatus lo any select
group of persons when applying for a position.

D. Interview Process -

1.

Interview boards. The Personnel Officer will assemble and appoint interview boards. These boards
may be comprised of privale citizens, experts in the field, members of analher agency, Cily officers,
City employees, and/or bargaining unil representatives,

Interviewers remarks. Inlerviewers mark on forms provided the degiee to which, in their judgment,
each candidale possesses the desired qualifications. The inlerviewer’s remarks will be Iranslated into
a numerical score. Scoring sheet and interviewers' remarks are confidential.

E.  Eligibility Lists - After each selection procedure has been compleled, the Personnel Officer or his/her

designee will prepare an eligibility list containing the names of applicants who qualify for appointinent to
posilions in a particular class.

Ranking. Place the names of the qualified applicants ("eligibles") on the eligibility list in the order of
their final ranking, as delermined by the selection process, with the highesl raled eligible at (he top of
the list. f more than one person has \he same score, the names will be placed in alphabetical order,

Duralion of list. The eligibility lisl remains in effecl for a period of six (6) months, unless the
Personnet Officer extends Ihis period, for a pesiod not to exceed (1) year. The Personnel Officer can
reduce the period il 1he list contains less than 5 names. In the evenl of early cancellation of an eligible
list, the Personnel Officer will notify each person whose name appears on such list to his effect via

mail lo his/her last known address. This nolice is to include an explanation as lo why the lime frame
has been changed.

Removal from list. An applicant may be removed from a given eligibility list by the Personnel Officer
ior any of the following reasons: .

a. appointment to the classification for which the eligible lisl was originally established:
b, request by the applicant for removal from the list,

¢. failure to conlinue lo meet any of the minimurn standards eslablished lor the position for which
the eligible lisl was prepared;
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d. failure 10 contact he Persormet Officer within live {5) working days from he date of nolice of an
interview or offer of appointinent:

e delerminalion by the Personnel Officer thal the applicant has vielaled one or more of the
provisions of Scclion 5.3.1

Vacancies. When o vacancy ocairs in a class for which there is an eligibility lisl, the Personnel
Officer will transmit the hames, and ,all supporting documents, of all candidales with 1he top five
ranking scoies on the eligibility list to the Supervisor lor consideration.

F.  Appoimtment Process - AJl appointments to posilion vacancies will be made in accardante wilh these

rules and regulations.  The power lo appoint and dismiss City employees is vesled in 1he City Manager
(Personnel Olficer).

1

3

Vacancy. The vacancy will be filled by appoiniment of an eligible candidate from an appropriaie
cligibility list, excepl as provided in 2 below.

Exceptions.

a.  No eligibility list. The Personnel Officer may make a provisional appointment to a position if
Ihere is no eligibility list for the class and if the needs ol the service require that the position be
filled before a selection process con be completed. A provisional appoinlee must:

) Meel the requirements of training and experience established for the position;

n. - Not continue for more than thirty (30) days in the provisional appointment after an eligibility
list for the position has been eslablished unless there are o eligibles on such eligibility list
who are avaitable for or who wish 1o be considered for appointmenl o the position;

i The Supervisor may submil a written requesl and juslification 1o the Personnel Officer 1o
extend the provisional appoinument in six {6) month increinents. No more than two (2)
exlensions may be granted for each provisional appointment.

b, Emergency. o an emergency which threatens life, property, or the operation of necessary
municipal services, the Personnel Officer may employ an individual not on the eligibility Jist for not
more than thirty (30) calendar days.

Pay. A new appointee shall receive the minimum salary for the class to which the posilion is
aflocated, except thal:

L In cases of extreme difficulty in filling a posilion, lhe Personnel Officer may approve
appointment at a salary above the minimum. In such cases, all incumbent employees in the
class o which \he appointmem is made shall be placed on al lcast the same slep of the
salary range as the new appointee; or

i, In hiring exceplionally qualified personnel, the Personnel Officer may approve appointments
at @ salary abave the minimum for \he class,

G. Conditional Otfer of Employment - An offer of employmeni is contingent upon the results of the following:

1. Reference checks. Prior o condi wling reference inquiies a prospective employee will be required 1o
sign a release altowing the Cily to acquire inforrnalion about the applicant from former employers.
CITY OF ROHNERT PARK Page 25 of 39

Personnel Rules and Regulations



CITY OF RONHNERT PARK
Personncl Rules and Raegulalions

Medical examination Applicants who have been offered a requiar position with the Cily are required
to participale in a pre-employment physical.

Each job classificalion has specific physical standards and are reasonahly relaled 1o joh requirements
The cily is notified only thal the prospective employee is medically qualified, condilionally qualified or
disqualified; no other medical informalion will be released

Fingerprints and criminal background check. All persons employed by the City will be
fingerprinted and law enforcement recards checked for past criminal convichions.  Information thus
oblained will be confidential. Employment of, and continuation of service of employees with a criminal
conviction must have the approval of the Personnel Officer as staled in Section 5 B.A

H. Probation Period - The purpose of probalion is 1o permit the employer lo observe the employee on the job
and 1o evaluale performance. Probation is part of the promotional, training, lesling and selection process
The probation period begins on the date of appoiniment. I is lhe responsibility of the supervisor 1o
communicate with the employee in regards 1o his/her progress.

1

w

&

Duration of period. The probationary period is not jess than twelve (12) months for miscellaneous
employees, not less than eighteen (18) months for dispatchers, not less than eighteen (18) months for
sworn Poblic Safely employees, and nat less than wenty-four (24) months for Management
employees. Employees who receive promolional appointments must serve anolher probalionary
period of at Jeast six (8) months for non-supervisory employees and twelve (12) monihs for
supervisory employces {includes ranagement classifications).

Leaves of absence during probation. |f an employee is absen! from work for longer than five (5)
working days during lhe probationary period, the City may extend the probalionary period an amounl
of lime equal lo the days missed if necessary in order lo properly evaluale an employee.

Exiension of probation period. All efforls will be made lo sufficienlly evaluale the probalienary
employee during the assigned period. An extension of the probalionary period may, however, be
recommended by the supervisor and/or Personnel Officer when cause exists. I addilional time is

needed to evaluate the employee, the supervisor or Personnel Olfficer can exiend the probationary
period for an addilional period nol lo exceed three {3) months.,

a. Extension of probationary period will be based on the wrilten performance review

b. The performance review will lake place len {(10) working days prior to the end of the initial
probationary period.

Rejection during probation period. During the probationary period, an employee may be rejected at
any. lime for any reason by lhe Personnel Officer. Employees who are dismissed during their
probalionary period have no rnight Lo hearing or appeal. Nolification of rejection must be served lo the
probalionary employee in wriling.

Promoted employees. A promoted employee who does not successiully complele the probationary
period will be reinstaled 10 his or her former position or to a comparable position. If, however, the
employee is discharged for cause, the employee has no right to reinstalement

An employee who successfully completes a probation period achieves regular slatus in his/her class
and is known as a regular employee.
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SECTION 6 - SEPARATION AND REINSTATEMENT

An employee may be separaled ftom employiment by resignation, dismissal, retirement, or layoll on account of
lack ol work or lack of funds The dismissal for cause ol reqular employees will be in accordance wilh the
provisions of Seclion 8. Oller separation procedures and reinstatement procedures are sel forth below

A. Separation apdlor Resianation - An employee wishing 1o resign is required 1o nolily his/her supervisor in
wiiting al Jeast lwo weeks prior 1o their intended leave from City employmenl. A copy of the written
resignation will be given to he Personnel Officer and then placed in ihe cmployee's personnel file.

1. An employece who has resigned in writing may willidraw his/her resignation prior to the final date
stated on the lelter of resignation. The withdrawal letler will also be placed in hisfher personnet file

2. An employee who leaves employment withoul so fiting a wrilten resignation and giving lwo (2) weeks
nolice, as required above, will have this facl noted in his/her tile and may be denied fulure employment
by Ihe City

B. Reinstatement - Upon applicalion of a former regular employee, who has properly resigned,  he
Fersonnel Officer may, al hisfher sole discrelion, approve reinslatement of (he former employee as
provided below:

1. An employee separaled from the City's employ for six (6) months or less may be reinstaled without
compelilive examinalion to the position held ot dole of separation, or to any olher position within the
same classification for which the employee would have been chigible al time of separalion. Former
reqgular full-tine City employees returning to Cily service wilhin the six (6) monlh period will be granled
the: full benefits they were receiving al lime of separation as if there was 1o break in servico.

B

An employee separated from the City's employ for over six (6} months who is reinstaled shall be
treated as a new employee.

3. The Cily will reinstate into the position from which he/she has been promoled any employee who fails
during a promotion to which hefshe has been promoled.

4 Any cmployee who resigns withoul proper notice or tesigns during an investigalion or disciplinary
action will hot be eligible for reinstaterment

An employee who is granted an authorized leave o which he or she is enlitled under a federal, stale
or local law requiring reinstatement shall be reinstated lo his/her former position as provided by law.

C. Layolf - Whenever it becomes necessary 1o reduce the number of employees due to lack of work,
ecopomit considerations, changes in mission, fechnological changes, or as delermingd by the Personnel
Officer based on other factors or when a position in the classilied services is o be temporarily or
permanently abolished, the Personnel Officer will nolify the Human Resources Department the number of
employees to be laid off or the names and number of positions to be abolished. The purpose of the
procedures sel lorlh below is 1o eslablish equitable standards 1o regulate such layofls. The City's decision
to reduce its work force is o tanagement right, thus no due process or grievance procedures apply, and
Ihe decision is not subject 1o "meet and confer” requirements.  These procedures apply only lo regular
employees (full or part lime) and probationary employees (initial o promolionalfiransier)

1. Identification The Personnel Olficer on the basis of the adminislrative needs of the City delermines
the depanimenls and positions subjecl to layoff.

, 2. Order of layoff:
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Wilhin a classification, those employees who are probalionary employees in their initial
probationary period will be Jaid off first, followed by employees in a promotional or transfer
probationary period.

The order of layoff for regular employees within a department will be determined by considering
business necessily, each employec’s job performance and competence, and seniarity.

1. Seniority” for purposes of this Secliop shall be delermined by adding together all time spent
in City service, in whatever capacily, expressed in terms of years, months, and days. The
seniority calculation shall not include disciplinary time off without pay or time spent on unpaid
feave (unless federal or slale law requires it 1o be included in the seniority calculation).

. Ongce seniority delerminations have been made, layolls are made in reverse seniodly order
(i.e. the most junior employees are laid off first).

. Ties in seniorily shall be resolved by the Personnel Ofltcer, taking into accounlt the past
performance, disciplinary aclions (if any), supervisor recommendations, and such olher facls
as will resull in the City retaining the most qualified and efficient employees

3. Notice. Employees shall be given at Jeas! ten (10) business days” writlen notice prior to the effective
date of the pending layoff. A copy of he nolice shall be relained in the employec's persannel file,

4. Exclusions. In cerlain instances, lhare may be exceptions made in the order of layoll oullined above.
These exclusions would be made when:

C.

specialty position when qualifications for the posilion could nol be easily obtained through a shorl
orientation or familiarizalion period,

transfer in lieu of Jayoff. Wilhin the affected deparimenl or departimenls, a regutar employee who
is scheduled for layoff may be offered a volunlary reduction in classification to a lower level job
classification provided he/she meets the minimum qualificalions, andfor obtain proficiency
through a short oriemation period,

a voluntary reduction by taking early relirement and/or “golden hand shake”

5  Retreat rights/voluntary demolion in fieu of layoff

a,

d

An employee who would otherwise be faid off has the right 1o relreal to a vacant position which he

or she previously held, provided (he employee meets the current minimum qualifications for the
position,

An employee who would otherwise be laid off has the right to relreal lo another posilion in the
same classificalion series or to any position the employee has previously held and for which the
employee is qualilied that is occupied by an employee of lesser seniority. The resull is thal the

more senior employee "bumps” the junior employee, who then is enlitled to the relreat/demolion
rights set forth herein.

An employee who would olherwise be laid ofl may request 1o be (emporarily demoted to any
vacant position for which the employee is qualified

An employee who wishies lo exercise any of the rights sel forth in this subscction § musl so nolify

the Personnel Officer in wriling within five (5) business days ol receiving the notification of
pending layolf.
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e An employee who relreats or is demoled 1o a posilion as provided herein must serve he
probalionary period applicable lo the new position unless the emnployee previously compleled the
probationary period in hat position .

Reinstatement lists. The names of regular employees who have been laid off, including those who
have accepted a demolion or relrealed 10 anolher position are o be placed on a layoff remslatement
list by seniorily within the classification from which the employees were laid off. An employee’s name
remains on this hsl for a period of one (1) year from dale of layolt; an employee's name may be
removed for any of Lhe following reasons:

a. Reappointment of the employee 1o his/her former classification
b Nolfication from employce thal he/she is no longer interested in relurning 1o the City

¢ Inability to contact the employee by mail or phone at the employee's Tast known address in the
enmployee’s olficial personnel file.

d.  Rejeclion by the employce of an offer of employmeni within the same job classification. Failure 1o
respond within five {5) business days of the ofler shall be deemed a rejection,

Otfer of reinstatement. If the position previously held by a lajd olf employee becores vacant, or il
anolher position within the same classiflication series becornes vacant, then the employee with the
most senjority on applicable reinstalernent list shall be offéred the vacant position.

Restoration of benefits upon reinstatement. When an employee is reinstated to employment afier
layoff, all his or her prior service shall be counted loward the calculalion ol leave accruals and
seniotily.  Any unused sick leave which the employee had accrued at the time of Tayolf shall be
testored. Il an employee is reinstated o o position in which be or she was serving a probationary

period at the time of layofl, all time on probation previously completed prior to Layoff shall be counted
loward delermining wher the: probationary period ends,

SECTION 7 - INCOMPATIBLE ACTIVITY/CONFLICTS OF INTEREST

A.  Incompatible Activily - Certain activilies are incornpatible with ethical, effeclive employment with the City.
All City employees are prohibiled from:

1 Parlicipaling in improper polilical aclivity prohibiled by the federal Halch Act or pertinent provisions of
State Law including the California Government Code;

2. Using for private gain or advantage the influence of a City position or the facililies, equipment and
supplies of the City;

3. Solicling any favors or gilts from persons, concerns or corporations who have, or seek (o have,
business contacts with the City;

4. Accepling any favors or gifis from persons, concerns or corporations who have, or seek to have,
business contacls with the Cily in excess of the Conflict of Interesl guidelines eslablished in the
Rohnert Pask Municipal Code Chapter 2.60;

5. Divulging confidential information to anyone o whom issuance of such information has not been
aulhorized; or

6. Parlicipating in any employment or other activily, which will prevent an employee from doing hisfher
City job iri an efficient and capable manner, is ilegal pursuant to stale or federal law, or which mighl
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result in @ conflicl of inlerest between the employee’s privale interests and histher official duties and
responsibilities

Outside Employment - City employees are expecled 10 wark for Ihe City's besls interesls and 1o devole
their best energies ond skiils 1o theil positions.  For this reason, City employees are prohibiled from
accepting oulside employment thal could conllict with the best inleresis of the City or inlerfere with the

employee's abilily to perform his or her Cily posiion.  Examples of such prohibiled oulside employment
include, but are not limiled {o;

1. jobsfbusiness conducled during the employee's work hours wilh the City;

2. jobs/business hal prevert the employee from being available for necessary overlime or emergency
work period oulside his or her normal working hours when such overlime or emergency duly is a
vegular parl of his or her job,

3,

business conducted using Cily facilities, resources or equipmeni (including telephones, computers,
supplies, etc.)

SECTION 8 - DISCIPLINARY ACTION

City employees are expecled lo meel certain standards of job performance, interpersonal inierachion, and
conducl. The City may discipline any employee whose conduct or performance fails lo meet reasonable City
slandaids, ie for cause. - Discipline may be imposed for a single incident or for a patlern of conducl. The
specific discipline imposed is intended Lo focus the allention ot the employee on the performance or conduct
problem and, except in cases of discharge, o encourage changes in behavior.

Disciplinary actions include but are not limited to: counseling, oral reprimand, writlen reprimand, reduction in
pay, suspension wilhoul pay, reassignment, demotion, ard discharge. Although the City generally applies the
concepl af "progressive discipline,” discipline may include any onc¢ or any combinalion of actions, and the
aclions need not necessarily be applied in a defined order. Instead, the discipline imposed will be determined
according to the severity of the infraction(s), regardless of whether prior discipline has been imposed.

Only regular employees who have successiully completed their probationary period have the right a to hearing
and appeal as described in this seclion  An employee not covered by this Seclion may be disciplined without
reference lo these provisions; such an employee has no prolected property interest in his or her employment.

A.  Causes for Disciplinary Action - Any regular employee may be disciplined for "good cause”. Good cause
is defined as reasons including, but not limiled to, the following:
1 Fraud In securing employment;
2. Incompelence or inefficiency,
3. Failure lo mainlain required licenses, credentials, cerlificales or other conditions for employment as
specified in assigned classification,
4. Inhsubordination;
5, Dishonesty;
6 Neglect of duly, or inattention lo/dercliction of duties;
7 Violation of City or Deparlment rutes and regulations, policies, procedures or general orders, whelher
" oral or written;
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155

10.

11,

12.

14.

16,

17

18

18,

20

2%

Disclosure ol confidential personal information of anolher employee;

Neghigent or willful damage to or waste of public equipmoent, property or supplics;
Improper or unauthorized use of City vehicles or equipment,

Misappropriation, thefl, or emibezziement of City properly andfor funds,

Unlawful harassment or discrimination, or the failure 1o cooperate wilh the investigalion of harassmen,
discrimination or other unlawful activilies;

Possession of an open conlainer, use of, or being under the infiuence of alcohal, non-prescription or
unauthorized narcolics or controlled substances during work hours;

Excessive lardiness or absences, except in the case of approved leave:

Absence wilthoul leave, nol returning from an approved leave-of absence or oblaining a leave-of-
absence under false prelense;

Sollciting any favors or gills from persons, concerns or corparations who have, or seck lo have,
business contacls with the Cily;

Accepling any favors or gifts from persons, concems or corporalions who have, or seek lo have,
businass contacts with the City in excess ol the Conflict of Inlerest guidelines established in the
Rolinert Park Municipal Code Chapter 2.60;

Failure to observe safely regulations and practices, including the use of assigned personal protective
equipmenl;

Discourteous, unprofessional or abusive trealment of the public or other employees;
Use of abusive language;
Actual or Ihreatened physical violence;

Conviclion (including by plea of guilty or nolo contendere) of a felony or any crime involving moral
lurpitude;

Conviclion of a misdemeanor (including by plea of guilly or nole conlendere) that is of a nalure as o
adversely affecl the employee’s abilily Lo perform the duties and responsibilities of his or her position.

B. Minor Discipline. — Al supervisors are aulhorized 1o implement minor disciplinery measures.  Minor
disciplinary aclions are not subject 1o appeal. Examples of minor discipling include the following:

1

Oral reprimand.  An oral admonition to an employee whose conduel or performance musl be
improved and which delails \he areas for improvement, the degree of improverment required, and a
nolice lhat failure to improve could resull in more serious disciplinary action.  Qral reprimands are
noted by the supervisor, but are not documented in the employee's personnel file,

Documented counseling. A wrillen memorandum showing bat the supervisor has met with the
employee 1o discuss a specilic problem(s) or deficiency and which sets forih the recommendations
given lo the employee to address the problem(s) or deficiency in order 10 improve performance.
Although a copy may be sent to the employee's personnel file, documented counseling memoranda
are typically maintained in the supervisor's file until they are included by notation in the employee's
formal performance evalualions.
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Wrilten reprimand A formal wrillen notice to an employee staling e specific details concering the
subject of lhe repimand, summarizing previous related disciplinary action, i any, and describing the
plan for improversent. A wrillen reprimand shall include the date of the reprimand and a stalement
advising the ernployee thal continued conduct or performance al such levels may result in more
serious discipline, up lo and including discharge, Al the lime 2 wrilien reprimand is issued, the
employee is enlitled to bring a representative of bis or her choice. The employee shall review the
reprimand and sign it and then shall be given a copy of il. Wrillen reprimands are nol subject lo
appeal, although an employee has three (3) working days following the date of a reprimand 1o submil
his or her own rebutlal comments, which shall accompany the reprimand in the employee’s personnet
file

Removal of minor discipline records. Al lhe reques! of the employes, records of minor discipline
will be removed from the employee’s personnel file thiee (3) years afler the date of the writlen
repiimand or documenied counseling. Records will be removed provided the employee has received
satisfactory perfonnance reviews in the subsequent three (3) year period from dale of the wrillen
reprimand/documented counseling and no furlher discipline has been initiated. The employee shall
iniliate the requesl to yemove records of minor discipline through his or her Depariment Head The
employee’s Department Head shall coordinate this request through Human Resources lo ensure the
appropriate criteria has been mel lo remove the records. Nothing in this seclion is intended o prevenl
documentation of progressive discipline

C. Major Discipline - Major discipline may only be implemenled by Department Heads. Types ol major
discipline include the following:

1 Suspension. The temporary removal of an employee from the Cily service withoul pay for one (1) or
more working days. “"Working days” shall be determined by reference to the affecled employee's
normal work schedule,

2. Merit decrease. A pay step reduction where performance lalls short of lhe normal standards or where
perlormance is clearly inadegquate in one or more critical job dulies.

3. Demotion The removal of an employee from one position and reassignment to one of lower grade or
classification.

4 Discharge. The removal of an employee from City service when it has been determined ihe
employee has been given a reasonable opportunily 1o conform his or her conduct to required behavior
or performance standards and has failed 1o do so, or where an employee has commilled one or more
serjous offenses for which no other disciplinary measure is appropriale

D. Disciplinary Process --Major Discipline. Any imposition of major discipline musi follow the procedures sel
forth below

1. Noftice. A wrilten Notice of Intent o Discipline ("Notice of Intent”) shall be prepared by the Department
Head in consultation wilh the FHluman Resources Department. The Nolice of Intent shall stale:

a.  The specific lype of disciplinary aclion proposed;
b.  The effeclive dale of the aclion;
¢, The specilic reason(s) or cause(s) for the actions;
d. A copy of all wrillen materials upon which the action is based, and
e, Notice that, prior W the imposilion of the major discipline, the employee has the right to respond
orally or in writing al an informal hearing 1o explain why lhe employee believes the proposed
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major discipline should nol be imposed A request tor such a hearing must be submilled in
weting within ten (10) working days of receipt of he Notice of ient,

Informal hearing (i.e. Skelly hearing) Al the employec’s request, an informal hearing will be held
prior o the imposition ol major discipline. This hearing is nol an evidenliary hearing, bul rather an
apportunily for the employee to present information as to why ihe proposed major discipline should not
be imposed. Except by stipulation of the City and (he employee, the hearing shall 1ake place wilhin
ten working (10) days of the employece's request for hearing, and it may be rescheduted only once at
the employee's requesl. The following parameters apply Lo the informal hearing:

a.  Ihe hearing shall be conducled by a responsible person designated by the Persannel Officer

b The heanng shall include he employee, the employee's chosen representative(s) -(reasonable
number), and olhers as directed by Ihe bearing officer  Absenl extenuating circumstances, lhe
employee’'s failure to appear waives his or her right 10 such a hearing

c. The hearing shall be tape recorded or slenographically recorded, and a copy of the lape
recording or ranscript shall be provided to Ihe employee upon request

d.  Althe hearing, the employee shall be given an opporlunity, eilbor orally or in writing, or both, to
bring forward facls or circumstances which may cause the charges \o be revised or dismissed. |f
the employee's information is presented by his or her representative, all statements made by the
representalive shall be allnbuted to the einployee as il inade by him or her personaily, and it is
the employee's obligation 1o correct any misstalement(s) by the representative.

¢.  Following the hearing, he hearing officer will make a written recommendation to the Department
Head who issued Ihe Nolice of Intent as 1o whether the propesed discipline should be imposed,
modified, reduced or dismissed.

Notice of discipline. Following the informal hearing, it sequested, the same Department Head who
issued the Nolice of Intent shall consider Ihe hearing officer's recommendaiion 1o determine how 1o
proceed. i he or she decides lo dismiss the proposed discipline, writien nolice of the dismissal shall
be provided lo the employce as soon as practicable, 1l the decision is 1o impose discipline either as
proposed or in sorme modified or 1educed form, a wrilten Notice of Discipline shall be prepared. The
Notice of Discipline shall stale:

a.  The specilic type of disciplinary action that will be imposed:

b The specific reason(s) or cause(s) for the aclions, selling forth specific facts 1hat form the basis
Jor the decision;

¢ The effeclive dale of the action; and
d  The applicable appeal righls available 1o the employee pursuant o these Personnel Rules.

Disciplinary aclion becomes elfeclive on the dale staled in lhe Nolice of Disciplinary  Action,
notwilhstanding an employee’s timoly request for an evidenliary hearing before the Personnel Oficer.

E. Appeal from Major Discipline - Any employee on whom major discipline has been inposed shall be

entitled to an appeal hearing as sel lorth below,

1. Timing. An employee wishing to exercise the appeal rights provided in 1his Section must deliver a
writlen Nolice of Appeal to the Personnel Officer within len (10) working days after the dale of the
Notice of Discipline.
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Employee representation. Employees may represent themselves of be represented by legal counsel
or representalive(s) of the employee's recognized employee organization,

Evidentiary hearing. An evidenliary hearing before @ neutral hearing officer shall be arranged for by
the Assistant City Manager or hisfher designee and shall, absent extenuating circumstances, be held
wilhiry Ihirty (30) working days of the receiving the Nolice of- Appeal. The hearing shall be closed and
conlidential.  Prior 1o the hearing, the Assistant City Manager or his/her designee shall supply Ihe
hearing officer with (1) the Notice of Inlenl and any allachments, (2) the Skelly hearing oilicer’s written

recomrnendation, and (3) the Notice of Discipline and any attachments. Other hearing procedures are
as follows:

a. The employee's presence is required. Failure lo appear al the appeal hearing unless physically
unable (o do so shall be deemed a withdrawal of the appeal and a waiver of any further night of
administrative appeal

b, The hearmg shall be stenographically recorded.

¢ Any and all withesses olher than the City's representalive shall be excluded from the proceeding
until called 1o lestily, except as mutually agreed Lo by the employee and the City's representative,

d.  Order of hearing shall be:

) The City's representalive, followed by lhe employee, may make preliminory opening
stalements

n. The City's representalive may presenl oral or documentary evidence, or both, in support of
the City's position; the employee may cross-examine all witnesses called by the City.

. The employee may present oral or documenlary evidence, or both, in support of the
employee's position; the Cily's representalive may cross-examine all withesses called by the
employce.

iv.  The City's representative, followed by the employee, may make a closing slaiement.

e The bearing shall be conducted in an efficienl manner conducive 1o determining the issues,
however, lhe technical rules of evidence do not apply. Any relevant evidence may be admitied if
it is the sort of evidence on which responsible persons are accustomed lo relying in the conduct
ol serious affairs. Oral evidence shall be taken only upon oath or affirmation. Hearsay evidence
may be used lor various purposes; however, hearsay slanding alone and properly objecled to
shall not be compelent lo prove a charge. Irrelevant and unduly repeliious evidence may be
excluded, as shall evidence thal would violale other employees’ rights to privacy and
confidentiality of thes personal intonimalion.  The hearing officer (with advice-of appointed
counsel, if necessary) shall rule on any objections made to the admissibility of evidence or
otherwise relaling to the conduct of the hearing.

{. Following the conclusion of the hearing, the hearing officer shall prepare written findings and
recommendations and provide them o the City Manager. The hearing officer may recommend
changes to the proposed discipiine. However, if the hearing officer finds that the underlying facts
giving rise to the charge(s) are proved by a preponderance of the evidence, the hearing officer
may nol recormmend a reduction in discipline il reasonable minds could differ as 1o the proper
fevel of discipline.  If the hearing officer recommends a reduction in discipline, he or she musl
make a specific finding lhatl reasonable minds could nol dilfer as lo the appropriate level of
discipline and sel forih the facts upon which he or she based such finding. )i the hearing officer

linds thal none of lhe charges are supporied by the evidence presented, the recammendation
shall be thal no disciplinary action be laken.
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A City Manager's Determination  The hearing officer's findinigs  and recommendalions shall be
forwarded 1o the City Manager Tor his or her review. The City Manager will follow the
recomimendations of the hearing officer unless he or she can show cause that (he hearing officer
abused his or her discrelion,

B The City Manager shall review the entire record (including the Nolice of Inlent, the record of
Skelly proceedings, the Skelly officer's wrillen recommendalion, the Nolice of Discipline, the
evidence and record al the evidentiary hearing, and the appeal hearing oflicer's wiillen findings
and recommendations)

Iy Ihe Cily Manager shall issue a decision irposing the disciplinary aclion he or she deems
appropriate and in the bes! mleresls of the Cily.

¢ The City Mamager's decision shall be in writing and shall be firal, It shall include a copy of the
appeal, bearing officer's findings and recommendations and shall be filed as a permanent record
n the employee's persome! file

d. Notice of the Cily Manager's decision, along with a copy of both the Cilty Manager's decision and
the appeal hearing officer's indings find recommendations, shall be served on |he employee by
personal service or by registered or cerlitied mail. The nolice shall also include a siaternent of

he employee’s right to seck judicial review within 80 days pursuant to Code of Civil Procedure
1094.6

Use of paid administrative feave  Nolhing in this Section is intended 1o abrogate the Cily's right 1o place
an emplayee on paid administrative leave during the investigation of circumstances thal could lead o the
imposition of discipline or for any other reason that is in Ihe Cily'’s best interesls.

Disciplinary Action for specific employees of the Department of Public Safety

Undee Calitornia: Government Code Seclion 3300, the Slate of Calilornia enacted the Public Salety
Officers” Procedusal Bilk of Rights (POBIRA)Y.  As defined under California Government Code Section 3301,
the positions within the City that are covered by the POBRA are the lollowing: Public Safely Olficer
Fance, Public Salety Officer, Public Safely Sergeant, Public Salely Supervisor (L), Public Safely Division
Commander, snd Director of Public Safety. It shall be the policy of the City 1o extend these same rights
and privileges 1o all non- salely members of the Rohnert Park Public Salely Oflicers’ Association, excepl
those that by their very nature could only apply to peace officers andfor lirefighters. Al subsequent
revisions to California Code seclions 3300 et seq and Courl interpretations of these statutes shall alse be

binding on the City wilh respect to non-salety members of the Robper! Park Public Safely Officers’
Association.

For safety and non-salely employees alike, Ihe phrase "lacker, or other space for storage lhal may be
assigned o him™ as used in Government Code Seclion 3309 shall include, bul is not limited 10, a Public
Salely employec’s assigned Cily vehicle and/or the enclosed spaces of an employee's assigned desk or

office area. Nolhing in his seclion shall preciude the City from temporarily re-assigning a departmental
assel 1o meet a necessary operational requirement,
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GLOSSARY — DEFINITION OF TERMS

ADMINISTRATIVE LEAVE ~ Absence with full pay and benefils, ordered by a Deparbinent 1ead or e City
Manager, when the City's interesls require \he employce o be away from the job

ANNIVERSARY DATE ~ The dale, which signilies the completion of each year of service by a regular employee

in a position and/or the date an employee starls histher probationary period for either original, promolional, or
change in classilicalion appointmenls.

APPLICANT — A person who has successiully completed and subrnitled an employment application for a
position for which the Cily is currently recruiling.

APPOINTMENT - The seleciion of, and acceplance by, an applicanl lo a position in the Cily service in
accordance wilh these rules,

AVERAGE SCORE - Means the combined average of all-relevant, converled, ond weighted scores oblained by
a candidale for a given classification or position litle.

CALENDAR DAYS - Consecutive days wilhin a specific time frame and shall include weekends and holidays.

CANDIDATE - An applicant for Cily employment who meets the minimum qualifications of lhe posilion applying
tor and has been selecled Lo begin the lesling process or a person on an eligibiiity list.

CFRA - California Family Rights Act, slate law eslablished in 1993, and is administered by the California
Department of Fair Employment and tHousing.

CITY COUNCIL - The duly elecled governing body of the cily.

CITY MANAGER — The individual appointed by lhe City Council o manage all Cily operalions, depariments,
policies and rules.

CITY SERVICE - The (inlire employment system of the Cily.

C1 ASSIFICATION - A group of positions sufficiently similar in respecl lo dulies and responsibilities, thal the
same descriptive classification tille may be used to designale each position allocaled 1o that class. The same

minimum . qualificalions may be required of incumbents of posilions in the class, and the same examinalions
may be used to choose qualified employees.

CLASSIFICATION SERIES — A group of classificalions sharing similar functions but differing as to level of
cornplexity, difficully and responsibility.

CLOSE RELATIVE - Relalive shall mean spouse, father, father-in-law, mother, mother-in-law, brother, brother-
in-law, sisler, sister-in-law, child (including stepchildren), stepparents, aunts, uncles, grandparents, grandparent-

in-law, grandchildren and relalionships in loco-parentis and close personal relationships, with the approval of the
City Manager or his/her designee.

COMPENSATION ~ Any salary, fee, or allowance paid lo an employee for performing the duties and exercising
\he responsibilities of a position.

DISCIPLINARY ACTIONS — Actlons taken with the objective of oblaining employce compliance with rules,
ordess, procedures, standards of conducl and/or expecled job perormance when non-disciplinary corrective

aclions do not achieve compliance, or a parlicular event is serious enough to warranl disciplinary action on its
own.
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DOMESTIC PARTNER - Two adulis who have chosen o share one anolher's lives in an intimate and

commilted relationship ol mutual carng.  To be eligible both paities must file a Declaralion of Domestic
Parinership with the California Secrelary of Stale.

ELIGIBLE - A person whose nanme is on an employmenl list,

CLIGIBILITY LIST - A list thal conlains the names of qualified candidates, for a specific clas silication, who have

beeY

compleled all examinalion processes amd are ranked!, in order of the score or raling received.

EMPLOYEE - Any persan appointed lo fill an aulhorized ernployment position in Ihe Cily service. Clected
officials, voluntecrs, unpaid inlerns, and those appointed o advisory boards, commitlees, and commissions are
not employecs  The cateqories of employees are:

Regular: A regular employee is one who has passed probation and holds a regularly authoerized position
wilh benelits. Regular employces may only be disciplined for cause. Thare are 3 ypes of regular
employees:

1. Regular full-time: o person who holds a budgeled (40) Torty-hour per week posilion, with duties and
responsibililies hat do nol end in a specific lime period, and who is entitted to full benefits with the Cily
pursuant o Ihe applicable Memorandurn of Agreement or applicable Ouliine of Benelils for the
Managemenl and Confidential Unils

2. Regular part time: a person who holds a budgeted position, wilh duties and responsibilities thal do nof
end in a specific thne period, works for a specilie iumber of hours, as delined, and (its out a timecard,
receives a solary and benefit package, proportioned 1o their agreed fixed work 1alios (20 hours per
week receives 50% benelits: 30 hours per week receives 75% henelits).

3. Specially-funded: a person who works in a regular full- or part-lime position funded by sources other
than City revenues (e.g., federal or slate grants).

Probationary: A probationary employet is someone in a regular full- or part-lime position who is ser ving a
triol period as provided in Seclions 4 and 5.

Special: A special employee is ane hired for a special purpose o nieet the needs of the City. Special
employees include:

1. Provisional employees — ie. an employee who meets the minimum qualifications for a position and
who s appointed on an inlerim basis undil the vacancy can be fillexl.

2. Seasonal employees - A ternporary employee appointed lo positions of limited duration of 1ot more

than six (6} months within & Wwelve (12) month period. Seasonal employees do nol parlicipate in the
City's benefit programs.

w

Lmergency employees - employees hired to meel the requirements of a dedared emergency which
threatens Hie, properly, or the general wellare of the Cily and. whose position ceases when the
emergency ceases

Probalionary and Special Employees may be dismissed from such positions or disciptined with or without
cause.

ENTRY LEVEL - The initia) position in a class series.

EXAMINATION - The process ulilized lo evaluale the relalive skills and knowledge of an applicanl for
prospeclive employment or current employee who has applied for a change in classilicalion andfor promotion.
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Techniques ufilized may consist of, bul not limiled (o any of he {ollowing: traditional paper and pencil tesls,
performance teslts, skills test, or oral assessmaent

EXEMPT — An employee in a specilic classificalion who, according to the Fair Labor Standards Acl (FLSA) is
exempl from the City's overlime policies and is compensaied for overtime lhrough Administrative Leave,

accumulated per specificalions oullined in the MOA's andfor Qulline ol Benelils for the Management and
Confidentiad Unils

FAMILY AND MEDICAL LEAVE POLICY — Provides for employee leave dusing times of ilness or family
emergencices. In compliance with California Family Righls Acl and Federal Family Medical Leave Acl.

FMLA .- Family Medical L.eave Acl, federal law established in 1993 and administercd by the Depariment ol
Labor.

GRIEVANCE ~ A complainl by an employee relaling lo wages, bours, and working conditions, Disciplinary
action cannot be grieved

LEAVE-OF-ABSENCE WITHOUT PAY — Time away from work, which Ihe employee has requested, and he

City Manager or his designee has approved, for which the employee is nol paid and has the righl to return 1o the
same position held helore the leave was gronted.

MEMORANDUM OF AGREEMENT (MOA} - A binding agreemeni on wages, hours, benefits, and other

condilions of employment for designated classes belween the bargaining units and the Cily thal have been
adopled by the City Council,

NOLO CONTENDERE - Lalin for "no contest.” In a criminal procecding, a defendant may enter a plea of nolo
conlendere, in which he does nol accepl or deny responsibility for Ihe charges but agrees o accept punishment.

NON-EXEMPT - An employec in specific classificalions who, according lo the Fair Labor Standards Act (FLSA)
is 1o receive overtime pay at 1 %4 limes normal pay for hours worked over 8, 9, 10 in a 24 br. period andfor any

hours worked over 40 hours in a 7 day period, as oullined in the MOA's and/or Qulline ol Benefils for the
Management and Confidential Units.

PDL — Pregnancy Disability Leave, California Jaw established in 1994, and administered by Whe California
Department of Fair Employment and Housing.

PERSONNEL OFFICER - i3 the City Manager, and is responsible lor the administration of all Personnel Rules.

Throughout these Personnel Rules, Ihe term "Personnel Officer” denotes the City Manager or his or her
designee.

POSITION - A specific office or employmenl provided hy the budgel, whether occupied or vacant, calling for the

performance of certain dulies. Positions may be regular full-time, regular parl-time, seasonal, hourly, andfor
temporary.

PROBATIONARY PERIOD -- A working lesl period during which an employee is required o demonsirate fitness
for the position to which appoinled by aclual performance in the position.

PROMOTION - The movement of a qualilied employee from one class to another class wilh @ higher maximum
rale of pay and greater job responsibilities

REINSTATEMENT - The re-employment of an employee who has regular or probalionary stalus in a class, who
has been laid off, is returning from an approved leave requiring reinstalement, or who has resigned in good

standing and who is enlitled to preference in appointment to vacancies in that class,
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RPEA - Robnert Park Emptoyees’ Association.  The tabor hargaining and representation unit for adiinislrative,
technical and support emplayees.

RPPSOA - Rohnert Park Public Salety Officers’ Association.  The labor bargaining and represertation unil dor
Public. Gafely Sargeants, Public Salety Officers, Public Safely Dispalchers, Communications Supervisaor,
Comrmunily Seivices Officers, Pant-Time Dispalehers, and Public Safety Officer Trainees,

RULES - The Personnel Rules and Regulations of the City of Rohnert Park as contained in this docurment.

SALARY - A regular employee’s base pay as approved by he Cily Councit in the classification and salary plan
i.e poy rates and ranges, computed on a monthly basis

SALARY RANGES -- The rate(s) assigned lo a cassificalion in lhe pay rates and ranges

SEIU -- Service Employees Iiternational Union Local 707, The laboy bargaining and representation unit for
certain City employees in the Department of Public Works

TEMPORARY APPOINTMENT - An appuintment of limited duration in the absence of available eligible
employces or applicants.

TERMINATION - Thie ending of any employment relationship belween an employee and the City,

TRANSFER - A change of an employee from one posilion to another posilion in the same class or another class
having essentially the maximum salary limits, and involving the pedformance of similar dulies.

WORKDAY - Is a lwenly-four (24} hour period beginning al the same time each calendar day.

WORKWEEK - Means any forty (40) hour period within seven {7) consecutive days slarting with the same
calendar day each week.

RESOLUTIONS EFFECTING PERSONNEL POLICY

RESQ 79-22 - EMPLOYEE GRIEVANCE PROCEDURE

RESO 92-78 EQUAL OPPORTUNITY EMPLOYER

RESO 42-79 - POLICY AGAINST DISCRIMINATION BASED ON DISABILITY =~ ADA

RESO 93-38 = AGAINST HARASSMENT

RESO 99-01 - ELECTRONIGC MEDIA USE

RESO 91-192 - ANTI)DRUG POLICY

RESO 87117 - DEPENDENT CARE ASSISTANCE PROGRAM

RESQ 00-10 = EMPLOYEE COMPUTER PURCHASE PROGRAM (PFERMANENT AS OF 2004)

RESO 03-71 -~ PROVIDING FOR CONTINUATION OF SALARY AND BENEFITS FOR ELIGIBILE
CITY EMPLOYEES CALLED TO ACTIVE MILITARY DUTY OR TRAINING

RESO 03-235 + OUTLINE OF THE CITY'S COMPLIANCE WITH THE HEALTH INSURANCE

PORTABILITY AND ACCOUNTABILITY ACT OF 1996
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Fitness Program
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Summary: .

The Physical Fitness Program is optional for all swom personnel. No member can be compelled to
participate. It has been established as an incentive for personnel to maintain a level of fitness so they
can safely perform their assigned functions and reduce the probability and severity of occupational
injuries. The program will consist of a battery of tests focusing on endurance, strength, and flexibility.
Scoring will be on a Pass/Fail basis. Personnel that are successful {n completing all tests will receive
twenty (20) hours of physical fitness workout compensatory time per calendar year.

Testing Process

Evaluators:
All testing will be conducted by RPDPS Defensive Tactics Instructors, who will receive ovettime if the

test falls autside of normal work hours.

Testing Coordinator:
A swom menber of RPDPS will be made the testing coordinator. The testing’ coordinator will be

responsible for scheduling the six month Physical Fitness Week {See below), and detennmmg the
number of evaluators needed for each test.

Testing Locations:
Test locations will be determmed by evaluatots / coordinators. The testing locations will be i the.

focal area (RCHS, MSMS, etc.)

Dates and Times:
Approximately every (6). months one week will be designated Physical Fltness Week Sign-up sheets

will be posted before the. sche:duled test week. It will give-locations, dates, arid times.to accommodate
all shifts. Testing may also bé conducted between each (6) month period if (2) or more employees
schedule a test. with an evaluator / coordinator.

Retest'
[f an employee is unable to complete and pass all tests, he or she will be eligible to re-test after at least

two weeks have lapsed. . This period of time will allow the employee timie to condition themselves for
 the re-test. All tests must be completed and passed during the re-test.

Compensatory Time: :
Upon successful completion of all tests, sworn personne! shall receive twenty (20) hours Physical -

Fitness. Workout Cormpensatory Time. Only one successful completion of the ‘Physical Fitness Test
will be allowed each calendar year. The Physz.cal Fxtnus Workout Compensatory Time can
accumulate to 2 maximum of forty (40) hours. -



Test and Instructions

The following four tests must be completed within one hour of the start of the first test. The tests
can be taken in any order. : :

1.

The Mile Run: (4) laps around a standard 440 yard tcack carrying approximateély (25 pound
pack (To be completed in 15 minutes or less).

-OR-

Tlre 450 Meter Swim: (9) laps in a standard 25 meter pool for a tetal of 450 meters (To be
completed in 15 minutes or less). If the 450 Meter Swim is chasen by the employee all
attempts should be made to have the test completed within one hour of the statt of the first test:
The evaluators have the discretion to dllow a reasonable amount of time over one hour based on

travel time and logistics.

100 Yard Dash: Runa pre—measured dlstance as qulckly as possﬂ)le (Lo be completed in 20.
secends or less).

Hamstring I‘lexxblhty Measure hip range of motion. Lay supme with a neutral spine

position. The examiner raises the testing leg passnvely, keeping the testing leg straight, until

resistance is:felt. _The leg not being tested is kept on the examination: table with the lcg straxght

(Mammum of 70 degree rangt. ofmotlon)

i Re:.cue Dmg Lift and drag an. apprommate 175 pound slmulated vxctlm (50) feet (To be
’ :l:omple[cd in 30 seconds or less). ,

Safety Guidelines

All testing will be conducted by qualified Defensive Tactics instructors.

Defensive Tactics instructors will ensure a proper stretching / warm-up program is
complcted prior to the administration of the test.

A minimum of one first responder / CPR certified person wﬂl be present and available for
the duration of thé test. This persori will be equipped with a properly supplied medical bag.
Only a proper 45 _pound professionally thanufactuted welght vest will be used for the mile
run.

The testing will not be made into a competmon where t!mes / results are kept All testmg

will be PASS / FAIL.
All proper safety precautlons will be taken throughout the testing process.



EXHIBIT X

PATROL TEAM 2
AUGUST 2011
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During each work cycle the member will be allotted 8 hours payback to be used in conjunction with scheduled time off or

as scheduled by a supervisor.

MOA-Rohnert Park Public Safety Officers’ Association e July 1, 2014 through June 30, 2017



Police and Fire Services Division
SOP-18
04-04-13

SUBJECT: Timekeeping for Departmentally Required Training

PURPOSE: To establish guidelines for documenting and crediting the Public Safety
employees who have been directed to attend Department Mandated Training,

POLICY: It is the policy of the Rohnert Park Department of Public Safety to provide
personnel with training that is required by applicable laws, POST, CA State Fire Marshal,
or other goveming procedures. In addition, Agency management may identify other
required training for the enhancement of job-relevant knowledge and skills. Time spent
attending required training and travel to and from such training will be compensated in a
manner consistent with MOAs, State, and Federal laws.

I. ORDER:

A. Defined Mandated Training:

Any Training or School that the Agency has directed the employee to
attend is considered mandated. The Police and Fire Academy is a
mandated assignment and has its own rules and considerations separate
from this SOP and the City’s Travel and Expense Policy. They both fall
under FLSA rules.

B. Local Training/Schools:

1. Local Training/Schools that do not require overnight accommodations
and are out of the immediate area will incorporate travel time into the
daily work hours. Out of the immediate area is further than fifty (50)
miles from the RPDPS Main Station.

2. The time spent travelling will be totaled in the daily work schedule on
the timesheet as stated in Section E. 2.

a. The time will either be straight time or overtime if it exceeds
the employee’s regular scheduled shift.

3. When not working your assigned shift, the training course may include
a break in the schedule for meals which will not be included in the
total work hours.



Out of Area Training/Schools:

1.

Travel on the day before to out-of-area training/schools will be
scheduled. Compensation for travel could be at either a straight time
rate or at the overtime rate as described in Section (E).

a. In general, travel time to schools should allow the employee a
reasonable time to arrive and prepare for the class. Overnight
accommodations should allow time for travel, check-in, car

rentals, etc.

2. Return travel on the last day of the course will be included in that
day’s total hours worked.

3. Return travel on any other day will be included in that work weeks
total.

4. Travel time will not include stops for meals. The travel compensation
time will stop while the employee is eating whether or not a per diem
was received.

5. The training course may include a break in the schedule for meals
which will not be included in the total work hours.

Training Adjustment (TA):

1. Whenever the cumulative total of training hours, or combination of

training hours, plus hours performing regularly assigned work or while
on paid leave, is less than the total number of hours in the employee’s
regularly assigned schedule for the week during which the training
occurred, the employee will be compensated by the Agency for the
difference.

The code TA will be documented on the last line on the timesheet to
bring the weekly total where it is equal to the employee’s regularly
assigned schedule.

An employee assigned to a police schedule who attends a school less
than 40 hours, may be required to work part of their original shift(s) in
order to meet the FSLA requirement of a minimum 40 hour workweek.

a. Employees assigned to 12 hour patrol shifts, adjustments will
be made based on the 36 hour workweek or the 48 hour
workweek.

b. Employees assigned to 12 hour patrol shifts, who attend
multiple week schools, will be scheduled 40 hour workweeks
(as applicable) for the duration of the school.



4. An employee assigned to the fire Kelly Plan schedule who attends a
school less than 40 hours, may be required to work part of their
original shifi(s) (not less than 12 hours) to reach the total scheduled
hours of their normal workweek.

5. While not all scenarios can be addressed, the general rule is to limit
TA to less than 12 hours. It is not the intention to have employees
work partial shifts or shifts on their scheduled days off.

6. All preplanned Training/Schools will incorporate reduction hours to
limit the total Training Adjustment hours, as applicable.

E. Travel Compensation:
1. Travel compensation will be in conjunction with FLSA laws.

2. Should actual travel time exceed the amount of scheduled hours in an
employee’s workday or regularly scheduled workweek, compensation
will be at one of the following overtime rate.

a. Fire schools at the fire rate.
b. Police schools at the police rate.

c. Any school not specifically designated a fire class will default
to the police rate.

3. All travel to and from schools will be calculated from and to the
RPDPS Main Station, 500 City Center Drive, and will be measured in
time.

4. An employee, who travels on a regularly scheduled workday where the
employee received the entire shift or a specific amount of time off, witl
only be entitled to overtime when their travel exceeds their normal
scheduled hours.



SIDE LETTER OF AGREEMENT
BETWEEN
CITY OF ROHNERT PARK
AND
THE ROHNERT PARK PUBLIC SAFETY OFFICERS’ ASSOCIATION

SUBJECT: VOLUNTARY PARTICIPATION IN THE EXTENDED FIRE ACADEMY

WHEREAS, the Rohnert Park Department of Public Safety (“DPS”) seeks to permit
Public Safety Officers (“PSOs”) currently assigned to the Police Division to attend the fire
academy to obtain the training and education necessary to work in the Rohnert Park Fire
Division;

WHEREAS, the established past practice is for the DPS to send PSOs to the Santa Rosa

Junior College intensive format fire academy (“intensive academy”) wherein classes are held in
the Spring semester on Monday through Friday from 0800 hours to 1700 hours;

WHEREAS, while attending the intensive academy, are assigned to the Fire Division;

WHEREAS, while attending the intensive academy, the DPS does not assign PSOs to
any overtime shift work, so that the PSOs may focus on successfully completing the intensive
academy;

WHEREAS, during the time period in which they are attending the intensive academy,
PSOs are assigned to a 40 hour work week; %

WHEREAS, the DPS seeks to authorize PSOs to voluntarily elect to attend  the Santa
Rosa Junior College extended format fire academy (“extended academy’), wherein classes are
held in the Fall semester on Tuesdays and Thursdays from 1800 hours to 2200 hours, and
Saturdays and Sundays from 0800 hours to 1700 hours, instead of the intensive academy
described above.

NOW THEREFORE, the City of Rohnert Park and the Rohnert Park Public Safety
Officers’ Association (“RPPSOA”) hereby agree as follows:

1. PSOs interested in completing the extended academy may do so with DPS approval.

2. PSOs will not be mandated, ordered, directed, pressured, incentivized, or otherwise
compelled to participate in the extended academy.

3. PSOs attending the extended academy will be assigned to the Fire Division.



4, PSOs attending the extended academy will not be assigned mandatory or ordered
overtime shift work, while they are attending the academy, so that they may focus on
successfully completing the &xteled academy. W ﬁ

5. PSOs attending the extended academy will be assigned to a 40 hour work during the time
period in which they are attending the academy.

6. PSOs shall not suffer any loss in their base rate of pay as a result of attending the
extended academy.

FOR THE DPS FOR THE RPPSOA

/QMWML ———

Darrin Jenkiifs, City Manager Rick Bates, RPPSOA President
Dated: /67/&@/2,0 /S Dated: o -27/-20/%




