RESOLUTION NO. 2017-050

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ROHNERT PARK
APPROVING AND ADOPTING AN OUTLINE OF CERTAIN CONDITIONS OF
EMPLOYMENT, FRINGE BENEFITS, AND SALARY FOR THE MANAGEMENT
UNIT FOR THE PERIOD OF APRIL 30, 2017 THROUGH JUNE 30, 2021

WHEREAS, staff has prepared a final Outline of Certain Conditions of Employment,
Fringe Benefits, and Salary for the Management Unit;

NOW, THEREFORE, BE IT RESOLVED by the City Council of the City of Rohnert
Park that it does hereby approve and adopt the Outline of Certain Conditions of Employment,
Fringe Benefits, and Salary for the Management Unit, which is attached hereto as Exhibit “A” and
incorporated 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 this 25th day of April, 2017.
CITY OF ROHNERT PARK

T @ .._Lu!

Jake Mackenzie, Mayor

ATTEST:

4/ L By

/J{;Annc M. Buergler, City ( lerk
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OUTLINE
OF CERTAIN CONDITIONS OF EMPLOYMENT,
FRINGE BENEFITS, AND SALARY FOR THE
MANAGEMENT UNIT
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This Outline is a document that describes conditions of employment, fringe benefits and
salary for employees in the Management Unit. The Management Unit currently consists
of employees occupying the classifications of:

City Clerk

City Engineer

Civilian Fire Marshall

Deputy City Engineer

Director of Public Works and Community Services
Planning Manager

1. Work Schedules

The appointing authority shall establish and modify work schedules for all
employees. Employees in Management positions shall work any and all hours
necessary in the performance of their assigned duties, without overtime and
without regard to fixed work schedules.

2. Holidays
21. Holidays Observed

The holidays observed by the City will be:

“Independence Day,” July 4

The first Monday in September, "Labor Day"

The second Monday in October, "Columbus Day"
"Veteran's Day," November 11

The fourth Thursday in November, "Thanksgiving Day"
Day after "Thanksgiving

12:00 Noon to 5:00 p.m. on Christmas Eve, December 24
“Christmas Day,” December 25

“New Year’'s Day”, January 1

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"

2.2. Proclaimed Holidays

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

2.3. Day of Mourning
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.
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24. Floating Holiday

In addition to the recognized holidays identified in Section 2.1, each eligible
employee shall be allocated one floating holiday (equivalent to 8 hours for a full-
time employee) per fiscal year on July 1st. Each employee hired prior to July 1 of
each year shall be entitled to the floating holiday. Employees hired between July
1 and December 31 will receive 8 hours of floating holiday time. Employees hired
between January 1 and June 30 will receive 4 hours of floating holiday time in the
fiscal year in which they were hired. The floating holiday must be taken prior to
June 30th of each year. The floating holiday will not be carried over from year to
year and there shall be no cash value for the floating holiday during employment
or upon separation from the City.

3. Annual Leave Program

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

Length of Monthly Accrual Annual Leave
Service Rate Allowance
0-2 Years 12.67 hours 152 hours
3-5 Years 14.00 hours 168 hours
6-10 Years 16.00 hours 192 hours
11-15 Years 18.00 hours 216 hours
16+ Years 19.33 hours 232 hours

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

3.3.  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 iliness If a demonstrable pattern of abuse or evidence
of suspected fraud is identified.

3.4. 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 cap.
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3.5. Accumulated Annual Leave shall be converted to cash upon separation
from City service.

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

4. Military Leave

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

5. Other Fringe Benefits
5.1. Fringe Benefit Administration

The City reserves the right to select the insurance carrier(s) or to self-
administer any of the fringe benefit programs provided. All benefits
provided under this section (Section 5) are subject to the characteristics of
each individual benefit program. The value or availability of the benefits
provided in this Outline as originally worded or as amended from time to
time may depend on their tax treatment by the State or Federal government
or the decisions of other government agencies or departments, such as,
but not limited to, the California Public Employees' Retirement System
(CalPERS). The City will endeavor to obtain the most favorable treatment
legally possible from these other governmental entities. However, the City
makes no representation concerning the value of such benefits to unit
members or how they will be taxed or otherwise treated by other agencies
or departments. The City's obligations under this Outline are limited to the
direct cost of providing the salary and benefits as described in this Outline.
The City shall have no additional financial obligation, even if the tax or other
treatment of such salary or benefits by other agencies or departments
reduces or eliminates their value to the employee.

A. The City will continue all employee benefits and pay the appropriate
premiums, as specified by law or the City's Personnel Rules.

B. Employee may continue benefits during an authorized leave without
pay for the period of the authorized leave by making payment to the City
for said benefits.

C. If there is any inconsistency between this section and the Personnel
Rules and Regulations, the Personnel Rules and Regulations shall govern.

5.2. Administrative Leave
The employees in the unit shall receive one hundred (100) hours of

Administrative Leave on July 1, 2017 and each July 1st. thereafter for the
term of this outline. Up to twenty (25) hours of unused Administrative Leave
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5.3.

5.4.

5.5.

5.6.

5.7.

5.8.

may be paid in cash or its equivalent value applied towards an approved
benefit program. Requests for pay of this leave shall be submitted to the
City Manager on or before June 1, 2018 and each June 15t thereafter for
the term of this outline. Payment shall be made no more than 30 days
subsequent to the approval of the request by the City Manager. Any
unused Administrative Leave hours remaining as of June 30, 2018 and
each June 30" thereafter for the term of this outline shall be forfeited.

Catastrophic Leave

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

Hearing Aid Benefit

That the City shall reimburse employees up to eighty percent (80%) with a
lifetime maximum of nine hundred dollars ($900) for hearing aid devices.

Family Medical Leave

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

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. They may be assigned duties that differ from
the normal work duties of the employee. By virtue of this paragraph, City
does not intend to create any permanent light, limited or modified positions.

Americans with Disabilities Act

The City recognizes it has an obligation under law to comply with the
Americans with Disabilities Act (ADA) and disability provisions of the
California Fail employment and Housing Act (FEHA).

Employee Death

Upon death of an employee, any unused annual leave shall be paid to the
employee's surviving spouse or beneficiary. In the absence of a spouse or
beneficiary, any unused annual leave shall be paid to the primary
beneficiary specified by the employee on the employee's
enrollment/beneficiary card for City-provided life insurance.
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5.9.

Health Insurance

The City shall provide the insurance programs described in this Section.
The City reserves the right to provide these insurance programs by self-
insurance, through an insurance company or by any other method which
provides the coverage outlined. Any premiums paid by the employee
eligible for Section 125 will be deducted from the employee’s pay on a pre-

tax basis.

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

1)

The City will contribute up to the following amounts per
month toward the cost of employee medical insurance
premiums for City’s offered health plans at the employee’s
enroliment level:

Enrollment Level 7/1/2017- | 2018-2019 | 2019-2020 | 2020-2021
6/30/18

Employee Only $500 $500 $515 $530

(Single)

Employee + 1 (Two | $1,000 $1,000 $1,030.00 | $1,060

Party)

Employee + 2 $1,400 $1,400 $1,450.00 | $1,500

(Family)

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

3) Regular part-time employees may elect to participate in
health insurance plans and the City will contribute a 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.

B. 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:

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

OUTLINE-Management « April 30, 2017 through June 30, 2021

Page 7




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 Enroliment 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. The alternate benefit
program meets all requirements for exclusion from “regular rate”
calculations.

C. Joint Commitment to Affordable Health Care —Ninety (90) days
prior to open enrollment, parties will work together to review preliminary
health care rates and discuss any potential changes to plan design to
reduce costs. However, changes necessitated by REMIF’s transition from
fully insured plans to self-insured plans are outside the scope of this outline.

D. Dental Insurance - The City shall offer employees and their eligible
dependents, dental insurance benefits under the terms as set forth below.
The City shall provide a copy of the summary description of the dental
program offered by the City to each employee upon request.

1) 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 per year for the following benefits:

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

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

4) Eighty-five percent (85%) of the cost of crowns and
restorations.

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

6) Two thousand dollar ($2,000) maximum benefit for dental
services per person per year.
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7) Fifty percent (50%) of the cost of orthodontics with a one
thousand five hundred dollar ($1,500) lifetime maximum
benefit per person

8) 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.

E. Vision Insurance -The City shall offer employees and their eligible
dependents, a vision insurance program under the terms as set forth below:

1. 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.

2. 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
benefits summarized above. For details, allowances and
restrictions, refer to the Plan documents.

5.10. Adoption Benefit

The City will provide a six hundred dollar ($600) per child cash bengfit to
employees adopting minor children to help offset the cost of adoptions.

5.11. Bereavement Leave

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

B. 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 step-children), step-parents, aunts, uncles,
grandparents, grandparent-in-law, grandchildren and relationships in loco-
parentis, and close personal relationships, with the approval of the City
Manager or his/her designee.

5.12. Funeral Benefit

City will provide fifty percent (50%) co-payment, not to exceed two
thousand dollars ($2,000), for funeral expenses for an employee or their
spouse only. This funeral benefit will be considered secondary to and shall
be coordinated with any and all other funeral benefits that may be payable
to employee or spouse.
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5.13. Long-Term Disability Insurance

The City shall provide, at no premium cost to employees, long-term
disability income protection insurance coverage. The basic benefit shall be
sixty six and two thirds percent (66 2/3%). In no event shall the employee
receive more than full salary. The benefits provided under this section are
subject to the characteristics of the individual program. The waiting period
for the above long-term disability benefits plan shall be ninety (90) days.

5.14. Life Insurance

A. The City will provide, at no premium cost to employees, one
hundred thousand dollars ($100,000) life insurance coverage provided to
employees and five thousand dollars ($5,000) for dependents, and which
coverage includes accidental death and dismemberment benefits.

B. The City will allow, subject to the insurance carrier's approval, any
employee to purchase, at his or her own cost additional life insurance
coverage under the City's group program.

5.15. Deferred Income

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

5.16. Retired, Deceased and/or Permanently and Totally Disabled
Employees

This Section 5.16 (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 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
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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 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.

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

(a) 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) in the eligible employee’s name for the Eligible
Employee. The City contributed $2,000.00 per year of
Continuous City Service 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
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this section will not continue for the survivors or dependent
children of the Retired Employee.

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

(b) Dental and Vision Benefits For Eligible Employees

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.

(i) (ii) 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.

(i) 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.

3. Retiree Health Benefits For Employees Hired On or After July
1, 2007

Beginning July 1, 2014, on a going forward basis, regular full-time
or part-time benefited City employees hired on or after July 1, 2007
shall be eligible for the benefits described below in lieu of the
benefits described in Sections 5.16(2)(a-b) above:

(a) Effective July 1, 2014, the City will increase the contribution
from $75.00 per month to $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.

(b) The City’s contribution to an employee’s RHSA shall be
considered vested as to an employee terminating City
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employment with five (5) or more consecutive years of City
service.

(c) Calculation of the monthly contribution will be prorated for
regular part-time employees. No employee contribution is
required.

(d) Subject to the eligibility criteria of REMIF and/or insurance
plans, employees hired after June 30, 2007 may participate
as retirees at their own expense in the City's group health
insurance.

5.17. Education and Training

The City will provide an education and training assistance program to
provide reimbursement to employees for tuition, parking 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 Human
Resources Director 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.

5.18. Longevity Pay

A. The City shall provide longevity pay to employees based on
continuous years of service, as defined immediately below:

Completed Years of Service Pay Percentage Increases
5 years 2%
For each year completed V2%
thereafter
B. 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 1st and July 1st only and not on an
employee’s employment anniversary date.

C. Longevity Pay Program as outlined in Section 5.20 shall not apply
to personnel hired after October 10, 1995.
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5.19. Retirement Programs

A. Effective July 1, 2007, the City will provide the California Public
Employees’ Retirement System (CalPERS) two and seven tenths
percent (2.7%) at fifty-five (55) retirement program to
miscellaneous member employees. Effective July 1, 2011 the City
will provide the California Public Employees’ Retirement System
(CalPERS) two percent (2.0%) at fifty-five (55) program to
miscellaneous member employees hired on or after July 1, 2011.
Effective August 1, 2011, all employees, regardless of program,
will pay the required member contribution.

1) The City will continue to provide the "one-year
highest compensation" optional provision in its
contract with CalPERS.

2) The City will absorb any employer contribution rate
increases for miscellaneous members required by
CalPERS.

3) 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 for the 5.0% annual maximum cost-
of-living allowance increase as defined in Section
21335.

B. New Employees Hired On or After January 1, 2013 Who Are New
Members of the CalPERS System.

1) Effective January 1, 2013, the City will provide the
CalPERS two percent (2.0%) at sixty-two (62),
highest three year average program to
new miscellaneous employees (who meet the
definition of a new member under PEPRA) hired on
or after January 1, 2013.

2) Effective January 1, 2013, such new miscellaneous
member employees hired on or after January 1,
2013, shall contribute at least fifty percent (50%) of
the normal cost rate to CalPERS.

3) Pensionable compensation does not include monies
paid to new miscellaneous 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).
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5.20.

5.21.

5.22.

5.23.

C. The City makes no representation concerning the value of this
benefit or how it may be taxed or treated by other agencies either
presently or 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.

401(a) Retirement Plan

If eligible under guidelines, members of the management unit may
participate in the City’s 401(a) retirement plan.

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.

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.

Counseling Services

Payment by the City of any unreimbursed costs, up to a maximum City
reimbursement of one thousand dollars ($1,000) per household per
calendar year, for professional counseling service charges which are not
paid for by City-provided or other insurance which the employee may have.
Services not covered by City-provided health insurance programs with a
maximum calendar year benefit of one thousand dollars ($1,000) per
calendar year per household.

6. Salary & Miscellaneous Pays

6.1.

Salary Adjustment

(a) Effective the pay period beginning April 30, 2017 employees shall
receive a five and one half (5.5%) increase to base salary.

(b) Effective the first day of the pay period that includes July 1, 2018,
employees shall receive a two and one half percent (2.5%) increase
to base salary.
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(c) Effective the first day of the pay period that includes July 1, 2019,
employees shall receive a two and one half percent (2.5%) increase
to base salary.

(d) Effective the first day of the pay period that includes July 1, 2020,
employees shall receive a three percent (3%) increase to base
salary.

6.2 Automobile Allowance

Effective December 1, 2007, miscellaneous members of the management
unit shall receive an automobile allowance in the amount of $322.30. On
July 1 of each year, the automobile allowance shall be adjusted by an
amount to be determined by the Bay Area All Urban Workers Consumer
Price Index (CPI). The amount of the adjustment will be based upon the
change in the CPI from April of the year prior to April of the current year.
Effective July 1, 2016, the automobile allowance amount shall be $393.04
per month.

6.3 Paychecks

When the City acquires the technology to do so, the 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.

6.4 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.

7. Alcohol and Drugs

The City agrees to continue to work together to assist any employees who have
an alcohol, 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 certain City employees are required to drive City vehicles, to think clearly
and act responsibly as well as use various types of equipment, 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.

OUTLINE-Management « April 30, 2017 through June 30, 2021
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10.

11.

71 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 workday, nor while on assigned standby duty.

7.2 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.

7.3 Prescription Drugs

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

Smoking

The City maintains as a clearly expressed condition of employment that
employees refrain from smoking.

Residency

This program is eliminated effective July 1, 2011. Employees receiving residency
stipends of $60/mo. as of this date may retain them unless they fail to meet to
condition of residing within the City. Should such an employee lose eligibility, no
re-entry to the program is permitted.

Grievance Policy and Procedure

City will comply with the grievance procedure as outlined in Resolution No. 79-22,
adopted February 13, 1979, a copy of which is attached hereto. Failure to meet
any time line or specifically comply with any other requirement of the grievance
procedure constitutes a specific waiver and is a bar to further consideration of the
grievance.

Use of City Facilities

Employees and their spouse or 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 to use the weight room and locker room facility at
the Sports Center when such facilities are open, and to 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 or pools by employees, spouse or
domestic partner, and/or dependents of employees adversely impacts the public's
access to these facilities, the City may revoke this access and require payment of
a fee.

OUTLINE-Management « April 30, 2017 through June 30, 2021
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12.

13.

14.

15.

Management Rights

Except as limited in this Outline 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 for 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 Outline; 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 layoff its employees whenever their positions are abolished, or
whenever necessary because of lack of work or lack of funds, or other legitimate
reasons; to determine whether goods or services shall be made, purchased, or
contracted for; to determine the methods, means, and numbers and kinds of
personnel by which the City's services are to be provided; including the right to
schedule and assign work and overtime; and to otherwise act in the interest of
efficient service to the City; and to take all necessary actions to protect the public
and carry out its mission in emergencies.

Work Curtailment (No Strike Clause)

Under no circumstances shall any employee individually or collectively cause,
sanction, honor or engage in any strike, sit-down, stay-in, sick-out, slow-down,
speed-up, work to rule or any other type of job action, curtailment of work,
restriction of production or restriction of service during the term of this Outline.

Term of Outline

This Outline shall become effective on April 30, 2017 through June 30, 2021.
Invalidation

15.1 Suspension of Agreement

If during the term of this Outline, any item or portion thereof of this Outline
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 Outline 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 Outline shall not invalidate any remaining portion that shall
continue in full force and effect.

15.2 Replacement

OUTLINE-Management « April 30, 2017 through June 30, 2021
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16.

17.

18.

In the event of suspension or invalidation of any article or section of this
Outline, City agrees, that except in an emergency situation, to arrive at a
satisfactory replacement for such article or section.

Non-Discrimination

City acknowledges that in receiving the benefits afforded by this Outline, 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 his or
her personnel file maintained on him or her by the City. Employees have the right
to respond in writing to anything contained or placed in their personnel file and any
such responses shall become part of their personnel file.

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
days after the evaluation interview.

OUTLINE-Management « April 30, 2017 through June 30, 2021
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Incorporated by Reference. The following are incorporated in this agreement by reference:

City Council Resolution No. 79-22, adopted February 13, 1979 - Grievance Policy and
Procedure

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

City's Personnel Rules & Regulations

OUTLINE-Management « April 30, 2017 through June 30, 2021
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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.
c. Employee means any city employee, regardless of status.

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

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

f. Immediate 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. Recagnized 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.

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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SECTION 4

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
procedure. The nature of these exclusive city rights are described in Section
3.e. beiow.

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

or by a recognized employee organization.

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

. No employee or recognized employee organization shall be interfered with,

intimidated, restrained, coerced, or discriminated against for exercising these
grievance rights.

Nothing in this grievance procedure shall be construed to restrict any legal or
inherent exclusive city rights with respect to matters of general legislative or
managerial policy, which include among others: The exclusive right to
determine the mission of 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 |l — 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,

SECTION7

a.

SECTION 8

a.

SECTIONS

a.

SECTION 10

a.

ARTICLE Il - FORMAL GRIEVANCE PROCEDURE

GENERAL

All the formal grievances shall be in writing. A supply of grievance forms shall
be maintained in each depariment 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 settiement 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 ¢n the grievance form together with the
reasaons 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.

c. 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 authoriced 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 IV — 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.

SecTioN12 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.

SECTION13 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 he unreasonably withheld.

SECTION15 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. One city employee selected by recognized employee organizations acting
jointly.

One city management member selected by the City Manager.

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

o o

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.

SECTION 18 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
jdc
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RESOLUTION NO. 2001 - 270

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ROHNERT PARK
AMENDING THE CATASTROPHIC LEAVE 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

el
S

ATTEST:

FLORES: AYE  REILLY: AYE SPIRO: AYL VIDAK-MARTINEZ: AYE  MACKENZIL: AYE
AYES: (5) NOES: () ABSENT: (0) ABSTAIN: (0)







8 RESOLUTION NO. 2004 - 299

A RESOLUTION OF THE CITY COUNCIL OF THE CITY OF ROHNERT PARK
APPROVING REVISED PERSONNEL RULES AND REGULATIONS

WHEREAS, the City Council initially approved Personnel Rules and Regulalions
on April 11, 1966 with lhe rules and regulations being presented as City Manager's
Administrative Policy No. 1: and

WHEREAS, the City Council approved revisions o the Personnel Rules and
Regulations on April 25, 1983; and

WHEREAS, the City Council approved further revisions 1o the Personnel Rules
and Regulations on November 12, 1991; and

WHEREAS, the existing Personnel Rules and Regulations require updating to
be in compliance with current slate and fedaral law: and

WHEREAS, the City consulted with McDonough Holland & Allen, the law firm
representing the City's legal interests, to provide recommendations on drafting revised
Personnel Rules and Regulations compliant with existing state and federal laws; and

WHEREAS, revisions are proposed to the existing Personnel Rules and
Regulations to ensure legal compliance, provide greater direction to City employees
regarding the Cily's personnel policies, and include policies enacted by the City
Council since 1991; and

WHEREAS, the revisions have been discussed with the employee organizations
as required by the meet and confer laws of the State and the revisions have received
approval by the employee organizations; and

WHEREAS, the City Council has been presented the revisions to the Personnel
Rules and Regulations and has found them salisfactory.

NOW, THEREFORE, BE IT RESOLVED by the Rohnert Park City Council that
the Personnel Rules and Regulations presented as revised and dated November 9,
2004 are hereby approved.
DULY AND REGULARLY ADOPTED this 9™ day of November, 2004,
ATTEST:

(Deslbppensr

Deputy City Clerk

FLORES: AYE  MACKENZIE: ADSENT  SPRADLIN: AVE
VIDAK. MARTINEZ: AYE  NORDIN: AYH
AYES: (1) NOES:(0)  ADSENY: (1 ADBSTAIN: (0)
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SECTION 1 - INTRODUGTION

Ao Purposc - The Cily Manager, a8 Parsonne Oificer Tor the City or hisfier designee, s charged with the
tespansibility of the City's peesonnel praciices. Inorder (o establish an equitable and uitonn procedure 1o
denting wilth personoel matlers aod W allract lo municipal sorvice the best and most competen! persons
available, 1o assure thal appomiment s promolions of pursons will be basad on merit s hiness and o
provide a reasonable degrec of secunly for qualificd employees, the following rules and requlations are
established.

B Loverage - These rules and regulations apply 1o all offices, a1l reguiac Tull-time employses, reqular pari-
lime employees, and all positions ar employments in 1he service of he City, except;

1. Elective officers in the performance of their cleciive dulies and Members of appainied boards,
commissions and commilices.

2. Persons engaged under conlract 1o supply experl, professional, \echnical ui ol sorvines

3. Volunleer personnel, such as vohuinleer auxiliary firelighters and public safety reserve officers

4. Cily Manager and City Attarney

5. Probationary employees, excepl as expressly provided herein.

6. Limiled Service Personnel {i.e. temporary or seasonal employees employed by the Cily rol inore than
s (6) manths during the fiscal year for special purposes).

7 Parl-lime emplayees paid by the hour w day who do nol mest the definition of reqular part-lime
employees,

C. General Provisions -

1 The City expressly prohibils discrimmalion in employment on Ihe basis of race, religious creed, color,
nalional or ethnic origin, ancestry, mental or physical disability, medical condition, marital stotus, sex,
sexual preference, political opinion, political alfilialion or on the basis that an individual is age forly (40)
of over, or any olher basis protecied by federal, stale or lacal fow.

2. An employee’s work performance will be evaluated by their immediale supervisor or the supervisor's
designee al least once a year on a lorm prescribed by the Personnel Officer Supervisors will discuss
their eviluations in full with each enmployee, oulling goals and expeclations, and point oul where 1he
employee has dane an outstanding job and sugges! ways in which job performance can be enhanced

3 Al reguine appointments include a probationary period as provided herein of nol less than twelve (12)
months for miscellantous employees, not less (han wenly-four (24) monlhs for managemenl
employees, nol less than eighleen (18) months for dispaleh employees, and not less than eighteen
(18) months for Fublic Safely sworn employees,

a.  Promwolional appointments include a probationary period of nol less than six (6) months for non-
supivisory  ernployees and  fwelve (12) monlhs for supervisors (includes  management
classilicalions).

4. Lmployees must be physically and menlally able fo perform the essential funclions of Ihe job, with or
without reasonabie accommadalion

CITY OF RONNERT PARK Page 3 of 39
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D.

6.

The Cily reserves (he righl lo amend these rules and agrees lo meel and confer with representalives
of recognized ermployee organizalions on those changes Lhal are within the scope of represanialion.

Nothing herein prevents or restricts the Cily's right lo conlracl for performance of expert, professional,
lechnical or any olher services,

Nothing herein prevents or reslricls a Supervisor [rom issuing departmental rules, policies of
regulalions needed for lhe efficient operation of a Cily depariment.

The delinitions applicable throughout these rules are sel forth in the aliached Glossary and are hereby
incorporaled by reference.

Bargaining Units - )f any outline of conditions of employment or memorandurm of agreement belween a
recognized employee organization and the Cily conllicis with the provisions of Ihese rules, then lhe
provisions of the memarandum of agreement will prevail,

Personnel Records - In lhe case of personnel records, Ihe lerm "personnel records” means any file
maintained under the individual's name by his or her employing agency conlaining records relating to
persanal dala, including marital slatus, family members, educational and employment hislory, or similar
informalion, medical history, election of employee benefits, and employment advancemenl, appraisal, or
disciptine.

1

The City maintains personnel files for all employces which cantain all records, files and documentation
used ko delermine the employee's qualifications, performance, premotion, additional compensalion, or
lermination or other disciplinary aclion.

a.  Each employee must prompfly nolify the Human Resources Departmentl of any changes in
relevant personal information, including but nol limiled lo; maiiing address; telephone number;

name(s) of dependeni(s); and persons lo conlact in an emergency, along with contact
informalion.

b. Personnel files are deemed confidential unless lhe employee consenis (o a disclosure in writing
or the Cily is required lo disclose such material by law. Cily personnel have access lo
confidential personnel files only on a "need to know” basis for legitimale business reasons.

The City mainlains a confidential file for all employees which contains all medical information aboul an
employee or applicani. Information in this confidential file is oblained and maintained in accordance
with state and federal law (e.g. the California Confidentiality of Medical Information Acl and the federal
Health Insurance Poriabilily and Accounlability Act ("HIPAA®). City personnel have access to
confidential medical files only on a "need to know" basis for legitimale business reasons.

All inquiries from oulside agencies, firms, or individuals concerning personnel will be referred 1o the
Human Resources Depariment for handling and response. This includes, but is not limiled to,
inquiries concerming employee performance or evalualien in conneclion with new employment
opportunilies and employment verification checks for financing purposes. This procedure applies to
both former and present employees.

a.  Absent a wrillen release from the employee, the Human Resources Department provides only
dates of hire and terminalion, posilion titfe, and pay range.

b. Information disseminated to inquiring parties will be exiracled from the personnel files in (he
Human Resources Departmenl. The City's wnllen response lo inquiries wilk be made a part of
the employee's personnel file and will be available for his/her scruliny.,

CITY OF ROHNERT PARK Page 4 of 39
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A Ay employee who wishos Lo teview b of her personnel reconds should contact he Human
Resourees Departiment ond sel up - appomiment al aomulually agreod upon lime. The 1oview musl
e done wy e presence of e luman Resovrces Assistant ar as/her designee ol the location where
e fike s slored il ol ne loss of sompensation 1o 1he employee An employes may equest a Gopy of
any employment sl docuiment (hat hefshe has signed  This subsechon does nol apply 1o those

employees covered by he PPublic Salety Ollicers” Pracadural 16l of Rights (Governmaent Coda §1300
el seq )

A An employee is not entilled 1o inspecl records set forth in Labor Code seclion 1 198.5(d) as it may,

from lime o time, be amended. Impact records relating Lo the inveshgalion of a criminal olfensc
or letlers of referonce

h o Anvmployee is ool aolitted o mspect camplamils, or mvestioation of aomabhnly concoming an
i '7 I o " i |

tvenior ransachon i which Ihe employee was involved or participaled 1o e extent that the
disclosure ol such information would) conshitule an unwarronted invasion of personal privacy.

5. Employees have Ihe rghi o respond in wriling to any evaluation repost placed in their parsonnel fite
Buch responsos must be submiited within thirly (30)
be induded inthe persomiel file records,

calendar days of the evaluallon interview and will

F.  Destruction of Records - The employee personnel records are considered a permaneni record and all

personnel hle docoments are retpined by the City lor the duralion of the employee

'S pefiod of employment
and for any subsequent period required by law

. The records of former employces are relained in accordance with the schedule established in
Resolulion 90 161,

b, Shredding destroys personnel records thal have reachert the time imit esinbiished n Rosolulion

U-161 .
SECTION 2 - PAY PLANS AND COMPENSATION
A Classification Plan -

&

])

1 Creation ol classifications The Cily Council, upon recommendation by he Personnel Officer, shall
create a clssilication plan for City amployees. Each posilion shall be allocated o a class idenlilied by
class nlle. Posilions shall have the samo class title when they conform 1o Ihe same specification or
when the posiions’ descriplions sire sufficiently simitar as to qualificalions, educational requirements,
responsibililies, level of supervision, and olher characleristics.

32

Specification of classes A class may include more than one position. Fach class will have o
speailicaton, which meludes: a concise, descriptive lille, a brief definition, a descrplion of the essential

iob duties and responsibililies, a stalemen of special requirements, and a statement of tlesirable
qualifications.

[as]

Reclassification  The Personnel Officer is responsible for reviewing the dulies and responsibilities of
posilons and recommending to he City Council the creation of new classes and Ihe abolition of

exisling classes  The Personnel Officer shall review classifications and make determinations in the
tollowng siluations:

4. Upon the cecommendalion of the Supervisor or upon the request of an employeo, the Parsonne)
Officer has 1he nght {o reallocite o posilion o a different class whenever its duties change
matetinlly, provided the reclassification ean be accomplished within budgel limitations.  The
Personnel Ollicer has the discration 1o deleanine when the duties have malerially changed which

ITY OF ROHNERT PARK Page 5 of 39
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warranl a reclassificalion. To process reclassilications in a imely maancr, the folfowing process
witl be lollowed:

i Supervisor or employee submils a reques! of reclassification o e Human Resources
Depariment.

i, Within filteen (15) working days, (he Human Resources Departmenl makes an inilial
determination whelher the employee's ongoing job dulies and responsibililies warrant @
positian reclassification. Once compleled, the Human Resources Depariment forwards ils
recornmendations lo live Personnel Officer.

i, Within lifleen (15) working days lhe Personnel Olficer affirms or modifies the )Human
Resource Deparlment's recommendalions. As a general guideline, Ihe Personnel Officer
will provide the following conclusions lo the employee and his or her supervisor: re-assign
work dulies so the employee is no longer working oulside of classilicalion, appoini employee
to exisling classilication with greater responsibility, or ¢reatle a pew classilicalion thal more
accurately ieflects the employee's ongoing job dulies and responsibililies

b, When the dulies of a posilion so change that no appropriate class for il exists, the Personnel

Officer must prepare an appropriale class specificalion for il and submil it fo he Cily Council for
approvat.

c.  Reclassification of a position may nol be used lo circumvenl the rules and regulalions concerning
demotion, promolion or compensalion.

B. Salary Ranges, Plans and Compensation -

1. Meet and confer. The City will meet and confer regarding changes o salary rales or salary ranges
affecling exisling employees represented by a recognized employee organizalion. Afler meeling and

conferring, the Personnel Officer will prepare the pay plan, which eslablishes a flal rate or salary range
for each class.

2. Changes to salary ranges. When lhe Cily Council changes a salary range for a ctass, all employees'
salaries in lhe class will be adjusled tu the corresponding slep in the new range.

3. Transfer to another class. An employee whose posilion is moved [rom one class 1o another class
thal has the same salary range does not receive a change in salary. When an employee is moved
from one class to a class wilh a higher maximum salary, the employee's salary in the higher class will
be the minimurn salary for thal class, unless thal minimum is lower than, or the same as, the
employee's salary al the lime ol ihe move. In that event, the employee will receive the nexi higher slep
within the pay range of the higher class. Employees receiving a promotion will receive al least a 5%
increase in salary unless limiled by the salary range maximum. The new revicw dale for promoted
employees is the dale of promolion or in six (6) monlhs il lhe employee in placed at Slep A

4, Demotions. When an employee is demoled, (moved from one class 1o a class with a fower maximum
Salary), the Personnel Officer will set the employee’s salary within the range of the class to which the
employee has been demoted. In this event, the employee’s anniversary date will be the same as Ihe
effeclive date of demotion for purposes of conducting performance reviews and making carresponding
salary adjustments, The employee's original hire dale will continue lo determine his or her eligibility
for other types of benefils and leave accruals.

5. Reclassifications. An employee whose posilion is reclassified from one class (o 4 class wilh a lower
maximum salary relains his/ber original anniversary dale. A reclassified employee refains 1he salary
of the higher class if the .employee’'s salary at lhe time of reclassification does not exceed the
rhaximum salary for posilions of Ihe lower class. W that salary does exceed hal maximum, the

CITY OF ROHNERT PARK Page 6 of 39
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employee will conlinue to receive histher present salary unlit snch time as

he maximum salary for the
chss exceeds ws/her rale of pay.

C. Cmployee Performance Review andlor Evaluation - The performance evalualion process is intended 10
limprove produectivity and loster communication befweos supervisors and employees Evaluations should be
conduglted al leas! annually In accordanca with the sehedulo act lorth for int employee's joby classilication
and should be based upon posiben-specific performance etements and work standards, The avaluation
musl indicate clearly whether overail performance is superior, sasliclory, or substandard. The review
process must provide for employee feedback and face-to-lnce cammunication. Resulls of lhe perdoimance
review will be wlilized to determine employee's lrainitg and development needs,

1 Salary adjustments. Resulls of the employee’s current pedormpnee review will be usad lo delermine
salary aehusiments on the SMpIoYEE’s anniversary dafe Ernployees whose work performanee s
Satisfaciory will be aligivie 1or advancemenl o the next higher step (not lo exceetd he maxunum) of
the salary range.  Employees who receive o less than salisfactory ralng may not be eligible for a
sulary advancemeni an their anniversary dale

< Employea review and response Einployee will he provided with o copy of hisiher petformarice
evaluation (wenly-tour (24) hours prior 1o Ihe evaluslion interview.  Employees hive Ihe right to
respond in wriling to the evaluation report should they so desire, Said responses should be submilled
1o the reviewer no later than thirly (30) days alter Ihe evaluation interview. Contents of an employes’s
performance evaluation are nol sulject lo the grievance procedure.

5. Copies kept in personnel file. The employee’s complele, original, and signed performance
evaluation - including any wrilten comments provided by Ihe erployee - is filed in he employee's
official personnel file kept in the Human Resouree Depariment.

D. Pay Period - The pay period for all employees is bi-monlhily on he 15th and the last day of the maonth.
Whan (le 15" or the last day of the month falls on o weekend or holiday, paychecks will be available the
prior Friday. All paychecks are to be distribuled to he departments and delivered 1o the empleyee by noon
on the 15" or the last day of Ihe month.

1 Time cards. All employees are required lo keep a timecard and accurately record all hours worked
4. Full-time employees. Regular full-time employees will be paid for the prior wo-week period

worked,

b.  Part-ttme employees. Regular part-time and hourly part-ime employees must submif their
limecards to the Finance Department on the 5™ and 20" of the month and will be paid the
following payday for the lime submilted

2 Direct deposil Any employee wishing lo have iheir paycheck diretlly deposited may do so by
contacling the Finance Depariment and filling out the required documents.

LY
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E.

Qvertime - Overlime hours must be approved in advance by he employee's direct supervisor or
Department Head. Ovellime is (o be kepl 1o @ minimum consisien! with mainienance of essenlial Cily
services. All non-exempl employees will he paid overlime as required by applicable law and in accordance
wilh any provisions in applicable memoranda of agreemenl

Compensatory Time Off - Subject lo applicable memorandum(s) of agreement or 1he oulline of certain

employment condilions for non-represented employees, compensalory lime off may be granted in lieu of
overtime pay for overlime work performed by eligible employees, Compensatory lime off is subject 1o Ihe
accrual cap in the relevant memorandum of agreemenl.

1

Approval of overtime. Employees must oblain pre-approval before working any overtime, The
Supervisor will aulhorize such overlime work and will nolily Ihe Personnel Qfficer upon such

aulhorization. The Supervisor is responsible for arranging histher deparimenlt so thal compensatory
time oil can be taken,

CTO for exempt employees. Management employees and any bona fide exempt personnel wilt
receive adminisiralive leave, as qualified under FLSA, in-lieu of the compensatory lime off. All exemp!
personned must record leaves of lour hours or more using the City's "Employee Absence Report” and
submil it Lo the appropriate y/mmediate supervisor.

City reserves the right to pay ovestime in lieu of accruing CTO. Al lhe discretion of the City,
certain personnel imay be paid for all or a portion ol overlime worked in lieu of acciuing CTO. The Cily
can elecl to pay employees for overlime worked i it is delermined that an employee cannol
reasonably take the CTO without hindering the performance of essential Cily funclions.

Pay-out of accrued CTO. The City retains the right to pay cul unused CTQ al all times selecled by
the Cily. The currenl memorandumi(s) of agreement or outline of certain conditions of employmenl will

reflect accrual informalion, lime, and manner in which any paymenl for unused compensalory time will
be made,

Paymenl upon separation Upon separation, all employees will be paid a lump sum for all
outslanding approved and accrued compensalory time and/or adminisiralive leave.

Use of CTO. Employees who wish to use CTO must obtain prior authorization of their Supervisor or
Depariment Head. The City's policy is lo permil the use of CTO within a reasonable period after ihe
requesl for use is made. Use of CTO on \he specific dates requesied by an employee will be
permilled as much as reasonably practicable laking into account the operational needs of the
deparimenl. To facilitale scheduling, employees are encouraged to provide as much advance nolice
as possible of the dales they desire 1o use CTO.

SECTION 3 - BENEFITS

Holidays -

1

Scheduted holidays. The City Council establishes the holidays o be observed by the City lor each
calendar year, subjecl lo modification by any applicable MOA. Generally, the Cily observes as
holidays those days proclaimed by Ihe President of Ihe United Stales, the Governor ol the State of
Cafifornia, and/or Ihe Mayor of the City of Rohnert Park lo be public holidays. Additionally, the Cily

usually observes any day declared by the Governor 1o be a day of mourning or special observance for
Slate employees.

Weekend holidays. Generally, when a holiday falls on a Saturday, it shall be observed on Ihe
preceding Friday, YWhen a holiday falls on a Sunday, it shall be observed on the lollowing Monday. If
a holiday lalls on an employee's regularly scheduled day ofi, the applicable memorandum of
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dAgreemoent will determme whother ihe employee is paid holiday pay or given compensatory line off  If
any oulline of camlitiong of employment or memorandum of Aagrecment condhcls with ty g

subsection,
the: provision of the condilions of etmploymaent or momorandum of agrecimaent will nrewvail,

<4 Holiday pay  Regulor lull-time and cequiane panl-lime employees ore onlitled 1o reave ime ol with
pay al hewr cegulie tale of pay for the holiday.  Reqular parl-time employees reccive gither 50% or
/5% of 1he haliday pay as delermined by the number of hours per week the cinployea s normally

schaduled 1o work. An cmployee who resigns may nol selecl a holiday as the employea’s st diay of
cmployment

4 Required work on holiday. An employee whose job perloimance is essemial o mainiain public
services may be required 1o work on a holiday. In such cases, the apphicable MOA will specity e pay
andfor banefits recemed for he work pecormeed on holtays

B. Vacation -

1 Vacation policy. All regular full-time and regular parl-lime employees are entilled to vacation lime off
wotk with pay. Eligible regular part-time employeas acerue vacation al e cate of 50% o 75% of tha
allotment established for full-ime amployees as determined by the numbe of hours he parl-lime
amployee is tegularly scheduled 10 work, Eligible employees will acerue vacation from the: dote: of-hire
but may not lake acerued vacation until the completion of six (6) months of COMINYONS Service
However, upon completion of six months of seivice, helshe will be eligible © request o scheduled

vacalion. This vacation policy is subject lo modilication threugh an sipplicable MOA (or representod
crmployees.

2. Vacation acerual.  Vacalion accrues Tor regular full-lime employees according lo Ihe foliowing

schedules established in he applicable MOA's or Oulline of Benclils [or the Management and
Confidential Units.

3. Use of vacation, An employee's scheduled vacation must be approved by his/her supervisor,  The
smallesl amount of vacation time that may be used is % hour (15 minutes)  An individusl may have
unused annual vacation leave rarried ovar o Ihe following calendin yew | maximum accrnm) is
reached, further vacation acerual will slop. When Ihe employee uses paid vacation lime and bnngs
he available amount below the cap, vacalion accroal will sesume at the regular momhly acenel The
City may make an exceplion lo the vacation accrual cap in exteaordinary circumstances where, due to
the requirements of Cily service, an employce is requiced to lorego o vication during the particular
calendar year  In such cases, the affecled employee may apply to Ihe Persannel Qlficer 0 increase
his ar bier vacation cap by the number of days (he employee was nol permitted to take as vacalion
days. The Personnel Officer may, in his or her sole discretion, grant such requests from time 1o lime.

4. Vacation at termination. Upon lerminalion, an employee shall recoive ump sum payment for the
balanee of accrued vacalion hours, Paymenl for unused vacation shall be made at lhe ale ol pay in
effect for such employees at the time of termination. When tlerminalion is caused by the death of the
employee, pay for unused vacation shall be paid o the same beneficiory 1he employee has
designated for Life Insurance benefits, Beneficiary designation olherwise, shall be in wriling, signed
by the employee and liled with the Finance Depariment, Payroll Office. Vacation acanls are not paidd
lo employees who are employed by the City less than six months

Or

Holidays falling during vacation. When a day designaled and abserved by the: Cily as a holiday
OcCurs on a day on which an cmployee is laking vacalion, such employee shall not be chorged as
using vacation for thal day, The employee’s compensalion for 1 day shall be holiday pay and
hefshe shall not be paid or charged for vacation. This holiklay policy is subject lo modification Ihriigh
i applicable MOA (or represented employees,
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HIiness during vacation. If an employee becomes il or is injured while on vacalion, the lime off wil
stitl be counted as vacalion lime ard nol sick lime

Vacation accrual during leave of absence. Employees who are off work on a paid leave shall
conlinue lo accrue vacolion during the leave period. Employees who are off work on an unpaid leave
shall no longer accrue vacalion after ninely (90) calendar days.

C. Sick Leave -

[&]

Eligibitity. Regular full-lime and regular parl-time employees are cligible for sick leave in accordance
with the applicable MOAs  Unrepresented, conlidential, and management employees’ eligibility for
sick leave is specilied in the applicable City resolution oullining their conditions of employment,
benefils and salary adjusiments.

Accrual. Sick feave shall be accrued in accordance wilh the applicable MOA's or Outline of Benefils
for the Management and Confidential Unils,

Use of sick leave.

a.  To qualily for sick leave, the employee mus! report histher iliness or injury 1o his/her supervisor at
the beginning of any sick leave period and daily therealler unless olherwise arranged. The
supervisor may require a wiilten slalement fram the employee’s heallh care provider verifying
that the employee is or was incapaciloled and unable (o perform histher dulies. Any absence of
five (5) days or mare lor sick leave will require a cerlification from a health care provider.

b. Sick leave may be taken for an employee’s personal, non-industrial illness or injury. Additionaily,
the employee may use up to one-hali histher yearly paid sick leave accrual (based on calendar
year) to atlend lo an illness of a child, parenl, spouse, or domeslic partner of Ihe employee or he
child of the employee’s domestic pariner.

¢ An employee may use sick leave for madical examinations and appoiniments provided, however,
Ihat such leave lime may be limiled to four (4) howrs in any one working day at the employee's
supervisor's discretion.

d.  An employce requesling to use paid sick leave must specify whelher the use is for personal
illness or lo eare for a tamily member. In the event Ihal an employee exhausts his/her paid sick

leave, helshe may be enlilled to additional unpaid feave under the Family and Medical Leave
Policy.

e. Any employee who is absenl from work on sick leave shall not engage in work or other activilies
at any time that would be in conflict with the inabilily o report for work and 1o perform the duties
asSigned. If an employee violales Ihis policy, appropriate disciplinary aclion will be taken.

Sick leave accrual during feave of absence. Empioyees whe are off work on a paid leave shall
conlinue 1o accrue sick leave during the leave period. Employees who are off work on an unpaid
leave shall no longer accrue sick leave after ninely (90) calendsr days.

Accumulation. Accrued sick leave may be accumulaled lo lhe limits described in the applicable
Memarandum of Agreement,

Sick leave and Workers' Compensation disability payments, An employee receiving lemporary
disabillty paymenis under the Workers' Compensalion Laws, may use accumulated sick leave in order
lo confinue to maintain his/her regular income. Under such circumstancas, the employee shalf be paid
(oul of his or her sick leave dalance) the difference between his/her full salary in proportion (o the
amount of histher full salary paid by the Cily during such perioct of disability.
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1 Inihe case of deth within e unmediate hmily ot an employee, he employea shall be cmilted 1o
three (3) days of pand leave. An additional wao (2) days of sick or vacation lenve may be laken upon

approval of The employiee's supervisor if the employee must Iravel oul of the area (ol least 250 miles
ane way),

20 Immnediale Larmly s case menns spowse, domeshc porner, lather, lather in-law, molher,
mother-in-law, iother, brotherin-taw, sister. sister m-law, chilk) {including stepchuldien), slepparents,
aunts, uncles, grandparents, grandparent-in-law, grandchildren and relationships in loco-parentis and
close personal relalionships, with (e approval of Ihe City Manager or hisfher designee

The employee's supervisor may requise proof of dealh of 1he nersents<) for whom the amploy
12King bereavernenl leave

Military l.cave -

1. Chigibility, The Cily geants military Jeave 10 ol cmplayees 1or sgvice in he unformed services in
accordance will lederal and stale law.

2. Nolice. The employee must nolity histher supervisor of upcorning military duty at soon as hefshe
becomes aware of histher obligation and provide a copy of his/her mililary orders.

3. Compensation Employees on tamparary military leave will be paid thelr normal salary for the first
thirty (30) calendar days while engaged in the performance of orderad military duty.  Pay for such
purposes shall nol exceed 30 days in each liscal year. Il the employee's military leave exceeds thirty
days, the City will continue 1o pay lhe difference between the employee’s normal salary and the lotal of
higiher military compensation il the employee is called 1o aclive duly g g rosull of o declaration of
emargency, war, or as necessary {or homeland security as declared by Ihe President of the United
States, Secretary of Delensa, Secrelary of Homeland Secuwrity or the Governor of California, In such
cases, Ihe employee shall submil hisiher miltary earming statement 1o the Finance Department,
Payrall Qlfice to assist n coleulating the: cmployee’s saliary.  In no event will the ainployee be
compensated i excess of hisfher notmal City satory. Al other militry leave is unpaid excepl where
necessary lo maintam exempl status under the Fair Lalyor Standards Act, Employees may elect to
usé any other accrued paid Jeave time (e g. vacation) during unpaid military leave.

Employeas will receive any menl and/ot general salary increases for which they become eligible
during military leave.

4 Benefits

a  Health insurance. All heallh nsurance benelits will remain in place while the employee ig in a
paid military leave status as indicated in Section 3 abave. For employees in a non-pay status, all
health inswance benelils will continue for a penod of 12 workweeks on he saome lerms and
conditions as if the employee were nol on a leave of absence, The 12 warlkweeks wotlld be
calculaled based on the beginning of non-pay stalus. Therealter, the employee has the oplion to
continue histher healtly plan benetils, at the employee's expense, for up lo eighteen months.

For employees both in a paid and unpaid status, Ihe benefits shall be provided in accordance wilh
Ihe City's applicable agreements, oullines, rules, policies and procedures and all stale and
federal laws. Such benedils mily be subject lo individual plan provisions

b, Pension plan benefits During any period of paicl leave, Ihe Ciy will pay the employer and
employee contribulions lo CalPERS. Addilionally, employecs frelurning from military leave ara
cetlitled 1o penston bencils that acerued during military service and (o any ColPERS contributions
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Ihal would bave been made if the employee had not been absent due to mililary Jeave  Mililary
leave is nol considered a break in service {or purposes of pension benefils.

¢.  VYacation benelils. Vacation benelils continue o accrue during paid mililary leave. Employees
relurning from military leave are entilled lo begin accruing vacalion al the rate the employee
would have altained i the employee had not taken mililary leave.

d. Seniority. Lmployees relurning from mililary leave are enliied 1o the seniority and olher rights
and benefils delenmined by seniority lhat they would have atlained with reasonabie certainly had
ihe employce not taken a military leave.

Reinstalement  Employees will be reinstated in accordance wilhr ali applicable laws. Upon
completion of military leave, Ihe employee is required lo furmish the Human Resources Departiment a
copy ol his/her military separstion documenl. Reinslatement will not be denied or delayed if he
informationt does nol yel exist o1 is not readily available, however, the employee is required lo provide
the information as soon as it is available. Reinslalement will be denied only when tegally permissible.

Federal law provides for the lollowing reinstalemenl period:

a. For military leave of less Ihan 31 days, the employee must reporl for reemployment at lhe
beginning of lhe first regularly scheduled workday thal would fall eight houss after he or she
returns home, unless reporling wilhin such lime frame is impossible and Lhen the employee must
reporl as soon as possible.

b. For mililary leave of mare than 30 days bul less han 181 days, the employee musi report for
reemployment within 14 calendar days following completion of service, unless reporting within
such time frame is impossible and then the employee must report as soon as possible.

¢.  For military leave grealer lhan 181 days, the employee mus! apply for reemployment within 90
days of completion of the service.

Family And Medical Leave -

1

Eligibility. Family and medical leave ("FML") shall be granled in accordance with the provisions of

slate and federal law. Al employees who meel the eligibility criteria stated in this policy are enlitled lo
1ake an unpaid FML,

To qualify for FML, an erployee must have been employed by the Cily for a period of lwelve months
and have worked for al leas! 1250 hours during the 12-month period immedialely preceding the leave.
FML may be graaled for the following reasons: (1) the birlh of a child lo an employee or placement of
a child with an employee in conncction with the adoplion or foster care; (2) to care for a child, parent,
spouse or domeslic partner who has a serious health condition; or (3) for the employee’s own serious
health condilion that makes the employee either unabie to work al alf or unable to perform one or more
of Ihe essential funclions ol the position assigned.

Amount of FML. Eligible employees are enlitled 10 FML tolaling welve (12) weeks within a 12-month
peried. The 12-monih peried within which the leave must be 1aken begins on the dale the employee's
leave begins and concludes 12 months after that dale. This leave shall be concurrent with any
disabilily leave associated with pregnancy, childbirth, or related pregnancy conditions as provided in
the City's Pregnancy Disability Leave (PDL) Policy.

Infermitient leave When medically necessary (as cerlilied by a heallh care provider), leave may be
taken on an intermillent or reduced leave schedule. “Intermillent leave” is Jeave taken in separale
blocks of time due lo a single event, rather than for one continuous period of time, and may include
periads of nol less than 1/4 of an hour and up lo several weeks. The City may require an employee
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who is on a reduced work schedule or ntermitent leave o lermnorarily fransfer to an allernalive
pasilion, wilh the same pay and benelits, if the allemntive nosilion beller accoinmodales the required
work schedule than the employee’s usual nasilion.

Notice of leave. Ao employee must provide a1 lenst Nurly (30) days advance wrillen nolice of the

need for FML whenever possible, i thirty (30) days notice is nol possible, the amployee must give
nolice as soon a5 possible. Il he employee fals to give ity (30) days advance nolice for
fureseeable events wilhoul any reasonable excuse for lhe delay, the Cily reserves e fight 1o
poslpone the leave unlil al leas! thirly (30) days alter the writien natice was received,

Statement of health care provider. When the leave is for a sernous health candilion, a health care
provider must provide writien certification 1o support the request lor leave  The statement lor an
employee’s sertous huallh eondition sha) specily the commencamant date of ihe event which prevanis
he omplovee from perterming he unciivns of hisfher pasiton, the anbcipated durahon of the leave,
and a stalement that the employee is unable Lo perdarm the essential lunclions of his or her position,
The statement for the emplayee to allend to a family member shall slale the date of commencement of
Ihe serious health comdition: he probable duralion of the condition; an estimale of the amounlt of lime
that the heall care provider believes 1ha armployoe neads lo ake in onder 1o care for 1he tamily
e, and that the serious health condition warrnnts he participation of the employee.

Il the FML request is for the employee's own serious henlih conclion, the Cily may require, al ils
expense, o second opinion Irom a health care provider desgnaled by the Cily. The heallh care
provider designaled by the Gity will nol be one whio is employed on & reqular basis by the City. If the
second opimion differs from (he first opinion, the ity may require, al ils expense, thal the employee
oblain a third opinion by a health care provider appraved jointly by the City and Ihe employee. The
third opinion shall be considercd final and hinding ou the City and the employee,

A new slalezment from a health care provider may be required if he employee requests an exlension
to Ihe leave requasted in Ihe original sialement,

The Cily does not require the cerlitication disclose the underlying diagnosis without consent from the
employee,

Pay during leave. FMI ie unpaid except 16 the exlenl 1he employee elects (o substilute aceryed paid
Teave lime.  An employee may use accrued sick leave whan lhe FML s for the employee’s or the
employee's famity member’s serious health condition. An employee may subslitule acerued vacation
leave, compensatory time oli and/or paid adminisirative leave (or any FML. The substilulion of paid
leave lime does nol extend the 12-week maximum leave ime,

Insurance benefit premiums during FML. An einployee is eligible for the same insurance benelits
and premium payments for each benefit during FML a5 if the employee were nol on leave, for a
maximum of twelve (12) weeks. An employee on unpaid leave beyond the welve (12) weeks is no
longer considered on FML and, therelore, il Ihe employce wishes o conlinue heallh insurance
coverage he or she may do so al his or her expense, at lhe City's group rates, The employee musl
arrange for paymenl of his/her premium contribulion, in advance. A lapse in insurance coverage wifl
oceur if a premium payrnenl is more than 30 days late,

Other benefits during FML. Curing any portion of FML for which an employee subslitules other paid
leave benefits, the employee will continue to acerue paid leave benefits (i.c., sick leave, vacation
leave), seniorily, and alher benefits 1o (he same vxlenl hal the employee would acerue those benefits

if noton FML. Employees on FML aro nol eligible for holiday pay (e.g. paid for holidays worked) for
halidays that (all during FML

Reinstatement. Except as provided in Seclion 2 137, an employee who lakes FME shall be eligible
for reinstalement to Ihe employee’s (omor pasitien al the former rale of pay Howuver, il the position
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is nol available due 1o business necessily, the City may inslead oHer the employee a joh Ihat is

comparable in lerms of pay and dulies  An employee relains Ihe same righl to employment as il nol
on FML.

if an employce fails o reporl to work prompily al the end of FML, the employee will be assumed lo
have abandaned histher employmenl unless addilional leave has been approved.

Reinstalement for key employees. If reinstalement of a key employee causes a subslanhial and
grievous economic hardship to the Cily, the City may deny reinslatement of ihe key employee 1o the
position held at the fime FML was requesled. A key employee is defined as an emplayee who is paid
on a salary basis and is among lhe highest paid 10 percent {10%) of all Cily employees as determined
at the lime of the request for leave.

Statement regarding return to work. If the employee takes FML leave for his or her own serious
heallh condition, the City requires a stalement by the employee's heallh care provider that the
employee is 1il to relurn o his/her job.

Other work. The City shall lake appropriale disciplinary action if it delermines that an employce has
engaged in other work during a FML that is inconsistent with the employee's use of FMI..

Definition of health care provider. A heallh care provider as used herein means a person holding
either a physician's and surgeon's cerlificale under applicable California law or an osleopathic
physician's and surgeon's cerlilicale under applicable California law or any olher individual duly
licensed as a physician, surgeon, or osleapathic physician or surgeon in anolher state or jurisdiction
who dircclly reals or supervises the treatmenl of serious health conditions or any olher person who
meets the definilion of others "capable of providing heallth care services” as sel {orth in the federal
Family and Medical Leave Acl and ils implemeniing regulations.

G. Pregnancy Disability Leave -

1

(&

Eligtbility. Any employee who is disabled from working due to pregnancy, childbirth or relaled
medical condilions is eligible for Pregnancy Disability Leave (PDL).

Amount of PDL. PDL will be allowed lor the period of disabilily but not to exceed four (4} monihs (88
working days for full-time employees and pro-rala for part-time employees). PDL may be laken on an
intermilient or reduced hour basis when determined medically advisable by the employee’s health care
provider, e.q., for morning sickness, prenalal doclor's appointments. The smallest incremenl of lime
Ihal 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 to lemporarily lransfer o an alternative position if the
allernative position better accommadales the required work schedule.

Notice of PBL. Whenever possible, an employee must provide al least thirly (30) days advance
wrilten nolice of the need for PDL. Hf thirly (30) days notice is not possible, notice musi be provided as
soon as possible.

Transfer privileges. Employees who are pregnant or have a pregnancy-relaled medical cendition
may request a Iransfer 10 a less sirenuous or ‘hazardous posilion or lo less strenuous or hazardous
dulies, il such a Iransfer is medically advisable and can be reasonably accommodaled. Where
iransfers are made based on the employee’s health needs, the employee will receive ihe pay specified
for the alternate position and/or dulies.

Statement by health care provider. An emplcyee requesting PDL shall provide the Human
Resources Deparliment with cerlilication from her health care pravider stating the anticipated delivery
dale and eslimaled dales and duration of the disability. If there is a change in diagnosis, and ihe dates
are either acceleraled or delayed, notification from the health care provider is required.
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A heallhy care provider's statement must be subrmitted verifying e need lor preynancy disability leave
or for transfer, slating the {ollowing:

a The dale on which the employee became disabled doe to pregnancy, chikdbinth or relolod medical
condition or the date on which the necd for a ranslor became medically advisable:

b The probable duration of the period or periods of fisability ac the need for lranster: and
¢ A slalement hal, due lo the disabilily, the employec is unable 1o perorm one

essential functions of her position withoul undue risk 1o bersell and, the
her pregnancy, or thal ransfer is medically advisabie.

or more of lhe
successiul complelion of

A naw slalemient may be reauired il the CMOINYAR Fanneds an nvlengion of 1
specilied in the original stalement,

Any changes in the informalion conlained in (he heallh carce provider's stalement must be
prompity reporled by the employee 1o the Human Resoucces Deparimant

Use of accrued leave while on pregnancy disability leave. An employee may use any combinalion
of accrued paid leave during the duralion of PDL. The substilulion of paid leave does nol extend the
maximuntlength of a PDL.

Insurance benefil premiums during POL. An einployee will receive the same nsurance benefits
and premium payments during PDL as if he employee were nol on leave, lor 5 maximum of lwelve
(12) workweeks. An employee on unpaid PDL beyond his period may continue healllh insurance or
other benefit coverage at own her expense, al the City's group rates. Tho employee: must arrange for
payment of the premium conlribution in advance. A lapse in inswrance coverage will oceur if a
premium payment is more than 30 days lale

Other benelits during PDL  During any portion of POL for which an employee substiutes ofher panid
leave benefits, the employee will continue o acerue paid leave benefils {i o, sick leave, vaealion
loave), seniority, and other benelils lo the same extent thal the employee would acerue those benefits
il not on POL. Employees on PDL e not eligible: for holiday pay (e pay lor holidays worked) for
holidays that fall Guring \he PDL..

Reinstatement. An employee who takes POL shall be eligible for reinstalement (o her former posilion
at her former cale of pay. lowever, if the samsa position is no longer available due to business
necessity, the City may inslead offer a job that is comparable in lerms of pay and dulies

If an employee fails to report o work promplly al the end of POL, Ihe employee will be assumed o
frave abandoned her employmenl unless additional leave has been approved.

Statement regarding return (6 work. The Cily requires an employee relurning from PDL o provide
a stalement from a heallh care provider that certilies the employee’s fitness for duty.

Other work  The Cily shall take appropriale disciplinary action it il delermines thal an employee hag
engaged in other work during a PDL that is inconsisten with. the employee's use of PDI.

Ocfinition of health care provider A healih care provider as used hierein means a porson holding
either a physician's and surgeon's certilicate uniler applicable Califorma law or an osleopathic
physician's and surgeon’s cerlificate under applicable Califormi law or any other ndividual duly
licensed as a physictan, surgeon, or osteopaihic physician or surgton in another siate or jurisdiction
who direelly \reals or suparvises the ireatment of senous health conditions or any other person who
meets the definition of others “capable of providing heallh care servicas® an =el lorh in he federal
Family and Mcdical Leave Act and ils implementing regulations
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H. Work-Related Injury And lliness Leave -

1 Eligibility. Al City employees are covered by Workers' Compensation Insurance.  All regular
employees are eligible [or industnal sick leave as provided in the current applicoble memorandum(s)
ol agreemenl.

2. Reporting accidents and injuries. An employee who is injured or becomes i in the course of
employment musl immediately report the incident to the employee's supervisor. The supervisor must
provide an Employee's Claim for Workers' Compensation Benefits forin 1o Ihe injuredfill employee for
complelion as soon as possible. Within 24 hours of receipl from the employee, the supervisor must
submit the completed supervisor's reporl of injury 10 the Human Resources Depaitment. An employee
who {ails to promplly report a work-incurred injury or illness 10 his or her supervisor may be subject lo
discipline, up o and including lerminalion.

3. Temporary disability benefits. An employee eligible [or temporary disabilily payments under the
Workess' Compensation Law will receive the amount as provided by that law.

4 Salary coniinuation integration with accrued leave. Employees receiving lemporary disabitity
payments under the Workers” Compensation Law may elect o use accrued paid leave benefits at the
same time lhey are receiving lemporary disability, bul only up o an amount which, when combined
with lemporary disabilily payments, does not cxceed one hundred (100%) percent of the employee’s
normal salary. Accrued leave hours shall be charged to the extent of wages paid by the Cily lo the
employee,

5. Termination after work-related injury or iiness. Unless otherwise prohibited by law, an employge
may be lerminated after lhe Ireating physician's finding that the employee’s condilion is "permanent
and stalionary" and thal Lhe disability precludes the employee from doing the essential funclions of the
job.

6. Anniversary date. A regular employee who is absenl from work as the result of a work-incurred injury.
or illness shall relain his/fher anniversary date. An employee who has not completed the probationary
period is ineligible {or cerlification 1o regular status during leave lor a work-retaled injury or illness and
the date for completion of the probationary period will be extended 1o reffect the amount of lime absent
on such leave.

I.  Witness Duty -

An employee who is required lo appear as a witness or o olherwise participate on behalf of the Cily in any

judicial or administralive proceeding shall receive pay as though at work for fime spent in the proceeding.

The emplayee must remil any wilness lees received 1o he Finance Department, Payroll Office.

An employee subpoenaed (o appear in a proceeding in which the City is nol a party shall be granted leave

withoul pay during the time required for that sppearance, excep! where necessary (0 maintain the

employee's exempl status under the Fair Labor Standards Acl. The employee may use accrued vacation,
auministrative leave or compensalory lime for this purpose.
J.  Jury Duty -

All regular and probalionary employees called lo jury duly will be granted a paid leave. A copy of the jury

summons musl be given lo the Human Resources Departmenl. The employee shall receive full pay for the

Ume served on jury duly, provided the employee remils lo the City all fees as soon as received by lhe

employee for such dulies. Compensation for mileage or subsislence allowances shall nol be considered as

a lee and shall be retained by the employee.
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All other employees wil be granted leave withoul pay excepl where neceassary 10 mointain the employed's
axemptsiates under Ihe Fair 1 abor Slandards Acl

I an eniployee is regun éd 1o repott o jury daly within 2 lowes ol he scheduled sial of e ol kday, 1he
amployee s not required 1o feporl o work at the start of the waorkdiy, but shall repont direclly (o jury duty. If
an emplayee s releasad T iy oty with more than one hall ol hisfher worliday remamning, the
employee is required lo report 1o work 1o complete the requlary seheduled woikuay.

K. Unpaid Administrative Leave -

1 Eligibility.  Upon wiillen request of an employee, the FPersonnel Officer may

apprave in wriling an
unpaid leave of absence without pay lor a period not 1o rxeeed siv {6) months.

<. Reason forieave, Unpad Administralive Leave will be granted for the following purposes:

1. School visit leave Ap employee who is a parent, grandparent, or thily appointed guardian willy
custody of o child in o licensed day eore tacility or in kindergarien through 12™ grade will ba
grantued vip lo A0 Lours i a1 2-month pariot (nol o exceed O hows in one monih) to visit the
school sile, il reasonable prior nolice s given 10 the Personnel Officer. Additionally, a4 parent,
grandparent, or quardion of a child may take time off to appear 2l a school in conneclion willy 1he
suspension of a child The employee hay use acerued leave lor school visils. If agerued leave is
axhausied, ihe Parsonnel Officer may allow he employee 1o work an alternalive schedule to
accommadale e leave or provide leave withou pay

Written prool of Ihe date and ime of the visit signed by an appropriate school official may be
required to be provided to the Mersonnel Officer on return 1o the job. :

. Voling leave Any employee, il he or she does nol have sufficient ime outside of waorking how s
lo vole, may request up to two {2} hours of acerued paid leave either al he begmning or end of
scheduled working hours o enable he amployee o vote. Il Ihe employee has no accrued paid
leawve, ime oll shall be granted withoul pay except where necessary lo mamtain exermplions
under applicable state snd fodaral wage and howr laws

¢ Domestic violence leave. An employee who is the victim of domestic violence may take unpaid
lesve or use any available paid litne olf benelits 1o ensure hislher health, salely or wellare, of that
ol hisiher ¢hild, by oblaimng a lemporary reskraining order, a restiinning order, or olher courl
assistance  Additonally, an employee may lake leave lo seck medical or psychological
Ireaiment, o obtain necessary social services, andfor o parlicipate in safety planning or lake
olher actions o increase salely. The employee must provide reasonable nolice of the need for
such leave and shall provide evidence salistaclory o the Personnel Officer of panticipation in one

or more of Ihe aclivilies specified in the preceding sentence. The amount of leave provided shall
be in accordance with Labor Code section 2301

d. Crime victim assistance leave An employee who is the vielim of a crime, the immediale {amily
member of 2 victim, a regisiered domestic partner of a victim, or lhe child of a regiistered domestic

partner of a viclim may loke an unpaid leave or any available paid lime off benpefits 1o allend
judicial proceedings relaled o thal crime.

e Emergency duty and training leave, Volunieer tirefighters and olher emergency personne! may
lake an unpaid leave or use aceruat leave lo perform emergency duly. Volunleer lirefighlers
may take up lo 1 days lrave per calendar year o engage in Iraining, e employege must
provide reasonable notice to the Personnel Officer of Ihe need tor such leave art shall provide 1o
he Peisannet Oflicer satg] actory evitlenee of participation in the emergency duly of raining,
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{ Miscellaneous leave. In addition 1o the leaves described above, the Personnel Officer may
approve olher requests for unpaid leave al hisfher discretion.

Health Insurance Benefits -

i

Benefils. [he Cily provides group medical, dental, and vision insurance to ¢ligible employees and
their dependents and domeslic pariners (effeclive January 1, 2005) as detailed in the applicable
MOAs and Cily Council 1esolutions oullining conditions of employment and benefits. The Personnel
Officer shall maintain records of Ihe lerms and conditions of the health insurance and other benefil
contracts, benefil levels, and adminisiralion procedures. More delailed information regarding these
benelits is set forth in 1he official plan documents and insurance policies that govern the plans. If there
is any actual or apparent conflici between the brief summaries conlained in this policy and the lerms or
limilalions of official plan documents, the provisions of 1he official plan documents will prevail.
Cmployees who wish 1o inspect those documents may make an appoiniment with the Personnel
Officer for lbal purpose. Due lo changes in MOAs, lerms, condilions, benefit levels and
administration requiremenls may be adjusied from lime lo time. ) ;

Commencement of benefits. The benefits described in this seclion shall begin the first of the month
following the first day of employment or on the date-of-hire i it occurs on 1he first of the month.

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

C.O.B.R.A The Consolidated Omnibus Budgel Reconciliation Acl of 1985 {COBRA) requires the Cily
o offer employees and their eligible dependenis an opportunity for a lemporary extension of health
coverage upon separation of emplaymenl or loss of dependency slalus. The specilic provisions and
restrictions of the Act are available from the Human Resources Depariment.

Miscellaneous Employee Benefits -

1

Disability wage plan, The City provides a disability wage plan to regular full time and part-time
employees. Benefils and conditions of the plan are more specifically described within the City's
Disability Wage Plan document available upon request from the Human Resources Department.

Long-term disability insurance. City provides long-term disability insurance to regular full-time and
regular parl-ime employees. The purpose ol LTD insurance is lo provide eligible employees with a
percenlage of normal income when an injury of illness occurs on or off the job. The Cily provides two
different LTD plans. The terms of the specific plan can be found in the applicable MQA or applicable
resolution outlining condilions of work and benelits.  The lerms and conditions of this beneiil may be
modilied from time lo lime in the event that the Cily changes carriers.

When an employee is.receiving benefilts from other sources, the lotal amount of compensation
received by the employee, including LTD benefils, shall nol 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 meet the crileria of the
progtam. Please refer to Resolution 01-270 for he delails of this program.

Employee Assistance Program (EAP). The Cily provides, at no cosl lo alt regular full-time and all
regular, 12-monlh part-lime employees, legal dependents, and domestic pariners (per AB 206
elleclive January 1, 2005) an employee assistance program. The program provides access to
professional counselors and therapists to assisl employees in resolving siress resulting from’ personal
issues, substence abuse, griel or work-related issues. Any informalion provided to a counselor or
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theaapist 15 confidential - No informalion is provided to the City regarding an cligitle member's use of
the EAR. 1o make an appointment with a counselor call Cigna Behavioral 1 ieahh o (B88) 371-1126,
For more information, contact the | luman Resonrces Department.

Heallly Care Tax-free dollar account program s progrm allows pemanent full-hme or parl lirge
empioyees lo set aside a maximum ol 3,000 puer calendar year of belore tox wiges lor medicnl
premiums, co-payments, or oul of pockel medical costs, as aulhonzed by the Inlerml Revenue
Services and Ihe California Franchise Tax Board. A regulin employee becames, chgible on date of
hire: Emiployee parlicipation in this program is coordinated through the Finance Department  The lax
deferral hinits are subject 1o change due to changes in federal andfor siate law

6  Dependent Care Assistance program  This program allows afigible ull time or pil-tirie employoes
W el ashie a maximum of $5,000 per calendar year belov: tax wagies for child gaen BRPENGEs o8
authorized by the Intenial Revenue Services and the Calilornia Franchise Tax Board A regular
employee becames eligible on dale of hire. Employee participation in s program s coordinatled
thraugh the Finonee Deparlment. The tax deferral limils are subject 1o ehange due 1o changes in
tederal andfor slate law,

/. Deferred income program. The City participates in a deferred mcome program now being
adminisiered by National Deferred and ICMA. - This program altows eligible full-ime or part-time
employees 1o $el aside a maximum of $13.000 per calendar year (514,000 in 2005, $15,000 in 2006)
ol before tax wages for poslretitement income as authorized by he Intermal Revenue Services arnd
lhe California Franchise Tax Board A regular employee becomes eligible on date-ol-hye. E mployee
participabion in this program is coordinated through Ihe Finanee Department. The (ox delerral imils
are subject o change due lo changes in federal andior state low,

8 Hepalitis B program, [3glow is an explanation of ihe Cily's Hepatilis B Program
Employees who may have to perform (irst aid as a regular job duty or are in posilions which mighl
expose lhem lo bodily lluids need 1o be offered the Hepatitis B Immunization Program per the City's
Blood-borne Palhogens Program
These joly classifications are:

Public Safely Officer
>.S. Sgi.
P.S Ll
I?.S Division Commander
Dircelor of Public Safely
Communily Services Officer
Evidence Technician
Property Specialist
Vol Auxiliary Firefightor
Reserve Officer
Seasonal Mainlenance Assistant
Maintenance Helper
Maintenance Wuorker |
Maintenance Worker It
Public Works Services Supervisor
Recrealion Supervisor
Atihe time of the pre employment physical, the condidate has a blood test that lels he City know il
they have the Hepatins & antibody. Al the employment arientation, Human Resources Depanment
provides the new employee (if Ihey are in one of the jobs dasses listed aboye} information on whal
Flepalitic U is and a check ofl form, which indicates whether or not they wish the: 3-shot immumization
progiam. Human Resources (HR) logs in the employee’s response in ils safely records
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Employees who wish the 3-shot Hep. B series go gel their shats, inform HR when lhey received each
shol, and furn in theif receipl for reimbursement. Employees with Kaiser insurance can gel lhem lree
of charge through Kaiser as preventative care and necessary due lo Iheir job class  Employees with
Blue Cross insurance are insiructed to gel Iheir shols al the Counly IHeallth Depl. and submil lheir
receipl for reimbursement.  Lis impeoriant (hat the employees not miss an appl. Jor a shol as they
might bave to repeal the series  There are specific limeframes for each shot,

H an exposure incidenl occurs al work, under workers’ compensation, the City has lhe employee
lesled and il necessary they are given a Hep. B booster shot for additional protection,

SECTION 4 - IN-HOUSE RECRUITMENT

A. Transfer - f an employee is qualified, the Personnel Officer may approve lhe transfer of an employee from

one position in the Cily to another position in The same class or lo another posilion in a dilferent class wilh
the same maximum salary.

1.

Types of transfers

a.  Voluntary requesl for transfer initialed by department supervisor andfor employee.

b.  Involuntary ransler iniliated by the Personnel Officer 1o belter serve the needs of the Cily,
c.  Transfers for disciplinary reasons are subject {o the provisiohs of Seclion 8.

d.  The Persannel Officer may ransfer an employee lo a class wilh a lower maximum salary wilh the

consent of the employec, provided the employee possesses lhe desirable qualifications for the
position lo which he/she reassigned.

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

@ Al least two weeks prior 1o (he ransfer, a nofice will be senl (o the affecled employee(s) and
bargaining unil(s) sfating the nature of the transfer and an explanation as to why lhe transfer is
necessary.

b. The employee has a right to respond in wriling within five (5) workdays from date of notice,

c. The employee has a righl, thraugh their bargaining unit, to file a grievance within the ime fimits
established in the grievance procedure.

B. Promotion

1

Qualifications. A person may be moved to a class wilh a higher maximum salary only if he/she has
the desirable qualifications for the higher class. These desirable gualifications are ascertained on the
basis of informalion obtained from applicalion forms, lests, examinations, inlerviews, pasl performance
reviews or evalualions, and/or input from an employee’s supervisor.

Internaliexternal recruitment. In filling vacancies for posilions above entry-level, consideration will
st be given to existing Cily employees. However, the Personnel Officer may recruit from outside
when the Personnel Officer delermines thal approprialely qualified City employees are nol available 1o
fil the vacancy The Cily reserves the right lo conducl an open recruilmenl process to fill a vacancy in

a higher-level position or lo fill the vacancy by advancement of a qualified employee Lhal currently
occupies a lower-level posilion.
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J. Request for cligible employees. When » vaeancy acturs. the Supervisor may request » list of
names of persons in Cily employ who qualify for promotion (o 1he vacan poesition lor consideralion
from [he Human Resources Dapartment.

4. Determining pay for promoted employees. Refer 1o Sechion 2 Pay Hlans and Compensation, Parl
13, Sachon 3.

C. Trainee Program - In an ellod (o provide upward mobiily opportunitics for cirrent City employeas and to
provide employiment opporlunities o the general public, the Personnel Officer con sukd the word “Trainee”
1o any classdication, within the financial ability of the: Cily, except Ihose represented by a bargaining unit,
employed by the City and 1o recruil snd selecl individuals 1o il posilions a3 deemaod DppoprEe,

1 the training program provides an opporiunity for a current emplayee 16 gan additionol akills by:
a  addilional experience in o dilferent classificalion:
b. additional schooling;
¢.  complelion ol an appropriate examination;
d.  oblaining a Stale cerlificate or license n o specific classilication

2 Recruitment for (hese positions may be promolianal or open as deemed appropriale by the Personnel

Officer and the Inilial salary would be up lo thirly percent (30%) Lelow the beginning of the eslablishwd
sulary range.

3. Transition from lrainee classification Tay occur as early as six (6) months bul no later than iwo (2)
years from he dale of appointment. Minimum qualifications tor the position must be altained prior 1o

rangilion. Transiion may occur upon recommendalion of the Supervisor ang approval of lhe
Personnel Officer.

D.  Apprenticeship Piuwiom - 1he Clty may cstabhsh an apprenticeship progreur in partinetship wilh a focal
school dislricl, Sonoma Stale University, Santa Rosa Junior College, or an aceredited trade school. This
program woukl be conducted in cooperation with the applicable bar gaining units.,

E. Probationaty Period. The probalionary periods sel (orth in Seclion 5

also apply lo all placements
rusulting from (he in-house recruitment process. '

SECTION 5 - RECRUITMENT PROCESS

A.  Announcement of Vacancies - Notices of employinent opporlunilies in the Cily will be first announced in
house, via electronic mail, allowing current employees the opportunily 1o apply for the position. The

announcement will also be posted in the City offices and publicized in any olher ways necessary (o attract
Ihe besl qualified candidates.

1. Openrecruitment. The Personnel Officer has Ihe diseretion to begin open recruilment oulside of City

employ when he/she knows thal the City does nol have employees wilh the required knowledge or
skills.

2 Notices. Such nolices list the classes in whicl vacancies are anticipated, specify ihe class lilte, salary
range, fringe benedits, 1he nature of work perlormed and the qualifications required for employment in

the: class, tell when and where 1o file applications (ot employment, anc give information about the
lesting, scoring and selechon pracedure to be userd.
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B. Applications -- Every applicant responding lo a City recruilment shall file an official Cily application form
Applications shall be availlable in (he Cily's Huinan Resources oflice.  Applicalions and supporting
dacumentation liled with the Cily are the property of the Cily. Any informalion oa lhe applicalion will nol be
made public
1 Application form. The form by which a person applies lor a position wilth the cily is prescribed by the

Personnel Officer and requires infermalion about lhe applicant's Iraining, experience, qualificalions

and any additional information the Personne!l Officer deems pertinent lo an evaluation of the

applicant’s fitness {or a position.

2. Deadline lor filing applications Applications and all required documents must be filed in the Human
Resources Deparlment on or before e final filing dale and lime specified in the posilion
announcement,

3. Rejection of applications. The Personnel Officer may disapprove an applicalion, disqualify an
applicant in an examinalion, refuse lo place a name on an eligibilily list for any of the reasons lisled:

a. lacks any of the requirements eslablished for Ihe examinalion or positlon for which application
has been made;

b. excessively uses narcolics and/or inloxicating liquors [o the exlent thal they are unable lo perlorm
lhe essential funclions of the posilion;

¢ an employee thal is nol physically and/or mentally able 1o perform the essential functions of the
job, with or withoul reasonable accommodalion;

Jd. has made any false stalement or omission of any significant facl, or has pracliced or allempted to
praclice deceplion or fraud in the applicalion, in declaralions, or in securing eligibilily or
appointment; :

e has direclly or indireclly obtained informalion regarding the content of an examination to which an
applicant is not entitied;

1. previously been dismissed for cause from any public or privale employment or resigned o avoid
such dismissal;

g. hasfailed lo submit a complete and/or signed application within the specific lime limits;

h. has failed lo reply wilhin five (§) working days from the dale mailing, to communicatlions
concerning availability for employment;

i. has made himsell/fherself unavailable for employment by requesting thal histher name be
wilhheld from consideration.

i for any malerial cause which, in the judgment of the Personnel Officer, would render the applicant
uniil for the particular postlion, including 2 prior resignation from Cily services accepted with
prejudice.

4. Criminal convictions. Convictions (including pleas of guilly and nolo contendere) may disqualify an
applicant from employment by the Cily. Criminial convictions do not necessarify disqualify individuals
from employment with the City. In delermining whether an individual with a conviction is disqualified,
the Personnel Officer will consider Lhe following faclors:

a  the employment classification lo which lhe person is applying, including ils sensitivity,
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b nature and seriousness of the conduct,

& the length of tune smee the conduct,

d e age of he individual al the lime of conducl,

e, circumslances surrounding the conduct,

fe cantributing social or environmenta) condilions, and

g.  the presence or absence ol rehabilitation or efforts at rehabilitation.

£l

Employmant ot velolives A posiion within ine Cily wili not be tilled by an individual, where thal
ndividial would be subjuc 1o supervsion, evatuabion, discipling, or decisions regarding compensalion
by a close retative. No person will serve in a department where \he Supervisor is a close relalive or in
a division where the division head is a close retative. For a definition of “close relative,” see lhe
glossary of terms al The conclusion of these rules,

6. Nolification of disqualification. If an applicant is deemed disqualified for any of the above reasons,
Ihe: Personnel Officer will notify the applicant or eligible in writing al hisfher last known address, of he
action taken. An apphicant Ias e right 1o respond oraily or in wriling within five (5) working days from
Ihe date of mailing to the Personnel Officer, with no further right 1o appeal.

c

Selection Procedure - The method used fo select em ployees shall be impartial and shall relate 1o (hose
subjects which fairly measore the abilities 10 execule the dulies and responsibifities of \he 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 single examination

1. Application. nlonmation he applicant supphes on the City's application form, and any altachmenls
therclo will be reviewed under the supervision of the Human Resources Assislant or his/her designee

and Ihe apphcable deparllment supervisor. The same criteria and point system s ulilized for all
applicants for the same posilion,

he]

Examinations. The selcchion lechniques used in the examinalion process will be imparlial, practical,
andrefated to those subjects which fairly measuse the relafive capabililies of Ihe applicant examined lo
execute the duties and responsibilities of the class. to which they seck 1o be appoinled. Examinalions
may consist of, but are not limited o, such lechniques as wrillen lests, personal interviews, skills and

performance lests, assessmert Genlers, review of performance evalualions, evalualion of claily work
perlormance, evaluation of wark samples,

3. Documentary evidence Applicants for positions are required 1o provide documentary evidence of
education, training, or experience. The City reserves the right 10 re-lesi the skill level of any-applicanl.

4 Scoring and rating. The Personnel Officer will establish the relative weights of examination and
other components of a position.  The basis of the final score will be included in the job

announcement, Scoring and raling syslems may be numerical or non-numerical as determined by the
Personngl Ollicer,

a. Appointment preference on open/promolional recruilments will be extended lo any reqular City
employee.  Reguolar ety employees will be granted the following scoring preference: 1% for cach
year of service, with a maximum preference of 10%. Depending on the scoring established for
the classilication recruitmant, the preference may be expressed as an addilional parcentage or
additional points. See example below for detailed explanation.
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E.

PERCENTAGE EVALUATION (samnple)

Lmployee’s Tolal Score = 80%

Years of City Service as a Regular Employee = 10 (calculates to an addilional 10%)
Employee's Adjusied Total Score = 80% + 10% = 90%"

POINT EVALUATION (sample)

Emplayee's Tolal Points = 175 out of a possible 200

Years of City Service as a Regular Employee = 10 (calculates to an addilional 20 points [200 x
10% = 20]

Employee’s Adjusted Tolal Score = 175 + 20 = 195"

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

L In accordance with Resolution 2001-271, the City does not grant prelerential stalus o any select
graup of persons when applying for a position.

Interview Process -

1

Interview boards. The Personnel Officer will assemble and appoint interview boards. These boards
may be comprised of private citizens, experts in the field, members of anolher agency, City officers,
Cily employees -andfor bargaining unil representatives.

Interviewers remarks. Interviewers mark on forms provided the degree lo which, in their judgment,
each condidate possesses the desired qualificalions. The interviewer's remarks will be translated into
a numerical score. Scoring sheel and interviewers’ semarks are confidential,

Eligibility Lists - After each selection procedure has been compleled, the Personnel Olficer or histher

designee will prepare an eligibility list containing the names of applicants who qualily for appointraent to
positions in a parlicular class.

t

Ranking. Place he names of the qualified applicants ("eligibles”) on 1he eligibility iist in the order of
their final ranking, as delermined by the selection process, with the highest rated eligible at the lop of
the list. i more than one person has the same score, the names will be piaced in alphabelical order. *

Duralion of list. The eligibility list semains in effect for a period of six (6} months, unless the
Personnel Officer extends this period, for a period nol to exceed (1) year. The Persannel Officer can
reduce ihe period if the Jisl contains less than 5 names. In the event of early cancellalion ol an eligible
list, Ihe Personnel Officer will notify each person whose name appears on such list to ihis effect via
mail 1o his/her last known address. This nolice is, to include an explanation as to why the lime frame
has been changed.

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

a3, appointment lo the classificalion for which lhe eligible lis! was originally established;
b. reqguest by the applicant for removal from the list;

c. failure 1o continue 1o meel any of the minimurn slandards established Jor the position for which
the eligible hsl was prepared;
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d. failure 10 contact the Personne Officer within tive (5) working days [rom the dale of notice of an
inlerview or offer of appointment:

¢ delermination by the Parsonnel Officer thal the applicart has vielaled gne or more of ihe

provisions ol Section 5.05.4

1. Vacanties  When a vacancy occws in a clnss tor which there is an eligibility lisl, lhe Personne
Officer will transmil e mames, and . all supporling docoments, of all candidales with the lop live
ranking scores on the eligibilily fist to 1he Supervisor for consideration

F. Appointment Process — All appoiniments 1o posilion vacancies will be made n accordance with these
rles and regulations. The power 1o appomni

and dismiss City amployecs is vested in |l Cily Munnger
(Persnnat Otficer)

1. Vacancy. The vacancy will be tilled by appointment of an elig

ible candidate from an appropriate
eligibility list, excapt as provided in 2 below. '

A

2. Exceptions,

a.  No chigibility list. The Personnel Officer may make a provisional appointment {o o position if
there is no eligibilily lisl for 1he class and if the needs of the service require thal the position be
filled hefore o seleclion process can be completed. A provisional appointee must:

1. Meet the requirements of training and exporicnce eslablished for the posilion;

i, Not continue for more than Ihir ly (30) days in Ihe provisional appointment ofler an eligibilily
list for the position has been established unless there are no eligibles on such eligibility list
who are avaitable for or who wish lo be considered for appoiniment to the position;

i The Supervisor may submit a written reques! and juslification to the Personnel Officer 1o
exlend the provisional appointment in six (6) month increments. No more than two (2)
oxlensions may be granted fur vach provisional appomiment.

b.  Emergency. In an emergency which threatens life, property, or the operallon of necessary

municipal services, the Personnel Officer may-employ an individual nol on the eligibilily hisl for not
more than thirty (30) calendar days.

3. Pay. A new appoinlce shall receive the mimimum salary for lhe class to which lhe position is
allocaled, except thal:

i In cases ol exreme ditficulty in filling a position, the Personnel Officer may approve
appointment at a salary above Ihe minimom. In such cases, all incumbent employees in the
class lo which the appointment is mzde shall be placed on al feasl the same step of e
salary range as he new appoinlee: or

ii. In hiring exceptionally qualified personnel, the Personnet Officer may approve appointments
at a safory above the minimum for the class,

G. Conditional Offer of Employment - An offer of ernployment is conlingent upon the results of lhe following:

1. Reference checks. Prior to conduching reference inquiries a prospective employee will be required to
sign a release allowing the Cily 1o acquire information about the applicant from former employers.
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Medical examination, Applicanls who have been offered a requiar position with the Cily are required
to patticipale in a pre-employment physical.

Each jab classificalion has specific physical standards and are reasonably relaled 1o job requirements,
The cily is notified only that the prospective employee is medically qualified, condilienally qualified or
disqualified; no other medical information will be released.

Fingerprirts and criminal background check. All persons employed by lhe City will be
fingerprinted and law enforcement records checked for past criminal conviclions. Information thus
oblained will be confidential. Employment of, and continuation of service of employees with a crimina!
conviclion musl have lhe approval of Ihe Personnel Officer as siated in Section 5.8.4.

H. Probation Period - The purpose of probalion ts 1o permil the employer (o obscrve the employee on the job
and 1o evaluale performance. Probalion is parl of the promaotional, Iraining, lesling and selection process.
The probation period begins on the date of appoiniment. 1t is lhe responsibilily ol lhe supervisor lo
communicate with the emplayee in regards to his/her progress.

1.

Duration of period. The probalionary period is nol less than twelve (12) monihs lor miscellaneous
employees, nol less than eighleen (18) months for dispalchers, nol less Lhan eighleen (18) months for
sworn Public Safely employees, and nol less than iwenly-four (24) monlhs for Management
employees. Employees who receive promolional appoinimenls musl serve anolber probalionary
period of al least six (8) months for non-supervisory employees and Iwelve (12) months for
supervisory employees (includes managemenl classifications).

Leaves of absence during probation. Y an employee is absent from work for longer than five (5)
working days during the probationary period, the City may extend the probationary period an amouni
of lime equal 10 the days missed if necessary in order lo properly evaluale an etmployee.

Exiension of probation period. All efforis will be made ta sufficiently evaluaie the probationary
employee during the assigned period. An extension of the probalionary period may, however, be
recommended by the supervisor andlor Personnel Officer when cause exists. Il additional time is
needed io evaluate the employee, the supervisor or Personnel Olficer can extend the probationary
period for an additional period not to exceed three (3) months.

a. BExtension of probalionary period will be based on the wrillen performance review

b. The performance review will lake place len (10} working days priov lo the end of the initial
probalionary period.

Rejection during probation period. During the probalionary peried, an employce may be rejecied at
any. lime for any reason by Whe Personnel Officer. Employces who are dismissed during their

probationary period have no right Vo hearing or appeal. Nolification of rejection musi be served o the
probalionary employee in writing.

Promoted employees. A promoted employee who does not sticcessfully complele the probalionary
period will be reinslated \o his or her former position or to a comparable position. If, however, the
employee is discharged for cause, the employee has ne right to reinstalement.

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

Anemployce may be separaled lrom employiment by resignation, dismissal, retirement, or layotl on accountl of
ek of wark or lack of funds. The dismissal for cause of reqular employeas will be in accordance willy Lhe:
provisions of Section 8. Other sepanwhon procedures and reinstalemenl procedures are sel forlh Lelow

A, Separation andlor Resignation - An employee wishing lo resign is required 1o notily his/her supervisor in
wiiling ol least Iwo weeks prior to heir intended leave from City employment. A copy of the wrillen
resignation will be given lo Ihe Personne! Olficer and then placed in lhe employece's personnel file,

1 An employee who has resigned in writing may wilhdraw hisiher resignation prior lo the final date
staled on Ihe leller of resignation. The withdrawal lelter will also be placed in hg/her persorined file

2 Arremployee who leaves employment without so filing a wrilten resignation and
nulice, as required above, will have this facl noted in his/her
by the Cily.

giving Iwo (2) wezcks
fite and may be denicd luture employment

B.  Reinslatement - Upen apphcalion of a former regutor employee, who has properly resigned,  the

Fersonnel Officer may, al hisfher sole discrelion, approve reinslalement of he former employee as
provided below:

1. An employee separaled from lhe City's employ for six {6) monthis or less may be reinslaled withoul
compelitive examinalion lo (he position held al date of separalion, or o any olber position within the
same classilication for which the employee woulth have been eligible at lime of sepatalion. Former
requiar full-time: City employces returning to City service wilhin the six (6) month period will be granled
ihe: full benefils they were receiving al lime of separation as f here was no break in service.

2. An employee separaled from the City's employ for over six {f) months who is rainst

aled shall be
lreated as a new employee.

3. The City will reinstale info the position from which he/she has been promoted any employer who fails
during & promotion to which heishe has Leen proimoled.

1. Any cmployee who resigns without proper nolice or resigns durin

g an invesligation or disciplinary
action will nol be eligible for reinstalement.

5. Ao employee who is granted an authorized leave 1o which he or she is enlitted under a lederal, slate
or tocal law requiring reinstatement shall be reinstated to hisfher former position as provided by law

O

Layolf - Whengver il becomes necessary to reduce the number of employees due fo lack of work,
eeonomic considerations, changes in mission, lechnologicaf changes, or as determined by the Personnel
Officer based on other factors or when a posilion in the classified scrvices is to be lemporarily or
permanenily abalished, the Personnel Officer will nolify the Human Resourcas Departmenl the number of
employees to be laid olf or the names and number of positions 16 be: abolished. The purpose ol the
procedures set forth below is to establish equitable slandards 1o regulale such layofls  The City's decision
lo reduce its work force is a management righl, Ihus no due process or grievance proceddures apply, and
the: decision is nol subject to “meetl and confer” requirements.  These procedures apply only 1o regular
employees (full or part time) and probalionary employees (mitial or promolional/transfer)

1. Kentification The Personnet Officer on the basis of (he administralive needs of the
the departments and positions subjeclt to layoff.

Cily delermines
. 2. Order of layoff:
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Within a classification, those employees who are probalionary employees in their initial
probationary period will be laid ofl lirsl, followed by employees in a pramolional or lranster
probalionary period

The order of layoff for regular employeas wilhin 2 department will be Jetermined by considering
business necessily, each employee's job performance and compelence, and seniority.

i "Seniority” lor purposes of this Section shalt be determined by adding togeiher all time spent
in City service, in whatever capacily, expressed in lerms of years, months, and days. The
seniorily calculalion shall nol include disciplinary time off withoul pay or time spenl on unpaid
Jeave (unless lederal or siate law requires il 1o be included in the seniority calculation).

%
ii.  Once seniority determinations have been made, layolls are made in reverse seniorily order
(i.e. the most junior employees are laid off firsl)

i Ties in senionity shall be resolved by the Personnel Officer, taking into account the past
performance, disciplinary aclions (if any), supervisor recommendalions, and such other facls
as will resuflin lhe City retaining the mosl qualified and efficient empioyees.

3. Notice. Employees shall be given al leas! len (10) business days’ written notice pnor o the effective
date of lhe pending layofl. A copy of ihe notice shall be refained in the employee’s personnel file.
4. Exclusions. In cerfain inslances, lhere may be exceptions made in the order of layoll oullined above.

These exclusions wottld be made when:

a.  specialty position when qualifications for the posilion coutd not be easily obtained through a shont
orienlalion or familiarization period.

b. \ransfer in Jieu of layoll. Wilhin the sffecled deparlment or deparlmenils, a regular employce who
is scheduled for layoff may be offered a volunitary reduction in classification to a lower level job
classificalion provided he/she meels the minimum qualifications, and/or oblain proficiency
through a short orienlation period.

c. avoluntary reduction by taking early relirement and/or “golden hand shake”,

5. Retreat rights/voluntary demotion in lieu of layolf

a.  An employee who would otherwise be Iaid off has the righl 1o relreal o a vacant position which he
or she previously held, provided the employee meels the current minimum qualifications for the
posilion,

b. An employee who would otherwise be laid off has the righl to retreat 1o another position in the
same classificalion series or to any position the employee has previously held and for which the
employee is qualified thal is occupied by an employee of lesser seniority. The result is that the
more senior employee "bumps” Ihe junior employee, who then is entitled 1o the relreat/demolion
rights set forth herein.

c. An employee who would olherwise be laid off may request to be lemporarily demoted lo any
vacant position for which the employee is qualified.

d. An employee who wishes lo exercise any of the rights set forth in this subsection 5 musl so nolify
the Personinel Officer in writing within five (5) business days of receiving the notification of
pending layolf.
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6.

e An employee who relreats or is demoled 1o o posilion as provided herein must serve {he

probationary period applicable (o the new position unless the employec previousty completed the
probaticnary period in Mat posilion. :

Rainstatement lists. The nanmas ol tegular ermployees who have heen laid off, including those who
have accepled a demolion or relrealed to anollber position are lo be placed on a layoll remsialemnent
fist by senianty williin the classification from whiclt The employees were laid oll. An employee's name
remams on this list for a period of one (1) year trom dale of layolf, an employee’s name may be
removed lor any of the following reasans

9. Reappoiniment of the employee lo histher former classification
o Neblication from employee that ishie is no innger interested in refurning (o the City

¢ nabilily 10 conlact the employee by mail or phone at the employec’s tasl known address in he
employee's official persunnel file.

d. Rejeclion by the einpluoyes of an offer of employment within the same job classificalion. Tailure
respond within five (5) business days of the offer shall be deemed a rejection,

Offer of reinstatement. i Ihe position previously held by a1 kajd olf employee becomes vacant, or il

another position within the same classificalion series becomes vacanl, then the employee with the

most seniorily on applicable reinstatement lis) shall be offered the vacant posilion.

Restoration of benefits upon reinstatement. Wihen an employee is reinstated to employment afler
layolf, alt his or her prior scrvice shalf be counted loward the calculalion of leave aecruals and
senjority.  Any unused sick Jeave which the employee had accrued at the lime of layoll shall be
restored. I an employee is reinstaled o » position in which he or she was serving a prabalionary
perind atthe wme ol layoff, all time on probatian previously completed prior 1o layolf shall be counted
leward delermining when Ihe probationary period cnds,

SECTION 7 - INCOMPATIBLE ACTIVITY/CONFLICTS OF INTERES |

Al Incompatible Activity - Certain aclivilies are incompalible with ethical, effeclive employmenl with the City.
All City employees are prohibited from:

1. Parlicipating in improper political aclivity prohibiled by the federal Halch Act or pertinent provisions of
Slate Law including the California Government Code;

2. Using for privale gain or advanlage the influence of a City position or Ihe faciliies, equipment and
supplies of the City;

3. Soliciling any favors or gills from persons, concerns or corporalions who have, or seek lo have,
business contacts wilh the Cily;

4. Accepting any favors or gifts Irom persons, concerns or corporations wha have, or seek 1o have,
business contacls with Ihe Cily in excess of the Conflict of Interest guidelines established in the
Rohnert *ark Municipal Code Chapler ¢ 60:

5. Divulging confidential information to anyone b whom issuance of such informalion has nol been
aulhorized: or

i Parlicipaling in any employment or other aclivity, which will prevent an employee from doing hisfher
City job in an eflicient and capable manner, is Megal pursuant to skale or federal law, or which might
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resull in 3 conllicl ol interes! belween the employee’s privale interesls and his/her official dutics and
responsibilities.

B. Outside Employment - City employees are expected 1o work [or Ihe City's besls inferests and 1o devote
their besl energies and skills lo their positions. For Ihis reason, Cily employees are prohibiled from
accepling oulside employment thal could contlicl with the besl inleresls of the City or inlerfere with the

employee's ability lo perform his or her Cily posilion  Examples of such prohibiled outside employment
include, but are not limiled lo:

1. jobs/business conducled during the employee's work houss with he Cily,

2, jobs/business thal prevenl the employee-from being avaitable lor necessary overlime or emergency
worl period oulside his or her normal working hours when such overlime or emergency duly is a
regular pacl of his or her job;

3 business conducled using Cily facilities, resources or equipment (including lelephones, computers,
supplies, elc))

SECTION 8 - DISCIPLINARY ACTION

City employees are expecled lo meet cerlain standards of job performance, inlerpersonal interaction, and
conducl. The Cily may discipline any employee whose conducl ar performance fails lo meel reasonable City
slandards, i.e. for cause. Discipline may be imposed lor 2 single incident or for a pallern of conducl. The
spegcific discipline imposed is intended to focus the allention of the employee on the performance or conduct
problem and, excep! in cases of discharge, to encourage changes in behavior.

Disciplinary aclions include but are not limited to: counseling, oral reprimand, wrilten reprimand, reduction in
pay, suspension withoul pay, reassignment, demolion, and discharge  Although the City generally applies the
concept of "progressive discipling,” discipiine may include any one or any combination of aclions, and the
aclions need nol necessarily be applied in a defined order. Instead, the discipline imposed will be determined
according to the severily of the infraclion(s), regardless of whether prior discipline has been imposed.

Only regular employees who have successfully compieted their probationary period have the right a o heering
and appeal as described in this section. An employee nol covered by this Seclion may be disciplined without
reference lo lhese provisions; such an employee has no protecled properly inlerest in his or her employment.

A. Causes for Disciplinary Action - Any regular employeg may be disciplined for "good cause”. Good cause
is defined as reasons including, but nof limiled to, the following:

1. fraud in securing employment;
2. Incompelence or inefficiency;

3. Failure Lo maintain required licenses, credentials, certificales or olher condilions for employment as
specified in assigned classilication;

4. Insubordination;
5.  Dishonesty;
6. Neglact of duly, or inattention lo/dereliclion of duties;

7. Violation of Cily or Departiment rutes and regulations, palicies, procedures or general orders, whether
© oral or wrilten;
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9

10.

1,

12.

13,

14.

16,

17.

18

19,

20

21

22

23.

Disclosure of confidential personal information of anolher cmployee:

Negligent or willful damage o or wasle of public equipment, properiy or supplics;
Improper or unautherized use of Cily vehicles or equipment;

Misappropriation, thell, or embezzlement of Cily property andfor funds;

Unlawful harassment or discriminalion, or (he failure lo cooperale with the investigation of harassmeni,
discrimination or other unlawful aclivilies;

Possession of an open coplainer, use ol, or being under the influence of alcohol, non-prescriplion ar
unauthorized narcolics or conlrolicd subslances during work hours:

Cxcessive tardiness or absences, excepl in Ihe case of approved leave;

Absence without leave, not relurning from an approved leave-oi-absence or obiaining a leave-of-
absence under falsa pratense;

Soliciling any favors or gifls from persons, concems or corporations who have, or seek 1o have,
business conlacls with the City;

Actepling any tavors or giils from persons, concerns or corporations who have, or seek 1o have,
business contacis with the Cily in excess of he Conflict of Interest guidelines established in the
Rohnert Park Municipal Code Chapler 2.60;

!

Failure to observe safely regulalions and practices, including 1he usc of assigned personal proleclive
equipment;

Discourleous, unprofessional or abusive treatment of the public or olher employees;
Use ol ubusive language:;
Aclual or threatened physical violerice;

Conviction (including by plea of guilty or noto contendere) of a lelony or any crime involving moral
lurpitude;

Conviction of a misdemesnor (including by plea of guilly or nolo conlendere) that is of a nature as to
adversely affecl the employee’s abilily to perform Whe duties and responsibililies of his or her posilion,

B. Minor Discipline. - All supervisors are authorized lo implement minor disciplinary measures. Minor
disciplinary aclions are not subject to appeal. Examples of minor disciptine include lhe following:

1.

Oral reprimand.  An oral admonition lo an employee whose conduct or performance must be
improved and which details lhe areas for impravement, the degree of improvement required, and a
nolice that [@ilure to improve could result in more serious disciplinary action  Qral reprimands are
noled by the supervisor, bul are nol documented in the employee’s personnel file.

Documented counsellng A wiillen memorandum showing thal the supervisor has met wilh lhe
employee lo discuss a specific problein(s) or deficiency and which sels forih the recommendations
given lo the employee lo address the problem(s) or deficiency in order to improve performance.
Although a copy may be sent to the employee’s personne! file, documenied counseling memoranda
are lypically maintained in the supervisor's file unlil they are included by notation in the employee's
formal performance evalualions.
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3

Written reprimand A formal wrilten nolice lo an employee stating lhe specilic delails concerning the
subjecl of the reprimand, summarizing previous relaled disciplinary action, if any, and describing the
plan for improvement, A wrillen reprimand shall include the date of the reprimand and a stalemenl
advising the employee that conlinued conduct or performance at such levels may resull in more
serious discipline, up 1o and including discharge. At Lhe time a writien reprimand is issued, the
employee is enlilled lo bring a representalive of his or her choice. The employee shall review lhe
reprimand and sign it and then shall be given a copy of il. Wrilten reprimands are not subject lo
appeal, although an employee has three (3) working days fotfowing the dale of a reprimand o submit

his or her own rebutial comments, which shalt accompany the reprimand in the employee's personnel
file.

Removal of minor discipline records. Al lhe sequest of the employee, records of minor discipline
will be removed from the employee’s persennel file three {3} yeass aller the date of the writien
reprimand or documented counseling. Records will be removed provided the employee has received
salisfactory performance reviews in the subsequent three (3) year period from date of the wrilien
reprimand/documented counseling and no further discipline has been initiated. The employee shall
iniliate the request 1o remove records of minor discipline Ihrough his or her Deparlment Head. The
employee's Depariment Head shall coordinale this request through Human Resources lo ensure the
appropriate criteria has been met lo remove the records. Nothing in this section is inlended 1o prevenl
documentation of progressive discipline,

Major Discipline - Major discipline may only be implemented by Department Heads. Types of major
discipline include the following:

1

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

Merit decrease. A pay slep reduclion where performance falls short of the normal standards or where
performance is clearly inadequale in one or more critical job duties.

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

Discharge. The removal of an employee from Cily service when it has been determined ihe
employee has been given a reasonable oppaortunity lo conform his of her conducl 1o required behavior
or performance slandards and has failed to do so, or where an employee has commilled one or more
serious offenses for which no olher disciplinary measure is appropriale.

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

Notice. A wrillen Notice of Intent 1o Discipline ("Notice of intent”) shall be prepared by the Deparlment
Head in consullalion with the Human Resources Department. The Nolice of Inlent shall state:

a. The specific lype of disciplinary aclion proposed;

b.  The cffeclive dale of Ihe action;

¢. The specific reason(s) or cause(s) for ihe aclions;

d  Acopy ol all wrillenr maierials upon which the action is based, and

e.  Nolice that, prior lo the impasilion of the major discipline, the employee has lhe righl to respond
orally or in writing al an informal hearing to explain why Ihe employee believes lhe proposed
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major discipline should nol be imposed A request for such a hearing must be submilted in
wriling within len (10} working Jays of receipt of the Notice of infen!

Inforimal hearing (i.e. Skelly hearing) Al 1he nployoe's request, an intormal hearing will be hekd
prior o the imposilion of major disciphneg  This heprng is nol an evidenliary heating, bul rather an
opportunity for the employee lo present information as o wity Ihe praposed major discipline should not
be imposed. Fxcepl by stipulation of the Gily and (he employee, the hearing shall 1ake place within
fen working (10) days of the employec's request lor hearing, ond Il may be rescheduled only once at
‘e employee's requesl. The following parameters apply Lo the informal heanng:

a.  The hearing shall be conducled by aresponsible persan designated by the Personnel Officer

b The hearing shall inelude e employes, he employes's- shesen represomativels) {reasanaiie
number), ond othors as diected Ly the Teaing olficer. Absent exienoaung arcumslances, the
ernployee’s failure lo appear waives his or her right 1o such a hearing,

& Ihe hearing shall be lape recorded os stenographically recorded, and a copy of the lape
recording or transcript shall e provided 1o ihe aemployee upon request,

d. Al the bearing, the employee shall be given an opportunity, eilber orally or in wiiting, or both, to
hring Torward facls or circumslances which may cause the charges Lo be revised or dismissed. If
the employee’s information is presented by his or ber representalive, all stalements made by the
representalive shall be albibuted to Ihe employee as il made by hien or her personalty, and it is
the employee’s obligation lo correct any missialement(s) by the repres entalive.

e, Fallowing the hearing, the hearing oflicer will make a wrilten recommendalion to the Depariment

Hend who issued the Nolice of Inten! as to whather the froposed disapline should be imposed,
modified, reduced or dismissed.

Notice of discipline. Following the informal hearing, if requested, the same Department Head who
issued the Notice of Intent shall consider Ihe hearing officer's recommendalion 1o determine how (o
procesd. I he or she decidos 10 dismiss the proposed discipline. writhen volice of 1he dlsmissal chall
be provided 1o the employee as soon as practicable. |l the decision is to impose discipline eilher as
proposed or in some modified or reduced tor o willen Molice of Discipline shall be prepared. The
Notice of Discipline shall stata:

a.  The specific type of disciplinary aclion that will be imposed,

b.  The specific reason(s) or cause(s) for he aclions, selling forth specific facts Ihal form the basis
for the decision;

¢ The elfeclive dale of the action: and
d.  The applicable appeat righls available to \he employee pursuant to these Personnel Rules,

Disciplinary action becomes effeclive on the date staled in the Notice of Disciplinary Action,
notwithstanding an cmployee's timely reques! for an evidentiary hearing before the Personnel Officer.

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

enhitled Lo an appeal hearing as sel forlh beloy

1. Timing  An employee wishing to exercise lhe appeal sighls pravided in this Seclion must deliver a
wrillen Nolice of Appeal to the Personnel Officer within ten (10) working days alter the date of Ihe
Notice of Discipline.
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2 Employeerepresentation. Employces may represent Ihemselves or be represented by legal counsel
or representative(s) ol the cinployecd’s recognized employee organizalion,

3. Evidentiary hearing. An evidentiary hearing belore a neulral hearing officer shall be arranged for by
\he Assislant City Manager or his/her designee and shall, absent extenualing circumslances, be held
within Ihirly (30) working days of Ihe receiving the Notice oi-Appeal. The hearing shall be closed and
conlidentinl.  Prior lo lhe hearing, the Assislant Cily Manager or his/her designee shall supply the
hearing officer wilth (1) the Notice of Inlent and any atlachments, {2) the Skelly hearing officer’s wrilten
recommendsation, and (3) the Notice of Discipline and any atlachments. Other hearing procedures are
as follows:

¢,

The employee's presence is required. Failure to appear al the appeal hearing unless physically
unable lo do so shall be deemed a wilhdrawal of the appeal and a waiver of any further righl of
administralive appeal.

The hearing shall be stenographically recorded,

Any and all witnesses other than (he City's representalive shall be excluded from ihe proceeding
until called lo teslily, except as mutually agreed to by the employee and the City's regresentative.

Order of hearing shall be:

. The Cily's representative, followed by the employee, may make preliminary opening
stalemenls

i, The Cily's representative may present oral or documeniary evidence, or both, in suppori of
the City's position; the employee may cross-examine all witnesses called by the City.

iii. The employee may present oral or documenlary evidence, or both, in support of the
employee's posilion; the City's representalive may cross-examine all witnesses called by the
employce.

iv. The Cily's representative, followed by lhe employee, may make a closing slatemen!.
]

The hearing shall be conducled in an efflicient manner conducive to delermining the issues,
however, the technical rules of evidence do not apply. Any relevant evidence may be admitted if
it is the sort of evidence on which responsible persons are accustomed lo relying in the conduct
of serious aflairs. Oral evidence shall be taken only upon oath or affirmalion. Hearsay evidence
may be used for various purposes; however, hearsay standing alone and properly objecled to
shall not be competent te prove a charge. lIirelevant and unduly repetitious evidence may be
excluded, as shall evidence thal would violale olher employees' righls to privacy and
confidentialily of their personal informalion. The hearing officer (with advice of appointed
counsel, if necessary) shall rule on any objeclions made lo the admissibility of evidence or
otherwise relaling 1o the conduct of the hearing.

Following lhe conclusion of the hearing, the hearing officer shall prepare written findings and
recommendations and provide them lo the City Manager. The hearing officer may recommend
changes lo the proposed discipline. 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 recommend a reduction in discipline if reasonable minds could differ as to lhe proper
level of discipline Il the hearing officer recommends a reduction in discipline, hbe or she musi
make a specific finding thal reasonable minds could nol differ as to the appropriale level of
discipline and sel forth the {acts upon which he or she based such finding. If the hearing officer
finds that none of the charges are supposted by the evidence presenied, lhe recommendalion
shall be thal no disciplinary aclion be laken. '
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il City Manager's Determination  The heasing officer's findings and recommendabons shall be
forwarded 1o the City Manager for his or her review.  The Cily Manager will follow e
recommendalions of the hearing officer unless he or she ean show cause thal the henring dtficer
abused his or her discrelion.

A Ihe City Manmger shall review the enlire record (including the Notice of Intent, the record of
Shelly proceedings, The Skelly ollicer's wrillen recommendation, (he Nolice of Discipling, the

evidence and record al the evidenliary hearing, and the appeal hiearing officer's wrillen lindings
and recommendations),

h The Cily Manager shall issue a decision imposing the disciplinary aclion he or she deems
appropriate and in the bast nleresls of the Cily.

e The Cily Managers decision shall be in writitig and shall be final. 1 shall include copy of the
appeal, hearng officer's findings and secommendations aind shall be filed as a permanent record
in the: employee's persoonel file,

d. Notice ol the Cily Manager's decision, along with a copy of both the City My wyer's declsinon and
Ihe appeal hearing ofhicer's findings dncd recommendations, shall be served on the employee by
personal service or by registered or cerlified mail,  The nolice shall also include a statement of

the employee's righl lo seek judicial review wilhin 90 days pursuant to Code of Civil Procedure
1094.6

F. Use of paid adminisirative leave Nolhing in this Scction is intended to abrogale the City's right 1o place
an employee on paid adminisirative jeave during the invesligation of circuinstances \hat could lead to the
impasition of discipline or for any olher reason that is in the City's best interests,

G. Disciplinary Action for specific employecs of the Department of Public Safety.

Under California Governmenl Gode Seclion 3300, Ihe Slate of California enacted the Public Sately
Ollicers” Procedural Bill of Rights (POBRA).  As defined under California Government Code Seclion 3301,
the positions within the City that are covero by the POBRA are the following Poblie Safely Officer
Tramece, Public Salety Ollicer, Public Safety Sergeant, Public Safely Supervisor (LT}, Public Satety Division
Commander, and Director of Public Saolety. I shall be he policy of the Cily to extend Ihese same rights
and privileges to all non-safely members of the Rohnert Park Public Safely Oflicers’ Association, excapl
those Ihat by their very nature could only apply lo peace olficers andlor firefighters.  All subsequent
revisions to Calfornia Code seclions 3300 el seq and Courl interprelations of these stalules shall also be

binding on the City with respect to non-salely members of the Rohnerl Park Public Salely Oflicers’
Associalion.

For sately and non.saloly eriployees alike, the phrase “locker, or other space for slorage that may be
assigned 1o him® as used in Government Code Section 3300 shall include, but is nol limiled to, a Public
Safety employee’s assigned City vehicle andlor the enclosed spaces of an employee's assigned desk or
ollice area. Nothing in this seclion shall preclude the City from temporasily re-assigning a deparlmenial
assel lo meel a necessary operational requirement,

CITY OF ROMNERT PARK Page 35 of 39
Personnel Rules snd Regulalions



CHY OF ROHMNERT PARK
Persomnel Rules and Regulalions

GLOSSARY — DEFINITION OF TERMS

ADMINISTRATIVE LEAVE - Absence with full pay and benefils, ordercd by a Department lead or the City
Manager, when Ihe City's interesls require the employee (o be away from the job.

ANNIVERSARY DATE — The dale, which signifies lhe completion of each year of service by a regular employee
in a position and/or the date an employee starls his/her probationary period for either original, prormotional, or
change in classiticalion appointments.

APPLICANT - A person who has successfully compleled and subilled an employment applicalion for a
posilion lor which the Cily is currently recruiling.

APPOINTMENT - The selection of, and acceplance by, an apphcant lo a posilion in the Cily service in
accordance with these rules.

AVERAGE SCORE - Means the combined average of all-relevanl, converled, and weighted scores oblained by
a candidale for a given classification or position title.

CALENDAR DAYS — Consecutive days within a specific time frame and shall include weekends and holidays.

CANDIPATE - An applicant for City employment who meels the minimum qualifications of the pasilion applying
tor and has been selecled o begin the lesling process or a person on an eligibility lis\.

CFRA - Calilornia Family Righis Acl, slate law established in 1993, and is auministered by the California
Depastment of Fair Employment and Housing.

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

CITY MANAGER — The individual appointed by the City Council to manage alt City operations, depariments,
palicies and rules.

CITY SERVICE - The e\ntire employment system of the Cily.

CLASSIFICATION - A group of positions sufficiently simitar in respecl le dulies and responsibilities, (hal the
same descriptive classification titte may be used to designale each posilion allocaled 10 thal class. The same
minimum qualifications may be required of incumbents of posilions in the class, and the same examinalions
may be used lo choose qualified employees.

CLASSIFICATION SERIES - A group of classificalions sharing similar functions but differing as to level of
complexity, dilficulty and responsibility.

CLOSE RELATIVE - Relalive shall mean spouse, [ather, father-in-law, mother, mother-in-law, broiher, brother-
in-law, sister, sister-in-law, child {including stepchildren), stepparents, aunts, uncles, grandparents, grandparent-
in-law, grandchildren and relationships in loco-parentis and close personal relationships, with the approval of the
City Manager or histher designee.

COMPENSATION - Any salary, fee, or allowance paid lo an employee for performing the dulies and exercising
Ihe responsibililies of a position.

DISCIPLINARY ACTIONS — Aclions laken with the objeclive of obtaining employee compliance with tules,
orders, procedures, standards of conduct andlor expecled job perfurmance when non-disciplinary correclive

aclions do nol achieve compliance, or a particular evenl is serious enough to warrant disciplinasy action on its
own.
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DOMESTIC PARTNER - Twa wdulls who have chosen to share one another's Jives in an inlimate and
Al yne

commilled relalionship of mutuad caring,  To be eligible bolh parlies most file a Deglaralion of Damestic
Parinesship with the Calitornia Beacrelary ol Slale.

ELIGIBLF - A person whose naine is 00 an employment list,
}

ELIGIBILITY LIST - A list Uhan comltains the names of qualified candidales, for a specific clagsification, who have
compleled all examination processes and are ranked, in order of |he score or raling received.

EMPLOYEE - Any person appointed 1o fill an aulhorized employment position in the Cily service. Elecled
officials, volunteers, unpaid inferns, and those appointed Lo advisory boards, commiltees, and commissions are
ool employecs. The eategorios of employees ate:

Regutar: A coguiar emplayee s e whu hios passed prianon and holds a ragularly authorized position
wilh benefits.  Regular vinployees may only be disciplined for cause. There are 3 lypes of regular
employees:

T Reqular full-lime: & person who holds o budgeled (A0) forly-hour per weak position, with dutics and
tesponsibilities that do not end in specific ime period, and who is entilled to (ull benefits with the City
pursuant 1o Ibe applicable Memaorandum of Agreement or applicable Qutline of Benefits for he
Managemen! and Confidentinl Unils

2. Regular past-time. a1 person who holds o budgeted position, with duties and responsibilities thal do not
el i a specihc lime period, works for 5 specific number of howrs, o5 dedinad, and fills out o imecand,
receives a salary and benelit package, proporlioned 10 their agreed fixed work ralios (20 hours per
week receives 50% benelils; 30 hours per week receives 75% benalits),

3. Specially-furded: a person who works in a regular ull- or part-time posiian funded by sources ather
han Cily revenues (e.q., fadaral or siate grants).

Probationary: A probationary employee is someone in o regular full- or parl-time posilion who is serving a
trial period as provided in Sectione 4 ang 5.

Special: A special employee is one hired for g special purpose o meet he needs of the City. Special
employees include:

1. Provisional employees - ie. an employce who meels the minimum qualifications for a position and
who s appointed on an inlerim basis unlit the vacanay can be filled.

2. Seasonal employces — A lemporary employee appoinled (o posilions of fimiled duration of not more

han six (6) months wilhin a twetve (12) month pericd. Seasonal amployees do nol participale in the
Cily's benefit programs.

3. Emergency employees — employees hired (o meel (he requiremenis of a declared emergency which

threalens life, properly, or the general wellare of the Cily and. whose position ceases when the
emergency ceases

Probationary and Special Employees may he dismissad from such positions or disciplined wilh or wilhout
cause,

ENTRY LEVEL - The inilial position in a ¢lass series

EXAMINATION - The process ulilized to evaluale the relative skills and knowledge of an applicant for
praspective employment or curcent employee who has applied for 2 change in classifisation and/or promaolion.
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Techniques utilized may consist of, bul not limited lo any ol he following: lraditional paper and pencil tess,
performance lesls, skills est, or oral assessmaent,

EXEMPT -- An employee in a specific classification who, according lo the Fair Labor Standards Act (FLSA) is
exempt [rom lhe Cily's overlime policies and is compensated for overlime through Administrative Leave,
accumulaled per specificalions oullined i the MOA's andfor Oulline of Benefils tor the Management and
Confidential Unils.

FAMILY AND MEDICAL LEAVE POLICY - Provides for employee leave during limes of illness or [amily
emergencies. In compliance with California Family Rights Aci and Federal Family Medical Leave Acl.

FMLA — Family Medical Leave Acl, lederal taw established in 1993 and administered by the Departmenl of
Labor.

GRIEVANCE ~ A complainl by an emplayee refaling lo wages, hours, and working conditions. Disciplinary
aclion cannol be grieved.

LEAVE-OF-ABSENCE WITHOUT PAY — Time away from wark, which (he employee has requested, and the

City Manager or his designec has approved, for which the employee is nol paid and has the right to return to the
same position held before the feave was granted.

MEMORANDUM OF AGREEMENT (MOA) - A binding agreemenl on wages, hours, benefils, and olher
candilions of employment for designated classes belween the bargaining units and the Cily thal have been
adopted by the City Counci

NOLO CONTENDERE - Lalin for "no contesl.” In a criminal proceeding, a defendant may enler a plea of nolo
contendere, in which he does not accepl or deny responsibility for Ihe charges bul agrees lo accept punishment.

NON-EXEMPT — An employee in specific classifications who, according to the Fair Labor Standards Act (FLSA)
is to receive overlime pay al 1 %% limes normal pay for hours worked over 8, 9, 10 in a 24 hr. period and/or any
hours worked over 40 hours in a 7 day period, as oullined in the MOA's and/or Outline of Benefils for the
Management and Confidentiat Units.

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

PERSONNEL OFFICER - Is the City Manager, and is responsible for the administralion of all Personnel Rules.

Throughout these Personnel Rules, the term "Personnel Officer” dencles the Cily Manager or his or her
designee.

POSITION - A specific office or employment provided by the budgel, whether occupied or vacant, calting for the

performance of certain dulies. Posilions may be regular full-ime, regular part-lime, seasonal, hourly, andfor
temporary. .

PROBATIONARY PERIOD - A working test petiod during which an employee is required lo demonstrate fitness
for the position to which appoinled by actual performance in the position.

PROMOTION — The movement of a qualified employee from one class to anolher class with a higher maximum
rale ol pay and greater job responsibilities.

REINSTATEMENT - The re-employment of an employee who has regular or probationary status 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 preterence in appointment to vacancies in that ¢lass.
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RPEA - Rohnert Parle Employees’ Associalion. The tahor bargaining and representalion unit for adiminisirative,
technical and supporl employees

REPSOA - Rohner! Park Pulic Salety Officers’ Assocition. The labor bargainmg and representalion unit for
Public. Salely Sergeants, Public Salely Officers, Public Safety Dispalehers, Communications Bupervisar,
Cominunily Sewvices Qfficers, Part-Time Dispatchers, and Public Salely Officer Trainees

RULES - The Personncl Rules and Regulalions of the City of Rohnerl Park as conlained in Ihis document

SALARY - A regular employee’s base pay as approved by (he Cily Councit in the dlassification and salary plan
i.e. pay rales and ranges, compuled on a monthty basis.

SAlI ARY RANGES - The rate(s) assianed lo a classification in lha pay tales and ranges

SEIU - Service Employees International Union Local 707 The labor bargaining and 1epresentolion unit for
cerloin City employees in the Department of Public Works.

TEMPORARY APPOINTMENT - An appointment of limited duration in he absence of availuble uligible
cmployces or applicants.

TERMINATION - The ending of any ermployment relationship belween an employee and the Cily

TRANSFER - A change of an employee from one posilion o anvlber position in the same class or another class
having essentially the maximum sakary imils, and involving \he performance of similar dhilies

WORKDAY - Is a lwenly-four (24) hour period beginning al lhe same time each calendar day

WORKWEEK - Means any forly {40} hour period within seven (7) conseculive days slarting wilh the same
ealendar day each wack

RESOLUTIONS EFFECTING PERSONNEL POLICY

RESU ry- 22 - EMPLOYLE GRIEVANCE PROCEDURE

RES0 92-78 - EQUAL OPPORTUNITY EMPLOYER

RESO 92-/9 — POLICY AGAINST DISCRIMINATION BASED ON DISABILITY — ADA

RESO 93-38 = AGAINST HARASSMENT

RESQ 99-01 -~ ELECTRONIC MEDIA USE

RESO 81192 - ANTI-DRUG POLICY

RESO 87117 - DEPENDENT CARE ASSISTANCE PROGIRAM

RESO 00-10 EMPLOYEE COMPUTER PURCHASE PROGRAM (PERMANENT AS OF 2004)

RESO 03-71 - PROVIDING FOR CONTINUATION OF SALARY AND BENEFITS FOR CLIGIBLE
CITY EMPLOYEES CALLED TO ACTIVE MILITARY DUTY OR TRAINING

RESOQ03-235 - OUTLINE OF THE CITY'S COMPLIANCE WITH THE HEALTH INSURANCE

PORTABILITY AND ACCOUNTABILITY ACT OF 1996

CITY OF RONNERT PARK Page 39 of 39
Personnel Rules and Regulations



